





7.2 How to format the “Em” dash




7.3 Format: Hyphen (-) En dash () Em dash (—)

1. You can just type in Hyphen (-) on your keyboard.

2. In WORD 2003, 2007 : Insert (%<)) — Symbol (71 S)
_» General character (2 Bt2XS$S) 5 En dash (En

CHAID

3. In WORD 2003, 2007: Insert (% %) — Symbol (J|13) —
General character (282 X2 5) - Em dash (Em

CHAI)

4. In WORD 2003, 2007: Insert (AF¥) — Symbol (01&) —
Mathematical operators (==&t ™A &HAH — Approximately
equal =

Note that these characters may not always view correctly in other

programs or on webpages. See http://en.wikipedia.org/wiki/Dash for
more information.
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