Inserting special characters

You can spot the work of an amateur because amateurs always use a hyphen when they ought to use an em dash. An em dash looks like a hyphen but is wider -- it's as wide as the letter m. 

To place em dashes in your Word 2000 documents and impress your local typesetter or editor (not to mention your readers): 

1. Choose Insert, Symbol. 
2. Click the Special Characters tab in the Symbol dialog box. 
3. Choose Em Dash. 
4. Click Insert and then click the Close button. 
Another way to create an em dash is by typing two hyphens in a row. Word turns them into a single em dash. You can also press Alt+Ctrl+- (the minus sign key on the Numeric keypad) to enter an em dash. 

