Punctuation Symbols
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This is a guide to some of those tricky little symbols that we all need occasionally, specifically
where they are not easily identifiable on your keyboard. (Variations may occur on ‘less standard’
keyboards and may not be available with all fonts).

Standard Mac format Standard PC format use side number pad
To get this: Type this: To get this: Type this:

¢ open double quote alt- | ¢ open double quote num lock- alt- 0147
? close double quote alt-shift- | i close double quote num lock- alt- 0148
! open single quote alt- | ‘ open single quote num lock- alt- 0145
’ close double quote alt-shift | ’ close double quote num lock- alt- 0146
- en dash alt- - (hyphen) - en dash num lock- alt- 0150
— em dash alt-shift- - (hyphen) — em dash num lock- alt- 0151

ellipsis alt- ; ellipsis num lock- alt- 0133
° degrees alt-shift- 8 ° degrees num lock- alt- 0176
. medium bullet alt- 8 . medium bullet num lock- alt- 0149

small bullet alt-shift- 9 small bullet num lock- alt- 0183
fi f + i ligature alt-shift- 5

f + | ligature alt-shift- 6
€ Euro symbol (not all fonts) alt- 2 € Euro symbol (not all fonts) num lock- alt- 0128
™ trademark alt-shift- 2 ™ trademark num lock- alt- 0153
® registered trademark alt-r ® registered trademark num lock- alt- 0174
© copyright alt- g © copyright num lock- alt- 0169
¢ cents alt- 4 ¢ cents num lock- alt- 0162
# hash alt- 3 # hash num lock- alt- 035
+ plus or minus alt-shift- = + plus or minus num lock- alt- 0177
é acute accent (a,6,1,0,0) alt- e, then character é acute accent (&) num lock- alt- 0233
e grave accent (a,&,1,0,U) alt- ~, then character e grave accent (é) num lock- alt- 0232
U dieresis (&,&,i,6,0) alt- u, then character 8 dieresis (é) num lock- alt- 0235
7 circumflex accent (4,6,1,6,0)  alt- i, then character é circumflex accent (€) num lock- alt- 0234
A tilde (&,R,0) alt- n, then character A tilde (A) num lock- alt- 0241
C c-cedilla (French) alt- ¢ c c-cedilla (French) num lock- alt- 0231

For a wider selection of French characters please see our
download tool: ‘French Characters’.

The information within this document may have been drawn from other resources and is for guidance only and therefore should not be relied upon for accuracy. Whilst every effort has been made to ensure that this information
is correct and up-to-date, Design for Business Limited (D4B) can not be held responsible for any inaccuracies or any errors resulting from it either directly or indirectly. We recommend verification of any information herein.
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