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Using Office XP’s Accessibility Features

In Microsoft Office XP, there are two new accessibility features that are available to users, speech recognition
and voice recognition. You can use speech recognition to dictate text into any Office program. You can also
select menu, toolbar, dialog box, and task pane items by using your voice. Use handwriting recognition to enter
text into any Microsoft Office program by writing instead of typing. You can write by using a handwriting input
device — such as a graphics tablet used with 3-D drawing programs or Computer Aided Drafting (CAD)
software, or a tablet-PC — or you can write using your mouse.
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1. Open Microsoft Word 2002 by clicking START >
MICRSOFT OFFICE XP PROFESSIONAL >
MICROSOFT WORD. Note: The path to open Microsoft
Word may vary between computers that have different
installations of Office XP.
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2. Click the Microphone button that is

located on the O_I_ﬁceXP Language bar. ECorrection H ?Mmmphoﬂﬂ EAToals | e Handwriting = \Witing Pad | z) ‘ |_|_| X
This will start the speech Type a question for hel 7| X
recognition process. ETEDITE

3. If you do not see the Language bar, it may be minimized. Click

. . . Show the Language bar
the EN icon located in your system traty. Click the SHOW | wE ™ E oS vy
THE LANGUAGE BAR menu option. Then, repeat Step 2.

‘Welcome to Office Speech Recognition 2] x|
L. . %: i To increase the accuracy and reliability of speech recognition, you must
4. When the Speech Recognition wizard appears, uh| et
. e e 1. Adjust your microphone,
click the NEXT button to start the initial 2, Tirei 5= o sy ~=smEsfen
: This will take about 15 minutes, Please make sure you are in a guiet
Conﬁguratlon process' environment. Click Mext to begin the training process.
MNext = I Cance!
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Click the NEXT button to start the
procedure or click the CANCEL
button to return to Microsoft Word.

5.

FINISH button.

Using Office XP's Accessibility Features

Read the sentence shown in the image to
the right. This will adjust the microphone
according to the volume of your voice.

Click the NEXT button to continue.

Read the following sentence if you have a
headset microphone. The wizard will
repeat your voice once you are finished.

If your microphone is built-in, click the

CREATE

Challenging Regional Educators to Advance Technology in Fducation

for Mississippl

Microphone Wizard - Welcome

Wielcome to the Microphone Wizard!

This wizard helps you test your microphaone far use with
speech recagnition.

Before you begin, make sure that your microphone and
speakers are properly connected to your computer,
Refer to your microphone and speaker instructions for
mare infarmation,

If you are using a headset microphone, adjust the
headset microphone as shown, Position the microphone
50 that it is about an inch from the side of your mouth
and so that you are not breathing directly into it

To continue, click Mext.

Cancel |

< Back I Blext > !

Microphone Wizard - Test Microphone

Adjust Your Microphone Valurme

Read the following sentence in your everyday tone of voice
until the valume meter level consistently stays in the green
area:

"1 am using the Microphone Wizard, It is adjusting the
volume of my microphone,"

[ 1]

If the volurme meter does not move as you are speaking, click
Cancel. In the Speech properties of the Control Panel window,
click Audio Input to make sure you have selected the correct
audio device befare running the Microphone Wizard again.

To cantinue, click Mext.

< Back

Cancel |

Microphone Wizard - Test Positioning

Position Your Microphone

If you do not have & headset microphone, click Finish,

Read the following sentence in your everyday tone of voice:

"This papaya tastes perfect”

After a pause, a recording will be played back o you, If it
sounds |ke you are blowing into the microphone, reposition
the microphone, and repeat the above sentence,

When you have adjusted the microphone so that it does
not sound as though you are blowing inta it, click Finish,

Cancel

< Back I Finish !
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10. If you do not have a headset USB microphone, you will get the message shown below. Click the YES
button to enable speech recognition on your computer.

+ Speech Recognition il

Speech recognition may not work well on your computer. Speech recognition works best in a quiet ervironment with & high-guality,
close-talk (headsetf) USE microphone. Do you want to use speech recognition?

VYoice Training - Default Speech Profile

‘WWelcome to the Microsoft Speech Recognition Training
Wfizard!

The Microsoft Speech Recognition Engine needs 1o
collect some samples of your voice so that it can adjust
o your speaking style.

I1. A new wizard will now begin. This wizard will train
the computer to recognize the various
characteristics of your voice. Click the NEXT
button to continue.

Thig wizard will lead you through the training process,
Thiz will take a few minutes.

< Back Cancel

Pleaze fill in the following information:

\ithat gender are you?
@ Male " Female

12. Select the gender and the age range that
applies to you for your Default Speech Profile.

Heon old are ynu?
& 13 yrs, and. up 12 yrs. or less

13. Click the NEXT button to continue with

traming process.
< Back | Mext > Iy I Cancel
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14.

15.

16.

Using Office XP's Accessibility Features

Click the SAMPLE button to hear a sample
sentence that demonstrates the pace that you
should speak when using speech recognition in
Office XP. Click the NEXT button to

move to the next step.

Make sure that you are in a quiet room and are
reasonably close to the microphone that will
record your voice. Click the NEXT button to
begin the training.

Read the phrase shown in the image on the right.
When you are finished with the phrase, click the
NEXT button.
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Voice Training - Default Speech Profile

‘You will soon be asked to speak a few sentences which
will be used to learn about your voice.

When the sentence appears, read it in a natural and
even tone, Press "Sample” to hear how you should
read the sentence:

"This is & sample sentence."

To take a break press the "Pause” button, If you make
a mistake the system will automatically reset the text
50 you can re-speak those words. You can press the
"Skip ¥Word" button to skip words the system will not

Many words can be pronounced differently, like "te"
which can be "thuh" or “thee". Speak whichever comes
naturally,

< Back Next > I Cancel

Get ready to start training the computer o your voice.

Make sure your room is quiet, and that you
won't be disturbed for the next ten minutes,

Make sure your microphone is positioned
properly.

When you press "Mext" training will begin.

< Back Cancel

Welcome to the Microsoft Speech Recognition Training
Wizard. The purpose of reading the following text aloud is to
help speech recognition look for patterns in the way you speak.
As you speak, the training wizard will highlight each
recognized word.

Training is listening. Please read the phrase.

Pause Skip Wwiord |

’rTraimng Progress ‘

<Back

Cancel |
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VYoice Training - Default Speech Profile

Thank you for training.

17. Congratulations! You have completed the training
session for speech recognition. Remember that the
more training that you do, the better this feature
will work.

At first, speech recognition will only get 85-90% of the
words right for most users, As you do mare training,
accuracy will rise 10 around 95%.

If you feel that too many mistakes are being made, you
can always do some mare training later. The more
fraining you da, the better speech recognition will
wiork, ou can frain the sarme sessions more than

< Back | Finish I Canee]

18. To dictate in Microsoft Word, click the DICTATION button on the Language Bar. After clicking this
button, any word that you say will be transcribed into your Word document. The rule of thumb for
speech recognition is to dicate first and format your document later. This will speed up the process of
speech recognition and document creation.

] Correction || & Microphone | GRETEETET] S Yaoice Command I & Tools | 25 Hancdwriting
s WDictation Button | []x

19. To use the Voice Commands feature in Microsoft Word, click the VOICE COMMAND button on
the Language Bar. After clicking this button, you can use certain keywords or phrases that will allow
you to perform any function to the Word program or document. We have found that it is easier to use a
combination of voice commands and mouse operations for this facet of speech recognition.

CDrrel:iiDn || fMichphone | G Dictation | st ieile= 8E =10 |V0ice Cumm..é @TDDIS | & Handwriting i | — Iﬁlil
Voice Command DButton 3 Type a question for help /X
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Increasing Office XP’s Speech Recognition Accuracy:
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| J @Tools | AgHandwriting  E]Writing Pad | 2 |:|;|Eli|

1. To perform more training to increase the Speech
Recognition Engine’s accuracy, click the TOOLS
button on the Language bar. This will generate a

drop down menu. Click the TRAINING menu
option to start the Training wizard.

Learn fram document... pe & question for help =X
Options...

¥  Show Speech Messages
Iralm%... Docurment v X
Add/Delete Woard(s)... s
Save Speech Data Enney 03 Setl Celldoc
Current User p | docurments..,

2. Choose a passage to read to the Speech
Recognition engine. Click the NEXT button
to continue.

3. The following steps of the wizard are not shown,
but these steps are exactly the same as the steps
completed at the start of this document.

Yoice Training - Default Speech Profile

Please select a session for training. The more
sessions you read, the better speech recognition will
work, You can train the same session maore than once,

Aesop's Fables
Rill Gates describes - The Road Ahead, Second VWersior
Excerpts from - The Problems of Philosophy by Bertrar
Excerpts from "The Fall of the House of Usher" by Edg
Excerpts from SUMMER, by Edith Wharton

Excerpts from The War of the Worlds by H.G. wells
Infrocluction to Microsoft Speech Recognition
The \Wizard of Oz - by Framk Baurn

4| |

< Back | ext > hl

Cancel |

Handwriting Recognition in Office XP:

1. If you want to write instead of speak to one of
‘ = = 0 =
your Office programs, click the WRITING @Tools | & Hendwing mwr't_'hg Pad | @ || =15 %]
PAD button located on the Language bar. i = i,
Write Anywhere
Drawing Fad

2. This will generate a drop down menu. Click

<O

On-Screen Standard Keyboard
On-Screen Symbol Keyhboard

the WRITING PAD menu option to open the =_
writing pad window.
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3. If you want OFFICE XP to convert your handwriting to text, click the TEXT button to activate this
feature. Begin writing in the whitespace located above the blue line. You can write either with your
mouse or a electronic writing pad.

[=] 74

= Space t+

— Tm + : &

7 O «
4. If you want OFFICE XP to convert your text to handwriting, click the INK button to activate this

feature. Begin writing in the whitespace located above the blue line. You can write either with your
mouse or a electronic writing pad. This feature is useful for digital signatures or mathematical equations.

(=) &7
= Space t
oy
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S @ «
Useful Web Sites:
. Speech Recognition Voice Commands —
http://office.microsoft.com/assistance/2002/articles/oMoreSpeechCommands.aspx
. Speech Recognition System Requirements —
http://office.microsoft.com/assistance/2002/articles/oSpeechRequirements.aspx
. Examples of Speech Recognition Uses —
http://office.microsoft.com/assistance/2002/articles/oSpeechExamples.aspx
Contact Information:
Voice: 662-325-5009 Web site: http:\\www.create4ms.org
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