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HYPHENS (-)
Hyphens are used to join two words to make a new word with a different meaning. This can also include prefixes and suffixes, i.e. ex-law.

Example: I have an on-campus job. The spa is all-inclusive.

Hyphens are also used when double digit numbers are typed out, such as fourty-six. 
[bookmark: _6lbmpohy4lkt]EN DASHES (–)
The en dash shows range and is used to connect some prefixes/suffixes that use more than one word  (like “pre–Civil War”).

Examples: Tell me about the pre–earth life. Read Hebrews 13: 1–2. 

To Use an En Dash: On Microsoft Word, hold down ctrl (PC) or command (Mac) and press the subtraction sign on your number pad. 
In Google Docs, click on the insert tab, then “special characters,” then type “Dash.” This gives you the three dash options. If you hover over the options, the system will tell you which is which. Select, “En Dash.”
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Em dashes are used to show a dramatic break or an additional thought. Many times, they can be used in place of commas and parentheses. They can be used to represent a physical pause in the conversation.

Examples: I can’t believe that dog peed on the carpet—although it’s not the first time. 
He said, “I love going to the movies! My favorite movie is—who is at the door?”

To Use an Em Dash: On Microsoft Word, put two hyphens together immediately after a word.Type the second word immediately after the hyphens and then put a space after that word. This will automatically change the hyphens to an em dash, OR insert two consecutive en dashes. This will create an automatic em dash. 
In Google Docs, click on the insert tab, then “special characters,” then type “Dash.” This gives you the three dash options. If you hover over the options, the system will tell you which is which. Select, “Em Dash.”
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