12.8 Using Hyphens, Dashes, and Parenthesis (pages 263-264)
Rule 1: Use a hyphen to divide a word at the end of a line. Divide words only between syllables.

Ex: With her husband, Pierre, Marie Skiodowska Curie dis-
covered radium and polonium.

Use this rule when you are writing and you reach the end of the line and are unable to fit the entire word on the line.

Rule 2: Use a hyphen in compound numbers written in words

Ex: thirty-two

Rule 3: Use a hyphen in fractions written in words

Ex: one-half

Rule 4: Use a hyphen in certain compound words. Check a dictionary for the correct way to write a compound noun.

Ex: brother-in-law
Ex: editor in chief

Some compound words require hyphens, but some do not. If you are not sure whether or not a compound noun requires hyphens, you will need to check in a dictionary.

Rule 5: Use a hyphen in a compound modifier when it comes before the word it modifies.

Ex: Fido is a well-trained dog.
Ex: The dog is well trained.

In these examples, the modifier is “well trained” and the word it modifies, or describes, is “dog”. Notice in the first example, “well trained” comes before the word “dog”. Therefore, “well trained” needs a hyphen. In the second example, “dog” comes before “well trained” so it does not require a hyphen.

Rule 6: Use a hyphen after the prefixes all-, ex-, and self-. Use a hyphen to separate any prefix from a word that begins with a capital letter.
Ex: all-powerful
ex-president

self-educated

trans-Atlantic

Rule 7: Use dashes to set off a sudden break or change in thought or speech.

Ex: Billy Adams—he lives next door—is our team manager.

When writing, a hyphen is a smaller line and a dash is a longer line. In typing, you use the exact same button to indicate a hyphen or a dash, which is the button on your keyboard next to the zero. When typing, to use a hyphen simply hit the button once. When you want to use a dash, press the button twice and Microsoft Word will automatically connect the two dashes to make it longer.

Using a dash is similar to the rules we discussed with commas that are not essential to the meaning of the sentence, but simply to provide additional information. For our comma rules, you were given a list of words of words that the nonessential phrase should start with. If the nonessential phrase does NOT begin with those words and appears to be a random break in thought, use dashes. (Note: check 12.3 notes on Using Commas continued to review the comma rules and understand the difference).

Rule 8: Use parenthesis to set off words that define or explain a word.

Ex: Simulators (devices that produce the conditions of space flight) are used in flight training for the space programs.

When typing, only use the rounded parenthesis which is Shift 9 and 0. The other square and decorative parentheses are actually called brackets and are used for something else.
Parenthesis ( )

Brackets [ ] { }
