INSERTING SYMBOLS 
THAT ARE NOT ON THE KEYBOARD

1.  Many symbols can be inserted with the INSERT | SYMBOL command.  Although various font families include symbols, more items can be found in the non-text fonts, like Wingdings (three groups) and Webdings. 
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2.  Windows’ Character Map (Accessories | System Tools) is also helpful.

3.  A third way of accessing symbols in Office programs is with the ALT key.  First, you have to know the code for the symbol.  Hold down the ALT key and type the code.  When you release the ALT key, the symbol will appear. Unfortunately, this works only with the numeric keypad (NumLock on)! If you frequently use symbols*, you will want to make a chart of the codes for your symbols.  In the meantime, here’s a link to somebody else’s collection: http://www.usefulshortcuts.com/downloads/ALT-Codes.pdf.


* For example:  foreign languages, math, drawing, music.  There are many other special symbols.  If you type church bulletins, you”ll need Alt 0134; if you are a bridge person, you’ll like Alt 3, Alt 4, Alt 5, Alt 6.  And what’s not to like about Alt 15!  You want quick bullets?  Try Alt 16 and Alt 13.  Want to type an arrow quickly?  Alt 26.  (I just had some space to fill at the bottom of the page.)

And look at the Special Characters tab.
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