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1. INTRODUCTION

Read&Write 8.1 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 8.1, 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 8.1 facilities

e Additional Exercises — these further exercises will help you learn additional skills
that are not necessarily fundamental to the running of Read&Write 8.1

e Teachers Toolkit —these exercises are designed for use by teachers and trainers
only. They provide instructions on how to use the Teachers Toolkit to set up the
system for students and to monitor student activity and progress
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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 8.1 toolbar
e position the Read&Write 8.1 toolbar

e customize the toolbar.

Exercise 1 Logging into the system

1. Click on Start on the Windows desktop. Select All Programs, Texthelp Systems, then
Read and Write 8 and then Read&Write, as shown below:

# Tookit
4 Readawrice Gold

Figure 2-1 Read&Write 8.1 Menu

i Texthelp Systems " i Read ind Writes >

) Paint Shop Pro s ’

The Texthelp Login window is displayed (Figure 2-2).

TieAhiclp Login User Group drop down list
/
User Group ‘Eu?a.!.s /v/
Logn e | | | i ;
— 1 Login Name drop down list
Passwon d
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 8.1 to work for you. Follow each step in the
wizard to customize your version of the software.

2. 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.

3. Click on the Login button. After a few seconds you see the Read&Write 8.1 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 8.1 toolbar does.
1. Look at the following table (Figure 2-3) and take note of what each button does.
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T

ABC
Spell Check button

Word Prediction button

E

D|ct|onary button

Word Wizard button

q

#
Show Homophones
button

(=

-
) _L_ b
Sounds Like
(Homophone) button

&

Hide Homophones
button

ator button

&

Rewmd Speech button

4

Play Speech button

H

» -

=

Hj'

Highlight blue button

Pause Speech button Forward Speech Stop Speech button Daisy Reader button Highlight yellow button
button
ab/ ab ab ab/ | :
== | / ‘ -/} | / 2™

Collect highlights
button

nghllght green button nghllght pink button Clear highlights button

‘

Summary button

Help button Change Toolbar button
and Read and Write

Menu button

Undock the Toolbar
button

[

[

Figure 2-3 The Read&Write 8.1 toolbar

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 7.

You can also use hotkeys to access the facilities on the Read&Write 8.1 toolbar.

For more information on setting up and using hotkeys, refer to Exercise 1 ‘Setting up
hotkeys’ on page 43.

Click on the E| 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 tick beside it:

v Show tooltips on boolbar

Hover your mouse over the [; button. You see the tooltip ‘Spell Check’. Hover your

mouse over the button. You see the tooltip ‘Word Wizard'.

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 @ 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 H drop
down list beside the appropriate button on the toolbar.
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=

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

example, the ABC) drop down list, you must click on the E| 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 @ 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 m 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 m drop down list and make sure the My Features option from the Current
Toolbar sub-menu is selected.

Click on the @ drop down list again and select General Options.
You see the Display tab of the General Options window (Figure 2-4).
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& General Options @
L i >
= | e | LB y
 [ROTREYZ] | [STHILAR] [AUTOTERT]
Dizplay settings
Toolbar buttons visibility
Current toolbar Duentioslior Mfcaltyes
v Speling Al
¥ Prediction |
. v Dictionary
Toolbar buttons list box __| Wiz

Show hamophones in MS Word
Get homophone suggestions
Hide homophanes | o

Toolar appearance and size

I Auto hide the toolbar when docksd Sm a” ICOHS WIthOUt
I Make trarshacent when undockdd and unussd text radio button
Toolbar icon settings
S | t . t d d | t Select anicon set Small icors without text
elect an icon set drop aown lis Prolasiond. || & Smallicons with text
p e e ™ Large icons without Iext\ —
e Small icons with text

radio button

0K Cancel

Figure 2-4 Display tab

3. To customize the current toolbar option you selected in step 1, de-select the following
check boxes in the Toolbar buttons list box:
e Word Wizard
e Get homophone suggestions.
Select the Small icons with text radio button.

5. 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
Homophones buttons. Now go back to the Display tab and return the toolbar to its
original settings by completing the following steps:

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

7. Make sure the following check boxes in the Toolbar buttons list box are selected:
e Word Wizard
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 is another toolbar available from the Current Toolbar menu. You can also use
the Display tab to customize this to suit your needs. This toolbar is:
e All Features — all buttons on the toolbar are visible

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

Page 8 Texthelp Systems Limited



Read&Write 8.1

3. READING TEXT

V.

In this section you'll learn how to:

select a system voice

specify how you would like words pronounced

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

read text on web pages

read Daisy books

navigate a Daisy book

Exercise 1 Selecting a system voice

Before you begin this section, type the following text into a blank MS 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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Select a voice
drop down list

———————Hftciosolt Mike v

oice setlings
SAPI 5 speech

Select & yoice

Search for other installed voices ?

* Speech Options EJ
b@ 2 4] E
Pe (B | J
| e |

1=
5

<J
@
=)
e

5ec
Test woice

Ok Cancel

Search button

— Pitch track bar
—— Speed track bar

— Volume track bar

— Test voice button

Figure 3-1 Speech tab

Select ‘Microsoft Mary’ 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. You'll probably find that Jill or Tom sound the best. You can also click on the
Search button to search for other speech engine voices.

8. Click on the OK button.

Exercise 2 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 ..g|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 3-2).
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Pronunciation
list box

e [ B [ E
Be = bt |

EEEEEE | EATLIRE [FiGHLGHT]
Modified pronunciations

Edit Fronunciations

Czio | Porource i fo Pacr
T

Like this: e.g. Paching
Oma

e i

Ok Cancel

Figure 3-2 Say Like tab

Pronounce this
text box

Like this text box

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

3. Type Omainto 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 3

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 ..t|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 3-3).

Texthelp Systems Limited
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* Speech Options @
® | B LE

e S | bJ =
Auto read settings
Speak as | type settings

I WOU|d “ke to use Speak —— v | would ke to use speak as | type

as | type check box

Speaking options

v Speak on each letter

Speaking options ——
check boxes

Iv Speak on each word

I Speak on each sentence

Secreen reading settings

I would like to use screen

readmg check bOX —— T | would like ta use screen reading

Check the items to be automatically screen read
v/ Buitons
Lists

Screen reading —
check boxes

T Test
Other

oK Cancel
Figure 3-3 Autoread tab

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

3. 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.

5. Click on the ..£|drop down list on the toolbar and select the Speak As | Type option
to stop the system from reading each letter and word as you type.

Exercise 4 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've trouble reading or understanding items on the screen,
e.g. menu options and button labels.

1. Click on the ..£|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 3-3).

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

3. 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.

4. Hover your mouse over the tl button on the toolbar. You hear the system say
‘Play’.
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5. 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.

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

Exercise 5 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. 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 3-4).

* Speech Options @
® S |l | =1
- [HGHCHT]..
. i i . . Speech highlighting settings
Speak Wlth h I q h I I q htl n q n Speech highlighting methods
document radio button " Speak with highlighting in document
" Speak with highlighting if Text Reader
Speak using one word =~ ————1——— spesk wsing ore word display
d | S p I ay ]’ad|0 button " Speak with no visual display
Chosen speech highlighting method options
Use one word display
Font name Highlighting colors
Comic: Sans M5 » - ‘wiord color
Options section — Eiteiz Sentencs color
18 w
word
oK Cancel

Figure 3-4 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.

5. 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.

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

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

click on the !_ button:

It was dead quiet and empty black, except for the starlight.
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10.

11.

12.

13.
14.
15.

16.

17.

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

Keep your cursor in the same position and click on the @j button.

You see each word in the previous sentence displayed in the popup window as it is_
read aloud. You can also instruct the system to pause reading by clicking on the 'i

button or stop it completely by clicking on the ! button.

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 8.1 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

P

click on the "1 putton:

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 colour 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.
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Exercise 6 Reading text on web pages

In this exercise you'll learn how to use Read&Write 8.1 to read aloud text on web pages.

1. Click on the .F drop down list on the toolbar and make sure the Web Highlighting
option has a tick beside it as shown below. A tick means that it is enabled.

|¢ Wweb 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 hear the text
read aloud. You can also use the other Speech buttons on the toolbar to stop, pause
or read the previous or next paragraphs.

™= Read&Write 8.1 will read aloud any of the text that is under your mouse.

Exercise 7 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.

1. Click on the .-F 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

2. Click on the @ button on the toolbar.
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.

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

P

o if web highlighting is not switched on, click on the "I button on the Read&Write

8.1 toolbar.
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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 Close button when you are happy with the settings.

Exercise 8 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

. — displays the previous page in the book

N
. udl displays the next page in the book

. ” — displays the last page in the book.

Insert bookmarks in the text. To do this:

at

Click on the L=/ button. You see the Save Bookmark window displayed.

Type Bookmark1 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,

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

cp

and then click on the button.

want to view the next instance, click on the button again.
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4. SPELL CHECKING

4

In this section you'll learn how to:

e use the Spell Checker

set up general spelling options

e use the Auto Correct file

e 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 MS 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 mis-spelt 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
quiet 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 on the @ button on the toolbar. You see the Spell Helper window displayed
(Figure 4-1).

< Spell Helper

After the crop duster's old pickup puled away and its tail lights
disappeered down the road towards Bannack. | sat an my suitcase and
looked arround me.

Original word text box —poed | @8 € o Clush C Adestive © Ade
palstte | |Drawn toward the source of the force; "this exercise must
| played be done with the arms pulled back".
uled
Word list box — el
i 'L ] Move to next error
EI:nde 7 | ¥ Move to next enar sfter solving tis ane after solving this one

check box

Add custom

Change all

%

Auta Carect

Change

lgnore:

Error Type: Consonant sounds 5_\:\.3

Figure 4-1 Spell Helper window

The first mis-spelt word in your document is highlighted in the Original word text box.
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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 mis-spelt word when you
have finished correcting the current one.

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

¢ Change button — select a word from the Word list box and then click on this
button to change the mis-spelt 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 mis-spelt 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 mis-spelt 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 mis-spelt word.

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.

Click on the @ 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
(Figure 4-2).

< Spelling Options @

=
s
T SETTING:)
Ignore list

|gnore words which begin with a-capital letter Al
|gnore words which are- all in CAPS
i upper and lower case

Ignore list section

*four search methods

Your search | Search for anagiams =

w| Search for extra letters

methods section ! Search for missing letters
+ Sesrch forincarrect t letters
! Search for joined wards i

Vonabulay

UK Englsh =
| US Englsh
Aushalian

Vocabulary section

Seience
Medical i

™ Advancs d options oK Cancel

Figure 4-2 Settings tab

Select the 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.

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 mis-spelt words and to spell check as you type.

1. Click on the @ 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 E]

% w > 4
v (& ) |
| o] | | | [PromeTiEs] | [ros] |
Automatic comections
Use automatic corrections to replace Autematic conection seting
the text as you type check box — ——F——— Use automatic conecions to eplace the text as you e
Edit automatic corections
Common Emrar; _Congction: - .
Common Error text box ——F————tgana [ arammar ——F+——1— Correction text box
[gramar will be replaced by grammar]
Mstake | . .
Paragraf — Tl AutomatIC COI‘I’ECtIOI’lS
adn .
list box
teh
New nge Q:afele
Advanced options  —¥ Advanced optians K. 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 @ drop down list on the toolbar and select Spell As | Type.
Type the following text into your document:
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T 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 mis-spelt words in your
document.

His gramar was poore.

Notice how the Spell Checker automatically corrects the mis-spelt 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 @ drop down list on the toolbar and de-select Spell As | Typeto
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 mis-spelt
word.

To add words to the custom dictionary:

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

|
CUETOr |
ioti Custom Dict
Current custom dictionary el ‘ Change the
text box ————TE"\Pragiam Files\Testheln Systems\Flead And Wita 84 | WK custom dictionary
- button

New word text box

——feninack
Bannack

Custom dictionary ——3— '\4\%
list box Aakd word
AB(

™ Advanced 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.

3. 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 mis-spelt words and review your

spelling log.

1. Click onthe ﬁ:ﬁ 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 History tab (Figure 4-5).

Recent errors list box

Advanced options check box

£ Spelling Options @
= -& Py »
v ¥ ot e
Usage data
Recent emars Suggestions |
adn Sungestion E o tpe: A
amound
Hicasnsaied pulled Conzonant sounds
b palette Conzonant zounds
| played Consonant sounds
ruled One wrong character
piled Phanetic mapping
pulsed Missing character
paled Phoretic mapping
plied Congonant zounds
pled Conzonant sounds
purled Mizzing character
pulz One extra letter
peeled Consonant sounds
plead Consonant sourds
polled Consonant sounds
poolkd Conzonant sounds
plai Congzonant zounds »
| £ | 5
3
e
Clear all

-V Advanced options

0K Cancel

Figure 4-5 History tab

Error type column

Suggestions column

3. 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.

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

—
EJ
Auto add

# Spelling Options @
T - 4 7 | = 1
i | CA |
|+ ¥ - | |
IO | [pomorETE] || [FEToRY] | [FAORETES] ....[LE
Spell log
Emaor Conection Emor type Date
disappeered disappeared Consonant sou  24/01/2006 12;
armound around Conzonant sou. 24201 /2006 12
adn and Phonetic 24/01/200612

=
Piintlog Cleat log

W Advanced options

Ok Cancal

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

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. MS 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 mis-spelt 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 8.1 will be able to use the
phonetic mapping ‘f = ph’ to solve these errors.

Read&Write 8.1 can also solve spelling errors where there are many phonetic errors in
one word. For example, if you type ‘nolij’, Read&Write 8.1 uses the phonetic mappings ‘no
= know’ and ‘ij = edge’ to solve the error and suggest ‘knowledge’.

1. Type the letters noledge into your document.

FA
2. Highlight the word you've just typed and then click on the ABE button on the toolbar.

You see the Spell 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.

F 4
4. Click on the ABC) 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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. Spelling Options

~REE
|

Phanetic map

&

[T HATI

.El“

Inuse | Syllable

Phonetic map list box ——

¥ mn
¥ moos
v n

v i
Vs
|
I~
¥ ode
v odent
v off
¥ oo
¥ omr
v

onot

Advanced options check box

Replacement
mming
T, mse

5 Advanced options

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.

Texthelp Systems Limited
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5. PREDICTING TEXT

v v

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 specify how you want the Prediction facility to learn

e set the prediction context level

e set up phonetic replacements.

I

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.

| &
1. Open a new blank document in MS Word and then click on the i_-‘;‘i,! button on the
toolbar to display the Prediction window.

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

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: @
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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. Dictionary - Basic Definitions

v al " Nour Ve "4 i

!ﬁ. ‘Their' shows that samething belongs to someone, "It is their car’

Displaying simple synanpmes of 'Their' (Speech Type: All)

R

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 @ button.

Exercise 2 Changing the appearance and behaviour of the Prediction
window

1. Click onthe drop down list on the toolbar and select Prediction Options.
You see the Display tab of the Prediction Options window displayed (Figure 5-2).

£ Prediction Options @
> | @
e |
Display seflings
Prediction vindow display
Font name L L —
| Comic Sans Ms v - Background color
R Forsaround color | |
12 L = Color palettes
Highlight color
B| I |
Transparent J Dpaque
Frediction window behaviour
Prediction window — B
: : Litton:
bEhaVIO ur section | L] Indicate words that are homophones V_:
Frediction word clicked behaviour (L Ty p e th e wo rd Wh en
" Speak the word when clicked Tupe the word when clicked c I | c ked rad |0 buttOI’]
[~ Advanced aptions oK Cancel

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

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

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.

Select a font size of 20.

Click on the ij 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 ij 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 E
| ﬂ..? |

=

Speech settings

Speak when mouse pointer
hovers over word check box
Automatically speak the
list of predicted words
check box

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

Speak prediction listitem seting

———  Speak when mouse pointer hovers over word

Speak complete prediction list settings

——— Automatically speak the list of predicted words

/ Loop back to the first wiord after all predictions are spoken

‘'t time period betare starting :J 2secs

Pause time period between wards \) 2.29 secs

Foreground color of word when speaking list

- Backgound color of word when speaking list

ok Cancel

I Advanced options

Wait time period before
—starting track bar

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.

3. De-selectthe 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.
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10.

11.

12.

13.

14.

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.

=Y |
Open a new blank document in MS Word and then click on the @ button on the
toolbar to display the Prediction window.

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:
| 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 3 button on the top right-hand corner of the Prediction window to close
it.

Exercise 4 Specifying how you want the Prediction facility to learn

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. This 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.

=Y |
Click on the @ drop down list on the toolbar and select Prediction Options.

You see the Display tab of the Prediction Options window displayed.
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2. Select the Advanced options check box in the bottom left-hand corner of the
window.

3. Click on the Learning tab (Figure 5-4).

£ Prediction Options

#

| Q] | e e "wf
| [OFiAY] | [FEEGR] FROMETICE] | [ConmexT] | EDITLETH |
Learning settings
Word learning settings
Spell check each word — 77 = sosl check ssch word bifure lsaming

before learning check box

[V asutomatically leam as | ype

Leain custom predictions

]
Learh vocabulary patterns from a plain tewt file 9|
FEile

Learn vocabulany pattems from the chpboard l_l
Clipboard

Learning stalus: Complats

(e e

Advanced options T |¥ dvanced options S R

check box

Figure 5-4 Learning tab

4. Make sure the Spell check each word before learning check box is selected to
make sure the Prediction facility does not learn any mis-spelt words to the Prediction
database.

5. Click on the File button.
You see the Open window displayed.
6. Select a file with a ™*.txt' file extension and click on the Open button.

The words and phrases in this 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 from text that you've copied to the clipboard when
you click on the Clipboard button.

Exercise 5 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 onthe E] 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 5-5).
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£ Prediction Options
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Figure 5-5 Context tab

2. Make sure the Show context sensitivity accuracy using indicators check box is
selected.

3. Drag the Context track bar from ‘More suggestions’ to ‘Better context’ and then click
on the OK button.

4. Click on the ij 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.
5. Open the Context tab of the Prediction Options window again.

6. Drag the Context track bar from ‘Better context’ back to ‘More suggestions’ and then
click on the OK button.

7. 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.

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.
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Exercise 6 Setting up phonetic replacements

In
Pr

this exercise you'll learn how to set up phonetic replacements which will be used in the
ediction facility. Sometimes people make the mistake of spelling words phonetically. For

example, typing ‘fone’ instead of ‘phone’. Read&Write 8.1's phonetic prediction can use
phonetic mappings to help suggest the words that you are trying to spell.

Click on the ij button on the toolbar. You see the Prediction window displayed.

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

Close the Prediction window.

Click on the ij 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).

'

Wy | dom

TErpnInG] | [FRORETICS] | [CORTERT]

YQ:

Predict words using the

phonetic replacements
listed below check box

——— Piedict words using the phonetic replacements listed below

Phonetic map

Inuse
v &
v oo
| K o |
Ed T
¥ ko
le

Syllable Replacement
augh

pspch

edge

cho

[ ele

v prieu

¥ sick sy

W Select to use all phonetics

Phonetic map list box —

Mew

¥
Delete

oK Cancel
Figure 5-6 Phonetics tab

Advanced options
check box

—/ Advanced options

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

™. 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.
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6. USING THE DICTIONARY

v

%

In this section you'll learn how to:

use the basic and advanced dictionaries
search for web definitions
use the Word Wizard.

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 E drop down list on the toolbar and select Basic Definitions, then click

Dictionary meanings —4—

on the E 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

. Dictionary - Basic Definititins

- 3 happen

1. Docur, "When did the accident happen?"’

EA RN
Search 4 pla

o] ol
| |happens

‘happened

2. Do something unexpectedly or by chance, "'l happened to find this in your
oo Ihappening

—— Inflections/Synonyms
list box

list box

Displaying simple synonyms of *happen' [Speech Type: Al R\J

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.

Click on the first definition and then click on the tl button on the Read&Write 8.1
toolbar to hear it read aloud.

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

Texthelp Systems Limited
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You see a list of definitions for the word ‘approach’ displayed in the Dictionary
meanings list box.

6. To close the Dictionary - Basic Definitions window, click on the X 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 E drop down list on the toolbar and select Advanced Definitions, then

click on the E 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/Synonyms 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

.-! I button on the Read&Write 8.1 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 8.1 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 D drop down list on the toolbar and select Web Definitions, then click

on the == l_ 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).
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# Manual Text Search @

Eriter text to search for at selected
wieh site:

Dictionary.com

§-slranger|

Cancel

Figure 6-2 Manual Text Search window

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’.

Click on the 3 button on the top right-hand corner of the window when you have
finished viewing this page.

Exercise 3 Using the Word Wizard

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

1.

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

Click on the @ 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 6-3).
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@ Difterert kinds of ‘tree! ?p Moun - Sense 1 lqj

Figure 6-3 Word Wizard

7. 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.

8. Select ‘'stump’ from the Synonym list box and then click on the Replace button.

‘Stump’ replaces the word ‘tree’ in your text.
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7. USING THE HOMOPHONES FACILITY

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

v

Type the following text into a blank MS 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.
2
1. Click on the |“£2] button on the toolbar.

You see the Same Sounding Words window displayed (Figure 7-1). 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’.

4 Same Sounding Words

Put the magazine here and clothes the window pleas.

close ": ta shut

clothes Word meaning list box

Homophones list box

rL Move to next
l Move to next homophone after this check: homophone after thlS
- ‘ check check box

"
S

thions

lgnore Qlways.lﬁn.ore Beplace

Ry

Figure 7-1 Same Sounding Words window

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’.

Texthelp Systems Limited Page 35



Read&Write 8.1

10.

11.

12.

13.
14.

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 { 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’.

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’.

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 7-2).

& General Options @

o=y |
] | Eeiy '
=y |l | Wb g

Homophone settings

Hormophone English version
" Australian
(v UK/ Canadia
Cug

Homophane groups

Homophone database
& Al homophones
" Basic homophohes

Search for a hamophone }
pleas :‘g
Search

Word Meaning -
pleas requests for help .
please torgive satisfaction, pleasure o contentment Mean n g COI umn

w

=y =
Save Del word. Del gioup
[ it cclen i s e Resetignore fit
ok Cancel

Figure 7-2 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.

To complete the remaining steps, you must use a Read&Write 8.1 toolbar that allows
-y
%

4
you to view the and buttons on the toolbar. By default, the My Features
toolbar does not allow you to view these buttons.

For information on switching between each of the Read&Write 8.1 toolbars, refer to
Exercise 4 ‘Setting up toolbar display options’ on page 7.

= >
™ The E and E buttons are only enabled in MS Word.

-
15. Click on the button on the toolbar.

The homophones in your text are highlighted in blue again.

»
16. Click on the E button on the toolbar to hide the highlighted homophones in your
text.
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8. USING THE READ&WRITE 8.1 CALCULATOR

In this section you'll learn how to:

e use the Standard Calculator

L

Exercise 1 Using the Standard Calculator

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

1. Click on the Jdrop down list on the toolbar and select Standard Calculator.
You see the Standard Calculator window displayed.

2. Select the following options from the Speech menu:
e Speak on Click
e Confirm on Equals.

3. 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

¢ make sure the Show Audit Trail option is selected.
4. Click on the following buttons: 5+ 9+ 4=
T 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 8-1.
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B standard Calculator
File Edt View Speech

NPt DSy
pe| ] o 8] ] =]
0 I T T

Divide [ Hem:

Audit Trail

Figure 8-1 Standard Calculator window

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

Exercise 1

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 text in MS Word and in Internet Explorer using
different colors. You can then collect the highlighted text and insert it into a new
document.

Read&Write 8.1 also allows you to summarize text in your document/web page using
Study Skills.

To access Study Skills, click on the @J button until you can see the Study Skills
buttons. The tooltip for this button will help you identify the buttons you need.

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 type www.texthelp.com into the Address
field to display the Texthelp homepage.

ab,:’ I

2. Highlight the first paragraph on this page and then click on the [=“! (Highlight green)
button.

Read&Write 8.1 highlights the text in green, as shown below:

Texthelp Systems Ltd is the worldwide leader of literacy software solutions provided through three core business divisions

ab/’i

3. Highlight the paragraph on ‘Education’ on this page and then click on the =33)
(Highlight pink) button.
Read&Write 8.1 highlights the text in pink.

4, Highliqhit the paragraph on ‘Government & Corporate’ on this page and then click on
the =1 (Highlight pink) button.
Read&Write 8.1 highlights the text in pink.

5. Highilight the paragraph on ‘Education Publishers’ on this page and then click on the
i/!l (Highlight pink) button.
Read&Write 8.1 highlights the text in pink.

6. Highilight the paragraph on ‘Government & Corporate’ again and then click on the

a/
__(Clear highlights) button.
Read&Write 8.1 de-selects the highlighted text in pink.
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7. Click on the =5

(Collect highlights) button.

The Collect Highlights window is displayed (Figure 9-1).

[= Collect Highlights X

Choase the coloet to collsci
[¥] Colect yeliow (] Caligstblie) [+/] Colegt gresn

Cllect highlghts sefiing:

(%) Dider highlights by color ) Cieder tughlights by colection tlime
Colot collactions: zeparation Highlightad item: zeparstion
Paragaph » Hew fine v

[ ok |[ Cowel |

Figure 9-1 Collect Highlights window

8. Make sure the following options are selected:

e Collect green check box

o Collect pink check box

e Order highlights by collection time radio button

¢ the None option is selected from the Color collections separation drop down

list

e the New line option is selected from the Highlighted items separation drop

down list.

9. Click on the OK button.
Read&Write 8.1 collects the highlighted text and inserts it into a new MS Word

document.

10. Save your document and call it About Texthelp.

Exercise 2 Summarizing text for your studies

In this exercise you'll learn how to summarize text on a webpage. Read&Write 8.1 can
also summarize text in a document.

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

Click on the Publishers link at the top of the page:

3. Highlight all of the text on this page using your mouse.

4. Click on the ‘i%‘ (Summary) button.

The Summary Option window is displayed (Figure 9-2).
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Length af surmary

Fercent of aniginal

(752

[ oK ][ Cancel ]

Figure 9-2 Summary Option window

Make sure 50% is selected from the Percent of original drop down list.

Read&Write 8.1 displays the summarized text in a new document. Notice the
AutoSummarize toolbar also displayed (Figure 9-3).

AutoSummarize

~| «IEE-. b | close

Figure 9-3 AutoSummarize toolbar

Click on the E and E| buttons on the AutoSummarize toolbar to decrease and
increase the percentage of summarized text. Notice how your text changes as you do
this.

e

Click on the button on the AutoSummarize toolbar.

You can now see the original text displayed, i.e. all of the text on the Publishing
webpage. The summarized text is highlighted in yellow and the rest is displayed as
faded text.

Click on the button again to display only the summarized text.
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I“ "“ Additional Exercises

10. ADDITIONAL EXERCISES

Vi

V.

In this section you'll learn how to:

set up hotkeys

set up autotext

read text files and clipboard text

edit phrases in the prediction database

load your personal settings.

Exercise 1 Setting up hotkeys

You can set up hotkeys for each of the buttons on the Read&Write 8.1 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 10-1).

o |EE R |
[BEPLAT]  [RUTeTERT]
Holieys selection
Edit Hatkey
Hn_!Key combination Hotkey function
Ctrl &t S Speak current
HotKey combination I Feaatemiement - —————  HotKey function
list box list box
Delat
Hatk.ey combination HglKef ngctipﬂ o
¥ Control kes | .
;;M: - e 2 Il HotKey function
. . It key : .
HotKey combination | = i selection list box
section A - 1 e .
2 B | Keyboard access to taokar -
0K Cancel

Figure 10-1 Hotkeys tab

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.

Click on the Save button.

The entry is listed in the HotKey combination and HotKey function list boxes.
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Exercise 2

I would like to use abbreviations

5. Click on the OK button to save your settings and to close the General Options
window.

Type This is some text to show the hotkeys working into a MS Word document.

Click anywhere on the text and then press the Ctrl Alt and S keys on your keyboard.
You hear the text read aloud.

8. Open the Hotkeys tab of the General Options window again and try setting up a few
of your own hotkeys.

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 8.1 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 10-2).

2 General Options @

W | would fike to use abbreviations

check box
Edit abbraviations

Agh aaaaa t!gn

HTML sl

EEC Abbreviation text box

dd

Representing parsaraph
stalight

LLLL Representing
paragraph text box

Abbreviations list box

oK Cancel
Figure 10-2 Autotext tab

3. Select the | would like to use abbreviations check box.

4. Type slinthe 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 MS 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 3 Reading text files and clipboard text

Exercise 4

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 .F button on the toolbar to hear the sentence read aloud.

Click on the E button to close the Text Reader window.

Click on the .F 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 8.1 toolbar as required and then click on
the X] button to close the Text Reader window.

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.

=Y |
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 Edit Lists tab (Figure 10-3).

Texthelp Systems Limited Page 45



Read&Write 8.1

£ Prediction Options

&
.
N

[ | ¢
= i W =
| [OEPLAY] | [SPEEC LERRIIFG] PHOMETICS [COMTE:T]|

Edit customized predictions

Prediction database

Custom prediction file _ I _ All prediction files
I’adIO button ————————&" Custom prediction file Al prediction files I’Fldin hll”ﬂn
Prediction phrazes
Search for phrases seachtoiessinle o
starting with text box ek I Semch
Prediction phraze Containing file
deadinthe Care English [UK]

Phrase search
results list box

f ‘ =

Advanced options

CheCk bOX —— ¥ Advanced options L %
Figure 10-3 Edit Lists tab

2. Select the All prediction files radio button to specify that you want to search for a
phrase in all available prediction databases.

3. 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:

4. 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.

5. 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

10-4).
Add a new word or phrase (=)
Mew word or phrase ta add .
New word or phrase - i e[ Other radio button
to add text bOX —— dead quiet " Yerh ¢ Moun & Other

Add a single word

Enter some THREE word phrases af the word
being used in context, “Your word should NOT
be at the beginning of these three phrases.

[Itwas dead quiet

j%ihe iz dead quict
Phrases text boxes —]

‘-j[hey were dead quist

oK LCancel

Figure 10-4 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 Itwas 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 @ 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 ‘quiet’ or use the appropriate function key to insert it into your
document.

Exercise 5 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.

1. Click onthe @drop down list and select Take settings home.
To load your personal settings at home:
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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11.

Exercise 1

USING THE TEACHER'S TOOLKIT

¥

W

In this section you'll learn how to use the Teachers Toolkit to:
e set up feature sets

e set up 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.

™= In order to complete these exercises you must have the Teachers Toolkit installed on
your computer.

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 2 on page 10.

To access the Teachers Toolkit, click on Start on the Windows desktop. Select All
Programs, Texthelp Systems, then Read And Write 8 and then Toolkit, as shown below:

l M Read Andwrites » | 28 Toolkic

g Readawrits Gold

rﬁ Texthelp Systems

ﬁﬁ Paint Shop Pra 5 b

Figure 11-1 Teachers Toolkit Menu

You see the User Settings tab of the Read and Write Teacher’s Toolkit window (Figure
11-4).

Setting up feature sets

You can set up feature sets and then assign them to users. These feature sets determine
which Read&Write 8.1 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 8.1
facilities.

1. Click on the Feature Sets tab (Figure 11-2).
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w! Spesch Options Didog
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Save & Exit

Figure 11-2 Feature Sets tab

Click on the New button. You see the New Feature Set window (Figure 11-3).

DE®

24 New Feature Set

]N o Optiong

Figure 11-3 New Feature Set window

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.

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 8.1 Options
windows.

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 8.1 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 11-4).
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+% Read and Write Teacher's Toolkit

Liser Seftings | Fealuee Sets | Piediction | Dictionaty | Sap Like | Spefing Logs | Astivity Lags | 14| *

New button in

H 1 "'T"Ei =‘J B Wi .
Groups list box D & ey | Emesten i kel Groups section

Mathez 201 Dishietie that cumanitly seictad Gioup

ity v Dot | flesiloomoved o theDeta

Lzars in the cumeri Group Uizar Managanent

P ——. Aszgred Fealuie Set | Exam
L bwam - Aqagred User Group.: Engleh 107

3l Shacn Dbt
Steye Menagh Edil Edit tha-curarily relechad wser

Users in the current Group gt . New button in User
i Fianss Reney —fo O Management section
ancis Fsing
IISt bOX Jobin Smith Deleie Dt thes cutrerithy chesckoed Llseds| g

Aerid Sith
S;q:chl_I:; _ Mew | Ciesteanew Shaed|D
ey Feslure Stz and Uz Groups
Jamss Black Apply featine st to curenily checked uss(s)
Jack Whis lieplaces user's cuinant feahie s=i]
Sheven Jones
Ede! Moss | Detauit )
Simon B
MZTM;$| - Mo cunently checked ussifs] ho a group

Irplaces Uzer's cunent group]

I Sort Liser List [Defau S S

Check 2l Uncheck 41 | Bt |;e§;ta:;;:;kch:ﬂedu:=ll=l

Marage Logged on Users | Sava Changes |

| sasnge |

Figure 11-4 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 11-5).

24 Create New User Group Q|: \@
Hew Group name : | Class 14
Enter any nates here :

Ok Cancel

Figure 11-5 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 11-6).

A, Create a new User account E“E\@

1 Haow will the new user login to Windows?

User |OgS onto WindOWS 7 lszer logs ont whdows using a unique login
using a shared login
radio button

— User logs on to windows using a shared login

Enter a login for the
new User text box

Erter a login for the new User {Me —a

Enter a Password for the User: ]filsttime

Enter a Password
for the User text box

Enter any notes here:

Erter any notes for the new user here.

Select a Feature Set
Select a Feature Set for the User | All Features j—— for the User drOp
down list

Select a Group for the Lser:

Select a Group for the
Goste | Cancel | User drop down list

Figure 11-6 Create a new User account window

Page 50 Texthelp Systems Limited



Read&Write 8.1

Exercise 3

© © N oG

Type the word Me in the Enter a login for the new User text box.

Select the User logs on to windows using a shared login radio button.

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.
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.

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 11-7).

Groups list box

Users in the current
Group list box

+A Read and Write Teacher's Toolkil

Geoups Create and distrbute Fredction Fies
[Defan ~ C\Temp'Biachemisty b
| {Engish 101
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| Englizh 102 v
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Tentheln ~
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Libszm Ak File 1o Build st

User Seftings | Featwe Sets  Pediction | Dictianaty | Say Like | Spefing Logs | Activity Lags | 14| *

clionr e — e

¥ Sharon ONeil
v Stews Menagh

Flemoree sebacted [ fam ki

Fila Descriphon:
|Prarks and fomers
File Mame:

|Bhop]
=

capy bo checked usais

StewenJones

Leam file: inho nevw prediction file, and___|

Edef Moz »

Wanage Prediction Filez
Chck: the button on the
tight 1o enable)/dissbie
predcban Hes for the
..... rily checked users

I™ Sen User Lint

TheckAl | Uncheck Al |

Tuen OnA0I
Fradtion Files

Manzge Logged on Users | Sava Changas

Save & Ext |

Figure 11-7 Prediction tab

2. Click on the Add File to Build list button.
The Open window is displayed.

Create and distribute
Prediction Files list box

Add File to Build
list button

File Description
text box

File Name text box

Learn files into new
prediction file and copy
to checked users button

~~_Turn On/Off Prediction

Files button

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.

5. 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.

9. 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.

= 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 11-8).

& Read and Write Teacher's Toolkit
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DICtlonary Add woeds tn the dichonai or append an exsting: defirifion Add Word tO CUStom
Word text box — & Addweid 1o custeen spelling dictionar
Snlelancw |compang f zpaling dictiohany p g y
Dictionan ‘Waid
check box

Enter Definition {Association beteeen indniduat: azgecialy on plassant of infimate b
——  Enter Definition text
Enter Synonym box

text box

EnterSunonn [isieed Gt

Add to Synonym list button ——F————)/ assSmmmis

Bemave from
FF Spmonm st

eyl e e o lH——1—— Save button

Clear all peeviously entered definticns:

Manzge Logged on Users | Save Changes Save kx|

Figure 11-8 Dictionary tab

2. Type Discombobulate in the Enter a new Dictionary Word text box.
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3. Select the Add word to custom spelling dictionary check box.
4. Type the following text in the Enter Definition text box:
Throw into state of confusion

5. Type upsetin the Enter Synonym text box and then click on the Add to Synonym
list button.

6. 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 11-9).

<\ Read and Write Teacher's Toolkit
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Checkal | Unchecks | ClesLogs | iew cheched oge inWaxd |

— in Word button

Menage Logged on Lsers | Save Changes | Save REst |

Figure 11-9 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.

MS 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 11-10).
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Figure 11-10 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:

Log In - time and date at which you logged on

Duration - duration of time spent on the system

Typed - number of words typed during each period
%Errors - percentage of errors made during each period

Learned Words - number of words learned during each period.

Click on the View checked logs in Word button.

MS Word launches and you see your activity log displayed in a new document.
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