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Increasing student achievement by the systemic alignment of technology, policies, and curriculum
through a multi-tiered system of supports in a universal education setting.
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Digital Tools v. 3

Windows Accessibility

Mac Accessibility

Chrome Accessibility

Word & OneNote 365 Online
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Read&Write - Chrome
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A collection of step-by-step tutorials on how to access

features in a variety of digital text tools, such as:

Text-to-speech
Magnification

Color adjustments
Auditory supports

Voice controls

Writing supports
Comprehension supports
and much more!
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WINDOWS 10 ACCESSIBILTY FEATURES
EASE OF ACCESS

EASE OF ACCESS

1.

Next to the Start 2@ button type “settings” in
the search bar, then press the “Enter/Return”
key or click on the “Settings App.”

The “Settings” app window will open. Click on
“Ease of Access.”

A new pop-up window will appear with
accessibility options in the categories of
“Vision,” “Hearing,” and “Interaction.”
Click on any of the support options to make
changes to your computer system.
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VISION

Vision support options include:

o Display — Make the display easier to read (size of text, link to adjust brightness, basic visual adjustments such as
transparency)

e Mouse pointer — Make the mouse pointer easier to see (pointer size, pointer color, touch feedback on a touchscreen)

e Text cursor — Make the text cursor easier to see (text cursor indicator, size, indicator colors, thickness)

e Magnifier — Enlarge part or all the display (zoom level, start options, invert colors, docked/fullscreen/lens, movement
control, text reading)

e  Color filters — Make photos, text, and colors easier to discern (inverted, grayscale, colorblindness)

e High contrast — Make text and apps easier to see by using distinct colors (preset contrast themes, customization)

e Narrator — Add a screen reader that describes what is on the screen (turn on screen reading, start options, voice options,
reading options, keyboard settings, Narrator cursor, use of braille displays, setting availability, use of online image
descriptions)

DISPLAY
&« Settings m}
TEXT & ICON SIZE @ Home Display
Find a setting ] .

1. Select “Display” in the left side column menu. Brightness and color

Ease of Access

Change brightness
2. Use the slider to adjust the size of the sample !
text. Then click “Apply” to reset the system. Mty
. Drag the slider until the sample text is easy to read, then click Apply

3. Use the dropdown menu to change the size of |

1 Display AE - A

app icons and text on the main display. This can
be very useful when using a screen with a high
resolution and very small text. I Textcursor

b Mouse pointer o

Magnifier Make everything bigger

Change the size of apps and text on the main display

Q
& Color filters
E-3
(=]

[ 150%
High contrast Change the size of apps and text on other displays
V I S U A L C U STO M I ZATI O N Narrator Change the size and color of your cursor and mouse pointer
1. Use the link to go to controls that can adjust Hearing Scale and layout
brightness or use the “Color filters” section. o v
2. Turn animations, transparency, and scroll bars Change the size of text, apps, and other items
on and Off Closed captions
3. Set the time for notifications to be visible. 100% (Recommended)
4. Turn the background image on or off. s 125%
§ Speech
& Keyboard e
Automatically hide scroll bars in Windows
O Mouse @ o
(@ Eye control Show notifications for

5 seconds

Show desktop background image

@ on

Personalize your background and other colors



MOUSE POINTER

ADJUST POINTER SIZE AND COLOR

w

5.

Select “Mouse pointer” in the left side column
menu.

Use the slider to change the size of the pointer.
Select a pointer color.

Turn on visual feedback for touch points on
touch screens.

Click on the “Additional mouse settings” link
for more options.

- Settings

® Home

Find a setting

Ease of Access

Vision
3 Display

b5  Mouse pointer

—

Text cursor

Magnifier

& P

Color filters

¥ High contrast

%)

Narrator

Hearing

4% Audio

B2 Closed captions

Mouse pointer

Make mouse pointer and touch feedback easier to see

Change pointer size and color

Change pointer size

N Y

Change pointer color

+
o || [

Suggested pointer colors

@ AT

4 Pick a custom pointer color

Change touch feedback

Show visual feedback around the touch points when | touch the
screen

@ on

[[] Make visual feedback for touch points darker and larger

ADJUST BASIC MOUSE SETTINGS

Set the side of the primary mouse button (left
or right)

Set the speed and response of a mouse wheel.
Set the hover scroll on or off for inactive
windows.

Click on the left arrow before the word
“Settings” in the upper left corner to return to
the “Ease of Access” screen.

Interaction g
Related settings

0 Speech Additional mouse settings

<« Settings

@ Home Mouse

[ Find a setting Select your primary button

- l Left

Devices

Cursor speed

B8 Bluetooth & other devices
& Printers & scanners
0

Mouse

8

Typing

Pen & Windows Ink

ORI ¥

AutoPlay

(=}

use

Roll the mouse wheel to scroll

! Multiple lines at a time

Choose how many lines to scroll each time

.'

Scroll inactive windows when | hover over them

@ on

Related settings

Adjust mouse & cursor size

Additional mouse options




TEXT CURSOR

&« Settings
ADJUST TEXT CURSOR SIZE, COLOR, AND
@ Home Text cursor
APPEARANCE
| Find a setting | Make your text cursor easier t
Ease of Access o
1. Select “Text cursor” in the left side column st cUispriodicator
menu. \ision Tum on text cursor indicator
@D off
. . . &3 Display
2. Turn the text cursor indicator on or off using Change text cursor indicator size
the toggle switch. This will add color ends to % Mouse pointer :e’e‘”",'"za"‘p'e s
nd here’s spme more sample
make the cursor easier to locate. [T et axeor text, and héf¥'s even more.
3. Use the slider the change the text cursor size. I ' I
The example shows the results. S\ Magriter i
) Suggested text cursor indicator colors
4. Pick a color for the text cursor ends. Color filters ..
5. Use the slider to adjust the text cursor
. % High contrast
thickness. 1t Pick a custom color
2 Narrator
healing Change the text cursor appearance
) Audio Change text cursor thickness
& Closed captions :bbc .
MAGNIFIER
= Settings
@ Home Magnifier
ENLARGE ALL OR PART OF THE SCREEN [t setting ] use Magnifert G T
DISPLAY : ‘

Ease of Access your mouse pointer around the screen

Use Magnifier
Vision

1. Select “Magnifier” in the left side column
Turn on Magnifier
menu. 3 Display @ o

b5 Mouse pointer Press th

2. Use the toggle switch to turn the Magnifier on

\ I to turn on Magnifier
vs logo key 58 + Esc

) turn off Magnifier
or off. Press the Windows logo key + Plus (+) to L Siec crsor i
turn on Magnifier from the home screen. Press | & wmagnifier
the Windows logo key + Esc to turn it off. Change zoom level
. . Color filters
3. Setthe zoom level using the “increase” or 200%  +
“decrease” buttons or use the drop-down % High contrast Chiinge zoont increments
menu. You can adjust the zoom level using the < W [ 100% defauty J
larrator
Windows logo key + Plus or Minus. Press the Windows logo key & + Plus (+) or Minus (- to zoon
4. Decide when you want the Maghnifier to start. Hearing or, pr
5. Smooth the edges of images of text is 2
@)  Audio
recommended. [ start Magnifier after sign-in
6. Decide if you want to invert the colors. B Closed captions [ start Magnifier before sign-in for everyone
Intaraction Smooth edges of images and text
[ invert colors
0  Speech Press Ctrl + Alt + | to invert color



CHANGE THE MAGNIFIER VIEW & Setings

@ Home Magnifier

Magpnifier can be used in three different views: full- | Find a setting
screen, lens, or docked.

D Start Magnifier after sign-in

Ease of Access D Start Magnifier before sign-in for everyone
In full-screen view, the entire screen is magnified. As Smooth edges of images and text
. Vision
the mouse moves around, everything on the screen [ nvert colors
may be viewed. On a touchscreen, Magnifier will D Display fess CHl s DL

display white borders around the edge of the screen.

Drag a finger or mouse along the borders to move

around the screen. LG Docked (Ctl + Alt + D)
Magnifier Full screen (Ctrl + Alt + F)

% M ifier vi
louse pointer Change Magnifier view

In lens view, a small window moves around the screen Lens (Ctrl + Alt +1)

with your mouse just like moving a magnifying glass T
around. Controls to adjust the size of the magnifying High contrast when zoomed in
window appear when you make this selection.

Q
& Color filters

3 (hlaeratox Have Magnifier follow:
Docked view works on the desktop. In this view, a Mesrng Mouse poiier
magnifier is docked to a portion of the screen. Moving ' Kiomnifoces
around the screen displays parts of the screen ko et curser
Narrator cursor
magnified in the docking area, even though the main Closed captions
part of the screen is unchanged. Keep the mouse pointer
Interaction Within the edges of the screen
1. Select Docked (Ctrl + Alt + D), Full screen (Ctrl 8 speech Fhepithe text aursor
+Alt +F), or Lens (Ctrl + Alt + L) from the drop- — Coniced onthe sereen.
down menu. )
2. Select if you want the Magnifier to follow O Mouse Reading
(e.g., when in Lens mode) the Mouse pointer, @ Eye control Chiaose e modifienkey
Keyboard focus, Text cursor, or Narrator Control Al
cursor. s A S R s v o i e
3. Decide where the mouse pointer and text ::f,;,“,ﬁ;‘:f:;i‘f’"f“f"”'“‘“"9’ Modifier key + Enter
cursor should be in relation to the Magnified Read from mouse pointer: Modifier ki
Read previous sentence: Modifier key + H
area. Read next sentence: Modifier key + K
4. The Magnifier includes “Reading” tools to read
from the screen. You can:
a. Choose a modifier key (e.g., Control +
Alt)
b. Start, pause, and resume reading Speed (100%)
(modifier key + Enter) 8
c. Stop reading (any key)
d. Read from mouse pointer (modifier
key + Left Mouse Click) Voice
e. Read previous sentence (modifier key I Microsoft David - English (United States)
+H)
f.  Read next sentence (modifier key + K) m Go to Settings
5. A controller will appear on the dock when the — 100% > [ S

Magnifier is in operation. You can use it to
adjust the zoom level, the Reading features,
and voice, and reading pace.



COLOR FILTERS

USE COLOR FILTERS

Select “Color filters” in the left side column
menu.

Use the toggle switch to turn color filters on or
off. Or use the keyboard shortcut, Windows
logo key + Ctrl + C to toggle the filter on or off.
Select a color filter:

a. Inverted

b. Grayscale

c. Grayscale inverted.
Or select a color-blindness filter:

a. Red-green (green weak,

deuteranopia)

b. Red-green (red weak, protanopia)

c. Blue-yellow (tritanopia)
The results of your choices will appear on the
color wheel.

< Settings

@ Home

Find a setting

Ease of Access

Vision

3 Display

b Mouse pointer

I Text cursor
Magnifier

o}

& Color filters
%E  High contrast
(]

Narrator

Hearing
4) Audio

Closed captions

Interaction
8§ speech
&  Keyboard
O Mouse

[ Eye control

Color filters

Make photos and colors easier to see by applying a color filter to
your screen,

Use color filters

Tum on color filters

@ on

Allow the shortcut key to toggle filter on or off

Press the Windows logo key 58 + Ctrl + C to toggle filter on or off.

Select a color filter to see elements on the screen better

O Inverted (reverse colors on the display)

O Grayscale
O Grayscale inverted

Or select a colorblindness filter to make the nine colors on the
wheel more distinct.

@ Red-green (green weak, deuteranopia)

O Red-green (red weak, protanopia)

O Blue-yellow (tritanopia)




HIGH CONTRAST

USING HIGH CONTRAST

1. Select “High contrast” in the left side column

menu.

2. Use the toggle switch to turn high contrast on
or off; or use the keyboard shortcut left Alt +
left Shift + Print Screen to toggle high contrast
on and off.

3. Choose a contrasting theme from the drop-
down menu. Choices include:

a.
b.
c.
d.

High Contrast #1
High Contrast #2
High Contrast Black
High Contrast White

4. You can customize any contrast theme by
selecting custom colors in the color theme
rectangles.

5. Select “Apply” to apply your custom colors.

NARRATOR

USING NARRATOR

Narrator is a screen reader that describes what’s on the
computer screen. It can be controlled by keyboard,
touch, and mouse.

1. Select “Narrator” in the left side column menu.

2. Use the toggle switch to turn the Narrator on or

off.

3. Use the start-up options to:

a.

Allow Narrator to be started by a
short-cut key; Windows logo key + Ctrl
+ Enter.

Start Narrator after or before sign-in
for a particular user or for everyone.
Show Narrator Home when Narrator
starts.

Minimize Narrator Home to the system
tray or minimize it to the taskbar.

Settings

@ Home

Ease of Access

Vision
Display
Mouse pointer
Text cursor
Magnifier
Color filters
High contrast

Narrator

Hearing
41  Audio

B2 Closed captions

Interaction
Speech
Keyboard
Mouse

Eye control

Ease of Access

3 Display

¥  Mouse pointer
I Textcursor

@ Magnifier

&) Color filters

X High contrast

5 Narrator

o

) Audio

&3 Closed captions

7

High contrast

Make text and apps easier to see by using more distinct colors.

Use high contrast

Turn on high contrast

@D on

Press left Alt + left Shift + Print Screen to turn high contrast on and
off.

Choose a theme
High Contrast Black 4

Select a colored rectangle to customize high contrast colors

Text

Hyperlinks

Selected Text

Background

[Lcmcar ]

Related settings

Narrator

Use Narrator

Turn on Narrator

@D off

Start-up options

4 Allow the shortcut key to start Narrator

D Start Narrator after sign-in for me
D Start Narrator before sign-in for everyone
4 show Narrator Home when Narrator starts

u Minimize Narrator Home to the system tray



NARRATOR HOME

1. The Narrator Home provides easy access to a
QuickStart guide, a Narrator guide,
information on What’s new, a link to the Ease
of Access settings, and a place to provide
Feedback to Microsoft.

2. You can also set whether the Narrator Home
appears when you start Narrator.

irWeIcome to Narratorl}

iome, where you can get help, ac
bes sloud what's on your use vice
tor, press the Windows logo key + Ctrl + Enter, Explore the sections below 10 get started

PERSONALIZE NARRATOR’S VOICE

1. Continue to scroll down the Narrator options.
2. Select a voice for Narrator. There are several
options built in the Windows system, and

other voices can be added.

3. Use the sliders to adjust the speed, pitch, and
volume of the voice.

4. Select whether you want to lower the volume
of other apps and sounds when Narrator is
speaking.

5. Select the audio output you want Narrator to
speak through.

QuikkStart Narrator guide What's new Feedback
< Settings
@ Home Narrator

Find a setting

Ease of Access

Vision

=]

-

®

Hez

@)

Display

Mouse pointer

Text cursor

Magnifier

Color filters

: High contrast

Narrator

aring

Audio

Closed captions

Personalize Narrator's voice

Choose a voice

| Microsoft David - English (United States)

Change voice speed

Change voice pitch

—t

Change voice volume

Press Narrator + Ctrl + Plus (+) or Narrator + Ctrl + Minus (

hange voice volume
Lower the volume of other apps when Narrator is speaking

Select where you hear Narrator's voice

| Default Audio Device



CHANGE WHAT YOU HEAR WHEN READING AND

INTERACTING

1.

Continue to scroll down the Narrator options.

Use the drop-down menu to change the level
of detail Narrator provides about text and
controls. Options include:

a. Textonly

b. Some control details

c. All control details

d. Some text details

e. All text details
Use the drop-down menu to set how
capitalized text is read. Options include:

a. Don’tannounce

b. Increase pitch

c. Saycap
Use check boxes to adjust how Narrator reads

formatted text, phonetics, punctuation, and

advanced details like text on buttons.

Use the drop-down menu to change the level
of context narrator provides for buttons and
other controls, from no context to immediate
context to full context.

Use the drop-down menu to select whether
Narrator provides control details before or
after the controls.

Use checkboxes to further refine how Narrator
provides details about controls, such as how to
interact with buttons and other controls, why
an action can’t be performed, hear only sounds
for common actions, or increase how Narrator
functions in Outlook.

Use checkboxes to change what you hear when
typing. Options include:
a. Hear letters, numbers, and
punctuation as you type
b. Hear words as you type
Hear function keys as you type
d. Hear arrow, Tab, and other navigation
keys as you type
e. Hear when toggle keys like Caps lock
and Num lock are turned on or off

o

f.  Hear Shift, Alt, and other modifier keys

as you type

@ Home

Find a setting

Ease of Access

Vision

3 Display

b5 Mouse pointer
I Text cursor

@ Magnifier

&) Color filters
% High contrast

2 Narrator

Hearing
) Audio

B2 Closed captions

Interaction
8 Speech
& Keyboard
0 Mouse

2 Eye control

Narrator
Change what you hear when reading and
interacting

Change the level of detail Narrator provides about text and controls

3 - All control details

Change how capitalized text is read
Don’t announce

+ 4 to change how capitalized text is read

D Have Narrator's voice emphasize formatted text
D Hear phonetics as you read by character

Have Narrator use punctuation to determine pauses when
reading

[] Hear advanced detail, like help text, on buttons and other
controls

Change the level of context Narrator provides for buttons and
other controls

2 - Immediate context

Adjust when Narrator provides details about buttons and other
controls

Before controls

Hear hints on how to interact with buttons and other controls
Hear Narrator announce why an action can't be performed

[ Hear only sounds for common actions

Have Narrator be more efficient in Outlook (experimental)
Change what you hear when typing

Hear letters, numbers, and punctuation as you type
Hear words as you type

D Hear function keys as you type

D Hear arrow, Tab, and other navigation keys as you type

Hear when toggle keys like Caps lock and Num lock are tumed
on or off

D Hear Shift, Alt, and other modifier keys as you type



NARRATOR KEYBOARD AND CURSOR
SETTINGS

There are standard keyboard shortcuts/controls and
there are legacy keyboard shortcuts/controls. You can
choose between the two, but standard is
recommended. The Narrator keys are being updated
to mirror control keys more closely from other screen
reading programs.

1. Use the drop-down menu to set the Narrator
key to Caps Lock, Insert, or both.

2. Use check boxes to adjust how the Narrator
key functions and how keys are activated on
touch keyboards.

3. Use check boxes to adjust where Narrator is
focused on your screen (the Narrator cursor).
Choices include:

a. Show the Narrator cursor

b. Move the regular cursor and
Narrator cursor together when
reading text

c. Sync the Narrator cursor and system
focus

d. Read and interact with the screen
using the mouse.

4. Normal Narrator cursor navigation mode is
recommended.

Choose keyboard settings

Select keyboard layout

Standard ‘

arn about t

Select Narrator key

Caps Lock or Insert

D Lock the Narrator key so | don't have to press it for each
command

D On touch keyboards, activate keys when | lift my finger

t . board command

Use Narrator cursor

The Narrator cursor is where Narrator is focused on your screen.
Show the Narrator cursor
D Move my cursor with the Narrator cursor as Narrator reads text

Sync the Narrator cursor and system focus

D Read and interact with the screen using the mouse

Select the Narrator cursor navigation mode

USING BRAILLE

Braille displays can be used with Narrator. Additional
software will need to be downloaded and installed.
The button for downloading and installing the braille
software is in the Narrator settings.

Syncing your Narrator setting to use current settings
before sign-in is recommended if you want to use a
serial braille display before sign-in.

Activating “Get image descriptions, page titles, and
popular links” is recommended if you want Microsoft
to provide information related to images and URLs.
Microsoft recommends the use of the Edge browser
with Narrator.

You can choose to send diagnostic and performance
data to Microsoft.

Read faster with scan mode. Turn Narrator on and
press the caps lock and spacebar keys to turn on scan
mode, then press the up and down arrow keys to read
everything in an app or webpage.

Normal

Normal mode is recommended
> Settings
Qirome Narrator

Use braille

Find a setting

Ease of Access

3 Display

b Mouse pointer
I Textcursor

@ Magnifier

&) Color filters
% High contrast

&2 Narrator

Hearing
)  Audio

B Closed captions

Interaction

O Speech
& Keyboard
0 Mouse

[ Eye control

10

To use your braille display with Narrator, you'll need to install
software that lets your computer communicate with it. When you
select the Download and install button below, you'll be installing
the following software from BRLTTY and Liblouis:

BRLTTY, distributed by the BRLTTY developers and licensed under
the following terms: GNU LGPLv2.1

blouis, distributed by the Liblouis team and licensed under the
following terms: GNU LGPLvZ

Download and install braille

Manage your data and services

Sync my settings

Use current settings before sign-in

@D on

@D off

Narrator + Alt + F. T

Read faster with scan mode




HEARING

< Settings - o X
ADJUSTING AUDIO SUPPORTS
@ Home Audio
1 Select ”Audio” on the |eft Side column menu Find a setting - l Make your device easier to hear or use without sound
Ease of Access
2. Adjust the device volume Make your device easier to hear
3. Clicking on “Change the device or app volume” o Change device volume
. . . 1
will open the sound and microphone settings @) 4100 %
WIndOW &3 Display Change the device or app volume
4. Clicking on “Change other sound settings” will N Mouse pointer Change other sound settings
open system sounds settings. 5 S emer T
@D off

5. Use the toggle switch to turn on mono audio, Hecuiler , ,
Mono audio combines left and right audio channels into one

@
combining the left and right audio of a stereo @ Color filters channel
signal into a single channel.

o N cooumst Show audio alerts visually
6. Use the drop-down menu to select how visual @

alerts are displayed for notifications. Options {

Narrator Select how visual alerts for notifications are displayed

include: Hearing Flash the title bar of the active window

a. Novisual alert o v Flash the active window

b. Flash the title bar of the active e e i
window Closed captions

c. Flash the active window

Sound settings

d. Flash the entire screen ke Help from the web
7. Alinkis provided to access the general sound 0 Speech Fixing sound problems
settings.
“ Settings - o X
@ Home Closed captions
Find a setting £ ] Make your device easier to use without sound by displaying audio
as text.
Ease of Access 5
CLOSED CAPTIONS Fraew
Use the dropdown menus to change how closed captions appear in
Vision Windows
" . ” .
1. Select “Closed captions” on the left side O Displey

column menu.
55 Mouse pointer

2. An example of closed captions is provided. It T Textcursor Change caption font

will respond and change as you use the drop- PO .

down menus to adjust: [ white ]
a. Caption color % Colorfilters
b. Caption transparency 3 Hiohcormrast Caption. Hansparency
c. Caption style | Opaaue ]

H H 2 Narrator
d. Caption size e
e. Caption effects i [aaaimma ]
4) Audio Caption size

[ 150% /]

Closed captions

Caption effects

Interaction I Default e ]

I craarh

11



Use the dropdown menu to add a background
color to the caption text to make it easier to
read over the video image.

Set the transparency level of the background
color so some of the video image shows through
its caption background.

You can also add a color layer over the entire
window with the captioning to improve contrast
and make the text easier to read.

Set the level of transparency for the window
color layer.

Select “Speech” on the left side column menu.

Use the toggle switch to turn on Speech
Recognition, or use the keyboard shortcut
Windows logo key + Ctrl +S.

When Speech Recognition is turned on, the
Speech Recognition floating control will appear
on the screen. It can be moved and can be used
to turn Listening on and off.

When the Speech Recognition is turned on you
can press the Windows logo key + H to start
dictation.

There is a link to additional speech settings in
the general settings area.

Hearing
49  Audio

B2 Closed captions

Interaction
§  speech
& Keyboard
O Mouse

& Eye control

<« Settings

@ Home

Find a setting

Ease of Access

Vision

) Display

b Mouse pointer
I Textcursor
@ Magpnifier
@ Color filters
% High contrast

€2 Narrator

Hearing
4i) Audio

B2 Closed captions

Interaction

§ Speech
& Keyboard
O Mouse

(@ Eye control

12

Change caption background

Add a text background to improve contrast and make text easier to
read.

Caption background color

[ Default }

Caption background transparency

I Default v ]

Dim window content

Add a text background to improve contrast and make text easier to
read.

Window color

[ Default ]

Window transparency

[ Default ° ]

Related settings

Video playback settings

INTERACTION

- g X

Speech @ _

Make your device easier to use if you have limited reach or

Talk instead of type

Use dictation to make text entry easier.

art dictation. On the touch

Get more info about dictation

Dictate text and control your device using only
your voice

Turn on Speech Recognition

@ on

Speech Recognition is only available for the following languages:
English (United States, United Kingdom, Canada, India, and
Australia), French, German, Japanese, Mandarin (Chinese Simplified
and Chinese Traditional) and Spanish.

Press the
Recogniti

Related settings

Additional speech settings

@ Gethelp

L Give feedback



MOUSEGRID

Speech can be used to move the cursor anywhere on
the screen using MouseGrid. You can move the pointer
relative to the full screen or the active window.

1. While in Windows Speech Recognition mode, say
"MouseGrid" to place the MouseGrid over the full
screen.

2. Say agrid number from 1 to 9 to position the
pointer in that numbered area. A smaller
MouseGrid will appear in the chosen grid square.

3. Tozoom in over the desired area, say another grid
number.

4. Continue to say the respective grid number to
zoom in until the target grid is over an icon or
other object. Use voice commands to click or
double-click the mouse.
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KEYBOARD

The On-Screen Keyboard selects keys using the mouse or other pointing device (like a joystick), or a single switch to cycle
through the keys on the screen. The keyboard size is adjustable, and the user can choose to click or hover to engage the key.
There are navigation keys on the right side. Word prediction is included.

ks

Use click sound

The On-Screen Keyboard can be opened using the Show keys to make it easier to move around the screen
keyboard shortcut Windows logo key + Ctrl + O. On the [v] Tumn on numeric key pad
right side is an “Options” key. When you click on that key

the Options dialog box will open. You will be able to: To use the On-Screen Keyboard:

(O Click on keys

() Hover over keys

1. Turn on click sounds for the keys
2. Show keys to make it easier to move around the

screen (these are additional navigation keys)
3. Turn on numeric keypad (this adds keys on the right

side that can be a numeric keypad or can be mouse (®) Scan through keys

movement keys, depending on the NUM Lock key.
4. The On-Screen Keyboard can be used by: Scanning speed:

a. Click on the keys Faster ' Slower

b. Hover over the keys
c. Scan through the keys

5. Keys can be selected with:
a. Joystick, gamepad, or other gaming device
b. Keyboard key Use joystick, game pad or other gaming device
¢.  Mouse click

6. Text prediction can be turned on or off.

1 second
To select a key:

Use keyboardkey ~ Space BarKey v

[ ]Use mouse click

Text prediction:
Use Text Prediction
Insert space after predicted words

Control whether the On-Screen Keyboard starts when | sign in

OK Cancel
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KEYBOARD

1.

Select “Keyboard” on the left side column menu.

Toggle the On-Screen Keyboard on and off.

Turn on “Sticky Keys” which allows keyboard shortcuts
to be typed one key at a time instead of
simultaneously.
Allow the shortcut key to start Sticky Keys (press the
Shift key 5 times)
Sticky Key options include:
a. Show the Sticky Keys icon on the taskbar
b. Lock the modifier key when pressed twice in a
row
¢. Turn off Sticky Keys when two keys are
pressed at the same time
d. Play a sound when a modifier key is pressed
and released

Toggle Keys, when activated, plays a sound when you
press the Caps Lock, Num Lock, or Scroll Lock.

You can choose to use a keyboard shortcut to turn on
Toggle Keys; press and hold the Num Lock key for five
seconds.

Filter Keys provides options for ignoring repeated
keystrokes and changing keyboard repeat rates. When
you activate Filter Keys you will have access to
adjusting options for:

a. Bounce Keys

b. Slow Keys

c. Repeat Keys

@ Home

Find a setting

Ease of Access

Vision

2 Display

b  Mouse pointer
I Text cursor
@ Magnifier
& Color filters
% High contrast

‘v-‘o Narrator

Hearing
49  Audio

E2J Closed captions

Interaction
0 Speech
&  Keyboard

O Mouse

l Find a setting

Ease of Access

Vision

3 Display

5 Mouse pointer
I Textcursor

Q Magnifier

&) Color filters
#%  High contrast

L:° Narrator

Hearing
%)  Audio

B Closed captions

Interaction
0 Speech
@ Keyboard
O Mouse

(& Eye control
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Keyboard

Make it easier to type and use keyboard shortcut

Use your device without a physical keyboard

Use the On-Screen Keyboard

@D off

Use Sticky Keys

Press one key at a time for keyboard shortcuts

@ on

D Allow the shortcut key to start Sticky Keys

Press the Shift key five times to turn Sticky Keys on or off

Show the Sticky Keys icon on the taskbar
Lock the modifier key when pressed twice in a row

Turn off Sticky Keys when two keys are pressed at the same
time
Play a sound when a modifier key is pressed and released

Use Toggle Keys

Play a sound whenever you press Caps Lock, Num Lock, or Scroll
Lock

@ on

D Allow the shortcut key to start Toggle Keys

Press and hold the Num Lock key for five seconds to turn on Toggle
Keys

Use Filter Keys

Ignore brief or repeated keystrokes and change keyboard repeat
rates

@ on

D Allow the shortcut key to start Filter Keys

Press and hold the right Shift key for eight seconds to turn on Filter
Keys

Show the Filter Keys icon on the taskbar

Beep when keys are pressed or accepted

Turn on Bounce Keys to wait before accepting additional
keystrokes when you press the same key more than once

@ on

Choose how long your PC waits before accepting repeated
keystrokes

0.5 seconds

Turn on Slow Keys to make your PC wait before accepting
keystrokes

@ on
Choose how long your PC waits before accepting a keystroke

1.0 seconds

Turn on Repeat Keys to delay repeated keystrokes when you press
and hold down on a key

@ on

Choose how long your PC waits before accepting the first repeated
keystroke

0.3 seconds

Choose how long your PC waits before accepting subsequent
repeated keystrokes

TOB seconds 7]



CHANGE HOW KEYBOARD SHORTCUTS WORK

1. Select whether to underline access keys when
available.

2. Toggle the PrtScn key so that it opens the screen
snipping app.

3. Use checkboxes to set warning messages or sounds
when turning on Sticky Keys,
Toggle Keys, or Filter Keys.

MOUSE

1. Select “Mouse” on the left side column menu.

2. Use the toggle switch to turn on Mouse Keys,
which uses the numeric keypad to control the
mouse pointer.

3. Options include:

a. Only use Mouse Keys when Num Lock is
on
. Show the Mouse Keys icon on the taskbar
c. Hold the Ctrl key to speed up and the Shift
key to slow down.
Adjust pointer speed
e. Adjust pointer acceleration

Ease of Access

Vision

3 Display

b Mouse pointer

I Textcursor
Magnifier

Q
&) Color filters
% High contrast
(]

Narrator

Hearing
4) Audio

E3 Closed captions

Interaction
0 Speech
&  Keyboard

O Mouse

& Settings

@ Home

Find a setting

Ease of Access

Vision

L3 Display

Ay Mouse pointer
I Text cursor

Q Magnifier

&) Color filters
#  High contrast

2 Narrator

Hearing
) Audio

Closed captions

Interaction
O Speech
&  Keyboard
0 Mde

& Eye control

Tumn on Repeat Keys to delay repeated keystrokes when you press
and hold down on a key

@ on

Choose how long your PC waits before accepting the first repeated
keystroke

0.3 seconds

Choose how long your PC waits before accepting subsequent
repeated keystrokes

0.3 seconds j

Change how keyboard shortcuts work

Underline access keys when available

@D off

Print Screen shortcut

Use the PrtScn button to open screen snipping

@ on

Based on other app settings, you might need to restart your PC to

Make it easier to type

Show a warning message when turning on Sticky Keys, Toggle
Keys, or Filter Keys from the keyboard

Make a sound when turning Sticky Keys, Toggle Keys, or Filter
Keys on or off from the keyboard

Make it easier to see and control the mouse cursor

Control your mouse with a keypad

Turn on Mouse Keys to use the numeric keypad to move the
mouse pointer

@ on

Only use Mouse Keys when Num Lock is on
Show the Mouse Keys icon on the taskbar
D Hold the Ctrl key to speed up and the Shift key to slow down

Pointer speed
Slow 8 22
Slov ] Fast
Pointer acceleration
Slow ] act
Slow  } Fast
Change other mouse options

Help from the web

Fixing mouse problems

Q Get help
& Give feedback



EYE CONTROL

Eye Control lets you use eye-tracking technology to
control the mouse, type using an on-screen
keyboard, and communicate with people using
text-to-speech.

Eye control is not available in earlier versions of
Windows 10, but if your PC is up to date, you're
good to go. To check which version you have, go to
Settings > System > About, and under Windows
specifications confirm that the version is 1709 or
higher.

You need an eye control device attached to your
computer for the Eye control options to appear.
Eye control supports the following eye-tracking
devices:

e  Tobii Eye Tracker 4C

e Tobii EyeX

e  Tobii Dynavox PCEye Plus

e Tobii Dynavox EyeMobile Mini
e  Tobii Dynavox EyeMobile Plus
e  Tobii Dynavox PCEye Mini

e Tobii Dynavox PCEye Explore
e  Tobii Dynavox I-Series+

e Selected laptops and monitors that include

eye-tracking integrations
e EyeTech TM5 Mini

You can get more information at
https://bit.ly/3EXHIs4.

€

Settings

@ Home Eye control

1 a setting E trol lets y ye track

Ease of Access peopiesing text-to-speech)

Use eye control (preview)
n

To use eye control, connect a supported eye tracking device

O Display

L)

—

Mouse pointer

Text cursor

“ ®

Magnifier

Color filters

High contrast

Narrator

{earing

) Audio

Closed captions

nteraction

Speech
Keyboard
Mouse

Eye control
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https://bit.ly/3EXHIs4

MAC ACCESSIBILITY FEATURES

Your MAC can be customized to support your vision, hearing, physical motor, and learning & literacy
requirements.

ACCESSIBILITY LOCATION

1. Click the Apple icon (top left corner)

2. Select “System Preferences,” you will see this pop-up window

Accessibility

3. Then select “Accessibility”

4. In this pop-up window you will see all the available accessibility
options

18



VISUAL FORMATS

DISPLAY

1. Invert Colors
a. Invert colors on your display—for example, show white text
on a black background—except in photos and images. To also
invert colors in photos and images, choose Classic invert
2. Reduce Motion
a. Stop or reduce the movement of elements on the screen—for
example, when you open apps, switch between desktops, or
open and close Notification Center
3. Increase contrast
a. Increase the contrast of items on the screen (such as borders
around buttons or boxes) without changing the contrast of the screen itself
4. Reduce transparency
a. Replace the transparent effect used on some backgrounds in macOS with a darker background, to
improve contrast and readability
5. Differentiate without color
a. Use shapes, in addition to or instead of color, to convey status or information
6. Menu bar size
a. Click the pop-up menu to change the font size in the menu bar to Large or back to Default. You must
log out and log in again to see the change in menu bar font size
7. Display Contrast
a. Dragtheslider to increase or decrease the screen contrast

CURSOR

1. Drag the slider to increase or decrease the cursor size

COLOR FILTERS

1. Select the color by clicking the color pencil
2. Select the filter type
3. Click on “Enable Color Filters”
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1. Hover Text
2. Click “Enable Hover Text”

a. Move the pointer over an item on the screen, then press
the activation key (such as the Command key) to display
the Hover Text window. The text under the mouse will be
enlarged

POINTER CONTROL

‘ Mouse & Trackpad

1. Select “Mouse & Trackpad”
2. Double Click Speed
a. Dragtheslider to increase or decrease the double-click
speed
3. Spring-loading delay
b. Drag the slider to specify how long the cursor has to be
over a folder before the folder opens.

Alternate Control Methods

1. Select “Alternate Control Methods”

2. Enable Mouse Keys
a. Move the pointer and press the mouse button using the
keyboard or a numeric keypad
b. Initial delay - Drag the slider to specify the speed of initial
movement
c. Maximum speed - Drag the slider to specify the speed the
pointer moves



3. Enable alternate pointer access
d. Use a switch or facial expression to be used in place of a
mouse
e. Assign the action of the switch (F11 = Left click)

f. Click the plus (+), Choose Physical Switch or Facial Expression

g. Assign the action, then click “Done”

4. Enable head pointer
h. Allows the pointer to be controlled using the
movement of your head captured by the camera
i. Choose “actions”
j-  Choose “Use a switch or facial expression

k. Assign the action
l.  Click “OK”
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AUDITORY FORMATS

FLASH SCREEN WHEN SOUND OCCURS

When a sound alert is made the computer screen will flash

1. Select Audio, then select “Flash the screen when an alert

sound occurs

SPOKEN CONTENT

Reads aloud selected text.

System Voice

1. Click the double bracket next to System Voice to select

a voice output

2. Drag the slider to specify the Speaking Rate

Speech to Text

1.
2.

Click on “Speak selection”

Note the keyboard shortcut. This activates the Speech-to-
Text

Choose your highlighted content, word color, sentence
color, sentence style. Then click “OK”



VOICE CONTROL

Allows you to edit text and interact with your computer by

speaking to it.

1. Enable Voice Control by clicking on the checkbox

2. Select your preferred overlay, None, grid, or numbers

3. Say “Wake Up” to activate voice control

4. Say the numbers next to the function you desire

5. Click Sleep

&

Wake Up

Accessibiity (s )

Voice Control allows you to edit text and interact with your
computer by speaking to it.

(@3 Ensvie Voice Control

LanguED) English (United States) B
Microph@EB Internal Mcrophone -]

(6D reyboara
LGED Pointer Control

nwm Coetrol
i

0“" @) Commands..  EEocabulary

58 Pay sound when command is recognized

ELD € Show Accessibiity status in menu bar [ 26 2

9

—

VOICE TYPING

Use dictation wherever you can type. To start dictating, use the shortcut. This must be activated one time

prior to use.

1. Under System Preferences select “Keyboard”
then select “Dictation”

2. Select the radial button next to “On”

3. The shortcut is tapping the FN (Function) key
twice to turn on and click the FN (Function) key
once to turn off dictation.
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SWITCH CONTROL

Allows the Computer to be controlled using one or more switches. This could be a mouse, keyboard,
gamepad buttons for dedicated devices.

SWITCHES

1.
2.

Click “Switches”
The Space bar is the default setting used as a switch when Switch Control
is enabled.

To add a new switch click the + +-1©

A pop-up window will appear, press the key you wish to act as
switch 2. Here the return key was selected, and the action is
“move to next item

Click Done.

During scanning the “Space Bar’ will select the item, and the
“Return Key” will move to the next item

GENERAL

1.

2.

Click Switch Control —_—

Click “General”

Click “Enable Switch Control,” then the “Home Switch” pop-up
window below will appear

Click “Allow platform switching to control your computer”

During scanning the “Space Bar” will select the item, and the “Return
Key” will move to the next item

Below the “Appearance” is set as Dark mode, you may also select “Light Mode”



To cycle through items in the Home panel, press a switch, such as your mouse button or the Space bar.
Press the switch a second time to select the highlighted item.

Keyboard

1. Click the “Keyboard” icon
Keyboard
2. Type text in a document or field by scanning the keyboard in
the panel, we set up scanning as scanning the “Space Bar’ will
select the item, and the “Return Key” will move to the next
item
3. Other keyboards may be available in the Custom panel

Pointer

1. Click “Pointer,” icon then tis new pop-up window will appear

2. To move the pointer to an area of the screen,
select Move.
3. A vertical block starts to glide across the screen.
4. When you press the Select Item switch
(spacebar), the block stops, and a vertical blue
line starts to glide across the block.
5. Press the switch again to either stop the blue line or substantially slow it down before you press the
switch again to stop it (based on the setting of Gliding Cursor Precision in the Navigation pane).
6. When you do the same horizontally, you'll see the pointer move to the intersection of the two blue lines.

App

1. Click “App”

2. Scan items (Return Key) and groups in the active () AutoSave @oFf () 19 @) (=) i

window of the current app. Here we are scanning )
Home Insert Draw Design Layout References
the Word Document
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1. Click “Dock”

2. The dock with your apps will appear

3. “Return Key” will move to the next item, and the “Space Bar’ will launch the App
4

Immediately start scanning just the items in the Dock.

Menu Bar

1. Click “Menu Bar” ﬁ

Menu Bar

2. Scan the menu bar group, then the menu extras group.
3. The “Return Key” will move to the next item, and the “Space Bar’ will launch the

function

Location

1. Click “Location”

Location

2. Use this option to reposition the Switch Control Home panel on the screen (Top, Bottom,
Left, etc.)

TYPING

1. Click “Typing”
In this pop-up with you can select “Insert and remove spaces
automatically

3. Also, Capitalize sentences automatically
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CHROMEBOOK ACCESSIBILITY

|SIGN INTO THE CHROMEBOOK

1. Boot up the Chromebook.
2. Sign in with the assigned Google email and password.

ACCESSIBILITY FEATURES

|ACCESSIBILITY OPTIONS IN SETTINGS

The accessibility features can be accessed within Settings menu. )
Settings About Chrome 0S

Accessibility
1. Click the status area in the lower right hand corner of Add additional accessibilty features

Enable accessibility features to make your device easier to use. Learn more

the screen to access System Menu. This is easily

W Show accessibility options in the system menu

located by the account picture. It may also be Show arge mouse cursor
accessed through a keyboard shortcut is Alt + Shift +s. Use high contrast mode

2_ C||Ck Settings_ Enable sticky keys (to perform keyboard shortcuts by typing them sequentially)

Enable ChromeVox (spoken feedback)

3. Scroll to the bottom of the screen and Click Show
advanced settings.

Enable screen magnifier

Keep magnifier focus centered on screen

4. Scroll down to the Accessibility section, check or Enable tap dragging
uncheck boxes to enable or disable accessibility | Automatically click when the mouse peinter stops
. Delay before click: -
Optlons' Enable on-screen keyboard

LY

Play the same audio through all speakers (mono audio)
Highlight the text caret when it appears or moves
Highlight the mouse cursor when it's moving

| Highlight the object with keyboard focus when it changes

Reset settings
Restore settings to their original defaults.

Reset settings

SHOW ACCESSIBILTY OPTIONS IN SYSTEM MENU

When Show accessibility options in the system menu has been enabled several accessibility options may be displayed in the system

menu in the lower right hand corner of the screen.

‘P’ Nancy Hoppe .
L@l nancyho@leeschools.net Sign out

The following accessibility options may be added to the system menu. Ba This ceviceis managed by leeschools.net
o Chromevox (Spoken feedback) & Accessiilty >
(@] ngh contrast %, Connected to LeeStudent >
O  Screen magnifier © Buetooth disaied >
o  Automatic clicks o N
O Onscreen keyboard
£ Settings 42% - 1:07 until full  §
Mon, Mar 20,2017 ? (V) a
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To enable the Show accessibility options in the system menu:

1. Click Settings.
2. Click Show advanced settings.

ChromeVox (Spoken feedback)

High contrast mode

Screen magnifier

Automatic clicks

3. Inthe "Accessibility" section, click Show accessibility options in the system

menu.

v/ On-screen keyboard

Learn more... Settings...

Accessibility

AUDITORY SUPPORT

ACCESSIBILITY SETTINGS

CHROMEVOX

Enable ChromeVox (spoken feedback)

Screen reader that describes what is happening on
the user’s screen.
ChromeVox options include:
General options
Voices-Change voice by language
e Braille- Change braille table by language and
grade
e Keyboard shortcuts - Change the keymap
and modifier keys

To enable ChromeVox:

1. Click Settings.
2. Click Show advanced settings.
3. Inthe “Accessibility” section, click Enable ChromeVox

(Spoken Feedback).
4. Click on the ChromeVox Settings button for ChromeVox

options.

28

ChromeVox Options

[_] Enable verbose descriptions.

[C] Place cursor between characters when editing text (like Mac OS X).
[CJ Use the mouse to change focus.

¥ Enhance specific sites (like Google Search).

[C] Display an item's context before other information (such as its name).

[Z] Use ChromeVox Next (beta)

Voices
Change the current voice by selecting an option from the list below.

Chrome OS US English >

Braille

Change the current 6 dot braille table by selecting an option from the list below.
Change the current 8 dot braille table by selecting an option from the list below.

Engilish (United States)

‘ Switch to 6 dot braille ‘
¥ Enable word wrap

Keyboard shortcuts
Change the current keymap by selecting an option from the list below.

Classic keymap v || Reset current keymap



Keyboard shortcuts:
e ChromeVox may also be enabled or disabled by depressing by pressing the keyboard short cut Ctrl + Alt + Z.
e Screen Reader feature — Press and hold the Search key, then press the right and left arrow to move through the
parts of the page to be read.
e  For additional information on ChromeVox keyboard short cuts.
https://support.google.com/chromebook/answer/7031755

Refreshable Braille Display:

Plug the refreshable Braille display Chromebook, then turn on spoken feedback by pressing Ctrl + Alt + Z.

PLAY THE SAME AUDIO THROUGH ALL SPEAKERS (MONO AUDIO)

Play the same audio through all speakers (mono audio): Plays all sounds together in a mono format rather than stereo to
assist users with limited hearing in one ear.

To enable Play the same audio through all speakers (mono audio):

1. Click Settings.
2. Click Show advanced settings.
3. Inthe "Accessibility" section, click Play the same audio through all speakers (mono audio).

APPS AND EXTENSIONS

TEXT TO SPEECH
To download an app or extension for Text to Speech

Click Launcher - in the lower left hand screen.

Select the Web Store app.
Type “Text to Speech”, “Text Reader” or “Read and Write” in the Search the Store.

Click on Add to Chrome.
Click on Add App or Add Extension.

VISUAL SUPPORT

ACCESSIBILITY SETTINGS

vk wn e

|MOUSE OPTIONS

Show large mouse cursor: Enlarges the cursor so it is easier to see.

To enable Show large mouse cursor: ¥ Show large mouse cursor

Use high contrast mode

1. Click Settings.
2. Click Show advanced settings.
3. Inthe "Accessibility" section, click Show large mouse cursor.
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https://support.google.com/chromebook/answer/7031755

CONTRAST SETTINGS

Use high contrast mode: Inverts black text on a white background to white text on a black background to make text easier
to read.

To enable Use high contrast mode:

1. Click Settings.
2. Click Show advanced settings.
3. In the "Accessibility" section, click Use high contrast mode. Show large mouse cursor
Or
4. Turn on high contrast mode depress Shift + Search + h.

«| Use high contrast mode

MAGNIFIER

Enable screen magnifier: Makes items on the screen bigger by providing 2x magnification of the screen.
To zoom in depress Ctrl + Alt, then scroll up with two fingers.
To zoom out depress Ctrl + Alt, then scroll down with two fingers.

Use the mouse to pan around the screen to view items outside the borders of the screen.

There is also an option to Keep the magnifier focus centered on the screen.

To Enable screen maghnifier:

1. Click Settings. #| Enable screen magnifier

2. Click Show advanced settings. .
| Keep magnifier focus centered on screen

3. In the "Accessibility" section, click Enable screen magnifier.

CUSTOMIZE GOOGLE CHROME MENU

To enable Zoom feature:

1. Click the Customize and control Google Chrome dropdown.
2. Click Zoom + to increase the size.
3. Click Zoom - to decrease the size.

HIGHLIGHTING SETTINGS
Highlight the text caret: A colored circle will fade until the cursor reappears or moves.

Highlight the mouse cursor: A colored circle around your cursor while it’s moving. L k

Highlight the object with keyboard focus: A colored rectangle will appear around an active form field.
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To enable Highlight the text caret, Highlight the mouse cursor, or Highlight the object with keyboard
Focus:

1. Click Settings.
2. Click Show advanced settings.
3. Inthe "Accessibility" section, click the appropriate setting.

Highlight the mouse cursor when it's moving

(7 ] Highisght the object with keyboard focus when it changes

PHYSICAL ACCESS

ACCESSIBILITY SETTINGS

ENABLE STICKY KEYS

Enable sticky keys: Allows users to press one key at a time instead of depressing multiple keys simultaneously such as (Alt,
control, Delete).

ENABLE TAP DRAGGING

Enable tap dragging: Allows user to select and object and drag it on the screen. To use the feature, double-tap the object
and hold, then drag it to move.

AUTOMATIC MOUSE CLICKS

of AutomatSically cick when e mogse polnder thops

Automatically click when the mouse pointer stops: Clicks when the mouse hovers over a Detay before clcx _:‘_'_"_‘?1"'.___:_
link or icon without depressing the touchpad. Choose the length of delay before clicking. CARRM S64CH by ',,',,M";’.;',',;’f -
Py 1 same )| xlmﬂ':)

Mighioht e et LY OO (400I)

ON-SCREEN KEYBOARD

Enable on-screen keyboard: The onscreen keyboard allows the user to type through the use of :
e Mouse click
e Tapped (Touch screen)
e Speech to text
e Swipe to type (tablet mode)

31



APPS AND EXTENSIONS

VOICE RECOGNITION
To download app or extension for Voice Recognition.

Click launcher in the lower left hand screen.

Select the Web Store app.

Type “Voice Recognition” or “Speech Recognition” in the Search the Store.
Click on Add to Chrome.

Click on Add App or Add Extension.

s WD e

ADD-ON

VOICE RECOGNITION
To download an Add-on for Voice Recognition.

Open a Google Doc.

Click on Add-on dropdown on the Menu Bar.

Click Get Add-ons.

In the Search Add-ons field type “Voice Recognition” or “Speech Recognition”.
Click on Free.

vk whe

PERIPHERALS — ADAPTIVE EQUIPMENT

Alternative equipment such as keyboards, mice, trackballs, etc.; that do not require software installation; connected to the USB ports or Bluetooth

connectivity.
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MICROSOFT WORD ONLINE 365

Here is the ribbon in Word Online

e Word Online OneDrive » Documents

FILE HOME INSERT PAGE LAYOUT REVIEW VIEW Q Tell me what you want to do EDIT IN WORD

AUDITORY FORMATS

IMMERSIVE READER

Text-to-Speech

e  Click “View” on the ribbon L‘]
e  Click the “Immersive Reader” icon L)
Immersive
Reader
. A = @

e The Word Online Document page will reopen into a
new window displaying just the text What Is the Function of

Chloroplast Membranes?
Like mitochondria,
chloroplasts are surrounded
by two membranes. The
outer membrane is

permeable to small organic

0 =«

e Click on the “Play” icon @
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e  The reader will start reading aloud T e e i S e

e The entire page becomes a shade of gray

e The word being read aloud is highlighted with a white square and the
sentence line being read appears in dark black font Like mitochondria,

Chloroplast Membranes]

VOICE SETTINGS

|
e  Click “View” on the ribbon L"'
. . . I i

e  Click the “Immersive Reader” icon ity

o

e  Click the “Voice Settings” icon

Vioice Speed
e A new pop-up window will appear - o >
e To adjust the reading rate, slide the radial button to left to slow down reading

Voice Selection

and slide it to the right to increase the reading rate
e To select the male or female voice click the radial button next to you desired
voice

READING SUPPORT

GRAMMAR OPTIONS

& Fermale

Male

Click “View” on the ribbon ];,"

Immersive
Reader

e  Click the “Immersive Reader” icon
e  Click the “Grammar Options” icon

I|||
%

Syllables ® ) off
e A new pop-up window will appear with options for syllables and parts of Parts of Speech
speech - nouns @D or
W verbs i
B adjectives ® ) off
0
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SYLLABLES

e Turn on the Syllables by clicking in the slider

e The words are separated into syllables

Sylla-bles @) on

To-day, chlo-ro-plasts
re-tain small, cir-cu-lar

ge-nomes that re-sem-ble

PARTS OF SPEECH

Using this feature will highlight the selected parts of speech with the selected color.

e To turn on the parts of speech for nouns, verbs, or adjectives click inside

the slider next to the parts of speech you wish
e Inthis sample nouns, verbs and adjective were selected

e Nouns appear in purple font
e Verbs appear in red font
e Adjectives appear in green font

e  Clicking on the “Show labels” will show the part of speech
above the word

35

Parts of Speech
M- nouns @ on
B verbs @ on

B adjectives @ on

Show labels (@ ) off

W

Today, chloroplasts retain
small, circular genomes

that resemble those of

.

Today, chloroplasts retain

adj. adj.

small, circular genomes

w

that resemble those of




M~ nouns @D o
Color choices for nouns selected
 J A A 1]
e To customize the color of a particular part of speech click the drop-down . . . . |" b
arrow next to part of speech you wish to modify 7 T e
e A pop-up window will appear with color choices

e  Click on the color you prefer and it the new color will be assigned to that part of
speech B nouns.

e Hereis a sample of “Nouns” changed to the color gold

Today, chloroplasts retain

READING PREFERENCES
e Click “View” on the ribbon
e  Click the “Immersive Reader” icon L‘|
Immersive
Reader
e  Click the “Reading Preferences” icon I!IJ
e A new pop-up window will appear with the option to customize the line focus | tine Focus 0

and picture dictionary

Picture Dictionary (@

L

LINE FOCUS

Line Focus @ on
e Toturn on the “Line Focus” click in the slider bar — =
e There are three choices available: single line, a small group of lines, or a

larger group of lines

-~

e Hereis a sample of the text when a single line view is selected .

&
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e Use the two directional arrows to scroll up or down the page

e Hereis a sample of the text when a small group of lines view is
selected

e Hereis a sample of the text when a large group of lines view is
selected

they are much smaller.
(Mitochondrial genomes are

even smaller than the

genomes of chloroplasts.)
Coding sequences for the
majority of chloroplast

proteins have been lost, so

these proteins are now

PICTURE DICTIONARY

e To turn on the “Picture Dictionary” click in the slider bar
e Not all words are in the picture dictionary

e Click on the desired word

e If the word is in the picture dictionary a pop-up window

Picture Dictionary @D On

will appear
e Hereis a sample when the word “smaller” was selected

they are much smaller.

== 1y &
W@ LoD P
e Several images appeared representing the meaning of H | Ugg
“smaller”
e To hear the selected word (smaller) read aloud click on the “Speaker” icon ) smaller
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VISUAL ENHANCEMENTS

TEXT PREFERENCES

e  Click “View” on the ribbon
e Click the “Immersive Reader” icon

e  Click the “Text Preferences” icon
e A new pop-up window will appear

e Options to adjust text size, text spacing, font, and themes are not
available to be customized to the user preferences

TEXT SIZE

e To adjust the text size, slide the radial button to left to decrease the

text size and slide it to the right to increase the text size

TEXT SPACING

e Toincrease text spacing, turn it on using the slider
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Increase Spacing & o
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Stk
Themes
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Text Size
A 12 AA
Increase Spacing Q On




What Is the Function of
e The text will appear as this Ehioroplast.Membraness

Like mitochondria,

chloroplasts are surrounded

Increase Spacing ® ) off

e To decrease the text spacing turn off using the slider

What Are Vacuoles?
° The text will appear as this Plant cells additionally possess large,
fluid-filled vesicles called vacuoles within
their cytoplasm. Vacuoles typically

compose about 30 percent of a cell's

FONT

e There are two choices for the font of the text, Calibri or Sitka Forit
e Click on the radial button of the desired text font
® Calibri
Sitka

THEME

e The themes will adjust the contrast colors of the background and the text Themes
e  C(Click on your desired preference

Chloroplast Membranes?

e Hereis a sample of yellow background with black font
Like mitochondria,

chloroplasts are surrounded
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ADJUST TEXT SIZE

e Click on “Home” in the ribbon

o  Select the text that you wish to adjust - INE

A Grow Font

e Toincrease the text size, click the “Grow Font” icon i ol R
A - shrink Font 3
DOCUMENT ZOOM
Word Online has zooming options to adjust the zoom settings of the current document.
e Click on “View” in the ribbon
e Click on the “Zoom” icon q
Zoom
Zoom to x
e A new pop-up window will appear. Click in the radial button of the zoom _
. . I Page Width
size desired. Then click “Ok”
200%
150%
100%
Q 5%
50%
OK Cancel
>
e Toresize the page to 100% with one click. Click on the “100%” icon 100?/
(]

40



HIGHLIGHTERS TO MARK KEY WORDS OR PHRASES

e Click on “Home” in the ribbon

e To begin highlighting text in a document, first select the text you would like s A -

to highlight

e  C(Click the drop-down next to the “Text Highlight Color” icon and choose the

desired highlight color. This should highlight the selected text

ADDING CONTENT

ADDING WEB LINKS

ENEE
AHEEN
(HEET

1] NocColor

e Toadd Web URL, click anywhere on the page that you wish those web link to appear

o  Click “Insert” in the ribbon
e  (Click on the “Link” icon

A new pop-up window will appear
Type in the display text

Copy and paste in the URL address
Click “Insert”

e  You will see a link to the URL appear in your notes

ADDING VIDEO LINKS

e To add Video, click anywhere on the page that you wish the video link to appear

e  Click “Insert” in the ribbon
e  Click on the “Link” icon

e A new pop-up window will appear
e Typein the display text

e  Copy and paste in the URL address
e  C(Click “Insert”

e You will see a video link appear in your document
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)
Link
Link .-
Display text:
Nature Plant Cellg
Address:
psif fscitable/topicpage,/pla
Insert Cancel
Nature Plant Cells
e
Link
Link x
Display text:
Plant and Animal cell video
Address:
hittpsy/fwww.youtube com/watch?v=3nBtYELRO30
QK Cancel

Plant and Animal cell video




ADDING IMAGES

ADDING AN IMAGE FILE

e  Click “Insert’” on the ribbon 1
e  Click on the “Picture” icon if you are adding a picture file you have in your computer (-
Picture
Insert Picture x
File name:
e Inthe pop-up window select “Choose File” Choose File no file selected
e  Click on the file you wish to insert
o Click “Insert” Insert Cancel
ADDING AN IMAGE FROM THE WEB
e  Click “Insert’” on the ribbon |
e  Click on “Online Picture” icon if you are adding a picture file you have in your ‘ &
computer Online
Pictures

e  Click “Pictures from Bing”

e A pop-up Bing search window will appear

e Inthe search box type the name of the type
image you desire

e  From the search, click on the image(s) that you
desire to be inserted

e Click on “Insert

fray 4

Office Link Cor

Pictures = Add-ins

b Pictures from Bing

L

=.| Pictures from OneDrive

RESIZING THE IMAGE

e  Click on the image you wish to resize
e Right click on the image
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A new pop-up window will appear

To enlarge the image, click on the “Grow” icon

To shrink the image, click on the “Shrink” icon
To crop the image, click on the “Crop” icon

To add styles (effects) to the image click on the “Styles” icon

A new pop-up window will appear

Click on your desired style

The image will change to the desired style

ot & & #

Styles Grow Shrink Crop
= D E=a==8
BEcHEE==
= p— — — — -
— e = == e o=
d=EEdEE S

vacuole nucleus

chioroplast

cell membrane cell wall

Cytoplasm

EDIT ALT TEXT

Click on the image you wish to edit the Alt Text

Right click on the image
Click “Format” in the ribbon

Click on the “Alt-Text” icon

A new pop-up window will appear
Enter the Alt-Text Title and Description
To close the pop-up, Click the “X”

SYMBOLS

PICTURE TOOLS

FORMAT

Alt-Text

Format Picture
4 Alternative Text

Title

Plant Cell

Description
Parts of a plant ceH]

e To add symbols to your document, click anywhere on the page that you wish the symbol to appear

e Click “Insert” in the ribbon

e  Click on the “Symbol” icon
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e A pop-up window with symbols will appear
e  Click on the desired symbol and it will appear in your text box

OFFICE ADD-INS

€ i ¥ ©

™ & # £ Copyright Sign
+ = -] 1]
m Q I

A ©@ w R ¢

View, manage, and install add-ins in Office programs. When you enable an add-in, it adds custom
commands and new features to Office programs that help increase your productivity.

e  Click “Insert’” on the ribbon
e Click the “Office Add-ins” icon

e A new pop-up window will appear (shown below)

&

Office
Add-ins

Add-ins

Office Add-ins

MY ADD-INS | STORE

x

Manage My Adddns ~ | (¥ Refresh

e  Click “Store”

e  Click “Education”

e Suggested education add-ins will appear

e Click “Add”

e The new tool will be available in your Add-ins menu

e  You will only need to add it into you OneNote one time

Office Add-ins

Graph My Equation

TOGH: | CROSSWORD for Ofice 365

n Khan Contart from Microsoft

ACCESSING ADD-INS
e  Click “Insert’” on the ribbon
e  (Click the “Office Add-ins” icon
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e A new pop-up window will appear x

Office Add-ins Macogntipastins < | Rt
e  Click “My Add-ins” icon SRR ot
ﬂ Fickt Frem images i, Trambator
(. i S

e  Click On your desired Add-In, in this case we will

select “Pickit Free Images”

e  Click on “Add”, located at the bottom of the pop-up window

e The Add-in will appear in your ribbon EDIT IN WORD
e Aasbce AaBbCc s
hl No Spacing Heading1  _ ab Pickit
Images
Styles I Editing Pickit

COLLABORATION

SHARE

Sharing your Word Online Document with others will allow collaboration

e To share your notebook with others, locate the “Tell me what you
want to do” in the ribbon

| Q Tell me what you want to do

e Type “Share” ﬂ’i‘“ﬁ

Share with People

e  Click “Share with People”

& unk
e A new pop-up window will appear har Invie people to ‘Document oot
e Inthe “To” text box type in the email of the personyou [ =" o '
wish to share your notebook with it
Onlyme

e Inthe “Add a quick note” text box type in any message
you wish to send i e i
e  Click “Share”
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Or Shar Get a link to "Document. docx”

Irvvite people
Chedte an oplion
. . Get a link
e Click “Get a Link” EE M
oy e  croe e |

Clote
e Click “Choose an option”. You will have two choices: “View e R s A e e
” “« s View onh 3
only” or “Edit I - |

H “" H ”
e Click “Create a Link

Get a link to "Document.docx”

e Alink will appear in the text box. Copy and M;w Creal ik 10 copy and past i an il og, o webpaga

paste that link to share with whomever you Get alink
choose to share your document

https 1 deemes/w/stAulFlooCFEUBLART0 1 HI9inD-B1

Create anather link

G Anyone with this edi link

e Click “Close”
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MICROSOFT 365 ONENOTE ONLINE

You start with "My Notebook" — and everything gets added there. Get organized by using the
sections and pages. Add clips from the web, plan with others, search in your notes, write notes
anywhere on the page.

Here is your OneNote Ribbon

OneNote Online  OneDrive » Documents

File Home Insert Draw View Print Q Tell me what you want to do Open In OneNote  Give Feedback To Microsoft

INSERT TOOLS

When you open your OneNote for the first time it is created with a Quick Note and To Do
section.

SECTIONS

CREATE A SECTION

e To create a new section or tab in your OneNote notebook click “Insert’”
. -
on the ribbon
e Click on “New Section” New
Section
Section Name x
Enter 3 section name:
e Enter a section name of your choice in the blank text
field and click “OK” ok | [ cancel
e The new section will appear on the left sidebar l ,
Quick Notes

To Do

Biology

DELETE A SECTION

e To delete a section or tab in your OneNote notebook right click over the tab/section
you wish to delete I =
e From the pop-up window click “Delete” '

Rename
X Delete
Section Color  *

+) New Page

&= New Section
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CHANGE TAB/SECTION COLOR
e Right click over the tab that you wish to change the color soo
e Click on “Section Color” e ————
e From the pop-up side bar select on the color or your choice '

Quick Notes
e The chosen color will be the new tab color for that section of the -
OneNote I =
iology
PAGES
NEW PAGE

e To create a new page in your OneNote notebook, click on the section of the OneNote
you wish to add a page
e C(Click “Insert” on the ribbon

e Click on the “New Page” icon New
Page
e An untitled Page will appear with  [Notebook 0
the date and time that page was P
Created Tuesday, May 22, 2018 10:23 AM

NAMING PAGES

e To nameftitle a page enter the desired text —— 5
into the blank line above the date and time The Plant Cell|

. . . The Plant Cell
e That text will appear in the sidebar as well Tesons s o2, 00 L3 A

as on the top of the page
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DELETE A PAGE
e To delete a section or tab in your OneNote notebook right click  merwce
over the tab/section you wish to delete
e From the pop-up window click “Delete”

MOVING A PAGE
e Moving pages to another section may be necessary to TPt Coll 4
organize your notes
e In this example we are moving “The Plant Cell” notes
from the Biology section into the Calculus Section
e Right click over note you wish to move and from the
pop-up window select “Move/Copy”

Copy

Delete
Move/Copy

New Page

Show Page Versions

Copy Link to this Page

ML ERENONTS & X

Open in new tab

Mave/Copy Page x
. . . Mave or copy this page to anather location
e In the new pop-up window click on the section that you & ks
wish to move the notes to. In this case we choose s ;:,

Calculus

M Caloulus

e Then click “Move

Move Copy Cancel

TO DO LIST

Follow directions to insert a new page

e To add notes, click anywhere on the page that

you wish those notes to appear AN
e A pop-up window will appear e :
e Click the “Check box” icon |

[ Typeyourto item

e Simply type in the text box to add a to do item [1 kit rotiin o type shokiorto o
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NOTE TAKING

TYPING NOTES

To add notes, click anywhere on the page that you
wish those notes to appear
A pop-up window will appear

Type here to add notes....

Simply type in the text box to add notes

A quick way to access the text editing tools is to
right click anywhere in the text box

B I U #- A-

Type here to add notes.... : T
5 Copy
i Paste

Move

ADDING WEB LINKS

To add Web Clips, click anywhere on the page that
you wish those notes to appear

A pop-up window will appear

Right click anywhere in the that text box

In the new pop-up window select “Link”

A new pop-up window will appear
Type in the display text

Copy and paste in the URL address
Click “Insert”

You will see a link to the URL appear in your notes

Click and drag the text box anywhere in your notes page

ADDING WEB CONTENT

i Paste
¥  Set Proofing Language.

8 Lnk

Link

Display text

Nature Plant Cellg

Address:

P nature

Insert Cancel

Nature Plant Cells

To add Web Clips, click anywhere on the page that you wish those notes to appear

A pop-up window will appear

Go to the website that you wish to copy into your notes

Highlight and copy the content that you wish to add

Click in the text box and paste the content
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ADDING VIDEO LINKS

e To add Web Clips, click anywhere on the page that you
wish those notes to appear

e A pop-up window will appear
Right click anywhere in the that text box

e In the new pop-up window select “Link”

B I U s A.iZ.

et Proafing Language.

A new pop-up window will appear
Type in the display text

Copy and paste in the URL address
Click “Insert”

Link
Display text:
Plant and Animal cell video

Address:

https, be.com/watch?v=3nBtYELRO30

OK Cancel

e You will see a video link appear in your notes

e C(lick and drag that text box anywhere in your notes page

ADDING IMAGES

Plant and Animal cell video

ADDING AN IMAGE FILE

e C(Click “Insert’” on the ribbon :
e Click on the “Picture” icon if you are adding a picture file you have in F.‘[ctlu:‘]re

your computer
e In the pop-up window select “Choose File” insert Ficture )
e Click on the file you wish to insert File name:

. Choose File no file selected
e Click “Insert”
Insert Cancel
ADDING AN IMAGE FROM THE WEB

e C(Click “Insert’” on the ribbon
e C(Click on the “Online Picture” icon if you are adding a picture file you

have in your computer il

Pictures
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e A pop-up Bing search window will appear T .= S

e In the search box type the name of the type
image you desire

e From the search, click on the image(s) that you
desire to be inserted

e (Click on “Insert

’RESIZING THE IMAGE
e Click on the image you wish to resize
e Right click on the image
e A new pop-up window will appear

Hucheus 'ﬁw g

#
: | ity Paste
f

Huzieeius o S

e To enlarge the image, click on the “Grow” — C; o.,.&}\ e
iCOl’l Chisroplast ,_%JO Ribssames
e To shrink the image, click on the “Shrink” icon
o &
e To crop the image, click on the “Crop” icon Gigw! SHARE /CeEip
|EDIT ALT TEXT
¢ Click on the image you wish to edit the Alt Text  ————————————
e Right click on the image e e e
~ : 7 =
e A new pop-up window will appear = |5 & :i
e Click on “Edit Alt Text...” e &
| & cut
Nuchear @ (5] fl i . Edit Alt Text..
| el Oy GO J e
A new pop-up window will appear :
The Alt Text will automatically be generated ARSI X
Descriptions can be edited or customized by typing | e festensiveetformissicure
in the text box Cross-Section of a Plant Cell cell wall Membrane Vacuole Nucleus
OK Cancel
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ADDING TABLES

e To add a table, click anywhere on the page that you

wish the table to appear Type here to add notes....

e A pop-up window will appear

e (lick “Insert’ on the ribbon p—

e Click on the “Tables” icon fobe| icure orind
e A new pop-up window will appear IopervTeble

[ J

Using your mouse hover over the number of rows and columns you
desire and click your mouse

e The table will now appear with the number of rows and
columns you selected
e You can now type in each of the cells of the table

Part Function ..

SYMBOLS

e To add symbols to your notes, click anywhere on the page that you wish those notes to
appear
e A pop-up window will appear

. « 999 . Type here to add notes....
e (Click “Insert’” on the ribbon

Q

Symbeol
e Click on the “Symbol” icon r

e A pop-up window with symbols will appear
e Click on the desired symbol and it will appear in your
text box

€ £ ¥ ©
£ Copyright Sign
z + ® -] 1]
a B m 0 z

A @ w T

OFFICE ADD-INS

View, manage, and install add-ins in Office programs. When you enable an add-in, it adds
custom commands and new features to Office programs that help increase your productivity.

e (Click “Insert’” on the ribbon ’
e Click the “Office Add-ins” icon ¢
Office
Add-ins
Add-ins
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e A new pop-up window will appear (shown below)

Office Add-ins

MY ADD-INS | STORE

x

Manage My Adddns ¥ | (¥ Refresh

e (lick “Store” Ofice Adins
e C(Click “Education”
e Suggested education add-ins will appear. e
e Click “Add” o
e The new tool will be available in your Add-ins menu el
e You will only need to add it into you OneNote one time | wn
ACCESSING ADD-INS
e C(Click “Insert’” on the ribbon ’
e C(Click the “Office Add-ins” icon g
Office
Add-ins
Add-ins
Office Add-ins !
e A new pop-up window will ——
appear B e B

e C(lick “My Add-ins” icon

e Click On your desired Add-
In, in this case we will select
“Khan Content from
Microsoft”

e C(Click on “Add”, located at the
bottom of the pop-up window
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e A new pop-up window will
appear with Khan Content

¢ You can search for content —
using the search box within =~ sews=
the Khan pop-up window

This is & preview sat of the free resources availabie on s kNADRCRIBY, 219

'KHANACADEMY

Browse All
Click to see
all 2777

items

Math
Science

Economics and
finance Science > =818 +3

Computing

Test prep

Talks and interviews
Click to see

all g21
Items

Coach and classroom
TESOUITES.

VIEW TOOLS

IMMERSIVE READER
Text-to-Speech

e (Click “View” on the ribbon L.‘ !
e (Click the “Immersive Reader” icon Immersive
Reader
Ay = m

e The OneNote page will reopen into a new

window displaying just the text iy deothe Bugarion o

Chloroplast Membranes?
Like mitochondria,
chloroplasts are surrounded
by two membranes. The
outer membrane is

permeable to small organic

© o
e Click on the “Play” icon
e The reader will start reading aloud What Is the Function of
b The entire page becomes a Shade Of gray Chloroplast Membranes7

Like mitochondria,
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The word being read aloud is highlighted with a white square and the sentence line being

read appears in dark black font

| VOICE SETTINGS

Click “View” on the ribbon
Click the “Immersive Reader” icon

Click the “Voice Settings” icon
A new pop-up window will appear

To adjust the reading rate, slide the radial button to left to slow down
reading and slide it to the right to increase the reading rate

To select the male or female voice click the radial button next to you
desired voice

E7)

Immersive
Reader

T

Voice Speed

=1

Voice Selection

& Female

Male

‘ TEXT PREFERENCES

Click “View” on the ribbon
Click the “Immersive Reader” icon

Click the “Text Preferences” icon
A new pop-up window will appear

Options to adjust text size, text spacing, font, and themes are not
available to be customized to the user preferences
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Font
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TEXT SIZE

To adjust the text size, slide the radial button to left to decrease
the text size and slide it to the right to increase the text size

Text Size

:TEXT SPACING

e To increase text spacing, turn it on using the slider Increase Spacing @) On
What Is the Function of
L] The teXt Wlll appear as thlS Chloroplast Membranes?
Like mitochondria,
chloroplasts are surrounded
e To decrease the text spacing turn off using the slider Increase Spacing (@) Off
. . What Are Vacuoles?
hd The text WIH appear as thlS Plant cells additionally possess large,
fluid-filled vesicles called vacuoles within
their cytoplasm. Vacuoles typically
compose about 30 percent of a cell's
"FONT
. 1 e . Font
e There are two choices for the font of the text, Calibri or Sitka on
e C(Click on the radial button of the desired text font @ Calibri
Sitka
THEMES
e The themes will adjust the contrast colors of the background and Themes
fhe text A -
" Aa
e Click on your desired preference
Aa Aa Aa
] ] Chloroplast Membranes?
e Here is a sample of yellow background with black

font Like mitochondria,

chloroplasts are surrounded
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| GRAMMAR OPTIONS

e (Click “View” on the ribbon

—
e (Click the “Immersive Reader” icon |—"

Immersive
Reader

e Click the “Grammar Options” icon

|
%

Syl-la-bles .
* A new pop-up window will appear with options for syllables and parts | =~
of speech = ..
W verbs ® o
B adjectives @ o
:SYLLABLES

Syllables @) on

e Turn on the Syllables by clicking in the slider

To-day, chlo-ro-plasts

re-tain small, cir-cu-lar

e The words are separated into syllables ge-nomes that re-sem-ble

:PARTS OF SPEECH

Using this feature will highlight the selected parts of speech with the selected color.

e To turn on the parts of speech for nouns, verbs, or adjectives Parts of Speech
click inside the slider next to the parts of speech you wish B nouns o
¢ In this sample nouns, verbs and adjective were selected
B verbs On
B adjectives On
Show labels (@ ) Off
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. Today, chloroplasts retain
e Nouns appear in purple font

Verbs appear in red font small, circular genomes

e Adjectives appear in green font
that resemble those of

o . Today, "éhloroplasts ;etain
 Clicking on the “Show labels” will show the part of | ;

speech above the word small, circular genomes

that resemble those of

B~ nouns @ o
. . : Color choices for nouns selected
e To customize the color of a particular part of speec;h click 1111 K
the drop-down arrow next to part of speech you wish to -
modify JTI1II1E

A pop-up window will appear with color choices

e Click on the color you prefer and it the new color will be assigned
to that part of speech B nouns:
e Here is a sample of “Nouns” changed to the color gold Today, chloroplasts retain

‘ READING PREFERENCES

e (lick “View” on the ribbon ER
e (lick the “Immersive Reader” icon |mm:saue

Reader
e Click the “Reading Preferences” icon |!ﬂ
e A new pop-up window will appear with the option to customize the | unerocus .

line focus and picture dictionary _

il
]

Picture Dictionary ® ) of

LINE FOCUS

Line Focus

[~ =

.
o]
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To turn on the “Line Focus” click in the slider bar
e There are three choices available: single line, a small group of lines, or a larger group of
lines

~

e Here is a sample of the text when a single line view is

selected .

e Use the two directional arrows to scroll up or down the page

e Here is a sample of the text when a small group of lines view | they are much smatter.
iS Selected (Mitochondrial genomes are

even smaller than the

genomes of chloroplasts.)

e Here is a sample of the text when a large group of lines
view is selected

Coding sequences for the
majority of chloroplast

proteins have been lost, so

these proteins are now

PICTURE DICTIONARY

To turn on the “Picture Dictionary” click in the slider bar Picture Dictionary On
Not all words are in the picture dictionary —
Click on the desired word

If the word is in the picture dictionary a pop-up
Windowwillappear they are much smaller.

e Here is a sample when the word “smaller” was =
e AR ok o ’
+ % P "LEJTT !@Q

selected

e Several images appeared representing the
meaning of “smaller”

e To hear the selected word (smaller) read aloud click on the “Speaker” Nl Smaler

icon
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NAVIGATION PANE

e (Click “View” on the ribbon

e Click the “Navigation Options” icon

e A new pop-up window will appear with three options: Show Sections
and Pages, Show Only Pages, and Hide All

MNavigation
Options -

e
Navigation
Options -
Show Sections and Pages
Show Only Pages
Hide All

’SHOW SECTIONS AND PAGES

e Click on “Show Sections and Pages” and your side bar ==
view will include the Sections and Pages of your oo
notebook e

I Caloulus

Plant Cells

Animal Cells
Hurman Anatemy
Circulatory system

Digestive System

|SHOW ONLY PAGES
e C(Click on “Show Only Pages” and your side bar view will include only
the Pages of your notebook

Plant Cells

Animal Cells
Human Anatomy
Circulatory system

Digestive System

|HIDE ALL

e Click on “Hide All” and your side bar view will not include the Sections and Pages of

your notebook

SHARE

e Sharing your notebook with others will allow collaboration

e To share your notebook with others, locate the “Tell me what O el e et ol T o

you want to do” in the ribbon

e Type “Share”
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e Click “Share with People”

Invite people to © Notebook”

A new pop-up window will appear R

e In the “To” text box type in the email of the | ™"
person you wish to share your notebook o
with

e In the “Add a quick note” text box type in
any message you wish to send
e Click “Share” e

Or

Invite peagpie
Get a link

e (Click “Get a Link”

Only me

1 link to copy and paste in an email, blog, or webpage

e C(Click “Choose an option”. You will have two

View only

choices: “View only” or “Edit” )
e C(Click “Create a Link”
e A link will appear in the text box. Copy and ——— . -

paste that link to share with whomever you it

choose to share your notebook https// Sample URL

e C(Click “Close”

SHOW AUTHORS

Click “View” on the ribbon
e (Click the “Show Authors” icon

Part Function ...
Nucleus Your name
e Next to each entry (picture, text box etc.) the |«
name of the person who created that entry Sy | Guest User; Your Name
will appear A
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PAGE VERSIONS

e Click “View” on the ribbon B

O]

e C(Click the “Page Versions” icon Page
Versions
Plant Cells
e A new side will appear identifying the dates and who made changes to S “Yow Nane
your notebook 5/24/2018 Your Name
e To see an older version, click on the date you wish to view 5/23/2018 Your Name

5!23;2018 Guest User
5/23/2018 Your Name
5/23/2018 Guest User

5/23/2018 Guest User

5/22/2018 Your Name

ain page. Click here for more options

e The older version of that page will R e
load Plant Ce|  Restore

> Delete.

e On the top of the previous version it will indicate the version number

e Click on the message box for options to Hide versions, Restore or Delete the version you
are viewing

CHECK ACCESSIBILITY

You can check accessibility in OneNote by using the “Check Accessibility” tool. This tool scans
your document and opens the “Accessibility Checker” task pane. This task pane shows “Errors”,
“Warnings”, and “Tips” about document content that may be problematic for users with
disabilities.

e Click “View” on the ribbon &
e (lick the “Check Accessibility” icon Check
Accessibility
Accessibility Checker X
e A new pop-up window will appear listed any accessibility Last checked: 1024 AM Recheck
issues in the current OneNote page being viewed .

No alternative text
Table
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o Here we see that the there is no alt text associated with the
table in the OneNote page

e To correct this issue, follow the directions in the section “Edit
Alt Text”

e Then click “Recheck” to confirm that it has been resolved

Part Function ...

Accessibility Checker x
® You should see a blank pop-up window when all issues have st checked 10:31 A vy
been I‘eSOIVGd Accessibility check is complete.

DRAW TOOLS

OneNote lets you draw, sketch, or write notes with your finger (if your computer or tablet is a
touch screen), a pen (if your computer or tablet functions with a stylus), or even a mouse. You
can also choose from a shapes gallery instead of drawing freehand.

cfle s Y O000W%

Type Eraser Pen Highlighter Black Blue Dark Red Ink Thickness
Green Color - -

Undo Tools Color Style

TYPE
e C(Click “Draw” on the ribbon
e Click the “Type” icon [:Al
Type
e A new pop-up window will appear Type here to add notes....
e To type notes, follow the Typing Notes section in
Notetaking
PEN
e Click “Draw” on the ribbon S
Pen




e Click the “Pen” icon
0000w
e Select a color il - Thal
e Select a line thickness rickness
. . I
e Start drawing using your mouse, finger or stylus —
HIGHLIGHTER
e (lick “Draw” on the ribbon aly
e Click the “Highlighter” icon e B
(X X X XX
e Select a color Oack; Twe: Dk Bed S
e Select a line thickness mﬁm
e Start drawing using your mouse, finger or stylus —
CUSTOMIZE COLOR
e Click “Draw” on the ribbon ;1‘ D
e C(lick the “Ink Color” icon ink
Color «
& =
e Select a color from the pop-up window @] . '.
EE N
mn
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ERASER

Click “Draw” on the ribbon
Click the “Eraser” icon
Carefully trace over the ink strokes you wish to erase
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NATURAL READER V.16 MAC &
WINDOWS

Free software (MAC or Windows) download located at https://www.naturalreaders.com/download.html
This tutorial only provides directions for the functions of the free basic software.
Text-to-speech reader of documents (Word Docx, PDF, TXT and e-Pub).

DOWNLOAD THE SOFTWARE

Open the URL https://www.naturalreaders.com
Click “Software”

Click “Free Download”

Works without internet (except for premium items)

bl S

5. Follow the on-screen directions

OPENING SPLASHPAGE

COPY AND PASTE READER

In the splashpage reader, you can paste and edit text.
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1. Click the slide bar to activate Dyslexic Font

2. The text will change as shown here

1. To decrease the text size in the window, click on the “A~ B A A < X

2. To enlarge the text size in the window, click on the “A™”

Files that can be inserted into the free web version are pdf, txt, doc(x), epub, ods, odt, pages, ppt(x), png,

jpeg.
1. To insert a text file, click on the “Open Documents” icon.

< Open Documents

2. In the new pop-up window, you can drag and drop a
file into the window, or navigate to a file in your
computer by clicking on “Open Document”

3. Go to “Toolbar Functions” below for Speech to text
directions

MAIN TOOLBAR
Below is the toolbar of Natural Reader.



ADDING FILES

Click the upload icon
. Navigate your computer to locate the desired file

N —

3. After your file is uploaded click the blue checkmark to
open the file

PLAYING

1. After the text is in the play window press the play icon.
2. Press the play icon.

3. The reader will start reading the inserted text. As
the reader reads sentence-by-sentience will be
highlighted in green

4. On the bottom of the screen, the text is also zoomed
in as it reads aloud

5. The player will continue reading until the user
presses the pause icon, or it will automatically stop reading at the end of the text

6. The left-facing double arrows brings the reader back one

sentence << il >
7. The right-facing double arrows advances the reader one

sentence
8. The square stops the reader

CHANGING THE VOICE

1. To change the voice of the reader, locate the down arrow next to the MAC Voices
language and reader’s name

Windows Voices
2. From the dropdown will appear a

list of available voices. This is a
screenshot of just a few voices.

3. Select the voice you want by
clicking on it.
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ADJUSTING THE READING RATE

1. To change the reading rate of the reader, locate the speed icon.

2. A dropdown window will appear
3. Select the speed you want by clicking on it

SIDE TOOL BAR

1. Additional features are in the side toolbar
2. The “X” will close the document in the reading window
3. The 1/2 indicates that the reader is on page 1 of 2 pages

SEARCH KEYWORDS
1. On the side toolbar, select “Search Keyword”

2. In the pop-up window, type the word you want to
search in the document. Here “DNA” was typed

3. Click in the checkbox next to “Highlight all”, and the
desired word is highlighted throughout the document
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Z00M

1. On the side toolbar, select “Zoom” d

]

2. The bracketed square icon will fit the document to the reading area ra
3. The magnifying glass icon with the minus sign will reduce the font size Q
4. The magnifying glass icon with the plus sign will increase the font size o

ADJUST PLAYING AREA

1. On the side toolbar, select “Adjust Reading Area” a

2. The pop-up window will allow customization of the
margins

3. This can be accomplished by using the sliders for
both top and bottom margins

MORE TOOLS TOOLBAR

1. Click the “More” in the top ribbon

2. Some functions only work when logged into your account (Document history
& Pronunciation Editor)
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DOCUMENT HISTORY

Under the More toolbar log into your account B Document History
Click “Document History”

N —

3. In the pop-up window here, you can see that
there is one Document, and one Webpage
saved in your account

4. If you click on the blue link in the document/
webpage link it will open your saved item
into the reader screen

PRONUNCIATION EDITOR

\J

Under the More toolbar log into your account V 4
Click “Pronunciation Editor”

Pronunciation Editor

N —

3. In the Pronunciation Editor pop-up
window click the “+ Add New Words”

4. Type in the source word
5. Type in the Substitute word (s)

6. Click “Save”

HIGHLIGHTER SETTINGS
1. Under the More toolbar click “Settings” L& Settings

2. In the pop-up window click the radial
button for the desired highlighter color
that is used during reading

HOT KEYS
1. Under the More toolbar click “Settings”

£ Settings

2. In the pop-up window, you will see the
hotkeys/ shortcut keystroke
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RESET READER
Q) Reset Reader

1. Under the More toolbar click “Reset Reader”
2. This will reset your reader to the opening splash page and it will log you out of your account

The Floating Bar/ Miniboard toolbar allows the reader to read emails, web pages, and any digital text in Word
files, PDF files, and eBooks.

1. Under the More toolbar click “Miniboard” Miniboard

2. The floating Miniboard will appear

SCREEN-READER TEXT-TO-SPEECH

Open a word document or other desired document

. Highlight a section you wish to be read aloud.

3. The player will continue reading until the user presses the pause
icon, or it will automatically stop reading at the end of the text

N —

44 il » N

4. The left-facing double arrows brings the reader back one
sentence

The-right facing double arrows advances the reader one sentence
6. The square stops the reader

N

SETTINGS

Customize the miniboard settings options

Click the settings icon ¢

 SPEED

1. To adjust the reading speed move the dot to left or right
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. VOICE NAME

1. To change the reader click on the dropdown arrow
2. Choose the desired reader

EXIT MINIBOARD

1. To exit miniboard and return to the splash page click this icon

ADDING WEBPAGES

1. Under the More toolbar log into
your account

2. Enter the URL into the box that says
“type or paste the URL Here”

3. Then click “Add Webpage”

4. Your web page appears in the text
reader area and is ready for reading

FEATURES NOT INCLUDED IN FREE VERSION
1. Convert text to audio file (mp3).

2. OCR - Optical Character Recognition (Screen Reader)
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NATURAL READERS WEB VERSION

ADD NATURAL READER

TO YOUR BOOKMARKS

Please note - Works on Google Chrome but limited features in other browsers.

1. Goto https://www.naturalreaders.com/

Select “Sign Up” or “Log in”

3. Once logged in, you have two choices Add To Chrome or Online Reader. If planning to use on an everyday basis, then
we suggest that you add the Extension to your Chrome Browser.

4

N

I NaturalReader R T, - |

Powerful Text-to-Speech
for at home, work, or on
the go.

ampwhare anysme.

=TS

N

4. If you want to add the Extension to your Chrome Browser then, Select Add To Chrome, click “Install App & Extension”
and follow onscreen directions.

READING TEXT

1. Onthe opening splash page
follow the directions in the
window.
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Files that can be inserted into the free web version are pdf, txt, doc(x), epub, ods, odt, pages, ppt(x), png, and jpeg.

1. There are many ways to insert text to have read.
a. On the opening splash page, you can drag and drop your files, type, copy and paste your text into the box
provided.
b. You can also add a file by clicking on the + sign on the top menu bar

2. If you have your file handy, you can drop your file into the box
you can drag and drop a file into the splash window, you will see
this window appear. If you need to locate your file you can click
on “Open Document,” and you will be able to navigate to a file on
your computer.

1. Loginto your account

2. Navigate to a web page (Chrome)

- C ( @& genome.gov/genetics-glossary/Deoxyribonucleic-Acid B %

3. The web reader icon will appear in the browser window.

IE

4. Click the web reader icon. This will remove extraneous ads and images. This only appears on
accessible web pages.

5. Option two: Copy all the text in the webpage and paste it into the opening
splash page

6. Go to “Toolbar Functions” below for Speech to text directions
7. Option three: If you have the extension in the Chrome browser. Highlight the
text to be read aloud.

8. Right-click over text. Then click (Read selection)

9. Go to “Toolbar Functions” below for Speech to text directions
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Below is the tool bar of Natural Reader.

+ w0

ADDING FILES

1. Click the upload icon
2. Navigate your computer to locate the desired file

PLAYING

1. After the textis in the play window press the play icon.

>

2. Press the play icon.

3. The reader will start reading the inserted text. As the reader reads sentence-by-sentience will be highlighted in blue.

4. The player will continue reading until the user presses the pause icon, or it will automatically stop reading at the 1"
end of the text.

CHANGING THE VOICE

1. To change the voice of the reader, locate the “Speakers” icon.

)

2. Select the dropdown arrow in the reader icon.

3. A new pop-up will appear with a list of available voices. This is a screen shot of just a few
voices.

4. Select the voice you want by clicking on it.
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ADJUSTING THE READING RATE

1. To change the reading rate of the reader, locate the speed icon.

2. Adropdown window will appear
3. Select the speed you want by clicking on it.

SETTINGS

1. Click the settings icon for more available adjustments

2. Here you can adjust

Dark Mode
Dyslexia Font
Volume

Word Highlight
Reading Settings
Hotkeys

-0 o0 oo
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Works on Chrome Web Browser and Google Docs.

The version shown here is the full version of Read&Write for Google Chrome™

Reads any web site that has the proper HTML coding.

e Inthe toolbar, the icon will appear active (not greyed out) when the website being viewed has the
proper html coding.

SCREEN-READER TEXT-TO-SPEECH

Read&Write for Google Chrome™ comes with Text-to-Speech tools that can be used to read text aloud.

SCREEN-READER WEB PAGE

e When on the desired web page or Google document click the Read&Write for Google icon.

e This tool bar will appear and remain hovered over the Chrome browser window.

Read&Write for Google Chrome™

PAOAMIDPIIBNGPEORLLLLROIZF &6 8?2 &

1. Using your mouse, drag and highlight the text that is desired to be read aloud.

2. To activate to the speech command, click on the play icon. [ ]

w

The reader will automatically start reading the selected highlighted text.
4. Asthe speech command reads aloud the words, it will highlight the entire sentence yellow; the word being read aloud will
appear in a different color. In this sample, the word read aloud is highlighted in blue.

Identical twinsgEWJexactly the same DNA, but they are not exactly alike.

5. Important note: When the reader is engaged, all of the other tools in the toolbar will become inactive (greyed out).

6. To pause or stop the reader press the pause icon, n to stop the reader press the stop icon . . After pressing
the stop icon all of the tools will become active again.
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SCREEN-SHOT READER

1. The screenshot reader allows the user to highlight any area of document (including Images with text embedded), PDF, or
a website: the highlighted selection will be read aloud.
2. To start this process, click on the “Screenshot Reader” icon. The cursor will
change to crosshairs image, which is similar to a plus sign. N n E O 7
3. Click and drag the cursor over any area of the picture containing text, or any text be @ ]
within the document.
4. Once the mouse is released, the selected area will be converted and the
highlighted area will be read aloud. ScreenShOt Reader

HOVER READING (SPEECH)

1. Click the “Hover Speech” icon.

. Move your cursor over any text. !: p |.II @ ’
3. The entire sentence will automatically become highlighted in yellow and the text will *

be read aloud, highlighting each word in blue as it is being read.
4. To turn off Hover Speech click on the icon. Hover Speech

N

SIMPLIFY PAGE

Simplify page is used to remove the visual distractions in the text or web page leaving only the text for the learner to focus on
reading.

e "
1. Click on the “Simplify Page” icon. =J “ o
2. The distracting images and ads will automatically be stripped form the page. i )

Simplify page

CUSTOMIZING THE READER SETTINGS
1. Click on the “Settings” Icon. o

2. A new pop-up window will appear.

a. The user can change the “Voice” output, reading “Speed”,
enable or
b. Disable continuous reading, and adjust “Translation”.

3. To change “Voice” output click on the dropdown arrow in the
“Vocalizer” window, and click on any other vocalizer option.

4. To adjust reading speed, click the radial buttons to select the reading
speed.

5. To enable continuous reading of the document or web page click in
the checkbox to activate this option. If the box is not checked the user
highlights the desired text to be read by clicking and dragging their
mouse over the desired text. Then press the play icon and one the
highlighted text will be read aloud.

6. The translation drop down arrow allows the user to choose the translation language of their choice.
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Read&Write for Google Chrome™ comes with reference tools that can be used to look up definitions for selected words.

STANDARD DICTIONARY

Ll A

Using your mouse click and drag over any word in the text.
In this example, the word identical was highlighted in the text.
Click on the “Dictionary” icon.

A pop up window will appear listing the definitions for the selected word.

LN

Dictionary

Dictionary
) Identical

’ Adjective: Exactly the same; Their
bags were identical.

’ Adjective: (of twins) derived from a
single egg or ovum,; "identical twins
are monovular”

’ Pronoun: coinciding exactly when
superimposed; "identical triangles"

D Deomoriesovcsibioliiasinasnahle ok

PICTURE DICTIONARY

PwnN

Ea

Using your mouse click and drag over any word in the text.

In this example, the word identical was highlighted in the text.
Click on the “Picture Dictionary” icon.

A pop-up window will appear displaying the image representation of the selected word.

Using your mouse click and drag over any word in the text.
Then click on the blue highlighting tool icon.

> I

Picture Dictionary

Picture Dictionary X

) Identical

Repeat this step for any other words in the text that are desired to be in a word list for students to define.

In this example, the word identical was highlighted.
After all the desired words are selected click on the “Vocabulary” icon.
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6. A pop up window will appear indicating that a new Google doc containing
your vocabulary word list has been created.

7. The vocabulary word list will have four columns depicting the word, the
word meaning, the symbol representing the word/meaning and a column
for notes for the learner to fill in.

Read&Write for Google Chrome™ comes with reference tools that can be used to highlight information or selected words. This
can be used to learners to create their own study guides, or use as a jump-start for composing essays.

HIGHLIGHTING TOOLS

LEOLLRD

| HIGHLIGHTERS

1. Using your mouse click and drag over any word or groups of words in the text.
Then click on the desired color from the highlighting tool icon (blue, magenta, yellow or green).
3. Repeat this steps one & two for any other word or groups of words in the text that are desired.

N

4. After all the selected highlighting is completed click the “Collect Highlights” icon. Qda'&
L=

5. Inthe pop-up window the user can collect highlights by color by ensuring that there is a Collect highlights
check mark next to color field that is desired to collected.

6. Itissuggested that you instruct students to use a color-coding system (below is a
sample).

Sort highlights by | color v

Colors to collect
v

a. Yellow = Main idea. v
b. Blue = Details. 4 |
c. Green=Vocabulary.
d. Magenta = Things | want to know more about.
OK Cancel

7. Click on the “OK” button.

8. Hereis an example of Google document that was created using the
highlighted words or group of words that were collected.
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CLEAR HIGHLIGHTS

1. Inthe event that highlighted text needs to cleared click and drag over any word or groups of words in the }

text.
2. Then click on the “Clear Highlights” icon.

Read&Write For Google Chrome™ comes with tools that can be used to look assist student with the writing process.

WORD PREDICTION

1. Hereisthe Google document sample that was created earlier

2. Place your cursor between the yellow and blue highlight.

The Identical twins have exactly the same DNA

exactly alike.
DNA

3. To prevent any new text being typed from being added with highlighting follow these

steps:
a. Click the “Text” icon in the tool bar.
b. Click the “Highlight” tab.
c. Click the box that says “None”.

Now were ready to start composing new text.

4. To activate word prediction, click the “Prediction” icon.
A new pop up window will appear that is the word prediction window.
6. Start typing.

v

7. Asthe user types, the word box will attempt to predict the desired word.
a. Using your mouse hover over any words and that word will be read
aloud.
b. Toinsert a word in list, click on the desired word and that word will
be inserted into the document.
c. A new word list will automatically be created to anticipate what
word may be desired next.
8. If you do not see the desired word in the word prediction box simply start
typing, as you type the word list will automatically be updated to predict
possible words that may be desired.
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SPEECH INPUT

You may also compose text by using a speech to text feature.

1.

N

10.

Here is the Google document that was created earlier using the highlights that were The Identical twins have exactly the same DNA
collected. ,

exactly alike.

DNA

schizophrenia

Place your cursor between the yellow and blue highlight.

To prevent any new text from being added with highlighting == FIE % —
a. Click he “Text” icon in the tool bar. — ==
b. Click the “Highlight” tab. ;“
c. Click the box that says “None”. [ ]| L[ [ []
] -,
Click the “Speech Input” icon. 10X L4
Speech Input
A pop up window will appear asking for permission for Google docs to have access to your coes genole.comwanta e )
& Use your microphone
microphone, click “Allow”.
Block Allow
A red microphone will appear to left sidebar of the Google Doc text. @

This red microphone icon indicates anything the user dictates will be automatically be converted to text.
To turn off the speech to text click on the red microphone icon.

The Icon will change to a black microphone indicating that the speech to text has been disabled.

Y

o

When ready to start using speech to text, click on the black microphone and it will change back to the red microphone
indicating that the microphone is now active.

CUSTOMIZING THE WRITING FEATURES

Click on the setting icon

In the pop up window click on Prediction

In the “Number of results box” enter any number from 1 to 10. This number will
the amount of word shown in the word prediction window.

To adjust text size, slide the button from left to right to on the slider.
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5. Click “OK”".

Screen Mask provides a reading bar to help the reader focus in on a section of text.

1. Click on the “Screen Mask” icon. ' E O 7: F]

2. A mask will appear on the screen — shown to the right.
. . L Identical twins have exactly the same DNA, but they are not exactly alike.
3. The clear portion of the mask can be moved up or down by clicking and Each twin has his or her own personality, talents, likes, and dislikes.
dragging it Wlth the mouse There are even diseases that appear in one twin but not the other,

4. To turn it off click on the “Screen Mask” icon. _

Translator allows the user to choose any word and have it translated in the choice of their language. See customizing the
language on how to choose different languages.

1. Us.lng your mouse click ar.md drag over any word. y 2 p e ‘}
2. Click on the “Translator” icon.
Translator

3. Inthis example, the word “one” was highlighted. that appear in B twin but not the other,
4. A pop-up window appears with the translation of the word one into Spanish “uno”. ;: Translator X;;
5. Spanish is the default setting for translator. 1 b one

I ’ uno

D uno ih
r P oun re
I ’ o it

Read&Write for Google Chrome™ comes with tools that can be used for students to practice reading aloud and creating
recordings that they and/or their teacher can replay to monitor progress.

CREATE AUDIO RECORDING OF USER READING ALOUD - STUDENT

1. Click on the “Practice Reading Aloud” icon . -
2. The web page or Google document that is currently opened will automatically be converted to the - & S ? 4@
Practice Reading Mode (an example is shown below). There are two new toolboxes circled in red. Practice Reading Aloud
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This toolbar is very similar to one that was used earlier.

Pw

10.

11.
12.

13.

14.

From left to right the icons are: Hover speech, Dictionary, Picture dictionary, Play, -
Pause, Stop, Screen mask, and Translator. These icons have been cover earlier and ﬂ L!!J @ 4 ll . 2=
operate the same here.

The tools in the toolbox to the right of the text is shown here. Their functions from left to 0
right are, Record, Play, and send to teacher.

fluency.texthelp.com wants to:

Press the record icon
A pop-up window will appear asking for permission to access your built-in microphone ¥ Use your microphone
H “” "
Click “Allow”. Block Allow

Immediately the microphone will switch to red indicating that the recording process has

U 00:04
started (as shown here). b1 .
When the student is done reading they press the “Stop” icon (next to the red microphone).
You will notice that the toolbox has changed slightly. The “Play” icon and the “Send to 0 7
Teacher” icon are no longer greyed out. Meaning they are now fully functional. ¥ ’ rl

To hear the paly back of the recording press the “Play” icon.

If the “Record” icon is pressed a new recording will be created. The first recording will automatically be deleted if it was
not saved prior to pressing the “Record” icon.

The student can repeat practicing by repeated recordings and playback.

When the student is satisfied, they press the “Send to Teacher” icon.

A pop-up window will appear asking for Read&Write for Google Chrome™

to have access to view:
a. Google classroom classes.
b. Google classroom rosters.
c. View the photos of people in your class.
d. View the email addresses of people in your class.
If the student is in a Google class press “Allow”, if not the press “Deny”.
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15.
16.
17.

18.

Here is a pop-up window if “Deny” was pressed.
Type in the teacher’s email.
Click “Find my teacher”.

The recording will be sent to the teacher, this pop-up window will
appear after email is sent.

CREATE AUDIO RECORDING OF USER READING ALOUD - TEACHER

N

The teacher will receive this email.

Click the green button, “Have a listen”.

The teacher will be required to have Read&Write for Google Chrome™
installed on their Chrome browser.

The teacher will see the text that the student
recorded.

The teacher can press the “Play” icon to listen to the
recording.

Track progress is available with “Fluency Tutor”.
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7. Click “Track Progress”.

8. A pop up window will appear. This window will list the various options that work
with Fluency Tutor.
9. Click “Allow”.

10. Ateacher dashboard has been created for monitoring
student progress.
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SNAP AND READ UNIVERSAL

FORMATS

CHROME WEB BROWSER

AUDITORY FORMATS - SNAP & READ CHROME EXTENSION

Any DIGITAL document opened in the CHROME WEB BROWSER

SCREEN-READER TEXT-TO-SPEECH — ACCESSABLE DIGITAL DOCUMENTS

1. Click the blue Snap & Read Extension. O This tool bar will appear on the right side of your screen:

2. Click the Speaker. W) Then click where you want to read in the digital document. This will highlight word by
word the document is read aloud.

SCREEN-READER TEXT-TO-SPEECH- NON ACCESSABLE FORMATS

1. Click the blue Snap & Read Extension. O This tool bar will appear on the right side of your screen:

i
2. Click the outline box . use the crosshairs to make a box around the text you want to hear. The OCR function
will take a few minutes; your document is now accessible and is read aloud.
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TEXT COMPLEXITY ADJUSTING / VOCABULARY LEVELING — SNAP & READ CHROME

EXTENSION

1. Click the blue Snap & Read Extension. O This tool bar will appear on the right side of your screen:

mn
2. Click the Text Complexity button to change any of the readability level, the complex vocabulary words to less
complex / easier to understand ones.

3. Click the symbol; click where you want to read. Words will be italicized and by scrolling over with the mouse the

I
original word is seen, can toggle between the original words and the leveled words by clicking the button K& again.

STUDY TOOLS - SNAP & READ CHROME EXTENSION
E

1. Click the blue Snap & Read Extension. O

—

2. Click on the arrow button . at the bottom; to open note field area to title, capture, and organize notes from any
accessible digital document.

3. Left click the mouse and highlight the information you wish to capture from the accessible digital document (on line text,

digital textbook, etc.)

a

4. Click on the highlighter tool .the information will transfer into the note field capture area with the web citation and a
live link to return to the site later.

5. The note field capture area can be organized in an outline format and saved automatically.

TRANSLATION TOOL - SNAP & READ CHROME EXTENSION

1. Click the blue Snap & Read Extension. 0
In OPTIONS change the “Primary Language Translation” to the language you want to be used to read.
Left click and drag to highlight the area or word to be translated.

w N

V.
4. Click the translate button from the tool bar . It will now translate in the selected language.
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OPTIONS - SNAP & READ CHROME EXTENSION

1.
2.
3.

Right click on the blue Chrome extension symbol. O

Click Options:
Choose color, voice, volume, speed and text complexity levels here.

Snap&Read Universal Extension offers 6 settings for leveling text complexity.
Furthest to the left would make the text as simple as possible. Furthest to the
right is minimal and will only change the most difficult words.

Snap&Read Universal Extension offers Primary Language — Translation this
translates over 90 languages. Select your primary language and select a system
voice for word by word highlighting. Google voices will translate, but will not
highlight.
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Q‘a:z Writer*
Universal . . . . . .
is a set of writing tools that aides with phonetic spelling, grammar, and topic-

related vocabulary across ALL devices (Chromebooks, iPads, and Mac/Windows desktops), and built-in
speech recognition in Google Chrome.

e Must be in Chrome browser. E

e Click on the thought bubble in the extension tool bar at the top of the page and it will .
turn purple.
e Open agoogle doc. Prediction window will appear, begin typing. 4 e

&
Right click on the purple thought bubble = Select options

Number of Guesses

Left Box ¥
Color |
Topic Dictionaries: allows you to search or choose a topic specific vocabularyas
well as create personal vocabulary groups / of words like family or favorite places.
Turn various topics on or off as needed. =
Other Dictionaries:
Ll 1
Select appropriate Main Dictionary and turn On/Off Momentary Dictionary and » =

Flexible Spelling based on student’s needs.
Right Box

Word Prediction Options: number of guesses, adjust font, foreground colors background and, size.
Adjust the font size, background and foreground colors for writing environments within the iOS and the
Google Suite.
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Speech Options: Select voice and choose text to speech at the letter, word or sentence level. The lower
half allows for you to increase volume, speech rate and pitch.

On
Off
Off
Cing Off
Maul Off
Hawail iland Off

OTHER DICTIONARIES

Main Dictionary 12K Infermediate

Momertary Dictionary On
Fiaxble Spelling On

PREDICTICN LANGUAGE

When writing with Co:Writer within the Chrome or iOS applications :
e your writings will be saved automatically, and can be accessed from any Co:Writer enabled

device with an internet connection.

e Apredicted word can be selected by clicking the word or keystroke the
number.

e the speech to text feature is activated by simply clicking the microphone,
speak the text and click the microphone again to turn it off.
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A _ .
;"*,\ Technology and Learning Connections

Increasing student achievement by the systemic alignment of technology, policies, and curriculum
- through a multi-tiered system of supports in a universal education setting.

1=

www.tlc-mtss.com

This resource is a continuation of previous products developed by the following:

PS/Rtl Technology & Learning Connections Team

Tony Dutra
Tara Jeffs
Evette Idehen
lan Prietz
David Davis

Florida Diagnostic & Learning Resources System

Jessica Callaghan
Susan Alonso

District/Regional Assistive Technology Specialists

Anthony Cooley
Marian Birdsall
Melanie Nordwall
Nancy Hoppe
Teresa Pinder

This resource was funded through the Bureau of Exceptional Student Services with IDEA Part B
dollars. The information and resources are provided as a free awareness service to the
educational community and do not reflect any specific endorsement by any parties involved.

A Multi- Tlered
System of Supports

PS Rtl&\\

1 L1 1 L_L 1 1
Problem Solving/Response to Intervention
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