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Ever wondered how people manage to type those ‘strange’ symbols (for instance ¶)  that are seen – in emails, websites, letters? Generally, in many programs everyone know (at least for Windows) these simple shortcuts.
TO SELECT ALL (as in the complete document or page) Hold down the Ctrl key and press A

TO COPY (as in the selected section) Hold down the Ctrl key and press C

TO CUT (as in remove part of a paragraph or sentence) Hold down the Ctrl key and press X 

TO PASTE (the cut or copied selection) Hold down the Ctrl key and press V. These shortcuts work not only in documents, but in some drawing and photo applications.

Now for the ‘odd’ ones:

HOW TO TYPE CENT SIGN ¢

Hold down the ALT key and type 0162 on the numeric keypad 

HOW TO TYPE BULLET • (list dot)

Hold down the ALT key and type 0149 on the numeric keypad

HOW TO TYPE COPYRIGHT © (copyright sign, copyright symbol)

Hold down the ALT key and type 0169 on the numeric keypad

HOW TO TYPE PARAGRAPH ¶ (paragraph symbol)

Hold down the ALT key and type 0182 on the numeric keypad

HOW TO TYPE REGISTERED SYMBOL ® (registered trademark)

Hold down the ALT key and type 0174 on the numeric keypad

HOW TO TYPE TRADEMARK ™ 

Hold down the ALT key and type 0153 on the numeric keypad

HOW TO TYPE HEART ♥

Hold down the ALT key and type 3 on the numeric keypad 

To find more/others symbols, punctuation, accent marks – just search the web.

“How to type symbols” search led me to these sites:

Alt-Codes.org http://alt-codes.org/how/ (they have pages for Mac, Linux, Windows, and Laptops)

How To Type.net http://www.howtotype.net/  (just click on the mark you want, and it will list the different formats)

Wikihow.com http://www.wikihow.com/Type-Symbols-Using-theALT-Key uses the character map found in the computers.

For Windows:
Click on the Windows Start menu.

Select "Programs", "Accessories", "System Tools", then "Character Map".  (For Windows 7 just search for character map)

Choose a font
Double-click the character(s) you want. It is important to select the exact font you're using in your document before selecting the symbol you wish to copy. Not all font-faces contain all possible combinations of available symbols.

Copy.

Return to your document.

And Paste. Font size of the character may need to be changed after you've pasted it into your document.

For Macs:
Hold the Option key and press any other key to get custom characters  To get a second set of custom characters, hold down both the Option key and the Shift key.   
One can always do searches for not only symbols, but special characters, accent marks – or if you know the name do a search for “how to type infinity symbol” 

Good luck! 

