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Printing Special Characters
Introduction

Have you ever wanted to print the cent sign (®,dégree sign (°), the copyright sign (©) or solm&racters
in a language that uses different characters (jnmedfa fenétre oBapascrryiite!)? These characters
typically do not appear in a normal keyboard. Hesveyou can still print them in your documents orad
messages. This instruction sheet shows you hale this.

Finding and Making a Shortcut to the Character Map

The Windows operating system includesharacter mapvhich can be used to find, copy and use 2

characters not on your keyboard. It is usefuladweehthe shortcut for this facility on your desktwop L
in your taskbar so you can call it up easily eatletyou need a special character. To find the e

character map and put a shortcut to it on your tdgstto the following.

For Windows 7 and below:
1. Click on theStartbutton at the bottom, left of the screen, theth@Search programs and fild®x,
type the worctcharacter
2. A new window appears which should haviearacter Mapat the top of the list displayed.
3. Right click onCharacter Mapand from the menu presented click®end to..and then omesktop
(create shortcut)A shortcut to th&€€haracter Mapwill now be on your desktop.

For Windows 8:

1. Move the cursor up and to the right to exit theesornear the top, right corner then bring it bat& i
the window. A menu appears with a magnifying gl&igk on it to get &earchbox then type the
word characterin the box.

2. On the left side of the scre@haracter Mapshould be displayed likely at the top of the list.

3. Right click onCharacter Mapand from the menu presented along the bottomeo$tineen click on
Pin to taskbar A shortcut to th&€haracter Mapwill now be in the taskbar along the bottom of the
screen when you are esktopmode.

Using the Char acter Map -5 Craractes Misp M

Now that you have a shortcut to tGaaracter Mapon your = e
desktop or taskbar it is easy to use it to inclspiecial characters, |[1]" J-T-[7]o]1]2]3]4] -
in a document or email message or anywhere wherevgaold S EE'? f[—;li[”—l:
type a character. When you need a special chamcoeraracters | ]-l 3 k[Tmn]o :;l
do the following. q/r| =~ [i]¢] f.“.*'
5 =2 |li"|,'I
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1. If necessary shrink your document or message $gtha
can see the desktop. Double click on@iaracter Map

1Ia:az:.q_|::n,r:c:i i']ﬁﬂno:}n

shortcut. TheCharacter Mapwill appear as shown on o|= olutlany|p|v|AlaA]alala¢e|Elc]-
the nght Chersdterstoom: || Ssea |

2. Make sure that the font you are using is the oevsig Tleitanced o
at the top of th€haracter Mapwindow. If not, click on | e [uncoss = o to Unicode
the down arrow and select the appropriate font. Grou b [a -

3. If the Characters to coppox is not empty, clear it by Seacchtor
highlighting all the characters in it and depreggime T

Deletekey.



4. Scroll to find the character that you wish to usd alick on it. It will show larger. When you hathes
correct character, click on tt&electutton. The character will appear in the box leasCharacters
to copy If you wish to use more than one character (egom@), repeat the above for the other
characters.

Click on theCopybutton.

Shrink theCharacter Mapwvindow down, or close it if you will not be selewgiany other characters.
If necessary maximize your document or messageomirahd place the cursor where you wish to
insert the selected special characters. HoldCthiekey down and depress tliekey (viz, Copy). The
special characters will appear.

Noou

You should note that all fonts do not have allgpecial characters included in them that othersfamay
have. However, any of the standard fonts will halVéhe alphabetic characters (upper and lowes)cad
the numerals, many special characters (such asgtgn, drawing characters and math characters)galon
with the characters for such languages as Aralsbréiv, Russian (the Cyrillic alphabet) and Greek.



