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1 Word, Excel and PowerPoint

Inserting symbols in Microsoft Word, Excel and PowerPoint documents is very straight forward.
This is also true for the online (Office 365) versions of the products. The following instructions
show you how:

1. Open the document you want to insert the characters in and position the cursor when you
want to place the symbols.

2. Click on the “Insert” tab to display the insert ribbon.

3. Click on the “Symbol” icon (on the right-hand side of the insert ribbon) to display the
most frequently used symbols.



4. Click on the symbol you want or, if the required symbol isn’t displayed, click on “More
Symbols...” to bring up a full list.

5. If you have the full symbol list displayed then select the symbol you want and click “Insert”.

6. Once you have finished inserting the required symbols click on the “Close” button.

7. To bring up the normal formatting ribbon click on the “Home” tab.



2 Outlook

To insert symbols in an email using Outlook is a straight forward procedure but is not possible
in the online (Office 365) version. The method is very similar to that for Word, Excel and
PowerPoint but is done when creating the email using the following procedure:

1. Create a new email (or reply to an existing email) and position the cursor in the body of
the email where you want to put the symbol. NB: It is not possible to put symbols in
the email address or subject lines.

2. Click on the “Insert” tab to display the insert ribbon.

3. Click on the “Symbol” icon (on the right-hand side of the insert ribbon) to display the
most frequently used symbols.



4. Click on the symbol you want or, if the required symbol isn’t displayed, click on “More
Symbols...” to bring up a full list.

5. If you have the full symbol list displayed then select the symbol you want and click “Insert”.

6. Once you have finished inserting the required symbols click on the “Close” button.

7. To bring up the normal email ribbon click on the “Message” tab.
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