
Inserting en and em dashes
To enter en and em dashes as you type, you can use the Replace dashes option on the Options 
page under Tools > AutoCorrect > AutoCorrect Options. This option replaces two hyphens, 
under certain conditions, with the corresponding dash.

– is an en-dash; that is, a dash the width of the letter “n” in the font you are using. Type at least
one character, a space, one or two hyphens, another space, and at least one more letter. The
one or two hyphens will be replaced by an en-dash.

— is an em-dash; that is, a dash the width of the letter “m” in the font you are using. Type at 
least one character, two hyphens, and at least one more character. The two hyphens will be 
replaced by an em-dash. Exception: if the characters are numbers, as in a date or time 
range, the two hyphens are replaced by an en-dash.

In Table 3, the A and B represent text consisting of letters A to Z or digits 0 to 9.

Table 3: Inserting dashes

Text that you type Result

A - B (A, space, hyphen, space, B) A – B (A, space, en dash, space, B)

A -- B (A, space, hyphen, hyphen, space, B) A – B (A, space, en dash, space, B)

A--B (A, hyphen, hyphen, B) A—B (A, em dash, B)

1--2 (number, hyphen, hyphen, number) 1–2 (number, en dash, number)

A-B (A, hyphen, B) A-B (unchanged)

A -B (A, space, hyphen, B) A -B (unchanged)

A --B (A, space, hyphen, hyphen, B) A –B (A, space, en dash, B)

Another means of inserting en and em dashes is through the Insert > Special Characters menu.
Select the U+2013 or U+2014 character (found in the General punctuation subset), respectively.

A third method uses keyboard shortcuts. These shortcuts vary depending on your operating 
system, as described below.

Tip

You can also record macros to insert en and em dashes and assign those macros to 
unused key combinations, for example Ctrl+Shift+N and Ctrl+Shift+M. For more 
information about key combinations, see Chapter 20, Customizing Writer.

macOS
For an en dash, hold down the Option (Alt) key and type a hyphen. For an em dash, the 
combination is Shift+Option+Hyphen.

Windows
On most non-Asian installations of Windows, hold down the left Alt key and type on the 
numeric keypad: 0150 for an en dash or 0151 for an em dash. The dash appears when you
release the Alt key.

Tip

On a keyboard with no numeric keypad, use a Fn (Function) key combination to type 
the numbers. (The Fn key is usually to the right of the left-hand Ctrl key on the 
keyboard.) For example, on a US keyboard layout, the combination for an en dash 
should be Alt+Fn+mjim and for an em dash it should be Alt+Fn+mjij.
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