Inserting Letters with Diacritical Marks in a Microsoft Word Document
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I recommend that you create shortcut key patterns for the characters.

In versions of Word prior to Word 2007...

Option 1 - keyboard focus

e Strike the *] key. Next, strike the (. Finally, strike the (5. The preceding sequence will take you to
the Symbol chart under the Insert pull-down menu.
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e Use your mouse to select the font you want to use. Times New Roman, Arial, and Palatino Linotype
have a large extended character set.
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e Either with your arrow keys or using your mouse and the scroll bar at the right of the Symbol

window, scroll through the characters to those you want to use. Hit Eve] twice to insert a character.



Option 2 ¢ mouse focus

e Mouse click on the Insert pull-down menu.
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e Next, select the Insert [S]ymbol option from the menu.
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e  These two steps will take you to the Symbol chart under the Insert pull-down menu.
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¢ Use your mouse to select the font you want to use. Times New Roman, Arial, and Palatino Linotype have a
large extended character set that includes most of the characters needed for Hebrew transliteration.
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e Use the scroll bar at the right to scroll through the characters to those you want to use.
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e Double-click on whatever characters you want to insert.
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e After you have added all of the characters that you anticipate using, click the [Close] button at the bottom of
the screen.
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In Word 2007...

Option 1 - keyboard focus

¢ You can use the Option 1 steps described above, or you can use the key sequence specific to Word 2007, which
is as follows: ﬂ], M, M, ],

e In Word 2007, after you have inserted a character once, you can quickly select it from a small box that appears
after you strike the U in the preceding sequence.

Option 2 — mouse focus

e C(Click on the Insert tab.

e At the extreme right of the Insert menu bar, select Symbol.

e Use your mouse to select the font you want to use. Times New Roman, Arial, and Palatino Linotype have a
large extended character set that includes most of the characters needed for Hebrew transliteration.

e Scroll through the characters to those you want to use. Double-click on whatever characters you want to
insert. After you have added all of the characters that you anticipate using, click the [Close] button at the
bottom of the screen.



