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Hyphens

Used to connect compound
words or to divide a word
that breaks into the next
sentence.

Examples: check-in or
learnit-al.

- -
-

En-Dashes
Used to indicate range
by spanning time.

or quantities

Example
January 2014-Present
or pages 28-34.

52 Alt+0150
& Option + Hyphen

Em-Dashes

Used to create a strong break
in the structure of a sentence.

Examples: Together, we'l develop
asolution that meets your
organization's exact reeds—today
and in the future.

52 Alt+0151
@ Shift + Option + Hyphen

Barcoding
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The (=) is slightly wider than the hyphen (-) but narrower
than the lash (—). They are different in appearance and usage.

1. Express a period of time.

He lived in this town from
1998-2009.

2. Indicate a range of numbers.

You could choose 2 numbers
from 1-50.

3. Used with scores.

The red team won 3-1 in this
match.

4. Indicate distance.

Europe-USA is a long flight.

1. Show a break in a sentence.

Please call my supervisor — John
Wick — on Friday.

2. Marking of unimportant words

To get to New York from here —
you are heading there, right? —
you need a car or a train.

3. Create emphasis.

My mom loves fish — my dad loves
beef.

4. Indicate a sudden change of
thought

| had a great vacation in Bali —
oh! Is that your dog? He's so cute!
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An is a long dash (—) that is different from the other hyphens and dashes in
terms of purpose and appearance. It is said to be named so because it has the same

width as the letter M. The word "em" is actually a typographical unit of measurement.
It indicates that the width of a printed matter is equal to its point size or height.

When To Use An Em Dash?

A pair of parentheses is employed when including incidental or additional information. Em
dashes can replace a pair of parentheses. The choice as to which is more fitting depends on
the formality and emphasis of the parenthetical text. Em dashes are less formal than
parentheses.

« Example: The teacher—the substitute one—is surprisingly strict for her first day in class.

« An em dash can take the place of a colon when it is used to emphasize a conclusion or a

significant afterthought. Again, the dash is less formal. So, it is better employed in casual
texts.

« Example: | know what you're feeling now—regret.

« Note that the substitution of em dashes to a pair of commas should only be done when stating
an interruptive phrase. Em dashes are not suitable to be used in between enumerated items,
which is another purpose of commas. Since em dashes create more emphasis, it gives more
force to the interruptive phase.

« Example: That choice—like any other choice you made—entails sacrifices, which hopefully will
not stop you from attaining your goal.

« Though em dashes are not appropriate when used in between enumerated terms, it can be used
before and after the enumeration. Enumerations are sometimes in the form of appositives. An
appositive is a noun or a noun phrase that renames the other noun beside it. Commas are
commonly used to set off appositives.

« Example: The three of them—Blossom, Bubbles, and Buttercup—defeated Mojo Jojo.

« An em dash, or a pair of them, can indicate a sudden break in thought or interruption in a
statement. This style is widely used in free and creative writing, primarily in quotations or
dialogues in a story or novel. It portrays that the writer or speaker had a sharp shift in thoughts
or opinion.

« Example: How do | answer this—never mind, | get it now.

« Aside from contextual purposes, the em dash can also represent the unknown. A series of
multiple em dashes can be employed to indicate missing words. These missing portions can
either be undetermined or intentionally excluded.

« Example: "l don't k—— w—— you're t—— about ——w," | hear an inaudible voice say.
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m Examples:
m You are the friend—the only friend—who offered to
help me.

m | pay the bills—she has all the fun.
A semicolon would be used here in formal writing.
m | need three items at the store—dog food, vegetarian

chili, and cheddar cheese.
Remember, a colon would be used here in formal

writing.




