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	Diagonal/Slash     (Les. 10)
	slow/fast
	Do not space before and after /
	Use sem finger and key / on lower row

	Apostrophe

(Les. 11)
	can’t
	Do not space before and after ‘
	Use sem finger and reach to the right

	Quotation mark

(Les. 11)
	“woof”
	Space before and after "
	Shift of apostrophe

	Hyphen

(Les. 18)
	e-mail
	Do not space before or after hyphen
	Use sem finger and key hyphen in upper row

	Underscore 

(Les. 18)
	_______.
	
	Shift of hyphen

	Dollar sign 

(Les. 21)
	$44.00
	Do not space between the $ and the number
	Shift of 4

	Ampersand

 (Les. 21)
	Dixon & Sons
	Space once before and after &
	Shift of 7

	Pound/Number sign

(Les. 22)
	Your book is #3.  Sally weighs 90#.
	Do not space between number and #
	Shift of 3

	Asterisk or Star

(Les. 22)
	*Please note
	Do not space between the word and *
	Shift of 8

	At sign

(Les. 23)
	2 pies @ $5.00

dgill@acsc.net
	Space once before and after @ except if used in e-mail addresses.
	Shift of 2

	Parentheses (Les. 23, 25)
	(rye)
	Space once before beginning parentheses and after ending parentheses
	Shift of 9 and 0

	Exclamation Point

(Les. 25)
	Look!
	Space two times after !
	Shift of 1

	Percent Sign (Les. 25)
	55%
	Do not space between numbers and %
	Shift of 5

	Caret (Les. 26)
	4^3
	Do not space between numbers and ^
	Shift of 6

	 \ Back Slash

(Les. 27)
	d:\winword
	No space before and after \
	Sem finger above enter key

	<  Less Than

(Les. 27)
	10 < 20
	Space once before and after <
	Shift of , (comma)

	> Greater than 

(Les. 27)
	28 > 22
	Space once before and after >
	Shift of . (period)

	=  Equal

(Les. 27)
	3 + 3 = 6
	Space once before and after =
	; finger in upper row next to backspace
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	+ Addition sign

(Les. 27)
	4 + 4 = 8
	Space once before and after +
	Shift of = 

	[] Left and Right brackets  (Les. 27)
	[Twain]


	Space before beginning bracket and after ending bracket
	Sem finger in third row

	{} Left and Right Curly Braces

(Les. 27)
	{{4, 2, 6}}math and internet searches
	Space before beginning curly brace and after ending brace
	Shift of []

	~ Tilde

(Les. 27)
	Internet Address www.isp.com/~jon
	No space before and after ~
	Shift of `

	Cents  ¢
	The cost is 29¢.
	Do not space between number and cent sign.
	MSWord, Insert, Symbol, Normal text, click on cent sign

	Degrees °
	32°
	Do not space between number and degree sign
	MSWord—Insert, symbols, normal text, and °

	Times x
	32 x 3 or 32 * 3
	Space once before and after x or *
	Small letter x or shift of 3

	Divided by ÷
	32 ÷ 2 or 32/2
	Space once before and after ÷.  No space before / used in division
	MSWord—Insert, symbols, normal text and click ÷.

Forward / next to period.

	Superscript
	82 + 62 = 102
	No space between number and superscript
	Highlight number, format, font, check superscript

	Subscript
	H2O
	No space between letters and subscript
	Highlight number, format, font, check subscript

	Square root
	(9 is 3
	No space between (
	MSWord—Insert, symbol, symbol or ionic

	Feet and inches or minutes and seconds
	Mary is 5’2”.

The time is 2’12”.
	No space between number and symbols
	Use apostrophe for feet or min. and quotes for inches or seconds

	Fractions
	Five is ½ of ten.
	No space between number and /
	Forward slash next period.


