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1. INTRODUCTION

Read&Write 9 GOLD is designed to provide help to computer users with reading and
writing difficulties. It can read text aloud and help you construct words and sentences. It
also has many other features, such as advanced spell checking, document scanning and
Internet tools, to name but a few.

This guide is designed to familiarize you with all aspects of the system. As well as learning
how to use the many facilities offered in Read&Write 9 GOLD, you'll also learn how to set
up the system so that it'll operate in exactly the way you want it to.

This guide is split into the following four sections:

e Basic Exercises — these exercises will help you learn all of the basic skills you need
to set up and use the different Read&Write 9 GOLD facilities

e Additional Exercises — these further exercises will help you learn additional skills
that are not necessarily fundamental to the running of Read&Write 9 GOLD

e Teacher’s Toolkit — these exercises are designed for use by teachers and trainers
only. They provide instructions on how to use the Teacher’s Toolkit to set up the
system for students and to monitor student activity and progress

o PDF Accessibility Editor — these exercises show you how to use PDF Accessibility
Editor in order to have PDF documents read in exactly the way you want.
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I“ "“ Basic Exercises

2. GETTING STARTED

In this section you'll learn how to:

log into the system
understand the Read&Write 9 GOLD toolbar
position the Read&Write 9 GOLD toolbar

customize the toolbar.

Exercise 1 Logging into the system

1.

Click on Start on the Windows desktop. Select All Programs, Read&Write 9, then
Read&Write 9 again, as shown below:

all Programs B Ml Readidrite 9 § readatwrice 9

Figure 2-1 Read&Write 9 Menu

Alternatively, you can double click on the Read&Write 9 shortcut on your Desktop.
The Texthelp Login window is displayed (Figure 2-2).

Testhelp Login | User Group drop down list

User Group |4l Users |

ognare [T | | ; ;
e | . Login Name drop down list

Password | |

[ —Password text box

Figure 2-2 Login window

You may see the User setup wizard displayed instead of the Login window. This will
depend on how your teacher or trainer has set up the system. This wizard will help
you specify how you want Read&Write 9 GOLD to work for you. Follow each step in
the wizard to customize your version of the software.

Make sure that All Users is selected from the User Group drop down list and Default
is selected from the Login Name drop down list.

Click on the Login button. After a few seconds you see the Read&Write 9 GOLD
toolbar (Figure 2-3) appear on screen.

Exercise 2 Understanding the toolbar

In this exercise, you'll learn what each of the buttons on the Read&Write 9 GOLD toolbar
does.

Page 2
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Getting started

1. Look at the following table (Figure 2-3) and take note of what each button does.

You'll not be able to see all of the buttons listed in the table. If you're using the default
toolbar, you'll only be able to see the buttons on the My Features toolbar.

“._!,!_“ For more information on the different types of toolbars, refer to Exercise 4 ‘Setting
up toolbar display options’ on page 4.
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Highlight blue button
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Highlight pink button

E

ar highlights button
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Collect highlights
button

5

jii"“]

Summary button

%

Help button

T

Change Toolbar button
and Read & Write
Menu button

Undock the Toolbar
button

Figure 2-3 The Read&Write 9 GOLD toolbar

You can also use hotkeys to access the facilities on the Read&Write 9 GOLD toolbar.

For more information on setting up and using hotkeys, refer to Exercise 4 ‘Setting up
hotkeys’ on page 93.

2. Click on the B drop down list to the right of the |@] button and make sure the
Show tooltips on toolbar option is selected. You will know that it has been selected if
you can see a check beside it:

v Show tooltips on koolbar

Texthelp Systems Limited
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Hover your mouse over the |g_;{’£ button. You see the tooltip ‘Spell Check’. Hover your

mouse over the |_I button. You see the tooltip ‘Dictionary’.

From now on, if you have difficulty remembering what a button does, hover your
mouse over it to see the associated tooltip.

Click on the E drop down list to the right of the |g_;{’£ button. You see a list of options
that allow you to setup up how you want the Spell Check facility to work.

Anytime you want to set up a facility to suit your needs, you click on the E drop
down list beside the appropriate button on the toolbar.

In future, anytime this guide asks you to click on the facility drop down list, for

example, the |t{£ drop down list, you must click on the H button beside the
appropriate button.

Exercise 3 Positioning the toolbar

You can position the toolbar anywhere on the screen. You can also dock it at the top or
side of the screen so that it stays in one place. Let’s practice working with the toolbar.

1.

Click on the title bar of the toolbar and then drag and drop it onto any position on your
screen.

Click on the title bar of the toolbar again and then drag and drop it onto the very top of
your screen.

The toolbar is docked at the top of your screen. If you want to undock the toolbar,

&

click on the L. | button. You can also drag and drop the toolbar to either side if you
wish to dock the toolbar to the side of the screen.

Exercise 4 Setting up toolbar display options

Now that you’ve docked the toolbar, you can practice changing how it looks.

1.

Make sure the My Features toolbar is displayed, i.e. the default toolbar. To do this,

hover your mouse over the !Mj button on the toolbar. The tooltip informs you of
which toolbar you are currently viewing. If it is not the My Features toolbar, click on

the & J drop down list and make sure the My Features option from the Current
Toolbar sub-menu is selected.

Click on the
You see the Display tab of the General Options window (Figure 2-4).

J drop down list again and select General Options.

Page 4
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Select an icon set drop down list

¥ General Options @
= ‘ e -
R LI -\'Lf ad i
|
Dizplay settings

Toalbar buttans visibility

Cunent tookbar. My Features

Current toolbar

w| Speling ~
/| Prediction

. | Dictionary

Toolbar buttons list box ward Wizard

Shaw hamaophones in MS Wwiord

Get homophone suggestions
Hide homophones in M5 Yo

Toolbar appearance and size

_ T Small icons without
I Auto hide the toolbar when docked

I Make trarslucent when undocked and unused text I’adIO buttOI’]

Toalbar icon settings

Select an icon set Small icons without text

Prat 1 | Smallicons with text
it " Large icons without texl\\
® L ool Small icons with text
radio button
Ok Cancel

Figure 2-4 Display tab
To customize the current toolbar option you selected in step 1, de-select the following
check boxes in the Toolbar buttons list box:
e Prediction
e Get homophone suggestions.
Select the Small icons with text radio button.

Select the Fun option from the Select an icon set drop down list and then click on
the OK button.

The buttons on the toolbar change in appearance. Notice how you cannot see the
Prediction and Homophones buttons. Now go back to the Display tab and return the
toolbar to its original settings by completing the following steps:

Click on the !@ drop down list again and select General Options. You see the
Display tab of the General Options window (Figure 2-4).

Make sure the following check boxes in the Toolbar buttons list box are selected:
e Prediction

e Get homophone suggestions.

Select the Small icons without text radio button.

Select the Professional option from the Select an icon set drop down list and then
click on the OK button.

There are five other toolbars available from the Current Toolbar menu. You can also
use the Display tab to customize these to suit your needs. These toolbars are as
follows:

e All Features — all buttons on the toolbar are visible

¢ Reading Features — only buttons associated with reading are displayed on the
toolbar
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e Writing Features — only buttons associated with writing are displayed on the
toolbar

e Research Features — only buttons associated with researching are displayed on
the toolbar

e  Study Skills — only buttons associated with Study Skills are displayed on the
toolbar.

10. Click on the |@ button repeatedly and notice how the toolbar changes between
each of the six available toolbars.

Page 6 Texthelp Systems Limited



3. READING TEXT

In this section you'll learn how to:

select a system voice

instruct the system to read letters, words and sentences as you type
set up screen reading

set up speech highlighting and use the speech buttons

specify how you would like words pronounced

read text on web pages

read text on images

read Dragon Recognized Text

convert text into sound files

read a PDF file using PDFaloud.

Exercise 1 Selecting a system voice

Before you begin this section, type the following text into a blank Microsoft Word
document:

After the crop duster's old pickup pulled away and its tail lights disappeared down
the road, | sat on my suitcase and looked around me. It was dead quiet and empty
black, except for the starlight.

. Remember to check that your speakers are switched on before you continue with this

1.

section.

Click on the .-'.- drop down list on the toolbar and make sure the Read by paragraph
option is selected. You will know that it has been selected if you can see a dot beside
it

® Read by paragraph

Place the cursor anywhere in the paragraph you've just typed and then click on the

.-'_- button on the toolbar to hear the text read aloud. Click on the ! button to stop
the system from reading the text.

Click on the .-'.- drop down list on the toolbar and select Speech Options.

You see the Speech tab of the Speech Options window (Figure 3-1).
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" Speech Options EJ
@ 2
e |(ED | |
Voice selfings
SAPI 5 speech
Select a voice )
Select avoice 77 sl |
drop down IISt Search for other installed voices Sgh Seal’Ch button
Bich J n % —— Pitch track bar
Speed §; % —— Speed track bar
Volum J % —— Volume track bar
Wordpauss L) B e
Iewel 1 Test voice button

Figure 3-1 Speech tab

4. Select ‘Texthelp Jane US’ or ‘Texthelp Jack US’ from the Select a voice drop down
list.

5. Drag and drop the track bars to the following settings:
e Pitch —54%
e Speed-45%
e Volume - 60%.
Click on the Test voice button to hear the new voice read aloud.

If you're not happy with the voice, change the settings you've just selected in steps 4
and 5.

8. Click on the OK button.

Exercise 2 Instructing the system to read parts of a paragraph

In this exercise you'll learn how to set up the system to read letters and words as you
type.

1. Click on the ’_| drop down list on the toolbar and select Speech Options.

You see the Speech tab of the Speech Options window. Click on the Autoread tab
(Figure 3-2).
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Reading text

I would like to use speak
as | type check box

Speaking options
check boxes

I would like to use screen
reading check box

Screen reading
check boxes

® Speech Options @

H = |
- : -l 3
SFEECH SAVLRE] || [AUTAREAD), || [IGATIGHT] |

\Ih{ J

Auta read settings

Speak as | lype sstings

——F— | would ke to use speak as | type

Speaking options
¥ Speak on each letter
IV Speak on each waord

I” Speak on each sentence

Secreen reading settings
% | would ke ta use screen reading

LCheck the items to be automatically screen read

/| Buttons
Lists

0K Cancel

Figure 3-2 Autoread tab

2. Select the I would like to use speak as | type check box and then select the Speak
on each letter check box. Also make sure the Speak on each word check box is

selected.

Click on the OK button to save the settings and to close the Speech Options window.

Place your cursor after the text you've already typed and then type the following text
slowly. As you do so, listen to each letter and word read aloud.

This was a first for me. | had never felt so alone.

Click on the t' drop down list on the toolbar and de-select the Speak As | Type
option to stop the system from reading each letter and word as you type.

Exercise 3 Setting up screen reading

In this exercise you'll learn how to set up and use screen reading. The screen reading
facility can come in useful if you have trouble reading or understanding items on the
screen, e.g. menu options and button labels.

Click on the t' drop down list on the toolbar and select Speech Options.

You see the Speech tab of the Speech Options window displayed. Click on the
Autoread tab (Figure 3-2).

Select the | would like to use screen reading check box.

Make sure the Buttons and Menus check boxes are selected from the list at the
bottom of the screen and then click on the OK button to close the Speech Options
window.

Hover your mouse over the t' button on the toolbar. You hear the system say
‘Play’.

Texthelp Systems Limited
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5.

6.

Click on the t drop down list and hover your mouse over Read by word and then
Read by sentence. You hear each menu option read aloud.

De-select the Use Screen Reading option to disable this facility.

Exercise 4 Setting up speech highlighting and using the speech buttons

In this exercise you'll learn how to specify how you want the system to highlight text as it
is read aloud and to use the Speech buttons on the toolbar.

1.

Speak with highlighting in
document radio button

Speak using one word

Click on the t drop down list on the toolbar and select Speech Options.

You see the Speech tab of the Speech Options window displayed. Click on the
Highlight tab (Figure 3-3).

" Speech Options @
pe |

Speech highlighting settings

Speech highlighting methods
T Speak with highlighting in document

(" Gpeak with highlighting in Tet Feadsr
——————— & Speak using one ward display

(™ Gpaak with no visual display

display radio button

Chogen speech highlighting method options

Use one ward display

Eont name
Comic Sans M5

Highlighting calors

e - whord calar
Sentence color

word

Options section —|

Fant size
18 hd

ak. Cancel
Figure 3-3 Highlight tab

Select the Speak using one word display radio button.

Click on the Word color button and select a red color from the color palette and then
click on the Sentence color button and select a green option from the color palette.

Select 50 from the Font size drop down list.

The ‘Speak using one word display’ method works better if the system voice is
slower. Click on the Speech tab.

Drag and drop the Speed track bar to 30%.
Click on the OK button to save the settings and to close the Speech Options window.

Click on the t drop down list on the toolbar and make sure Read by sentence is
selected.

Place your cursor anywhere on the following sentence in your document and then

click on the t button:

It was dead quiet and empty black, except for the starlight.

Page 10
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10.

11.

12.
13.
14.

15.

16.

You see each word in the sentence displayed in a popup window as it is read aloud.
An example of this window is shown below:

empty
Open the Highlight tab of the Speech Options window again and select the Speak
with highlighting in document radio button.

Select Violet background with bright green block highlighting from the drop down list
displayed in the Options section.

Click on the Speech tab (Figure 3-1).
Drag and drop the Speed track bar to 50%.

Click on the OK button to save the settings and to close the Speech Options window.

Click on the -'_- drop down list on the toolbar and select Automatically read next
block of text to ensure that Read&Write 9 GOLD will continue to read the next block
of text when it has finished reading the current one.

Place your cursor anywhere on the following sentence in your document and then

click on the -'_- button:

After the crop duster's old pickup pulled away and its tail lights disappeared
down the road, | sat on my suitcase and looked around me.

Note how the sentence is highlighted using a violet color and each word in the
sentence is highlighted in pale green as it is read aloud. Also note how the system
continues reading the next sentence once it has finished reading the selected one.

The other highlighting options are as follows:

e Speak with highlighting in Text Reader — the selected text will be displayed
and read from the Text Reader Window

e Speak with no visual display — the selected text will be read aloud without
highlighting.

Exercise 5 Changing how words are pronounced

In this exercise you'll learn how to change the way that the system pronounces certain
words. This is useful if you occasionally type words that are not commonly used and may
therefore be difficult for the system to pronounce.

1.

Click on the -'.- drop down list on the toolbar and select Speech Options.

You see the Speech tab of the Speech Options window. Click on the Say Like tab
(Figure 3-4).
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Pronunciation
list box

* Speech Options @
o | @ ]
<} > = il
|| [FenLET |
Maodified pronunciations
Edit Pronunciations
Caio Pronounce this: 4.9. Pacino
Omach 3
Like this: e.g. Paching
Oma | 4
H
New Save Delete
0K Cancel

Figure 3-4 Say Like tab

Pronounce this
text box

Like this text box

2. Type the word Ute into the Pronounce this text box and then click on the @ button
beside the text box to hear this word read aloud.

3. Type Yuut into the Like this text box and then click on the @ button beside the text
box to hear the new pronunciation read aloud.

4. Click on the Save button to add the word to the Pronunciation list box and then click
on the OK button to close the Speech Options window. Once you've added the word
to the Pronunciation list box, the word will be pronounced correctly.

Exercise 6 Reading text on web pages

In this exercise you'll learn how to use Read&Write 9 GOLD to read aloud text on web

pages.

1. Click on the t' drop down list on the toolbar and make sure the Web Highlighting
option has a check beside it as shown below. A check means that it is enabled.

|¢ Wb Highlighting |

2. Open your Internet browser window and type www.texthelp.com into the Address
field to display the Texthelp homepage.

3. Hover your mouse over an area of text until you see it highlighted. You will hear the

text read aloud.

. Read&Write 9 GOLD will read aloud any of the text that is under your mouse.

W Alternatively, if you want to read text in the Firefox browser (3.0), select the text and

click on the t' button. Click on Yes when prompted to install the plug-in. After the

Page 12
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plug-in has been installed simply make a selection and click on the t' button to
have the text read with dual colored highlighting.

4. Leave the Texthelp homepage open to complete the next exercise.

Exercise 7 Reading text on images

In this exercise you'll learn how to use Screenshot Reader to read aloud text used in
images.

T The Screenshot Reader can be used with inaccessible Flash and locked PDF
documents as well as images.

1. Make sure the Texthelp homepage is still displayed in your Internet browser window.

2. Click on the button. Your cursor now looks like this: ‘=,

3. Select the following logo (Figure 3-5):

Liferacy m Language m Learning

Figure 3-5 Texthelp logo

Read&Write 9 GOLD reads the text aloud in a separate window (Figure 3-6).

Figure 3-6 Screenshot Reader window

4. Click on the

You see the Screenshot Reader Options window displayed (Figure 3-7).

drop down list and select Screenshot Reading Options.
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B Screenshot Reader Options

Screenshot Reader zettings
(%) Usze black highlighting ) Usze outline highlighting

Block highlighting ettingz
Black calor (e |

Outling highlighting ettings
Outline colar | Bjack v|
Outling weight [1 v
L—— |
Allow Fast capture setting

[ Use fast capture
[Mote vou need at least 1GE of RAM to use thiz setting)

[ 0K ][ Cancel ]

Figure 3-7 Screenshot Reader Options window

Select the Use outline highlighting radio button.
Select Green from the Outline color drop down list.
Click on the OK button.

Click on the button. Your cursor now looks like this:

Select the following logo again (Figure 3-8):

Literacy m Language m Learning

Figure 3-8 Texthelp logo

You can see that the text is highlighted using the settings you have just selected
(Figure 3-9).

textHELP

Literacy

Learning

Figure 3-9 Screenshot Reader window

10. Click on the drop down list and select Screenshot to MS Word.
11. Click on the button. Your cursor now looks like this:
12. Select the Texthelp logo again, as shown in Figure 3-8.
The text is displayed in a new Microsoft Word document.
13. Click on the LJ button to read the text aloud.
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You can also use the other Read&Write 9 GOLD facilities on text imported into
Microsoft Word.

14. Close the Microsoft Word document when you have finished. You do not need to

save the document.

Exercise 8 Reading Dragon Recognized Text

In this exercise you'll learn how to read aloud text recognized by Dragon to ensure that
Dragon has recognized exactly what you wanted to say.

Dragon, the speech recognition software, works in a similar way to the Speech Input
facility as it allows you to create documents by simply talking into a microphone.
Read&Write 9 GOLD can read aloud text recognized by Dragon, which is useful if you
want to make sure that Dragon has recognized exactly what you wanted to say.

=

You must have Dragon Naturally Speaking installed in order to complete this
exercise.

Make sure that Dragon is running and close all open documents.

Click on the -'.- drop down list on the Read&Write 9 GOLD toolbar and select Speak
Dragon Recognized text.

Open a new document in Dragon.
Speak the following into your new document:

After the crop duster's old pickup pulled away and its tail lights disappeared
down the road, | sat on my suitcase and looked around me. It was dead quiet
and empty black, except for the starlight.

Notice how Read&Write 9 GOLD reads the text aloud.

Exercise 9 Converting text into sound files

In this exercise you'll learn how to convert text in documents into sound files, using the
Speech Maker facility.

1.

Highlight the following text in your document:

After the crop duster's old pickup pulled away and its tail lights disappeared
down the road, | sat on my suitcase and looked around me. It was dead quiet
and empty black, except for the starlight.

>
Click on the 2=tk button on the toolbar.
The highlighted text is displayed in the first window of the Speech Maker facility.

Click on the Next button. You see the second window in the Speech Maker facility
(Figure 3-10).

Texthelp Systems Limited
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B Voice Settings @
Fitch J 0
Specd U 03 Pitch, Speed and
Volume track bars
Wolume - J 100 %
Selected Voice Microsoft Mike L Selected VQICG
drop down list
Test Selected Voice
To hear a test of your selected voice .
and parameters. click the play button, @_ Test voice button
Back Next Cancel

Figure 3-10 Voice settings window
4. Select ‘Texthelp Jane US’ or ‘Texthelp Jack US’ from the Selected Voice drop down
list and then drag and drop the following track bars:
e Speed — drag this track bar to 0.3
e Volume —drag this track bar to 80%.

5. Click on the button to test the voice. If you decide that you don't like this voice,
select another one from the Selected Voice drop down list and adjust the track bars
until you are happy.

6. Once you have selected a suitable voice, click on the Next button.
You see the third window in the Speech Maker facility (Figure 3-11).
B File Settings X

File Destinatiar

| C:ADocuments and Settiingshuser\My Doc

Save As button

Save As

File: Format
o WAy

WAV radio button —
" MP3

B

4

Back

it

Einish

Figure 3-11 File Settings window

Click on the Save As button to display the Save As window.

Browse to the folder in the directory in which you want to save the sound file, type a
name for the file in the File name text box, and then click on the Save button.

9. Select the WAYV sound file format radio button and then click on the Finish button to
create the new sound file.

10. Browse to the directory where you saved the sound file and open it to hear the sound
file you've just created. You hear the text you highlighted in step 1 read aloud.
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t xtHE . .
11. Click on the 2 l & pytton until you can see the My Features toolbar. The tooltip for
this button will help you identify the toolbar you need.

Once you've selected the settings which best suit you, it will not be necessary to repeat

15 '%f
steps 3 to 9. Instead, click on the |Z=xd = ' drop down list on the toolbar and select Create file
using last saved settings. You'll know this has been selected if you see a check beside it.

15 '«*
Now when you select text and click on the |Z=xi (=l button, you’'ll automatically see the Save
As window.

L '%f
If you later decide that you want to change the settings, click on the =t Y . drop down list on
the toolbar and make sure Create file using last saved settings is de-selected.

Exercise 10 Reading a PDF file using PDFaloud
PDFaloud is designed to provide help to Adobe Acrobat users with reading difficulties. It
does this by reading text aloud from PDF documents, using the Speech Control facility.

You can control how you want to hear the text read aloud by adjusting the speech and the
pronunciation settings.

1. Click on the E@ button on the toolbar and open a PDF file when prompted by the
system.

The Texthelp PDF Viewer opens and the PDFaloud toolbar is displayed (Figure
3-12).

roreoss JEG & [l Tome-

| —  Click-and-speak options
Click-and- button
Speech buttons Speak button

Figure 3-12 PDFaloud toolbar

o2

2. Click on the button on the toolbar. PDFaloud starts to read aloud the document.

Click on the

Click on the Options button on the toolbar. PDFaloud is set to have Continuous
Reading. You'll know it has been selected if you see a check beside it, as shown
below:

button on the toolbar to stop the system from reading the document.

Continuous reading

5. Turn off the Continuous Reading by de-selecting it.
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6. Click onthe ﬂ drop down list and select By sentence. This means the Speak facility
will read by sentence.

7. Click on the @I button on the toolbar and then click anywhere in the sentence you
want to hear read aloud.

PDFaloud reads aloud the selected sentence.

Click on the ﬂ drop down list and select By word and then click on the ‘&I button.

Click anywhere in the word you want to hear read aloud.
PDFaloud reads aloud the selected word.

10. Click on the button on the toolbar again to disable the Click-and-Speak facility.
PDFaloud will no longer read aloud text when you click on the document.

11. You can also change PDFaloud speech and pronunciation settings. Click on the
Options button on the toolbar and select Speech Options. You see the PDFaloud
Speech Options window displayed (Figure 3-13).

The Pronunciation Options allow you to change the way that the system pronounces
certain words. This is useful if you occasionally type words that are not commonly
used and may therefore be difficult for the system to pronounce. You can set up
Pronunciation Options in a similar way to using the Say Like tab.

For information on using the Say Like tab, refer to Exercise 5 ‘Changing how words
are pronounced’ on page 11.

PDFaloud Speech Options g|

v (Toatvaes |

Pitch: 1 0

Woice: Microsaoft Mary

Speed: [ 1 -1

Settle: L 1 +75

["]5top speech when the user scrolls the document

(O Hover highlighting
(3 Click and speak

Highlight. color: Background color:

Yellow | | Light Blue v|

Figure 3-13 PDFaloud Speech Options window

12. Select the Hover highlighting radio button.
13. Select Yellow from the Highlight color drop down list.

14. Select Blue from the Background color drop down list and then click on the OK
button.

15. Hover your mouse over an area of text. You see the text highlighted and read aloud.
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16. Once you have finished using hover highlighting, access the PDFaloud Speech
Options window again (Figure 3-13) and select the Click and speak radio button.
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4. SPELL CHECKING

In this section you'll learn how to:

e use the Spell Checker and set up general spelling options
e use the Auto Correct file and spell check as you type

e add words to the custom dictionary

e review spellings

e add a phonetic replacement.

Type the following text into a blank Microsoft Word document:

¥\ There are deliberate spelling mistakes in the text that you must enter letter for letter.

They are underlined. You do not need to underline these misspelled words in your
document.

After the crop duster's old pickup puled away and its tail lights disappeered down
the road towards Bannack, | sat on my suitcase and looked arround me. It was dead
guiet and empty black, except for the Montana starlight arround me.

Exercise 1 Using the Spell Checker and setting up general spelling
options

In this exercise you'll learn how to set up general spelling options and use the Spell
Checker.

1. Click onthe [ W button on the toolbar. You see the Spelling Helper window displayed

(Figure 4-1).
# Spelling Helper E]
After the crop duster's old pickup puled away and its tail lights disappeered down
the road towards Bannack, | sat on my suitcase and looked arround me
Original word text box puled 5 Al
Al BE attached to an animal or vehicle and moved along with
paled | |1t "The cant was pulled by a horse'.
ptéj Hald something and mowe it towards pou, ''She pu\led the
P book towards her; He pulled the man out of the car'.
. — plied
Word list box e
led
puised . Move to next error
pule b4 [#] Move ta next error after solving this one after sOIVl n g th | s one
check box
E- \ \"'EF
. . \
Change Change all Add custamn Autn Enrlect lgnore
Errar Type: Phanetic

Figure 4-1 Spelling Helper window

The first misspelled word in your document is highlighted in the Original word text
box.
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2. Make sure the Move to next error after solving this one check box is selected to let
the Spell Checker know that you want to move onto the next misspelled word when
you have finished correcting the current one.

3. You can now use the following buttons to correct your spellings:

e Change button — select a word from the Word list box and then click on this
button to change the misspelled word to the selected word

e Change all button — select a word from the Word list box and then click on this
button to change all instances of the misspelled word throughout your document

e Add custom button — click on this button to add the selected word to your
custom dictionary

e Auto Correct button — select a word from the Word list box and then click on this
button to add the misspelled word to the auto correct file. In future, when you
type the word incorrectly, the Spelling facility will now automatically change the
word to the selected word

e Ignore button — click on this button to ignore the misspelled word.

4. The Spelling Helper window closes as soon as the spell check is complete. If it
doesn't, click on the X button on the top right-hand corner of the window.

5. Click on the Lﬁ_ﬁ; drop down list on the toolbar and select Spelling Options.
You see the Custom tab of the Spelling Options window. Click on the Settings tab

< Spelling Options
Vlgnole words which bejln with & cap\tél Ietier -~
|g nore |ISt SeCtIOI’] lgnore words which are all in CAPS
lgnore waords with a misture of upper and lower case
Ignore werds containing digits
“our search methods
Your search ¥l Search for anagrams ]
. | Search for extra letters
methods section V] Search formissing lters
w! Search forincarrect letters
Il Search for joined words N

“Vocabulary

w! US English
Australian
Science
Medical b

Vocabulary section

™ Advancs d options 0K Cancel

Figure 4-2 Settings tab
6. Selectthe Ignore domain names (e.g. www.TextHelp.com) check box in the Ignore
list section and then make sure all other check boxes in this section are de-selected.

7. Make sure all of the check boxes in the Your search methods section are selected to
specify that you want the Spell Checker to search for all possible types of mistakes.
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8. Make sure the US English check box in the Vocabulary section is selected so that
the Spell Checker will search for mistakes using US English.

9. Click on the OK button to save your settings and to close the Spelling Options
window.

Exercise 2 Using the Auto Correct file and spell checking as you type

In this exercise you'll learn how to configure the Spell Checker to automatically correct
commonly misspelled words and to spell check as you type.

1. Click on the L:'t'_i.‘é drop down list on the toolbar and select Spelling Options.
You see the Custom tab of the Spelling Options window displayed.

2. Make sure the Advanced options check box in the bottom left-hand corner is
selected and then click on the Automatic tab (Figure 4-3).

+ Spelling Options @

- N 7-@ — 7
e | ) | &

Automatic comections

Use autO m at| ccCco I’I’eCtI ons tO I’ep I ace Automatic comection setting
th e text as yo u type CheCk bOX v Lse sutomatic comections to replace the text as you type
Edit automatic conections
Corarman E rrar: Comection: ) )
Common Error text box — Taramar gramman — [ Correction text box
[gramar will be replaced by grammar]

ragre —— 1 Automatic corrections

list box

Delete

Advanced Optlons [ ¥ Advanced options 0K Cancel

check box

Figure 4-3 Automatic tab

You may see a list of words in the Automatic corrections list box. The words listed
will be automatically changed to the correct spelling if you accidentally type them
when creating future documents.

3. Make sure the Use automatic corrections to replace the text as you type check
box is selected.

Click on the New button.

Type gramar in the Common Error text box and then type ‘grammar’ in the
Correction text box. Click on the Save button to add it to the list.

6. Click on the OK button to save the new settings and to close the Spelling Options
window.

Click on the [-ﬁﬁ: drop down list on the toolbar and select Spell As | Type.

Type the following text into your document:

Page 22 Texthelp Systems Limited



Read&Write 9 Spell checking

. There are deliberate spelling mistakes in the text that you must enter letter for letter.
They are underlined. You do not need to underline these misspelled words in your
document.

His gramar was poore.

Notice how the Spell Checker automatically corrects the misspelled word you've just
added to the Auto Correct file earlier in this exercise, i.e. ‘grammar’. Also note how
the Spell Checker then appears after you type ‘poore’.

9. Click on the Lﬁ: drop down list on the toolbar and de-select Spell As | Type to
disable this facility.

Exercise 3 Adding words to the custom dictionary

You can add words that the spell checker does not recognize to the custom dictionary.
Once you've added a word, the spell checker will no longer highlight it as a misspelled
word.

To add words to the custom dictionary:

1. Click onthe Lﬁ: drop down list on the toolbar and select Spelling Options.
You see the Custom tab of the Spelling Options window (Figure 4-4).

e
|
Current custom dictionary s e Change the
g ey e gy L
text DOX ————]———F=FoganFiesTedheln SystemstFoad nd Wi 8 | W custom dictionary

button
New word text box

&

Custom dictionary ——4———
list box

VA

=
a
3
I=
]
=

e
4

=
o
o
oy
£
g
a

A

b
o
tox

[~ Advance d options oK Cancel
Figure 4-4 Custom tab

The custom dictionary that you are currently using is displayed in the Current
custom dictionary text box.

Type the word Bannack in the New word text box.

Click on the Add word button. ‘Bannack’ is added to the Custom dictionary list box.
Click on the Speak button to hear the word read aloud

4. Click on the OK button to save the settings and to close the Spelling Options window.
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Exercise 4 Reviewing spellings

In this exercise you'll learn how to review suggestions for misspelled words and review

your spelling log.

the Custom tab of the Spelling Options window displayed.

selected and then click on the History tab (Figure 4-5).

Recent errors list box

Advanced options check box

Click on the L@ drop down list on the toolbar and select Spelling Options. You see

Make sure the Advanced options check box in the bottom left-hand corner is

Error type column

£ Spelling Options r§|
™ F— ' 3
e &
o Serrmes] | [T ) 1108
Usage data
Recent enors Suagestions |
adn Suggestion | Eror ype ~
arround
diéanpesisd pulled Caonsonant sounds
b palette Conzonant zounds
|| played Conzonant zounds
led Ore wrong character
piled Phanetic mapping
pulsed Missing character
paled Fhorelic mapping
plied Consonant sounds
pled Conzonant sounds
purled Mizzing character
pule One extra letter
peeled Conzonant zounds
plead Consonant sounds
polled Consonant sounds
poolpd Consonant sounds
plai Consonant sounds |
< >
.
[
Clear all

v Advanced options

0K Cancel

Suggestions column

Figure 4-5 History tab

Select ‘puled’ from the Recent errors list box. You see a list of possible corrections

and the error types in the Suggestion and Error type columns.

Click on the Log tab (Figure 4-6).

£ Spelling Options
™ .:* Ve )
2 ¥ w/ | |
Spell log
Errar Conection Eror type Date
disappeered disappeared Consonant sou  24/01/200612:
arround around Consonant sou 24/01 /200612
adn and Phonetic 24/01/2006 12
= =
+ = o7
Auto add Print log Clear log
¥ Advanced options Ok Cancel

Figure 4-6 Log tab
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You can see a record of all the words you have misspelled.

If you see a spelling error that you would like the Spelling facility to automatically
change to the correction listed in the Log tab, click on the correction and then click on
the Auto add button to add it to the Auto Correct file.

5. Click on the Print log button. Microsoft Word launches and you see the spelling log
for your user account displayed in a new document.

Exercise 5 Adding a phonetic replacement

In this exercise you'll learn how the Spelling facility uses a phonetic map to make
suggestions for misspelled words. Phonetic maps help the Spell Checker to find
corrections for difficult spelling errors such as phonetic errors and errors caused by OCR.
It uses groups of letters that sound the same or are normally confused.

For example, if you often type ‘telefone’ or ‘elefant’, Read&Write 9 GOLD will be able to
use the phonetic mapping ‘f = ph’ to solve these errors.

Read&Write 9 GOLD can also solve spelling errors where there are many phonetic errors
in one word. For example, if you type ‘nolij’, Read&Write 9 GOLD uses the phonetic
mappings ‘no = know’ and ‘ij = edge’ to solve the error and suggest ‘knowledge’.

1. Type the letters noledge into your document.

=

2. Highlight the word you've just typed and then click on the |":I“?C button on the toolbar.
You see the Spelling Helper window displayed. Note that the Spelling facility has
suggested the word ‘knowledge’ as a replacement.

3. Click on the X button on the top right-hand corner of the Spelling Helper window to
close it.

7
4. Click on the |":3C drop down list on the toolbar and select Spelling Options. You see
the Custom tab of the Spelling Options window displayed.

5. Make sure the Advanced options check box in the bottom left-hand corner is
selected and then click on the Phonetics tab (Figure 4-7).
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Phonetic map list box ——

Advanced options check box

< Spelling Options

| [momon] | [GEmwmos) ||

Phonetic map

FRONETICS] oG

Inuse

H“

EURUE U U RS

Sullable

amr
anat

New

Replacement
mming

mus, muse

dnes

ko
aeiu
ould
ouldn't
ough

ol

rom
hate

v Select to use all phonetics

H

Save

Delete

| ¥ Advanced oplions

0K Cancel

Figure 4-7 Phonetics tab

The phonetic replacements already present on the phonetic map are listed in the

Phonetic map list box.

6. Find the phonetic replacement for ‘no=know’ in the Phonetic map list box. When you
typed the word ‘noledge’ in step 1, the Spelling facility was able to use this phonetic

replacement to suggest the word ‘knowledge’ as a replacement word.
You can add new phonetic replacements or delete them completely.
7. Click on the OK button to close the Spelling Options window.
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5. PREDICTING TEXT

In this section you'll learn how to:

e use the Prediction facility

e change the appearance and behavior of the Prediction window
e set up prediction speech options

e teach the Prediction facility new vocabulary patterns

e set up phonetic replacements

e add prediction databases

e edit phrases in the prediction database.

Exercise 1 Using Word Prediction

In this exercise you'll learn how to use the Word Prediction to help you finish sentences. It
will access a list of words that’ll complete the one that you are currently typing and will
also try to predict your next word as you finish typing a word. You'll also learn more about
using the Display tab of the Predictions Options window.

o _ |
1. Open a new blank document in Microsoft Word and then click on the % button on
the toolbar to display the Prediction window.

2. Type the following text into your document: | enj
You see a list of words beginning with ‘enj’ displayed in the Prediction window.

4. Click on ‘enjoyed’ in the Prediction window or press the appropriate function key on
your keyboard. The word is inserted into your document, followed by a space.

5. There’s also a useful feature that allows you to view dictionary definitions and
homophones in the Prediction window.

6. Type the following letters into your document: the.

7. You see a list of words in the Prediction window. ‘their’ and ‘there’ are homophones
and therefore have the following symbol next to them:

8. You are having difficulties deciding which of the two words, ‘their’ and there is the
one you need. Hover your mouse over ‘their’ and then click on the (L] symbol
You see the Dictionary - Basic Definitions window displayed (Figure 5-1).
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M Dictionary - Basic Definitions
% = [ Their i X b d
L Search p
< Al c I3 I s
[I. 'Their' shows that something belongs ta someone. "It is their car'”
Displaying simple spnonyms of ‘Their' (Speech Type: Al Kﬁ

Figure 5-1 Dictionary - Basic Definitions window

9. You read the definition for the word ‘their’ in the Dictionary meanings list box and

decide that it's the word you are looking for. Click on the & button on the top right-
hand corner of the Dictionary window to close it.

10. Click on ‘their’ in the Prediction window. The word is inserted into your document.

11. Close Prediction by clicking on the ,ﬁj button.

Exercise 2 Changing the appearance and behavior of the Prediction
window

1. Click onthe
You see the Display tab of the Prediction Options window displayed (Figure 5-2).

,i] drop down list on the toolbar and select Prediction Options.

£ Prediction Options

Displawy setfings:

Predichon wandow display

[' Changs [nnl] [i| Backgound color

Fi o ol
S L [ Fommmieo — Color palettes
Aows 12w () Liicht coke

Tianzpatent 3 Opaque

Prediction window ——]
behavior section

Predichon ward clicked Behavio Type the word when
() Spesk the word when clicked  (2) Type the ward when clicked clicked radio button
[] tbvasnesd optiors oK

Figure 5-2 Display tab

2. Make sure the following check boxes are selected in the Prediction window behavior
section and then click on the OK button:
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e Insert a space after predictions — instructs the system to automatically insert a
space after a word when it is inserted

e Display dictionary buttons — allows you to find the definition of words
suggested in the Prediction window

¢ Indicate words that are homophones — instructs the system to list words that
are homophones in the Prediction window.

3. Click on the Color palettes and select the colors you want to use for the background,
text and highlighting colors in the Prediction window. Make sure you don'’t pick colors
that clash because this will make it hard to read words.

4. Click on the Change Font button and select a font size of 20.

Select ‘2’ from the Columns drop down list and ‘6’ from the Rows drop down list to
specify the amount of columns and rows with which you want to display the
information in the Prediction window.

6. Click onthe |§ | button and as you start to use the word prediction again you will see
the changes you have made.

Exercise 3 Setting up prediction speech options

In this exercise you'll learn how to configure the system to read aloud words from the
Prediction window.

1. Click on the |gd| drop down list on the toolbar and select Prediction Options.

You see the Display tab of the Prediction Options window displayed. Click on the
Speech tab (Figure 5-3).

£ Prediction Options

> | 9@
Speech settings

Speak When mouse pOInter Speak prediction list item setting
hovers over Word ChECk box —— T Speak when mouse pointer hovers over word
Automatically speak the
list of predicted words
check box

Speak complate prediction list seftings

—— " Automatically speak the list of predicted words

/ Loop back to the first word after all predictions are spoken ) 3 B
_ Wait time period before
/ Wit tine period before starting o Zeecs — starting track bar

Loop back to the first word
after all predictions are
spoken check box

Pause time period between wards J 2.29 secs

Foreground color of word when speaking list

- Bagkground oolor of word when speaking list

[~ Advanced options oK Cancel
Figure 5-3 Speech tab

2. Select the Automatically speak the list of predicted words check box to specify
that you want the Prediction facility to speck each word in the Prediction window.
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10.

11.

12.

13.

14.

De-select the Loop back to the first word after all predictions are spoken check
box to specify that you don’t want the Prediction facility to keep repeating the list of
predicted words.

Drag and drop the Wait time period before starting track bar until it reaches 2
seconds to specify that you want the Prediction facility to wait 2 seconds before
reading the words aloud.

Click on the OK button to save the settings and to close the window.

=2

Open a new blank document in Microsoft Word and then click on the L=
the toolbar to display the Prediction window.

button on

Type the following text into your document:
| want to write a let

You see a list of words beginning with ‘let’ displayed in the Prediction window. When
you stop typing, the Prediction facility waits for 2 seconds and then reads aloud each
of the words.

Click on the word ‘letter’ in the Prediction window or press the appropriate function
key on your keyboard. The word is inserted into your document, followed by a space.

Open the Speech tab of the Prediction Options window again and de-select the
Automatically speak the list of predicted words check box to stop the Prediction
facility from automatically reading words aloud from the Prediction window.

Select the Speak when mouse pointer hovers over word check box to specify that
you want the Prediction facility to speak a word when you hover your mouse over it in
the Prediction window.

Click on the OK button to save the settings and to close the window.
Type the following text into your document:
I want a drink of wat

You see a list of words beginning with ‘wat’ displayed in the Prediction window. Hover
your mouse over each word to hear it read aloud.

Click on the word ‘water’ in the Prediction window or press the appropriate function
key on your keyboard. The word is inserted into your document, followed by a space.

Click on the X button on the top right-hand corner of the Prediction window to close
it.

Exercise 4 Teaching the Prediction facility new vocabulary patterns

In this exercise you'll learn how to specify exactly how you want the Prediction facility to
learn vocabulary patterns to improve its predictions. This will only be applied to the user
account that you used to log into the system. The text file will not be used by any other
user account.

Before you begin this exercise, make sure you have a text file containing a
comprehensive list of words and phrases, saved on your computer.

1.

Type the following text into your document:
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| like to eat mangoes and bananas in a fruit salad.

2. Copy the text and then click on the |g drop down list and select Create prediction
word bank from the clipboard.

You see the Create a new prediction file window displayed (Figure 5-4).

£ Create a new prediction file @
Please enter a new file name
Please enter a description for the new prediction file
Test used ta form the new prediction file
| like to eat mangoes and bananas in a fruit salad.

Figure 5-4 Create a new prediction file window

3. Type the following details:

e File name — Fruit

e Description — Fruit I like to eat.
4. Click on the OK button.

A message box is displayed. It informs you that a new prediction word bank has been
created and saved in your User Setting’s folder. It is now available for use.

You can also teach the Prediction facility new vocabulary patterns from the Learning
Tab in the Prediction Options.

5. Click on the |jj drop down list on the toolbar and select Prediction Options.
You see the Display tab of the Prediction Options window displayed.

6. Select the Advanced options check box in the bottom left-hand corner of the
window.

7. Click on the Learning tab (Figure 5-5).
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£ Prediction Options

d o |ghm| | | K

= = =) &
DEFLAT SFEECH LEARNING FRONETICS CONTEZT [ECIT LT

Learning settings

‘word learning zettings

Spe“ check each word ————— & Spell check each word before leaming
before learning check box W Automaticaly esin 55 | type

Learn custom predictions

]
Leam vocabulary patterns from a plain text file

4
File

Leam vocabulary pattemns from the: cipboard ]
Clipboard

Learning status: Complete

llIllll!lIllllllIlllllllllllllllllllllli

Advanced options
check box

—v Advanced options ok Caneel
Figure 5-5 Learning tab

8. Make sure the Spell check each word before learning check box is selected to
make sure the Prediction facility does not learn any misspelled words to the
Prediction database.

9. Click on the File button.

You see the Open window displayed.
10. Select a file with a *.txt' file extension and click on the Open button.
11. Click on the OK button in the Learning tab.

The words and phrases in the text file will now be used by the Prediction facility to
provide you with a list of possible words and phrases with which you can finish
sentences as you type.

The Prediction facility can also learn words that you've copied to the clipboard. To do
this, you simply click on the Clipboard button in the Learning tab. However, the
remaining exercises in this chapter show you how to save the clipboard text to a
prediction file in your user settings. This means that the text can be reviewed and/or
deleted at a later date.

Exercise 5 Setting up phonetic replacements

In this exercise you'll learn how to set up phonetic replacements which will be used in the
Prediction facility. Sometimes people make the mistake of spelling words phonetically. For
example, typing ‘fone’ instead of ‘phone’. Read&Write 9 GOLD's phonetic prediction can
use phonetic mappings to help suggest the words that you are trying to spell.

Click on the |3.J button on the toolbar. You see the Prediction window displayed.

2. Type the letters foto into your document. Note how you are also given predictions
beginning with ‘ph’, e.g. ‘photo’.

3. Close the Prediction window.
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S
4. Click on the |§ | drop down list on the toolbar and select Prediction Options.

You see the Display tab of the Prediction Options window displayed. Make sure the
Advanced options check box in the bottom left-hand corner is selected and then
click on the Phonetics tab (Figure 5-6).

£ Prediction Options

Predict words using the Phonstis uss ssling
phonetic replacements
listed below check box

———— Piedict words using the phontic eplacements listed below

Phonetic map

In use Syllable | Replacement ik ~
Iv af augh
¥ o psych

<l

Phonetic map list box — o
Iv i edge
¥ ko cho
¥ ke ele
¥ rew preu
vV sick e v
v Select to use all phonetics
N_aw ﬁ;ve Défele
Advanced options ——15 ssvanced options ok, Cancel

check box

Figure 5-6 Phonetics tab

The phonetic replacements already present on the phonetic map are listed in the
Phonetic map list box.

5. Find the phonetic replacement for ‘fo=pho’ in the Phonetic map list box. When you
typed the word ‘foto’ in step 2, the Prediction facility was able to use this phonetic
replacement to suggest words beginning with ‘photo’ as replacement words.

6. De-select the Predict words using the phonetic replacements listed below check
box if you wish to disable this facility.

7. Click on the OK button to close the Prediction Options window.
X The Prediction facility will only provide you with a list of predictions using phonetic

replacements if you have set the context level to ‘More suggestions’ in the Context
tab.

Exercise 6 Adding prediction databases

In this exercise you'll learn how to add prediction databases. This means that the
Prediction facility will suggest words based on the databases you have chosen to use.

1. Click onthe |jd| drop down list on the toolbar and select Prediction Options.

You see the Display tab of the Prediction Options window displayed. Make sure the
Advanced options check box in the bottom left-hand corner is selected and then
click on the Context tab (Figure 5-7).
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£ Prediction Options
Sy 9 M |z
Cantext settings
Prediction context sensitivity
-
More suggestions Medium Better contest
[Mate, better context will have less suggestions)
I¥ Show contest sensitivity accuracy using indicators
Prediction wiiting styles
Inuse wiiting style -~
[~ Adur(UK]
7 hpplied sciences [UK)
[~ s (UK)
™ Beliefz [UK)
I Books (LK) .
There are currently 44776 phrases in your dictionary
Ad vanc ed 0 pt | ons | ¥ Advanced options oK Cancel

check box
Figure 5-7 Context tab

2. Click on the check box beside Applied sciences in the Prediction writing styles section
and then click on the OK button.

This will ensure that all words and phrases in the Applied sciences prediction
dictionary are added to the Prediction facility.

3. Click on the X] button on the top right-hand corner of the Prediction window to close
it.

Exercise 7 Editing phrases in the prediction database

In this exercise you'll learn how to edit phrases in the prediction database. This means
that when you next use the Prediction window to predict your next words, it will suggest
words based on the phrases you've edited.

1. Click onthe |g drop down list on the toolbar and select Prediction Options.

You see the Display tab of the Prediction Options window displayed. Make sure the
Advanced options check box in the bottom left-hand corner is selected and then
click on the Edit Lists tab (Figure 5-8).
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Predicting text

Custom prediction file
radio button

Search for phrases
starting with text box

Advanced options
check box

£ Prediction Options @
= ] c
ol | Q] |mr | lm | =] |9
| [CEARHINE] FHONETICS) || [Conmeer] | [EDITLIETS]
Edit customised predictions
Prediction database o s .
[ All prediction files
—f 7 —F Cust diction fil Al predictian fil :
ustom predictian file prediction files radio button
Prediction phrazes
Search for phrases starting with:
dead ?
Search
Prediction phrase Containing file
dead in the Core English [UE] Ph rase Seal’Ch
results list box
vV Advanced options 0K Cancel

Figure 5-8 Edit Lists tab

phrase in all available prediction databases.

Select the All prediction files radio button to specify that you want to search for a

Type the word dead into the Search for phrases starting with text box and then

click on the Search button. You see a list of all the phrases containing the word
‘dead’ displayed in the Phrase search results list box.

You notice that the phrase ‘dead quiet’ is not listed. To add this phrase to the list:

Select the Custom prediction file radio button and then click on the New button.

You see the Add a new word or phrase window displayed.

You must select the Other radio button because the phrase ‘dead quiet’ is an

adjective. You see a second Add a new word or phrase window displayed (Figure

5-9).

New word or phrase

Add a new word or phrase ®

New ward or phrase to add

to add text box

" Werb " Moun & Other

dead quiet

Add a single word

Enter some THREE word phrases of the word
being used in contest. ‘our word should NOT
be &t the beginning of these three phrases.

Phrases text boxes —

It was dead quiet
She is dead quist

They were dead quiet

oK. Cancel

[ Other radio button

Figure 5-9 Add a new word or phrase window (2" window)

6.

Type the phrase dead quiet into the New word or phrase to add text box and then

type the following text into the first three Phrases text boxes:
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e It was dead quiet
e Sheis dead quiet
e They were dead quiet.

7. Click on the OK button in both the Add a new word or phrase window and the
Prediction Options window.

8. Click on the |3J button and then type the following text into your document followed
by a space: It was dead. Keep an eye on the Prediction window. You'll see the word
‘quiet’ listed. Click on ‘gquiet’ or use the appropriate function key to insert it into your
document.
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6. USING THE DICTIONARY

In this section you'll learn how to:
e use the basic and advanced dictionaries

e search for web definitions.

Exercise 1 Using the dictionaries

In this exercise you'll learn how to use the dictionary to find basic and advanced
definitions.

1. Type the following text onto a new line in your document:
Strangers are just friends waiting to happen
2. Highlight the word ‘happen’.

3. Click on the |_i drop down list on the toolbar and select Basic Definitions, then click

on the |_i button. From now on the Basic Dictionary will be displayed when you click
on this button.

You see the Dictionary - Basic Definitions window displayed (Figure 6-1).

Original word
text box

M Dictionary - Basic Definititins

1. Dgour, "when did the accident happen?" happens
2. Do something unexpectedly or by chance, "l happened to find this in your happened

foar”. i —— Inflections/Synonyms
list box

Dictionary meanings ———
list box

Dizplaying simple synonyms of 'happen' [Speech Type: All) %

Figure 6-1 Dictionary - Basic Definitions window

The word ‘*happen’ is displayed in the Original word text box. You can also see a list
of definitions for the word ‘happen’ displayed in the Dictionary meanings list box.

4. Click on the first definition and then click on the '_| button on the Read&Write 9
GOLD toolbar to hear it read aloud.

5. Type the word approach into the Original word text box and then click on the
Search button.

You see a list of definitions for the word ‘approach’ displayed in the Dictionary
meanings list box.
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6. To close the Dictionary - Basic Definitions window, click on the & button on the top
right-hand corner of the window.

You want to replace the word ‘happen’ with a word similar to it. You can do this by
conducting an advanced dictionary search for this word. Complete the following:

7. Highlight the word ‘*happen’ in your text.

8. Click on the |_1 drop down list on the toolbar and select Advanced Definitions, then
click on the |_1 button. From now on the Advanced Dictionary will be displayed
when you click on this button.

You see the Dictionary - Advanced Definitions window displayed. The word ‘happen’
is displayed in the Original word text box.

9. Click on the Advanced button and select Words related to ‘happen’ from the popup
menu. You see a list of definitions for the word ‘happen’ in the Dictionary meanings
list box.

10. Click on the definition that begins with ‘Come to pass; occur’. The word ‘occur’
appears in the Inflections/Synonymes list box and you decide that you want to
replace the word ‘*happen’ in your text with this new word.

11. Click on the word ‘occur’ in the Inflections/Synonyms list box and then click on the

t button on the Read&Write 9 GOLD toolbar to hear it read aloud.

12. Click on the Replace button to replace the word ‘happen’ in your text.

Exercise 2 Searching for web definitions

In this exercise you'll learn how to use Read&Write 9 GOLD to find definitions on the
Internet.

You decide that you want to check the definition of ‘strangers' on the web. Complete the
following:

1. Click on the |_1 drop down list on the toolbar and select Web Definitions, then click

on the |_1 button. From now on the Web Definitions Dictionary will be displayed
when you click on this button.

You see the Manual Text Search window displayed (Figure 6-2).

# Manual Text Search @

Enter text to search for at selected
web site

Dictionany.com

strangad

Cancel

Figure 6-2 Manual Text Search window
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2. Type stranger in the text box provided and then click on the OK button.

Your browser window automatically opens and displays the Dictionary.com website.
You can see a list of definitions for the word ‘stranger’.

3. Click on the X button on the top right-hand corner of the window when you have
finished viewing this page.
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7. USING THE WORD WIZARD

In this section you'll learn how to use the Word Wizard.

Exercise 1 Searching for words using the Word Wizard

In this exercise you'll learn how to use the Word Wizard to search for specific words.

To complete this exercise, click on the !@ button until you can see the All Features
toolbar. The tooltip for this button will help you identify the toolbar you need.

1.

Type tree onto a new line in your document and then highlight it.

Click on the |§J button on the toolbar.
You see the first window in the Word Wizard, which displays the highlighted word.
Click on the Next button. You see the next window in the Word Wizard.

Select the Noun radio button to specify that you are looking for a noun and then click
on the Next button.

You see the next window displayed. Read the two senses which provide you with two
different meanings for the word ‘tree’.

Make sure the first sense (1) is selected and then click on the Next button, i.e. ‘A tall
perennial woody plant having a main trunk and branches forming a distinct elevated
crown’. You see the next window in the Word Wizard.

Select the Parts of a ‘tree’ radio button and then click on the Next button. You see
the next window (Figure 7-1).

i, Word Wizard

1. Teak, Tectona grandis | |teak
Tall East Indian timber tree now planted in westermn
Africa and tropical America for its hard durable
wood.

|| Tectona grandis

2. Prickly ash, Orites excelza

Related words or p hrases Australian ree having alternate simple leaves Syn onyms list box

H ——1 [when young they are pinhate with prickly
“St bOX toothed marging] and slender axillary spikes of
white flowers.

3. Cinchona, Chinchona
Any of several rees of the genus Cinchona,

4. Shade tree
A tree planted ar valued chiefly for itz shade from

sunlight. 9

‘*:;‘ 4-‘ -: x

Beplace < Back Lancel

@ Different kinds of 'tree’ ?p Moun - Sense 1 %

Figure 7-1 Word Wizard

Click on the first phrase (1) in the Related words or phrases list box, i.e. ‘Stump,
Tree stump’. You can view a list of related synonyms displayed in the Synonyms list
box.

Select ‘stump’ from the Synonym list box and then click on the Replace button.
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‘Stump’ replaces the word ‘tree’ in your text.
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8. USING THE HOMOPHONES FACILITY

In this section you'll learn how to use the Homophones buttons to access and use the
Homophones facility.

Type the following text into a blank Microsoft Word document:

Put the magazine here and clothes the window pleas.

Exercise 1 ldentifying homophones

In this exercise you'll learn how to identify homophones in your document to help you
ensure you've typed the correct word.

-
1. Click on the |‘_ button on the toolbar.
You see the Same Sounding Words window displayed (Figure 8-1). The first
homophone in the text is displayed, i.e. ‘the’.

The homophones in your text are highlighted in blue. They are ‘the’, ‘here’, ‘clothes’
and ‘pleas’.

 Same Sounding Words g|

Futthe magazine here and clothes the window pleas.

cloze

| [to shut

clathes Word meaning list box

Homophones list box

rL Move to next
| Move ta next homophone after this check homophone after th|S
check check box

%

Fa

 od

lgnore Always Ign.Ure

5 Q‘p}liur;s
R

Figure 8-1 Same Sounding Words window

Feplace

Make sure the Move to next homophone after this check check box is selected.
You decide that the word ‘the’ is the correct word. Click on the Ignore button.

The Same Sounding Words window moves on to the next homophone in the
sentence, which is ‘here’.

4. You decide that this is the correct word. Click on the Ignore button.

The Same Sounding Words window moves on to the next homophone, which is
‘clothes’.
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5. Make sure the word ‘clothes’ is selected in the Homophones list box and read the
definition in the Word meaning list box. To hear it read aloud, click on the definition
and then click on the t button on the toolbar.

Select ‘close’ from the Homophones list box.
Click on the Replace button.
The Same Sounding Words window moves on to the next homophone, which is ‘the’.

8. Again, you decide that the word ‘the’ is the correct word. Click on the Ignore button.

Alternatively you could click on the Always Ignore button to ensure that the word
‘the’ will no longer be identified as a homophone.

The Same Sounding Words window moves on to the next homophone, which is

‘pleas’.

9. Make sure ‘pleas’ is selected in the Homophones list box. You want to change the
definition for this word. Click on the Options button. You see the Similar tab of the
General Options window displayed (Figure 8-2).

10.

11.

12.

13.
14.

! General Options @
e | 2
(s &
|
Homophone settings
Homaphone English version Homaophone database

" Australian * Al homophones

& UK/ Canadia " Basic homophones

©us

Homophone gioups
Sgarch for a hamaophane
pleas 7{_‘
Search
ward Meaning ~
pleas requests far help H
please ta give satisfaction, pleasure or contsntment Meanin 9 column
v
H ¥, ¥y
o ksicl Law
Sawe Del word Del aroup
-H\ghhght color in M5 Word Reset ignore list
0K Cancel

Figure 8-2 Similar tab
Insert the cursor after ‘requests for help’ in the Meaning column and then type in the
following text: ‘,appeals’. Click on the Save button.

A message box is displayed asking you if you are sure you want to save this group
and make a permanent change. Click on the Yes button to save the change.

Click on the OK button to close the General Options window.

The Same Sounding Words window is re-displayed. If you want to see the new
definition for pleas, click on another word in the Homophones list box and then on
pleas again.

Select ‘please’ from the Homophones list box.
Click on the Replace button.
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The Same Sounding Words window closes and the word is replaced. Your text should
now read as follows: Put the magazine here and close the window please.
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9. USING THE READ&WRITE 9 GOLD CALCULATORS

In this section you'll learn how to:

Exercise 1

use the Standard Calculator
use the Scientific Calculator
evaluate calculations within documents

convert values in a document.

Using the Standard Calculator

In this exercise, you'll learn how to use the Standard Calculator.

Click on the _,] drop down list on the toolbar and select Standard Calculator.
You see the Standard Calculator window displayed.

Select the following options from the Speech menu:

e Speak on Click

e Confirm on Equals.

Complete the following using the View menu:

e select Background Color, then select a green color from the color palette, and
then click on the OK button

e select Foreground Color, then select a navy color from the color palette, and then
click on the OK button

e point your cursor over Button Colors, select Number Color from the popup menu,
then select a yellow color from the color palette and then click on the OK button

e make sure the Show Audit Trail option is selected.
Click on the following buttons: 5+ 9 + 4 =
If you click on the wrong button you can undo your last action by clicking on the Undo

button. If required, you can click on this button several times if you decide that you
want to undo several actions.

The system calculates the sum and then reads it aloud. Your calculator should look
similar to Figure 9-1.
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& standard Calculator
File Edit Wiew Spesch

Input Display ———— G
LaFARAP AP
se| o] o] ] =
1
EliEa | e | el
e

Divide Mem:

Audit Trail

Figure 9-1 Standard Calculator window

5. Click on the X button on the top right-hand corner to close the Standard Calculator.

Exercise 2 Using the Scientific Calculator

In this exercise, you'll learn how to use the Scientific Calculator.
1. Type the following into a blank Microsoft Word document: 638/2.

2. Highlight the sum in your document and then click on the e drop down list on the

toolbar and select Scientific Calculator.

You see the Scientific Calculator window displayed (Figure 9-2). The text you've just
highlighted is displayed in the Input Display.

& Scientific Calculator. @

File Edt View Spee:

Input Display  —— | I
'L_?;Wi] TR '”““"“Qm_ Replace button
-JMJMQ CIEEEE
e I 1 [
_IﬂJﬂﬂ a8 [ AR [
I I T I I
T e e T I P

5

Figure 9-2 Scientific Calculator window

Click on the = button. The answer to the calculation is displayed.
Click on the Replace button.

The sum you highlighted in step 2 is replaced with the answer 319.
Click on the C button to clear the Input Display.

Click on the View menu and select Variables and Constants to display the Stored
Constants and Variables window (Figure 9-3).
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B Stored Constants and Variables E]

Enter pour variables and constants

The entries are Valid Save

Figure 9-3 Stored Constants and Variables window

7. Type vat=0.175 into the space provided and then click on the Save button.

8. Click on the File menu and select the Exit option to close the Scientific Calculator.

Exercise 3 Evaluating calculations within documents

In this exercise, you'll learn how to evaluate calculations in your document without having
to access the calculators.

1. Type the following into your Microsoft Word document: 50.00*vat

2. Highlight the sum in your document and then click on the Y drop down list on the

toolbar and select Evaluate in Document.

The answer is inserted after the calculation.

Exercise 4 Converting values in documents

In this short exercise, you'll learn how to convert values in your document. In this example
you’re going to convert a value in centimeters to inches.

1. Type the following into your Microsoft Word document: 167.
2. Highlight the figure in your document.

3. Click on the L. drop down list on the toolbar, point your cursor over Convert, then
Length, then centimeters, and then select to inches as shown in Figure 9-4.

@  Standard Calculator

Scientific Calculator

Evaluate in Document

Convert
to millimeters
to meters
to kilometers
to inches
to feet

to yards

to miles

Figure 9-4 Conversion menu option

The figure in your document is replaced by the inches equivalent (65.7480336).
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10. WORKING WITH DAISY BOOKS

In this section you'll learn how to:
e read Daisy books

e navigate through a Daisy book.

Exercise 1 Reading Daisy books

Before you begin this exercise, make sure you have a Daisy book saved on your
computer.

™= If you don’t have a Daisy book to work with, you can carry out a search on the
Internet for Daisy Books.

= You can open an AudioPlus book which you may have received from the RFB&D
(Recordings for the Blind and Dyslexic). However, you cannot use the Read&Write 9
GOLD toolbar to read the chapters aloud. Instead, you can use the Speech buttons at
the bottom of the Daisy Reader window.

1. Click on the P | drop down list on the toolbar and make sure the Read by sentence
option is selected. You'll know it has been selected if you see a dot beside it, as
shown below:

Read by word
® Read by sentence
Read by paragraph

You see the Browse For Folder window displayed.
3. Browse to the location in the directory where you have saved the Daisy file, select it
and then click on the OK button.

= If you are opening an AudioPlus book, you must browse to the location of your User
Authorization Key, select it and then click on the Open button. You can then enter the
PIN code supplied to you by the RFB&D.

The Daisy book opens in the Daisy Reader window.

4. The table of contents for the book is displayed on the left-hand-side of the Daisy
Reader window. Click on a page/section to view it.

5. Complete either of the following options:

o if web highlighting is switched on, hover your mouse over the area of text you
want read aloud

Page 48 Texthelp Systems Limited



Read&Write 9 Working with Daisy books

e if web highlighting is not switched on, click on the .-'_- button on the Read&Write
9 GOLD toolbar.

Click on the Display menu and select Display Options. You see the Display Options
panel displayed.

Specify that you would like to make the Font Size 20 and the text Bold. If you wish,
change the Text and Background Color by clicking on the color dropdown. Click on
the Cancel button when you are happy with the settings.

Exercise 2 Navigating through a Daisy book

In this exercise you'll learn how to find the text that you want to read aloud in the Daisy
book.

1.

Make sure the Daisy book is open. You may need to complete steps 2 and 3 in the
previous exercise.

Click on the appropriate Navigation button to move through the pages:

) — displays the first page in the book

o — displays the previous page in the book

N
. udl displays the next page in the book

o e — displays the last page in the book.

Insert bookmarks in the text. To do this:

Click on the * button. You see the Save Bookmark window displayed.

Type Bookmark1l in the text box provided and then click on the Save Bookmark
button.

Go to another page in the Daisy book and repeat steps 3 and 4 to add another
bookmark, and call it Bookmark?2.

Now practice finding the bookmarked text:

Select Bookmark1 from the Bookmarks drop down list and then click on the
button.

Find specific words in the text. To do this:

Type a word that you know is in your Daisy book, in the Find Text In Book text box,

%ﬁi

and then click on the button.

The first instance of the word or phrase is highlighted in your Daisy book. If you want to

view the next instance, click on the

rx}

button again.
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11. USING THE PRONUNCIATION TUTOR

In this section you'll learn how to use the Pronunciation Tutor to:
e check how words are pronounced

e create syllable exceptions.
Exercise 1 Checking how words are pronounced

1. Click on the |E'j button on the toolbar to display the Pronunciation Tutor window
(Figure 11-1).

__9 Pronunciation Tutor @
Pronunciation | §yllable Evceptions |

Phonetic ‘Word

T Display Phonetic Letters
M e check and text box

Ty | Display Phoneme

E— Equivalent check and text
Word Phoneme Information
[ — 0 IR= o

Selected word text box ——

Speak.

Display Syllabification text box ——~ ERni
Phoneme
Use the |IpS fOl’ pronunciation —— ¥ LUz« the lips for pronunciation — Isrggt:ronnatlon
Check bOX Available Voices

Advanced Display check box ————]— advanceqDisplay

Figure 11-1 Pronunciation tab

. Available Voices drop
Ry down list

2. Click on the symbol on the bottom right-hand corner of the window and then
drag and dro? the window until it reaches the size most suitable for you. Any window

that has the symbol can be resized.

Select ‘Texthelp Jane US’ from the Available Voices drop down list.
4. Make sure the following check boxes are selected:

e Advanced Display

e Use the lips for pronunciation

e Display Syllabification

e Display Phonetic Letters

e Display Phoneme Equivalent.

5. Type computer into the Selected word text box and then click on the Speak button.
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Using the Pronunciation Tutor

Note how the lips and tongue move to show you how to form the word with your
mouth. Also note how the word ‘computer’ is broken down into three syllables in the
Display Syllabification text box.

6. Double click on the letter k in the Display Phoneme Equivalent text box. The
Phoneme Information section is populated with information, e.g. words that are also
pronounced using the ‘k’ sound used in ‘computer’ are listed in the Example Words

text boxes.

Exercise 2 Creating syllable exceptions

In this exercise you'll learn how to teach the system to pronounce the word ‘hungry’

differently. You'll do this using the Pronunciation Tutor.

=1
Type the word hungry into your document, highlight it and then click on the |E'_J
button. Notice how the Pronunciation Tutor breaks the word into the syllables ‘hun’
and ‘gry’.
Click on the Syllable Exceptions tab (Figure 11-2).

Pranunciat tion | Syllable Exceptions

Syllable Exceptions

| Tagetwod

—1—— Target Word text box

Detault Syllables

Syllable Exceptions
list box

Modified Sylables

—+—— Modified Syllables
text box

A

5

Figure 11-2 Syllable Exceptions tab

Click on the New button.

Type hungry into the Target Word text box and then type hung-ry into the Modified
Syllables text box.

Click on the Speak button to hear the new pronunciation read aloud and then click on
the Save button to add it to the Syllable Exceptions list box.

Click on the fii button to close the Pronunciation Tutor window.
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12. USING THE SCANNING FACILITY

In this section you'll learn how to use the Scanning facility to:

=

perform a fast scan

scan single documents
scan multiple documents
scan from a file

scan from a digital camera.

To complete this section, you must ensure that you've set up your scanner correctly
and have two 8.5x11 colored documents containing text and pictures.

Exercise 1 Performing a fast scan

In this exercise you'll learn how to perform a fast scan. A fast scan allows you to scan
directly into Microsoft Word, Internet Explorer or Adobe Acrobat.

1.

Place a page into your scanner.

&7
Click on the ===l drop down list and make sure Scan to PDF is selected. You'll know
that it has been selected if you can see a dot beside it:

® Scanto PDF

[ |
Click on the === button on the toolbar.
You see the Save As window displayed.

Type My Scan to PDF in the File Name field, locate a file in which to save the scan,
and then click on the Save button.

The Scanning facility scans your document. When the scan has completed, you see
the scanned image displayed in Adobe Acrobat. From here you can use PDFaloud to
read the document.

This type of scan is recommended if you simply wish to scan a document and have it
read. Scanning into PDF provides a ‘near’ picture image of the original document.

&7
Click on the === drop down list and select Scan to Word.

|
Click on the === button on the toolbar.

You see the Save As window displayed.

Type My Scan to Word in the File Name field, locate a file in which to save the scan,
and then click on the Save button.

The Scanning facility scans your document. When the scan has completed, you see
the scanned image displayed in Microsoft Word.
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This type of scan is recommended if you want to edit the scanned document.

T|

8. Click on the === drop down list and select Scan to HTML.

-

9. Click on the === button on the toolbar.

T

You see the Save As window displayed.

10. Type My Scan to HTML in the File Name field, locate a file in which to save the
scan, and then click on the Save button.

The Scanning facility scans your document. When the scan has completed, you see
the scanned image displayed in Internet Explorer.

This type of scan is recommended if you want to display the document using your
own choice of colored fonts and backgrounds. Instructions on how to change fonts
and backgrounds will be explained later.

Exercise 2 Scanning single documents

In this exercise you'll learn how to set up scanner options and scan single documents.

<
1. Click on the I_:’::}' drop down list on the toolbar and select Scanning Options.
You see the Output tab of the Scanner Settings window displayed (Figure 12-1).

Scanner Settings

Temporary file/folder radio button —

Choose alocation to saveto ——
radio button

Eilename prefix | scanpre

PDF output settings
O Eully Formatted PDF document (with Fants]
() Image on text [no fonts)

“wiord output settings

Retain full farmatting with graphics

HTML autput settings

(%) Retain Graphics in final output Select fort and colors

) Use simple HTML. without graphics
HTHML Optians

Figure 12-1 Scanner Settings window — Output tab

Select the Temporary file/folder radio button.

Make sure the Retain full formatting with graphics check box is selected in the
Word output settings section and then click on the OK button.

4. Click on the Scanner tab (Figure 12-2).
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© 0 N o v

11.

12.

Scanner Settings

iz B
Scanner | hp scariet 4600 seres TwialN - | Scanner drop
Imnage Aquisition Settings dOWn ||St
[] Hide your scanners configuration dialogs
Image Resolution Multipage Settings
: O Singl
Image Resolution | Bt e S Multipage
SeCtIOI’] () 300 DP| (Better far OCR) ) Multiple pages [with prompt] p g
Color Settings (%) Multiple pages [countdown) I Set“ngs
) Monochrome () Multiple pages [using ADF) Sect|on
Color section —— © Grayscale ] Eatle duplex
O i I | Courtdarn
Image Capture Settings
EBrightness 3
[] Auta )
Auto check box UnE
-
Contiast o
[ 0K l [ Cancel ]

Figure 12-2 Scanner Settings window — Scanner tab

Select the type of scanner you are using from the Scanner drop down list.

Make sure the 300 DPI radio button from the Image Resolution section is selected.
Select the Single pages radio button from the Multipage Settings section.

Select the Full color radio button from the Color Settings section.

Select the Auto check box to ensure that the system automatically adjusts the
brightness of the scan.

. Click on the OK button to save your settings.

=

Place a single page into your scanner and then click on the === drop down list on the
toolbar and select Scan to Word.

. 2 1
Click on the === button.

Your page is scanned and automatically opened in Microsoft Word. It is saved in a
temporary file and folder created by Read&Write 9 GOLD.

Exercise 3 Scanning multiple documents

In this exercise you'll learn how to set up scanner options and scan multiple documents.

. "M . : .
Click on the I_:{J drop down list on the toolbar and select Scanning Options.

1.

You see the Output tab of the Scanner Settings window displayed (Figure 12-1).

2. Select the Choose alocation to save to radio button. Click on the Browse button,
browse to the location of the folder in which you want to save your scanned images,
enter a name for the image and then click on the OK button.

3. Select the Use simple HTML, without graphics radio button and then make sure the
Use custom font and color settings check box is selected.
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4. Click on the HTML Options button, adjust the following settings for the Font, and
then click on the OK button:

e Arial font

e red color

e 28 size.

Click on the Scanner tab (Figure 12-2).

If you are using a different scanner form the previous exercise, select the type of
scanner you are using from the Scanner drop down list.

7. Select the Multiple pages (countdown) radio button from the Multipage Settings
section. Type 60 in the Countdown text box.

8. Select the Auto check box to ensure that the system adjusts the brightness of the
scan automatically. Move the Contrast scale up to +20%.

9. Click on the OK button to save your settings.

[5i |
10. Place a single page into your scanner and then click on the ===

== drop down list on the
toolbar and select Scan to HTML.

"R |
11. Click on the === button.

Your page is scanned and then you will see a 60 second countdown displayed. This
means you have 60 seconds before your next page will be scanned.

12. Place another page into your scanner.

Read&Write 9 GOLD will automatically scan this page 60 seconds after the first page has
been scanned. You also see it open in Internet Explorer with the font settings you
specified earlier. Your scanned images are saved in the folder of your choice.

Exercise 4 Scanning from a file

You can also scan from a saved image file on your computer.

A L)
1. Click on the === drop down list on the toolbar and select Scan to PDF.

& Tl
2. Again, click on the [===1 drop down list and select Scan from File.

A L)
3. Click on the === button.
The Open files window is displayed.

4. Browse to the location where you store your images, select the image and then click
on the Open button. The image is scanned and opened in a PDF file.

Exercise 5 Scanning from a digital camera

In this exercise you'll learn how to scan from a photo you have taken with your digital
camera. This is useful if you don’t have access to a scanner.
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= To complete this exercise, your camera must be WIA compatible. If it is not, you can
use the ‘Scan from File’ as detailed in Exercise 4 above and select your image.

1. Place an 8.5x11 page of paper containing text on your desk and take a photo of it.
2. Connect your camera to your computer using your USB cable.

7Rl
3. Click on the L.";Z.! drop down list on the toolbar and select Scan from WIA.

G ] !
4. Click on the === icon.

You can see either of the following windows displayed:

e Select Device window (Figure 12-3)

2 Selecl Device 3]
Which device do you want to use?

fir-4220C2d;

> @

Manufacturer  Generic Propetties
Description:  Canon DIGITAL [¥U5 65

Figure 12-3 Select Device window

e Get Pictures from window (Figure 12-4).

WD Get Pictures from Canon DIGITAL IXUS 65

Which pictures do you want to copy?

Select the picture or pictures and click on "Get Pictures." To copy multiple pictures, hald the
Shift ar Cantral keys while selecting.

|55 Thumbnails | S8 Detail Select Al 34 Delete

‘You can also -
. Get Pictures
Yiew picture information

Figure 12-4 Get Pictures from window

5. Complete either of the following tasks, depending on which window you can see:

o Select Device window — select your camera from the list and then click on the OK
button. The Get pictures from window is displayed (Figure 12-4). Locate and
select the photo you have just taken and then click on the Get Pictures button

e  Get Pictures from window (Figure 12-4) — locate and select the photo you have
just taken and then click on the Get Pictures button.
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When you display your document you can use the features in Read&Write 9 GOLD to
read aloud the text in the way that you want.
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13. USING THE FACT FINDER

In this section you'll learn how to use the Fact Finder default search engine.

Exercise 1 Using the default search engine

In this exercise you'll learn how to set up the default search engine and search for facts
using the default search engine.

1. In Microsoft Word type in the word ‘dyslexia’.

@
Select the word and click on the |Z==2%] putton.
Your browser window opens displaying the search results for ‘dyslexia’ in Google.

2l
4. Click on the |£3 drop down list on the toolbar and select Fact Finder Options. You
see the Fact Finder Options window displayed (Figure 13-1).

# Fact Finder Options

3
Fact Finder Defalt zearch engine: HQ ChanoeDefoul
—Google Search 3 i % Add Mew Entry

0] Cancel
Figure 13-1 Fact Finder Options window

Default search engine

5. Click on the Change Default button and then point your cursor over the Search using
option. You see a drop down list displaying different categories of search engines.

Point your cursor over General and select the Yahoo search engine.

Click on the OK button to save Yahoo as the default search engine.

al
8. Click on the |£3 button on the toolbar. You see the Manual Text Search window,
allowing you to search for facts using the default search engine, Yahoo (Figure 13-2).

# Manual Text Search @
Enter text to search for at selected
web site:
Yahoo Search @ LChange Default
what are slotis

Figure 13-2 Manual Text Search window

9. Type What are sloths in the text box provided and then click on the OK button.

Your browser window opens displaying the search results for ‘sloths’ in Yahoo.
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=

In this section you'll learn how to:

add text facts

add image facts

add URLs and documents
change fact details and properties

export facts.

The Fact Folder is used mainly to add facts from the Internet.

Exercise 1 Adding text facts

In this exercise you'll learn how to use the Fact Folder to save a paragraph of text as a
new fact. Type the following text into a new document:

The United States of America is comprised of fifty states and one federal district.
The country celebrates its founding date as July 4™ 1776.

1.

Save the document in the directory of your choice.

Highlight this text and then click on the !; button. The Fact Details window is

displayed (Figure 14-1).

DEX

1B Fact Details - United States of America
Properties

Title text box

Title United States of America

Date Thursday . January 26, 2006 |

Auithar Libram AuthOI’ text bOX

Sources ¥l D:\Libram.T exthelphRead and Wil

Sources list box

4 *

—+1+——— Category text box

Categary lﬂmerica

Description |Us Stated

Description text
box

A

Figure 14-1 Fact Details window

Type the text United States of America into the Title text box.
Type your name in the Author text box.

The locations and URLs of any documents and websites you have open are
displayed in the Sources list box.

Select the check box beside the location of the document you created in step 1.
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Click on the El button beside the Categories text box. You see the Select
Categories window displayed.

Click on the Add button and type the text America in the text box provided.
Click on the OK button to add the new category.

Select the check box beside ‘America’ in the Category List and then click on the OK
button.

10. Enter the text US States in the Description text box and then click on the OK button.

You see a message popup from the system tray informing you that the fact ‘United States
of America’ has been added.

Exercise 2 Adding image facts

In this exercise you'll learn how to use the Fact Folder to save an image from a web page
as a new fact.

1.

Find a map of America on the Internet and then click on the |33_JJ drop down list and
select the Add Web Image option. You see the Texthelp Web Hover popup on the
bottom right-hand corner of your screen.

Hover your mouse over the image of America until you see it appear in this popup
and then click on it. You see the Fact Details window displayed (Figure 14-1).

Type the text Map of America into the Title text box.
Type the name of the author of the website in the Author text box.

The locations and URLs of any documents and websites you have open are
displayed in the Sources list box.

Select the check box beside the URL which contains the image you have just
selected.

Click on the |:| button beside the Categories text box. You see the Select
Categories window displayed.

Select the check box beside ‘America’ in the Category List and then click on the OK
button.

Enter the text Map of America in the Description text box and then click on the OK
button.

You see a message popup from the system tray informing you that the fact ‘Map of
America’ has been added.

Exercise 3 Adding URLs and documents

You can add a URL by dragging and dropping it from Internet Explorer into the Fact
Folder. You can use the same method to drag and drop documents from Windows

Explorer. In this exercise you'll learn how to add a URL to the Fact Folder and then
access it directly from the Fact Folder.

1.

Click on the |~1"_JJ drop down list and select the Review Facts option. You see the Fact
Folder window displayed (Figure 14-2).
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I%. Fact Folder =13
Facts Tools _ _ Categories drop
@ =2 e ko (2 M =4 down list
<| < Title < Description <
.1 United States of America
OB |

= - - - =
Brinca Gaong — —
Saskaicar
5
. Kamiaops o s
¢ 50 Thunder |
= NS
oo | .
T niedSmes . TR —— Preview pane
- . M=
US West i ) :Q
S Seciaments L ..Eansa:(:ﬂ’lhnsa
4 Franies was
% oIS Contra
I . Angeles stk I Pj 2
. || — 5
-

Figure 14-2 Fact Folder window

Find a website which details facts relating to American states.

Click and hold down your left mouse button on the Internet Explorer icon in the
Address line as shown below (Figure 14-3), then drag and drop it onto the Fact Folder
window.

<} 50states.com - States and Capitals - Tiscali 10.0
Fle Edit view Favorites

Tools  Help

Internet Explorer
icon

Jhsea

@ e -

TTTaErees | @] hitp: s, Sstates. comf

O M & G| P g

= Google -

F

N o bk

10.

%3-‘55 Ostates.com

Figure 14-3 Internet Explorer icon

You see the Fact Details window displayed (Figure 14-1).

Type the text American states into the Title text box.

Type the name of the author of the website in the Author text box.
Select the check box beside the websites URL in the Sources list box.

Click on the El button beside the Categories text box. You see the Select
Categories window displayed.

Select the check box beside ‘America’ in the Category List and then click on the OK
button.

Enter the text Lists of states in the Description text box and then click on the OK
button.

You see a message popup from the system tray informing you that the fact ‘American
states’ has been added. You also see the new fact listed in the Fact Folder.

Click on the E3 button on the top right-hand corner of your browser window to close
Internet Explorer.
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11. Click on the ‘American states’ fact in the Fact Folder window and then click on the

e
== button to see the website displayed again in your browser window.

Exercise 4 Changing fact details and properties

In this exercise you'll learn how to change the details of facts that you've already added to
the Fact Folder. You'll also learn how to update fact content.

1.

6.

Click on the ‘Map of America’ fact in the Fact Folder window. You can see a preview
of the image in the Preview pane.

Click on the ‘American states’ fact in the Fact Folder window and then click on the

|
A button. You see the Fact Details window displayed (Figure 14-1).

Type the text Also lists other useful information in the Description text box and
then click on the OK button. The description is updated in the Fact Folder window.

| b
Click on the ‘United States of America’ fact and then click on the |“%&| button. You see
the Displaying Fact window.

Add the text The United States shares land borders with Canada and Mexico to
the text that is already there.

Click on the OK button.

Exercise 5 Exporting facts from the Fact Folder

In this exercise, you'll learn how to select facts and export them to a Microsoft Word
document.

1.

0

4.
™=
5.
6.

In the Fact Folder window, select America from the drop down list next to the toolbar.
This will ensure that only the facts you have added to this category are displayed.

Click on the Tools menu and select the Select All Facts option.

Click on the Tools menu again and select the Export Selected Facts option. You see
the Export Facts window displayed.

Select the Word Export option.

You can also export to a HTML document by selecting the Web Export option.
Click on the Browse button. The Select Export File window is displayed.

Browse to the location where you want to save the Microsoft Word document and
type American in the File name field. Click on the Save button and then click on OK.

Read&Write 9 GOLD automatically creates the Microsoft Word document and lists all the
selected facts for the America category.
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In this section you'll learn how to:

e create fact maps

o open fact maps and add notes to facts

e use the Image Library to add images to a map
e link facts

e change how a fact map is displayed

e  brainstorm

e export fact maps.

You use the Fact Mapper, which is an online graphical user interface, to add different
types of facts to a fact map. You can then link each of the facts to each other to represent
a relationship between them. This enables you to create a diagram of your ideas and
information on a particular subject and therefore help you understand it a lot better.

To access the Fact Mapper, click on the “2=! button on the Read&Write 9 GOLD toolbar.
You see the Fact Mapper window displayed (Figure 15-1).

FACTNADDED Theme B8] [55] [ 5] ;MME

E P AL A = i
Fact Map e = I}A = - £ . B Flle‘ﬂelp

Menu

Work area —

Search B

" W

Figure 15-1 Fact Mapper window

The first time you attempt to use any of the facilities in Fact Mapper, you see the following
message box (Figure 15-2). Click on the Allow access button.

Internet Explorer

rie Do you want to allow this webpage to access your
?. Clipboard?

If wou allow this, the webpage can access the Clipboard
and read information that yau've cut or copied recently,

Bllow access [ Don't allow |

Figure 15-2 Clipboard message
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=

When working with fact maps, make sure you save before closing the Fact Mapper or

you will loose your work.

Exercise 1 Creating fact maps

In this exercise, you'll learn how to create a fact map and add facts.

¥ ¥ oo

The -
Click on the green option on the Theme palette: me (18] [ [ |

Wait a few moments while the Fact Mapper changes the color of the window to green.

Change it back to the original blue color, i.e. the first color on the Theme palette, or
select the color of your choice.

Click on the File menu in order to view the File toolbar (Figure 15-3):

The ‘Menu type’ label in Figure 15-1 can help you find this menu.

Figure 15-3 File toolbar

Click on the Fact Map menu in order to view the Fact Map toolbar (Figure 15-4):

Fact Map ¢ = L h‘, _.-‘:t 2 G-,_-, F’-,_-., < ILJ- E

Figure 15-4 Fact Map toolbar

£
Click on the button on the Fact Map toolbar.
A new fact is displayed in the main work area.

Type the text America into the new fact:

_______________

Figure 15-5 America fact

£

Click on the America fact and then click on the button.

A new fact is displayed in the main work area and is linked to the first fact.
Type the text Map of America into the new fact.

Add the following facts to the fact map using the same process:

Make sure that you click on the America fact before you add them.

You may need to drag and drop the last fact onto a different position on the fact map
to ensure that you can easily see it coming from the America fact.
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10.

11.

12.

13.

14.

15.

16.

e United States of America

e American states

e Flag.

The Fact map should look like Figure 15-6:

FACTNMADDED Theme [85] [5] [ (8] zoom [ [

Fact Map

Map of America

United States of America

American States

»

Search

B
-

Figure 15-6 Fact Mapper window with facts

Click on the and E| buttons at the top right-hand-side of the Fact Mapper window
to select the zoom level at which you want to view the fact map.

Select the ‘Flag’ fact and then click on the H button. This fact is removed from the
fact map.

Click on the File menu and then click on the button.
You see the File Download window.

Click on the Save button.

The Save As window is displayed.

Browse to the folder in the directory in which you want to save the fact map, type the
name America in the File name text box and then click on the Save button.

The Download complete window is displayed.

Click on the Close button.

Any time you need to save the fact map in future, you will have to override the file you
just saved.

Click on the File menu and select the Exit option:
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17.

New
Open
Save

Export
Export to Word
Print

Exit

Figure 15-7 Exit option in File menu

Click on the Yes button when you are asked to confirm the closure of the window.

Exercise 2 Opening fact maps and adding notes to facts

In this exercise, you'll learn how to open fact maps and add Sticky notes to facts.

we
[
Wi

Click on the button on the Read&Write 9 GOLD toolbar to access the Fact
Mapper window (Figure 15-1).

Remember to click on the Allow access button when you see the Clipboard message
(Figure 15-2).

Click on the File menu.

Click on the File menu again and select the Open option (Figure 15-7).

You see the Open File window displayed (Figure 15-8):

e | Open File -- Webpage Dialog @
http: vy kescthedp, comj onling % 20mind % 20mapperPreserntation % 20C|asses/Opens 20Dial: ¥ I

OPEN FILE

http:j fums. texthelp. comjorline-20mind20mapper/Presentat € Internet

Figure 15-8 Open File window

Click on the Browse button.

You see the Choose file window displayed.

Locate the America fact map and then click on the Open button.

You see the Open File window re-displayed.

Click on the OK button.

The America fact map opens in the Fact Mapper window (similar to Figure 15-6).
Select the ‘American states’ fact.

Type the following text into the text area at the bottom of the Fact Mapper window
(Figure 15-9):

There are 50 states in the USA.
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EAFT“‘ADDI‘D Theme 58] ] [] (8] meE

- File ~ B B0 s EactMar-lﬂﬂp Fact Map
menu

Map of America

e e United States of America

! American states < !

Add note text There are 50 states in the USA] Search
here m

Figure 15-9 Fact Mapper window: adding notes

< |

!IE

9. Click onthe E button. The Post It note is added to the fact. It is represented by the
':1'!-3- icon.

10. Select the ‘United States of America’ fact.

11. Type the following text into the text area at the bottom of the Fact Mapper window:
The motto for the USA is ‘In God We Trust'.

12. Click on the E button. The Post It note is added to the fact.

13. Select the ‘American states’ fact and then click on the button at the bottom of the
Fact Mapper window. The Post It note is removed from the fact.

14. Make sure the ‘American states’ fact is still selected.

15. Click on the Fact Map menu and then click on the &" button.
16. Change the name of the fact to the following: 50 states.

17. Save the fact map.

Exercise 3 Using the Image Library

In this exercise, you'll learn how to add images from the Image Library to your fact map.

1. Type America in the Search textbox at the bottom right-hand-side of the Fact
Mapper window.

2. Click on the Go button. The Search tab expands to display the list of images that
match your search word.

3. Click and hold down your left mouse button on the American Coin image and drag
and drop it onto the ‘America’ fact in the fact map:
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5.

6.

Figure 15-10 American Coin image

If you find it difficult to drag and drop images, you can right-click on an image and

select ‘Copy Image’, then select a fact in the fact map and click on the '—I button (on
the Fact Map menu).

Click and hold down your left mouse button on the American Football image and drag
and drop it onto the ‘50 states’ fact in the fact map:

' 50 states

Figure 15-11 American Football image

Right-click on the ‘50 states’ fact and select Restore Default Image from the popup
menu.

Save the fact map.

Exercise 4 Linking facts

In this exercise, you'll learn how to remove links between facts and create them again.

Click on the ‘Map of America’ fact and then click on the button (on the Fact Map
menu). The fact is highlighted in blue to show that it has been selected.

Click on the ‘America’ fact.

The link between the two facts is removed.

Repeat this process to remove the remaining links from the fact map:
e United States of America

e 50 states.

To reinsert the links:

Click on the ‘America’ fact and then click on the button (on the Fact Map menu).
The fact is highlighted in blue to show that it has been selected.

Click on the ‘Map of America’ fact.

You now see a line linking the two facts.
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6. Repeat this process to link the remaining facts to the ‘America’ fact.

7. Save the fact map.

Exercise 5 Changing how a fact map is displayed

In this exercise you'll learn how to specify how you want your fact map displayed. You'll
also learn how to print your fact map.

1. Click on the drop down list (on the Fact Map menu) and select the Document
Outline option. Your fact map is now displayed in a bulleted list.

2. Click on the drop down list again and select the Tree option. Your fact map is
now displayed in a tree view.

3. Change it back to the way it was originally by selecting the Fact Map option from the

drop down list.

4. Select ‘America’ in your fact map and then click on the button. You see the
Arrange Facts window displayed (Figure 15-12).

a Arrange Facts -- Webpage Dialog E]
| & http: v bexthelp. comfonling®> 20mind % 20mapper | VE

ARRANGE FACTS

oy -
Left To Right Treej Right To Left Tree

& %

Top Down Tree Bottom Up Tree

Facts will be arranged in a tree structure with the
root node on the left and all other nodes arranged
to the right.

htp: fhw. bexthelp. co 0 Internet

Figure 15-12 Arrange Facts window

. You were asked to select ‘America’ because it is the category to which all of the facts
are linked.

5. Select the Bottom Up Tree arrangement and then click on the OK button.
. The description of each arrangement will help you decide which one you want to use
in future.

The facts in your fact map are rearranged so that the American flag is displayed at
the bottom and all the other facts are displayed above.

6. Click onthe E button (on the File menu).
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You see the Print window displayed.

7. Select your preferred print options and then click on the Print button.

Exercise 6 Brainstorming

In this exercise you'll learn how to use the Fact Mapper to brainstorm. This will entail
adding several American states to a fact map as quickly as possible.

1. Click on the u button (on the File menu).

A blank fact map is opened in the Fact Mapper and the Fact Map menu is displayed
at the top.

£
2. Click on the button.

A new fact is displayed in the main work area.

3. Type the text American states into the new fact:

Figure 15-13 American states fact

4. Make sure the American states fact is selected and then click on the E button.
A new fact is displayed on top of the American states fact.
5. Type the text Arizona into the new fact and then press Enter:
Another fact is added to the work area and is automatically linked to the first fact.
6. Add the following facts using the same process:
e Alabama
e Georgia.
7. Click on a blank area on the fact map to stop using brainstorming.

Your fact map should look like Figure 15-14:
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FACT NMADDED

Fact Map a« % W B i

Arizona

Alabama

Georgia

Theme ] [=] I 8] zoom [+][=]

File |Help

v

=
™

[)

Figure 15-14 Fact Mapper window: brainstorming

8. If you wish to add more states, click on the E button or the E button.

Exercise 7 Exporting fact maps

In this exercise you'll learn how to export a fact map to a Microsoft Word document.

i@
1. Click on the button (on the File menu).

The fact map is opened and displayed in Microsoft Word. It is displayed in Document

Outline view.
2. Close Microsoft Word.

X You can also export a fact map to Microsoft Word or to an HTML page by clicking on
the File menu on the left-hand-side of the File toolbar and selecting Export. The
Export Facts - Webpage window allows you to select the option you prefer.

Texthelp Systems Limited

Page 71



16. USING SCREEN MASKING

In this section you'll learn how to:

change display options when using Screen Masking

use the spotlight.

Exercise 1 Using Screen Masking and changing the display options

In this exercise you'll learn how to use the Screen Masking defaults and then change how
you want it displayed.

Open a document in Microsoft Word and then click on the button on the

1.
Read&Write 9 GOLD toolbar.
The Windows system background color changes to yellow.
_ =] _
2. Click on the drop down list.
You see the Display tab of the Screen Masking Options window (Figure 16-1).
i)
Coler used when masking the scieen D
L::uinc ; Els.r:.g:dm
[#] Set system hackground color 1o the selected masking color
Figure 16-1 Screen Masking Options window: Display tab
3. Select the Tint the line I'm typing on option from the Select Masking Type drop down
list.
Select a blue color from the Color used when masking the screen color palette.
Adjust the Transparent/Opaque track bar until you have selected a more transparent
color, i.e. move the scale more to the left.
6. De-select the Set system background color to the selected masking color check
box.
7. Click on the OK button.
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9.

Type the following text into a blank Microsoft Word document:
This is Screen Masking.
Notice how the Screen Masking facility tints the line of text you type on.

Click on the L_—»_'] button to disable the facility.

You can practice setting up some of your own display options.

Exercise 2 Using the spotlight

In this exercise you'll learn how to use the spotlight.

Click on the drop down list on the Read&Write 9 GOLD toolbar.
You see the Screen Masking Options window (Figure 16-1).

Select the Tint my whole screen option from the Select Masking Type drop down list.

You can only enable the spotlight when you have chosen to tint the whole screen.

Adjust the Transparent/Opaque track bar until you have selected a more opaque
color, i.e. move the scale more to the right.

Make sure the Set system background color to the selected masking color check
box is de-selected.

Click on the Spotlight tab (Figure 16-2).

B screen Masking Options EJ
= [ e

Mouse Spotight Settings
Mouse Spotight Settng

Use the Mouse 5potight when tining the whole scresn

Mouze Spotight Options:
Dielay befare focus returs 1o ypng ames

10 gees

L

1s8e

Height of Mouze Spotight

10 piels Y 200 pieele

Figure 16-2 Spotlight tab

Make sure the Use the Mouse Spotlight when tinting the whole screen check box
is selected.

Make the spotlight larger by moving the Height of Mouse Spotlight track bar more to
the right.

Click on the OK button.
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9. Click on the |T—~_'] button.

10. Move your mouse across the screen and notice how the spotlight works.

|
11. Click on the button to disable the facility when you have finished.

The other Masking Types are as follows:

¢ Tint the window I'm typing in

e Tint everything except the window I'm typing in
e Tint everything except the line I'm typing on

e Underline the line I'm typing on

¢ Underline my mouse pointer

° None.
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17. USING THE SPEECH INPUT FACILITY IN XP

In this section you'll learn how to:
e add user profiles

e create a document

e set up and use the Alternatives window.

To complete this section, you must ensure that:

e you're in a quiet room and are not likely to be distracted

A
e you've clicked on the L:g,] button and can see the Texthelp Speech Input window

e you've followed the instructions in ‘Adjusting the microphone’ in the online help to
ensure that you've positioned your microphone correctly.

Exercise 1 Adding your user profile

In this exercise you'll learn how to add your user profile to the Speech Input facility so that
it can save your own personal voice settings.

1. Click on the ?-?— button.
You see the Speech Input User Profile window displayed (Figure 17-1).

J Speech Input User Profile

Select pour profile

D) efault Sﬁeech Frofile

Add a new profile

Audd

[ (]9 ] [ Cancel ]

Figure 17-1 Speech Input User Profile window

2. Type your name in the Add a new profile text box and then click on the Add button

to add your user profile.

The first step in the Training Wizard is displayed.

3. Follow the on screen instructions to train the Speech Input facility to recognize your

voice.
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Exercise 2 Creating documents

In this exercise you'll learn how to create documents using the Speech Input facility.

Alternatives window Font Sie 5 3

==

Click on the — button.
You see the Document Options window displayed (Figure 17-2).

Document Font drop '} Document Options 5
down list Dacumentsetings
Eont Comic Sbns M v QUK
Document Font size Font Sizs 5 3 Cancel
drop down “St i Fite Back ground with Black Foreground ~ More/Legs button

Altematives window settings

Font Corric 5ans MS v

settings section Color Scheme

Figure 17-2 Document Options window
Select Times New Roman from the Document Font drop down list and 14 from the
Document Font Size drop down list.

Click on the OK button to save the new settings and to close the Document Options
window.

ON
Make sure you can see the L’ button on the toolbar. If you can't see it, click on the
|OEF|
Read the following text into the microphone:
‘Fred the frog sat on his old mushroom, very tired of his surroundings. One

day, a turtle called Nemo walked slowly by his mushroom. Fred jumped down
to say hello.’

Click on the ‘£ button to hear the text read back to you. After a few seconds, click

.3

on the B3  putton to stop the system from reading the text aloud. Click on the ¥
button again to resume.

You notice that the Speech Input facility has difficulty pronouncing the name ‘Nemo’.

. 2
Click on the "= button.
You see the Add/Delete Words window displayed (Figure 17-3).
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Add/Delete Words X

Wiord

—

Word text box

Dictionary

acknowledgerment
| acknowledgements
aeroplane
aeroplanes
aesthete
aesthetes
aesthetic v

Dictionary list box

Cancel

Figure 17-3 Add/Delete Words window

8. Type Nemo in the Word text box.

9. Click on the Record pronunciation button and then speak the word ‘Nemo’ into the
microphone. The word ‘Nemo’ is added to the Dictionary list box.

10. Click on the @ button to close the Add/Delete Words window and to return to the
Speech Input window.

11. Click on the File menu and select Save As.
The Save As window is displayed.
12. Type Speech Input test in the File name field.

13. Browse to the location in which you want to save the document and then click on the
Save button.

Exercise 3 Using the Alternatives window

In this exercise you'll learn how to use the Alternatives window to view a list of alternative
words which you can then insert into your document.

= You can use the Document Options window (Figure 17-2) to change the Alternatives
window display settings.

r\-‘
1. Clickonthe L =% | button to enable the Alternatives window. Highlight the word
‘jumped’ in your document.

You see the Alternatives window displayed.
2. Scroll through the list until you find the word ‘leapt’ and then double click on it.
You see the word you highlighted in step 1 replaced with the word you've just selected.
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In this section you'll learn how to:

e set up the Speech Input facility
e create text using Speech Input
e correct text

e add words to the Speech Dictionary.

To complete this section, you must ensure that you're in a quiet room and are not likely to
be distracted.

™ This exercise assumes that the Speech Input facility has not been previously used.

Exercise 1 Preparing to use the Speech Input facility

In this exercise you'll learn how to start the Speech Input facility, correctly position the
microphone and carry out a training exercise.

bl
1. Click onthe Lb_ button on the toolbar.

You see the Speech Input window displayed (Figure 18-1).

Please enter a new profile name:

New Profile H

text box

[ ok ][ Cancel |

Figure 18-1 Speech Input window

2. Type your name in the New Profile text box and then click on the OK button to add
your user profile.

The Microphone Setup Wizard is displayed (Figure 18-2).
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Select the type of microphone you would like to use

™ () Headset Microphone
Best suited for speech recognition, you wear this on your head.
]
| = () Desktop Microphone
These microphenes sit on the desk.
—d
@ Other
s Such as array microphenes and microphones built into other devices.

Figure 18-2 Microphone Setup Wizard
3. Follow the instructions in the wizard to ensure that the microphone is in the correct
position.

When you have finished adjusting the microphone, the Speech Recognition Voice
Training Wizard is displayed (Figure 18-3).

‘Welcome To Speech Recognition Voice Training

By listening te you read aloud to the computer, Speech Recognition learns how you speak.

On the next page some training text will be displayed. When the training text appears, read it aloud in a
natural and even tone.

The system will display one line at a time, When you have finished reading a ling, the system will, after a
short pause, autornatically present the next line.

If the system doesn't understand what you read, it will skip to the next line. This is normal, and not a
cause for concern.

Click Next to begin training.
Note: We recommend that you take the Specch Recognition tuterial first. In addition to improving the

recognition of your voice, the tutorial also gives you an opportunity to leam the most important Speech
Recagnition commands.

Figure 18-3 Speech Recognition Voice Training wizard

4. Follow the instructions in the wizard to train the Speech Input facility to recognize your
voice.

You can pause the training at any stage by clicking on the button. The
more training you do the better the Speech Input facility will be at recognizing your
voice.
Exercise 2 Create text using the Speech Input facility
In this exercise you'll learn how to start the Speech Input facility and create text by reading
into the microphone.

1. Click onthe EQE button on the toolbar.
You see the Speech Input panel (Figure 18-4). It is currently in ‘Listening’ mode.
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™=

Listening

Figure 18-4 Speech Input panel — Listening mode

Open Microsoft Word.
Speak the following text into the microphone:

‘Fred the frog sat on his old mushroom, very tired of his surroundings. One
day, a turtle called Nemo walked slowly by his mushroom. Fred jumped down
to say hello.’

X Don't worry if the Speech Input makes a mistake. You will learn how to correct
mistakes in the next exercise.

Click on the _t| button on the toolbar.

The text you just spoke into the computer is read back to you.

Click on the @ button on the Speech Input panel.

Figure 18-5 Speech Input panel — Sleeping mode

You can toggle between the Listening and Sleeping modes by clicking on the @
button.

Exercise 3 Correcting text using the Speech Input facility

In this exercise you'll learn how to correct any mistakes the Speech Input facility may have
made.

1.

Open a new Microsoft Word document.

Click on the @ button on the toolbar.

Speak some text into the microphone and stop immediately after a any word which is
recorded incorrectly.

Speak the following into the microphone:
Correct that.
You see the Alternates panel displayed (Figure 18-6).
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1) Altemnates panel x|

Say the number next to the item you want,
followed by OK

@ this is to show

@ This has to show
© This used to show
O This was to show
© This us to show

I 0 This have{bhow
@ This as to show

© This whose to show
© Officers to show

Don't see what you want? Say it again

I Or say, 'Spell it’ |

Spell it

o [ G ]

Figure 18-6 Alternates panel

5. Say the number displayed next to a word (or group of words) you would like to use
instead.

The Speech Input facility replaces the word in your text.

6. Speak some more text into the microphone and only stop after speaking several
sentences, i.e. after the software has made a couple of mistakes.

7. Speak the following into the microphone:
Correct ‘say the word that was recorded incorrectly’.
The Alternates panel is re-displayed
X If the incorrect word appears more than once, each instance will have a number

beside it. In this case, you speak the following into the microphone: Correct ‘number
displayed beside the instance you want to correct’.

8. You can now either:

e say the number displayed next to a word (or group of words) you would like to
use instead. The Speech Input facility replaces the word in your text

e click on Spell it if your correction does not appear in the Alternates panel.
You see the Spelling panel (Figure 18-7). Continue with the steps.

0 Spelling panel® - =]

Spell the word in a clear voice

1
¥

cane

Figure 18-7 Spelling panel
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9. Spell aloud a word you would like to insert in the text, in place of the original word,
and then click on the OK button.

10. Close the Alternates panel.

Exercise 4 Adding words to the Speech Dictionary

In this exercise you'll learn how to add words to the Speech Dictionary. This is useful for
any words that the Speech Input frequently mishears or does not recognize.

1. Click onthe @ drop down list and select the Open Speech Dictionary option.
You see the Speech Dictionary window displayed (Figure 18-8).

| g
What do you want to do?

2 Add a new word

Enable your personal words, or expressions to be dictated into your applications.

* Prevent a word from being dictated
Improve dictation accuracy by preventing certain words from being dictated.

% Change existing words
Edit or delete words that are alreadly in the Speech Dictionary.

Figure 18-8 Speech Dictionary window

2. Click on Add a new word.

You see the second step of the Speech Dictionary window displayed (Figure 18-9).

Type or say the word you want to add

You can add @ single word or an expression. To spell a word, say "Start Spelling” and spell the word.

—— Word or Expression
text box

Word or Expression:

Figure 18-9 Speech Dictionary window: second step
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3. Type the word entrepreneurial into the Word or Expression text box, and then click
on the Next button.

You see the third step of the Speech Dictionary window displayed (Figure 18-10).

Add your word

To add your word to the Speech Dictionary, click Finish. To ensure your word is dictated properly, you
may choese frem the following options:

eample
Pronunciation
Record a If the pronunciation of your word is not otfious, you can record a pronunciation to improve Speech
Recognition accuracy.
pronunCIatlon 7] Record a pronunciation upon Finish

upon Finish
radio button

[]1 want to make more modifications to the Speech Dictionary upon Finish

Figure 18-10 Speech Dictionary window: third step

4. Select the Record a pronunciation upon Finish check box, and then click on the
Finish button.

You see the fourth step of the Speech Dictionary window displayed (Figure 18-11).

v -
@ Speech Dictior
| |
Record a pronunciation

You can record and listen to your pranunciation as many times as you need until you are satisfied with
your recording.

@ Click or say "Record” and begin speaking your word in a clear, natural tone.

example

Finish

Figure 18-11 Speech Dictionary window: fourth step
5. Click on the Record button and then say the word into the microphone.

= You can hear the word read back to you by clicking on the Listen button.
6. Click on the Finish button.
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19. USING THE TRANSLATOR FACILITY

In this section you'll learn how to:
e translate English words into another language

e configure the Translator facility.

Type the following text into a blank Microsoft Word document:

It was dead quiet and empty black, except for the starlight.

= You must be online in order to use the Translator facility.

Exercise 1 Translating English words into another language

In this exercise you'll learn how to translate words from English into another language.

=
1. Click on the |1¢_J button on the toolbar. You see the Translation tab of the Translator
window displayed (Figure 19-1).

€ Translator @‘
Help
@ Transzlation %: Preferences
Waord to zearch
Word to search text box |Toal
Suggested meanings for selected word
tool
tool [n.]

1 herramienta

tool [adj.]
Suggested meanings for ——| L Berramental
selected word panel oL
1 estampar

Figure 19-1 The Translator window: Translation tab

2. Click on the Preferences tab (Figure 19-2).
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Translation Language
drop down list

Voice Speed track bar

Get text from clipboard
radio button

Background color section

€ Translator
Help

X

T ranzlation

Tranzlation options

T %: Preferences

Translation Language

Spanish

Voice Speed: -

Text options

Get text from clipboard

{+ Get zelected text and captions

Delay before text retrieval: -  ——
Digplay options
Foreground colar: - Sam D le

o =

Background colar: -

Font size: - poe
Iv Auto hide window

- H

Auto hide window

check box

Figure 19-2 Preferences tab

Select the Spanish option from the Translation Language drop down list.

Click on the Translation tab.

Highlight the word ‘dead’ in your document.

You see the word ‘dead’ displayed in the Word to search text box and a list of
Spanish translations displayed in the Suggested meanings for selected word

panel.

6. Click on the Spanish translations to hear them read aloud.

7. Highlight the word ‘empty’ in your document to view a list of Spanish translations in

the Translator tab.

Exercise 2 Configuring the Translation facility

In this exercise, you'll learn how to use the Preferences tab to configure speech, text and

display options.

1. Click on the Preferences tab in the Translator window (Figure 19-2).

2. Select the French option from the Translation Language drop down list.
3. Adjust the Voice Speed track bar to the setting ‘30’
4

Make sure the Get selected text and captions radio button is selected to specify
that you'd like to select words for translation by simply highlighting them in your

document.
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5. Click on the ﬂ button in the Background color section and select a pink color for
the background of the text in the Translation tab.

6. Click on the Translation tab (Figure 19-1).
7. Highlight the word ‘starlight’ in your text.

You can now see the translations for the word ‘starlight’ in the Suggested meanings for
selected word panel.
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20. USING STUDY SKILLS

In this section you'll learn how to:
e collect text that you can use for your studies

e summarize the text that you have collected.

You can use Study Skills to highlight pieces of text which you may find of interest within a
Microsoft Word document or Internet Explorer, and collate the highlighted text into a new
document.

Read&Write 9 GOLD also allows you to summarize text in your document/web page using
Study Skills.

To access Study Skills, click on the IMJ button until you can see the Study Skills
buttons. The tooltip for this button will help you identify the buttons you need.

Exercise 1 Collecting text for your studies
In this exercise you'll learn how to collect different types of text and then insert them into a
new document in the order in which you want them displayed.
1. Open your Internet browser window and then open one of your favorite websites.

Alternatively, open a Microsoft Word document of your choice.

™. The webpage or Microsoft Word document must have several paragraphs of text.

ab;"
2. Highlight the first paragraph on the page and then click on the | (Highlight green)
button.

Read&Write 9 GOLD highlights the text in green. An example is shown below:
Texthelp Systems Ltd is the worldwide leader of literacy software solutions provided through three core business divisions

ab/ |
3. Highlight another paragraph on this page and then click on the =!I (Highlight pink)
button.

Read&Write 9 GOLD highlights the text in pink.
4. Repeat step 3 to highlight two further separate paragraphs in pink.

ab/ |
5. Highlight one of the paragraphs in pink and then click on the his| (Clear highlights)
button.

Read&Write 9 GOLD de-selects the highlighted text in pink.

6. Click on the =" (Collect highlights) button.
The Collect Highlights window is displayed (Figure 20-1).
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[= Collect Highlights X
Chooze the coloe: o collect
[+] Coilect yellowe  [«] CollectBlue | (/] Colleg! gresn _

Callect bighlghls setings
(%) Dider highlights by color () Drder highlbights by collection lime

Calor collection: separstion Highlighted itemz zeparation
Paragraph w Hew line w
[ oKk ][ Coancel )

Figure 20-1 Collect Highlights window

7. Make sure the following options are selected:
e Collect green check box
e Collect pink check box
e Order highlights by collection time radio button

e the None option is selected from the Color collections separation drop down
list

¢ the New line option is selected from the Highlighted items separation drop
down list.

8. Click on the OK button.

Read&Write 9 GOLD collects the highlighted text and inserts it into a new Microsoft
Word document.

9. Save your document and call it My Studies.

Exercise 2 Summarizing text for your studies

In this exercise you'll learn how to summarize text on a webpage. Read&Write 9 GOLD
can also summarize text in a document.

1. Open your Internet browser window and then open one of your favorite websites.

™. The web page must have several paragraphs of text.

2. Highlight all of the text on this page using your mouse.

3. Click on the
The Summary Option window is displayed (Figure 20-2).

Il (Summary) button.

=l Summary Option E|

Length of summary

Percent of onginal

v-i

[ ak ][ Cancel ]

Figure 20-2 Summary Option window
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4. Make sure 50% is selected from the Percent of original drop down list.

Read&Write 9 GOLD displays the summarized text in a new document. Notice the
AutoSummarize toolbar also displayed (Figure 20-3).

AutoSummarize

Figure 20-3 AutoSummarize toolbar

5. Click on the |E| and B buttons on the AutoSummarize toolbar to decrease and
increase the percentage of summarized text. Notice how your text changes as you do
this.

e

6. Click on the button on the AutoSummarize toolbar.

You can now see the original text displayed, i.e. all of the text that you highlighted on
the webpage. The summarized text is highlighted in yellow and the rest is displayed
as faded text.

Y

7. Click on the button again to display only the summarized text.
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21. ADDITIONAL EXERCISES

In this section you'll learn how to:

read text files and clipboard text

set the prediction context level

work with Fact Finder search engines
set up hotkeys

set up autotext

load your personal settings.

Exercise 1 Reading text files and clipboard text

Before you begin this exercise, make sure you have a text file saved on your computer.

1.

Type the following text onto a new line in your document:
Start every day with an inspiring thought.
Highlight the text and then right click and select Copy from the popup menu.

Click on the ' drop down list on the toolbar. Point your cursor at Open in Text
Reader and select the From Clipboard option from the menu.

You see the text you highlighted in step 1 displayed in the Text Reader window.

Click on the ' button on the toolbar to hear the sentence read aloud.

Click on the \3 button to close the Text Reader window.

Click on the ' drop down list on the toolbar, point your cursor at Open in Text
Reader and select the Text file option from the menu.

You see the Select file to open in Text Reader window displayed.

Browse to the location in the directory where the text file is located, select the text file
and then click on the Open button.

The text is imported into the Text Reader window.

Use the Speech buttons on the Read&Write 9 GOLD toolbar as required and then
click on the X button to close the Text Reader window.
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Additional Exercises

Exercise 2 Setting up the prediction context level

In this exercise you'll learn how to set the context level of predictions. This means that the
Prediction facility will suggest words based on probability and/or accuracy depending on

which level is set.

1. Click on the |§ | drop down list on the toolbar and select Prediction Options.

You see the Display tab of the Prediction Options window displayed. Make sure the
Advanced options check box in the bottom left-hand corner is selected and then
click on the Context tab (Figure 21-1).

£ Prediction Options
? N2
o |9 M | | | 2N
CEARHING] || [FROVETICE
Context settings
Prediction contest sensitivity
o— 1 Context track bar
-
Mare suggestions Medium Better context
Sh oW con text sens | t | Vv | ty [Mote, better contest will have less suggestions)
accuracy USIng indicators V¥ Show contest sensitivity accuracy using indicators
CheCk bOX Prediction witing styles
Inuse “iting style ~
] Acult [IE]
[ Applied sciences [UK)
™ As(UK)
[~ Beliefs (UK)
™ Books[UK) v
Thete are currently 44776 phrases in pour dictionary
Advanced optionsS ——% advanced optiors e Cancel
check box

Figure 21-1 Context tab

2. Make sure the Show context sensitivity accuracy using indicators check box is

selected.

Drag the Context track bar from ‘More suggestions’ to ‘Better context’ and then click
on the OK button.

Click on the |gd| button and then type the following text into your document. Keep an
eye on what predictions are offered in the Prediction window:

The little girl skipped merrily in the playground.
Open the Context tab of the Prediction Options window again.

Drag the Context track bar from ‘Better context’ back to ‘More suggestions’ and then
click on the OK button.

Re-type the text into your document. Keep an eye on what predictions are now
offered in the Prediction window.

There is a stark contrast between ‘More suggestions’, the majority of which appear
with a black triangle, and ‘Better context’ which appear with a green circle. With
‘Better context’ there are fewer words predicted but they are more accurate. Please
choose which setting best suits you.
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You can also specify which prediction files you want the Prediction facility to use
when predicting words, by selecting the appropriate check boxes from the list at the
bottom of the Context tab. For example, if you select the Applied sciences check
box, the Prediction facility will use words and phrases from the Applied sciences
prediction file to suggest words in the Prediction window.

If you have the Teacher’s Toolkit installed, you can add your own prediction files to
the list at the bottom of the Context tab.

8. Click on the X button on the top right-hand corner of the Prediction window to close
it.

Exercise 3 Working with Fact Finder search engines

In this exercise you'll learn how to add new search engines to Fact Finder and search for
facts using different search engines.

al
1. Click onthe |£& drop down list on the toolbar and select Fact Finder Options.
You see the Fact Finder Options window displayed (Figure 21-2).

# Fact Finder Options

Fact Finder Default search engine: \Qa Chapoelioaul
Yahoo Search Q Add New Entry

ok Cancel
Figure 21-2 Fact Finder Options window

2. Click on the Add New Entry button.
You see the first step in the Fact Finder - Add Website wizard.

3. Complete the wizard to add the ‘Webcrawler’ website (www.webcrawler.com). Make
sure you add it to the ‘General’ website category.

al
4. Click on the |£& drop down list on the toolbar and point your cursor over Search
using. You see a drop down list displaying the different categories of search engines
available.

5. Point your cursor over General and select the Webcrawler search engine.

You see the Manual Text Search window displayed (Figure 21-3).

& Manual Text Search El

Enter tet ta search for at selected
web site:

webcrawler @ LChange Default

| A cham of Finches

Cancsl

Figure 21-3 Manual Text Search window
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6. Type A charm of Finches in the text box provided and then click on the OK button.
Your browser window opens displaying the search results for ‘A charm of Finches’ in
Webcrawler.

Exercise 4 Setting up hotkeys
You can set up hotkeys for each of the buttons on the Read&Write 9 GOLD toolbar or for

some of the menu options. In this exercise you'll learn how to set up your own hotkeys.

1. Click onthe !@ drop down list on the toolbar and select General Options.

You see the Display tab of the General Options window. Click on the Hotkeys tab
(Figure 21-4).

! General Options @
i A
Hotkeys selection
Edit Hotkey
Hotk.ey combination Haotkey function
Chrl &1t 5 Speak current
HotKey combination e Evabiateindosurert - — 1 HotKey function
list box list box
Delete
Hatkey combination Haotkey function
H o oo e _ 2 |l HotKey function
HotKey combination | i?ﬁ;e:ey il selection list box
section — TS

Figure 21-4 Hotkeys tab

Select the Evaluate in document option from the HotKey function selection list box.

Select the Control key and the Alt key check boxes in the HotKey combination
section and then select ‘E’ from the Keyboard keys drop down list. If you click on the
drop down list and press the E key on your keyboard, ‘E’ will be selected.

4. Click on the Save button. The entry is listed in the HotKey combination and HotKey
function list boxes.

Select the Speak current option from the HotKey function selection list box.

Select both the Control key and Alt key check boxes and then select ‘'S’ from the
Keyboard keys drop down list.

7. Click on the Save button.
The entry is listed in the HotKey combination and HotKey function list boxes.

8. Click on the OK button to save your settings and to close the General Options
window.

9. Type 766/2 into a Microsoft Word document and then highlight the sum.
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10. Press the Ctrl Alt and E keys on your keyboard. The sum is evaluated in your
document and the answer is inserted.

11. Click anywhere on the sum and then press the Ctrl Alt and S keys on your keyboard.
You hear the sum read aloud.

12. Open the Hotkeys tab of the General Options window again and try setting up a few
of your own hotkeys.

Exercise 5 Setting up autotext

You can create short cuts for long pieces of text by giving them an abbreviation. You can
then type the abbreviation into your document and Read&Write 9 GOLD will automatically
replace it with the text. In this exercise, you'll learn how to set up your own abbreviations.

1. Click onthe !@ drop down list on the toolbar and select General Options.

2. You see the Display tab of the General Options window. Click on the Autotext tab
(Figure 21-5).

! General Options
st 2
Abbrevial tion et tries
| would like to use abbreviations e
check box
Edit abbreviations
Agb[evi._almn_
HINL : Abbreviation text box
dd Representing paragraph
daight
Abbreviations list box — Representing
paragraph text box
I Record keystrokes as a macio
! ‘ ‘
Mew Save Delete
ax Cancel

Figure 21-5 Autotext tab
Select the | would like to use abbreviations check box.

Type sl in the Abbreviation text box, then type starlight in the Representing
paragraph text box and then click on the Save button.

5. Click on the OK button to save the new setting and to close the General Options
window.

6. Type sl into your Microsoft Word document and then press Enter on your keyboard.
Note how the system automatically replaces the letters, ‘sI’, with the word ‘starlight’.

7. Open the Autotext tab of the General Options window again and try setting up a few
of your own abbreviations.
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Exercise 6 Loading your personal settings

In this exercise you'll learn how to save your personal settings to a memory stick and take
them home. You can then load your personal settings from the memory stick at home.

= ltis possible to save your personal settings to a location of your choice, for example,
on your hard drive. However, in this exercise, you are required to save them to a
memory stick.

. tect . .
1. Clickon the! drop down list and select Save my settings.
To load your personal settings at another location:

2. Insert your USB drive into your USB port.

3. Click on the!@ drop down list and select Load my settings.

The Browse For Folder window is displayed.

4. Browse for the USB drive on your computer and then click on the OK button to load
your personal settings.
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22. USING THE TEACHER’S TOOLKIT

In this section you'll learn how to use the Teachers Toolkit to:
o set up feature sets

e setup new users and assign them feature sets

e add a new prediction file

e add dictionary definitions

e view users spelling logs

e view users activity logs

e import users.

X In order to complete these exercises you must have the Teachers Toolkit installed on
your computer.

@.!J' You can also use the Teacher’s Toolkit to change how words are pronounced by the
system using the Say Like tab. For information on using the Say Like tab, refer to
Exercise 5 ‘Changing how words are pronounced’ on page 11.

To access the Teachers Toolkit, click on Start on the Windows desktop. Select All
Programs, Texthelp Systems, then Read&Write 9 and then Teacher’s Toolkit, as shown
below:

All Programs . Write 9 $ Read&intite 9

| 3% Teacher's Toakit

Figure 22-1 Teachers Toolkit Menu

You see the User Settings tab of the Read and Write Teacher’s Toolkit window (Figure
22-4).

Exercise 1 Setting up feature sets

You can set up feature sets and then assign them to users. These feature sets determine
which Read&Write 9 GOLD features will be available to each student.

Let us start by setting up a feature set that'll allow you to use all of the Read&Write 9
GOLD facilities.

1. Click on the Feature Sets tab (Figure 22-2).
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A Read and Write Teacher's Toolkit

User Sedlings | L —— New button

I = H| ¢ :
Defauk |
' Hew Spe Revat | Delete
Curent Featue Set Save button
: ;Deeéier?n Enabie Opbons Dialogs

tian oot it

" | Speliing
: E‘;ty”;::;, | Advanced Speling Dplions
¥ Frorunciation Tutor | Prediction Opbons Disleg
v Speach Maker ¥ Advanced Prediclion Opbona
« Dicticnary ! Caleulator Convarsion Tool
¥ Ward Wizard w| Sciertiic Calculaton
v/ Show Homophones n WS Word ¥i Speech Options Dislog
Current Feature Set St dotis 2l Gisrveral Optionss Didkog Enable Options
check boxes ! Hide Homaphones in M5 'word g

L Dialogs check boxes
¥ Fiewind Speech
v Speak Cunenl
v Pause Speech

+ Fast Forsand Speech
¥ Stop Speech

« Fact Folde

v Fact Findes

¥ Spesch Input

¥ Help

v Display Homophones
v Scerbhc

¥ Simple

Manage Loggad on Uzers | Sava Changas Sawve & Exit

Figure 22-2 Feature Sets tab

2. Click on the New button. You see the New Feature Set window (Figure 22-3).

A New Feature Set g|§|g|

|No Options

Figure 22-3 New Feature Set window

3. Type No Options in the text box provided and then click on the OK button.

All of the Current Feature Set check boxes and the Enable Options Dialogs check
boxes are selected automatically when you add a new feature set.

4. De-select all of the Enable Options Dialogs check boxes to specify that you don't
want users with this feature set to have access to any of the Read&Write 9 GOLD
Options windows.

5. Click on the Save button. You've now set up a new feature set which will allow you to
access all of the Read&Write 9 GOLD facilities but none of the Options windows.
Users with this feature set will therefore be unable to alter any of the default settings.

Now you need to make sure that the feature set is applied to the appropriate users.
Complete the next exercise.

Exercise 2 Setting up new users and assigning feature sets

When you add a new user you should assign them to a user group. This makes it easier
to manage their account. Once you have done this you can assign a feature set to them.

Use the instructions below to create a new user group, assign a new user to this group
and then apply the feature set you've just set up.

1. Click on the User Settings tab (Figure 22-4).
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-4 Read and Write Teacher's Toolkit

User Setlings | Feahwe Sets | Prediction | Dictionans | SGayLike | Speling Logs | Activity Lags | 104 » |
] New button in
A .
S | [T o T e e e e s - Groups section
2 Defiete the cumerily selectad Gioup
Efg}?h ‘na 2 v Delete E'éelﬁrmlbe moved o the: Defauit
Uizars in the cument Group Uzer Managament
Y, ,YY— Y Azzigred Fealne Set | Exam
Libram -~ Assigned Usar Group : Englsh 101
v
Shaiom Managh Edt | Editthe cunertly selectsd user
Users in the current Group s . New button in User
list b Francis Fansy e Man ment tion
IS OX Jobin Smith Delete Diedete the currerith checked Usess) a age e sectio
Asriokd Smith
sar':er;:\ _ Mew | Cizale 2 new Shaied ID
fa:‘; ';‘\:‘i'l Featupe Sets and Lses Groups
Jamas Black Bpply et 5ol 1o curenlly checked useis)
Jack whilts [replaces uzer's cunent feabue sal]
Steven Jones
Ede! Moss [Detaui =] Ao
Simncer B
MZTM;:\'WEH ~ Mave cunently checked usaifz] 1o a group
Ineplaces uzar's cumant group)
I Sort User List |E|e[a|.l| L A
Checkl | Uncheckt | e[ e e e ek Ucasel
Manage Logged on Lizers | Sava Changas . Sava & Exi |

Figure 22-4 User Settings tab

2. Click on the New button in the Groups section of the tab. You see the Create New
User Group window (Figure 22-5).

24 Create New User Group EHE|E|
New Group name : [Class 14|
Enter any nates here :

Ok Cancel

Figure 22-5 Create New User Group window

3. Type the text Class 1A in the text box provided and then click on the OK button. This
user group is now listed in the Groups list box.

4. Click on the New button in the User Management section of the tab. You see the
Create a new User account window (Figure 22-6).

2% Create a new User account

How will the new user login to Windows?
User |OgS on to windows " User logs onto wndaws using a unigue login
using a shared login
radio button

— 7 User logz on to windows uzing & shared login

Enter a login for the
new User text box

Enter a login for the nevs Lser JME T —

Enter a Password for the User: |fi[g[[img

Enter a Password
for the User text box

Enter any notes here:

Enter any notes for the new user here

Select a Feature Set
Select a Feature Set for the User | Al Features -:“—— for the User drop
down list

Select a Group far the User

Select a Group for the
Geate | Concel | User drop down list

Figure 22-6 Create a new User account window
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Select the User logs on to windows using a shared login radio button.
Type the word Me in the Enter a login for the new User text box.

Type the text firsttime in the Enter a Password for the User text box.
Select No Options from the Select a Feature Set for the User drop down list.

© ® N o v

Select the Class 1A option from the Select a Group for the User drop down list.

10. Click on the Create button. You have now added your user account, assigned it to the
Class 1A user group and applied the ‘All Features’ feature set to it.

It's easy to change the user group or feature set to which your user account is assigned,
by simply selecting your user account check box in the User in the current Group list
box and selecting a different user group/feature set from the Feature Sets and User
Groups section of the tab.

Exercise 3 Adding a new prediction file

In this exercise you'll learn how to add a new prediction file which can then be used by the
Prediction facility to learn new words and phrases. You'll then specify to which user
accounts you want to make this new prediction file available.

Before you begin this exercise, make sure you have a text file containing a
comprehensive list of words and phrases, saved on your computer.

1. Click on the Prediction tab (Figure 22-7).

+4 Read and Write Teacher's Toolkit

User Sedtings | Featue Sets  Prediction | Dictianary | Say Like | Spefing Logs | Activi Lage | 14| » |

Groups Crzabe and distrbube Frediction Fies H 1
[Defat A || [CenpBochenyn 1 Create and distribute

Groups list box L (g 101 Prediction Files list box
|Engish 102 -
TR
[ o & Add File to Build

| :v Lbem A File 10 Buikd et — — list button
Users in the current . h Flemove selected lite lram st | ) o
Group list box Denel _ Fil Descrlon _ File Description
| sormmith [Pars ardfower — T textbox
|1 Amaid Smith _ Fibe Name:
Sam Jones i X
|73 dobm Ken B File Name text box
| Fiose Nedl [
| = Lot st evpedtie oL —  Learn files into new
|~ Edel bioss W prediction file and copy
I SonlserLin Clck the buton an he =il to checked users button
tight ha enable/disabie T On/04F
Dheckat | Uncheckaa | | | redckonBestorthe FredchnFles |
~—~_Turn On/Off Prediction
Mznage Logged on Users | Sava Changas Save & Exit ! Flles bUtton

Figure 22-7 Prediction tab

2. Click on the Add File to Build list button.
The Open window is displayed.

3. Browse to the location in the directory where the text file you want to add is located
and then click on the Open button.

The name of the text file is added to the Create and distribute Prediction Files list
box.
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Type Prediction test in the File Description text box.

Type Test Prediction file in the File Name text box.

Select the Check words as they are learned check box. This will ensure that the
text in the text file will be spell checked before it is added to the Prediction file.

. If you want to create a prediction file with very specialized terms and/or jargon you
should keep the Check words as they are learned switched off.

Click on the Class 1A user group in the Groups list box.
Select the Me check box in the Users in the current Group list box.

Click on the Learn files into new prediction file and copy to checked users
button.

The words and phrases in this text file will now be used by the Prediction facility to provide
the specified user account with a list of possible words and phrases with which they can
finish sentences as they type.

. You can enable and disable prediction files for different users by clicking on the Turn
On/Off Prediction Files button and selecting the appropriate check boxes.

Exercise 4 Adding your own dictionary definitions

In this exercise you'll learn how to add your own dictionary definitions.

X Any new definitions that you add will be added to current definitions and will be
applied to all user accounts.

1. Click on the Dictionary tab (Figure 22-8).

<4 Read and Write Teacher's Toolkit
Ent_er _a new Feature Sets | Prediction Dickonany | SapLie | SpalingLogs | Activiy Logs | Impot Users | 4 » §
WOII:’)(;CtteI?(?g(?)/( Add wonds to ihe dichonary or append an existing definition l Add WOI’d _tO . custom
Eworen  [oonomy 1 ~H i A spelling dictionary
check box

Erber Definition [&esaciation between indrdusts expecialy on plessant of ntimals tems

——  Enter Definition text

Enter Synonym box
text box
Enter Snomym  [yisioed. | quests
Add to Synonym list button  ———————j/ asissyrervmie

—— Save button

Add entesed word bo supplementary file:

Clear all previously enbered definitions: o

Manage Logged on Users | Sava Changas Save & Ext !

Figure 22-8 Dictionary tab

2. Type Discombobulate in the Enter a new Dictionary Word text box.
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Select the Add word to custom spelling dictionary check box.
Type the following text in the Enter Definition text box:
Throw into state of confusion

Type upset in the Enter Synonym text box and then click on the Add to Synonym
list button.

Click on the Save button and then click on the Yes button when it asks you if you
want to add the entered information as an additional definition.

Exercise 5 Viewing a user’s spelling log

To view a user's spelling log:

1. Click on the Spelling Logs tab (Figure 22-9).
7% Read and Write Teacher's Toolkit
Groupz Speling Logs
PET———
Groups list box [T AR sz Enmat Canection | Enoi Type
L R “physics™ M5 Wt
|"Thats" “that's" "hubo con
Users in the cunent Grous “adn” “and” “Huko co
[E tow a o i e o
fnt;n "thats” 'hae:s': "o con
1 mark thats” “that's" “Auko con
L seammus “dont" “dont” “Auko con
!\-‘ michael “thats" “that's" "Wiube con
. | woulkdr “wouddnt” "k con
Users in the current Group [ 2= Pt o hutocor
||St bOX | steve ‘od 'do’ ‘Hubo con
| gavan
1 hugh
| jahn
; robest
1] jackie
aan
|3 oo 2
B : View checked logs
Check 41 Unchack Al Clese Logs | View cheched logs inWied L in Word button
ﬁmageLoggsdesm| Save Change: | Save & Ext |
Figure 22-9 Spelling Logs tab
Click on the Class 1A user group in the Groups list box.
Select the Me check box in the Users in the current Group list box.
You see a list of spelling errors you've made while using the ‘Me’ profile in the panel
on the right of the Spelling Logs tab.
4. Click on the View checked logs in Word button.

Microsoft Word launches and you see your spelling log displayed in a new document.

Exercise 6 Viewing a user’s activity log

To view a user's activity log:

1.

Click on the Activity Logs tab (Figure 22-10).
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& Read and Write Teacher’s Toolkit

User Settings | Feature Sets | Predichon | Dictionan: | Say Lke | Speling Logs  Activily Lags 4] »
Groups Activity Lags
. 21 Logln Duration Typed |
Groups list box et
o
Usess n the cusent Group e
[~ EE I ~ e
|+ Bob ey
| david e
Users in the current Group L | e
. | T
|\ gavan
list box ot z
1L jacke il
ohn o
| hingsiey i
|1 learine gy
L ::‘:ﬂ o
|1 michael U
| rcbest i
|7 onre i)
| smamus g
| steve o
|be Tery ~ preva )
*
W Sait Usar List — .
greckat | pchekat | || Clomtogs | viewcheokedogmas || | View checked logs
in Word button
Mmagechgedesm| Save Changes | Save § Eait |

Figure 22-10 Activity Logs tab

Click on the Class 1A user group in the Groups list box.
Select the Me check box in the Users in the current Group list box.

You see the following information relating to your activities on the system in the panel
on the right of the Activity Logs tab:

e Log In -time and date at which you logged on

e Duration - duration of time spent on the system

e Typed - number of words typed during each period

e  %kErrors - percentage of errors made during each period

e Learned Words - number of words learned during each period.
4. Click on the View checked logs in Word button.

Microsoft Word launches and you see your activity log displayed in a new document.

Exercise 7 Importing users

The Teachers Toolkit allows you to import users with roaming profiles or from Read&Write
7 GOLD. In this exercise, you'll learn how to import users directly from a CSV file.

™. To complete this exercise, you must have a CSV file containing users saved on your
computer.

1. Click on the Import Users tab (Figure 22-11).
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Run CSV File Import button —

& Read and Write Teacher’s Toolkit
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Figure 22-11 Import Users tab

2. Click on the Run CSV File Import button.
You see a window which allows you to browse for the file.

3. Select the CSV file that you want to import and then click on the Open button.

The User Import Summary window is displayed. This shows the users who were

successfully imported and those who failed to import. The reason for the import failure, if

any, is also displayed.

The successfully imported users are added to the 'Default’ user group and assigned the

'‘Default’ feature set.
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23. USING THE PDF ACCESSIBILITY EDITOR

In this section you'll learn how to use the PDF Accessibility Editor to:
o check how your PDF document is read by PDFaloud

o alter how the PDF document is read by sentence and paragraph
e have PDFaloud read Alternative text for an image

e alter the order that the PDF document is read

e alter how PDFaloud reads a word

e create a Lexiflow book.

= In order to complete these exercises you must have PDF Accessibility Editor
installed. PDF Accessibility Editor is available on the Read&Write GOLD Tools DVD.
You should also have the PDF Sample document. This can be located on the
Presentation and Training DVD/Sample Documents folder or downloaded from
www.texthelp.com/support/documents. It is recommended that you save this PDF
document to its own folder on your computer.

PDF documents are increasingly being used by Publishers, Governments and Educational
bodies to make information available via the Internet. Read&Write 9 GOLD incorporates
PDFaloud in order to provide speech support for these documents. Due to the format of
PDF documents there can sometimes be problems with how accessibility software reads
them. PDF Accessibility Editor provides the tools in order to have PDF documents read in

exactly the way you want.

Exercise 1 Check how your PDF document is read

1. Click on the E@ button on the toolbar and open the Sample PDF file when prompted
by the system.

The Texthelp PDF Viewer opens and the PDFaloud toolbar is displayed (Figure 23-1).

Click-and-speak options

butt
PDFaloud IR BN | BN O {?3 = opﬁ.ms,luon

Click-and-
Speak button

Speech buttons

Figure 23-1 PDFaloud toolbar
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f:
2. Click on the button on the toolbar. PDFaloud starts to read aloud the Sample
PDF document.

3. You will notice that it reads the date and then the text. It doesn’t always read from the
correct position and it also pronounces some words incorrectly.

4. You are going to use PDF Accessibility Editor to make the document read exactly the
way you want it to.

Exercise 2 Changing how the document reads paragraphs and
sentences

1. Click on Start on the Windows desktop. Select Programs, Read&Write 9, then
Accessibility Editor, as shown below:

_ — Readaatrite 9 rﬂ'@ Accessibility Editor
eaE M= Acrobat Distiler 8 PDFAloud
= A~ Acrobat.com @ Readiinrite 9
:}*f Micrasaft Update = #Adobe Acrobat 8 Professional

: obe LiveCycle Designer S,
O adobe LiveCycle Designer 8.0
7] Programs ¢ E &dobe Reader 9

Figure 23-2 Accessibility Editor Menu

Alternatively, you can double click on the Accessibility Editor shortcut on your
Desktop.

The PDF Accessibility Editor Toolbar is displayed (Figure 23-3).

oAty | 2| Flow (main) |+ | [Ffy| Atttext | & Word Pronunciation [[=] Options ~ | <& Export ~ I

Figure 23-3 PDF Accessibility Editor Toolbar

!g_:] Flow (main} vl

2. Click on the button. Your document will look like this:
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e PDF Sample. pdf

[exihelp’s POF Accessibility Edrtol]

[EIENND e e + 4| mia o | T anvnet G o ot [ ontiers

I Pages\l‘\ Layers\l{ Signstures \l\ Bookmarks

L2l

£

[T

=

e

H

7,/

Lzl
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[

£

£

3

B[4 4 1of1 4 | o O |I—||
E—

Figure 23-4 Flow illustration
3. Ablue arrow £l indicates the end of sentence, i.e. where there is a full stop.
A green arrow & indicates the start of each paragraph.

How the PDF document is divided into sentences and paragraphs will dictate the
pace at which the document is read. There is a smaller break in speech between
sentences than there is between paragraphs.

= You can change the colors used to indicate sentences and paragraphs in the
E.Gpﬁnﬂs

In the table you may have noticed that the numbers are not being read out with the
text in that row. It is highlighting the text and the number below.

‘ Flow (main} -
6. Click onthe drop down list. The Main Document flow should be
selected (it will have a check beside it).

Publishing Options in the i drop down list.
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F b
7. Select Aragrapns so that it will be switched on. Now the icon will look

‘ IE Paragraphs vl ‘ IE Paragraphs vi

like this or if you click on the * drop down list you

will see a check beside Paragraphs L [paragraphs ||
Currently the table looks like this:

Fact Mapper - To help organise facts visually on screen|
Fmproved Speech Maker With SAPI 5 Voices|

Fc:tiwityr Specific Toolbars with new icons|

Expanded Prediction Database|

Redesigned Daisy Reader Application|

Fronunciation Tutor With SAPI 5 Voices

ﬁew User-Friendly Fact Folde|

Btudy Skills Toolbar

Fmproved Installer]

o o s s

<]

Figure 23-5 Paragraph flow (1)

8. Click on each of the green arrows &, which appear at the beginning of the text in each
row. This will remove them. It should now look like this:

Fact Mapper - To help organise facts visually on screen
Improved Speech Maker With SAPI 5 Voices
Activity Specific Toolbars with new icons

Expanded Prediction Database
Redesigned Daisy Reader App ﬁtﬁ‘

Pronunciation Tutor With SAPI 5 Voices
New User-Friendly Fact Foldell_'
Study Skills Toolbarl
Improved Installell—

wcﬂ"‘qmcﬂ-nwmd"

Figure 23-6 Paragraph flow (2)

9. Now click on each number starting from 2. Until it looks like this:
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Fact Mapper - To help organise facts visually on screen

mprove peec aKer wi oice

ClVIty =peciric Toolbars with new Icon

Xpandae rediction Databas

edesigned Daisy Reader Applicatio

ronunciation Tutor wi olces

ew UJser-rriendly ract Folae

uay Iis Toolba

mproved installe

10.

11.

12.

13.

Figure 23-7 Paragraph flow (3)

To see the effect of this change click on the —' button and then on each of the
rows.

You will notice that the bullet points are not being read correctly. The numbers are not
being read with the line of text. We are going to set each bullet point to read the
number and then the relevant text.

‘ Paragraphs vl
Click on the drop down list.
Sent L . . .
Selectl STiEntEs ‘ so that it will be switched on. Now the icon will look
‘ Sentences - ‘ Sentences -
like this and if you click on the drop down list you

. . ¥ | Senkences
will see a check beside Sentences: | |

Currently the bullet points look like this:

the ability to create and read Alt Texts|

pronunciation control over specific vocabularyl

to determine the reading sequence for text on a pagg

BN B

to implement multiple speech flow controls per pagﬁ

Figure 23-8 Sentence flow (1)

Click on each of the blue arrows =l which appear after the numbers of the bullet
points. This removes the green arrows so the bullet points look like this:
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the ability to create and read Alt Texts

pronunciation control over specific vocabularyl

to determine the reading sequence for text on a pagj

to implement multiple speech flow controls per pagﬁ

Figure 23-9 Sentence flow (2)

14. To see the effect of this change click on the ! @
point.

button and then on the first bullet

Exercise 3 Have Alternative text for an image

There are a number of images in the PDF document. Currently PDFaloud does not read
anything for these. We are going to set up alternative text for each of the images.

The first image we are going to work on is the image of the PDF Accessibility Editor
toolbar.

Alt textl
1. Click on the button. When you put the cursor over the PDF document it

o]
will appear like this {:N—h"!

2. Click and hold down the left button on your mouse so that it draws a box round the

| Flows (main) vI

icon in the picture of the toolbar.
When you release the button, the Alt text dialog box is displayed (Figure 23-10).

Texthelp Systems Limited Page 109



Using the PDF Accessibility Editor Read&Write 9

Alt text (3]

Show border around this alternative text
[ Apply this alternative text to all pages

[
m
T
IT

[ Ok ] I Cancel ]

Figure 23-10 Alt text dialog box
Type in Flow.

4. Repeat steps 2-4 for each of the icons on the toolbar so you have — Flow, Auto Flow,
Alt Text, Word Pronunciations and Options.

.\ Adobe

. Solutions Network
5. Set up alternative text for the image.

L

6. To see the effect of this change click on the
the icons and the Adobe image.

button and then click on each of

Exercise 4 Altering how PDFaloud reads a word

You may have noticed that when PDFaloud reads the date at the top of the document, it
pronounced it as zero seven slash zero eight slash two thousand and six. Also anytime
that it reads the word toolbar it does not sound clear. With the PDF Accessibility Editor
you can change how these are read. To change how something is read in one instance in
a document you use the Word Pronunciation. To change how something is read
throughout the document you use the PDFaloud Global Pronunciation Option.

5’ Word Pronunciation I
1. Select and then click on the 07.

The Pronunciation panel is displayed (Figure 23-11).
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Pronunciation: 07/ (3]

Test

Make this a year

Spell aloud
Pause after

IIII Eﬂ

Pause before

[7] 30in to next word

]
B
1
o
B
[
i
m
i

Figure 23-11 Pronunciation dialog box

Type in the seventh. Click on g then OK. By clicking on Test you can

easily check how the selection will be pronounced with the change you have made.

Click on the 08 and when the Pronunciation Panel appears type of August. Click on

To see the effect of this change click on the @I button and then click on the date. It
is now read out as The Seventh of August Two Thousand and Six.

In order to complete these exercises you should have the PDF Sample document.

e You may find some years are pronounced incorrectly. For example, 2007 instead
of being pronounced two thousand and seven might be pronounced two zero

Make this a year

zero seven. If this is the case you can use the option.

e Where acronyms are used e.g. BBC, TUC, ITN etc. you may find that is tries to

Spell aloud |

pronounce it as a word. In this case you can use the option.

e If you find the selection is following on too quickly to the next word you can add a

paeatier |

e If you find the selection is being read too quickly after the previous word you can

rausebefore |

e In certain cases you may find that a word is being broken up into 2 sections. In

[7] Join to next word I
this case you select the first section and click on the check
box.

pause after the selection using the option.

add a pause before the selection by using the option.
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Where you want to change how a word is read throughout the document you can use
the PDFaloud Global Pronunciation Options.

El Options -~ |
6. Click on the

The PDFaloud Global Pronunciation Options panel is displayed (Figure 23-12).

drop box and select Dacument Pronunciation ‘

POFaloud Global Pronunciation Options @

Pronunciations: Pronounce this word:

E

Like this;

Speak

.

Mew | | Add

Delete |

[ QK ] | Cancel |

Figure 23-12 PDFaloud Global Pronunciation Options dialog box

7. Type toolbar in the Pronounce this word text box. Click on Speak button to hear
how it is currently read.

8. Type tool bar in the Like this text box. Click on the Speak button to hear how it will
sound.

9. Click on the Add button and then OK.

e

10. To see the effect of this change click on the
instance of the word toolbar.

button and then click on an

For some words you may have to type in the phonetic spelling of the word e.g. For Omagh
type Oma.

Exercise 5 Altering the order your PDF document is read

You will have noticed that the PDF document reads the Header before starting to read the
content and page number. Also, now that we have added Alternative text for the images it
would be good if they were incorporated. With the PDF Accessibility Editor you can
change what text is read and in what order it is read.

T, Flow (main) -
1. Click onthe drop down list and select Main document flow as
shown below:
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‘ Flow (main} F Al text Hj?

Paragraphs

Sentences

Main document flow

Page flow 1

|

Page flow 2 )

Page flow 3
Page flow 4
Page flow 5
Page flow &
Page flow 7
Page flow &
Page flow 9

Page flow 10

Figure 23-13 Flow (main) drop down list

‘ Flow (main} vI

Click on the button.

Click on the Date at the head of the page, then the title ‘Texthelp’s PDF Accessibility
Editor’, followed by the first paragraph.

Your PDF will look like this:

START (main))

B%57/08/2006

ﬂ'exthelp’s PDF Accessibility Editor

utput) of text and graphics contained in PDF fileg, This includes control over the finest of details suc
s reading the caption for an illustration. correct pronunciation of maths equations, and excludin
eaders/footers from the reading order]

EDF Accessibility Editor is a unigue tool used to set and control the precise reading order (speec?

Windows based plug-in for Adobe Acrobat, the PDF Accessibility Editor offers Users a means
=xtend the value of curriculum content that is bound by limitations of the PDF file format., For example
Jsing the Accessibility Editor with PDF files will allow;

Figure 23-14 Main document flow (1)

4. If you make a mistake, right click at the start of the text you have added incorrectly
and select Remove.

5. Continue to add all the other areas of text starting with a green arrow & until your
PDF looks like this:
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i PDF Sample. pdf (=13

START (main)

|| ¥

E Fextheip’s PDF Accessibility Editor
________________________________________________|]

v D [l [P ]

F Accessibility Editor 1= & uniaue (ol Used 1o S5t and coniral (s precies 1eading order (speecl
utput) of texdt and graphics contained in PDF filser This incudes contral over the finest of details su
s reading the caption for an illustration, carrect pronunciation of maths equations, and excluiny

{8 —— | o————— [ -

indows based plug-in for Adobe Acrcbat, the PDF Accessibility Editor offers Users a means
nd the value of curriculum content that is bound by limitations of the PDF file forma!] For example!
sing the Accessibility Editor with PDF files will all

E. the ability io create and read Ali Texig

t. prenunciation control over specific vocabulan)

E. o determins the resding sequence for text on 3 pagel

E to \mEEment mu\ﬂg\e geem flow controls per Eﬁﬂd

matched in its simaiicity, POF Accessibility Editor sets the standard for bringing comprehensivel
E ’ stomised speech oulput fo PDF documents!

BYs] PEF Accessibility Editor is available free of charge io all registered Users of Read&Write Gold

| Pages\{ Lavers\{ Signatures \“ Bookmarks

AT AQODE

elutions Netword,

[Fexthelp's Read&write 8 Gold|

Siudy Skills Toolh

E Caomiments \i Attachments

|| Paged —
ClE [id 4] 1 b PI] @ O] =

Figure 23-15 Main document flow (2)

6. To see the effect of this change click on the | @l button and then click on the date.
The PDF will be read in exactly the order you have specified. It doesn’t read out the
page number at the bottom unless you click on it.

We are now going to set up another flow to read out the Alt text we made for the
toolbar.

‘ Flow (main) ~ Page Flow 1

7. Click on the drop down list and select It
. . || v |Page Flaw 1
will now look like this aae o

Your PDF will now show all text and alt text which can be included in a separate flow
from the main document as seen here:
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main Aow B

[-=inA=-]'s PDF Accessibility Editor

headersifooters from the reading order.

using the Accessibility Editor with PDF files will allow:

i create and read Ali Texis
[inn control over specific vacabulary
ent multiple spesch flow controls per page

ine the reading sequence for text on a page

—lpeech output to PDF documents

A1 AQODE

olutions Netward)

[meinfor]'s Read&Write & Gold

or those with literacy neede;] New features include -

|
jlr;\ Fioww cn] |+ [ivaes] | Iy vvu-uwwnunlul

—ibility Editor is a uninue taol used 1o sst and control the pracise reading order (speech
and graphics contained in POF fileeg] This includes control aver the finest of details such
a5 reading the capfion for an illusiration, correct pronuneistion of maths equations, and excluding

ased plug-in for Adobe Acrobat, the PDF Accessibility Editor offers Users a means to

diue of curriculum content that is bound by limitstions of the PDF file format] For example,

- | its simplicity. POF Accsssibility Editor sets the standard for bringing comprehensive,

ity Editor s availsble fres of charge to all registered Users of ReadaWrite Gold.

8 Gold continues the fradition of innovative assistive technology software from

Fact Mapper - To help organise facts visually on screen

Improved Speech Maker With SAPI 5 Vaices

Activity Specific Toalbars with new icans

Expanded Prediction Database

Redesigned Daisy Reader Application

Pronunciation Tutor With SAPI 5 Voices

Mew User-Friendly Fact Folder

Study Skills Toalbar

Improved Installer

~age |

Figure 23-16 Main document flow (3)

8. Click on the Flow, Auto Flow, Alt text, Word Pronunciation and Options so it looks like

this:

_ _
I B oy Y ey [ i

9. To see the effect of this change click on the ! @
the toolbar.

button on the Flow in the image of

If you require any further help with using PDF Accessibility Editor please refer to the Help.

Options -

This can be accessed by clicking on drop down and selecting Help:

. 4 @Expurtv

Publishing eptions...
Document Pronunciation

Export options...

Help

About

Texthelp Systems Limited
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Exercise 6 Creating a Lexiflow book

In this exercise you'll learn how to create a Lexiflow book from a PDF that has been
scanned using Read&Write 9 GOLD.

Lexiflow is a secure and affordable solution to publish accessible, digital talking books for
students who require extra assistance with their reading. It enables teachers to create
talking Flash versions of books, to meet the increasing demand from schools for
accessible books and textbooks.

PDF Accessibility Editor tools can be used by teachers to ensure that the Lexiflow books
will be read in the in the way that they want. Students experience the exact representation
of the original book and can read Lexiflow books on PCs or Macs with Flash installed.
Dictionary, Translator, Sticky Notes, and Study Skills tools are also available in Lexiflow
books.

¥ The ability to create Lexiflow books is not available to users of Adobe Reader. It is
only available to users of Adobe Acrobat Standard or Professional.
Open PDF Accessibility Editor.
2. Open a PDF which you have scanned and saved using Read&Write 9 GOLD.

3. Click on the L= button on the PDF Aloud toolbar.
You will see the Browse for Folder window displayed.

4. Locate the folder in which you want to save the Lexiflow book and then click on the
OK button.

The Lexiflow book is created and displayed. The system automatically saves itin a
new folder within the one you have just selected. The new folder is given the same
name as the PDF file you opened.

5. Close Adobe Acrobat.

Locate the folder in which you saved the Lexiflow book and then double-click on the
toolbar.exe file.
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