Inserting special characters in text

Keyboard shortcuts do exist for vowels' pronunciation marks. I have listed them below. Here’s how to insert one in your Works document:

Make sure the NUM LOCK button is on. Depress the ALT key while you type the four- digit number using the numeric keypad on the right side of the keyboard. (The numbered keys, above the letters on your keyboard, will not work.)

Release the ALT key. The character should appear. It works, but it is finicky. Sometimes you have to press the number keys harder than usual. A couple times, I had to press the ENTER key to make the character appear.

The mark over a vowel for the long sound is called a macron. The curved mark for a short sound is a breve. Here are the shortcuts:

Macrons
Lower case a: ALT+0257

Upper case A: ALT+0256

Lower case e ALT+0275

Upper case E: ALT+0274

Lower case i: ALT+0299

Upper case I: ALT+0298

Lower case o: ALT+0333

Upper case O: ALT+0332

Lower case u: ALT+0363

Upper case U: ALT+0362

Breves
Lower case a ALT+0462

Upper case A: ALT+0461

Lower case e ALT+0283

Upper case E: ALT+0282

Lower case i: ALT+0464

Upper case I: ALT+0463

Lower case o: ALT+0335

Upper case O: ALT+0334

Lower case u: ALT+0468

Upper case U: ALT+0467

Once you have inserted a special character in a document, you can copy and paste it. Or you can continue to use the above method. 

These special characters are also in Character Map in Windows. So you can get these and other characters there. 

Find the character you want--such as “a”--and click it. Click Select>>Copy. Go to your document and place the cursor where you want to insert the character. Then click Edit>>Paste, or use the keyboard shortcut CTRL+v. The character will remain on your clipboard, so you can continue to paste it elsewhere.  I created a desktop shortcut for Character Map since I frequently use it. To do that, minimize all Windows. Go to System Tools and mouse over Character Map. Right-click and select Create Shortcut. This creates “Character Map (2)”. The shortcut is placed in the list with all the other System Tools.  Drag “Character Map (2)” to your desktop. Once the shortcut is on your desktop, you can rename it if you like. Right-click the shortcut and select Rename. Type a new name for it.   

