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	Putting It All Together

	
	

	Remember: The more you use MS Speech, the easier it will become and the more accurate it will become.
	You have now been introduced to the advantages of speech recognition. You have also, no doubt, experienced some of the frustrations involved in using the software. Speech recognition is not perfect, but it is constantly improving. By learning the skills of both touch-keyboarding and speech recognition, you will be well positioned for whatever the future holds. The objectives of this lesson are to (a) compare your skill performance in typing versus dictating; (b) evaluate your performance in using MS Speech to create and format a typical business document; and (c) review basic speech commands.



	
	PRACTICE—Skill Comparison

	
	

	
	1. Continue training MS Speech by clicking Tools, Training and select a new passage to further train MS Speech to recognize your voice.

2. Dictate the following 100-word passage; after dictation, correct all errors.



	Do not forget to press or say “Tab” to indent each paragraph.


	     What is it that makes a person employable for a modern office position? It is really a mixture of skills, work habits, and attitudes. What is meant by each of these factors? To qualify for the office job that pays well, you must be well versed in word processing, records management, and office systems, and you need high-level English skills.

     Good work habits mean accepting responsibility for your work and contributing to the success of your firm. Take pride in your work and be courteous to all. 
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	When entering text, are you more proficient at typing or at dictating?
	3. Have someone time you as you take a 1-minute timed writing on the above paragraph. Do not correct errors. If you finish the paragraph, begin again.

4.  Record your speed and accuracy (total number of errors).

5. Now dictate the above passage for 1 minute, without correcting errors. On which method did you perform faster? More accurately?

	
	PRACTICE—Document Processing

	
	

	
	1. In Dictation mode, dictate the following letter. For the moment, disregard interpretation and formatting errors. 

	If necessary, refer to page R-5 in the Reference Manual of your keyboarding text for formatting guidelines.


The notation            means to say “New line” 2 times,” which is equivalent to pressing the Enter key 2 times.

 
	











	
	2. Proofread and correct any dictation or interpretation errors.

3. Switch to Voice Command mode and format the document.

	
	

	
	PRACTICE—Basic Speech Commands

	Remember that most MS Speech users combine mouse and keyboard with speech to format documents.
	1. Open a new document and practice the following common MS Speech commands until you can get the software to recognize each one.


Common MS Speech Commands

	Language Bar Commands
(all modes)

	Say:
	To:

	“Dictation”
	Switch from Voice Command mode to Dictation mode.

	“Microphone”
	Turn off the microphone.

	“Voice Command”
	Switch from Dictation mode to Voice Command mode.

	
	

	Navigation Commands
(all modes)

	Say:
	To:

	“Go to top”
	Move to the beginning of the page.

	“Go to bottom”
	Move to the end of the page.

	“Go to beginning of line”
	Move to the beginning of the line.

	“Go to end of line”
	Move to the end of the line.

	“Move up”
	Move up one line.

	“Move down”
	Move down one line.

	“Move left”
	Move one character to the left.

	“Move right”
	Move one character to the right.

	“Next page”
	Move to the next page.

	“Previous page”
	Move to the previous page.

	
	

	Selection Commands
(all modes)

	Say:
	To:

	“Select all”
	Select all text in the document.

	“Select number”
	Select the number of the correct alternative displayed as a result of a correction command.

	“Select paragraph”
	Select the entire paragraph in which the insertion point is located.

	“Select sentence”
	Select the entire sentence in which the insertion point is located.

	“Select that”
	Select the last word or phrase dictated.

	“Select word”
	Select the last word dictated.

	“Select word through word”
	Select a phrase by saying the first and last words of the phrase.

	“Select word(s)”
	Select the specified word(s).

	“Unselect that”
	Unselect the text that is currently selected.

	
	

	Editing Commands
(all modes)

	Say:
	To:

	“Backspace”
	Delete the character to the left of the insertion point.

	“Copy that”
	Copy the selected text to the Clipboard.

	“Correct word(s)
	Correct misinterpreted word(s).

	“Cut that”
	Delete the selected text and copy it to the Clipboard.

	“Delete”
	Delete the character to the right of the insertion point or the selected text.

	“Delete word through word”
	Delete a phrase by saying the first and last words of the phrase.

	“Delete word(s)”
	Delete the specified word(s).

	“Insert after word(s)”
	Move to the right of the specified word(s).

	“Insert before word(s)”
	Move to the left of the specified word(s).

	“New line”
	Press the Enter key once.

	“New paragraph”
	Press the Enter key twice.

	“Paste that”
	Paste the text from the Clipboard to the insertion point.

	“Scratch that”
	Delete the last recognized phrase.

	“Space”
	Insert a space at the insertion point.

	“Spelling mode”
	Spell out the next word. (Pause after spelling to return to normal dictation.)

	“Tab”
	Press the Tab key once.

	“Undo that”
	Undo the last action.

	
	

	Capitalization
(all modes)

	Say:
	To:

	“All caps that”
	Capitalize all the letters of every word in the last phrase dictated or in the selected text.

	“Cap that”
	Capitalize the first letter of every word in the last phrase dictated or in the selected text.

	“No caps that”
	Make all letters lowercase in the last phrase dictated or in the selected text.

	
	

	Inside Menus & Dialog Boxes
(voice command)

	Say:
	To:

	“Down”
	Open a dropdown menu.

	“Escape”
	Close a menu or dialog box without saving.

	“Expand”
	Display more buttons on a menu.

	“Name of a toolbar button”
	Execute the button command.

	“Name of menu, submenu, or dialog box option”
	Open a menu, submenu, or dialog box item.

	“Name of the tab”
	Move between tabs in a dialog box.

	“OK” or “Enter”
	Save and close a menu or dialog box.

	“Shift tab”
	Move to the previous option in a dialog box.

	“Tab”
	Move to the next option in a dialog box.

	Standard & Formatting Toolbar Commands
(voice command)

	Say:
	To:

	“Align left”
	Align paragraphs at the left margin.

	“Align right”
	Align paragraphs at the right margin.

	“Bold”
	Format text in a thick, heavy type.

	“Bullets”
	Insert heavy dots (() before lines.

	“Center”
	Align text between the left and right margins.

	“Copy”
	Make a duplicate of text for insertion at another location.

	“Cut”
	Delete text for insertion at another location.

	“Font”
	Open the Font dropdown menu in order to choose the general shape of the type to be used.

	“Font size”
	Open the Font Size dropdown menu in order to choose the height of the font (measured in points).

	“Italic”
	Slant text to the right.

	“Justify”
	Align text evenly along both the left and right margins.

	“Line spacing”
	Open the Line Spacing dropdown menu in order to choose the amount of blank space between typed lines.

	“New blank document”
	Open a new blank document.

	“Numbering”
	Insert numbers before lines.

	“Open”
	Access a document stored on the computer.

	“Paste”
	Insert text that has been cut or copied into a new location.

	“Print”
	Make a hard copy of the current document.

	“Print preview”
	Display how the document will look when printed.

	“Save”
	Store a document permanently so that it can be opened and worked on again.

	“Spelling and grammar”
	Check a document for spelling, grammar, and typographical errors.

	“Underline”
	Place a single line under the text.

	
	

	Punctuation & Symbols
(dictation)

	Say:
	To type:

	“Ampersand”
	&

	“Asterisk”
	*

	“At” or “At sign”
	@

	“Close Paren”
	)

	“Colon”
	:

	“Comma”
	,

	“Dollar sign”
	$

	“Equals”
	=

	“Exclamation point”
	!

	“Hyphen”
	-

	“Open Paren”
	(

	“Percent” or “Percent sign”
	%

	“Period” or “Dot”
	.

	“Plus” or “Plus sign”
	+

	“Pound sign”
	#

	“Question mark”
	?

	“Quote”
	“ or “

	“Semicolon”
	;

	“Single quote”
	‘ or ’

	“Slash”
	/

	“Underscore”
	_

	
	

	Number Expression
(dictation)

	Say:
	To type:

	“Zero”
	zero

	“Force num zero”
	0

	“Twenty”
	twenty

	“Force num twenty”
	20

	“Twenty-one”
	21

	“Ten thousand five hundred fifty-two”
	10,552

	“Seven point nine”
	7.9

	“Eighteen point seventy-five”
	18.75

	“Two hyphen thirds”
	two-thirds

	“Two-thirds” or “two slash three”
	2/3

	“Eight dollars”
	$8.00 (MS Speech inserts the two decimal places in even amounts.)

	“Eight dollars and fifty-three cents”
	$8.53

	“April first nineteen seventy-three” or “April one nineteen seventy-three”
	April 01, 1973 (MS Speech inserts a zero before days 1-9.)

	“March thirty-first two thousand and six”
	March 31, 2006

	“Three slash thirty-one slash oh six”
	3/31/06

	“Open paren three one seven close paren five five five six one eight zero”
	(317) 555-6180

	“Five five five six one eight zero”
	555-6180

	“Ten o’clock”
	10:00

	“Three twenty-eight a.m.”
	3:28 AM (MS Speech formats “a.m.” and “p.m.” in all caps—without periods.)
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May 13, 20--








Mr. Lester Thompson, Director


Northeast Broadcasting Company


115 Evergreen Lane


Newark, DE 19711





Dear Mr. Thompson:





I have been assigned to lead a study group through six states to gather firsthand information on network news programming. Our group will consist of the following members:





STUDY TOUR GROUP


�
�
Name�
Organization�
�
Mrs. Catherine Grant�
WPQR-TV�
�
Mr. Richard Logan�
Cable News Network�
�
Ms. Eloise Sagan�
Associated Press�
�



Would it be possible for us to meet with various members of your staff sometime on July 28. I would appreciate your contacting Nancy Dye at 202-555-3943 to let us know whether we may study your operations.





Sincerely,








Denise J. Williams


General Manager
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Use 14-point font 


 for table title
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