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The dash, two keystrokes --, AR IR
s created by using two ALY
l\ypl\cns.

Many word processors 11 | |
will meld the two T

hyphens ( —en dashes)

Into one connected

dash:

an —em dash.
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S LN % The d ot emphasizes a particular
- _ point, and it acts like commas used
td,set off extra information, but it is

' more dramatic.
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The grocerles that spllled iN

the car—— orange juice, Mmilk,

and onUrt -didnNn’t smell so
= good the next day-




You can use the dask like a colon to
set off a list.

| have three classes today—
English, geology, and math.,
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When you use two or more
words tq describe a noun,
use the ypl\cn to connect
them.
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The Crusty—faced
pirate gave us a

dirty look.




To check if you need the

hy phen, ask if you could
use the words separately
and keep the meaning

clear. If you can'tor if it A
means something different, 2

The crusty. pirate gave us a dirty \ocok.

The faced pirate gave us a d\rly \oo\K.



Use the l\ypl\en with
multiple word descriptions
like that.
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Use the hyphen to connect fractions

and compound numbers when they are
spelled out. .V‘
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sentence should be grammatlcally correct

G W|thout the information in the parentheses.
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But ask yourself as you ponder this plain page, “Why
would | use parenthesis when | can just use comma,;
after all, | wouldn’t use a chainsaw to cut butter.”




Use parcnll\cses to
enclose letters or
numbers labeling items 1
a series. |

do at Ieast three thmgs (1) proofread
Carefully, (2) format oorreotly, and (3) have

t;,



Use bradkels to enclose words you insert into a quote
to clarify or smooth out grammar and wording.

Albert Einstein said, “Try not to
become a [person] of success,
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Use bradkels to enclose the word sicto show there’s

an error in something you’ve quoted.
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1925, p 328)
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Of course, you could just use brockels to replace

the Incorrect word.
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Use LracLels OX Parenll\eses to

enclose a translation. Just be
consistent.
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The ellipsis mark consists of three spaced periods

_+1 Use it to show a drifting pause* or that * o
e you Ieft somethlng out of aquotel

Ty

-0 Make sure all the periods In your ellipsis appear on
—the same line.
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|f, you have Cut some words frm the end f the flnI quoted
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4 Bit| L pen, bea 'f;ﬁself fl)r]lsplte
—‘Fool - sald my Muse to me, “look in thyheart and write.”
£ p | LU --Snr Philip Sidney, “Astrophil and Stella 1” "




Use the slash to separate two or three lines of

poetry that have been run into your text. Use a
space before and after the slash.
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In giving paired |tengs using the el do not use
a space before or after the slash. ”g&_ivﬂ{
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