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Training and Customization
Professional training and customization services from a ScanSoft-certified Appli-
cations Solutions Partner can help you achieve the maximum return on your in-
vestment. If you would like to unleash the full potential of Dragon
NaturallySpeaking® software, please contact one of our Partners for training, cus-
tomization, and more.

ScanSoft Application Solution Partners are the best in the industry; distinguished
by their expertise, experience, and commitment to providing top-level services
for Dragon NaturallySpeaking® speech recognition products.

For details on ScanSoft Application Solutions Partners near you, please visit:
www.ScanSoft.com/NaturallySpeaking/locator/ or call 800-443-7077



About the Author

Dan Newman is president of Say I Can, Inc., a leading reseller of
speech-recognition products and training services. A computer expert and
skilled teacher, Dan is the author of several books about speech recogni-
tion, including 7a/# to Your Computer and The Dragon NaturallySpeaking®
Guide. Dan has written for many publications, including PC Magazine and
Speech Technology, and has appeared on the PBS television show Computer
Chronicles. He recently created his first instructional video presentation,
Dragon NaturallySpeaking® 6 Video Guide, which helps people use Dragon
NaturallySpeaking® speech-recognition software most effectively.

Dan’s Video Guide is a CD-ROM-based video presentation that runs on your
computer and is designed for both new and experienced users of Dragon
NaturallySpeaking® software. In the Video Guide, Dan guides you visually
through key Dragon Nalum//ySpm,éing@) version 6 topics and skills, demon-
strating expert techniques and insider secrets. He shows you how to fix mis-
takes quickly, automate tedious tasks, browse the Web hands-free, boost
accuracy, and more. You can see the complete list of topics covered and
download free sample video lessons at www.sayican.com.

In addition to the Video Guide, Say 1 Can offers many other speech- recogni-
tion products and services. Their innovative “Web Training” service pro-
vides live one-on-one training over the Internet, allowing you to
conveniently learn how to use Dragon NaturallySpeaking®

software from an expert. Other items available include digital recorders, spe-
cialty microphones, and volume licenses of Dragon NaturallySpeaking® soft-
ware. For more information, please call

1-877-Say-I-Can or visit www.sayican.com.
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"Computer!" That's how James T. Kirk turned on the main computer

of the starship enterprise. No bending over, no buttons to push, no

| typing on the keyboard. Seems nice, doesn't it -- talking to your

computer instead of typing?

Have you ever wish you could just tell your computer what to do?
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Introduction

‘ N Telcome to Dragon NaturallySpeaking®—the software that lets you
talk to your computer instead of typing. As you speak, your words
appear swiftly on-screen just as if you had typed them.

You can talk (“dictate”) into many programs, including Microsoft® Word,
Corel® WordPerfect®, e-mail programs, personal information organizers,
and more. For example, you can use Dragon NaturallySpeaking® to:

m  Compose letters, memos, and e-mail messages. Just think about
what you want to say and then say it into the microphone.

m  Enter data into forms or spreadsheets. Most people can dictate
numbers faster than they can type. Using Dragon
NaturallySpeaking® Professional or higher editions, you can create
custom voice commands to enable you to move from field to field on
your form by voice.

= Work on the Web. You can search the Web, access information, and
navigate Web pages by speaking URLSs and links.

You can also move text around within your document (“cut and paste”),
revise and format text, and control your computer by voice. You can start
programs, open menus, and send e-mails by voice.

After you become comfortable talking to your computer, you may want
to take the convenience of dictating a step further by using a handheld
recorder with Dragon NaturallySpeaking®. With a handheld recorder,
you can dictate while away from your computer. When you return to
your computer, Dragon NaturallySpeaking® will type out (“transcribe”)
what you said.

Dragon NaturallySpeaking User’s Guide 1
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About this guide

This guide provides detailed information that will help you get the most
out of using Dragon NaturallySpeaking®. It will help you get up and
running with the software, show you how to dictate, edit, and format
your text, and discuss the best ways to work for maximum efficiency and
accuracy.

While this guide presents all the important features of Dragon
NaturallySpeaking®, it is not intended to be a complete reference to
each feature and function. More extensive information about using
Dragon NaturallySpeaking® is available in the program’s online Help.

This guide covers the Dragon NaturallySpeaking® Preferred edition and
the following Solution Series products:

= Dragon NaturallySpeaking® Professional Solutions
m  Dragon NaturallySpeaking® Medical Solutions

m  Dragon NaturallySpeaking® Legal Solutions

m  Dragon NaturallySpeaking® Public Safety Solutions

Most of the information presented in this guide is applicable to all these
editions. When information applies to certain editions only, this is noted.

Conventions used in this guide

This guide contains many examples of words and phrases you can say
when using Dragon NaturallySpeaking®. These examples appear in
italics with quotation marks, for example: “Format That Bold.”

Some procedures also include sample text for you to dictate. Sample text
appears in a different typeface, with punctuation in square brackets. For

example:

US/Canada: When talking to a computer [comma] try to say every word
clearly without trailing off at the end of a sentence [period]

Other Dialects: When talking to a computer [comma] try to say every
word clearly without trailing off at the end of a sentence [full stop]

"This guide applies to the five English dialects that ship with Dragon
NaturallySpeaking®:

Dragon NaturallySpeaking User’s Guide



CHAPTER 1

Introduction

s US English

s UK English

= Australian English

= Indian English

m  Southeast Asian English

US English uses US spelling, punctuation, and time and currency
formats. We recommend US English for Canadian users since this dialect
formats numbers (including times, telephone numbers, and currency) in
North American formats.

All other dialects use UK spelling, punctuation, and time and currency
formats (some number settings depend on your Windows Regional
Settings). Where multiple dialects are used in dictation examples, those
dialects appear in a different font style. For example:

= You can also correct a longer phrase by saying “Correct [text] Through
[text]” (US/Canada) or “Correct [text] To [text]” (Other Dialects).

This guide uses US spelling and punctuation for consistency.

This guide also includes tips and notes to help you use the software
more effectively. Tips and notes appear like this:

If you pause correctly, but Dragon NaturallySpeaking® still types a command as
dictation, you can force it to recognize what you say as a command by holding down the
CTRL key.

With Numbers Mode on, Dragon NaturallySpeaking® tries to interpret
everything you say as a number. If you dictate words, the results will be unpredictable.
However, you can still navigate menus and switch between programs by voice when
Numbers Mode is on.

What’s new 1n version 6°

Dragon NaturallySpeaking® version 6 brings together the best
ScanSoft™ and Dragon NaturallySpeaking® speech-recognition and
text-to-speech technology to create more accurate, powerful, and user-
friendly speech-recognition software. In addition to assisting users to
operate a computer hands-free, the software contains many new features
and general improvements.
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Tools for greater accuracy

Easier to use

Accuracy Center

The Accuracy Center offers one-stop shopping for all the tools available
to improve recognition accuracy: audio settings, additional training,
adding words to the vocabulary, and the new Acoustic Optimizer can all
be found in this central location. See page 162.

The Accuracy Assistant, which is part of the Accuracy Center, guides the
user in selecting the right tool for improving accuracy. See page 162.

Acoustic Optimizer

After you have used Dragon NaturallySpeaking® for a while and some
recognition errors may have occurred, the Acoustic Optimizer is a tool
that lets Dragon NaturallySpeaking® process all the recorded data it has
collected during training and while corrections have been made. It learns
from this data in one sweep, which is much more powerful than gradual
adaptation from each correction. Start the optimizer before you leave for
a meeting and come back to improved recognition. See page 163.

Add contact names and vocabulary

Add the contact names from your address book to your vocabulary file.
You can also scan your sent e-mail to teach Dragon NaturallySpeaking®
the words you use. See page 170.

Nothing But Speech (“NBS”)™

The Nothing But Speech technology filters out some of the fillers
between dictation, such as “uhms” and “ahs,” to help avoid insertion of
unwanted words.

Faster, easier correction

A new, streamlined correction interface makes it easier than ever to
proofread and correct your work. The improved Correction menu is now
available wherever you can select text by voice. See page 38.

Correct whichever way you want—by voice, by mouse and keyboard, or
using any combination of these. Dragon NaturallySpeaking® will still
learn from your corrections, even if you just type them over the words
you’ve selected.
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The new correction workflow lets you dictate your entire document and
then quickly move along and correct phrase by phrase as needed. See
“Ways to correct your dictation” on page 144.

Find commands easily with Sample Commands and Command Browser
Can’t remember a command? A Sample Commands window displays
voice commands for the most popular applications alongside your work.
See “Sample Commands” on page 100.

The new Command Browser lets you search for commands by
application, making it easy to find what you need. It also allows you to
train or modify your commands. See “I'he Command Browser” on page
98.

Create your own commands

Create custom commands (macros) quickly and easily. Depending on
your edition of Dragon NaturallySpeaking®, a variety of macro creation
tools are available to let you be more productive.

Text and Graphics commands

Create a letter closing and include your signature as a bitmap. You can
add this to any document with one simple voice command. This is just
one example of how Text and Graphics commands let you automate
common tasks. (Available in Preferred and higher editions.) See
“Automate Your Work” on page 125.

Macro Recorder

If you repeat the same action frequently, you can use the Macro
Recorder to record your mouse movements, clicks, and keystrokes, then
recall the action at any time with a voice command. (Available in
Professional Solutions and higher editions.) See “Automate Your Work”
on page 125.

Step-by-Step commands

By creating voice commands one step at a time, you can automate more
complicated tasks even if you are not a programmer. For example, with a
single voice command you can turn the microphone off, open an
application, type text and commands in the application, then turn the
microphone on again. (Available in Professional Solutions and higher
editions.) See “Automate Your Work” on page 125.
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Advanced Scripting commands

Use Microsoft® Visual Basic®-compatible scripting to build complicated
macros and even voice-enable applications. This is the full-fledged
macro tool for programmers. (Available in Professional Solutions and
higher editions.) See “Automate Your Work” on page 125.

More powerful and versatile

Easily edit by voice in more applications

Select-and-Say® functionality, which enables you to make text changes
easily by voice, is now available in the Open and Save dialogs in many
applications, in the Windows® Find dialog box, and in many other places.

Award-winning ScanSoft™ RealSpeak™ text-to-speech engine
Let the computer read text to you, such as an incoming e-mail, in the
most human-sounding voice available. See page 151.

More extensive mouse control commands
You can now control the mouse by voice in a variety of ways, for
example, by simply saying “Move Mouse Upper Left.” See page 121.

Natural Language Commands

In addition to the commands that worked in version 5, you can now also
use Natural Language Commands in your favorite programs. There is no
need to learn a specific command—Natural Language Commands let
you say what you want in many different ways and still get the software
to do just the right thing. See “Using Natural Language Commands” on
page 97.

Dictate now, correct later

Save a recording of your dictation session so that you or an assistant can
proofread and revise your work later. This feature works in Microsoft®
Word, Corel® WordPerfect®, and the DragonPad. (Available in
Professional Solutions and higher editions.) See page 143.

Improved hands-free capabilities

Improvements in the user interface of version 6 make it possible to
complete almost every task by voice, for users who prefer to work hands-
free. See “Hands-Free Computing” on page 103.
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What should I expect from
Dragon NaturallySpeaking?

One reason to use Dragon NaturallySpeaking® is to create letters,
reports, and other documents by voice. Another is to speed up routine
tasks, such as entering data, launching applications, sending e-mail,
filling in forms, and working on the Web. Or maybe you need or prefer to
work on the computer with little or no use of your hands.

Dragon NaturallySpeaking® is good for all these reasons, but making it
work well requires some effort from you. Dragon NaturallySpeaking®
learns about your voice and pronunciation as you use it. When you use
words the program doesn’t know, it will misrecognize them. To get the
best results, you’ll need to correct the mistakes so that the program can
learn from its mistakes and improve its ability to recognize your way of
speaking.

Do I still need my keyboard and mouse?

Although you can use Dragon NaturallySpeaking® to do almost
everything on your computer by voice, some things are still easier to do
by mouse or keyboard. Feel free to use a combination of voice, mouse,
and keyboard to get your work done—experiment to find methods that
work best for you. If using a mouse and keyboard is not an option, pay
special attention to “Hands-Free Computing.” on page 103.

Dragon NaturallySpeaking User’s Guide 7






[CHAPTER

Installing and Training

f you haven’t yet set up Dragon NaturallySpeaking®, this chapter will

guide you through each step of the process, from plugging in the
microphone to training the computer to recognize your voice. It also
covers dictating your first sentence and explains the Dragon
NaturallySpeaking® controls, buttons, and menus that appear on-screen
as you work.

System requirements

The recommended system requirements needed to run Dragon
NaturallySpeaking® properly are:

s Intel®Pentium® I1 400 MHz processor (or equivalent AMD™
processor)*

= 128 MB RAM
= 300 MB free hard disk space

m  Microsoft® Windows® XP, Millennium, 2000, 98, or Windows® N'1*®
4.0 (with SP-6 or greater)

m  Creative® Labs Sound Blaster® 16 or equivalent sound card
supporting 16-bit recording

m  Microsoft® Internet Explorer® 5 or higher (free download available
at www.microsoft.com

s CD-ROM drive (required for installation)
= ScanSoft-approved noise-canceling headset microphone (included)

m  Speakers (required for playback of recorded speech and text-to-
speech features)

Dragon NaturallySpeaking® 6 has been optimized for a variety of
popular processors, including the Intel® Pentium® 4, Pentium® I11,
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Pentium® II, Pentium® with MMX™, Intel Celeron®, AMD™ K6°-2,
AMD™ K6-I11 with 3DNow!™, AMD™ Athlon™, and more.

*For optimal performance, in combination with other applications running on
your system, a 500 MHz processor or faster and 256 MB RAM are
recommended.

Plug in the microphone

10

Here’s how to set up your regular (non-USB) microphone. (If you have a
USB microphone, follow the instructions that came with it instead of this
description.) Find the microphone plug at the end of the wire attached
to the microphone. If the wire ends in just one plug, that is the
microphone plug. If the wire ends in two plugs, one is the microphone
plug and the other is for the speaker in the microphone’s earpiece.
Check the instructions included with your microphone to figure out
which is which. The microphone plug sometimes has a small picture of a
microphone imprinted in the plastic base of the plug. If the two plugs
are different colors, the brightly colored one is usually the microphone

plug.

Next, find the microphone jack in the sound card of your computer. On
desktop computers, this small, round opening is almost always on the
back of your computer. There will be one, two, or three similar-sized
jacks next to it (all are part of your computer’s sound hardware). Each
jack should be labeled with words (MIC, LINE IN, SPKR) or pictures.
Choose the jack with the word MIC or the picture of a microphone. The
labels can be difficult to spot. They may be engraved into the metal
plate the jacks are set into or imprinted on the plastic case of the
computer. (On many computers the microphone jack has a red circle
around it.)

On laptops, the microphone jack may be on the side or front instead of
the back of the computer.
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Plug in the speakers

If you hear chimes or other sounds when Microsoft® Windows® starts up,
your speakers are already plugged in correctly. If Windows® is silent, find
the sound card jack labeled SPKR (or imprinted with a picture of a
speaker), and plug in the speakers. This step is not necessary for laptops,
which have internal speakers.

If your microphone has a speaker plug, you can listen to the computer’s
sound through the earphone on your headset microphone. If you’d rather
hear the computer’s sounds through your speakers than the earphone,
simply leave the speaker plug unplugged.

Install the software

Before installing Dragon NaturallySpeaking®, close all open applications.
Also, turn off or disable any antivirus software that is running,.
Sometimes installation can trigger a false virus report.

To install or uninstall Dragon NaturallySpeaking® on Windows® NT® and
Windows® 2000, you must have Administrator rights. After a user has been created,
however, Administrator rights are not required to use the software after installation. This
also applies for an upgrade installation.

Installing Dragon NaturallySpeaking® is similar to installing other
Windows® applications. Insert the Dragon NaturallySpeaking®
CD-ROM into the CD-ROM drive. In most cases, the installation

program will start automatically.

If the installation does not start automatically on your computer, follow these
steps: From the Windows® Start menu, choose Run. The Run dialog box will open. Type
E:\setup.exe and click OK. (If your CD-ROM drive is not drive E, use the correct CD-ROM
drive letter.)

Follow the on-screen instructions during installation. If you have an
operating system with any English dialect other than US English, you
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will need the product CD key number (located on a sticker on the
CD-ROM sleeve) in order to complete the installation.

Upgrading from version S:

m  Upgrading from English version 5 editions:

If you are upgrading from any edition of Dragon NaturallySpeaking®
version 5 to version 6, your user files and vocabularies will migrate
automatically to version 6. After the upgrade, version 5 will no
longer be functional.

= NOTE: For non-English or multilingual users of version 5:
Installing Dragon NaturallySpeaking®version 6 will disable all user

files, including non-English language user files. Multilingual
editions of version 5 will no longer be available after you upgrade to
this English version 6 of Dragon NaturallySpeaking®.

12 Dragon NaturallySpeaking User’s Guide
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Setup Type
The setup program gives you the option of choosing a Typical
Installation, Complete Installation, or Custom Installation of Dragon

NaturallySpeaking®.
Maturally5peaking Setup E
Setup Type
Chooze the setup type that best suits your needs. i

lirstaiistion B ECOMMENBEDT — Description

i
2. Complete Installation ‘Typical Installation' installs the
3. Custom Installation most common options for general
purpoze uge, This iz
recommended for most people.
[Estimated disk space: 170 ME]

I rztalShield

< Back | Mest » I Cancel |

A US users: choose “Typical Installation.” Non-US users: choose “Custom Installation.”

Most users in the US should choose “Typical Installation” (as shown)
and click Next. This installs Dragon NaturallySpeaking® with the US
(American) English user files. To install non-US English user files,
choose “Custom Installation” and follow the instructions below,
“Installing non-US user files.”
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Installing non-US user files

"To install user files for UK (British) English, Australian English,
Indian English, or Southeast Asian English, choose “Custom
Installation” from the setup screen shown above, then click Next. A
dialog box appears to let you choose which components to install.

Maturally5peaking Setup E
Select Components
Chooze the components Setup will install i

Clear the components you do not want to install. Essential files are alwaps installed.

It — Description
Tesxt to Speech Files The Pragram Files companent
[=1-[w| User Files inztalls all essential files.
E|-- Englizh

U5 [American)

-] Southeast Azian

Space Required on C: 189 MB
Space Available on C: 487 MB
I rztalShield

< Back | Mest » I Cancel |

Select the user file for the dialect you want and click Next to
continue installation.

The user files for each region contain both spellings and
pronunciations specific to that region. The vocabulary installed with
the Indian user file, for example, is designed for people speaking
English in India and includes spellings and punctuation for that
region. It is not possible to install, for example, US English spellings
with Indian or Indian-accented pronunciations. All users who wish
to dictate US English spellings—including users with accents—
should install the US (American) English user files.

If you speak with an accent different from the user files you install,
your accuracy will be improved by performing additional training as
soon as possible after creating a trained user. See “Perform
additional training,” on page 164 for more information.
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INLOX N3] If you decide not to install some Dragon NaturallySpeaking® components by
selecting a Custom installation, you can install them later by running the Setup program
again and choosing Modify.

Continue following the on-screen instructions. The setup program will
copy the files for Dragon NaturallySpeaking® to your computer. It is

recommended that you register when prompted during the installation
process, so that we can notify you of product upgrades and other offers.

The program may ask you to reboot your computer once installation is

complete. After rebooting, click on the Dragon NaturallySpeaking® icon
on your desktop to start Dragon NaturallySpeaking®.

(Create a new user

After installation is complete and you launch the software for the first
time, the New User Wizard will ask you to choose a user name. Type
your name. The software automatically picks the best speech model and
vocabulary settings for your system.

If you are using a USB microphone, choose the USB Microphone from
the “Dictation source” drop-down list. If you are using an array
microphone or handheld recorder, you will also need to change the
“Dictation source” setting to match your microphone or recorder.

INOMNR] For special purposes, you can create a vocabulary that contains only
commands. To do this, choose “Commands Only” from the Vocabulary list in the New
User dialog box.
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If this user file will be used
with a USB microphone,
array microphone, or
handheld recorder,
choose the appropriate
option from the Dictation
source list.

For Medical, legal, and
Public Safety Solutions
editions, the vocabulary
defaults to the chosen
edition. To create a
general user, choose
General.

Installing and Training

Mew User Wizard E
Create User

Y'our name: IDan

Language: IUS Englizh j

Dictation source: IMicrophone plugged into Mic In jack (most comman) j

Wocabulary: IGeneraI j Advanced... |

To continue, click Next.

< Back I Mest » I Cancel | Help |

A Type your name. Change the “Dictation source” and “Vocabulary” settings if you need
to. Then click Next.

About vocabularies

16

A vocabulary in Dragon NaturallySpeaking® is a body of information that
includes a word list and a language model. The word list includes
information about all the words that the program can recognize. The
language model contains usage information about those words. Dragon
NaturallySpeaking® uses a vocabulary to recognize words correctly based
not only on the sound of the words, but on their context. When you
create a new user, you select the vocabulary on which to base the user.
When you create a new user or new vocabulary for an existing user, you
select the vocabulary on which to base the vocabulary you create.

Vocabulary

You can select from among the following vocabularies:

m  General: A large vocabulary providing excellent recognition accuracy
for general, business, and professional dictation.

s Commands Only: A limited vocabulary containing only command
words and phrases. Choose this vocabulary if you want to use
Dragon NaturallySpeaking® only for command and control of
programs and not for dictation.
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Teens (US English only): A large vocabulary containing words
selected for a student population and providing excellent
recognition accuracy for higher-pitched voices, for example ages 11
through 18.

Vocabulary size

When you create a set of user files, Dragon NaturallySpeaking®
recommends the vocabulary that best fits your computer’s speed and
memory. For most users, this reccommendation should be followed.
Experienced users may want to click the Advanced button to specify a
different vocabulary size from among the following choices:

Extra Small: designed for computers with less than 64 MB of RAM.
Small: designed for computers with between 64 and 96 MB of RAM.

Medium: designed for computers with between 96 and 128 MB of
RAM.

Large: designed for computers with at least 150 MB of RAM.

Empty Dictation: a vocabulary with a language model but without
any words. This vocabulary is designed for experienced users or
value-added resellers who want to create highly specialized
vocabularies.

Multiple users on one computer

Dragon NaturallySpeaking® is licensed on a “per individual” basis.
Individuals are permitted to install the software on more than one
computer (for example, on a desktop and a laptop computer, or a
work computer and a home computer) and permitted to create
multiple user files, so long as the software is only being used by that
individual.

NOTE: There is an exception for educational settings, including
primary schools, secondary schools, or colleges. Dragon
NaturallySpeaking® may be installed on a single computer for use by
multiple users in a classroom, school library, or other shared
computing facility in an educational setting.

If you wish to allow more than one person to use one copy of Dragon
NaturallySpeaking®, you need a license for each user. Volume
license agreements are available.
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Audio Setup

Now that you’ve chosen your user name, click Next to have the New
User Wizard lead you through setting up your microphone.

Positioning your microphone

First, the New User Wizard explains how to position your microphone.

Mew User Wizard E
Pozition your microphone

Corect positioning of your microphone iz one of the most important factors in getting
good dictation accuracy. Use the pictures below az a guideline for positioning your
microphone.

For mare infarmation on connecting or positioning your microphone, press Help.

1

Cancel | Help |

Click Next to continue. The following sections provide detailed
information on positioning the microphone. Once you have correctly
positioned the microphone, click Next to continue.

Position the microphone

Put the microphone on your head so that the headband goes across the
top of your head. Adjust the headband so that it is comfortable and feels
like it will stay in place. For additional comfort, most microphones can
be adjusted so that the boom extends down from either the left ear or
the right ear, as you prefer.
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Headband —|

Windscreen\r

Next, bend or adjust the boom so that the foam windscreen, which
shields the microphone element from excess noise, is near your mouth.
Correct positioning is crucial for recognition accuracy. Start with the
microphone at the corner of your mouth, about a thumb’s width away.

At the corner of your mouth

If the microphone is too close to the center of your mouth, it may pick
up breathing sounds, which Dragon NaturallySpeaking® may mistake for
“the,” “a,” or other small words. In this case, move it closer to the corner
of your mouth.

The right distance away

The windscreen should not touch your face, hair, or beard. The proper
distance from your mouth to the microphone is roughly between one-
half and one inch—about the width of the thick part of your thumb.

Place your thumb between the microphone and your mouth. One side of
your thumb should be touching your mouth, the other should be just
brushing the windscreen. Checking this distance with your thumb is a
good way to get a feel for proper microphone positioning. While you
work, the microphone may shift, degrading recognition accuracy. Doing
a quick “thumb check” ensures that the microphone is where it should
be.

Pointing toward your mouth

"To pick up the best sound, the microphone element should be pointed
toward your mouth. The microphone element, covered by the foam
windscreen, is the electronic part that actually hears your voice. On most
microphones a small dot just outside the windscreen indicates the
direction in which the microphone hears best. Be sure that dot is pointed
toward your mouth. (On some microphones you may need to partially
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remove the windscreen to find the dot. Other microphones have a flat
edge near the microphone element rather than a dot—point the flat edge
toward your mouth.)

Positioned consistently

Consistent microphone placement is vital for accurate speech
recognition. Position the microphone exactly the same way each time
you use the software. If the microphone drifts, your voice will sound
different to the computer and your dictation might come out garbled.

Adjust Your Volume

20

From the screen “Adjust Your Volume” (shown below), click the Start
Volume Check button and read the text that appears.

Mew User Wizard E
Adjust Your Yolume
The computer needs to listen to you read some text for about 15 seconds. Make sure your

microphone is plugged in and positioned correctly, then press Start Yolume Check.

For assistance on connecting or pozitioning vour microphone, press Help.

In thiz step the computer listens to the zound of your voice and
adjusts the volume zetting of your microphone. ‘When the computer
has finished adjusting the volume, it beeps to signal that the process
iz complete. |f vou reach the end of this text but you have not heard a
beep, start reading the text again from the beginning. o should only
have to read for about ten to fifteen seconds.

Start Volume Check

< Back | Cancel I Help |

After Dragon NaturallySpeaking® adjusts your volume setting, click
Next to continue.
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Sound quality check

Click the Start Quality Check button and read aloud the text shown on
the screen.

Mew User Wizard E
Checking Sound Quality

The computer will now test the quality of your sound spstem and microphone.

Click Start Quality Check and then begin reading the following text aloud:

In thiz step the computer checks the audio input from vour zound spstem.
Having high-quality audio input iz very important for good speech
recognition. Poor audio input will make it difficult or impozzible for the
program to recognize wour speech accurately. "When the computer haz
finizhed checking the audio quality, it beeps to signal that the test is
complete. |f vou reach the end of this text but you have not heard a beep,
start reading the text again from the beginning. rou should only have to
read for about fifteen seconds.

(o

Cancel | Help |

As you read, the computer is evaluating your sound setup. After about
half a minute, Dragon NaturallySpeaking® will display a “Speech-to-
Noise ratio,” which indicates the clarity of your sound system. If Dragon
NaturallySpeaking® labels this measurement “PASSED,” you’re ready
to go on—click the Next button to continue. If not, see “Testing your
sound system” on page 221.

New user training

Follow the on-screen prompts to begin the process of training Dragon
NaturallySpeaking® to recognize your voice.

"Training takes place in two parts. For most microphone users, the first

part consists of reading two sentences aloud (see illustration). Click Go
to turn on the microphone and then read the sentences shown in the
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successive screens. The Demo button gives you an example of how to
read aloud during training.

Mew User Wizard E

Train Dragon NaturallySpeaking

Say the following sentence.

YWelcome to general training

Start |

Finizh

Demo |

< Bach | = | Cancel I Help |

Next, the software will ask you to choose a training text to read. Select
the text you prefer and click OK.

Fleaze zelect the text that you would like to read.

o your Computer (Ez

Kennedy s Inaugural Address (Medium Reading: Hlstorlc:al Speech)
Diave Barry in Cyberspace (Medium Reading: Humar)

Doghert's Top Secret Management Handbook (Harder Reading: Humor)
Stories Written by Children (Reading for Children)

Alice's Advertures inWonderland (Reading for Teens: Fartasy)

22
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For the next few minutes you’ll read passages that appear on-screen. You
can take a break at any time by pressing the Pause button. Press Go to
resume. You’ll be reading for about five minutes.

Mew User Wizard E

Train Dragon NaturallySpeaking
Dave Bamy in Cyberspace [Medium Reading: Humor)
_ Read the following paragraph.
3
"We are pleased to acknowledge Dave Barry and Crown Publishers for
their permission to use selections from Dawve Barry's book, "Dawve Barry
in Cyherspace.” in this training program.

Start | Finizh

Pauze Skip -» |

< Bach | = | Help |

As you speak, the words you say turn from blue to black, showing that
Dragon NaturallySpeaking® hears them. If you stop speaking, a yellow
arrow will show you where to begin speaking again. Occasionally, you’ll
read a sentence or paragraph but the yellow arrow will point you back
again to the start of what you already read. This indicates that something
in the passage you read did not match what Dragon NaturallySpeaking®
expected to hear. Read the passage again, pausing after each sentence. If
you cannot get past a particular word after saying it three times, click the
Skip button to continue.

INLOX W] During training, dictating punctuation is not necessary. Also, if you happen to
misspeak or mispronounce a word during training, don’t worry about it—just continve
reading.
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When you’ve read enough, this message will appear:

Dragon Maturally5peaking E

Congratulations! 'ou have finizhed training. ‘When you click Ok,
the computer will spend a few minutes adapting your user files.

If you would like to improve your recognition accuracy, you can
train the computer more |ater.

Click OK to adapt your user files. Depending on your computer, this will
take from one to five minutes or more. When adaptation is complete,
follow the on-screen instructions to finish setting up your user files. The
DragonBar will appear at the top of your computer screen, waiting for
you to start talking. Congratulations—you’re ready to dictate!

For best accuracy, be sure to complete a second session of general training as
soon as possible. Do this by clicking on the Tools menu on the DragonBar, then clicking
Accuracy Center. After the Accuracy Center window opens, click “Perform additional
training.” This second training session will take a bit longer than the first, but the
improvement in accuracy will be well worth the additional time spent.

‘Iraining problems and solutions

24

Symprom: Nothing changes on the screen as you speak and the yellow
volume bar never turns green.

Cause: Dragon NaturallySpeaking® is not hearing your voice.

Solution: Check that the microphone is plugged in correctly. If the
volume bar still does not move as you speak, test your microphone by
recording a wave file using your Windows® Sound Recorder and playing
it back.

Symprom: The yellow volume bar changes to red as you talk.

Cause: 'The sound signal is too loud.

Solution: Make sure you are speaking at the same volume as you were

during the Audio Setup Wizard and that your microphone is still
positioned correctly.
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Symprom: You are not able to complete the first two enrollment screens
(the first two sentences that Dragon NaturallySpeaking® asks you to
read). This may be because you are not able to speak continuously, due
to a disability or other reason.

Solution: Have another person read these two sentences to Dragon

NaturallySpeaking® so that the program can progress to the next part of
training.
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Starting to Dictate

N ow that you’ve installed your software and created and trained your
user files, you’re ready to dictate your first sentence.

First, start your word processor, such as Microsoft® Word or Corel®
WordPerfect®, and begin a new document. The text insertion point
should be at the start of your new document, as if you were going to
begin typing.

DragonPad

If you don’t have a word processor installed or if you’d prefer not to
use it, you can use the DragonPad, a simple word processor included
with Dragon NaturallySpeaking®. To open the DragonPad, from the
Tools menu on the DragonBar, click DragonPad.

For Dragon NaturallySpeaking® to recognize your voice, you need to
turn on the microphone. The microphone on/off control is located on the
DragonBar, the horizontal bar that appears on-screen whenever you are
using Dragon NaturallySpeaking®.

.JJJ ’qul | MaturallyS peaking IR IMicrophone is off

L4

Microphone
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Starting to Dictate

Click the microphone button to turn the microphone on. The button
and the volume meter next to it change to show if the microphone is off
or on.

Z

A Off—the computer can't hear you.

i

A On—the computer is listening. It will type whatever it hears.

Dictate a sentence about the weather. Or read this:

I am now able to talk to my computer!
(Say “exclamation point” for “!”).

Did it work?

If no words appear, check that the microphone is plugged in
correctly and is turned on (by pressing the microphone button on
the DragonBar, as described above). If only one or two words appear,
your microphone may be set up incorrectly or your sound settings
may need to be changed. See page 221 for instructions on how to
test your sound system.

If words did appear, but many are not what you said, that’s okay.
Dragon NaturallySpeaking® will improve as you use it.

Go ahead and dictate whatever you like. Remember to say punctuation.
Here is what to say for the most common punctuation marks. (For a
complete list of punctuation, see page 250.)

TO ENTER SAY (US/Canada) SAY (Other Dialects)
, comma comma

period full stop
! exclamation point or exclamation mark

exclamation mark
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TO ENTER SAY (US/Canada) SAY (Other Dialects)
2 question mark question mark
hyphen hyphen
colon colon

For a new paragraph, say “New Paragraph” run together as one word,
with no pause after “rew.” For a new line, say “New Line.”

After dictating a paragraph or two, go back and correct any recognition
errors with the keyboard and mouse, just as you would usually correct
errors in a word-processed document. You’ll learn to correct by voice in
chapter 4, “Correcting and Editing.”

Key tips for dictating

m  Pronounce each word clearly—even short words.
m  Speak all punctuation (“comma,” “period,” and so on).

= Say commands without pausing between the individual words of the
command (as if you were saying “NewParagrap/h”). Do not pause
while saying the command.

m Do pause, however, before and after saying the command.
Commands require a pause before and after the command (“7%izs is a
test [pause] Select Last 3 Words [pause] Bold Thar”). The pauses
enable Dragon NaturallySpeaking® to separate commands from
words to be typed (dictation).

m  Although talking to a computer is not like talking to a person,
speech with lively inflection tends to be processed more accurately
than speech in a dull monotone. For more tips on how to dictate, see
“Speaking and Dictating” on page 153.

m  Looking at the screen while speaking can be distracting. Try looking
away from the computer as you speak, or close your eyes.

m  To maintain your line of thought, dictate a paragraph or two at a
time. Then go back and correct with what you said still in mind.

m  Drink lots of water. Sipping it through a straw will help avoid
moving the headset and will help keep your microphone in the right
position.
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‘lurning the microphone on and

off

Any of these three methods will switch the microphone between on and
off:

m  Press the numeric (+) key on your keyboard. This key is at the far
right of most keyboards. (It’s #o7 the plus [+] key that appears above
the equal [=] sign on your regular keyboard).

m  Click the microphone button on the DragonBar.

m  (Click the small microphone icon in the bottom right corner of the
screen, next to the clock:

o 221 P

Saying “Microphone Off’ will also turn the microphone off. You cannot,
however, turn the microphone on by voice.

Whenever you’re not using Dragon NaturallySpeaking®, turn off the
microphone. This prevents the computer from mistaking background
noise for words and filling your screen with useless text.

If you have a laptop computer, you may have to press several keys at
once to generate a numeric (+) keystroke. You may want to define
another key to turn off your microphone. See “Customizing Dragon
NaturallySpeaking” on page 207.

Sleeping and waking up

30

Saying “Go To Sleep” or “Stop Listening” without pausing will put Dragon
NaturallySpeaking® into sleep mode. The program still listens to your
speech, but the only phrases it will respond to in this mode are “Wake
Up” or “Listen to Me,” which turn the microphone on.

When in sleep mode:

m  The volume meter on the DragonBar (next to the microphone
button) will show a dark gray volume bar (instead of yellow or
green).
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s The microphone button on the DragonBar and the microphone icon
at the bottom corner of the screen will turn yellow and slant to the
side:

o

Saying “Go To Sleep” or “Stop Listening” can be useful for taking phone
calls or for other short interruptions. If you leave the computer for a
longer period of time, turn the microphone all the way off, so that
Dragon NaturallySpeaking® does not hear “Wake Up” or “Listen to Me”
accidentally.

Many people find that pressing the numeric (+) key is the simplest on/
off method.

Printing and saving your dictated text

Now that the words you said are on the computer’s screen in your word
processor, you can print and save them, just as if you had typed them.

Printing

From the File menu of your word processor, use the mouse to choose
Print. Or say “Click File,” pause, and say “Print.” You can also simply say,
“Print Document” or “Print File” if the Natural Language Commands are
enabled. See “Startup/Shutdown options” on page 210. Also see “Using
Natural Language Commands” on page 97.

Saving

From the File menu, choose Save. Or say “Click File,” pause, and then
say “Save.” If the Natural Language Commands have been

enabled, you can say “Save Document.”

Online Help

"To access the online Help for Dragon NaturallySpeaking®, click the
Help menu on the DragonBar and choose Help Topics. Alternately, you
can say “Give Me Help.” You can print individual Help topics with the
Print button in the Help window. To open the online Help links, just say
their names. The links will be displayed next to the application window
and will give you examples of the most common commands that work in
the application you are currently using,.
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“What Can | Say?”

Saying “What Can I Say?” will bring up some Sample Commands. This
information is also summarized in the Appendix. To see additional voice
commands that you can use, click Command Browser from the Tools
menu of the DragonBar. The Command Browser is described in more
detail on page 98.

'I'’he DragonBar

The DragonBar is a narrow horizontal window that allows easy access to
Dragon NaturallySpeaking® functions and features.

d I Microphone iz off

Change  Microphone Menus Status Extr
position

L4

3 —

S

Changing the DragonBar position

"To change the position of the DragonBar, click the small red Dragon
icon at its far left. A menu will appear, which lets you move the
DragonBar to the bottom of the screen, make it a floating window that
you can position freely, or make it a “clinging” window, where the
DragonBar appears just above whatever window into which you’re
dictating. You can also hide the DragonBar completely by clicking Tray
Icon Only Mode from this menu.

IN[OXN2] You can also hide the DragonBar by saying “Switch to Tray Icon Only Mode.”

To make a hidden DragonBar reappear, right-click on the small
microphone in the lower right corner of the screen (next to the clock,
usually in the Windows® task bar). From the menu that appears, click
Restore Previous DragonBar Mode.

Microphone button and volume display

Click the Microphone button to turn the microphone on and off. When
the microphone is on, a colored bar in the Volume Display shows the
current sound level. Yellow indicates silence or speech that is too soft,
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green indicates a proper speech level, and red indicates sound that is too
loud to be processed.

bt
Click the Extras button | on the far right of the DragonBar to open
the Extras toolbar. The Extras toolbar includes buttons for transcribing
from a recorder and for proofreading your dictation

Start Playback  Stop Playback — Skip Forward
| I /

.”J fﬁonection... | b = 0 W M ﬁETranscribe... | Dan

| | AN I
Correction Fast Playback Skip Back  Transcribe

et

To hide the Extras toolbar, click the Extras button ¥ again.

Correction
Clicking the Correction button opens the Correction menu to teach the
computer what you said. See chapter 4, “Correcting and Editing.”

Transcribe

Use this button to transcribe your speech from a handheld recorder. See
chapter 15, “Using a Handheld Recorder.”

Start Playback, Fast Playback, and Stop Playback

Select a word, sentence, or paragraph, then click the Start Playback
button to hear a recording of what you said. A yellow arrow points to the
text during playback to show you how the computer interpreted your
words. This button is useful for editing when you don’t remember what
you said. Click the Fast Playback button to play the recording at a faster
speed. Click the Start Playback button to return to a normal speed. Click
the Stop Playback button to stop the recorded speech playback.

Skip Back and Skip Forward

These buttons skip backward or forward one utterance. To Dragon
NaturallySpeaking®, an utterance is a group of words said together
without pausing. The Extras menu items can be displayed in the main
DragonBar. See “View options” on page 211.
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The microphone in the taskbar

Results box

34

When Dragon NaturallySpeaking® is running, one of three small
graphics will appear next to the clock in the Windows® task bar. You can
click on these graphics to switch the microphone on or off.

T 221 PM

A Microphone is on.

o 221 P

A Microphone is off.

V2 P

A Microphone is sleeping.

Right-click the microphone icon to access the same menus that are
found on the DragonBar, where you can access all Dragon
NaturallySpeaking® functions. Also use this menu to make the
DragonBar appear if it’s hidden (click Restore Previous DragonBar
Mode).

The Results box is a small yellow window that appears on-screen as you
dictate. It looks like this:

buziness address

As you speak, the Results box displays the words that Dragon
NaturallySpeaking® thinks you said. These words may change as the
program considers different interpretations of the utterance it heard.
After Dragon NaturallySpeaking® types the text into your document, the
Results box shows what was typed.

When Dragon NaturallySpeaking® is recognizing a command, the
Results box has a bold blue border, so you can tell that it is recognizing
your utterance as a command.

bold last 3 words
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A line at the bottom of the Results box changes color from yellow to
green as you speak. This line is a volume meter that duplicates the
functions of the microphone volume meter on the DragonBar.

You can move the Results box anywhere on the screen by dragging it
with the mouse. To stop Dragon NaturallySpeaking® in the middle of a
recognition process and switch off the microphone, click on the small red
circle in the upper-left corner of the Results box.

=

The Results box is useful in three ways. When you notice the volume
meter change to green, you know the computer is actually hearing you.
When you see the Results box fill with words, you know that Dragon
NaturallySpeaking® is processing what you say. And finally, after you
finish a command or phrase, the Results box shows you what Dragon
NaturallySpeaking® thought you said. You can then determine whether
Dragon NaturallySpeaking® recognized your dictation correctly.

You can also anchor the Results box permanently in one place. From the
"Tools menu of the DragonBar, click Options, then click the View tab and
enable the respective option.

Controlling Dragon NaturallySpeakinge
with voice commands

You can access the functions of Dragon NaturallySpeaking® with voice
commands. For example, to show the Extras toolbar, say “Show Extras
Bar.” For a list of other voice commands that control Dragon
NaturallySpeaking®, see “Controlling the DragonBar” in the Appendix,
page 228.
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Correcting and Editing

You may have already noticed that the words Dragon
NaturallySpeaking® types are not always the words you said. As you
correct the program’s errors, though, it learns more about how you speak
and its accuracy improves.

Using the keyboard and mouse, it’s easy to correct the mistakes that
Dragon NaturallySpeaking® makes. Just edit your text the way you
would with any word processor. You don’t have to worry about whether
you are modifying a mistake made by Dragon NaturallySpeaking®, or
fixing some text where you said the wrong word, or revising your
document because you changed your mind about what you want to say.
Make all these edits just as you normally would, with keyboard and
mouse.

You must be sure, however, to select a word before typing over it. Using
the backspace key and retyping (or saying “Scratch That”) will not enable
the software to learn from corrections and improve recognition accuracy.
For accuracy to improve, you must first select text and then correct it or
overwrite it with the words you said.

Dragon NaturallySpeaking® keeps track of the corrections you make and
adaprs (changes) your user files so that the software can recognize your
speech more accurately. The program keeps track of all the corrections
you make, whether you type, dictate, or use the Correction menu
(described later in this chapter). It uses sophisticated techniques to
determine when to learn from your editing and when to ignore it. For
example, the program takes into account how closely your edits match
the sound of the words you dictated.
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New in version 6

If you’ve used earlier versions of Dragon NaturallySpeaking®, this
new correction approach in version 6 is a significant change and
major improvement. You don’t have to figure out whether errors
were misrecognized or misspoken, or whether you are correcting a
misrecognition or editing your dictation. Whenever you select a
word, phrase, or sentence, then type or dictate the correct word or
words over it, Dragon NaturallySpeaking® will learn from the
correction automatically, while knowing when not to adapt when
you rewrite your text.

The Correction menu

When you select text by voice, or select text by mouse and then press
the Correction key, the Correction menu appears. This menu shows the
software’s best guesses of alternatives to the words you have dictated
and selected.

To correct a mistake with the Correction menu:

1 Select the word or words you want to correct, then press the Correction
key (by default, this is the [-] key on the numeric keypad). Or say
“Selec” plus the words you want to select. To correct the last words you
dictated, simply say “Correct That.” The Correction menu appears.
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Say “Choose 2" fo
replace “clinic” with
“quick.”

You can also say
“Spell That” to spell a
word or “Cap That”
fo capitalize it.

Dragon NaturallySpeaking User’s Guide
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Correcting and Editing

In the following example, Dragon NaturallySpeaking® heard the word
“quick” as “clinic.”

W Microzoft Word - Document1

iﬁﬁile Edit Wiew Insert Format Tools Table Window Help
DS e & 4 Ba|y - | [
14 ~| B I O

Marmal - Arial

D3

Thel I brown fox ju

! 1 E

mp

1 ER

ed over the

Iazly dog

"Choose 1"
"Choose 2"
"Choose 3"
"Choose 4"

| Correction: Say 'Choose 1' for example, o just ignore this box

quake
quick
clay
quack

+— Correction menu

L -

Spell That...
Play That Back
Cap That
Unzelect That

Correction Cptions...

Choose the correct word from the Correction menu by saying “Choose”
and the number next to your choice. In this example, say “Choose 2,” and
“quick” will replace “clinic.”

You can change the number of choices displayed to you. In the Options dialog
box, click the Correction tab and increase the number in “Show no more than n choices.”
If you want to display your choices without the Correction menu taking up too much
space on the screen, select the “Show only the choices” option. See “Correction options”
on page 208.

If the word you want does not appear in the list, just type the correct
word. To spell a word by voice, say “Spe// Thatr.” The Spell dialog box
will appear for you to spell or type the correct word (see page 52 for
details).

When the Correction menu list appears, you can also choose to:

= spell the word (in this example, say “Spe/l That q-u-i-c-#7)

m listen to a recording of what you just said (say “Play That Back”)
m  capitalize it (say “Cap That,” in this example, to get “Clinic”)

m  say “Unselect Tha?” to cancel the selection and close (dismiss) the

Correction menu
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m  ignore the Correction list and keep dictating (in this example, just
say “quick,” which replaces the selected text)

If you prefer not fo see the Correction menu every time you select text by voice,
you can turn it off. In the Options dialog box, click the Correction tab to display the

Correction options, then clear the check box “‘Select’ commands bring up Correction
menu.”

"To help you quickly find the alternative you want, the recognition
choices in the Correction menu appear in boldface where they differ
from the word you’ve selected. ('This is only applicable when you’ve
selected more than one word at a time.)

4 Microsoft Word - Documentl

”'@ File Edit W¥iew Insert Format Tools Table Window Help
NI R D
“ Marmal * | Arial 14 =~ B F 0 HEE

e e

EE---u---1---|---2
The words ol o here is no time like the president

- w

selection appear in | Correction: Say "Choose 1' for example, or just ignore this box
bold, to help you find "Chooze 1" There is no time like the President
the correct alternative "Chooze 2" There iz no timeline that President
quickly. In this "Choose 3" There is no time like that President
example, choice 4 —— |/ "Choogse 4" There is no time like the present
is the correct choice.
Spell That...

Using the keyboard or mouse commands

You can choose items in the Correction menu by keyboard or mouse as
well as by voice. To choose one of the alternatives on the menu, press
the DOWN ARROW key to move to the proper choice, then press ENTER.
If you want to correct several groups of words with the Correction menu
open, press the RIGHT ARROW key (instead of ENTER). The Correction
menu will move to the next utterance and the next group of words in
your document will be selected automatically.

"To choose a recognition alternative by mouse, just click on the choice
you want.
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Correcting quickly

Many people find it convenient to dictate their document first, then go
back and correct mistakes afterwards. For a discussion of the fastest ways
to work, see “Speaking and Dictating,” on page 153.

The Correction menu is designed to make correcting mistakes faster and
easier, but you don’t have to use it. Feel free to disregard it and make
corrections by keyboard, mouse, or voice, just as you would edit any
word-processed document.

Accuracy improves only when you select, then
correct

"To get the most accuracy improvement when making corrections to
your document, you must first select the word or words before
correcting them. Using, for example, the BACKSPACE key and
retyping or saying “Scratch That” will correct the text in your
document, but will not make Dragon NaturallySpeaking® learn from
its mistakes and improve recognition accuracy.

It is sometimes fastest to get your work done using the BACKSPACE
key, DELETE key, “Secratch That,” and other editing methods
different from “select, then correct.” It is fine to use these
techniques and any other ways that you prefer to edit your
documents. Your accuracy will not improve, but it will not get any
worse either.

For best results, make corrections by selecting, then correcting as

often as you can, but don’t be concerned if you’re correcting your
documents in other ways as well.

Selecting text by voice

Using Select-and-Say

"To edit your dictation by voice, just say “Select” plus the words you want
to change. Then dictate the new words you want and they will replace
the text that was selected. This Select-and-Say® feature is available in
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many applications, including Microsoft® Word, Corel® WordPerfect®, the
DragonPad, and many other places where you can format text.

Be careful not to overwrite your selection

When text is selected, be careful not to breathe loudly, clear your
throat, or make other sounds. Dragon NaturallySpeaking® may
interpret such noises as speech and replace the selection with new
text. If this happens, say “Undo That” to reverse the action.

To Select-and-Saye®:

Dictate the sentence below:
US/Canada: Let’s meet for lunch on Tuesday [period]
Other Dialects: Let’s meet for lunch on Tuesday [full stop]

Say “Select lunch on Tuesday.” 'The words “lunch on Tuesday” should be
highlighted on the screen.

Say “dinner on Wednesday.” These words should replace “lunch on
Tuesday.”

Since “Tuesday” and “Wednesday” sound completely different, Dragon
NaturallySpeaking®will know you are not correcting a recognition
mistake but rather revising your dictated text.

You can also select punctuation marks.

Say: “Select period” (US/Canada) or “Select full stop” (Other Dialects). If
there’s more than one period or full stop, you can say “Select Again” to
select a different one.

"To replace the period or full stop with an exclamation mark, say

3

“exclamation mark.
It is often easier for Dragon NaturallySpeaking® to find the matching text if you

select a short phrase rather than individual words. If you select some words that are
already correct, just say them again along with the ones you want to change.
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Selecting the same text again

If the words you’re trying to select appear more than once on the screen
and Dragon NaturallySpeaking® selects the wrong ones, just say “Select
Again.” "The program then looks for another instance of the same word or
words.

You can also say “Select Again” if Dragon NaturallySpeaking® selects a
word that sounds like the word you want, but is not the correct one (for
example, “two” instead of “t0o”).

Unselecting words

"To undo the selection, say “Unselect That.”

You can also “unselect” words by moving your insertion point (by mouse
or voice) to another part of your document. For example, say “Go t0 End
of Line” or click somewhere else in your document.

Selecting a longer phrase

You can select a longer phrase by saying “Select [text] Through [text]” (US/
Canada) or “Select [text] To [text]” (Other Dialects). For [text], substitute
the actual word or words at the beginning and the end of the range of
wrong words. For example, you could correct the underlined words in
the following sentence:

With a little practice, who will develop a habit of dictating an unclear,
steady voice, and the computer will understand you better.

by saying:

(US/Canada) “Select who Through unclear” or “Select who will Through an
unclear”

(Other Dialects) “Select who To unclear® or “Select who will To an unclear”
Then dictate the correct text:
“you will develop the habit of dictating in a clear”

The final corrected sentence reads:
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With a little practice, you will develop the habit of dictating in a clear,
steady voice, and the computer will understand you better.

INLOM W3 If you're correcting more than one word, the words must all be in sequence

(next to each other). You can’t use a single command to correct words that are in different
]

parts of your document.

Selecting your whole document

"To select all the text in your document, say “Select Document” or “Select
A/l.” 'This command is especially useful when you want to change the
font or the way text is aligned.

When you want to copy all the text in a document to another window,
the easiest way to do it is with the “Copy A/l to Clipboard” command. (See
“Copying text to other programs,” on page 48.)

When a lot of text is selected, the “Scratch That” and “Cut That” commands
don’t work, nor can you overwrite the selection by dictating new text. This prevents you
from accidentally deleting a large part of your document. To remove a large selection,
you can say “Delete That” instead.

Selecting an entire paragraph or line

You can select the current paragraph by saying “Select Paragraph.” To
select the current line, say “Select Line.”

You can also select a number of paragraphs or lines (up to 20). For
example, you can say “Select Previous 5 Paragraphs.” See the complete
list below:

Select Next Paragraph
Previous 2...20 Paragraphs
Forward Line
Back 2..20 Lines
Last

Selecting a word or character

44

You can select the current word by saying “Select Word.” To select a
character, say “Select Next Character” or “Select Previous Character.”
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You can also select a number of words or characters (up to 20). For
example, say “Select Previous 2 Words.” See the complete list below:

Select Next Word
Previous 2...20 Words
Forward Character
Back 2...20 Characters
Last

Moving around 1in a document

When you’re editing a document, you can move around in it by voice.
After you place the insertion point where you want it, you can dictate
more text, select text, copy and paste, or apply formatting.

Going to the top or bottom of a page or
document
You can move to the top or bottom of the current page by saying “Page

Up” (equivalent to pressing the PAGE UP key) or “Page Down”
(equivalent to pressing the PAGE DOWN key).

You can move to the top or bottom of your document by saying “Go 7o
Top” or “Go to Bottom.”

You can use any command from the list below:

Go to Top

Move to Bottom
Top of Document
Beginning of Document
Start of Document

Bottom of Document

End of Document
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Going to the beginning or end of a line

You can move to the beginning or end of the current line by saying “Go o
Beginning of Line” or “Go to End of Line.”

You can use any command from the list below:

Go to Beginning of Line
Move to Start of Line
End of Line

Placing the insertion point before or after

a specific word

You can place the insertion point before a specific word by saying “Iusers
Before” and then the word or words. You can place the insertion point
after a word by saying “Insert After” and then the word or words.

After you move the insertion point where you want it, you can dictate
more text, paste text, add punctuation, and so on.

To place the insertion point before a specific word:

"To move the insertion point before the word “lets” in the sentence
below, say “Iusert Before lets” (or “Insert Before lets me talk’). Remember
not to pause between any of the words.

Dragon NaturallySpeaking® llets me talk instead of type.

To place the insertion point after a specific word:

"To move the insertion point after the word “talk” in the sentence below,
say “lusert After talk” (or “Insert After lets me talk’).

Dragon NaturallySpeaking® lets me talk| instead of type.

Moving up or down a paragraph or line

46

You can go up or down a paragraph by saying “Move Up a Paragraph’ or
“Move Down a Paragraph.” You can also move up and down a number of
paragraphs (up to 20). For example, you can say “Move Up 3 Paragraphs.”
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You can move up or down a line by saying “Move Up a Line” or “Move
Down a Line.” You can also move up and down a number of lines (up to
20). For example, you can say “Move Down 3 Lines.”

See the complete list below:

Move Up a Paragraph or 1 Paragraph
Back 2...20 Paragraphs
Down a Line or 1 Line
Forward 2...20 Lines

Moving right or left a word or character

You can move to the right or left of a word by saying “Move Right a Word”
or “Move Left a Word.” You can also move right or left a number of words
(up to 20). For example, you can say “Move Right 3 Words.”

You can move to the next or previous character by saying “Move Right a
Character” or “Move Left a Character.” You can also move forward and
backward a number of characters (up to 20). For example, you can say
“Move Left 4 Characters” or “Move Back 6 Characters.”

See the complete list below:

Move Right a Word or 1 Word
Forward 2...20 Words
Left a Character or 1 Character
Back 2...20 Characters

Copying, cutting, and pasting
text

You can move text from one place to another by using the “Copy That,”
“Cut That,” and “Paste That” commands.
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To copy, cut, or paste text:

Select the text you want to copy or cut.

Say “Copy That” or “Cut That.”

Move the insertion point to where you want to paste the text.
Say “Paste That.”

IN[OX N3] You can copy your entire document to the Clipboard by saying “Copy All to
Clipboard.” This is especially useful when you want to copy text to another window or
program.

Copying text to other programs

When you’ve finished dictating, you can copy your text to another
window. For example, if you dictate a note in Microsoft® Word, you can
then copy it into Microsoft® Outlook®. To use the procedure described
here, both the program you are copying from and the program you are
copying to must already be open.

To copy text to another program:
Say “Copy All to Clipboard” to copy your entire document.

Switch to another program, such as Microsoft® Outlook® (say “Swizch to
Microsoft Outlook”). Say “Paste That.”

"To return to Microsoft® Word, say “Switch to Microsoft Word.” (For
additional ways to switch between programs by voice, see “Switching
between open windows” on page 105.)

Deleting text

Deleting the last words you dictated

48

You can erase the last words you dictated by saying “Scratch That.” When
you say this command, Dragon NaturallySpeaking® deletes the last thing
it typed into your document. This may be a full sentence, a phrase, or
just one word, if that’s all you said before pausing.
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You can say “Scrazch That” up to 10 times to delete the last few things
you said. If you repeat the command, you must pause before saying it
again. You can also say, for example, “Scratch That 5 Times.”

Going back as you dictate

When you’re dictating, sometimes you may hesitate or think of a better
way to say something right after you’ve said it. When this happens, you
can use the “Resume With” command to return to where you were before
the mistake.

Just say “Resume With” followed immediately by the word or words to
which you want to return. Then, continue dictating. Any text after the
new position of the insertion point will be replaced with your new
dictation.

When using the “Resume With” command, remember not to pause in the
middle. Say “Resume With” and then immediately say the words to which you want to
return. These words must be in the last three or four sentences (100 characters) you said;
you can’t use “Resume With” to return to an earlier part of your document.

To go back as you dictate:

1 Suppose you dictate this sentence: “I have a deadline this week, but we could
meet for lunch... um... er... next Wednesday.”

2 To correct the sentence, return to the last correct words you remember
dictating. For example, say “Resume With meet for lunch.” (Remember not

to pause in the middle.)

3 Then, dictate the rest of the sentence. For example, say “next Wednesday
at noon.”

Deleting specific words

You can delete text by selecting it and saying “Delete That.”

To delete text:

T Select the text you want to delete.
2 Say “Deélete That.”

You can also say “Scrazch That” to do the same thing.
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Deleting the next or previous paragraph or line

You can delete the next or previous paragraph by saying “Delete Next
Paragraph” or “Delete Previous Paragraph.” You can delete the next or
previous line by saying “Delete Next Line” or “Delete Previous Line.”

You can also delete a number of paragraphs or lines (up to 20). For
example, you can say “Delete Previous 5 Paragraphs.” See the complete

list below:
| sav tmen  meen |
Delete Next Paragraph
Previous 2...20 Paragraphs
Forward Line
Back 2...20 Lines
Last

Deleting the next or previous word or character

You can delete the next or previous word by saying “Delete Next Word” or
“Delete Previous Word.” You can delete the next or previous character by
saying “Delete Next Character” or “Delete Previous Character.”

You can also delete a number of words or characters (up to 20). For
example, you can say “Delete Previous 5 Words.” See the complete list

below:
| say  omeen meew |
Delete Next Word
Forward 2...20 Words
Previous Character
Back 2...20 Characters
Last 2...20 Characters

INLOX W] Another way to delete the previous character is by saying “Backspace.” This is
equivalent fo pressing the BACKSPACE key. You can “press” it multiple times (up to 20) by
saying, for example, “Backspace 5.”
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Keyboard editing shortcuts

If you prefer to edit by typing, you can speed up your work by using
keyboard shortcuts. These shortcuts are not specific to Dragon
NaturallySpeaking®—they are built-in and work in almost any Windows®
program. These shortcuts can dramatically slash the time and keystrokes
you spend editing. Take the time to learn them—ten minutes spent
practicing with these keys can save you many hours in editing.

PRESS THESE KEYS TO DO THIS

CTRL

CTRL+LEFT (Left Arrow key)
CTRL+RIGHT (Right Arrow key)

CTRL+UP (Up Arrow key)
CTRL+DOWN (Down Arrow key)

CTRL+BACKSPACE
CTRL+DELETE
SHIFT

SHIFT+LEFT, SHIFT+RIGHT
SHIFT+UP, SHIFT+DOWN
CTRL+SHIFT

CTRL+SHIFT+LEFT
CTRL+SHIFT+RIGHT

CTRL+SHIFT+UP
CTRL+SHIFT+DOWN
BACKSPACE
DELETE

HOME

END

SHIFT+HOME

Hold down the CTRL key to move
by jumps, instead of one character
at a time

Move insertion point by one word
at a time

Move insertion point by one
paragraph at a time

Delete word o the left of insertion
point

Delete word to the right of insertion
point

Hold down the SHIFT key fo select
as you move

Select one character at a time
Select one line at a time

Hold down the CTRL and SHIFT
keys together to select one word or
paragraph at a time

Select one word at a time
Select one paragraph at a time

Delete left

Delete right

Skip to start of line
Skip to end of line

Select to start of line
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PRESS THESE KEYS TO DO THIS

SHIFT+END Select to end of line
CTRL+HOME Skip to start of document
CTRL+END Skip to end of document
CTRL+SHIFT+HOME Select to start of document
CTRL+SHIFT+END Select to end of document

Spelling as you dictate

52

With the Spell command in Dragon NaturallySpeaking®, you can easily
spell a word or phrase you want to dictate into your document. This can
be useful if you are dictating a word that is not likely to be in the Dragon
NaturallySpeaking® vocabulary, such as a proprietary term, a proper
name, or a non-English word. Say, for example, “Spell b-u-o-n space g-i-o-
7-n-0.” 'T'he word you spelled appears right in your document.

You must say “Cap” if the word contains a capital letter. For example,
say “Spell Cap R-u-m-p-e-I-s-1-i-I-s-k-i-n” to type “Rumpelstilskin.”

If you say “Spe/l” by itself, without any letters after it, the Spell dialog
box opens.

Spell [ %]

Spell or type the word or phrase.
*r'ou may alzo zap "Chooze 1" or another number.

100 100 [~ |00 (LR 4 (L0 R =

I¥ | Tirairi b, b pronounce this Elay Back |

] | Cancel | Help |

4

A The Spell dialog box, waiting for you fo spell.

You can then spell letters and Dragon NaturallySpeaking® will type
them or correct any errors in the word you spelled. This makes it a bit
easier to correct errors when spelling.
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When spelling, you can say numbers and special characters as well as
letters. For example, to dictate an automobile license plate number, you
could say “Spell v-j-r-5-8-1.” Dragon NaturallySpeaking® would type
“vjr581.” Say “Spell Cap-e-z-b-r-a-i-n-trademark” to get “Ezbrain™” in
your document.

Spelling a word adds that word to the active vocabulary with the
exception of words that contain numbers; words with numbers are not
added to the vocabulary.

To dictate unusual text such as automobile license plate numbers or product
codes, you can also switch to Spell mode by saying “Switch To Spell Mode,” and then
dictate letters.

For a list of what to say to spell special characters, see the Spelling topic
in the online Help or “Commands List” on page 227.

By default, the Spell dialog box appears only when you say “Spe//” by
itself, not when you say “Spe//” plus the letters you are spelling,
Optionally, you can make the Spell dialog box appear whenever you use
the Spell command. You can set this option from the Correction tab in
the Options dialog box. See page 208 for more information.
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S Jou can bold text, change font sizes and styles, capitalize text, and
apply other formatting, all by voice. This chapter explains how.

Many Dragon NaturallySpeaking® formatting commands work for text
that is selected (highlighted) in your document. To select text by mouse,
simply drag the mouse pointer over the text you want to select, as you
normally would when editing in your word processor. To select text by
voice, say “Selecs” plus the words you want to select. See “Selecting text
by voice” on page 41 for more detailed instructions and additional ways
to select by voice. See also the list of keyboard editing shortcuts on page
51.

You can change the formatting properties of a word (such as whether Dragon
NaturallySpeaking® should type a space before or after the word, or whether the word is
capitalized in a title) by using the Word Properties dialog box, described in “Changing
word properties” on page 176.
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Capitalizing text

Types of commands

Most of the commands listed in this chapter are globa/—they are
available in virtually every application. In addition to the global
commands listed here, Dragon NaturallySpeaking® includes many
commands for editing and formatting that work in common
applications such as Microsoft® Word® and Corel® WordPerfect®.
These extra commands are called Naztural Language Commands. For
more information on Natural Language Commands, see page 97.

Capitalizing the first letter of the next word you
dictate

Dragon NaturallySpeaking® capitalizes many words automatically. It
capitalizes the first word in a sentence (following a period, question
mark, or exclamation mark). It capitalizes the first word after you say
“New Paragraph” (though not when you say “New Line”) and it
capitalizes proper names (when these words are already in the Dragon
NaturallySpeaking® vocabulary in capitalized form).

IN[OM W3] You can change the spacing and capitalization rules for a word in the Word
Properties dialog box. See “Changing word properties” on page 176 for more
information.

When you’re dictating, you can capitalize words that aren’t automatically
capitalized by saying “Cap” and then the word. For example, say “Cap
fluffy” to get “Fluffy.”

To dictate the word “cap,” for example, in this sentence: “The company is putting
a cap on salary increases,” you must say “the company is putting a” then say “Spell c-a-
p,” and then say “on salary increases.” In this way, Dragon NaturallySpeaking® knows
that you do not want to capitalize any of the words within the sentence.

Capitalizing consecutive words

When you want to capitalize consecutive words (for example, if you’re
dictating a book title), you can turn capitals on and then turn them off
when you’re finished. This is usually easier than saying “Cap” before
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each word. Another way to do consecutive capitalization is to dictate the
words, pause, and then say “Capitalize That” or “Cap That.”

To capitalize consecutive words:
1 Say “Caps On” to turn capitals on.

INIOX N3] When “Caps On” is active, Dragon NaturallySpeaking® uses title case. This
means it capitalizes all words except for articles and prepositions (such as “the” and
II' oII R

2 Dictate the words you want capitalized. For example, say: “success is a
Journey [colon] seven steps to achieving success in the business of life”

Dragon NaturallySpeaking® types: “Success Is a Journey: Seven Steps to
Achieving Success in the Business of Life”

3  Say “Caps Off” to turn capitals off.

Dictating the next word in all capital letters

When you’re dictating, you can enter a word in all capital letters by
saying “A// Caps” and then the word.

For example, say “A// Caps please” to get “PLEASE”

Dictating consecutive words in all capital letters

When you want to dictate consecutive words in all capitals, you can turn
all capitals on and then turn them off when you’ve finished.

To dictate consecutive words in all capitals:

1 Say “A// Caps On” to turn all capitals on (like pressing the CAPS LOCK
key).

2 Dictate the words that you want to appear in all caps. For example, say
“the end” . Dragon NaturallySpeaking® types “THE END”

3 Say “A// Caps Off” to turn all capitals off.

Dictating the next word in all lowercase letters

When you’re dictating, you can enter a word in all lowercase letters by
saying “No Caps” and then the word.
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For example, say “No Caps Jennifer” to get “jennifer.” (Dragon
NaturallySpeaking® normally capitalizes this and other proper names.)

Dictating consecutive words in all lowercase
letters

When you want to dictate consecutive words in lowercase letters (for
example, names of computer files or e-mail addresses), you can turn the
“no capitals” feature on and then turn it off when you are finished. This
is usually easier than saying “No Caps” before each word.

To dictate consecutive words in all lowercase letters:
1 Say “No Caps On” to turn no capitals on.

2 Dictate the words you want to appear in all lowercase.

3  Say “No Caps Off” to turn no capitals off.

Capitalizing (or uncapitalizing) text already in
your document

You can change the capitalization of text already in your document by
selecting it and then saying “Capitalize That,” “Cap That,” or “All Caps
That,” or “Uncapitalize That,” “Uncap That,” or “No Caps That.”

To capitalize or uncapitalize text:

T Select the text you want to change.

2 Say “Capitalize That,” “Cap That,” or “All Caps That,” or “Uncapitalize
That,” “Uncap That,” or “No Caps That.”

Formatting text

You can use voice commands to specify any combination of font name,
size, and style, in that order. These commands change text you dictate
from then on or text you have selected.

"To set a new style for text you are about to dictate, use the “Ses Font”

and “Sez Size” commands. To change the style of text you have already
selected, use the “Format Thar” command.
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Changing the font as you dictate

When you’re dictating, you can change the font face, size, and style by
saying “Set Font” followed by the font attributes you want.

For example, you can say “Sez Font Times” or “Set Font Arial 12 Bold.”
When you continue dictating, the new text appears with the font
attributes you set.

Changing font face

Set Font Avrial
Courier
Courier New
Garamond
Helvetica
Palatino
Times

Times New Roman

Changing font size
Say “Ser Size” and then a size from 4 to 100 points. For example, say “Ser
Size 18.” Then, continue dictating.

Changing font style

Set Font Bold
Italics
Bold ltalics
Underline
Strikeout

Plain or Plain Text or Normal or Regular

Changing a combination of font face, size, and style
Say “Ser Font” and then the attributes you want (listed in the previous
sections). You can specify any combination of font face, size, and style,
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but you must specify these attributes in that order (font face, then size,
then style). See the list of examples below:

n “Ser Font Arial”

w “Ser Font Arial 127 or “Set Font Arial 12 Point”
m “SerSize 12 Bold”

w  “Set Font Arial Bold”

n  “Set Font Bold”

INLOMBR) If you're changing only the font size, use the “Set Size” commands, not the
“Set Font” command.
Changing the font later

You can go back and change the font face, size, or style of text by

selecting it and then using the “Format That” commands. “Format That”
works on selected text with the same combinations of font face, size, and
style as the “Ser Fon” commands (see the tables in the previous section.)

To change the font:

T Select the text you want to change.
2 Say “Format Thar” and then the font attributes you want to apply as

described in the previous section. For example, say “Format that Arial
187

Bold, italics, and underlining

You can apply formatting to text in your document by selecting it and
then saying “Bold That,” “Italicize That,” or “Underline That.” You can
also say “Strikeout That.”

To add bold, italics, and underlining:

T Select the text you want to change.
2 Say “Boid That,” “ltalicize That,” Underline That,” or “Strikeout That.”

To remove formatting:

T Select the text you want to change.

2 Say “Restore Thar” to remove formatting.
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Aligning text

You can change how text is aligned by placing your insertion point in the
text and saying “Center That,” “Left Align That,” or “Right Align That.”

To align text:

T Move the insertion point to the text you want to align.
2  Say “Center That,” “Left Align That,” or “Righr Align That.”

You can also use the following commands on selected text: “Format Thar
Centered,” “Format That Left Aligned,” and “ Format That Right Aligned.”

Bulleted text

"To add bullets to text, place your insertion point in the text and say
“Format that Bullet Style.” "To remove bullets, say “Format that Bullet
Style” again.
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Numbers and
Punctuation

his chapter describes how to dictate numbers, punctuation, Web
addresses, and a few other special items.

IN(OX W3] If DragonNaturallySpeaking® is not formatting a word as you would like, you

can change the formatting properties of the word by using the Word Properties dialog
box. See “Changing word properties” on page 176.

Dictating numbers

"To dictate a number, just say it. Dragon NaturallySpeaking® will type
either the number (“5”) or the word (“five”), usually determining this
choice from the context. To force Dragon NaturallySpeaking® to type a
number instead of a word (for numbers 0 to 9), say “numeral” plus the
number (“numeral 2”). This is especially useful when dictating the
numbers 2 and 4, which are sometimes mistaken for the words “to” and
“for” unless you say “numeral 2” and “numeral 4.”

If you want to dictate only numbers, you can switch to “Numbers Mode.” See
“Modes” on page 82 for more information.

Dragon NaturallySpeaking® adds commas to numbers of five digits or
more (such as 21,469), but not to four-digit numbers (2146). To add a
comma to a four-digit number, say “comma” where you want the comma.
See the table below for examples. For a decimal point, just say “point.” If
you dictate a US ZIP code, Dragon NaturallySpeaking® knows not to
add a comma and formats the ZIP code correctly.
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TO ENTER SAY

315 three hundred fifteen
three one five
three fifteen

809 eight hundred nine
eight zero nine
eight oh nine
1485 one thousand four hundred eighty five

fourteen eighty five

1,485 one comma four hundred eighty five
one comma four eight five
one comma four eighty five

809,212 eight hundred nine thousand two hundred twelve
eight zero nine comma two one two

51.2 fifty one point two
five one point two

2 point two
point numeral two

0.102 zero point one oh two

500 five hundred

5000 five thousand

90,210 ninety thousand two hundred ten

75% seventy five percent sign

$99 ninety nine dollars [US/Canadal]

$99.10 ninety nine dollars and ten cents [US/Canadd]

$8.2 million eight point two million dollars [US/Canadal]

£250.95 pound sterling sign two hundred and fifty point ninety five
[All Dialects]

€95 ninety five euros

You can say “and” as part of any number, for example, “three hundred and
fifteen” or “one thousand and twelve.”

If numbers, currency, times, or dates are not being formatted the way you
would like, check your Windows® Regional Settings, which affect how numbers are
formatted. To view these settings, point to Settings from the Windows® Start menu, click
Control Panel, and double-click the Regional Settings icon. For example, if you set the
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region fo Jamaica, saying “seven dollars” displays as J$7. If you set the region to
something other than English (United States) or English (Canada) and you want a dollar
sign ($), you have to say “dollar sign.” For example, saying “dollar sign 99” displays
$99. For more information, see “Dictating special characters” on page 77.

Changing the format of a number

If Dragon NaturallySpeaking® enters a number in a format you don’t
want, you can use voice commands to convert it to a numeral or to spell it
out.

For example, you can change “seven dollars” to “$7” (US/Canada) or
“seven pounds” to “§€7” (Other Dialects) by saying “Format That
Number.”

And you can change “$7” to “seven dollars” (US/Canada) or “£7” to
“seven pounds” (Other Dialects) by saying “Format That Spelled Out.”

These commands change the last number dictated or a selected number.

Format That Number one fo 1

first to 1st

nineteenth fo 19th

5 million fo 5,000,000

five million to 5,000,000

eight dollars fo $8 (US/Canada)

seven pounds to £7 (Other Dialects)
Format That Spelled Out 4th to fourth

27 to twenty-seven
5,000,000 fo five million

IN[OMNR The “Format That Number” and “Format That Spelled Out” commands work
for numerals and currency, but not for dates, times of day, telephone numbers, and most
fractions.

Using Numbers Mode

Any time you need to dicate a series of numbers and do not want Dragon
NaturallySpeaking® to recognize them as words, you can turn on
Numbers Mode. This could be useful, for example, if you are dictating
in a spreadsheet program, such as Microsoft® Excel®.
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Numbers and Punctuation

To turn on Numbers Mode, say “Start Numbers Mode” or “Numbers Mode
On.” To turn off Numbers Mode, say, “Stop Numbers Mode” or “Numbers
Mode Off.”

For more information on Numbers Mode and more ways to turn
Numbers Mode on and off, see the section “Modes” on page 82.

You can dictate most dates the way you would normally say them. Say
“oh” or “zero” to enter 0. In dialects other than US/Canada, you can also
say “nought.”

TO ENTER SAY

22 January 1999 twenty two January nineteen ninety nine

April 9, 2001 April 9 [comma] two thousand and one
14/07/85 fourteen [slash] oh seven [slash] eighty five
3/11/02 three [slash] eleven [slash] zero two

3/11/2002 three [slash] eleven [slash] two thousand and two
April 1st April first

March 22nd March twenty second

the 1980s the nineteen eighties

Dictate the time of day the way you would normally say it.

US/Canada: Dragon NaturallySpeaking® automatically types the colon
(:) if you say “@ m” or “p m” when dictating the time. Say “o’clock” or
“colon zero zero” to enter :00.

8:30 eight [colon] thirty or eight [numeric colon] thirty
7:45 AM seven forty five am

10:22 PM ten twenty two p m

3:00 three o’clock or three [colon] zero zero

5:00 PM five o’clock p m
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Dragon NaturallySpeaking® will recognize times more accurately if you say
“numeric colon” instead of “colon” when dictating times.

Other Dialects: Dragon NaturallySpeaking® automatically types the
point (.) if you say “@ m” or “p m” when dictating the time, depending on
the regional setting. Say “o’clock” or “point zero zero” to enter .00.

8:30 eight [point] thirty
7.45 AM seven forty five am
10.22 PM ten twenty two p m
3.00 three o’clock

5.00 PM five o’clock p m

INOMNR The format of “a.m.” and “p.m.” depends on your computer’s regional
Windows® settings.

Telephone numbers

North American phone numbers
Say US and Canadian phone numbers as you normally would, pausing
briefly between each group of numbers.

You don’t need to dictate hyphens for most phone numbers (numbers
that are 7, 10, or 11 digits long). Dragon NaturallySpeaking® will add
them automatically.

965-5200 nine six five fifty two hundred

617-965-5200 six one seven nine six five fifty two oh oh

1-800-555-1212 one eight hundred five five five one two one two

(617) 965-5200 [open parenthesis] six one seven [close
parenthesis] nine six five five two zero zero

1-212-555-1212 one two one two five five five one two one two
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Telephone numbers outside North America

"To dictate other phone numbers, including European phone numbers,
you must say all the punctuation, including the hyphens, spaces, and
parentheses.

(01628) 894150 [open parenthesis] oh one six two eight [close
parenthesis] eight nine four one five oh

027 629 8944 oh two seven [space bar] six two nine [space
bar] eight nine four four

61-7-4695-2055 six one [hyphen] seven [hyphen] four six nine

five [hyphen] two zero five five

(65) 2778590 [open parenthesis] six five [close parenthesis]
fwo seven seven eight five nine zero

In dialects other than US/Canada, you can say “bracket” instead of
“parenthesis.”

You can dictate most common fractions the way you would normally say
them. "To dictate 1/2, 1/3, 1/4, 1/5, 1/6, 1/7, 1/8, 1/9, 1/10, and 1/16 or a
multiple of these fractions, just say the fraction normally.

1/2 one half

1/4 one fourth or one quarter

15/16 fifteen sixteenths or fifteen over sixteen

37/8 three and seven eighths or three and seven over eight

If the denominator (bottom number in the fraction) is greater than 10,
you can enter the fraction by saying “s/ash” or “over” between the two
numbers.

9/12 nine [slash] twelve or nine over twelve
53/56 five [space bar] three [slash] fifty six
130/70 one thirty over seventy
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A few common fractions can also be displayed on your computer as
special characters (such as V4, ¥, or %) instead of two numbers separated
by a slash character (such as 1/4, 1/2, or 3/4). For information about
dictating fraction characters, see “Dictating uncommon special
characters” on page 78.

Dictate Roman numerals by saying “Roman” and the number. For large
numbers, say the number in small combinations (as in the examples
shown here).

TO ENTER SAY

| Roman one

v Roman four

\Y Roman five

X Roman ten

L Roman FiHy

C Roman one hundred

D Roman five hundred

M Roman one thousand
XXIV Roman twenty Roman four
XXXI Roman thirty Roman one
MCMXCVII Roman one thousand

Roman nine hundred
Roman ninety
Roman seven

on’t pause after the wora oman” when you're dictating a Roman numeral.
ENTE Dontp fter the word “Roman” when you're dictating a R L If
you pause, Dragon NaturallySpeaking® may enter, for example, “Roman three” instead
of “lll.”
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Postal and ZIP Codes
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US ZIP Codes

You can dictate US five-digit ZIP codes just as you dictate any group of
numbers. When dictating nine-digit ZIP codes, you must say the
hyphen.

02134 oh two one three four

94704-1150 nine four seven oh four [hyphen] one one five oh

UK and Canadian Postal Codes

You can dictate UK postcodes by saying “Postcode” followed by the
letters and numbers that make up the postcode. For Canadian postal
codes, say “Postal code” followed by the letters and numbers that make
up the postal code. Spacing and formatting will happen automatically.

To have Dragon NaturallySpeaking® format postal codes automatically, you
must first activate this feature in the Options dialog box. Click Options from the Tools
menu on the DragonBar, then click the Formatting tab to see the formatting options, and
select “Format Postal Codes.”

NG3 2HX Postcode n g three two h x

E10 7BD Postcode e ten seven b d

EC2Y 41K Postcode e c two y four | k
K1A OM5 Postal code k one a zero m five
XOA OHO Postal code x oh a oh h oh
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Punctuation

Here’s what to say for the most common punctuation marks. For a list of
all punctuation marks, see page 250 in the Appendix.

, comma
period
dot
point
[each one has different spacing characteristics]
e question mark

| exclamation mark (All Dialects)
exclamation point (US/Canada)

“"

open quote
close quote
open single quote
close single quote

( open paren (US/Canada)
left paren (US/Canada)
left parenthesis (All Dialects)
open parenthesis (All Dialects)

) close paren (US/Canada)
right paren (US/Canada)
right parenthesis (All Dialects)
close parenthesis (All Dialects)

apostrophe
s apostrophe-ess

hyphen

minus sign

-- [double dash
hyphen]

space bar

You can use the Vocabulary Editor™ to view or change the formatting
properties of the punctuation. For more information, see “Changing
word properties” on page 176.
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Words that end with ’s

"To dictate a word ending with (apostrophe) ’s, just say it as you normally
would. Dragon NaturallySpeaking® will often add it. If Dragon
NaturallySpeaking® doesn’t include the ’s, you can add it later.

We went to We went to Jennifer’s office
Jennifer’s office

that's enough that's enough

it's time to go it’s time to go

Including ’s as you dictate
When you want to make sure that Dragon NaturallySpeaking® types a
word with ’s, say “apostrophe ess” after saying the word. For words that

already end in “s,” say “apostrophe” after the word, as in the second
example shown here.

Peter’s brother returned to Peter [apostrophe ess] brother returned to
New York New York
| met my friends’ children | met my friends [apostrophe] children

Dictating hyphenated words

72

Many hyphenated words and phrases are already in the Dragon
NaturallySpeaking® vocabulary. To dictate a word or phrase that is
usually hyphenated, just say it as you normally would.

long-lasting long lasting

up-to-date schedule up to date schedule
Chicago-based Chicago based company
company

nine-year-old boy nine year old boy
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Including hyphens as you dictate

"To hyphenate words that Dragon NaturallySpeaking® doesn’t hyphenate
automatically, just say “yphen” wherever you want a hyphen.

speech-recognition software speech [hyphen] recognition software
power-sharing agreement power [hyphen] sharing agreement
Elizabeth Walker-Smith Elizabeth Walker [hyphen] Smith

You can hyphenate words you just dictated with the command
“Hyphenate That.” Select the words you want to hyphenate and say
“Hyphenate That.” 1f you say this command when no words are selected,
Dragon NaturallySpeaking® will usually hyphenate the last few words
that you said.

Removing hyphens

2

You can remove a hyphen by selecting it and replacing it with a space.

To remove a hyphen:
Say “Select hyphen.”

Say “Space Bar.”

Preventing hyphens

You can prevent Dragon NaturallySpeaking® from entering a hyphen by
pausing where the hyphen would normally be.

For example, to type “long lasting” (normally hyphenated) say “/ong,”
then pause for a moment, and then say “/asting.” Or you can say “long
space bar lasting” without pausing, to insert a space in place of the
hyphen.

Dictating compound words

Dragon NaturallySpeaking® joins compound words (such as “notebook”)
automatically, based on standard usage. To dictate a compound word,
just say it as you normally would.
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Compounding words as you dictate

"To compound words that Dragon NaturallySpeaking® doesn’t join
automatically, just say “No Space” between the words.

unitednations united [No Space] nations
WorldWide Web [Cap] world [No Space] [Cap] wide [Cap] web

You can also dictate consecutive words without spaces by turning “no
spaces” on and then turning them off when you’ve finished.

To dictate consecutive words without spaces:
Say “No Space On” to turn spaces off.

2 Dictate the words you want to appear without spaces.

3  Say “No Space Off” to turn spacing back on.

Compounding words later

You can compound the last words you said or compound selected words
by saying “Compound That.” This command removes all spaces between
selected words. Or, if no words are selected, it removes all spaces in the
last utterance. Any tabs or line breaks are also removed.

To compound words:

Select the text you want to join. For example, if you want to join the
words “Web TV,” say “Select Web TV.”

2 Say “Compound That.”

Dictating names

74

Many names of people, places, and events are already in the Dragon
NaturallySpeaking® vocabulary. For example, you can dictate “Martin
Luther King,” “New York Times,” and “San Francisco.” Just say the name
and Dragon NaturallySpeaking® will type it. Dragon NaturallySpeaking®
automatically capitalizes the names it knows, so you don’t have to say

“Gﬂp. 2
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If Dragon NaturallySpeaking® types a name incorrectly, correct it by
keyboard or by voice (see “Correcting and Editing” on page 37). The
program will add the name to its vocabulary.

If the program continues to type a name incorrectly after you’ve

corrected it several times, train the word individually using the Train
Word dialog box. See “Training a word or command” on page 178.

Dictating abbreviations and
acronyms

Dragon NaturallySpeaking® knows many common abbreviations (such as
NYC and BBC) and acronyms (such as NATO). To dictate an
abbreviation or acronym, just say it as you normally would.

US/Canada: Dr. Doctor

Other Dialects: Dr

UK U K (say each lefter)

RSVP RS VP (say each lefter)
HTML HTML (say each letter)

8 cm eight centimeters
US/Canada: pp. 27-33 pages 27 hyphen 33

Other Dialects: pp 27-33

NATO NATO (say as one word)
NASDAQ NASDAQ (say as one word)

If Dragon NaturallySpeaking® types the full word instead of the
abbreviation or acronym, enters the wrong word, or includes incorrect
punctuation, just correct it in your document by voice or by keyboard.
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Dictating e-mail and Web
addresses

Dictate e-mail and Web addresses as you would normally say them.
Dragon NaturallySpeaking® formats them for you automatically.

Virginia@aol.com Virginia at a o | dot com

info@samplecompany.com [No Caps On] info at sample
company dot com [No Caps Off]

http:/ /www.samplecompany.com [No Caps On]http ww w dot
sample company dot com [No Caps
Off]

Here are some guidelines for dictating e-mail and Web addresses:

m  When yousay “477p” or “@ w w,” Dragon NaturallySpeaking®
knows to format the next words you say as a Web address.

m  Say the following abbreviations by pronouncing them as words:

“6'0’” “6’0”2,” {{edu,,'? (ig_oD)” {{mz'/’” “”gl’” and {{07g.”

m  Say the following abbreviations by saying each letter:
ﬂﬂd 6‘,” ((& ”, “é‘d’” “Z'e” “ﬁ /é,” “id))’ “Z' ”’77 (7p,” ((my,77 ﬂ‘p é,’) ((sg’7’
“[ﬁ,” arld u” /é,”

s Use the “No Caps On” and “No Caps Off” commands to enter an
e-mail or Web address in all lowercase letters. For more information
about controlling capitalization, see “Dictating consecutive words in
all lowercase letters” on page 58.

You can create Text and Graphics custom commands for e-mail and Web
addresses you use often. See “Automate Your Work” on page 125.
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Dictating special characters

Dictating common special characters

The following special characters are in the Dragon NaturallySpeaking®
vocabulary. To dictate these characters, just say their names.

TO ENTER SAY

& ampersand or and sign

* asterisk

@ at sign

! backquote

© copyright sign

& caret

° degree sign

$ dollar sign or dollar

€ euros or euro sign

% percent sign

© registered sign

§ section sign

™ trademark sign

+ plus sign
minus sign

« open euro quote

» close euro quote

# All Dialects: hash sign or sharp sign
US/Canada: number sign or pound sign

£ US/Canada: pound sterling sign
Other Dialects: pound sign or pound

) smiley face

= frowny face

) winky face

For more complete lists of special characters, see “Entering punctuation
and special characters” on page 250 or the online Help.
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Dictating uncommon special characters

78

If you use uncommon special characters in your writing (for example, a
double-dagger sign 1), you can enter them by voice using the Spell
command. If you use a special character frequently, you can also add it as
a new word using the Vocabulary Editor™. This section explains how to
do this.

To dictate a special character:

Just say “Spell’plus the name of the character. For example, if you want
to enter a double-dagger sign (&) into your document, say “Spe/l double
dagger.”

For the complete list of special characters and their names, see the
Special Characters topic in the online Help and the following sections in
the Appendix:

= “Publishing symbols” on page 233

= “Accented and international characters” on page 236
m  “Mathematical symbols” on page 236

s “Currency symbols” on page 234

To add a special character to the vocabulary:

If you frequently want to dictate a double-dagger sign (%) into your
document, you could add “double dagger” as a new word in the Dragon
NaturallySpeaking® vocabulary. Follow these steps:

In your document, dictate the phrase you want to use to enter the special
character (for example, say “double dagger”). Dragon NaturallySpeaking®
enters the words into your document. In this example, it would enter
“double dagger.”

2 Say “Spell That” to open the Spell dialog box.
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3 Say the name of the special character. (In this example, say “double
dagger” to enter .)

Spell E
the word or phraze.
double-dagger p say "'Choose 1" or another number.
[
1
2
3
4
5
8
Z
8
El
Flay Back |
QK I Cancel | Help |
7

4 Click or say “OK.” Dragon NaturallySpeaking® types the special
character (¥) in your document and adds it to your vocabulary.

5 You need to give this special character a spoken form and then train it.
"To do this, open the Vocabulary Editor™. From the Words menu on the
DragonBar, choose View/Edit.

6 From the Display drop-down list at the bottom of the Vocabulary
Editor™ window, choose Custom Words Only. You will see the special

character you just entered under the Written form column, as shown in
this illustration.

iy Yocabulary Editor [ %]
wiritken formm; Spoken form [if different]:
Ii I LCloze I
The special character vt eniionm | Snoken form
dictated i +H
you diciaied is 6 Highweay 61
shown in the Written < U Berkeley e |
form column.
Delete |
Train... |
PBroperties... |
Help |
Display: |Custom words only j
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7 Click on the special character to select it. In the illustration above, the
special character is already selected.

8 In the Spoken form field, type the name you want for this character.

Type the character’s

iy Yocabulary Editor [ %]

name (for example,
" " “wiritten form: Spoken farm (if different]:
double dagger”] in - sl -
the “Spoken form” i ffouble dagger LI
field. Wiritten farm | Spoken farm

# 1

% Highway §1

L.C Berkele
* y A

Welete
Tiraim...

Eraperties...

Help

L

Dizplay: ICustom wwords only j

9 Click Add.

10 Click Train. The Train Words dialog box opens.

Train Words E

Click Go ta begin recording your speech.

double dagger

| @

Done | Cancel Help

11 Click Go.

12 Say the name of the character, as shown in the Train Words dialog box.
For example, say “double dagger.”

13 Click Done to close the Train Words dialog box.
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Witten form | Spoken form
special character)
with no spoken form. # 1 double dagger
% Highway §1

The remaining word
has both spoken and

written forms.

Numbers and Punctuation

14 Now there are two words in your vocabulary with the same written form.
One has a spoken form and one does not. To select it, click on the word
that does not have a spoken form.

iy Yocabulary Editor [ %]
wiritken formm; Spoken form [if different]:

Ii I LCloze I

- U.C Berkeley Aeld
Delete |

15 Click the Delete button to delete this word, leaving the word that does
have a spoken form in your vocabulary.

iy Yocabulary Editor [ %]

wiritken formm; Spoken form [if different]:
|¢ Idouble dagger Lloze |
Witten form | Spoken form

B3 double dagger

% Highway §1

- U.C Berkeley

16 Click Close to close the Vocabulary Editor™,

Congratulations, you’ve added a word that contains a special character!
Now when you dictate the character name (in this example, “double
dagger’), Dragon NaturallySpeaking® should enter the special character,
not the words.

IN[OMNR] You can change the formatting properties of a word (such as whether Dragon
NaturallySpeaking® should type a space before or after the word) by using the Word
Properties dialog box. See “Changing word properties” on page 176.
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Modes

When you start working in Dragon NaturallySpeaking®, you are in
normal mode by default. You can dictate words, numbers, and commands,
and the program will recognize them.

Suppose, though, that you want to work in a spreadsheet, dictating only
numbers. In this case, you can turn on nzumbers mode. With numbers
mode on, Dragon NaturallySpeaking?® tries to recognize everything it
hears as a number. If you are dictating only numbers (including
currencies), working in this mode will increase recognition accuracy.

There are four special modes, in addition to normal mode:

m  Numbers mode—The software recognizes only numbers,
commands, and punctuation.

m  Spell mode—The software recognizes only letters, numbers,
commands, and punctuation.

m  Command mode—The software recognizes only commands.

= Dictation mode—The software recognizes only words in its
dictation vocabulary, plus a few commands such as “New Line” and
“New Paragraph.”

"To switch modes, from the Words menu on the DragonBar, click the
name of the mode you want. Or, to switch modes by voice, say one of
these commands:

n  “Switch to Numbers Mode”
w  “Switch to Spell Mode”

n  “Swirch to Command Mode”
w  “Switch to Dictation Mode”
n  “Switch to Normal Mode”

You can turn modes on and off by voice. When you turn a mode off, this
is the same as switching back to normal mode.

IN(OM N You cannot dictate fractions in number mode.
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MODE TO TURN ON, SAY TO TURN OFF, SAY
Numbers Mode Numbers Mode On or Numbers Mode Off or
Start Numbers Mode Stop Numbers Mode
Spell Mode Spell Mode On or Spell Mode Off or
Start Spell Mode Stop Spell Mode
Command Mode Command Mode On or Command Mode Off or
Start Command Mode Stop Command Mode
Dictation Mode Dictation Mode On or Dictation Mode Off or
Start Dictation Mode Stop Dictation Mode
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Using E.-Matl and
Microsoft Internet
FLoxplorer

magine answering your e-mail and navigating the Web as easily as you
answer the telephone: by voice. Dragon NaturallySpeaking® works
with most popular e-mail applications and browsers.

Working with e-mail

You can dictate outgoing e-mail messages and have your computer read
incoming messages to you. Dragon NaturallySpeaking® works with most
popular e-mail applications—you can dictate and edit your messages
right in your e-mail software. In five specific e-mail applications you can
also use a set of built-in Dragon NaturallySpeaking® commands to send,
print, and work with e-mail more easily. These five applications are:

= America Online® versions 5 and 6. Only one version of version 6 is
supported. Please check our Web site for the correct version
information. See page 271 for information on the Web site.

®  Qualcomm® Eudora Pro® 5.1
m  Microsoft® Outlook® versions 97, 98, 2000, and 2002
m  Microsoft® Outlook® Express versions 5 and 6

s Lotus® Notes® 5 (in Dragon NaturallySpeaking® Professional and
higher editions)
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The e-mail commands described in this chapter are designed to work in
these five applications. To use them, make sure Dragon
NaturallySpeaking® and your e-mail application are both running.

If you use a different e-mail program

If you use an e-mail application that is not on the list above, you can
still compose, edit, and send e-mail using the global commands
described in chapters 3 and 4. You can send and print e-mail by voice
too, but instead of having built-in commands available to do this
you’ll need to say the names of menus, menu choices, and dialog
boxes, as described in chapter 9, “Hands-Free Computing.” In
Dragon NaturallySpeaking® Professional and higher editions, you
can also create your own commands to work with e-mail and other
applications.

If you use Microsoff® Outlook®, Outlook® Express, or Lotus® Notes®, you can add
the contact names in your address book to your vocabulary, which improves accuracy
when you dictate these names. You can also have Dragon NaturallySpeaking®
automatically scan your sent e-mail messages so it can better learn your writing style. For
instructions on how to do this, see “Add contact names to the vocabulary” on page 170.

Checking for new e-mail
"To check for new mail, say “Check For New Mail” or “Check For E-Mail.”

You must be connected to the Internet to check your e-mail.

You can say “Mail,” “Message,” “Memo,” or “E-Mail” interchangeably in any of
the e-mail commands.

Opening and closing e-mail
"To open an e-mail message, select it and say “Open Mail” or “Open That.”

To close an open message, say “Close Mail.”

You can also move to the message and select it by “pressing” function and arrow
keys by voice (see “Pressing keyboard keys” on page 111) or using the mouse
movement commands (see page 117).

Composing e-mail

"To compose a new message, say “New Mail” or “New Message.” Once the
new blank message appears, you can navigate to any field by voice and
start dictating.
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To navigate e-mail fields:

Go to or To Field

Move to CC Field
BCC Field
Body Field
First Field
Last Field
Next Field

To dictate an e-mail message:

1 Say “New Mail.” The new message opens on your screen.

2 Say “Go o 1o Field.” Pause (to make sure you are in the correct field),
then dictate the recipient’s e-mail address, for example, “eff at a-o-/ dot
com.” If you are entering more than one address, separate each one by
saying “comma.”

3  Say “Go ro CC Field” or “Go to BCC Field,” pause, and dictate the
addresses of the people who should receive copies or blind copies of
your message (optional).

In many e-mail programs, you can also say just “Subject” or “BCC” to move o the
respective field by that name.

4  Say “Go to Subject Field,” pause, and dictate the subject of your message,
for example, “Planning a trip to see you.”

5 Say “Go 10 Body Field,” pause, and begin dictating the body of your
message.

For instructions on dictating e-mail addresses and Web URLs, see “Dictating e-mail
and Web addresses” on page 76.

Transferring dictation into your e-mail

If you have dictated text into another program, such as your word
processor, or have transcribed text from a handheld recorder, you can
transfer your text into an e-mail message.
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To transfer dictation from Microsoft Word, Corel
WordPerfect, or DragonPad into e-mail:

Say “Switch to Microsoft Word” (or “Switch to WordPerfect” or “Switch to
DragonPad.”) Dictate your message or open a previously transcribed
document.

Say “Copy All to Clipboard.” 'The entire document is selected and
transferred to the clipboard.

Say “Switch To” followed by the name of your e-mail program. For
example, say “Switch to Eudora.”

Say “Go to Body Field” to move the insertion point to the message body.

Say “Paste That” to transfer your text into your e-mail message.

Sending and printing e-mail

Once your message is ready to send, you can simply say “Send Mail” to
send your e-mail on its way. To print a message, say “Print Mail” and the
message will be sent to your printer.

Forwarding and replying to e-mail

Deleting mail

"To forward a message selected in your Inbox, simply say “Forward
Mail,” then dictate the recipient’s address in the To Field of the new
message.

Select a message and say “Reply to Mail” to create a new message
addressed to the sender. To reply to everyone on the mailing list, say
“Reply To A/l Then move to the Body Field and dictate your reply.

You can delete the currently selected message by saying “Delete Mail.”
This command will work on all selected messages, so make sure you
have selected only those you want to delete.

INLOX N3] If you use Microsoftf® Word to compose e-mail with Microsoff® Outlook®, the

e-mail commands will not work. The e-mail commands work only inside of Microsoff®

Outlook®.
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Working with Microsoft Internet
Explorer

You can use Dragon NaturallySpeaking® to control Microsoft® Internet
Explorer® and browse the Web by voice. Just say the name of a link to
click on it. To use this feature, you must have Microsoft® Internet
Explorer® version 5.0 or later installed.

When Dragon NaturallySpeaking® and Microsoft® Internet Explorer®
are running, you can use voice commands to:

= Go to any Web page on the Favorites menu

m  Enter a Web address (URL) in the Address bar

m  Go back to the previous Web page or forward to the next
m  Click links, buttons, and images

= Scroll in a Web page

m  Select check boxes and other options

m  Enter text in a text box (such as a Search box)

Follow these steps whenever you want to use Dragon
NaturallySpeaking® with Microsoft® Internet Explorer®.

"To use Microsoft® Internet Explorer® by voice, simply start Microsoft®
Internet Explorer® while Dragon NaturallySpeaking® is running. 'To start
Microsoft® Internet Explorer® “by voice, say “Start Internet Explorer.”

IN[OX N3] Any program that embeds the Microsoff® Internet Explorer® application, such
as the Dragon NaturallySpeaking® online Help or the Command Browser, can also be
used by voice.

Going to favorite Web pages

avorites are Web sites that you bookmark in your browser in order to
Favorit Web sites that you bookmark in your b der t
find them again easily in the future. In Microsoft® Internet Explorer®,
you can click on the “Favorites” button to see the sites in this list.

Dragon NaturallySpeaking® lets you jump to any of these sites easily.
Say “Go to Favorite” plus the site name, exactly as it appears in the
Favorites menu. For example, you could say “Go 70 Favorite United
Nations” if United Nations was one of the items in your Favorites list.
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If Dragon NaturallySpeaking® misunderstands your command and opens the
wrong page, you can refurn to where you were by saying “Go Back.”

To add a page to the Favorites menu:

Go to the page you want to add to the Favorites menu.
Say “Click Favorites” to open the Favorites menu.
Say “Add to Favorites” to open the Add Favorites dialog box.

"Type or dictate a name for the page. Select a short name, so it will be
easy to open the page by voice.

Save the page anywhere on the Favorites menu.

Click or say “OK” to close the Add Favorites dialog box.

Entering a Web address in the Address bar

Address bar

90

You can dictate Web addresses (URLSs) by saying “Go t0 Address.” Follow
these steps.

To enter a Web address:
Say “Go to Address” to move to the Address bar.

/J Microsoft Internet Explorer

J File  Edit “iew Favortes Toolz Help

j@.».@{&

Back Fanyard Stop  Refresh  Home

J Address I

Dictate the Web address (for example, say “@ w @ dot swimming dot org”).
Most URLs are not case sensitive, but you may need to say “Cap” if the
Web address contains capital letters.

For more information about dictating Web addresses, see “Dictating
e-mail and Web addresses” on page 76.

Say “Go There” to open the page (same as pressing the ENTER key).

You can also say “Click Go” instead of “Go There.”
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Going back to the previous Web page or
forward to the next

The Back and Forward buttons on the Microsoft® Internet Explorer®
toolbar move you backward or forward through the Web pages you’ve
visited. Say “Go Back” or “Go Forward” to do the same thing by voice.

Here’s a list of all the voice commands you can use to control the
Microsoft® Internet Explorer® toolbar.

Go To Address Move the insertion point to the Address box.

Click Go or Go to the Web address in the Address box.

Go There

Go To Favorite Load a page that is on your Favorites list, in this

United Nations example, United Nations.

Go Back Go back to the previous Web page (same as clicking
the Back button).

Go Forward Go forward to the next Web page (same as clicking the
Forward button).

Stop Loading Stop a Web page from loading (same as clicking the
Stop button).

Refresh or Refresh the current Web page (same as clicking the

Reload Refresh button).

Go Home Go to your home page (same as clicking the Home
button).

Entering text in a text box

When Dragon NaturallySpeaking® is running, you can dictate text into
Search boxes and other text boxes on a Web page.

To enter text in a text box:

1 Say “Type Text” to move to the first text box on the page.

You can also say “Edit Box” or “Text Field” instead of “Type Text.”

2 If the page has more than one text box, they will be numbered like this
@ . (See the following procedures for examples.) Choose the number
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you want, or move to the next or previous text box by saying “Nexs” or
“Previous.”

3 When the insertion point is in a text box, you can dictate text.

In text boxes, you can also correct recognition mistakes by voice, just as
you do when you’re dictating into a document.

Clicking links, buttons, and images

You can click the text links and buttons on a Web page simply by saying
the link or button name.

If the text link or button name is long, you don’t need to say all of it. Just
say enough to distinguish it from other links on the page.

To click a text link:

T Say the text link (it must be visible on the screen). For example, to click
the link Finance and Budget on the Web page pictured below, say
“Finance and Budget.”

2 Anarrow 1 appears briefly to indicate which link was selected and then
the page opens.

You can also say “Click” and then the link text. For example, you could say “Click
News and Events.” Sometimes saying “Click” first is more reliable than just saying the
link text alone.

3 If more than one link matches what you said (for example, if there are

two links on the page that contain the word “Internship”), Dragon
NaturallySpeaking® numbers all the links on the page like this @ .
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4 Say “Choose” plus the number of the link you want. For example, say
“Choose 2.”

[T} Nations Headquarters Internship Programme - Miciosoft Intermet Explorer provided by America Online

Say “Choose 1"
to click the first
link containing
“Internship, " or
say “Choose 2"
to choose the

second link. —

File Edt Yiew GHo Favoites Help |-
s ‘ Q 2l
Back Foryad Stop  Refiesh  Home Seach Favores  Histoy  Channels | Fulscreen  Mail Frint
Addhess [ ttp://weun. oro/Depts/OHAM/axamindintersh/intern, him = |J Links @Z)A0L NetFind @140 Web Mail »
% APDICAIO FTOCE0e o =
. Q", “', United Nations Headguarters Internship Programme
| k\ntemshlp & fﬁ
Agreement/Condifions ST 3. Eligibility Criteria
6. Einance and Budget
To qualify for the United MNations Headquarters Secretariat Internship
7. Departments/Offices Programme, the following conditions must be met
offering Internships
1. Applicants must be enrolled in a degree program in a graduate
| _ & Employment school {second university degree or higher) at the time of application
B Coportunities after and during the intemship; or
Internship 2. Applicants pursuing their studies in countries where higher education
. . is not divided into undergraduate and graduate stages must have
9. Visa Requirements completed at least four years of full-time studies at a university or
equivalent institution towards the completion of a degree
10, Official documents 3. Undergraduates (for instance, students pursuing a Bachelor's
degree) are not eligible
1. Ereguently Asked aree) d
Questions e
=l van mav nse the follawine table to check vanrself about the basic )]
€] Dane [ [T [ @ nemet zone

IN[OMB] On secure Web pages this feature is disabled. You cannot select links on
secure pages by voice.
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To click an image:

1 When you say “Image” (or “Click Image”), Dragon NaturallySpeaking®
numbers all the images on the page like this B2 .

Some Web pages, B telling Intemnational - American Youth Hastels - Microsoft Intemet Explorer provided by America Drline
like this one dis,o/oy File Edt Yiew Go Favaites Help
‘ S | A m o3 ® B 5
fext as graphic Back  Fuuod  Slp  Reiesh  Home | Seach Favaites Histoy Channels | Fulereen  Mal  Fiint
images. When you Adahess [ http://vwwww.hiagh, ora/hare. shirl || Links EADL NeFind E1A0L WebMal +
say “Image, " Dragon DA s understanding of the world and its people through hostelling” B
Ncn‘uro//ySpeoking® > Avout Z3 Hostelh| Merbersh@B| Reservatioffl What's new
numbers each [ - ey
Image. 23 Ways to give
B Local councils
To click the “Travel B  Shop now ‘
" \ )
resources” link, say | @  Travel rescurces \ g
"Choose 10." To ~
. . ntranet
click the Spanish
" =2 Contact us -
flag, say “Choose o = = 1) m
- Espanol - + Francais - - Deutsch «
13.” pa
Amearican Youth Hostels, 733 15th Street, N.W,, Suite B40, Washington, D.C. 20005 - P.202.783.6161 - F:202.783.6171
©1998-2001 HI-AYH. All rights resdIBR: Click hers to see disclaimers =l
2 T T i@

2 Click the image you want by saying, for example, “Choose 3.”

If Dragon NaturallySpeaking® misunderstands your command and opens the
wrong page, you can return to where you were by saying “Go Back.”

To click a button:

Say the button name. For example, to click the button pictured below,
say “Search.”

| Speech recognition Search |

You can also say “Click” and then the button name. For example, you
could say “Click Search” (or “Click Search Button™).

"To unselect the button, you must select a different one.

To click a check box, list box, or radio (option) button:

1 Say “Check Box,” “List Box,” or “Radio Button” to number the buttons
like this @2 . Then choose the number you want, as in the previous
procedure.
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Here is a table of commands you can use for clicking links, images,
check boxes, and buttons.

Type Text or Edit Box

Click Check Box or
Check Box

Click Image or Image

Choose 2

Click Radio Button/
Radio Button

Click List Box or List Box

Show Choices
Hide Choices

Choose Thursday or
Thursday

Go to the first place on a Web page where you
can enfer text.

Number all check boxes on the page and go to
the first one.

Number all images with links on the page and
go fo the first one.

Select the image, option, button, and so on
from the numbered list of choices. You can say
any number that appears in the list.

Number all option (radio) buttons on the page
and go to the first one.

Number all boxes with a list of choices (drop-
down lists) on the page and go to the first one.

Open a list of choices.
Close a list of choices.

Choose an entry from a list of choices, in this
example, Thursday.

Frames and panes

When you’re viewing a Web page that uses frames, say “Next Frame” or
“Previous Frame” to move between the different frames.

To move between different Microsoft® Internet Explorer® panes, say
“Next Pane” or “Previous Pane.” Panes are different windows within the
Microsoft® Internet Explorer® application, such as “Search” and “Tip of
the Day.”

Scrolling in a Web page

When Dragon NaturallySpeaking® is running, you can scroll in a Web
page by voice. You can use voice commands to go to the top or bottom of
a page or to move up or down a screen or line at a time.

You can also start automatic scrolling by saying “Start Scrolling Down” or
“Start Scrolling Up.” Automatic scrolling is convenient when you want to
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read a Web page without using the mouse or keyboard. See the complete
list of commands below:

Go to Bottom Scroll to the end of the Web page.

Go to Top Scroll to the beginning of the Web page.

Page Down Scroll down one screen (same as pressing the
Page Down key).

Page Up Scroll up one screen (same as pressing the Page
Up key).

Line Down Scroll down one line (same as clicking the down
arrow in the scroll bar once).

Line Up Scroll up one line (same as clicking the up arrow
in the scroll bar once).

Start Scrolling Down Start automatic scrolling toward the end of the
page.

Start Scrolling Up Start automatic scrolling toward the beginning of
the page.

Speed Up Increase scrolling speed. (Say it again to speed
up more.)

Slow Down Decrease scrolling speed. (Say it again to slow

down more.)

Stop Scrolling Stop automatic scrolling.

While a Web page is scrolling, you can click by voice the text links and
buttons you see if the page is moving slowly enough. The page will
continue to scroll, however, unless you say “Stop Scrolling” before saying
the link.
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Commands

n addition to the global, “available everywhere” commands, Dragon

NaturallySpeaking® includes many additional commands for editing,
formatting, and controlling applications. These extra commands are
called Natural Language Commands on the assumption that you can give
the computer commands “naturally,” without having to remember the
exact wording of the commands you want

Available Natural L.anguage
Commands

Natural Language Commands are available in these applications:
= Microsoft® Word 97, 2000, and 2002

s Corel® WordPerfect® 9 and 10

= Microsoft® Internet Explorer® versions 5 and 5.5

= America Online® 6. Only one version of version 6 is supported.
Please check our Web site for the correct version information. See
page 271 for information about the Web site.

= Microsoft® Excel® 97, 2000, and 2002
m  DragonPad and DragonBar

Available in Dragon NaturallySpeaking®Professional and higher
editions:

= Microsoft® PowerPoint® 97, 2000, and 2002
m  Microsoft® Outlook® 2000, and 2002
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To make Dragon NaturallySpeaking® do what you want, you can’t say
just anything. For example, consider what you would say to format the
text you've selected in bold. Would it be one of these phrases?

= bold this
= bold that
= make this bold

s format this bold

If you say one of these phrases, Dragon NaturallySpeaking® will do what
you want. But if you say “please bold this text now,” the program won’t
recognize it.

"To see commands that Dragon NaturallySpeaking® will recognize, such
as the four “bo/d” commands listed above, use the Sample Commands
window and the Command Browser.

'T’he Sample Commands window

"To see some of the commands that Dragon NaturallySpeaking® will
recognize, use the Sample Commands window. To show this window,
choose Sample Commands from the Help menu on the DragonBar or say
“What can I say”. The contents of the Sample Commands window
change depending upon what application is currently active.

The Command Browser, described below, is the most comprehensive
place to see what commands are available in each application. It lets you
view additional commands beyond the commands listed in the Sample
Commands window.

The Command Browser

98

To open the Command Browser, click Command Browser from the
"Tools menu on the DragonBar. Click Built-in to view a list of commands
built-in to Dragon NaturallySpeaking®.
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E(. | NaturallySpeaking

fcuneclmn.. ‘ [ @STlansche.. | Dan

I Microphone iz off

Command Browser - -
Built-in Global Commands 2jlain
Keyword iz
Ch r please show me the users menu
oose an .
o ) G“":’“lﬂ" I choose cling mode
Opp//COf/Oﬂ fO/’ Wh/Ch \MH:DWﬁ r computer please display make custom commands
you want fo see IAIIWmdDWS vI ™ export custam wards
commc/nds, r computer please open the add new words

™ MaturallySpeaking please shaow users list
r please bring up the improve my accuracy

I~ choose tray icon only made

Then, click Search. ———— | Search

J
%

Use the Application list to choose an application for which you want to
see commands. Choose “Global,” as shown in the illustration, to see
commands that Dragon NaturallySpeaking® will recognize in any
application.

To see commands that include a particular word or words, type the word
or words in the Keyword field, then click the Search button. For
example, to see commands for making text bold, type “bold” in the
Keyword field and click the Search button.

To train one or more of the commands shown, select the check box next
to each command you want to train, then click the Train button in the
upper-right corner of the Command Browser window.

When learning commands, it’s not necessary or useful to learn every
voice command variation available. Find a way of saying commands that
is easy to remember and that works for Dragon NaturallySpeaking®. 'To
format text bold, for example, say whatever phrase comes to mind. If it
doesn’t work, press CTRL+Z to undo (this works in many applications),
or say “Undo That,” and say the command another way. When you find a
variation that works, keep using it.
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You can also create your own custom commands in Dragon NaturallySpeaking®
to help you work more efficiently. See “Automate Your Work” on page 125.

Sample Commands

Listed below are a sample of commands that Dragon
NaturallySpeaking® will recognize. Some commands will not work in
some applications, depending on the features of the application. For
example, “Insert Tuble” will work in Microsoft® Word but not in America
Online®.

IN[OXND] Commands for Microsoft © Internet Explorer® are covered in “Using E-Mail
and Microsoft Internet Explorer” on page 85.

Copying, moving, cutting, pasting,
and deleting command samples

“Select Next 10 Paragraphs”

“Cut Selection”

“Copy This Page”

“Delete Next Paragraph”

“Move Next 5 Lines to Top of Document”
“Move Next 4 Sentences Down 3 Paragraphs”
“Move Up 5 Pages”

“Go to Last Page”

“Go to Top of Document”

“Delete the Previous 2 Sentences”

There are many variations on these commands as well:

Possible actions include Select, Cut, Copy, Move, Delete, and
Paste.

Items to act on include Characters, Words, Lines, Sentences,
Paragraphs, Pages, and Table Cells.

Numbers in these commands can be 1 to 20.

Formatting command samples

100

“Matke This Paragraph Times Italics”
“Format That Bold”
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“Format That 12 Point”

“Make Last Sentence Uppercase”
“Capitalize This Line”

“Matke This Paragraph Red”

“Double Space This Paragraph Double Spaced”
“Add Border”

“Start New Page”

“Start New Section”

“Insert Page Numbers”

“Matke This Paragraph Two Columns”
“Double Space the Last Three Paragraphs”

Spelling, grammar, and printing
sample command samples

“Check Spelling”

“Check Grammar”

“Print Preview”

“Print Pages 1 To 5” (you can say numbers up to 100)
“Print This Page”

“Print Document”

Table sample command samples

“Insert A 2 By 7 1able”
“Cut This Column”
“Insert A Row”

“Insert 4 Rows”

Microsoft Excel command samples

“Go to Cell H 3”

“Go Down Forty Seven Cells”

“Color the Next Six Columns”

“Remove the Split’

“Sort This Column In Descending Order”
“Turn Off Italics”
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n  “Hide Row Seven”

n  Show Print Preview

Microsoft Outlook sample commands

n  “Address Book”

n  “View Help”

n  “Copy The Folder’

w  “Antach An ltem”

w  “Set That To Bulleted”

Microsoft PowerPoint sample commands
w  “Copy That Slide”
w  “Eunter lext Into This Title Box”
w  “Eight Slides Backwards”
n  “Find Word”
n  “Set That To Bulleted”
n  “Undo Twice”
w  “Put Graph On Slide”

America Online sample commands
m  “Go 1o Chat Room”
w  “Save To Filing Cabiner”
w  “Capture Picture”
n  “Print This”
n “Groups At AOL”

n  “Go 1o Internet Connection”

. “Sign Off
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peech recognition is useful not only for creating documents. You can
control almost everything on your computer with Dragon
NaturallySpeaking® voice commands. This chapter tells you how.

If you have problems that limit typing, learn and practice with the
commands in this chapter. If you are able to type, using voice commands
is a matter of personal preference. Some people prefer to select menu
commands and buttons with the keyboard and mouse. Others enjoy the
convenience of telling the computer to “Close Window” or “Click OK.”

The voice commands detailed in this chapter work in many programs. If
the program you’re running uses “standard” menus and dialog boxes,
Dragon NaturallySpeaking® will let you activate the menus and controls
by voice, even if Dragon NaturallySpeaking® has never seen the program
before.

If you are navigating and controlling your computer by voice, it is sometimes
useful to force Dragon NaturallySpeaking® to recognize only commands, not dictation. To
do this, say “Command Mode On.” This will prevent Dragon NaturallySpeaking® from
misrecognizing a command as a dictation word. For more information on modes, see

page 82.

If you are using Microsoff® Windows NT® version 4, you will need Service
Pack 6 or later in order to be able to use most of the voice commands described in this
chapter. If you are using Microsoff® Windows NT® 4 with a Service Pack lower than 6,
then you will not have Active Accessibility installed on your system and an error message
will appear. However, pressing keys by voice [page 111), and moving the mouse by
voice [page 117) will work regardless of what Microsoff® Windows NT® Service Pack you
have.
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Starting programs

You can use voice commands to start a program that appears anywhere on
your Windows® Start menu or desktop. You can’t start Dragon
NaturallySpeaking® by voice, because the program has to be running
before it can hear you.

Starting a program from the Start menu

"To start a program from the Start menu, say “Szzs+” and then the name of
the program exactly as it appears on the menu or submenu (it doesn’t
have to be visible). For example, to start Microsoft® Internet Explorer®,
say “Start Internet Explorer.”

To start a program:

Make sure that Dragon NaturallySpeaking® is running and that the
microphone is on.

Say “Start” and then the name of the program. For example, say “Start
WordPad.”

INLOXW?] To start certain Windows® utilities, you must open and navigate the Start
menu (see “Opening and closing menus” on page 107). These utilities are Shut Down,
Log Off, Help, Run, Favorites, Find, and Settings.

Starting a program from the Windows desktop

104

"To start a program on your Windows® desktop, just say “Szazr¢” and then
the name below the icon. For example, to start Microsoft® Internet
Explorer®, say “Start Internet Explorer.”

e

Internet ——— Say “Start Internet Explorer”
E=plarer

You can also open other desktop items with the “Start” command. For example,
you can say “Start Network Neighborhood.”
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Opening documents and folders

You can use voice commands to open a document or folder that appears
on your Windows® Start menu or desktop.

Opening documents and folders from the
Start menu

"To open a document or folder from the Start menu, say “Star#” and then
the name of the document or folder exactly as it appears on the menu.

For example, to open a document named sales.doc, you could say “Starz
Sales dot doc.” 'To open a document named journal.wpd, you could say
“Start journal dot w p d.”

If the document doesn’t open, but the Results box shows that your
command was recognized correctly, make sure the file you’re trying to
open is still on your computer.

Opening documents and folders from the
Windows desktop

"To open a document or folder from your Windows® desktop, just say
“Start” and then the name below the icon. For example, to open a folder
named “Projects,” say “Start Projects.”

£

Projects —— Say “Start Projects”

Switching between
open windows

You can switch between the windows you have open by saying “Swizch
f0” and then say the name of the program or document window exactly
as it appears in the title bar.
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For example, if Lotus® Notes® is running, you can switch to it by saying
“Switch to Lotus Notes.”

¥ Welcome - Lotus Notes [_[5]x]
Fls Edt View Cisats Actions Tsxt Help & » 2ne 6

File Edit Miew Foimat Help
A
S nsween s ne -

J vial
i 1

F
al

Bl f

You can also switch between open windows by saying “Swizch to Previous
Window” (same as pressing ALT+TAB) and “Switzch to Next Window” (same
as pressing ALT+SHIFT+TAB).

You can switch to the DragonPad by saying “Swizch to DragonPad.”

Switch to Next Window Switch to the next application.

Switch to Previous Switch to the previous application.

Window

Switch to Microsoft Make Microsoft® Word the active application.

Word

Switch to (name of Switch to the open application you specify. Say

application) the name of the application as it appears in the
title bar of the application window.

Copying text to other programs
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When you’ve finished dictating, you can copy your text to another
window. For example, if you dictate a message in Microsoft® Word, you
can then copy it to Microsoft® Outlook®.
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To copy text to another program:
Say “Copy All to Clipboard” to copy your entire document.

Switch to another program, such as Microsoft® Outlook®. For example,
say “Switch to Microsoft Outlook.”

Say “Paste That.”

"To return to Microsoft® Word, say “Swizch to Microsoft Word” or “Switch to
Previous Window.”

Opening and closing menus

When Dragon NaturallySpeaking® is running, you can activate any menu
by saying its name.

To open a menu:

Open a program window (for example, Microsoft® Word) and make it
active.

Say the name of the menu you want to open (for example, say “File”). If
the command does not work, try saying “C/ic#” and then the name of the
menu you want to open (for example, say “Click File”).

W Microsoft Word - Document1

SCI)/ “File or —‘Mgﬂit Wiew Insert Format Tools Table ‘Window Help

“Click File"

Say “Save”

[l ot 8@ 5 o o[
[ o IlEs==|=i=¢
| | Save As

In this example, the File menu should open. If the command doesn’t
work (for example, if the word “click” is typed into your document), you
may have paused in the middle of the command.

Say the name of a menu item to activate it (for example, say “Save”).

To open the Start menu, say “Click Start” or “Click Start Menu.”
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To close a menu:
Say “Cancel.”

If commands are often typed into your document instead of recognized as
commands, you can make Dragon NaturallySpeaking® recognize commands only when
they are preceded by saying “Click.” To do this, select the “Require “Click’ to select menu
or control” check box on the Miscellaneous tab of the Options dialog box, decribed on
page 217.

Selecting buttons, tabs, and

options

Say "Wirap to window” or
"Click Wrap to window”

108

When Dragon NaturallySpeaking® is running, you can select any button,
check box, text box, or other dialog box option you see by saying its
name. If that doesn’t work, say “C/ick#” and then its name.

For example, to select a check box labeled “Toolbar,” say “7oo/bar” or
“Click Toolbar:” To clear the check box (deselect it), say its name again.

Settings
Options  Text | Rich Textl
—Word wiap Toolbars
™ Mo wrap v Toolbar Say
- & Wi 15 window ™ Fomat Bar Joolbar”or
. - Buer TC/I/Z/< ”
Wfrap bo rul oolbar
e e ™ Status Bar

0K I Cancel | Help |

You can select tabs by saying the name of the tab, alone or preceded by
“Click.” In the dialog box pictured, you could say “Options” or “Click
Options” to select the Options tab. You can also move between tabs by
saying “Go to Next Tab” and “Go to Previous T1ub.”

In some programs, you may not be able to select dialog box items by saying
their names. If this happens, the following method of selecting items may work: say “Tab
Key” repeatedly to move to the item you want, then say “Press Space Bar” o select it.
See also “Activating commands by saying key names,” on page 115.
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Selecting icons on the desktop

Say "My Computer”

fo select My
Computer

Say “Move Down 2"
fo select Recycle Bin

You can use voice commands to select icons on the Windows® desktop.

To select an icon on the desktop:

Switch to the Windows® desktop. To do this by voice, minimize all open
applications and place the mouse pointer over the desktop icon. Say
“Mouse Click” to make the desktop active.

Say the name of the icon (for example, “My Computer”). Dragon
NaturallySpeaking® types the icon name and Windows® selects it.

"To select another icon, say “Move” and then the direction (up, down,
left, right) and number of icons (up to 20).

For example, say “Move Right 1,” “Move Down 2,” or “Move Up 3.”

kdw Erief Say “Move Right 1"
fo select My
Briefcase

Recycle Bin

After you select an icon, you can say “Press Enter” to start or open it and
“Press Shifr F10” to display its menu (as if you right-clicked the icon with
the mouse.)

You can also use voice commands to for these actions. See “Marking and
dragging objects” on page 120.
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Resizing and closing windows

"To resize and close windows, say “Click” and then a window command,
such as “Maximize.” These commands appear on the window’s Control
menu, but you don’t need to open this menu to say them.

INKOX W] “Click” is NOT optional for the following Control menu commands.

To maximize a window:

T Activate the window you want to maximize.
2 Say “Click Maximize.”

To minimize a window:

1 Activate the window you want to minimize.
2 Say “Click Minimize.”

To restore a window to its previous size:

T Activate the window you want to resize.
2 Say “Click Restore.”

To close a window:

1 Activate the window you want to close.
2 Say “Click Close.”

INLOX N3] If you have trouble getting Dragon NaturallySpeaking® to recognize any of
the window commands, you can open the Control menu by saying “Click Control Menu”
and then say them.
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Click Minimize or Minimize the active window.
Click Control Menu

(pause) Minimize

Click Maximize or Maximize the active window.
Click Control Menu

(pause) Maximize

Click Restore or Restore window to previous size.
Click Control Menu

(pause) Restore

Click Close or Close the active program.

Press ALT F4

Press CTRL F4 Close the active document, not the whole
program (works in many programs).

Click Start Menu or Open the Windows® Start Menu.

Click Start or

Press CTRL ESC

Scrolling in windows and

list boxes

You can scroll vertically in a window (for example, an online Help
window) or list box by saying “Move Down” and “Move Up” and then a
number of scroll bar arrow clicks (up to 20). For example, say “Move
Down 47 or “Move Up 10.”

You can scroll horizontally by saying “Move Left” and “Move Right” and
then a number of scroll bar arrow clicks (up to 20). For example, say
“Move Lefr 10 or “Move Right 5.”

Pressing keyboard keys

All Windows® menus and controls can be activated by pressing keys.
With Dragon NaturallySpeaking® you can “press” any key on your
keyboard by voice. You can press letters, numbers, modifier keys (SHIFT,
CTRL, and ALT), and so on.
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For example, you can say “Press @” and Dragon NaturallySpeaking® will
type the letter “a” in your document. Or, you can say “Press Control s” to
press CTRL+S (the keyboard shortcut for saving a document).

You can say “Press,” “Press Key,” or “Type”—all three voice commands
work the same way.

(@MW “Scratch That” will not erase keystrokes dictated with the Press Key
commands. You must select the text by voice or mouse and delete it or say “Press
Delete.”

You can press any letter on your keyboard by saying “Press” and then the
letter. When you’re pressing letters, you must say “Press” before each
one. For example, to enter “txt,” say “Press t,” “Press x,” “Press 1,”
pausing between letters.

For similar-sounding letters (such as 4, &, and v), you can say “Press b as
in Bill,” “Press d as in David,” and so on (you can also say “Press b for
Bill,” “Press d for David,” and so on) as you would if you were spelling
something over the phone. See the complete list below.

You can use any word in the International Communications Alphabet (page 233)
to “spell” the letter keys, for example, “Press alpha” or “Press bravo.”

You can also spell words using Spell mode. See “Modes” on page 82 for more

information.

Press a
b

any letter a—z or any international alphabet word alpha
through zulu

a as in Albert/Alice/alpha

b as in Bill/Buffalo/bravo

c as in Cathy/Carl/Charlie

d as in David/daughter/delta
e as in Edgar/enter/echo

f as in Frank/fancy/foxtrot

g as in George/gopher/golf
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h as in Henry/helmet/hotel

i as in Iris/Ireland/India

i as in John/justice/Juliet

k as in Karen/kitchen/kilo

| as in Larry/lemon/lima

m as in Mickey/magic/Mike

n as in Nancy/nobody/November
o as in Otto/over/Oscar

p as in Paul/people/papa

q as in Quentin/question/Quebec
r as in Robert/Rachel/Romeo

s as in Sam/Singapore/sierra

t as in Terry/Tyler/tango

u as in Ursula/unit/uniform

v as in Valerie/visit/Victor

w as in Wendy/wake/whiskey

x as in Xavier/Xerxes/xray

y as in Yolanda/Yvonne/yankee

z as in Zachary/zookeeper/zulu

(you can dlso say “for” instead of “as in”

INOM W] You can say “Press ¢” or “Press Charlie” but you cannot say “Press Cathy” or
“Press Carl.”

Capitalizing a letter

You can capitalize a letter by saying “Press Cap” and then the letter.

For example, to enter “28K” say “rwenty eight” and then “Press Cap K (or
“Press Cap K for Karen”).

Pressing numbers

You can press numbers (0 to 9) by saying “Press” and then the number.
For example, say “Press 8.”
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Pressing key combinations

When you’re pressing keys, you can press any combination of the
modifier keys (SHIFT, CTRL, and ALT) at the same time as another key,
such as a letter. For example, you can say:

m “Press Control Z” (undoes last action)
m  “Press Alr F” (opens File menu)

w  “Press Shift Tub” (moves backward through dialog box options)

INLOX W] Dragon NaturallySpeaking® ignores the command “Press Control Alt Delete”
(the keyboard shortcut for restarting a computer).

Pressing function and numeric keypad keys

"To press a function key (F1 to F12), say “Press Function” and then the
name of the key. For example, say “Press Function 17 to bring up the
online Help.

"To press the keys on the numeric keypad, say “Press Keypad” and then
the name of the key. For example, you can say “Press Keypad Minus” to
press the keyboard shortcut that opens the Correction Menu. See the
complete list below:

Press Keypad 1
Keypad 9 (you can say any number from 0 to 9)

All Dialects: Keypad Point |.)
US/Canada: Keypad Period (.)
Other Dialects: Keypad Full Stop {.)

Keypad Slash (/)

Keypad Asterisk (*)

Keypad Minus (-) fopens the Correction menu)
Keypad Plus (+) (furns the microphone on or off]

Keypad Star (*) (opens the NaturallySpeaking® menu on the
DragonBar]

Keypad Enter

IO Num Lock must be on for the “Press Keypad” commands to work. You can say
“Press Num Lock” to turn Num Lock on.
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Pressing other keys

Here’s a list of other keys you can press by voice:

Press Up Arrow
Down Arrow
Right Arrow
Left Arrow
Home Key
End Key
Page Up
Page Down
Insert Key
Delete Key
Control Key
Shift Key
Alt Key
Print Screen
Scroll Lock
Pause Key
Num Lock
Caps Lock

Activating commands by saying
key names

"This section describes how to use “Press” voice commands to control
menus and dialog boxes. The “Press” voice commands provide an
alternative to other methods of controlling applications by voice, such as
saying the name of a menu item. In some applications, these “Press”
commands are the only way to activate commands.
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All menus and almost all dialog box controls have one letter underlined.
"To open a menu, say “Press A/’ plus the underlined letter. Once the
menu is open, say the underlined letter in the command you want (do
not say “A/f” again). To click Page Setup in the DragonPad File menu,
for example, say “Press Altf,” pause, “Press u.”

Dialog box controls

116

"To activate a dialog box control, say “Press A/f’ plus the underlined letter
of the control. In the dialog box, below, for example, say “Press Alt 7’ for
the Toolbar check box, say “Press A/t @” for the Wrap to window option,
and so on. Saying “Press Enter” will click whichever button is preselected
(has a bold border). Saying “Press Escape” will click the Cancel button.

Settings [ x|

Options  Text |F|ichText|

Word wrap Toolbars

Mo wrap V¥ Toolbar
" Format Bar
[ Buler

" rap to uler " Status Bar

QK I Cancel Help

A Each control in @ Windows® dialog box has one lefter underlined. Say the underlined
letter to activate that control.

N[O B When the desired control is the name of a menu, you must say “Press Alt” plus
the respective letter. For example, to open the File menu, say “Press Altf.”

You can also activate a control by selecting it and pressing the space bar.
'To select each control of a dialog box in turn, press the Tab key (say
“Press Tab” or “Press Tab Key”). To move in reverse, press Shift plus Tab
(say “Press Shift Tab”). As you move, the control selected will have a thin
dotted line around it. (In the figure above, the selected control is “Wrap
1o window.”) Say “Press Space Bar” to activate the selected control (to
select the check box or click the button).

Some dialog boxes, like the one shown above, are organized by graphical
tabs. To move from one tab to the next, say “Move to Next Tab” or “Move
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1o Previous Tab.” Alternate ways of saying this are “Go fo Next Tab” or
“Click Next Tab” and “Go to Previous Tab” or “Click Previous Tab.”

"To switch between tabs by keyboard, press CTRL+TAB (forward) or
CTRL4+SHIFT+TAB (back). The voice commands “Press Control Tab” and
“Press Control Shift Tad” do the same thing; they work the same as “Move
to Next Tab” and “Move to Previous Tab.”

In most dialog boxes, you can select a control simply by saying “Click” and the
name of the control you want to select. In some applications, saying the name of the tab
may also work.

For more information on controlling an application using the keyboard,
see that application’s online Help.

Online Help

Say “Groe Me Help” to open the online Help for Dragon
NaturallySpeaking®. The same dialog box commands discussed above
work in the online Help. You can move to different topics by saying
“Move Up 3” and “Move Down 3” (say any number from 1 to 20). To open
a topic, say “Display” or “Press Enter.” 'To choose tabs or buttons, say
their name. For example, say “Search” or “Contents.”

Moving the mouse pointer and
clicking the mouse

Dragon NaturallySpeaking® provides hands-free mouse control with
MouseGrid™ and the mouse pointer voice commands. You can use these
features to position the mouse pointer anywhere on the screen, click the
mouse buttons, and drag objects—all by voice.

Moving the mouse pointer with MouseGrid

You can position the mouse pointer anywhere on the screen by using
MouseGrid™. You can move the pointer relative to the full screen or the
active window.
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To use MouseGrid:

1 Say “MouseGrid” to place the MouseGrid™ over the full screen (as in this
example) or say “MouseGrid Window” to place it over the active window.

Say "MouseGrid” BT e T o moce
to place a grid
over the full screen

Dele &) @ ¥ oo |[B2

Marmal = Book Antiqua -1 =B I

]
EL:=EK

‘Page 1 Sec 1 b1t Ln 1 Col 1 REG |TRES ST

g 5tart| 4 Mierosolt Photo Ediar -..| 7 Micrasol} Word - Doeu... | Dragorgar |[Mouge Gria D@, zerem |
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2 Say a grid number from 1 to 9 to position the pointer in that numbered
area. In this example, to position the pointer over the Recycle Bin, say
“4.” A smaller MouseGrid™ will appear in the chosen grid square.

W=
DEEE S| =R ¥ o-c B R T u

w Insert Format Tools Table Window Hslp

Mormal = | Book Antiqua -1 v| B 7 U=

R - I AR IR

: B E| =] 4
[Page 1 Sect TS In1 col1 |[rEC|fiee | AT | [BvR fre

3R 5tart| 4 Misrosolt Photo Ediar -..| [ Microsolt Word - Dosu... | Dragorgiar || Mouse Grid

[P 2@F. 8P

3 To zoom in over the desired area, say another grid number. In this

example, say “4” to place the pointer over the Recycle Bin icon.

4 Continue to say the respective grid number to zoom in until the mouse

pointer is over an icon or other object. You can use voice commands to
click the mouse or mark and drag the object. See the following sections
for instructions.

You can undo the last MouseGrid™" action by saying “Undo That.”

To close MouseGrid™, say “Cancel.”

Moving the pointer with the “Mouse”

command

You can move the mouse pointer up, down, left, or right a short distance
(a few millimeters) by using the mouse pointer commands.
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You can combine moving the mouse pointer and clicking the mouse in a
single voice command. For example, you can say “Mouse Up 3 Click” or
“Mouse Right 2 Double Click.”

To move the pointer:

Say “Mouse” followed by the direction and number of times to move it
(up to 10). For example, say “Mouse Up 5” or “Mouse Left 10.”

When the pointer is over an icon or other object, you can use voice
commands to click the mouse or mark and drag the object.

Clicking the mouse

You can click, double-click, left-click, and right-click the mouse button
by voice.

To click the mouse:

Position the mouse pointer over the object you want to select (for
example, say “MouseGrid 9 1” or “Mouse 2”).

Say “Mouse Click,” “Mouse Double Click,” “Mouse Left Click,” or “Mouse
Right Click.”

When an object is selected, you can mark and drag the object (as
described in the next section).

Marking and dragging objects

120

You can mark an object and drag it to a different location by voice. To
practice with these commands, drag icons on the Windows® desktop or
drag the paintbrush in Microsoft® Paint.

To mark and drag an object:

Position the mouse over the icon or object you want to drag and then say
“Mark” (for example, say “MouseGrid 9 1 Mark”).

Move the mouse pointer to where you want to drag the object and then
say “Drag” (for example, say “MouseGrid 6 3 Drag”).

Instead of “Drag,” you can also say “Control Drag” and “Shift Drag” to drag
while holding down the CTRL or SHIFT key.
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Moving the pointer with the mouse motion
commands

In addition to the mouse movement methods described above, you can
also move the mouse by using the mouse motion commands. Say, for
example, “Move Mouse Right.” 'T'he mouse pointer will begin moving to
the right and will keep moving until you say “Srop.”

Turn on the mouse motion commands

"To use the mouse motion commands, you must first enable them in
the Options dialog box. From the Tools menu on the DragonBar,
choose Options. The Options dialog box opens. On the Startup/
Shutdown tab of the Options dialog box, select “Enable mouse
motion commands” and click OK. ('To do this by voice, use the
MouseGrid™ to click on the DragonBar to make it active. Then say
“Click Tools,” “Options,” “Startup Shutdown,” “Enable Mouse Motion
Commands,” “OK”).

Click the Speed button, which is next to the “Enable mouse motion
commands” check box, to choose how fast the mouse pointer moves
when you use a mouse motion command.

The mouse motion commands
Here is a summary of the available mouse motion commands.

SAY THEN A THEN A SPEED
DIRECTION (OPTIONAL)
Move Mouse Up Fast
Mouse Move Down Faster
Drag Mouse Right Much Faster
Mouse Drag Left Very Fast
Upper Left Slow
Lower Left Slower
Upper Right Much Slower
Lower Right Very Slow

Here are a few examples of these commands. Each of these commands
starts the mouse moving;:

n  “Move Mouse Down”
n  “Move Mouse Upper Right”
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“Move Mouse Left Faster”

“Drag Mouse Right”

“Mouse Drag Down Slow”

“Right Mouse Drag Up” (drags up using the right mouse button)
“Shift Mouse Drag Lefr” (drags while holding down the SHIFT key)

While the mouse is moving, you can say any of the commands above.
You can also say:

“Stop” or “Cancel” to stop the mouse from moving

“Up,’? “Dow”’” “Lw, » “ngﬁly” “UpperLgf‘[,7’ “LowgrL¢,39 “Uppf?"
Right,” or “Lower Right’ to change the direction in which the mouse
i1s moving

“Faster,” “Much Faster,” Slower,” or “Much Slower” to change the
speed at which the mouse is moving

“Click,” “Double Click, “Right Click,” or “Leftr Click” to click the mouse
buttons

“Go to Sleep,” “Stop Listening,” or “Microphone Off’ to turn the
microphone off

"To specify which mouse button (left, right, or center) is being held down
during mouse drags or if you want the SHIFT, CTRL, or ALT key held
down during the mouse drag, use one of these commands before saying
one of the drag commands in the table above:

Lefr

Middle (requires a three-button mouse)
Right

Shift

Control

Alr

Right Shift

Right Control

Righr Alr

For example, to drag with the SHIFT key held down, you could say “S/zfz
Mouse Drag Up.” To drag with the right ALT key held down (the ALT key
on the right side of the keyboard), you could say “Righr Alr Drag Mouse
Upper Left.”
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Hands-free tips

Here are some more tips on how to best work by voice if you have
limited use of your hands.

For some people, clicking the mouse button by hand is very
uncomfortable, but moving the mouse by hand is easier. In this case,
move the mouse by hand but click the mouse using the voice
commands “Mouse Click,” “Mouse Right Click,” and “Mouse Double
Click.”

When using MouseGrid™, you can still say mouse motion
commands. This makes it convenient to position the mouse using
the grid, then start a drag operation from there.

The command “Szars” starts programs and documents on any level
of the Windows® Start menu.

If you have no or minimal hand use, set Dragon NaturallySpeaking®
so that the microphone is on (sleeping) when the program starts. For
instructions on how to do this, see the Startup/Shutdown tab of the

Options dialog box, described on page 210.

"To move around the Start menu, the Windows® desktop, and many
other parts of the computer, use the “Move” commands. You can say
“Move Up 4,” for example, which acts like pressing the up arrow key
four times. You can say “Move Up,” “Move Down,” “Move Right,” and
“Move Left,” plus a number between 1 and 20. You must say a
number to make this command work.

In the Windows® Start menu, the “Move” commands are the easiest
way to activate Shut Down, Logoff, Help, Run, Find, and Settings.
For example, to use Find, say “Click Start,” “Move Up 5,” then “Press
Enter Key” (if, on your computer, Find is the fifth item from the
bottom of the Start Menu).

Create custom commands to automate tasks that you do repeatedly.
See “Automate Your Work” on page 125.

Set up Dragon NaturallySpeaking® to start automatically when
Windows® starts.

INOXW?] You can also use Natural Language Commands to shut down your computer,
including “Shut Down Windows,” “Restart Windows,” “Reboot The Computer,” “Log Off
Windows,” and more.
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One of the most effective features of Dragon NaturallySpeaking® is
its ability to automate your work. Instead of typing the 50 characters
of your street address, for example, you can say “strees address.” "To start a
new e-mail message addressed to Jackie, just say “New message for
Jackie.” You can create custom commands like these to type text, insert
graphics, and activate menu and keystroke commands in any application.

Custom commands come in four types: Text and Graphics, Step-by-
Step, Macro Recorder, and Advanced Scripting. (Text and Graphics
commands are available in Dragon NaturallySpeaking® Preferred and
higher editions; the other three are available only in Professional
Solutions and higher editions.)

This chapter shows you how to view, search, create, delete, rename,
export, and import commands. It goes into the most detail about Text
and Graphics commands and Step-by-Step commands. For more
information about all four types of custom commands, see the Dragon
NaturallySpeaking® online Help.

Text and Graphics commands

Text and Graphics commands enter text and graphics of your choosing.
They are useful for such tasks as entering addresses, typing boilerplate
passages, entering a signature graphic or company logo, and many other
routine tasks. Text and Graphics commands are the easiest type of
custom command to create, and many Dragon NaturallySpeaking® users
will not need to use any other type of custom command.

Step-by-Step commands

Step-by-Step commands let you activate menu and keystroke
commands to control your application. You create this type of command
by showing Dragon NaturallySpeaking® each step you want the
command to do. Each step of a command can type text, press a keyboard
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key, open an application, or turn the microphone on or off. Step-by-Step
commands are especially useful for controlling applications and for
multistep tasks. Step-by-Step commands are available only in Dragon
NaturallySpeaking® Professional Solutions and higher editions.

Macro Recorder

The Macro Recorder lets you record a sequence of mouse movements,
mouse clicks, and keystrokes. When you say the name of a Macro
Recorder command, Dragon NaturallySpeaking® plays back the mouse
movements and keystrokes that were recorded. Macro Recorder
commands are more difficult to use than Step-by-Step commands,
because you can’t edit Macro Recorder commands once they are
recorded. Macro Recorder commands are available only in Dragon
NaturallySpeaking® Professional Solutions and higher editions.

Advanced Scripting

Advanced Scripting commands allow expert users to create complex
scripts and sequences to perform virtually any function on the computer
with voice commands. Creating these commands requires expertise in
the Microsoft® Visual Basic® programming language. Advanced Scripting
commands are available only in Dragon NaturallySpeaking® Professional
Solutions and higher editions.

If you'd like to use Step-by-Step, Macro Recorder, or Advanced Scripting
commands and you have Dragon NaturallySpeaking® Preferred, you can upgrade to a
higher edition of Dragon NaturallySpeaking®. For more information on how to upgrade,
see page 271.

In addition to the custom commands described in this chapter, there is another
way fo create a command that types up to 128 characters of text. You can use the
Vocabulary Editor™ to create a new word that has a written form that is different from its
spoken form; for instructions, see “View or edit your vocabulary” on page 173. This
technique is especially useful for phone numbers, URLs, and short phrases.

Viewing or editing commands

126

"To view the custom commands available in your user file, use the
Command Browser. Custom commands are commands you create as well
as the commands included with Dragon NaturallySpeaking® that you can
modify.
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Name Description
Keyword
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Automate Your Work

To view or edit custom commands:

Click Command Browser on the Tools menu of the DragonBar or say
“Command Browser.” 'The Command Browser window opens.

Click the Custom tab to see custom commands.

'® Command Browser H[=] B3
?
Command Browser - =

Search

=
Z

"To move to the next page of commands, click the Next link at the
bottom right of the Command Browser or say “Nexz.” 'To move to the
previous page of commands, click the Previous link or say “Previous.”

"To view or edit a command’s text or script, click on the command or say
its name. The MyCommands Editor dialog box opens. Change the text
in the Content field to edit the command. For detailed information on
creating commands and the controls in this dialog box, see “Creating
new commands” beginning on page 128.

Searching commands

To search for commands:

Open the Command Browser, if it’s not already open. To do this, click
Command Browser on the Tools menu of the DragonBar or say
“Command Browser.”

Enter one or more words to search for in the Keyword field in the
Command Browser.
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3 Use the Application list if you want to search for commands specific to a
certain application. Choose the application you want from this list. If you
want to search for commands that work in all applications, choose Global
from this list.

4  With the Group list, you can limit your search to user-defined commands
(choose “User-defined”) or to commands built into Dragon
NaturallySpeaking® (choose “Dragon”). To search among all commands,
choose “All Groups” from the Group list.

5 Click the Search button. The Command Browser displays the results of
your search.

Leave the Keyword box empty to search for all commands in the group and
application you specify. For example, to view all commands that work in WordPad,
leave the Keyword box empty, choose “All Groups” from the Group list, choose
“WORDPAD” from the Application list, and click Search.

Creating new commands

To create a new command:

T Open the Command Browser, if it’s not already open. To do this, click
Command Browser from the Tools menu of the DragonBar or say
“Command Browser.” You can also select Add New Command from the
Tools menu on the DragonBar to directly access the MyCommands
Editor.
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2 Click New in the Command Browser window or say “New.” The
MyCommands Editor opens.

MyCommands Editor [_ O] x|
MyCommand name: I Train |
Description: I
Group: IUser-defined j

Availabilty: & =) Global 7 spplication-specific = Window-specific

j & MName Editor |

Command T_lgpe:l Ap, Text and Graphics

r— Content:

slm(@ n(z(u] sl [E 2|2 =

Cancel | Help |

4

3 Type a name for your new command in the MyCommand name box.

"This is what you will say to execute the command.

4 Optionally, you can type a description for this command in the

Description field.

5 'To keep your new command with other user-defined commands, leave
the Group list set to User-defined, as shown.

6 Next, decide whether your new command should work in all

applications (Global) or in one specific application (Application-specific).
If, for example, your command types your address, you will want it to be
available globally, so that the command can be used in all applications. If
your command is global, select the Global option in the MyCommands
Editor and skip to step 10.

7 If you want the commands to be available only in the application you

specify, select the Application-specific option. When you select this
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option, the Application list appears. If the application is currently open,
you can select it from the list. Otherwise, use the Browse button to
locate the application on your computer.

If your new command is application-specific and will work only in a
particular window within that application, click Window-specific in the
MyCommands Editor. Window-specific commands will be available in
the window you specify. When you select this option, the Window list
appears. If the window you want is not in the list, you must close the
MyCommands Text and Graphics dialog box, open the window you
want, and reopen the MyCommands Text and Graphics dialog box to
see the window listed.

Use the Command Type list to choose the type of command you want:
"Text and Graphics, Step-by-Step, Macro Recorder, or Advanced
Scripting. (With Dragon NaturallySpeaking® Preferred, you can only
create Text and Graphics commands).

Create the content for your command—what you want the command to
do. This is done differently for each of the four types of commands. See
“Creating Text and Graphics commands” on page 130 or “Creating
Step-by-Step commands” on page 132. For information on Macro
Recorder commands or Advanced Scripting commands, see the Dragon
NaturallySpeaking® online Help.

Creating Text and Graphics commands

130

"To create a Text and Graphics command, begin by following the steps
in “Creating new commands” on page 128. Then follow the procedure
described below.
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1 Enter the text you want your command to type in the Content box in the
MyCommands Editor dialog box. The example shown creates a
command called “business address” that types a street address.

MyCommands Editor =] E3
MyCommand name: Ibusiness addresz Train |
Description: I
Group: IUser-defined j

Availabilty: & =) Global 7 spplication specific = Window specific

Command Type: Ap, Text and Graphics & MName Editor |

r— Content:

2039 Shattuck Ave. Ste. 305
Berkeley, Ca 90704

dlEl@| Blz|u| sl [z =|=] 3=

Cancel | Help |

4

You can paste text and graphics from other applications into the Content box.
Copy the text or graphics to the clipboard from another application (such as your word
processor], switch to Dragon NaturallySpeaking®, be sure that the insertion point is in the
Content box, and click the Paste button (or say “Paste That”).

2 You can change the formatting of the text in the Content box with the
formatting buttons below the Content box.

3 Click Save to save your new command.

4 Switch to the application you want and test your new command by
saying its name. For example, switch to Microsoft® Word and say
“business address.” Your address should appear in your Word document.
Be sure to pause before and after saying the command.

IN[OM W] When testing your new command, be sure that you are in the proper
application. For example, if you are in Microsoff® Paint and you say “business address,”
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the command will not work, since Paint does not accept keystrokes. Also, application-
specific commands will work only in the specific application for which they were defined.

New commands are saved only when you save your user files. If you are creating
several new commands, save your user files periodically. To do this, from the
NaturallySpeaking menu on the DragonBar, click Save User Files or say “Save User
Files.”

Creating Step-by-Step commands

Select a type of step
from the list.

132

"To create a Step-by-Step command, begin by following the steps in
“Creating new commands” on page 128. Then do the following:

Select Step-by-Step in the Command Type list.

Select a type of step from the list in the lower-left corner of the
MyCommands Editor dialog box, as shown below.

MyCommands Editor =] E3
MyCommand name: Iformat chart Tt |
Description: I
Group: IUser-defined j
Availabilty: ¢ =) Global 7 spplication specific & (= Window specific
Application: IEXEEL j
‘window IMicrosoft Excel - Bookl j

Command T_lgpe:l :E Step-by-Step j & MName Editor |
— Steps:
Edit |
[elete |
Kepstrokes -
Open [application) I
it
Type Text
Send Keys
Stop Listening i
Microphone On 4
Microphone Off j Insert |

Help |

Save I

Cancel |

There are eight different types of steps:

m  Keystrokes: Press one particular key.
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= Open (application): Open a particular application or document or
switch to that application or document if it’s already open.

m  Wait: Do nothing for a specified time. This step is useful, for
example, to pause while an application opens.

m  Type Text: Type the text you specify.

m  Send Keys: Type a sequence of keys including CTRL, ALT, and
SHIFT key sequences.

m  Stop Listening: Put Dragon NaturallySpeaking® into sleep mode.
= Microphone On: Turn the microphone on.

m  Microphone Off: Turn the microphone off.
For more information about each type of step, see the online Help.
Click the Insert button.

Depending on the type of step, Dragon NaturallySpeaking® may ask you
for more information. For example, for a Keystrokes step, you’ll be asked
to enter the keystroke you want. 'Type the keystroke you want and click
OK.

Send Keystrokes [ ]

Please, press the keystroke you want to send
[wou may use Chl, Shitt and &lt keys also).

Cul+B

QK | Cancel | Help |

Continue adding steps (repeat items 2 through 4 above). To edit a step,
select it and click Edit. To delete a step, select it and click Delete.

Click Save to save your new command.

Switch to the application in which you want to use the command and
test your new command by saying its name.

N[O When festing your new command, be sure that you are in the proper
application. Application-specific commands will work only in the application for which
they were defined.

New commands are saved only when you save your user files. If you are creating
several new commands, save your user files periodically. To do this, from the
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NaturallySpeaking menu on the DragonBar, click Save User Files or say “Save User
Files.”

Deleting custom commands

Select the check
boxes of the
commands to delefe.

134

The Custom tab of the Command Browser allows you to delete
commands that you have either created or imported from other Dragon
NaturallySpeaking® users.

Certain Custom commands are part of a command template and cannot
be removed individually. If you try to delete one of these commands,

you will see a warning message and will be unable to delete that
command.

If you want to remove a single command that is part of a command
template, you must click Advanced Search and select the template
option. Then you can edit the content of the variables used in that
template.

Open the Command Browser, if it’s not already open. To do this, click
Command Browser from the Tools menu of the DragonBar or say
“Command Browser.”

Select the check box to the left of each command you want to delete.

'®_Command Browser MEE

Command Browser - 4
m Custom Global Commands BjTrain | Stew | K Delete | [0t | [
Name Description
Keywrord
1 T pusiness address Ap
(S 2 [ sample macro 2 Gampls VBA MyCommands
Userdefined - =
3 [T sample steps ‘= Creates an expense report
Application
Global - 4 W signature block 1 Ap,
5 W letter cloging = Signature block
B - sample action Finds all files created d
Advanced search options.
7 [T sample signature B Inserts a signature inta ...

Search

J L_aff
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3 Click the Delete link or say “Delete.”

4 Dragon NaturallySpeaking® asks you to confirm the deletion. Click Yes

to confirm.

Renaming custom commands

To rename a custom command:

Open the Command Browser, if it’s not already open. To do this, choose
Command Browser on the Tools menu of the DragonBar or say
“Command Browser.”

Click the custom command you want or say its name. The
MyCommands Editor dialog box opens.

Click the Name Editor button. The MyCommands Name Editor dialog
box opens.

MyCommands Hame Editor =] E3
MyCommand name: |business address LConfirm |
Mew Yariables: Walues: i X

Eristing ariables:

gI0baI_c:ommands_recognition_rrﬂ
global_commands_action
global_commands_zelection
global_commands_2tal0 -

4 I I 3
QK I Cancel | Help |

A

Change the name of the command in the MyCommand name box and
click Confirm. (For information about the additional, advanced functions
of the MyCommands Name Editor dialog box, see the online Help.)

5 Click OK to exit the MyCommands Name Editor.

6 Click Save to close the MyCommands Editor.
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Exporting commands

Select the check
boxes of the

Exporting lets you save custom commands to a file so that you can share
them with friends or colleagues. The commands in the exported file can
be imported by a different Dragon NaturallySpeaking® user.

To export commands:

Open the Command Browser, if it’s not already open. To do this, click
Command Browser on the Tools menu of the DragonBar or say
“Command Browser.”

Select the check box to the left of each command you want to export.

'®_Command Browser

commands fo export.

136

Command Browser - 4
m Custom Global Commands FjTvain | Shlew | X Delete | [FEamort | [Fr
Name Description
Keyword
1 I business address Ap
Erta 2 [ sample macra ¥ Sampls vBA MyCommands
Userdefined - =
3 T zample steps = Creates an expense report
Application
Global - 4 ¥ signature block 1 Ap
5 ¥ letter closing E Signature block
13 raamg\e action L<) Findz all files created d
Adwanced search options.
7 T zample signature B Inserts a signature into ...

Search

Click the Export link or say “Export.”

The Command Browser displays the commands you will be exporting.
Click the Export Now link or say “Export Now.” The Save As dialog box
opens.

"Type a name for the export file, choose a location to store the file, and

click Save. Make sure you name the exported file with a name that
makes sense, for example, “myspreadsheetcommands.”
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For more information on exporting commands, see the online Help.

Importing commands

Use the import feature to add commands to your user files that were
created by someone else, or that you created in a previous version of
Dragon NaturallySpeaking®, or that were created on a different
computer.

To import commands:

T Open the Command Browser if it’s not already open. To do this, click
Command Browser on the Tools menu of the DragonBar or say
“Command Browser.”

2 (Click the Import link or say “Imporz.”

3 Select a file from which to import and click Open. The Importing
MyCommands dialog box opens.

Importing MyCommands ... =] E3

Import file name : T:\External\LH version B\technical reference materialshtests of commandshoffice commands. dat

Please, check the commands you want to impark

View: Al MyCommands MyCommand Marme | Type |Availabilit:,l | Descﬂ:tionl Content |
e " By availability |7§"7 go to sleep Advanced Script..  Global GoTaS...
pf’ stop listening  Adwanced Script...  Global GoTaS...
Dﬂ User-defined |7§"7 microphone off  Advanced Script...  Global SetMic...
v [

Check 2l | Uneheck Al | Impott | Cancel | Hep |

4 Use the check boxes to the left of each command to choose which
commands you want to import.

5 Click Import.

QMW This procedure will also work if you are upgrading from Dragon
NaturallySpeaking® 5.

Dragon NaturallySpeaking User’s Guide 137



CHAPTER 10 ‘ Automate Your Work

For more information on importing commands, see the online Help.

Creating Macro Recorder
Commands

Before you begin, use your mouse and keyboard to run through the steps
in the procedure described below to make sure you can perform them
smoothly while you record. You may want to make notes to help you
through the steps.

If the command is application- or window-specific, be sure the correct
application or window is open and active.

To record a macro:

T On the Tools menu of the DragonBar, click Add New Command to
open the MyCommands Editor dialog box.

2 By default, the MyCommands Text and Graphics dialog box opens.
Select Macro Recorder from the Command Type list.

3 In the MyCommand name box, enter what you will say to start the
command. Choose a phrase that is easy to remember but not likely to be
used in normal dictation. For example, you might use a name such as
“find recent files.”

4 Click Train to teach Dragon NaturallySpeaking® your pronunciation of
the command name. The Train Word dialog box displays.

5 In the Description box, enter a description that will help you identify
the command.

6 In the Group list, specify whether this command will be a Dragon
command or a User-defined command. If it is User-defined, you can
type over “User-defined” with a group name of your choosing. The new
group name will appear in the list the next time you create a command.

7  Specify whether the command will work everywhere (Global), in a

specific application which you name, or in a specific window, which you
specify.
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Click Record to display the floating recorder.

Perform the actions you want to be part of the macro. When you are
finished, click the Stop Recording button on the floating recorder.

Close the floating recorder.

You can test your macro by clicking the Play button. Click Record if you
need to record the macro over again.

When you are satisfied with what you have recorded, click Save.

If a recorded macro does not work the way you anticipate during playback,
try recording it again and adding a slight pause between each action. For example,
sometimes it takes a second or two for the Start menu to open and the macro must
anticipate this. In cases where there is a hot key equivalent to a mouse action, you should
consider using the hot key as a way to avoid this problem. Recorded macros cannot be

edited or changed once they are recorded.

Some useful commands

Each command you create saves you from dictating the same text and/or
commands over and over again. Here are some ideas for creating useful
commands:

= Home Address
m  Business Address
= Address to, for example, Laura Raymond (types her address, skips a

line, and types “Dear Laura,”). Create these for each person to
whom you write regularly.

= Signature Block (types “Sincerely yours,” skips a line, and inserts a
graphic of your handwritten signature and types your title)

m  Letter Closing (types a closing paragraph or sentence and then your
signature block)

m  Special Offer (types a boilerplate text with all formatting that you
define)

s Create Expense Report (opens a Microsoft® Excel® spreadsheet and
fills in some rows and column titles).

m  E-mail Signature (types the signature text for an e-mail message)
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m  Address Form (types your name and address, with a tab after each
part, for filling in forms on the Web)

When creating commands, start with the ten text items or application functions
you use most often. Create voice commands for additional functions as you progress.
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As you use Dragon NaturallySpeaking®, you will develop your own
approach to working with the software. Do you dictate first and
correct later, or do you correct as you go? Do you use a headset
microphone or a handheld recorder? Do you have an assistant who can
edit your dictated documents?

Paying attention to workflow, or how you organize your tasks, is
important to maximizing your efficiency with Dragon
NaturallySpeaking®. This chapter suggests different ways to manage
workflow and increase productivity according to your particular needs
and desired ways of working.

Dictate first, correct later

It’s a natural tendency to watch the screen as you dictate and correct the
computer’s errors as they occur. This is, however, an inefficient way to
work. Writing takes concentration and fixing errors as you go can throw
you off track.

The best way to work is to dictate anywhere from a few sentences to
several paragraphs at once. Then, while your dictation is still fresh in
your mind, go back and correct any errors the program has made.

When dictating, you’ll achieve higher accuracy and be less distracted if
you don’t watch the computer. Try dictating with your eyes closed or
look at the ceiling, to the side, or down. Watching the computer
constantly as you speak can make your speech rhythms less natural and
may increase the likelihood of errors.
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Listening to your recorded voice

142

The primary obstacle to dictating first and correcting later is forgetting
what you originally said. It’s frustrating to discover one of the software’s
mistakes but not remember the words you used.

The easiest way to remind yourself of what you said is to listen to your
recorded voice. In most applications, Dragon NaturallySpeaking®
records what you say as you speak. In some applications, you can play
back only the most recent phrase you said.

Playback is available in all editions of Dragon NaturallySpeaking®. It works
in Microsoft Word®, Corel® WordPerfect®, the DragonPad and any other application that
accepts formatting, such as WordPad. Deferred correction and saving recorded dictation,
however, are available only in Dragon NaturallySpeaking® Professional and higher
editions (in Microsoff°Word, Corel® WordPerfect®, the DragonPad and any other
application that accepts formatting). Also, in Dragon NaturallySpeaking® Preferred you
cannot save a recording of your dictation along with the document—you must listen to
your speech in the same compufer session in which it was transcribed.

Here are two ways to play back your recorded speech.

m  Select the text for which you want to hear your original dictation and
say “Play That Back.”

m  Select the text for which you want to hear your original dictation and
click on the blue triangle on the Extras toolbar on the DragonBar B

Now that you’ve heard what you originally said, correct the error. Just
type or say the words you want.

Other playback commands are:

m  “Play Back Line”

w  “Play Back Paragraph”

m  “Play Back Document”

w  “Play Back Window” (plays just the text in view)

m  “Play Back To Here” (from the top of the window to the insertion
point)

w  “Play Back From Here” (from the insertion point to the bottom of the
window)

IN(OM W3] The “Play Back Faster” command works only if you have a full-duplex sound

card. However, the Fast Playback button on the Extras toolbar works with all sound
cards.
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While your dictation is being played back, you can press the left arrow
key to back up, the right arrow key to go faster, and the down arrow key
to open the Correction menu.

Deferred correction

In Dragon NaturallySpeaking® Professional and higher editions, you can
save your dictation along with the text of your document when dictating
in Microsoft® Word, Corel® WordPerfect®, and the DragonPad. This
feature, called deferred correction, lets you dictate now and correct later or
delegate correction to an assistant who can check the Dragon
NaturallySpeaking® transcription against the recording of your actual
dictation.

When you save a document in Microsoft® Word®, Corel® WordPerfect®,
or the DragonPad, you’ll be asked if you want to save the audio
recording of your speech. If you click Yes, Dragon NaturallySpeaking®
will create a file with the same name as your text document, but with the
extension “.dra.” This .dra file contains the audio. These audio files are
quite large. To conserve hard disk space, be sure to delete them when
they are no longer needed.

Because of memory constraints, Dragon NaturallySpeaking® can play back
only your last 100 utterances (defined by the pauses in your speech). To increase the
amount of transcribed text you can play back, try speaking in longer phrases without
pausing for a breath or increase the “Pause between phrases” setting. (From the Tools
menu on the DragonBar, choose Options and click the Miscellaneous tab.)

If playback is unavailable

When Dragon NaturallySpeaking® will not play back your recorded
voice, you still need to figure out what you said so that you can correct
your text.

"Ity pronouncing the misrecognized words aloud. The sound may
remind you of what the words were supposed to be. For example:

s The program types: “...make sure speech patterns...”
m  Say it aloud to remember what you said: “...ma#kes your speech
patterns...”

For complex or difficult dictation that would be hard to reconstruct, have
a handheld recorder running on your desk as you speak. This serves as a
backup recording of what you said. It’s time-consuming to go back and
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listen to the whole recording, but it’s reassuring to know it’s there if
needed.

If you have an assistant, he or she can listen to the recording and correct
any recognition mistakes made by Dragon NaturallySpeaking® . See
“Working with an assistant” on page 149.

The most efficient and least frustrating solution for correcting your text
is to have fewer mistakes to begin with. If your accuracy is around 95
percent or better, most of the mistakes made by Dragon
NaturallySpeaking® will be easy to correct without audio playback.
You’ll know what you said from the context of the surrounding words.
For example:

s The program types: “Summer time the computer makes a mistake.”

= It’s easy to figure out what it should have typed: “Sometimes the
computer makes a mistake.”

"To reduce errors, pronounce each word clearly, but don’t pause between
individual words. Speak naturally in phrases or sentences, but be sure to
enunciate each word. The small amount of time taken to speak clearly
will be paid back many times in less editing time and less frustration.
Review the tips in “Improving Accuracy” on page 161 and implement as
many as you can.

Ways to correct your dictation

Here are three suggested workflows to correct your dictation. The first
two use only the keyboard. The third method lets you work hands-free,
without the keyboard. Use whichever methods you prefer. After some
practice, you may want to combine these methods so you can work partly
by keyboard and partly by voice.

Correcting by typing

144

"This correction method lets you work through the document smoothly,
keeping your hands on the keyboard. To begin, move to the beginning
of your dictation (you can jump to the start of your document with the

keyboard shortcut CTRL+HOME).

Press the Correction hot key to display the Correction menu. The
Correction hot key is the (-) key on the numeric keypad, unless you’ve
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changed it to another key using the Options settings. The computer will
select your last utterance.

If the selected text is correct, press the right arrow key to move to the
next passage. Continue proofreading and pressing the right arrow key
until you find a mistake.

If one of the choices on the Correction menu matches what you said:
T Press the down arrow key to move to the correct choice.
2 Press the right arrow key to accept that choice and move on.
If what you said is not listed on the Correction menu:
1 'Type the correct text.
2 Press the Correction hot key to continue proofreading.

When typing the correct text, sometimes you’ll want to change just a
word or two of what the computer highlighted and you won’t want to
retype the whole phrase. You can either use the mouse to move to the
words you want to correct or press the ESC key and then the arrow keys
to move to the words you want to correct. In either case, after you've
finished typing the correct words, press the Correction hot key to
continue proofreading.

For maximum efficiency when working by keyboard, use the keyboard editing
shortcuts shown on page 51.

As you proofread, the program will select a group of words. Sometimes it
may select an utterance that is a bit different from the group of words
that you want to correct. If this happens, use the mouse to select the
group of words you want, then press the Correction hot key.

Correcting with audio playback

Like the “correcting by typing” method above, this correction method
lets you work through the document from top to bottom, keeping your
hands on the keyboard. In this method, you’ll also hear the sound of your
recorded voice to help you proofread. (In Dragon NaturallySpeaking®
Preferred, this feature is available only while you are working in the
current dictation session.)
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N[O Make sure to select text before typing over an error and do not use the
Backspace key.

"To begin, click the Extras button 'Y on the DragonBar to show the
Extras toolbar and move to the beginning of your dictation. You can
permanently display the Extras toolbar by selecting Show Extras in the
Options dialog box. See “View options” on page 211 for more
information.

Click the Start Playback button ' ®'. Dragon NaturallySpeaking® will
begin playing back your recorded voice. Listen to and proofread your
text until you find a recognition error.

When you find a misrecognition, press the Correction hot key to display
the Correction menu. The Correction hot key is the (-) key on the
numeric keypad, unless you’ve changed it to another key using the
Options settings. The Correction menu will appear.

If one of the choices on the Correction menu matches what you said:
Press the down arrow key to move to the correct choice.

Press the Enter key to accept that choice and move on. Click the Start
Playback button to restart the audio playback and continue your
corrections.

IN[OMNR] In DragonPad, Audio playback will restart automatically after you press the
Enter key.

If what you said is not listed on the Correction menu:
"Iype the correct text.

Click the Start Playback button to restart the audio playback and
continue proofreading.

When typing the correct text, sometimes you’ll want to change just a
word or two of what is highlighted and you won’t want to retype the
whole phrase. You can use the mouse to select the words that you want
to correct and then press the Correction hot key. Or, you can use the
mouse to move to the words you want to correct (or press the ESC key
and then the arrow keys to do this by keyboard), enter the correct words,
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and press the Correction hot key to continue proofreading. You can also
use voice to control the right arrow and down arrow keys.

For maximum efficiency when working by keyboard, use the keyboard editing
shortcuts shown on page 51.

Correcting by voice

This correction method lets you work by voice, hands-free. You can,
however, still use keyboard and mouse commands along with these voice
commands if you wish. For more information, see “Hands-Free
Computing” on page 141.

Start by moving to the beginning of your dictation. (Say “Go To Beginning
of Document” to go to the start of your document.)

Read through your document until you find a misrecognition. Say
“Select” plus the words you want to change. (For example, if you said
“more” and the computer typed “word,” say “Select more.” Say it as one
continuous phrase, without pausing.) The Correction menu will appear.

If what you said is among the options listed on the Correction menu:

= Choose the correct alternative by saying “Choose” plus the number
of that option. For example, if choice 3 is correct, say “Choose 3.”

If none of the options on the Correction menu is what you said, you can
spell the correct words:

m  Say “Spell That.” The Spell dialog box will open.

m  Spell the text in the Spell dialog box to match what you said, then
say “OK.” (For instructions on using the Spell dialog box, see
“Spelling as you dictate” on page 52.)

Dragon NaturallySpeaking® will correct your document to reflect the
changes you made. Continue reading through your document until you
find the next recognition mistake and repeat this process.

If you need to spell a word that's short, you don’t need to use the Spell dialog

box. Just say “Spell That” plus the letters of the word. For example, to spell “mice,” say
“Spell That m-i-c-e.” Say the letters without pausing between them.
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Don’t change your normal way of speaking
Has this happened to you?

= You select a mistake, then dictate the correct word. The program
gets it wrong. You say “Seratch That” to delete the mistake. You
dictate the correct word again.

s The program still gets it wrong. You say “Secratch That” to delete
the mistake, frustrated at the software’s stupidity.

= You say the word again, this time more loudly and with more
frustration. This time Dragon NaturallySpeaking® gets it right.

In this example, you’re changing your speaking style to make the
software type the word you want. By repeating the same word in
different ways, you’re not training the software—it’s training you!
Worse, it’s training you to be frustrated and frazzled and to speak in
an unusual way.

Break this pattern—correct the program’s mistakes. Use the
Correction menu or edit the words in your document by selecting,
then correcting, with the keyboard, mouse, or by voice, as described
in chapter 4, “Correcting and Editing.” This teaches Dragon
NaturallySpeaking® to recognize how you speak. You should not
have to change how you speak to get good results.

Proofreading with a recorder

148

Recording your dictation on a handheld recorder provides a highly
reliable way to proofread your dictation. If Dragon NaturallySpeaking®
will not play back segments of audio that you dictated, a recording may
be the only way to remind yourself of what you originally said.
Proofreading with a recorder, as described here, is not the same thing as
transcribing your dictation from a recorder.

Listening to your recorded speech is reliable but slow. Some recorders
have a “fast playback” feature, which saves time in proofreading. If you
plan on frequently using a recorder for proofreading, choose one that has
a foot pedal, which lets you keep your hands on the keyboard while
starting and stopping the recording.
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When proofreading with the help of a recorder, stop the recording while
correcting a mistake and then move on. The amount of time required to
proofread your document depends, of course, on the number of errors as
well as your typing speed. The key to efficiency here is to keep your
hands on the keyboard and use keystrokes, not the mouse, to correct
(see “Ways to correct your dictation” on page 144). You can also make
corrections by voice—listen to the recording, say “Selecs” plus the
incorrect words, then dictate the correct text.

Working with an assistant

Using speech recognition requires that someone correct the program’s
mistakes. If you have an assistant, you can delegate corrections to him or
her, leaving you free to concentrate on dictation. With Dragon
NaturallySpeaking® you can create a document that your assistant can
then proofread and edit.

An assistant will not be able to make all corrections accurately, however,
by proofreading the written output. From reading the dictated text, it’s
not always obvious how mistakes made by Dragon NaturallySpeaking®
should be corrected. Also, if the computer skips a word or two in the
transcription, the meaning of the text could be changed in a way that
cannot be detected by proofreading. (“The tumor was not benign” could
be typed by Dragon NaturallySpeaking® as “T'he tumor was benign.”)
The assistant must listen to the sounds of the dictation to fix all mistakes
accurately.

Workflow outline for delegating corrections

"This section details how people who delegate corrections can organize
their work. It applies to Dragon NaturallySpeaking® Professional and
higher editions.

NN ®! Dragon NaturallySpeaking® must be installed on all computers used for these
delegated correction procedures.

With Dragon NaturallySpeaking® Professional and higher editions, you
can save a sound recording of your dictation along with transcribed text,
so you don’t have to use a recorder at all. Using this deferred correction
feature is simple. Just dictate into Microsoft® Word, Corel®
WordPerfect®, or the DragonPad and save your document. Dragon
NaturallySpeaking® will create a second file with the same name as your
document, but with the extension “.dra.” This file contains the audio for
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the original document. Your assistant can open the original document
and can listen to the recorded audio, as long as the .dra file is in the same
directory as the original document.

For higher reliability, use a handheld recorder to capture your speech as
a “backup.” This way you’ll still have an audio copy of your dictation in
case the .dra file is misplaced.

For the user:

Dictate your text into Microsoft ® Word®, Corel® WordPerfect®, or the
DragonPad through the headset microphone. (You may wish to have a
handheld recorder running to record your dictation as a backup to the
Dragon NaturallySpeaking® “save audio” feature.)

On a removable disk or CD-ROM, save the draft transcription that
Dragon NaturallySpeaking® generates and save the audio file along with
it. (Ordinary floppy disks aren’t big enough to hold the audio files.) Give
the disk to your assistant. If you have an office network, you can save the
draft directly onto the network for access by the assistant. You could
even e-mail the document and audio files to a transcriptionist at another
location.

For the proofreader:

Start Microsoft® Word, Corel® WordPerfect®, or the DragonPad, and
open the draft transcription (the text that Dragon NaturallySpeaking®
created).

Use the playback commands in Dragon NaturallySpeaking® to check the
transcript and correct any errors.

Once proofread and corrected, the document can be formatted, printed,
or saved like any other word-processed document.

Transcribing interviews by “shadowing”

150

People often ask if Dragon NaturallySpeaking® can transcribe recorded
interviews and lectures. The software cannot transcribe these recordings
directly because conversational speech has neither the clarity nor the
spoken punctuation that Dragon NaturallySpeaking® requires. Also,
Dragon NaturallySpeaking® needs to be previously trained on the voice
of the person speaking, which is seldom the case in an interview.
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Workflow

Though Dragon NaturallySpeaking® cannot transcribe recordings
directly, you can still use the software to make transcribing faster and
less tedious than typing. To do this, listen to the recording and pause
after each passage or sentence. Then repeat the words you heard,
dictating them into the computer. Include punctuation and speak clearly
as you translate the recording to speech that Dragon NaturallySpeaking®
can recognize. Depending on your goals, you may not have to transcribe
the whole recording verbatim. Reviewing a recorded interview, for
example, you might dictate only key facts or notable quotations.

"This verbal “shadowing” can be a great timesaver. With practice, some
people can dictate to the computer while simultaneously listening to the
recording, as a United Nations interpreter might speak in French while
listening to a speech in English.

Dragon NaturallySpeaking® can read any text to you in a synthesized
voice, which some people find helpful for proofreading. This feature,
available in Microsoft® Word, Corel® WordPerfect®, the DragonPad, and
some other applications, is called zexz-ro-speech.

"To use text-to-speech, select the text you want Dragon
NaturallySpeaking® to read. Then do one of the following:

m  Say “Read That.”

= From the Sound menu on the DragonBar, click Read That.

You can also have parts of the text read to you by saying any of the
following commands:

m  “Read Line’

m  “Read Paragraph”

m  “Read Document”

m  “Read Window” (only the words in view)

m  “Read To Here” (read from the top of the window to the insertion
point)

m  “Read From Here” (read from the insertion point to the bottom of the
window)

"To stop Dragon NaturallySpeaking® as it reads, press the ESC key or
click the Stop Playback button @ on the Extras toolbar on the
DragonBar. You cannot stop playback of text-to-speech by voice. To
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change the sound of the synthesized voice, use the options on the Text-
to-speech tab of the Options dialog box (see page 215).

IN[OX N3] On most computers, you cannot give Dragon NaturallySpeaking® voice

commands while the program is reading fo you or playing sound back. This is because
most sound cards cannot listen to you at the same time that they are playing sound.
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Speaking and Dictating

alking to a computer is not like talking to a person. The software

doesn’t care about your grammar or word choice or even if you stop
speaking for minutes at a time. To speak effectively with Dragon
NaturallySpeaking®, you’ll need to unlearn old habits and gain new
skills.

Speak clearly

In conversation, people tend to mumble and slur words together,
knowing others will likely understand what they say. If you say “J’eet?”
your friend will understand it as “Did you eat?” Computers running
speech-recognition software, however, are much less adaptable than
people. To achieve the most accurate results from Dragon
NaturallySpeaking® you must speak clearly and distinctly. Pretend
you’re a newscaster reading the news or imagine that you're giving a
presentation to a small group of people.

Be aware of speaking clearly

Read a sentence from this book aloud. Make a point of slurring your
words and mumbling. Then read the sentence again, clearly. Can
you tell what you're doing differently in these two readings? Being
aware of when you’re mumbling and when you’re speaking clearly
can help you remember to speak clearly, which will improve your
recognition accuracy.

Pronounce each word

When we listen to someone speak, our ears receive a stream of sound.
Our brains automatically separate this sound into words. We are able to
reconstruct words that are only partially heard or that are omitted.
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Pause if you like

Give it context

Speaking and Dictating

Because our brains reconstruct missing sounds so easily (especially small,
common words like “a,” “the,” and “of”), in everyday speech we tend
not to pronounce every sound and word.

A computer transcribing speech tries to reconstruct missing sounds, too,
taking its best guess at what you actually said. It often, however, guesses
incorrectly. For accurate transcription, it’s important to make sure every
word you say to the computer is pronounced distinctly and has no
missing words. A sentence that is perfectly understandable to a person
might not be clear enough to a computer.

"This change in speaking style might mean that you have to modify your
natural pace. It’s fine to dictate to Dragon NaturallySpeaking® as rapidly
as you like, as long as you are speaking clearly and pronouncing each
word distinctly.

Your friends might think it odd if during an animated conversation you
halt mid-sentence to gather your thoughts. When speaking to the
computer, though, you can pause as long as you like—to think, take a
break, or arrange your notes. Dragon NaturallySpeaking® won’t get
bored waiting for you.

Your accuracy will increase if you speak in complete sentences because
the software has more context to use in deciphering your sounds.
Speaking one word at a time usually decreases accuracy. So concentrate,
think of the right words, and speak them as a continuous stream.

Leave out the fillers

154

Dragon NaturallySpeaking® may mistake “uh” and “um” for “a,” “of,”
and similar-sounding words. The software may filter out some of these
nonspeech sounds, but it is still advisable to try and dictate without
them. To learn to stop saying “um,” practice being silent instead of
saying something to fill the space.
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Speak with inflection

Breathe fully

Close your eyes

Be alert

Relax

When talking to the computer, people tend to imitate the robotic voices
of computers in old science fiction movies. But using a flat monotone
voice will reduce your accuracy as well as put you to sleep. Speak with
your natural tone and volume of voice, as if speaking to a friend.

Breathing fully and sitting up straight will help you speak clearly. If you
slouch while dictating, your lungs will be compressed and your voice
constrained, making it harder for the computer to understand your
words.

For tips on maintaining good vocal health, see page 186.

Dictating while looking at the screen tends to be distracting—it makes
your speech more hesitant and less natural. Try dictating with your eyes
closed. Many people get significantly better results this way. Or, if you
prefer to keep your eyes open, try looking out of a window or at photos
of friends.

When it’s 4:00 a.m. and you're still dictating the proposal that’s due
tomorrow, your recognition results will suffer as much as you’re
suffering. Tired people tend to mumble and speak without energy. You’ll
get your best results when you're most alert.

Stress and tension may change voice quality and degrade recognition
accuracy. When you're new to speech-recognition software, you might be
a bit anxious as you speak, anticipating that the program will make
mistakes. The program does, of course, and frustration may kick in as
you see the mistakes proliferate. Frustration makes you more tense,
changing your voice, which generates more mistakes, more frustration,
and still more mistakes.

Errors are inherent in computer transcription (as in human transcription).
The software takes its best guess at what you say and it sometimes
guesses incorrectly. Correcting mistakes is part of the normal process of
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using speech recognition. When you learned to type, correcting errors
became second nature. With the right attitude, correcting speech-
recognition errors can become just as routine.

It helps to have a sense of humor about the errors, since the program is
great at generating real howlers of mistakes. Speech-recognition software
tries to fit what you say into something that makes grammatical sense, if
not literal sense, so its weird guesses often fit right into your sentence.
You say “fresh squeezed lemonade” and the computer types out “fresh
grease lemon aid.” Don’t try that beverage at home.

Working at the computer is not especially good for your body. Humans
were not made to sit in place for hours at a time, arms forward, fingers
twitching rapidly. The repetitive motions of typing can cause discomfort
and, in some cases, serious injury. (For tips on healthy computing, see
“Healthy Computing” on page 185.) It doesn’t help that the intensity of
computer work can lead people to neglect their bodies, posture, and
physical positioning for hours at a time. Many computer users make an
association, conscious or unconscious, between using the computer and
being tense.

Composing

Start by reading

156

Like any other skill, dictating with Dragon NaturallySpeaking® takes
practice to do well. Writing by voice engages a different thought process
than typing or writing longhand. With practice, though, dictation can
come naturally—as much or even more so than the learned skill of

typing.

Many people learned to type by copying printed passages. A good way to
learn to dictate is to begin the same way—Dby copying. By dictating
something already on paper, you can practice learning how to use the
speech-recognition software without having to worry about composing
sentences at the same time.

Choose a letter, memo, or e-mail message typical of the type of writing

you do. Then read it into the computer. Say “comma” and “period” as
needed, and for a new paragraph say “New Paragraph.” L.ook away from
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the computer, focusing on the page. As you read, pretend the computer
isn’t even there.

Reading aloud will help you get used to talking to the computer. After a
bit of practice, add in a few sentences of your own thoughts. By starting
to compose your thoughts aloud interspersed with reading, you’ll be able
to overcome any inhibitions you might have.

Fear of dictating

If you feel inhibited or self-critical when talking to the computer,
remember that the computer doesn’t care what you say or how you
say it. It’s easiest to start writing by voice when no one is around, and
you should ensure this privacy when learning. Practice will make
you less self-conscious. If Dragon NaturallySpeaking® makes
mistakes while you’re practicing, just laugh at them and fix them
later.

Easy and chatty

When learning to compose by voice, start with what’s easy. Try dictating
a few sentences about today’s weather, make a list of things to do, or
compose a chatty letter to a friend. Also, some people find that not
looking at the screen while dictating helps avoid distraction.

Complex writing

Save more difficult documents for later, after you’re comfortable
composing simpler texts by voice. To successfully dictate complex
topics, you’ll need the skills of both speaking properly to the computer
and composing intricate prose by dictation. It’s best to practice these
skills one at a time.

Only after you’re skilled at more casual, “chatty” compositions should
you dictate documents that:

=  have difficult or complex subject matter

= follow a detailed outline

m  use complex sentence structure

m are aimed at a demanding audience, such as professional colleagues

= will be widely circulated
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Speaking and Dictating

Speak in complete sentences or complete phrases. Think of what
you’re going to say before you say it. Composing a sentence in your
head before saying it will help you maintain your train of thought.
For complex writing, outlining is key. For a detailed letter, write or
dictate a few words summarizing the main point and subpoints of
each paragraph. When you’re dictating, look at the outline. You’ll be
able to expand the outline to complete sentences as you speak.
When you’re writing a first draft, capture your ideas as quickly as
you can get them on the screen. Don’t try to edit as you go—you can
come back and edit later. Tell yourself to keep talking.

If you need extra motivation to get over dictation hesitancy, think of
all you have to gain from writing aloud. Imagine doubling your
output. Imagine filling the screen with text without having to type.
Relax your hands, arms, and shoulders, and think about how nice it
is not to have to bang away at the keyboard.

As in any writing, keep your audience in mind. To help the dictation
flow, think about the particular person for whom you are writing.

When composing aloud, your writing style may change. Some
people find that their spoken style is less polished and more
conversational. It may be easy and rapid for you to dictate first
drafts, then go back and revise later. You might be pleased with your
new spoken style, teach yourself how to compose aloud in your
“old” style, or use a combination of dictating and revising to get the
results you want. Use whatever methods work best for you.
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m  Using speech recognition can be a good way to get over writer’s
block. Imagine you’re telling a friend what’s next, then tell the
computer.

Henry James also dictated

Author Henry James wrote his novels longhand—until 1896. Pain in
his right wrist, probably from writer’s cramp, led him to hire a
stenographer so that he could write aloud. The switch to dictation
changed his style. Wrote a biographer, “the spoken voice was to be
heard henceforth in James’s prose, not only in the rhythm and
ultimate perfection of his verbal music, but in his use of
colloquialisms, and in a greater indulgence in metaphor.” Friends
claimed they could pinpoint the exact chapter in What Maisie Knew
when handwriting ended and dictation began (from Henry James: A
Life, by Leon Edel).

Summary: learning to dictate

T Read to the computer to get used to talking to it. Review the tips on how
to speak to Dragon NaturallySpeaking® to get the best possible accuracy
while reading.

2 Compose simple sentences about the weather, then move on to dictating
notes to friends.

3 Outline a letter or memo several paragraphs long. Dictate the letter from
start to finish based on the outline.
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Improving Accuracy

hen Dragon NaturallySpeaking® recognizes your speech, it takes

its best guess at what you say and it will make some mistakes. But
you can take concrete steps toward improving your accuracy, which is
one of the most important factors in using the program productively.

A 90 percent accuracy rate means about 25 mistakes per page, while a 95
percent accuracy rate is around 13 mistakes per page. The 5 percent
difference in accuracy means just half the time spent correcting. Thus,
even a small improvement in accuracy can make Dragon
NaturallySpeaking® a more productive and useful tool.

For an easy and fast way to improve accuracy, see “One minute to fewer errors”
on page 165.

What level of accuracy you can expect depends on many variables,
including the speed of your computer, your sound hardware, the type of
text you dictate, and how clearly you speak. After you complete initial
training in Dragon NaturallySpeaking®, the program should type at least
80 percent of your dictation accurately. As you use the program over
several weeks and correct mistakes in your documents, the software will
learn more about how you speak and its accuracy will improve. Most
people can achieve an accuracy rate of between 90 and 98 percent.

"To check your accuracy, read some written text to Dragon
NaturallySpeaking® for two or three minutes. Count the number of
mistakes Dragon NaturallySpeaking® made and divide this by the total
number of words you said. If, for example, Dragon NaturallySpeaking®
made 16 mistakes in 200 words, your error rate is 8 percent (16 divided
by 200). Your accuracy rate is 92 percent (184 correct words divided by
200). The error rate plus the accuracy rate totals 100 percent.
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Low accuracy

If you’re getting less than 80 percent accuracy (more than two
mistakes per sentence, on average), you may need to change your
microphone or sound card or make other adjustments to your
computer. See the troubleshooting suggestions for “Very low
accuracy” on page 225.

"The Accuracy Center

From the Accuracy Center, you can access the tools that Dragon
NaturallySpeaking® provides to improve accuracy. To open the Accuracy
Center, click Accuracy Center on the Tools menu of the DragonBar. In
the Accuracy Center, either click or say the name of the link you want.
Each tool in the Accuracy Center is described below.

ccuracy Center

[ welcome to the Accuracy Center @ H

The Accuracy Center provides you access to the tools that will help you improve how
Dragon MNaturallySpeaking hears and understands what you say.

Chck or say a lnk that nterests wou.

42 Which tool should I use? Improve your vocahulary
S adda single word to your vocabulary

Improve your acoustics (8, 4.4d words fror vour documents to the vocabulary

""{ Chesle your audio seftings ", 4.dd contact names to the vocabulary
% Bun the Acoustic Optirnizer

B Add alist of words to vour vocabulary

B Derform additional traini 9 View or Edit vour vocabul

Manage your commands

Get infl ti
2, Launch the Command Browser et mare miormation

@ Howto manage and personalize your vocabularies

K Exit

||

A The Accuracy Center. To use one of the tools listed, click or say the name of the link you
want.

The Accuracy Assistant

If you are not sure where to begin or how to use the Accuracy Center,
click the first link, “Which tool should I use?” The Accuracy Assistant
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will display a series of questions that will help you find the best tool for
your needs.

=
K Exit ﬁHUme 45 'i}

What problem are you having?

When I speak, nothing happens

Whien I tell the computer to do something, it doesn't do
the right thing

I can't remember what the commands are

When I speak, something very different from what I said
appears on the screen

When I speak, the computer makes some mistakes

A The first screen of the Accuracy Assistant. Click or say the link you want.

INLOMB3] You can also access the Accuracy Assistant by clicking Improve my accuracy
on the Help menu of the DragonBar.

Check your audio settings

Click the link “Check your audio settings” in the Accuracy Center
window (see preceding page) when you want to run the Audio Setup
Wizard, which checks the volume level of your microphone and sound
card. See “Testing your sound system” on page 221 for information on
using the Audio Setup wizard or just follow the on-screen instructions.
Changing microphones is one situation when you should use this tool.

Run the Acoustic Optimizer

As you dictate and correct your mistakes, Dragon NaturallySpeaking®
stores information about how you dictate that it can use to improve your
accuracy. To tell the software to make use of this information, in the
Accuracy Center window, click the “Run the Acoustic Optimizer” link.
The Acoustic Optimizer can take several hours to complete its work, so
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run it at the end of your workday or when you don’t need to use the
computer for other tasks.

“#FAcoustic Dptimizer

The Acoustic Optimizer adapts uger files to improve recognition accuracy. This adaptation iz
a regource conzuming operation and it iz preferable ta run the Acoustic Optimizer when you
are not actively uzing your computer.

Click Go to start adaptation.
Click Done to exit when adaptation is finizhed.

Statusz:
Time ta finish:

Start | Finizh

Cancel | Wone | Help

A Click the Go butfon fo start the Acoustic Optimizer.

How often you should run the Acoustic Optimizer depends on how
much you dictate. Run the Acoustic Optimizer about two weeks after
you begin using Dragon NaturallySpeaking® and then once each month
as you continue to use it.

Perform additional training

164

When you first started Dragon NaturallySpeaking®, you read to the
computer for about five minutes to teach it the sound of your voice.
Click the “Perform additional training” link in the Accuracy Center to
continue this process of training the computer. The first time you
perform additional training, you will need to read for about twenty
minutes. For the second and subsequent times that you perform
additional training, you can read for as little time as you like—even as
briefly as a minute or two.

If you encounter very low accuracy, perform the twenty or so minutes of
additional training as soon as possible after starting to use Dragon
NaturallySpeaking®. This will give the program maximum information
about the sound of your voice. Then, perform brief, one- or two-minute
sessions of additional training if your microphone changes, if your voice
sounds a bit different than usual, or if you are getting lower accuracy
than usual. See the box “One minute to fewer errors” on page 165.
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One minute to fewer errors

People’s speech can sound somewhat differently on different days
and at different times. A voice, for example, may sound more
gravelly in the morning than in the afternoon and more nasal in the
summer than in the winter. Dragon NaturallySpeaking®, however,
gives the best results if your voice consistently sounds the same. To
improve accuracy, retrain the program for a minute or two so it
recognizes how your voice sounds right then. This is the easiest and
fastest way to improve accuracy.

"To retrain, from the Tools menu on the DragonBar, click Accuracy
Center. In the Accuracy Center, click “Perform additional training.”

Next, select a text to read from the list shown. Then click Record
and read the on-screen passages. This process is just like training
Dragon NaturallySpeaking® the first time. In this case, though, you
do not need to spend a long time reading. Just read for a minute or
two—about ten paragraphs. Click Finish and Dragon
NaturallySpeaking® will save your user files, newly adjusted to how
your voice sounds at this time. You should experience better
accuracy right away. Do this whenever Dragon NaturallySpeaking®
is making more errors than usual.

Note that to use this “one-minute training,” you must have
completed the full twenty-minute training once. Completing only
the five-minute initial training you did when you first created your
user file is not sufficient and the Finish button will be dimmed
(unavailable) until you complete the full training.

Launch the Command Browser

Click this link in the Accuracy Center to display the Command Browser,
the tool that lets you see all the commands available in your edition of
Dragon NaturallySpeaking®. In the Command Browser, you can also
create new commands customized to speed up your work. For more
information on the Command Browser, see page 98.
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"lools to improve your vocabulary

Each of the next group of commands in the Accuracy Center lets you
add words to your vocabulary. When Dragon NaturallySpeaking®
analyzes what you say, it uses a statistical model of what words tend to go
together and what words you use most often. The built-in model in
Dragon NaturallySpeaking® Preferred or Professional editions is
designed for general business writing. (Dragon NaturallySpeaking®
Medical Solutions, Legal Solutions, and Public Safety Solutions include
models specific to medical, legal, or public safety dictation.) The
software works best “out-of-the-box” when you dictate business letters,
memos, and other documents of similar language. If you dictate a
laboratory report or a poem, Dragon NaturallySpeaking® will tend to
make relatively more errors.

For best accuracy, you need to show Dragon NaturallySpeaking®
samples of the types of documents you write and the words you use most
often. The tools in the “Improve your vocabulary” section of the
Accuracy Center let Dragon NaturallySpeaking® learn your writing style
and specific words that you use. Using these tools affects the software’s
estimates of how often words are used but does not change the acoustic
model of how your voice sounds.

Add a single word to your vocabulary

Sometimes there may be a name, abbreviation, part number, or other
word you use that Dragon NaturallySpeaking® does not know. To add
any word to the vocabulary, click “Add a single word to your vocabulary”
in the Accuracy Center. In the Add Individual Word dialog box that
appears, type the word you want to add and click Add.

= Add Individual Word

Spell or type the word to add to the vocabulary:

V| want to brain the pronunciation of this word

i Cancel | Help |

"To teach Dragon NaturallySpeaking® the pronunciation of the new word
you added, select the check box “I want to train the pronunciation of
this word” before clicking Add, as shown in the illustration above.
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INOMW3] You can also access the Add Individual Word dialog box by clicking New from

the Words menu on the DragonBar.

Add words from your documents to the
vocabulary

Use this tool to have Dragon NaturallySpeaking® analyze your
documents to better learn your writing style and the words you use most
often.

"This procedure will add:

m  Words that match backup dictionary words that have the same
capitalization, for example, Punxsutawney (uppercase) or jackstraws
(lowercase)

m  Unexpected capitalizations of words found in the active or backup
dictionaries, for example, “I’ll see you at the Meeting today”

m  Words with at least one uppercase letter that are not in the backup
dictionary, for example, eBusiness and Brooklynese, or a name, such
as Rusinow

IN(OM W3] The program expects to find capitals at the beginning of sentences, or in a

sequence of words that are all capitalized or have initial caps, such as a book fitle. It
does not expect to find capitals in the middle of words or sentences.

"This procedure will not add words written entirely in lowercase that are
not in the backup dictionary.

Prepare documents

Begin by finding on your computer some documents typical of those you
normally dictate. If you tend to write memos, letters, and reports, find a
few representative samples of each. Dragon NaturallySpeaking® will use
these files as a guide to the type of writing it expects to hear. Aim for 50
to 100 pages of material, though less than that amount will also make a
difference. Note the file name and location of each document.
Documents can be saved in any of these file formats:

FILE FORMAT FILE EXTENSION
Text xt
Rich text rif
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FILE FORMAT FILE EXTENSION
HTML .htm, .html, .shtm, .shtml
Microsoft® Word 6 or later .doc

Corel® WordPerfect® 8 or later wpd

You must have Microsoft® Word installed to process Microsoft® Word
files and you must have Corel® WordPerfect® installed to process Corel®
WordPerfect® files.

To add words from your documents:

1 Click the “Add words from your documents to the vocabulary” link in
the Accuracy Center. ('To display the Accuracy Center, choose Accuracy
Center from the Tools menu on the DragonBar.) The Add Words from
Documents dialog box opens.

Add Words from Documents

Click ‘Add Document’ or Add Folder' to add documents or folders ta the list. Then click ‘Add Words' to
add the new words contained in those documents to the vocabulary and teach the computer pour
wiriting style.

— Diocument List

Add Folder... |
Add Document... |

Remove Document |
iew Document |

[~ Preview new words before adding them to the vocabulary

Add Words Cancel Help |
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2 Click the Add Document button to add documents for processing. Or,
click the Add Folder button to add an entire folder of documents at one
time.

Browse for Folder EHE

] Downloads ;I
-0 Direarmmeaver iterms

(] Labels

-1 Laurie book items
-] msaffice
RSy Documents
£

£

71 Olyrmpus
¢-{_1 Program Files
~{_ Quickbooks
----- @ Recycled
D Temp

S [E:)
.81 (F1 LI

()8 I Cancel |

A To add an entire folder of documents for processing by Dragon NaturallySpeaking®, click
the Add Folder button o open this dialog box. Then select the folder you want and click OK.

3 Inafew moments, the names of the documents you selected will appear
in the Document List, as shown here.

Add Words from Documents

Click ‘Add Document’ or 4dd Folder' to add documents ar folders ta the list. Then click ‘4dd Words' to
add the new words contained in those documents to the vocabulary and teach the computer pour
wiriting style.

— Diocument List
IPG distribution letter. doc

UPS letter 1.doc it
Health book mema 1.doc

‘i aterside authors handout.doc Add Document... |
00 an newsletter. doc

00k ar newsletter. doc
directions to office.doc
short info blurb.

Remove Document |
Yigw Document |

" Preview new words before adding them to the vocabulary

Add Words I Cancel | Help |

Continue adding documents to the Document List by clicking either
Add Folder or Add Document.
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4 When you have finished adding all the documents you want to process,

click Add Words. Dragon NaturallySpeaking® will process your
documents, using the information in them to help improve your
accuracy.

The “Preview new words” option displays the words from the selected
documents that were not in the active vocabulary. If this option is checked, the Preview
Words dialog box appears after you click Add Words. The Preview Words dialog box
displays all the new words found, with a check box to the left of each word. If you do not
want to add a particular word in the list to your vocabulary, click on the box to clear the
check mark.

How the Add Words from Documents tool improves
accuracy

"This vocabulary tool uses your processed documents in several
ways. Analyzing your writing changes the program’s expectations
about how often you say different words and phrases. For example,
if you’re a teacher who often uses the word “grades,” Dragon
NaturallySpeaking® will be much less likely to type “graves” by
mistake. The software also finds and adds words from your
documents that it does not already have in its vocabulary.

Add contact names to the vocabulary

170

If you use Lotus® Notes®, Microsoft® Outlook®, or Microsoft® Outlook®
Express for your e-mail, this tool will let you add the names of the
people in your e-mail address book to your vocabulary. It can also
analyze e-mail that you’ve already sent, improving accuracy by learning
your writing style and the words you use most often. (For Microsoft®
Outlook® Express, this feature is available only in Dragon
NaturallySpeaking® Professional and higher editions.)

To add contact names:

Click the “Add contact names to the vocabulary” link in the Accuracy
Center window. (To display the Accuracy Center, click Accuracy Center
on the Tools menu of the DragonBar.) The Add Contacts dialog box
opens.
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Add Contacts [ ]

Select the programs from which you would like to
add contact names. Only thoze contacts that bath
appear in your address book(z] and to which you
have zent e-mail will be added to your vocabulary.

If you do not have a supported version of a program
installed, you will nat be able ta select it.

[

(|
[10utlook Express

[+ Edit and/or train the generated list of contacts

Alzo scan my zent e-mail to better determine my
speaking style

" Bescan all sent emails

[k I Cancel | Help |

Select the e-mail program you use from the choices provided. If you do
not use one of the e-mail programs listed, you cannot use this tool—click
Cancel to exit.

The “Edit and/or train the generated list of contacts” option lets you
choose whether you want to edit and/or train the contact names Dragon
NaturallySpeaking® finds. Select this box if you want to see the names
before it adds them to your vocabulary.

The “Also scan my sent e-mail to better determine my speaking style”
option lets you analyze the e-mails that you’ve already sent for your
style. For best accuracy when writing e-mail, leave this option selected.

The “Rescan all sent e-mails” option lets you scan the contents of your
sent e-mail again so that mail sent since the last time you scanned e-mail
is included in your language model.

INLOM W] Scanning the contents of your sent e-mail can take several minutes if you have
a large amount of e-mail in your program’s sent mail box. As this process cannot be
interrupted once it starts, be sure that you have enough time available before you start.

Click OK to begin processing. Depending on the number of contacts in
your e-mail program and the volume of e-mail you’ve sent, processing
can take several minutes.
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For additional information about using this tool, see the Dragon
NaturallySpeaking® online Help.

Add a list of words to your vocabulary

172

Occasionally, you may want to add many new words to the Dragon
NaturallySpeaking® vocabulary at the same time. For example, you may
have a list of names and address that you want the software to recognize.
"This tool provides an easy way to add a list of words all at once.

Create a text (.txt) file and enter each word or phrase you want to add to
the vocabulary on a separate line. Make sure words are spelled correctly.

To add a list of words:

Click “Add a list of words to your vocabulary” in the Accuracy Center.
(To display the Accuracy Center, click Accuracy Center on the Tools
menu of the DragonBar.) The Import Words From List dialog box
opens.

Import Words From List : ﬂ

Enter the name of a file containing a list of words, then press "&dd" to add the words
to wour vocabulary. You can add more than one list by repeating this process.

Browse... |

Mote: If pou select a word list stored az a text document, each line of text will be
added to the vocabulary as a phraze or single word.

File name:

Listz fram which words have already been added:

Aidd [one Cancel Help |

Click Browse and select the document that contains the new words you
want to add. Documents must be in Text, Rich Text, Microsoft® Word,
Corel® WordPerfect®, or HI'ML format, as shown in the table on page
167.

Click Open to open the document you’ve selected and return to the
Import Words From List dialog box.
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Click Add. Dragon NaturallySpeaking® will add the words in the
document you selected.

If you want Dragon NaturallySpeaking® to add words from more
documents, repeat steps 2 through 4.

When you’ve finished selecting and processing the documents you want,
click Done.

View or edit your vocabulary

Occasionally, you may want to view or change the words in your
vocabulary. For example, you may want to remove words that you
accidentally added or that are misspelled. Use the Vocabulary Editor™
to do this. You can open the Vocabulary Editor™ by clicking View or
Edit Your Vocabulary in the Accuracy Center, or by clicking View/Edit
on the Words menu of the DragonBar.

You can also use the Vocabulary Editor™ to add words that are spoken
one way but written a different way. This feature lets you add a word
that, for example, types your phone number whenever you say “phone
number line.”

You can create powerful custom commands to automatically type text and format
documents beyond the capabilities of the Vocabulary Editor™!. For details see “Automate
Your Work” on page 125.

You can also use the Vocabulary Editor™ to change the formatting
properties of a word, such as whether Dragon NaturallySpeaking® should
type a space before or after the word. You can do this by using the Word
Properties dialog box. See “Changing word properties” on page 176.

For information on using the Vocabulary Editor™ beyond what is
presented here, see the Dragon NaturallySpeaking® online Help.
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the word to select it,
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To delete a custom word from your vocabulary:

1 Inthe Accuracy Center, click View or Edit Your Vocabulary. (You can also
click View/Edit on the Words menu on the DragonBar.) The Vocabulary

Editor™ opens.

iy Yocabulary Editor [ %]
wiritken formm; Spoken form [if different]:
I Lloze |
Wiritten form | Spoken form ;I
=
a alpha
a letter-alpha
a cappella fdd |
a few Delete |
a la carte —
a lot Train... |
alot of
a priori PBroperties... |
A% Australian dollar(z)
A3E hd| Help |

Dizplay: IAII wWords

|

2 From the Display list at the bottom of the dialog box, select “Custom

words only.”

3 The Vocabulary Editor™ displays all the words in your user vocabulary
that were not built into Dragon NaturallySpeaking®. Click the custom
word you want to delete and click Delete.

iy Yocabulary Editor [ %]
wiritken formm; Spoken form [if different]:

Wiritten form

| Spoken form

% Highway B1
% UL.C. Berkeley
% windoow

Welete
Tiraim...

Eraperties...

[ e
[ 2
E
I

Help

Dizplay: ICustom wwords only

|

4 Click Close to close the Vocabulary Editor™.
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To add a phrase that types your phone number:

In the Accuracy Center, click View or Edit your vocabulary. (You can also
click View/Edit on the DragonBar Word menu.) The Vocabulary
Editor™ opens.

In the Written Form box, type (or spell) your phone number.
In the Spoken Form box, type (or spell) the words you want to say to

make Dragon NaturallySpeaking® type your phone number. In the
illustration below, the spoken form is “phone number line.”

iy Yocabulary Editor [ %]
“ritten form: Spoken form [if different):
I(SBB) 555-5190 Iphone rumber line Claze |
Witten form | Spoken form ﬂ
(=) optional =
1 close-paren
bl close-parenthesis
bl right-paren Add
bl right-parenthesis Daloin |
* asterisk —
* plus-sign Tirati.. |
\ comma =
MUMEtic-Comma Eropetties... |
hyphen
minuE-sign LI Help |
Display: IAII words j

When choosing a spoken form for your word, choose a phrase you would not say
in normal dictation. For example, if the spoken form is “phone number,” you might
dictate an e-mail asking “What is your phone number?” and find that your own phone
number has appeared in the middle of it. [“What is your (866) 555-8190?”] Choose a
spoken form that you would rarely say, except when you want your own phone number
typed out. Some possibilities to consider: “phone number line,” “phone shortcut,” “print
phone number.”

Click Add to add your new word or phrase.

Click Close to close the Vocabulary Editor™,

"Test your new phrase by dictating a sentence that includes it. For
example, say “Please call me at phone number line.” Dragon

NaturallySpeaking® should type:

Please call me at (866) 555-8190

Dragon NaturallySpeaking User’s Guide 175



CHAPTER 13

Improving Accuracy

Troubleshooting new words and phrases
If your new word or phrase does not work properly, open the Vocabulary
Editor™ and check for the most common mistakes:

m  The spoken form and written form were reversed.

= You forgot to click Add after entering the spoken and written forms.

Changing word properties

176

In the Vocabulary Editor™, you can change the formatting properties of
a word (such as whether Dragon NaturallySpeaking® should type a space
before or after the word, or whether the word should be capitalized when
used in a title).

To change the properties of a word:

Open the Vocabulary Editor™ by choosing View/Edit from the Words
menu on the DragonBar. The Vocabulary Editor™ opens.

Find the word whose properties you want to modify and click on it to
select it. ('To move through the list of vocabulary words quickly, type the
first few characters of the word you want in the Written Form box.)

Click the Properties button to open the Word Properties dialog box. The
Property column lists the different possible properties for a word,
namely, the spacing, capitalization, and other ways a word behaves when
it is recognized and printed in your document.
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The word whose
properties you are
editing.

Click on the word
property you want in
the Properties
column.
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‘Word Properties E

T witERTom [Springdale Spoken farm: |

Spacing and capitalization property:

| Froperty
. ar
I5 lowercaszed in titles

Shares the spacing property of the adjacent word
Has no following space

Has no preceding space

| Example

'The Grapes of "rath"
the digitz in the string "'77"'
"hitp: 4" in an e-mail address
et in an e-mail address

The Example column:
lists example words
for each Property.

Managing your
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Has no preceding of tolloming space the hyphen in “eighty-third"

|z replaced by a tab "tab key"

|z replaced by a space "zpace bar"

Inserts spacing and capitalizes the following word period" e
Ingerts & return "Mew Line"

Inserts bwo returnz and capitalizes the following word

"Mew Paragraph"
4]

| of

FEestore default |

Current selection: [Has normal spacing andior capitalization

o]

Cancel | Abort Help

A Click Help for more defails about this dialog box.

Click OK to close the Word Properties dialog box.
Click Close to close the Vocabulary Editor™,

For more information on word properties, see the Dragon
NaturallySpeaking® online Help.
vocabularies

Click the last link in the Accuracy Center, “How to manage and
personalize your vocabularies,” to open an online Help topic about

vocabularies. ('To display the Accuracy Center, click Accuracy Center on

the Tools menu of the DragonBar.)

The Professional, Medical, Legal, and Public Safety Solutions editions
of Dragon NaturallySpeaking® allow one user to create multiple

vocabularies. This is especially useful if you dictate on several unrelated

topics—for example, if you dictate medical reports part of the time and
dictate a e-mail at other times. In this case, you could create separate
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vocabularies for medical dictation and for your private writing, thereby
increasing accuracy.

Multiple vocabularies share the same pronunciations but have different
words and word usage information. This means that you do not need to
train for each vocabulary. Your acoustic information resides in your user
files. You can imagine vocabularies as subdirectories of your user files,

with one set of acoustic files that works across all your vocabularies. For

additional information about using multiple vocabularies, see the online
Help.

Training a word or command

2

178

Sometimes Dragon NaturallySpeaking® will misrecognize a word or
command more than once, even after you correct the program’s
misrecognition. When this happens, use the Training dialog box to easily
train the word or command.

To train a word or command:

Click Train on the Words menu of the DragonBar to open the Training
dialog box.

"Iype the word or command you want to train (capitalization does not
matter).

&= Training

Enter the word or phraze you want to train:

ISpringdaIe

“f'ou can also enter a command bo train.

Train... I Cancel | Help |

A In this example, the word fo be trained is “Springdale.”
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3 Click Train to open the Train Words dialog box.

Train Words [ ]

Click Go ta begin recording your speech.

Springdale
——— @

Done | Cancel Help

4 Click Go.

5 Say the word or command you are training.

6 Click Done.

"T'he 1deal system for best

accuracy

The Accuracy Center provides many practical tools to increase the
accuracy of Dragon NaturallySpeaking®. This section discusses more
general issues that affect speech-recognition accuracy.

The completely accurate speech-recognition system is an unattainable
ideal. You’d have to:

always speak clearly and articulate each word,
sound exactly the same at all times and on all days,

have trained Dragon NaturallySpeaking® to recognize your voice
exactly as it is at any given moment,

keep the microphone exactly the same distance from your mouth
and always in the same position,

use an ultra-high-fidelity microphone that transmits sounds exactly
as you say them,

use a sound card that faithfully converts the microphone signal to
digital form,

speak only words Dragon NaturallySpeaking® has heard before,

compose only sentences similar to ones Dragon NaturallySpeaking®
has heard before,
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= have the fastest available processor in your computer,

m  have at least 256 MB of RAM,

m  have a hard disk with enough free space,

= work in a quiet room,

m  have no radio interference or electrical noise from power lines.
Many of these conditions are impossible to achieve. No voice, for
example, always sounds the same and no microphone reproduces sounds

100 percent accurately. Other items are impractical or unlikely to be
available at the same time.

Some practical ways to improve
accuracy

Speak clearly

Speaking clearly and articulating each word is essential to getting a high
level of accuracy. The truism “garbage in, garbage out” applies here.
The clearer your speech, the better Dragon NaturallySpeaking® will
guess what you said. If you mumble and slur your words, you’ll get many
errors. (See “Speaking and Dictating” on page 153.)

Retrain

People’s voices change on different days and even within the same day.
Dragon NaturallySpeaking® matches your sounds to a computer model
of your voice. The more your voice sounds differently from the model,
the more mistakes the program will make. You can’t make your voice
sound the same all the time, but it can be helpful to make Dragon
NaturallySpeaking® adapt its acoustic model to the way your voice
sounds at any given time by performing additional training. See “One
minute to fewer errors,” on page 165.

Keep the microphone in the same position

Each time you use Dragon NaturallySpeaking®, keep the microphone
the same distance from your mouth. To review microphone placement,
see “Audio Setup” on page 18.

180 Dragon NaturallySpeaking User’s Guide



CHAPTER 13

Improving Accuracy

If Dragon NaturallySpeaking® adds unwanted short words to your
dictation (such as “a,” “in,” and “of”), the microphone may be picking
up your breathing. Move the microphone closer to the corner of your
mouth rather than in front of your mouth. If the microphone is already at
the corner of your mouth, move it about an inch farther away from your
face. Also, check that the microphone cord is not rustling against your
clothes.

Use a good microphone

All microphones distort the sound of your voice as it’s transmitted to the
computer, but some microphones work much better than others, and
some combinations of microphones and sound cards work better than
others. Some people get significantly better accuracy by switching to a
different microphone. For a list of microphones certified to work with
Dragon NaturallySpeaking®, see the Web site listed on page 271.

Headset microphones tend to be more accurate than handheld
microphones, which tend to move around more relative to your mouth.
"This makes your voice sound less consistent to Dragon
NaturallySpeaking®.

You might also try switching to a USB microphone. A USB microphone
includes its own sound hardware, bypassing your computer’s sound card.

Use a good sound card

Context

Your system’s sound card is as important as your microphone in
conveying a clear sound signal to Dragon NaturallySpeaking®.
Upgrading to a high-quality microphone will show no accuracy
improvement if your sound card generates static or an insufficient signal
level.

You can test your sound system using the Dragon NaturallySpeaking®
Audio Setup Wizard. See “Testing your sound system” on page 221 for
instructions.

Dragon NaturallySpeaking® guesses what words you said from their
context as well as from the sound of your voice. If the words you say are
similar to what you’ve said before, the program tends to guess what you
say more accurately. Use the vocabulary tools in the Accuracy Center
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(see “Tools to improve your vocabulary” on page 166) to teach Dragon
NaturallySpeaking® your writing style and what words you tend to use
most often. This will significantly improve its accuracy.

Processor speed, memory, and hard disk space

Improving speed

182

Processor power boosts recognition performance, though it’s less
important than context and a clear speech signal. A faster processor in
your computer lets the software make more calculations in the same
amount of time, so it can better hone in on what words you actually said.
For optimal results, the speech-recognition software should not have to
share processor power with any other programs running at the same time.

Your computer should have enough memory (RAM) to hold Dragon
NaturallySpeaking® and any other programs running at the same time.
The minimum recommended RAM for Dragon NaturallySpeaking® is
128 MB. If you have less than 128 MB of RAM, upgrading to 128 MB or
more may improve the software’s performance.

Hard disk space is relatively unimportant to program performance, as
long as you have about 500 MB free for the Windows® operating system
to use for temporary storage as you work.

For more information, see “System requirements” on page 9.

On all systems, there’s a delay between when you speak and when
Dragon NaturallySpeaking® types out what you said. Dragon
NaturallySpeaking® uses this delay time, plus the time when you’re
talking, to recognize your speech. The faster your processor, the shorter
the delay. Even with a speedy processor, though, Dragon
NaturallySpeaking® usually waits until you pause to type out what it
recognized.

Sound quality is at least as important as the processor speed in making
Dragon NaturallySpeaking® work quickly. If your microphone and sound
card combination make your speech sound fuzzy to the computer or if
they generate background hiss or static, Dragon NaturallySpeaking® will
have to spend much more time processing your speech to eliminate the
background noise. A clear microphone and sound card combination will
substantially boost speed as well as accuracy. The microphone included
with your software is a high-quality noise-canceling microphone.
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Background noise

Dragon NaturallySpeaking® performs best in a quiet room. In a noisy
office, accuracy may decrease slightly, though the program will still be
useful. For best results, train (or retrain) your user files in the same
environment in which you’ll be dictating.

Electrical interference

In some cases, noise in a building’s electrical wiring will generate static
in your computer’s sound card. Few desktop users encounter this
problem; it’s mostly limited to laptops, which have less isolation of
power source and sound card. If your laptop is performing slowly or
inaccurately, try unplugging it and run it only from battery power to
eliminate possible interference from the building wiring. Also, switch to
a USB microphone, if you are not already using one.

Using Dragon NaturallySpeakinge with other
software

When dictating into your word processor with no other programs
running, your computer’s power is dedicated to processing your speech.
If other programs are also open, your computer must divide its
processing power between processing your speech and other tasks. Some
programs use more computing resources than others. The performance
of Dragon NaturallySpeaking® may vary depending on how many other
programs are open, what programs they are, and the speed and memory
in your computer. You may want to experiment to see if Dragon
NaturallySpeaking® performs differently depending on what other
programs are open.

Some programs that use system resources run in the background,
without appearing in an on-screen window. Antivirus software and
“reminder” alarm clock programs are among the programs in this
category. In some cases, these types of programs will affect the
performance of Dragon NaturallySpeaking®.
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he best way to stay healthy at your computer is to stay relaxed.
Many of us tense up around computers. Cultivating calmness will
make your computer much more comfortable to use.

Equally important is choosing the right equipment and positioning it to
fit your body. Your keyboard, mouse, monitor, and chair should be set up
to cause minimal strain.

Voice care is also vital. Radio announcers and disc jockeys depend on

their voices for their livelihood. Using speech recognition, you’re also
depending on your voice.

Ergonomics and posture

Good ergonomics—setting up your equipment to properly fit your
body—are essential for healthy computing. Adjusting your monitor or
keyboard even an inch or two can make a big difference by reducing
tension in your neck, shoulders, and hands. If you’re already
experiencing pain or discomfort while typing, consult a qualified health
professional.

When adjusting your workstation, comfort should be your main guide.
The suggestions that follow work for most people.

A good ergonomic setup for speech recognition is the same as a good
setup for typing. Set your chair height so that your feet are flat on the
ground and your hips are an inch or two above your knees. If the chair is
the proper height, your body weight will be supported partly by your
feet and partly by the chair seat.
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If the keyboard is at the ideal height, the angle of your elbows while
typing should be slightly more open than 90 degrees. The mouse or
other pointing device should be at the same height as the keyboard.

Place the monitor so that the top of the screen is an inch or two above
eye level. With this positioning, you can look straight ahead to see the
first line of text in your document and read the rest of the screen by
moving your eyes down—moving the whole head is not necessary.

Also make sure that no light sources are reflected in the monitor. If there
are windows in the same room as the computer, it’s usually best to place
the monitor at a right angle to the windows.

Maintaining good vocal health

Some people experience vocal strain when using speech-recognition
software. Like an athlete stretching before a run, you can take
preventive measures to maintain good vocal health.

Speak normally, with these guidelines

186

m  Speak in a relaxed manner, approximating your normal flow of
speech.

m  Use pitch and inflection. There’s no need to speak in a monotone.
You’ll put much more energy into your voice this way, which is
healthier for you and makes Dragon NaturallySpeaking® more
accurate.

m  Breathe with your diaphragm—rather than more shallowly, in the
chest—to better support your voice.

Notice your breathing

Put your hand on your abdomen. If you’re breathing through your
diaphragm, your hand will rise (your abdomen will expand) as you
inhale. As you exhale, your hand will fall. Breathing this way may
take some practice, but it’s well worth getting into the habit.

If you’re breathing from the chest, only your chest will rise and fall
instead of both your chest and abdomen.
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If you typically make hand gestures as you speak to other people in
person, go ahead and make those gestures at the computer. Your
voice will have more energy and speaking will be more relaxed and
comfortable.

Vary your posture. Don’t just sit and dictate—stand up at your
computer, or move around (as your microphone cord allows).
Wireless microphones can give you even more pacing room. One of
the benefits of speech recognition is that you’re not stuck in a
frozen, rigid posture at the keyboard.

Taking care of yourself

Your vocal cords

Ease into it. Start using Dragon NaturallySpeaking® for 30 minutes a
day, gradually increasing to several hours a day over the course of
two to three weeks. This gives your body the opportunity to adapt
gradually to speaking to the computer.

When dictating, take frequent breaks—at least 10 minutes each
hour is best. This is excellent advice for typing as well.

Vary your work. Don’t dictate for eight hours straight. If you can,
vary your work—perhaps two hours of dictation in the morning, then
two in the afternoon, with paperwork, phone calls, and typing in the
middle.

Avoid dictating with Dragon NaturallySpeaking® when you’re tired.
"This strains your voice and makes it difficult to get good
recognition.

As you speak, your vocal cords vibrate and rub against each other. A layer
of mucus lubricates them and keeps them from getting irritated.

Drink lots of water, ideally at room temperature. While dictating,
you may find it convenient to drink through a straw, to avoid
interfering with the position of your headset microphone.

Certain vocal exercises, similar to the ones that singers use, can help
warm up your voice. They are, however, difficult to demonstrate on
paper. Contact a vocal coach or singing teacher for instruction.

Happily, speaking in a way that is good for your voice will also bring you
the highest speech-recognition accuracy. This feeds back on itself.
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Speaking in a clear, relaxed way will bring more accuracy, which brings
less frustration, which helps you relax.

Pay attention to what conditions are present when your speech is
transcribed well and when Dragon NaturallySpeaking® makes many
errors. This feedback from the software can encourage you to be more
relaxed and more articulate.
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Recorder

ictating into a handheld recorder frees you from having to sit in

front of the computer as you write. You can dictate into the recorder
anytime, anywhere. When you return to the computer, Dragon
NaturallySpeaking® transcribes what you said.

Dragon NaturallySpeaking® supports specific recorders that have been
certified by ScanSoft, including the Dragon NaturallyMobile® recorder,
the Sony® Memory Stick™ IC Recorder ICD-MS, the Sony® ICD-BP
recorder, and the Sony® ICD-R100 recorder. See the Web site listed on
page 271 for more information about certified recorders.

Getting ready to use a handheld recorder is a two-part process. First, you
train Dragon NaturallySpeaking® to recognize your voice as it sounds
using the microphone in the recorder. Then, once initial training is
complete, you can dictate to the recorder and have Dragon
NaturallySpeaking® transcribe your dictation. These two steps are the
same, conceptually, as when you first set up Dragon NaturallySpeaking®
to recognize your speech through a microphone, though a few details are
different in practice.

"To prepare Dragon NaturallySpeaking® for use with a recorder, follow
these steps:
m  Install the recorder software (required only for certain recorders).

m  Create a user specifically adapted to the sound of your recorded
speech.

Once you have created a user, follow these steps whenever you want to
use your recorder with Dragon NaturallySpeaking®:

= Dictate into your recorder
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m  Transcribe the recorded dictation

s Correct mistakes

Installing recorder software

190

The Sony® Memory Stick™ IC recorder ICD-MS, the Sony® IC recorder
ICD-BP, and the Sony® ICD-R100 recorder require additional software
to work with Dragon NaturallySpeaking®.

= If you are using the Sony® ICD-BP recorder, you must install the
Digital Voice Editor software.

m  If you are using the Sony® Memory Stick™ IC Recorder ICD-MS,
you must install the Sony® Memory Stick™ Voice Editor.

= If you are using the Sony® ICD-R100 recorder, you must install the
ICD-PCLINK software.

m  Ifyou are using the Dragon NaturallyMobile™ recorder, you can
install the Voice It® Link software, which is not required, but can
enhance the recorder’s usability. This software is available on your
Dragon NaturallySpeaking® CD but it is not automatically installed
when you install Dragon NaturallySpeaking®.

Use the Voice It® Link software to perform functions for your Dragon
NaturallyMobile™ recorder that you can’t perform from the Dragon
NaturallySpeaking® Transcribe dialog box. Note that for normal
transcription from the Dragon NaturallyMobile™ recorder, you don’t
need to have this software installed.

To install Voice It Link (for the Dragon
NaturallyMobile recorder):

Put the Dragon NaturallySpeaking® CD in the CD-ROM drive of your
computer.

Using Windows® Explorer, go to the VOICEIT folder of the Dragon
NaturallySpeaking® CD. The folder is on the top-level directory of the
Dragon NaturallySpeaking® CD.

3 Double-click Setup and follow the instructions of the Setup Wizard.
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Creating a user adapted to your
recorded speech

Before you can use Dragon NaturallySpeaking® with a handheld
recorder, you must create a user specifically adapted to the sound of your
recorded speech. You do this by running the New User Wizard and
selecting one of the recorder options as the dictation source.

IN[OMBR] Steps 1 and 2 assume that you have already created a headset microphone
user. If you have not previously created a user for Dragon NaturallySpeaking®, then the
New User Wizard will appear when you first start the program and you can skip to
step 3.

To create a user:

1 From the NaturallySpeaking® menu on the DragonBar, click Open/
Manage Users.

2 In the Manage Users dialog box, click New. The New User Wizard
guides you through the steps of creating a user. As you complete the
steps, click Next whenever you are ready to continue.
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3  On the Create User screen, enter a unique name for the user. Then
select the appropriate recorder type from the Dictation source list.

New User Wizard m

Create User

Your name: IMDhiIe User

Language: |US English LI

Dictation source: [Microphone plugged into Mic-In Jack (most common) LI

Microphone plugged into Mic-In Jack {most comrmon)
Wocahulary: M|cr0ph0ne plugged into Line-In Jack
h

Desktop array m|cr0ph0ne plugged |nt0M|c In Jack )
Sony Memary Stick 1C recorder ICD-M3S1
Recording device plugged into Line-In Jack

Digital recorder using sound Files (wav) on Disk
To continue, click Next

< Eack I Ilext > I Cancel Help

Use the following table as a guide for selecting a Dictation source and
deciding what to do next.

DICTATION SOURCE HOW TO PROCEED

Dragon NaturallyMobile™ Use the recorder as a microphone attached
recorder connected to to your computer with the supplied serial
serial port cable. Do not proceed any further with the

training instructions in this chapter. Instead,
use the instructions for new user training that
begin on page 21. Also see “Using the
Dragon NaturallyMobile recorder as a
microphone” on page 204.

Sony® Memory Stick™ IC Skip to step 5.
Recorder ICD-MS

Sony® ICD-BP recorder Skip to step 5.
connected to USB port
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DICTATION SOURCE HOW TO PROCEED

Olympus Digital recorder Skip to step 5.

DS-150/650

Recording device plugged Be sure the recorder is connected to your

into Line-In jack computer with a cable plugged into your
sound card, and proceed to step 4.

Digital recorder using Skip to step 5.

sound files (.wav) on disk
(includes the Sony® ICD-
R100 recorder)

4 Follow the instructions in the Adjust Your Volume screens to adjust your
analog recorder’s volume and check the recorder’s audio quality.

5 On the Training - Recording your speech screen, select the text you
would like to read from the list of choices. Click View if you want to read
the text from the screen. Click Print if you want to send the text to your
printer so you can read it while away from your computer.

New User Wizard - Step 2 of & m

Training - Recording your speech

Befare you recard your speech, we recommend you click
Help for instructions.

Select the text you would like to record. and then click Viewto
see the text in awindow on your monitor, or Printto send &
formatted version of the text to vour printer,

Important: Clicking Yiew displays a text window which may
ohscure this wizard. To getback to this wizard, close the text
window,

:3001: The Final O y (Harder Head ce Fictiord’s
Alice's Adventures in Wonderland (Easier Reading: Fantas?

Charlie and the Chocolate Factory (Medium Reading: Advel
Chatlie and the Great Glass Elevator (Mediurm Reading: Ad

Nawva Paree in Cuvharenaco (hdodinm Daadineg: Armarican hor

-

e | Print.. |

hen you have finished recording, click Mext.

< Back I Mext > | Cancel | Help |

6 After you have recorded approximately 15 minutes of your voice reading
the text selection, click Next.
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7 The screen that appears and what you do next depends on the recorder
type you have selected.

RECORDER TYPE HOW TO PROCEED

Sony® Memory Stick™ IC Click the “Sony Memory Stick Voice Editor”

Recorder ICD-MS button and follow the instructions on the
screen.

Sony® ICD-BP recorder Click the “Digital Voice Editor” button and
follow the instructions on the screen.

Recording device plugged Be sure that the recorder is connected to the

into Line-In jack line-in jack on your computer and

(optionally) select the Detect end of
recording and automatically adapt user files
box. If you do this, choose the number of
seconds of silence before the wizard
assumes that the recording is finished. Then
click Start Recording and start your recorder
to play back your dictation.

Olympus DS-150/650 Transfer the .wav file to your computer’s

recorder hard disk and then use the Browse button to
locate the file. If you are not sure how fo
transfer recorded data to your computer, see
the documentation for your recorder. Finally,
click Next and follow the instructions on the

screen.
Digital recorder using Transfer the .wav file to your computer’s
sound files (.wav) on disk hard disk and then use the Browse button to
(includes the Sony® ICD- locate the file. If you are not sure how to
R100 recorder) transfer recorded data fo your computer, see

the documentation for your recorder. Finally,
click Next and follow the instructions on the
screen.

8 Depending on your system, it can take up to 60 minutes to adapt your
user for mobile recording. You do not have to sit at your computer while
the program is adapting to your recorded voice.
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Dictating into your recorder

When you speak to the recorder, do so in the same way you speak into a
microphone while at the computer. Speak clearly, enunciate, and avoid
mumbling,

When dictating, keep the recorder’s microphone a consistent distance
from your mouth. For most recorders, the microphone should be 1 to 2
inches from the corner of your mouth (check your recorder’s specific
instructions). Place it near the corner of your mouth, not directly in front,
to avoid recording noise from your breath.

For several reasons, transcribing from a recorder tends to be less accurate
than dictating directly to the computer. Recorder users tend to slur their
speech more. Dictating directly, you have immediate feedback on
screen. If Dragon NaturallySpeaking® is making many errors, you can
speak more clearly. When dictating to a recorder, however, it’s easy to
forget that your speech will be transcribed by a computer and there’s a
tendency to slip into slurred words and mumbling. For best results,
practice dictating directly to the computer before starting to use a
recorder. This will help you develop a speaking style that gives the best
accuracy.

Also avoidable is the tendency of recorder users to move the microphone
around as they speak. This makes your voice vary in quality on the
recording, making Dragon NaturallySpeaking® less accurate. For best
results, keep the recorder’s built-in microphone in a consistent position
relative to your mouth.

Many users get better transcription accuracy by using a headset
microphone with the recorder. You can plug the headset microphone that
came with your software into many recorders, bypassing the recorder’s
built-in microphone. A headset microphone keeps the microphone a
consistent distance from your mouth, so there’s less variability in how
your voice sounds to the computer.

Also, if you have an analog recorder with a volume setting, keep the
same setting you used during training. If the setting changes, check the
audio volume and quality again. From the Tools menu on the
DragonBar, click Accuracy Center and then click the Check Your Audio
Settings link.
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The restricted command set
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When you are dictating into a recorder, most of the Dragon
NaturallySpeaking® voice commands cannot be used effectively because
they require that you see the results on a computer screen. The
restricted command set, however, can be used without visual feedback
when you are dictating into your recorder. These are the commands in
the restricted command set:

s New Paragraph

s New Line

s Tab Key

m  Cap [word]

= All Caps [word]

= No Caps [word]

= No Space [word]

s Caps On/Caps Off

= All Caps On/All Caps Off

= No Caps On/No Caps Off

m  No Space On/No Space Off

s Scratch That

= Resume With

“Resume With” is particularly useful when you are using a recorder. It lets you
refurn to where you want to go within a recording if you misspeak or change your mind
after dictating a phrase. For more information, see “Going back as you dictate” on page
49.

Later, when you transcribe your recorded dictation, you can choose to
make Dragon NaturallySpeaking® ignore all commands except the
restricted command set. This prevents potentially damaging recognition
errors (for example, a phrase being incorrectly interpreted as the
command “Delete Previous 5 Paragraphs,” which would actually delete
the previous five paragraphs from your transcription). For more
information on how to do this, see the “The Advanced Settings dialog
box” on page 201.
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"Iranscribing recorded dictation

Connecting a recorder to your computer

Before Dragon NaturallySpeaking® can transcribe your recorded
dictation, you must connect your recorder (or, in some cases, your
recorder’s memory card) to your computer. Connect your recorder in the
same way as you did when you created a user trained for your recorded
speech.

The following procedures describe the different methods you use for
transcription, depending on the type of recorder you are using. Use the
method that is appropriate for your recorder.

Transcribing from a handheld recorder

Dragon NaturallySpeaking® has features specifically adapted to work
with the Dragon NaturallyMobile™ recorder, the Sony® Memory Stick™
IC Recorder ICD-MS, and the Sony® ICD-BP recorder. To transfer files
from these recorders, use the following procedure.

If you are transcribing from a recorder other than the Dragon
NaturallyMobile™ recorder, the Sony® Memory Stick™" IC Recorder ICD-MS, or the Sony®
ICD-BP recorder, see “Transcribing dictation from other recorders” on page 199 for
instructions.

To transcribe recorded dictation:

1 Start Dragon NaturallySpeaking®. (You don’t need to turn the
microphone on.)

2 Open the user adapted (trained) for your recorded speech. (Click Open/
Manage Users from the NaturallySpeaking® menu on the DragonBar,
select the user you want, and click Open.)

3 From the Sound menu on the DragonBar, click Transcribe Recording. (If
the Extras toolbar is displayed, you can click the Transcribe button

instead.)

The Transcribe a Recording dialog box opens. (The text next to the
large button on the left depends on which recorder you are using. The
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illustration shows the text for the Sony® Memory Stick™ IC Recorder
ICD-MS.)

Transcribe a Recording E

Lloze |
Other Source... |
Advanced... |
Help |

Click the button ta launch Sony
a‘ Memory Stick Yoice Editar

4 Click the recorder icon.

If you want to change the target window of the transcription, specify
which commands Dragon NaturallySpeaking® will understand or change
the recorder-specific options and click the Advanced button. For a more
detailed description of the options, see the “T'he Advanced Settings
dialog box” on page 201.

5 If you are using the Dragon NaturallyMobile™ recorder, the Select Files
for Transcription dialog box opens.

Select Files for Transcription B
Current Folder IFDIder1 <Intemal Memary> LI

Select the file(s) that you want to transcribe (hold down the Contral
key and click to select more than one file). Use the Play/Stop
buttons to listen to a selected file.

Filename | ltermn | Created | Length |
fAFilet 1 341272000 07:41
fAFilez 2 341272000 08:24
fAFiles 3 B/8/2000 00:06
fAFiled 4 74472000 23:59

L L

Transcribe Help
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If you are using the Sony® Memory Stick™ IC Recorder ICD-MS, the
Sony® Memory Stick™ Voice Editor dialog box opens.

If you are using the Dragon NaturallyMobile™ recorder, select the file or
files you want to transcribe, and click the Transcribe button. If you are
using the Sony® Memory Stick™ Recorder ICD-MS or the Sony® ICD-
BP, sclect the file or files you want to transcribe on the Sony® Memory
Stick™ Voice Editor or Digital Voice Editor screen and click the Voice
Recognition tool [ on the toolbar.

Transcribing dictation from other recorders

2

3

"To transcribe recorded dictation from recorders other than the Dragon
NaturallyMobile™ recorder, the Sony® Memory Stick™ IC Recorder
ICD-MS, and the Sony® IC ICD-BP recorder, use the following
procedure.

To transcribe recorded dictation:

Start Dragon NaturallySpeaking®. (You don’t need to turn the
microphone on.)

Open the user adapted (trained) for your recorded speech. Click Open/
Manage Users from the NaturallySpeaking® menu on the DragonBar,
select the user you want, and click Open.

From the Sound menu on the DragonBar, click Transcribe Recording. (If
the Extras toolbar is displayed, you can click the Transcribe button
instead.)
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The Transcribe from dialog box opens.

Transcribe from... m

—Source

Selectwhere Dragon MaturallySpeaking will get your transcription

& Audio File
File: Browse... |

i ¢ Through the Line In Jack

Transcribe Advanced... Cancel Help

Use the Transcribe from dialog box in the following manner to select the
source of the dictation you want Dragon NaturallySpeaking® to
transcribe, as well as other options that control the transcription:

m  Ifthe dictation source is a wave (.wav) file, click Browse to locate the

file.

m  If you want to change the final destination of the transcription,
specify which commands Dragon NaturallySpeaking® will
understand, or increase or decrease the number of seconds after
which the transcription automatically stops (LLine-In recorders only),
click the Advanced button. For a more detailed description of the
options, see the section “The Advanced Settings dialog box” on
page 201.

"To begin transcription, click Transcribe.

If your dictation source is “Recording device plugged into Line-In jack,”
press the Play button on your recorder.

Your recorded speech should appear on the screen. If text doesn’t
appear, see “Troubleshooting” on page 203.

INLOMBR) If you are playing back recorded dictation through the Line-In jack,
transcription stops automatically by default as soon as the computer hears 10 seconds of

silence.

When you are transcribing into the DragonPad, you can use your computer for
other purposes while you wait for Dragon NaturallySpeaking® to finish.
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Drag-and-drop transcription

If you want to transcribe a wave (.wav) file, just drag the file to the
DragonPad window or to the DragonBar and Dragon
NaturallySpeaking® will begin transcribing it automatically. This is a
shortcut from using the multistep method outlined above. Be sure that
you have opened the correct user file before dragging and dropping.

The Advanced Settings dialog box

The Advanced Settings dialog box allows you to change how Dragon
NaturallySpeaking® transcribes the dictation from your recorder. The
options you see when you open the dialog box depend on the type of
recorder you are using. The illustration shows the Advanced Settings
dialog box that appears when you are transcribing from the Dragon
NaturallyMobile™ recorder.

Advanced Settings [ ]
r— Destination

Chooze which window Dragon M aturallyS peaking
should transcribe pour text into:

' DragonPad window

& selected window

r— Command

Chooze how much of the command zet Dragon
MaturallyS peaking will allow while interpreting your
transcription:

&l Commands
' Restiicted Commands

" Dictation Ornly

— Mizcellaneous Option:

wihen using a Line [nput recarder, stop franseribing
after |1 0 | seconds of silence.

Cancel | Help |

The following sections describe the options on the Advanced Settings
dialog box:

Destination

You can choose to specify that the recording should be transcribed into
the DragonPad window or into a selected window you click in after
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closing the Transcribe a Recording dialog box. Make sure the window
you select accepts text.

Commands
You can choose either the All Commands, Restricted Commands, or
Dictation Only option.

s “All Commands” enables all Dragon NaturallySpeaking® commands
during transcription. Any command recognized in the recording is
carried out.

s “Restricted Commands” disables all but the restricted command set
during transcription. If other commands are recognized, they are
entered as text. This prevents potentially damaging misrecognitions
(for example, a phrase being misrecognized as “Delete Previous
Paragraph”). For more information about the restricted command
set, see page 196.

= “Dictation Only” disables all commands during transcription,
except for dictation commands. If the recording contains commands,
they are entered as text in the document.

Communication options (for the Dragon NaturallyMobile™ recorder only)

T™

m  “Select the Baud Rate to connect to the Dragon NaturallyMobile
recorder” specifies the communication speed between your
computer and your recorder. Generally, the speed should be set to
the highest number (115,200). If you are having communication
errors, try selecting a lower number.

m  “Dragon NaturallyMobile recorder is on <Com Port Number>”
specifies the serial communications (COM) port that corresponds to
the connector where you plugged in your recorder. If you have a
problem connecting to your recorder, try selecting a different COM
port. The default COM port is COM1.

Miscellaneous options (for Line-In recorders only)

“When using a Line-In recorder, stop transcribing after <N> seconds of
silence” instructs Dragon NaturallySpeaking® to finish transcribing a
recording after it detects a certain number of seconds of silence. You can
enter any value between 1 and 99 seconds, but it should be long enough
that Dragon NaturallySpeaking® will not think you have finished when
you are only pausing. Then, when you are dictating, be sure not to pause
for more than the number of seconds you choose. At the end of your
dictation, be sure that you record silence for at least that number of
seconds.
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If text doesn’t appear on the screen, check the following:

If you are using the Transcribe a Recording dialog box, did you click
in a window after closing it? If you aren’t transcribing in the
DragonPad window, you must click in the window in which you
want the text to appear.

If you selected Through the Line-In Jack as your source, did you
remember to press the play button on your recorder? Is your
recorder properly connected to the computer?

Are you playing the right part of the recording? Listen to the source
file to make sure it contains dictation.

If you are using an analog recorder, have you changed the volume
setting on your recorder since running training? If so, check the
audio volume and quality again. From the Tools menu on the
DragonBar, click Accuracy Center, then “Check your audio
settings.”

Is your recorder working properly? Check the power source. If you
are using a battery, make sure it is fully charged.

If you are transcribing a wave file, make sure the file is in the
following format: PCM, 11.025 or 22.050 kHz, 16 Bit, Mono.

If you are having difficulties transcribing text from the Dragon
NaturallyMobile™ recorder, consult the troubleshooting section of
the online Help files for the Voice It® Link software. See the
procedure “To install Voice It Link (for the Dragon NaturallyMobile
recorder):” on page 190 for information on installing the Voice 1t®
Link software.

Correcting mistakes

After Dragon NaturallySpeaking® transcribes your dictation, make sure
you correct any mistakes. To help you check for mistakes, you can play
back your recorded voice as you read what Dragon NaturallySpeaking®
transcribed. Listening to your dictation as you read the transcription will
help you identify misrecognized words or phrases. For the easiest ways
to proofread and correct your dictation, see “Proofreading with a
recorder” on page 148.
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Using the Dragon
NaturallyMobile recorder as a
microphone

If you have a Dragon NaturallyMobile™ recorder, you can use it as a
microphone when it is connected to the computer. This feature is
convenient for editing your transcribed text by voice.

To use the recorder as a microphone:

T Open the user you created for the Dragon NaturallyMobile™ recorder, if
it is not already open.

2 Make sure the recorder is connected to the serial port of your computer.

3 Click the Microphone button on the DragonBar so the microphone is on

(P

4  Wait until the recorder display reads “Mic On.” This takes about two or
three seconds after you click the Microphone button.

5 Begin speaking, holding the built-in microphone of the recorder almost
touching the corner of your mouth and a bit to the side. Do not hold the
recorder so that the microphone is directly in front of your mouth.

6 When you have finished, click the Microphone button again so the
microphone is off. Zg

INLOMBR] Turning off the microphone in this way does not turn off the recorder. To
conserve your batteries, turn off the recorder by pressing the Power button.

Better accuracy with a recorder

For several reasons, transcribing from a handheld recorder tends to be
less accurate than dictating directly into the computer.

m  The built-in microphone in the recorder may be of a lower quality
than the headset microphone that you use for dictation directly to
the computer.
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Like using a handheld microphone, using a handheld recorder
keeps the microphone in a less consistent position in relation to your
mouth than does a headset microphone.

Minicassette recorders and other analog models lose sound
information in both recording and playback. They record only part
of your voice, then play back only part of what they record to be
processed by the sound card. Digital recorders that digitally transfer
sound do not have this limitation. They also record only part of your
voice, but they bypass the sound card, sending the digital recording
file directly to Dragon NaturallySpeaking® for transcription.

Using a recorder, people more often mumble and slur their words.
They forget that they are talking for a computer to transcribe.

"To get the best accuracy from a handheld recorder, use an external
microphone if you are not achieving your desired accuracy with a built-in
microphone. Most recorders allow you to plug in an external microphone
to replace the unit’s built-in one. A headset microphone is best, since it
keeps the microphone at a constant distance from your mouth. Try using
the headset microphone included with Dragon NaturallySpeaking®.

If you’re using the recorder’s built-in microphone, keep it at a consistent
distance from your mouth. It should be at the corner of your mouth,
about an inch or two away. See the instructions included with your
recorder or experiment to find the best distance.

Speaking clearly will improve transcription accuracy no matter what
recorder you have. Remember that you’re talking for transcription to a
computer, not to a person. Speak clearly and pronounce each word.
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Customizing Dragon
NaturallySpeaking

ou can customize DragonNaturallySpeaking® to make it work better

for your needs. The Options dialog box, for example, lets you
change the spacing after periods, select what key turns the microphone
on, and adjust other parts of the software.

'T'he Options dialog box

From the Tools menu on the DragonBar, click Options. The dialog box
that opens lets you customize some features of Dragon
NaturallySpeaking®. The box is divided into seven tabbed sections:
Correction, Startup/Shutdown, View, Hot keys, Text-to-speech,
Miscellaneous, and Formatting.
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Options B
Text-to-zpeech I Mizcellaneous I Farmatting I
Correction | Startup/Shutdown I Wiew I Hot keys
- Corection

¥ “Select" commands bring up Comection menu

™ 'Comect” commands bring up Spell dialog

™ Automatic playback on Correction

™ Show anly the choices
™ Anchor
™ Enable double-click to correct in DragonPad

Show no more than lq choices

Other
[T "Select” commands search backwards
™ "Spell" commands bring up Spell dislog

Bestore defaults |
QK I Cancel | Lppli | Help |

Correction options

The first group of Correction options affect the Correction menu, which
is the list of alternate recognitions that appears when you select words in
your document. When you’ve learned the correction commands
thoroughly, you may want to check “Show only the choices” to hide the
instructions and commands that normally appear on the Correction
menu.

““Select’ commands bring up Correction menu” opens the Correction
menu when you select text by voice.

“‘Correct’ commands bring up the spell dialog” opens the Spell dialog
every time you correct a word or phrase in the text you are dictating.

“Automatic playback on Correction” plays your recorded voice through
the speakers whenever the Correction menu opens.

“Show only the choices” makes Dragon NaturallySpeaking® display only
the list of correction choices in the Correction menu, removing
instructions and commands from this menu to save you space on-screen.
You may want to select this option after you have become familar with
the correction commands in Dragon NaturallySpeaking®.
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If you find that the Correction menu often misses the correct word, try increasing
the number of choices displayed.

When the “Anchor” option is selected, the Correction menu remains in
the same location on-screen, instead of moving to a new place each time
you make a correction.

“Enable double-click to correct in DragonPad” opens the Correction
window when you double-click on a word in the DragonPad.

Other options

The second group of options in this dialog box lets you set additional
correction preferences. The “‘Select’ commands option searches
backwards” makes Dragon NaturallySpeaking® look backward in your
document when you select text by voice. It is best to leave this box
cleared, to let the program search both forward and backward to find the
nearest occurrence of the words you want.

The next option lets you choose whether you want to spell words in the
Spell dialog box or directly in your document. If “‘Spell’ commands
bring up Spell dialog” is not checked, then spelling commands will put
text right into your document. (For more information about spelling
commands, see “Spelling as you dictate” on page 52).

Clicking the button “Restore defaults” restores the original installation
settings.
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Options E
Text-to-zpeech | Mizcellaneous I Farmatting I
Corection Startup/Shutdown | Wi I Hot keys
— Startup

™ Microphone on [asleep) at startup

™ Launch DragonPad at startup

V¥ Enable Natural Language Commands

V¥ Enable special commands in Internet Explorer

V¥ Enable special commands in Lotuz Notes

™ Enable mouse mation commands Speed., |

— Shutdown

™ Automatically save user files without asking

Save recorded dictation with document IAsk me 'l

QK | Cancel Apply Help

Startup options

Selecting “Microphone on (asleep) at startup” makes Dragon
NaturallySpeaking® start up with the microphone on, but sleeping. This
is useful if you have physical limitations that prevent you from using the
keyboard or mouse to turn on the microphone.

“Launch DragonPad at startup” opens the DragonPad each time Dragon
NaturallySpeaking® is opened. If you use the DragonPad often, you will
probably want to select this box.

Leave the next three boxes selected to make Dragon
NaturallySpeaking® recognize the widest variety of commands. Try
clearing one or more of these boxes if Dragon NaturallySpeaking® often
misrecognizes commands or if you want to conserve memory.

Select the “Enable mouse motion commands” if you prefer to move the
mouse by voice. The mouse motion commands are especially useful if
you have physical problems that prevent you from using the mouse by
hand. If this option is selected, you can click the Speed button to change
the speed of mouse movement when moving the mouse by voice. For
more information on mouse motion commands, see “Moving the pointer
with the mouse motion commands” on page 121.
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Shutdown options

When you shut down Dragon NaturallySpeaking®, the program will ask
you if you wish to save your user files. If you want Dragon
NaturallySpeaking® to always save your user files without asking, select
the “Automatically save user files without asking” option.

When you save your document in Microsoft® Word, Corel®
WordPerfect®, or the DragonPad, Dragon NaturallySpeaking® can save
your dictation along with the transcribed text. The list “Save recorded
dictation with document” lets you choose three options. Choose “Ask
me” to have Dragon NaturallySpeaking® ask each time whether to save
the recording. Choose “Always” to have the program always save the
recording. Choose “Never” to have the program never save the
recording. Saving dictation allows you to play back your speech after the
original dictation session. Saving recorded dictation is available only in
Professional and higher editions of Dragon NaturallySpeaking®.

Clicking the button “Restore defaults” restores the original installation
settings.

Options E
Text-to-zpeech I Mizcellaneous | Farmatting I
Corection I Startup/Shutdown Wiew | Hot keys
r— DragonB ar
Preview:

I" Cl [ ([ ==

I ]
ling

]

IS

D

£ Floating
Co

" Tray lcon Only
icd

icd

Show meszages
Show extras
— Results Bo:
(- ™ Beep after recognition  Auto-hide delay:
™ Anchor INever hide 'l

Bestore defaults |
QK I Cancel | Apply | Help |

The View tab allows you to change the display and location of the
DragonBar and Results box.
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DragonBar options

The control for the DragonBar mode lets you place the DragonBar at the
top or bottom of the screen, make it a floating window you can position
freely, make it “cling” to the top of whatever program you’re dictating to,
or hide it altogether, leaving only an icon in the Windows?® tray at the
bottom of the screen.

The “Show messages” and “Show extras” check boxes control whether
information and status messages appear in the DragonBar. For example,
when you open your user files and perform other tasks, messages
confirming these actions will apear in the DragonBar.

Results Box options
If the “Beep after recognition” check box is selected, Dragon
NaturallySpeaking® will beep each time it recognizes a word or phrase.

If the “Anchor” check box is selected, the Results box will stay in the
same place on the screen instead of moving as you speak. Some people
find that this makes it easy to glance at while dictating.

The “Auto-hide delay” control affects how long the Results box stays on
the screen after you finish speaking. The default setting, “Never hide,”

keeps the Results box on the screen so you can view it easily.

Clicking the button “Restore defaults” restores the original installation
settings.
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Hot key options
X
Text-to-zpeech I Mizcellaneous I Farmatting |
Corection I Startup/S hutdown I Wiew Hot keys
Microphone on/off... I [{Humkep+}
Correction... | |{NumKey-}
Force command recognition. .. | |{Etr|}
Force dictation recognition. .. | |{Shift}
DiragonB ar menL... | [{Humkeyt
Microphone sleep/on | [{Humk.ep}
Press-to-talk... | [
Restore defaults |
QK | Cancel | Apply | Help |

The microphone hot key lets you turn the microphone on and off. You
can change it and six other hot keys on the tab Hot keys of the Options
dialog box. To change a hot key, click on the button with the hot key’s
name. A dialog box will appear titled “Set Hot Key.” Press the new key
and click OK.

For the Microphone on/off key, the default (automatically installed)
choice of (+) on the numeric keypad is a good one for most people. That
key is large and easy to find. The Correction key, which opens the
Correction menu, has the default setting of (-) on the numeric keypad.

"To force Dragon NaturallySpeaking® to recognize what you say as a
command, not dictation text, hold down the CTRL key as you speak. To
force Dragon NaturallySpeaking® to type what you say as dictation (even
words that are also commands), hold down the SHIFT key as you speak.
These are the default key settings and there is usually no need to change
them.

The DragonBar menu key lets you open the NaturallySpeaking® menu

on the DragonBar by pressing the star (asterisk) key (¥) on the numeric
keypad. You can change this to a different key if you wish.
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If you have a laptop or if you use a keyboard with no numeric keypad, it
is best to change these default key settings to make them more
convenient for you. Feel free to change the settings to choose whatever
keys you prefer.

The Microphone sleep/on key lets you set a key to switch the
microphone between sleep mode (listening only for the words “Wake
Up” or “Listen to Me”) and the on mode (listening to everything you
say). The default setting is the slash (/) key on the numeric keypad.

The Press-to-talk key lets you set a key that causes the microphone to
turn on for as long as you hold down the key and to turn off when you
release it. The Press-to-talk key is not predefined. You can choose a
Press-to-talk key if you want one by clicking the “Press-to-"Talk” button
in this dialog box, then pressing the key you want. The microphone will
turn on while you hold down this key and turn off when you release it.

Clicking the “Restore defaults” button restores the original installation
settings.
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Text-to-speech options

Options E
Corection | Startup/Shutdown I Wiew I Hot keys I
Test-to-speech | Miscellaneous I Formatting
— Attribuite:
Wolume: Bitchn
J 1
L]
Speed: Woice:

'_J— IHeaISpeak [Jennifer) 'l

— Preview

Prezz the Read text button to hear the text-to-speech
engine read the text in this box.

Fiead text |
Unload text-to-zpeech | Bestore defaults |

Cancel | Lol | Help |

The Text-to-speech tab affects how Dragon NaturallySpeaking® reads
text to you in its synthesized voice. See page 151 for instructions on
using this feature.

Move the Volume, Pitch, and Speed controls to change the sound of the
computer’s voice. Click the “Read text” button to have the computer
read the text in the Preview box. You can edit the Preview box text if
you want.

The “Unload text-to-speech button” lets you temporarily remove this
feature from memory. Having text-to-speech loaded does not affect the
transcription performance of Dragon NaturallySpeaking®.

Clicking the “Restore defaults” button restores the original installation
settings.
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Miscellaneous options
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Options E
Corection I Startup/S hutdown | Wiew I Hot keys I
Testto-speech Miscellaneous | Formatting

Pauze Required Before Commands
Short ,; l—' SRR Long
O1sec) 4, [s=d

Speed vz Accuracy

Fastest J—' Most
Fesponze d Accurate
Disk space reserved for recording: |4U ME
Automatically back up user files every |5 _|:;' zaves

™ Store comections in archive  Archive size. |

¥ Use Active Accessibility for menu and dialog control

™ Require "Click" to select menu or control

Bestore defaults |

Cancel | Lppli | Help |

The “Pause Required Before Commands” control affects the length of
the pause required before commands. Leave this at the default setting.
If your commands are being recognized as dictation or if Dragon

NaturallySpeaking® is not recognizing commands, these problems may
be related to the length of pauses. See “Troubleshooting” on page 221.

The “Speed vs. Accuracy” control affects how much computer
processing Dragon NaturallySpeaking® uses as it recognizes your speech.
The default setting varies from computer to computer. On most
computers, the automatic settings works best.

The “Disk space reserved for recording” control affects how much disk
space Dragon NaturallySpeaking® uses to record the sound of your voice
as you speak. It uses this recording to play back what you said during
proofreading and corrections. One megabyte can store about a minute of
sound. To turn off speech recording, change this setting to zero.

The “Automatically back up user files every <5> saves” control changes
how often Dragon NaturallySpeaking® backs up your user files. There’s
no need to change this control. To back up your user files more reliably,
store them separately from your computer on a removable disk,
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CD-ROM, or on a different computer on the same network. See
“Backing up user files” on page 217 for instructions.

The “Store corrections in archive” control allows you to save a certain
amount of acoustic data. As you make corrections and perform additional
training using the Acoustic Optimizer, Dragon NaturallySpeaking®
stores this acoustic data in an archive and uses it to enhance recognition
accuracy. By default, the amount of acoustic data saved is set to 60
minutes.

The setting “Use Active Accessibility for menu and dialog control”
controls how Dragon NaturallySpeaking® understands menu names and
dialog box controls. Leave this box selected for best results.

In most programs, you can select menu commands and dialog box
options just by saying the menu name or option name (such as “Edir” or
“Print”). Optionally, you can add “C/ic#” before the menu or option
name, such as “Click Edir” or “Click Print.” Selecting the setting
“Require ‘Click’ to select menu or control” in this dialog box means that
Dragon NaturallySpeaking® will recognize only “Click Edit,” not “Edit”
by itself. Leave this box cleared unless you find that Dragon
NaturallySpeaking® is confusing your dictation and commands or if
you’re having trouble controlling menus and dialog boxes by voice.

The “Restore defaults” button restores the original installation settings.

Backing up user files

As you use Dragon NaturallySpeaking®, it adapts to your voice and
learns your individual added words, improving accuracy the more you
use it. It saves these improvements in your user files and it’s important to
back up these files regularly. Making regular backups, perhaps every
week, saves having to start from scratch (with reduced accuracy) should
something happen to your computer.

Dragon NaturallySpeaking® will make a backup automatically every fifth
time you save your user files. (You can change this frequency on the
Miscellaneous tab of the Options dialog box; see page 216.) The
program will also save a copy of your files when you click Back Up User
from the NaturallySpeaking® menu on the DragonBar. The backups
Dragon NaturallySpeaking® makes, however, are stored on the same
computer as your original files. To back up more reliably, copy your user
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files to a CD or removable storage disk and store them away from your
computer.

"To back up your user files, start Windows® Explorer and find the
NaturallySpeaking® folder. For most users, this folder is in the directory
C:\PROGRAM FILES\DRAGON. Open the NaturallySpeaking® folder.
Inside will be a folder called Users, and inside that is a separate folder for
each user on the machine. This folder with your user name is the one to
back up. Here is what a typical path looks like:

C:\PROGRAM FILES\DRAGON\NATURALLYSPEAKING\USERS\DAN

"This folder is too large to fit on a floppy disk. For a safe backup, copy
this folder to a CD or removable storage disk. Store the disk at another
location (at home, for example, if your computer is at work).

If your computer is on an office network, you may be able to copy your
user files to the server or storage area on your network, where it can be
safely backed up by your employer’s information systems staff.

Formatting options

218

x|

Corection I Startup/S hutdown Wiew | Hot keys |
Textto-speech I Miscellaneous Formatting

[V Inzert bwo spaces after period

¥ Automatically farmat telephone numbers, currency, times,
and other humbers

v Automatically farmat ‘Web and E-mail addresses

v &llow pauses while speaking numbers and addresses

Ewra symbaol or abbreviation: |€

™ Format postal codes

Restore defaults |
QK I Cancel | Apply | Help |

The “Insert two spaces after period” control puts two spaces after each
period when you dictate, which is a throwback to manual typewriter
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style. If this box is not selected, Dragon NaturallySpeaking® types one
space, which is the way books and other printed matter are typeset.
Change this setting as you prefer.

When the “Automatically format telephone numbers, currency, times,
and other numbers” option, the “Automatically format Web and E-mail
addresses” option, and the “Allow pauses while speaking numbers and
addresses” option are selected, dictating numbers, Web addresses, and
other commonly spoken items is much easier because Dragon
NaturallySpeaking® will format them automatically.

The “Euro symbol or abbreviation” box lets you change what’s typed
when you say “euro” or “euro sign” during dictation.

If the “Format postal codes”option is selected, Dragon
NaturallySpeaking® will format UK postal codes automatically. Select

this option if you are in the UK or often enter UK addresses.

The “Restore defaults” button restores the original installation settings.

Dragon NaturallySpeaking User’s Guide 219






oam 17

Troubleshooting

f Dragon NaturallySpeaking® is not working as you expect, the

suggestions in this chapter can help you sort out what may be going
on. When you’re troubleshooting problems, close all other applications,
restart your computer, and start only Dragon NaturallySpeaking® (if the
problem is one you can reproduce in this context). Running Dragon
NaturallySpeaking® by itself simplifies the task of making the program
work properly.

The most frequent technical problems are caused by a poor or
inadequate sound system. With a poor sound system, the microphone
and sound card combination in the computer provide a signal to Dragon
NaturallySpeaking® that is not clear enough for the program to
accurately recognize speech. A second common source of trouble is a
conflict between Dragon NaturallySpeaking® and other programs
consuming system resources.

Technical Support

If you need to obtain technical support for Dragon
NaturallySpeaking®, refer to the online Help topic “Technical
Support” for contact information. From the Help menu on the
DragonBar, click “Help Topics” and find the “Technical Support”
topic. Also refer to page 271 in this manual.

"lesting your sound system

Test your sound system to see if it gives Dragon NaturallySpeaking® a
clear representation of your voice. You can test your system using the
Dragon NaturallySpeaking® Audio Setup Wizard. You already used the
Audio Setup Wizard when you first created a new user, just before
training Dragon NaturallySpeaking® to recognize your voice.
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Each of these sound testing procedures tests your microphone and
sound card in combination. If you have several microphones or sound
cards, you can test each combination in turn, but there’s no way to test a
microphone or sound card independently. Sometimes a microphone
model that works well with one sound card will work poorly with
another. If you are using a USB microphone, the sound card is included
as part of the microphone and bypasses the sound card in your computer.

To test your sound system automatically:

Click Accuracy Center on the Tools menu on the DragonBar. The
Accuracy Center appears (as shown on page 162).

Click or say “Check your audio settings.” The Audio Setup Wizard
appears.

Follow the on-screen instructions as described on page 18. The wizard
will end with a measurement of sound quality, as shown below.

Audio Setup Wizard - Step 2 of 2 E

*r'ou have finished Audio Setup successully.

Click the Finizh button to proceed.

In thiz step the computer checks the audio input from vour zound spstem.
Having high-quality audio input iz very important for good speech
recognition. Poor audio input will make it difficult or impozzible for the
program to recognize wour speech accurately. "When the computer haz
finizhed checking the audio quality, it beeps to signal that the test is
complete. |f vou reach the end of this text but you have not heard a beep,
start reading the text again from the beginning. rou should only have to
read for about fifteen seconds.

Start Quality Check |

Cancel | Help |

A This sample fest result is for a sound system that is working well.

Acceptable values for the signal-to-noise ratio range from 15 to 30. If
your measured value is below this range, you probably need to change
your microphone, your sound card, or both.
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Fixing sound problems

"To fix sound problems, try these steps. As you make adjustments, use
the Dragon NaturallySpeaking® Audio Setup Wizard to test sound
quality automatically.

m  Make sure the microphone is positioned properly (see “Audio
Setup” on page 18).

m  Check that the microphone is plugged into the mic jack on your
sound card.

= Disconnect your speakers from the computer, in case they’re
interfering with the microphone signal.

= Be sure the microphone cable isn’t entwined with power cables or
other wiring that could cause interference.

m  Update your sound card driver to the latest version available. Free
updates are usually available from the sound card manufacturer’s
Web site.

= Iry other microphones, including USB microphones, to see if the
quality of the sound signal improves.

m  Try other sound cards to see if sound quality improves.

m  Ifyou have a laptop, try unplugging it and operating only on battery
power.

= If you have a laptop, try using a USB microphone.

= Asalastresort, try moving your computer to another location to see
if electrical noise in the building wiring is interfering with your
sound hardware.

Other problems and solutions

Here are some common problems users may encounter, along with
suggested solutions.

No response when dictating

Symprom: You’ve previously been dictating successfully, but now when
you speak into the microphone there’s no response.

Possible causes and solutions: Check that the microphone is plugged into
the correct jack on the sound card. Check that the microphone is turned
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on in Dragon NaturallySpeaking® and is not in sleep mode. Check that
the window into which you want to dictate is active. To make a window
active, click once on its title bar. To check that a window is active and
can receive dictation, type a few characters on the keyboard and make
sure they show up on your computer screen.

Problems with commands

224

Symptom: Commands are often typed as text.

Possible cause: Dragon NaturallySpeaking® expects no pauses between
the words in the command.

Solution: Run the words in the command together as you say them so
there are no pauses in the middle. If this doesn’t work, decrease the
“Pause Required Before Commands” value on the Miscellaneous tab of
the Options dialog box (see page 216).

Symptom: Commands said after dictation are sometimes typed as text.

Possible cause: Dragon NaturallySpeaking® expects a longer pause
between dictation and the command.

Solution: Pause for a longer time before saying the command. If this
doesn’t work or is awkward, decrease the “Pause Required Before
Commands” value on the Miscellaneous tab of the Options dialog box
(see page 216).

Symptom: One or more specific commands are always typed as text.

Possible causes and solutions: Try saying the command while holding down
the CTRL key. If the command still doesn’t work, this command is not
available in the application you are using. If the command does work
with the CTRL key held down, retrain the command so that the
computer will recognize it more accurately (see “Iraining a word or
command” on page 178).

Symptom: You are unable to select text by voice in a particular
application.

Cause: Some applications do not support selecting text by voice.
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Solution: There is no solution—you can select by voice only in supported
applications.

Very low accuracy

Symptom: Recognition accuracy is very low (less than about 80 percent).

Causes: 'This might be due to other programs competing with Dragon
NaturallySpeaking® for system resources. Or, your sound signal may be
of poor quality.

Solutions:

Be sure that the microphone element is pointed toward your mouth
(take off the windscreen to check).

Reduce or eliminate background noise.

See “Testing your sound system” above (page 221) to check your
microphone and sound card.

"Turn off other software programs that may be running in the
background, such as appointment reminder programs and antivirus
software, to see if this helps the problem.

Problems with added words

Symptom: Dragon NaturallySpeaking® types words that you didn’t say,
even when you’re not speaking.

Cause: 'The program is hearing sounds that it interprets as words.

Solutions:

Move the microphone toward the corner of your mouth.
If the microphone is already at the corner of your mouth, move it
further away (outward) from your mouth.

Clip the microphone cord to your shirt or tuck it in your belt so it
doesn’t rustle against your clothes.

Reduce background noise.

Check that your sound system is not introducing static. See “Testing
your sound system” on page 221. If you have a laptop, test it when
operating from batteries alone as well as from an electrical outlet.
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Slow performance
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Symptom: The performance of Dragon NaturallySpeaking® is very slow
in general. The computer lags far behind your dictation. Accuracy may
also be very low (less than 80 percent).

Causes: 'This might be due to other programs competing with Dragon
NaturallySpeaking® for system resources. Or, your sound signal may be
of poor quality, so that Dragon NaturallySpeaking® must spend
processing time filtering the noise.

Solutions:

= Be sure that the microphone element is pointed toward your mouth
(take off the windscreen to check).

m  Reduce or eliminate background noise.

m  Sce “Testing your sound system” above (see page 221) to check
your microphone and sound card.

m  Turn off other software programs that may be running in the
background, such as appointment reminder programs and antivirus
software, to see if this helps the problem.

In Dragon NaturallySpeaking® version 6, it is possible to gain speed by creating a
new user and choosing a vocabulary that is smaller than the recommended one. To do
this, create a new user (from the NaturallySpeaking® menu on the DragonBar, choose
Open/Manage Users, then click New). From the first screen of the New User Wizard that
appears (as shown on page 16), click the Advanced button. In the Advanced dialog box
that appears, from the Vocabulary Size list choose a smaller vocabulary than the
recommended vocabulary size.
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commands. Most of the commands listed here are described in
detail elsewhere in this guide. For more information about commands,
follow the page references provided throughout the appendix. This
appendix does not list all the Dragon NaturallySpeaking® commands. To
see many more commands, use the Sample Commands window (see
page 98) and the Command Browser (see page 98).

’ I Vhis appendix lists some of the Dragon NaturallySpeaking®

Which commands work in which

programs’

Some commands work only in certain types of programs. For example,
“Set Font Bold” works only in programs where you can make text bold.
The best way to find out if a command works in your application is to try
it within an application. You can also use the Command Browser to see if
a command will be recognized in your application. See page 98 for more
information on the Command Browser.

If you say a command that does not work in the program you are using, the
DragonBar may show a message, for example, “Formatting commands cannot be used
here.”
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Controlling the microphone

Go to Sleep or
Stop Listening
Wake Up or
Listen to Me

Microphone Off

Make the microphone stop listening temporarily.
Reactivate the microphone when it's sleeping.

Turn the microphone off. (You cannot turn it back on by
voice.)

Controlling the DragonBar

228

Give Me Help
Display Sample
Commands

Save Speech
Files

Select Tray Icon
Only Mode

Manage Users
Train My User
Check Audio

Show The
Accuracy
Assistant

Open Accuracy
Center

Bring Up
Command
Browser

Create
Command

Modify Custom
Commands

Open the Dragon NaturallySpeaking® online Help.

See a list of available commands in the currently open
applications.

Save your user files.

Hide the DragonBar. You can show it by clicking on the
microphone icon in the system tray (on the lower right
of most computer screens) and choosing Restore
Previous DragonBar mode.

Open the Manage Users dialog box.

Perform additional training to improve accuracy.
Open the Audio Setup Wizard.

Open the Accuracy Assistant window.

Open the Accuracy Center window.

Open the Command Browser window.

Make a new command.

Change an existing command.
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Edit Vocabulary ~ Open the Vocabulary Editor™.

View Open the Options dialog box.
NaturallySpeak-

ing Options

Show Extras Bar Display the Extras toolbar on the DragonBar.
Hide Extras Dar ~ Removes the Extras toolbar

Start Open the DragonPad word processor.
DragonPad or

Open

DragonPad

Give Me Help Display Dragon NaturallySpeaking® online Help.
What CanISay  Display the Sample Commands List.

Close Exit the Dragon NaturallySpeaking® program.
NaturallySpeak-

ing
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Controlling the DragonPad
(s

Save Document Save the current document.

Save File As Save the current document in a different location or
using a different name.

Print Document Print the current document.

Print Page 1 to Print the page range you specify.
3

Display Toolbar ~ Display the DragonPad toolbar.

Start Playback Have your dictation played back to you.
Find Word Use the Find tool.

Quit Exit the DragonPad.

DragonPad

Adding paragraphs, lines, and spaces
(sav w0

New Line Press the ENTER key once.

New Paragraph Press the ENTER key twice. (Capitalizes the next word
automatically.)

Tab Key Press the TAB key.

Space Bar Press the space bar.
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Selecting text

Selecting specific words

Select glass Select a specific word or words that are
visible on screen, in this examp|e, the word
glass.

Select Again Select the same text again but in a different
place that is also visible on screen.

US/Canada: Select Itwas ~ Select a range of words visible on screen. In

Through night this example, It was a dark and stormy night

Other Dialects: Select It is the selected text.

was To night

Unselect That Unselect (clear) selected text.

For more information about these commands, see “Selecting text by
voice” on page 41.

Selecting an entire line or paragraph

Select Next Line
Previous Paragraph
Forward 2...20 Lines
Back 2...20 Paragraphs
Last

For more information about these commands, see “Selecting an entire
paragraph or line” on page 44.
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Selecting a word or character

Select Next Word
Previous Character
Forward 2...20 Words
Back 2...20 Characters
Last

You can also say “Select Word,” “Select Line,” “Select Paragraph,” or “Select
Character.”

For more information about these commands, see “Selecting a word or
character” on page 44.

Selecting a document

Select Documentor  Select all the text in your document.
Select All

Select [fexf] Select the text you specify and display the
Correction menu.

Select That Select the last utterance.

Correct That Correct the selected text or the wrong utterance.

Spell Spell a word (brings up the Spell dialog box).

Spell g-I-a-s-s Spell the next word, in this example, glass.

Spell That g-I-a-s-s Correct either the last thing you said or selected
text by spelling the correction, in this example,
glass.

For more information about these commands, see “T'he Correction
menu” on page 38 and “Spelling as you dictate” on page 52.
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International Communications Alphabet

When spelling in the Spell dialog box, you can use the International
Communications Alphabet to enter letters. For a complete list of
alphabet choices, see the online Help.

FOR SAY FOR SAY

a Alpha n November
b Bravo o Oscar

c Charlie P Papa

d Delta q Quebec
e Echo r Romeo

f Foxtrot s Sierra

g Golf t Tango

h Hotel u Uniform
i India v Victor

i Juliett w Whiskey
k Kilo x Xray

I Lima Yankee
m Mike z Zulu

IN[OM B3] When spelling, you can also say “letter,” as in “letter alpha,” or “a as in
alpha,” and so on.

Publishing symbols

When spelling in the Spell dialog box, you can enter the following
special characters by voice. (If the program has trouble recognizing a
character, try using the longest available spoken form.)

™ trademark sign or trademark

copyright sign or copyright

@)

registered trademark sign or registered trademark or
registered sign or registered

dagger
double dagger
paragraph sign or paragraph

wn =- +H+ —+

section sign or section
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— em dash
- en dash
soft hyphen
(nonbreaking nonbreaking space or nonbreakable space or no break
space) space or unbreakable space

Currency symbols

When spelling in the Spell dialog box, you can enter the following
special characters by voice. (If the program has trouble recognizing a
character, try using the longest available spoken form.)

dollar sign or dollar
cent sign or cent
pound sterling or sterling or sterling sign
yen sign or yen
(or EUR) euro sign or euro

guilder sign or guilder

OKN(ID-KP")G%

general currency or general currency sign or
international currency or international currency sign

Accented and international characters

When spelling in the Spell dialog box, you can enter the following
special characters by voice. (If the program has trouble recognizing a
character, try using the longest available spoken form.)

" (acute) accent acute or acute

* (grave) accent grave or grave or backquote
~ (tilde) accent tilde or tilde

* (umlaut) accent umlaut or umlaut or dieresis
* (circumflex) accent circumflex or circumflex

. (cedilla) accent cedilla or cedilla
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4, A éEilS3, O, a accent acute or a acute

o,U,y, Y Cap e accent acute or Cap e acute
and so on

a,AEénl o0, a accent grave or a grave

u,U Cap e accent grave or Cap e grave
and so on

a A f N, s O a accent tilde or a tilde
Cap n accent tilde or Cap n tilde
and so on

a,A8E"ls 0, a accent umlaut or a umlaut

u,U,vY Cap e accent umlaut or Cap e umlaut
and so on

a,A8E1l8s,0, a accent circumflex or a circumflex

o,U Cap o accent circumflex or Cap o circumflex and
50 on

¢, C ¢ accent cedilla or ¢ cedilla

Cap ¢ accent cedilla or Cap ¢ cedilla

4, A a angstrom
Cap a angstrom

i inverted exclamation point or
inverted exclamation mark

3 inverted question mark

« open angle quotes or begin angle quotes
US/Canada: open euro quotes

» close angle quotes or end angle quotes
US/Canada: close euro quotes

5] eszet or German sharp or German sharp s
or sharp s

ce oe ligature or ligature oe or oe diphthong

® ae ligature or ae diphthong or ligature ae

) Icelandic eth or eth

b Icelandic thorn or thorn

masculine ordinal
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feminine ordinal

§ s wedge

o double comma

Mathematical symbols

When spelling in the Spell dialog box, you can enter the following
special characters by voice. (If the program has trouble recognizing a
character, try using the longest available spoken form.)

Va one quarter sign or one quarter or quarter sign or quarter
Y2 one half sign or one half or half sign or half

¥/ three quarters sign or three quarters

x multiply sign or multiply or times sign or times

+ divide sign or divide

+ plus or minus sign or plus or minus or plus minus sign or
plus minus
%o per thousand or per mille

. broken vertical bar

- logical not sign or logical not or not sign or not
macron sign or macron

degree sign or degree

! superscript 1

superscript 2 or squared or square

superscript 3 or cubed or cube

Y Greek mu or micro

o o slash

centered dot or middle dot or center dot

, alternate comma
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Deleting and undoing

Delete That Delete selected text. (For more information, see
“Deleting specific words” on page 49.)

Backspace Press the BACKSPACE key. To press it more than
once, say Backspace 2, Backspace 3, and so on (up to
20).

Undo That or Undo the last action.

Undo Last Action

Scratch That Erase the last thing you said or selected text. You can
say “Scratch That” up to 10 times to keep erasing
previous words or phrases. (For more information, see
“Deleting the last words you dictated” on page 48.)

Resume With Search backward to find a specific word or words, so

Dear Susan you can continue dictating from that point. In this
example, resume dictating with Dear Susan. (For more
information, see “Going back as you dictate” on page
49.)

Deleting the next or previous line or paragraph

Delete Next Paragraph
Previous 2...20 Paragraphs
Forward Line
Back 2...20 Lines
Last

For more information about these commands, see “Deleting the next or
previous paragraph or line” on page 50.
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Deleting the next or previous word or character

Delete Next Word
Forward Character
Previous 2...20 Words
Back 2...20 Characters
Last

For more information about these commands, see “Deleting the next or
previous word or character” on page 50.

Moving around in a document
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Going to the top or bottom of a document

Go to Top

Move to Top of Document
Beginning of Document
Start of Document
Bottom
Bottom of Document

End of Document

Going to the top or bottom of a page

Page Move up one page (equivalent fo pressing the PAGE UP
Up key).

Page Move down one page (equivalent to pressing the PAGE
Down DOWN key).

For more information about these commands, see “Going to the top or
bottom of a page or document” on page 45.
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Going to the beginning or end of a line

Go to Beginning of Line
Move to Start of Line
End of Line

For more information about these commands, see “Going to the
beginning or end of a line” on page 46.

Placing the insertion point before or after a specific word

Insert Before glass  Place the insertion point before a specific word or
words that are visible on screen. In this example, the
insertion point is placed before glass.

Insert After glass Place the insertion point after a specific word or
words that are visible on screen. In this example, the
insertion point is placed after glass.

Insert Before That Place the insertion point before selected text that is
visible on screen.

Insert After That Place the insertion point affer selected text that is
visible on screen.

For more information about these commands, see “Placing the insertion
point before or after a specific word” on page 46.

Moving up or down a paragraph

Move Up a Paragraph or 1 Paragraph
Down 2...20 Paragraphs
Back
Forward

For example, you can say “Move Up a Paragraph” or “Move Down 6
Paragraphs.” For more information about these commands, see “Moving
up or down a paragraph or line” on page 46.
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Moving up or down a line

Move Up aLine or 1 Line
Back 2...20 Lines
Down
Forward

For example, you can say “Move Up a Line” or “Move Down 6 Lines.” For
more information about these commands, see “Moving up or down a
paragraph or line” on page 46.

Moving right or left a word

Move Right a Word or 1 Word
Forward 2...20 Words
Left
Back

For example, you can say “Move Right a Word” or “Move Forward 6
Words.” For more information about these commands, see “Moving right
or left a word or character” on page 47.

Moving right or left a character

Move Right a Character or 1 Character
Forward 2...20 Characters
Left
Back

For example, you can say “Move Right a Character” or “Move Left 6.” For
more information about these commands, see “Moving right or left a
word or character” on page 47.
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Copying, cutting, and pasting text

Copy Selection Copy selected text to the Clipboard.

Cut Selection Cut selected text.

Copy That Copy the selected text to the Clipboard.

Cut That Cut the selected text.

Paste That Paste the contents of the Clipboard.

Copy All to Clipboard ~ Copy all the text in your document fo the
Clipboard.

For more information about these commands, see “Copying, cutting,
and pasting text” on page 47.

Capitalizing text

Capitalizing or uncapitalizing text already in your document

Cap That or Capitalize Capitalize the selected text or the last thing
That you said.
Format That Capitals or Capitalize the selected text.

Format That Initial Caps
or Format That Cap or
Format That Caps

All Caps That Make the selected text all capitals.

Format That All Caps or Make the selected text all capitals.
Format That Uppercase

No Caps That Make the selected text lowercase.

Format That No Caps or Make the selected text all lowercase.
Format That Lowercase

or Uncapitalize That or

Uncap That

For more information about these commands, see “Capitalizing (or
uncapitalizing) text already in your document” on page 58.
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INLOMW3] In many applications the commands “Cap That,” “Capitalize That,””All Cap
That,” and “No Caps That” work on the selection and on the last thing you said. All other
capitalization commands work only on selected text.

Capitalizing or uncapitalizing the next word you say

Cap glass Start the next word with a capital, in this example,
Glass.

All Caps glass Type the next word in all capitals, in this example,
GLASS.

No Caps Jack Type the next word in all lowercase, in this example,
jack.

No Space glass Type the next word without a space before it; for
example, window No Space glass = windowglass.

For more information about these commands, see “Capitalizing text” on
page 56.

Capitalizing or uncapitalizing consecutive words

Caps On Turn initial caps on.
Caps Off Turn initial caps off.
All Caps On Turn all capitals on.
All Caps Off Turn all capitals off.
No Caps On Turn all lowercase on.
No Caps Off Turn all lowercase off.
No Space On Turn no spaces on.
No Space Off Turn no spaces off.

For more information about these commands, see “Capitalizing text” on
page 56.
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Hyphenating or compounding text

Hyphenate That

Compound That

Hyphenate either the last thing you said or
the selected text.

Format That With Hyphens Hyphenate the selected text.

Compound either the last thing you said or
the selected text.

Format That Without Spaces ~ Compound the selected text.

Formatting text

Adding or removing bold,

Bold That

Italicize That

Bold ltalicize That
Underline That
Restore That or
Format That Plain or
Format That Normal

or Format That
Regular

italics, and underlining

Apply bold to the selected text.

Apply italics to the selected text.

Apply bold and italics to the selected text.
Apply underlining to the selected text.

Remove formatting from the selected text.

For more information about these commands, see “Bold, italics, and

underlining” on page 60.
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Changing font face

Set Font Avrial

Format That Courier
Courier New
Garamond
Helvetica
Palatino

Times

Times New Roman

For more information about these commands, see “Changing font face”
on page 59.

Changing font size

Set Size 8
Format That Size 10 point
Set Font Size 12

any point size from 4 to 100, as well as 120

For more information about these commands, see “Changing font size”
on page 59.
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Changing font style
[sav _wmew
Set Font Bold
Format That Italics
Bold ltalics
Underline
Strikeout
Plain or Plain Text or Normal or Regular

For more information about these commands, see “Changing font style”
on page 59.

Changing a combination of font face, size, and style

Set Font Times 8 Bold
Format That Times New 10 point ltalics
Roman
Times New (any point Bold Italics
Roman size from 4 to
100, as well
as 120)
Arial (any point Underline
size from 4 to
100, as well
as 120)
Courier (any point Plain or Plain
size from 4 to Text or
100, as well Normal or
as 120) Regular

For more information about these commands, see “Changing a
combination of font face, size, and style” on page 59.

Dragon NaturallySpeaking User’s Guide 245



APPENDIX ‘ Commands List

Aligning text
Center That or Format Center the current paragraph.
That Centered

Left Align That or Format Left align the current paragraph.
That Left Aligned

Right Align That or Format Right align the current paragraph.
That Right Aligned

For more information about these commands, see “Aligning text” on
page 61.
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Entering numbers

TO ENTER SAY

5 five or numeral five
23 twenty three
179 one hundred (and) seventy nine or one seventy nine
NOTE: The word “and” is optional.
5423 five thousand four hundred (and) twenty three
5,423 five [comma] four twenty three
12,537 twelve thousand five hundred and thirty seven
142,015 one hundred and forty two thousand and fifteen
35.23 thirty five [point] two three
0.03 All Dialects: zero [point] zero three
Outside US/Canada: nought [point] nought three
43.28% forty three [point] twenty eight [percent sign]
22 January 1999 twenty two January nineteen ninety nine
April 9, 2001 April nine comma two thousand and one
14/07/85 fourteen [slash] oh seven [slash] eighty five
6/12/00 six [slash] twelve [slash] double oh or six [slash] twelve

[slash] double zero
NOTE: If you say “oh oh,” you must then say “Format
That Number” to remove the extra space.

1/22/2000 one [slash] twenty-two [slash] two thousand

8:30 eight [colon] thirty

4:45 am four forty five a m

10:22 pm ten twenty two p m

5:00 PM five o’clock p m

£45 US/Canada: pound sterling sign forty five
Other Didlects: forty five pounds

$99.50 ninety nine dollars and fifty cents

£5 million US/Canada: pound sterling sign five million
Other Didlects: five million pounds

$3.9 billion US/Canada: three point nine billion dollars
Other Didlects: dollar sign three point nine billion

1/2 one half
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TO ENTER
1/4
15/16
37/8
9/12
53/56
130/70
\

XXIV

one fourth or one quarter

fifteen sixteenths or fifteen over sixteen

three and seven eighths or three and seven over eight
nine [slash] twelve or nine over twelve

five [space bar] three [slash] fifty six

one thirty over seventy

Roman five

Roman twenty Roman four

Telephone numbers

617-965-5200
1-800-555-1212
(617) 965-5200

1-212-555-1212
(01628) 894150

027 629 8944
61-7-4695-2055

(65) 2778590

six one seven nine six five fifty two hundred
one eight hundred five five five one two one two

[open parenthesis] six one seven [close
parenthesis] nine six five five two hundred

one two one two five five five one two one two

open parenthesis oh one six two eight close
parenthesis space bar eight nine four one five oh
oh two seven space bar six two nine space bar
eight nine four four

six one hyphen seven hyphen four six nine five
hyphen two zero five five

open parenthesis six five close parenthesis two
seven seven eight five nine zero

You can say North American phone numbers (of 7, 10, or 11 digits) without
hyphens by pausing briefly between each group of numbers. To dictate other phone
numbers, including European phone numbers, you must say all the punctuation,
including the hyphens. For more information, see "Telephone numbers” on page 67.
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Postal and ZIP codes

02460
02460-1458

K1A OM5

X0A OHO

SL7 1LW

oh two four six zero

oh two four six zero [hyphen] one four five eight
NOTE: The hyphen is not optional.

Postal Code k one a oh m five or

Postal Code kilo one alpha zero mike five

Postal code x oh a oh oh o or

Postal code x-ray zero alpha zero hotel zero

Postal Code s | seven one | w or
Postal Code sierra lima seven one lima whiskey

For more information about entering numbers, see “Dictating numbers”

on page 63.

Changing number format

Format That Number

Numbers Mode On

Numbers Mode Off

Format That Spelled Out

Start Numbers Mode/

Stop Numbers Mode/

Convert a number from text to numeric format
(for example, convert one hundred to 100).

Convert a number from numeric to text format
(for example, convert 100 to one hundred).
Tell Dragon NaturallySpeaking® to recognize
all your dictation as numbers, typed as
numerals.

Resume normal dictation of text and numbers.

For more information about these commands, see “Dictating numbers”

on page 63.
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Entering punctuation and special characters

TO ENTER
&

~

“"

:(space)

Jspace)
N

SAY
ampersand or
and sign
apostrophe

at sign

open single quote
or begin single
quote

open quote
open quotes or
begin quote or
begin quotes

backslash

colon
comma
caret

dot or point

dollar sign

equal sign
US/Canada:
exclamation point
All Dialects:
exclamation mark

open curly bracket
or left curly bracket
US/Canada:

open brace or left
brace

TO ENTER

*

"

SAY
asterisk

apostrophe s
backquote

close single quote
or end single quote

close quote or
close quotes or
end quote or
end quotes
slash or
forward slash

numeric colon
numeric comma
dash

US/Canada: period
Other Dialects: full stop

ellipsis
euro sign/euro

hyphen or numeric
hyphen

close curly bracket
or right curly
bracket
US/Canada:

close brace or right
brace
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TO ENTER

[

%

SAY

open square
bracket or left
square bracket
US/Canada:

open bracket or left
bracket

All Dialects:

open parenthesis or
left parenthesis
US/Canada:

open paren or

left paren

Other Dialects:
open bracket or

left bracket

open angle bracket
close angle bracket

minus sign

percent sign

US/Canada:
pound sterling sign
Other Dialects:
pound sign or
pound

section sign
space bar
tilde
vertical bar

smiley face

TO ENTER SAY

] close square
bracket or right
square bracket
US/Canada:
close bracket or
right bracket

) All Dialects:
close parenthesis
or right parenthesis
US/Canada:
close paren or
right paren
Other Dialects:
close bracket or
right bracket
less than

> greater than

# number sign or
hash sign or
sharp sign
US/Canada:
number sign or
pound or
pound sign

+ plus sign

e question mark

; semicolon
(tab) tab key
underscore

- frowny face

) winky face
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Playing back and reading text
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Playing back dictation

say w0

Play That Back or Play That Play back the selected text.

or Play Selection

Play Back Line Play back dictation for the current line.

Play Back Paragraph Play back dictation for the current paragraph.
Play Back Document Play back dictation for the whole document.
Play Back Screen Play back dictation for the text in view.

Play Back to Here or Play back dictation from the top of the

Play Back Up to Here document window to the insertion point.

Play Back from Here or Play back dictation from the insertion point
Play Back Down from Here to the bottom of the document window.

For more information about these commands, see “Listening to your
recorded voice” on page 142.

Using text-to-speech

Read Line Read back the current line.

Read Selection Read back the selected text.

Read Paragraph Read back the current paragraph.

Read Document Read back the whole document.

Read Screen Read back the text in view.

Read to Here or Read back from the top of the document window
Read Up to Here to the insertion point.

Read from Here or Read back from the insertion point to the bottom
Read Down from Here  of the document window.

For more information about these commands, see “Text-to-speech” on
page 151.
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Working with your desktop and windows

Starting programs and opening documents and folders

lsay w0

Start Calculator

Start Mail
Start proposal.doc

Start My
Documents

Click Start or Click
Start Menu

Give Me Help
What Can | Say

Start a program on your Windows® Start menu or
desktop, in this example, Calculator.

Start your default e-mail program.

Open a document on your Windows® Start menu or
desktop, in this example, proposal.doc.

Open a folder on your Windows® Start menu or
desktop, in this example, My Documents.

Open a meny, in this exqmp|e, the Start menu.

Open Dragon NaturallySpeaking® online Help.

Display the Dragon NaturallySpeaking® Sample
Commands for the application you are currently
working in.

For more information about these commands, see “Starting programs”
on page 104 and “Opening documents and folders” on page 105.

Switching windows

Switch to DragonPad

Switch to Internet Explorer
Switch to Previous Window

Switch to Next Window

Switch to a different program window, in
this example, Internet Explorer.

Switch to the previous window (equivalent
to pressing ALT+TAB).

Switch to the next window (equivalent to
pressing ALT+SHIFT+TAB).

Switch to the DragonPad window.

For more information about these commands, see “Switching between
open windows” on page 105.
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Opening and closing menus

Click File or Open a menu or activate a menu command, in this
File example, the File menu.
Cancel Close an open menu.

For more information about these commands, see “Opening and closing
menus” on page 107.

Selecting buttons, tabs, and options

Click OK or OK Activate a button or option, in this example, OK.
Click Properties or Activate a tab in a tabbed dialog box, in this
Properties example, the Properties tab.

Go to Next Tab or Switch to the next tab in a tabbed dialog box.

Move to Next Tab or
Click Next Tab or
Next Tab

Go to Previous Tab or ~ Switch to the previous tab in a tabbed dialog
Move to Previous Tab box.

or Click Previous Tab

or Previous Tab

For more information about these commands, see “Selecting buttons,
tabs, and options” on page 108.

Dragon NaturallySpeaking User’s Guide



APPENDIX ‘ Commands List

Resizing and closing windows

Click Maximize
Click Minimize
Click Restore

Click Close

Click Control Menu
Click System Menu

Maximize the active window.

Minimize the active window.

Restore the active window to its previous size.
Close the active window.

Open the Control menu for the active window.

Open the System menu for the active window.

For more information about these commands, see “Resizing and closing

windows” on page 110.

E-mail commands

The following commands work only when you are in a supported e-mail
program. For more information, see “Working with e-mail” on page 85.

E-mail commands

Check For New Mail or
Check For Mail or
Check For E-mail or
Check Mail or

Refresh Mail

Create Mail or
Create New Mail or
New Mail or

New E-mail or
New Message

Open Mail or
Open E-mail or
Open That

Close Mail or
Close E-mail or
Close That

Check the Inbox for new messages.

Create a new e-mail message.

Open the selected e-mail message.

Close the selected e-mail message window. This
command does not close your main e-mail
program.

You can say “Mail,” “E-mail,” “Message,” or “Memo” in any of the commands

specific to e-mail.
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Reply Mail or
Reply Message or
Reply To E-Mail or
Reply To Message
Reply to All

Forward Mail or
Forward E-Mail or
Forward Message
Send Mail or
Send E-Mail or
Send Message

Send Now or
Send Mail Now

Send Later or
Send Mail Later

Print Mail or
Print E-Mail or
Print Message
Delete Mail or
Delete E-Mail or
Delete Message

The following commands work if you have a message selected in your
Inbox or if you are currently in an e-mail message.

Replying to, forwarding, sending, printing, and deleting e-mail

Reply to the sender of the current message.

Reply to all recipients of the current message.

Forward the current message.

Sends the current message.

In AOL only, sends the current message
immediately.
In AOL only, sends the current message later.

Prints the current message.

Deletes the current message.

The following commands let you move around when editing e-mail. You
can also use the regular text editing commands to compose your
messages.
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Editing a message

Go To To Field or To Move to the To field. In AOL only, you can say
“Send To.”

Go To CC Field or CC Move to the CC field. In AOL only, you can say
“Copy To."

Go To BCC Field or Move fo the BCC field.

BCC

Go To Subject Field or ~ Move to the Subject field.

Subject

Go To Body Field or Move to the Body field.

Body

Go To First Field or Move to the first field of the view.

First

Go To Next Field or Move fo the next field of the view.

Next

Go To Previous Field Move to the previous field of the view.

or Previous

Go To Last Field or Move fo the last field of the view.

Last

You can also say “Move To” instead of “Go To” in any of the commands above.
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Lotus® Notes® commands are available only in Dragon
NaturallySpeaking® Professional and higher editions. These commands
let you control and navigate using Lotus® Notes®.

Basic commands

Move to Tab 1..70 Move to the respective Lotus® Notes® tab.
Next Message Open the next message in the list.
Previous Message Open the previous message in the list.
Next Unread Open the next unread message.

Open Document Open the selected document.

Close Document Close the selected document.

Open By Category Open the view named By Category.

Show Me My Calendar ~ Open the view named Calendar.
Click Move to Folder Click the toolbar button named Move to Folder.
What Field Is This Display the Notes Field ID.

Format That Display the text properties dialog for selected text
in a Notes document.

Refresh View Update the view.

You can say “Move To” or “Go To” the name of any Lotus® Notes® field, such as
“Move To Home Phone” in your address book to go to the Home Phone field.

You can also use Dragon NaturallySpeaking® e-mail commands when
composing e-mail in Lotus® Notes®. Use the standard Dragon

NaturallySpeaking® editing commands to work with text that you enter.

INOXW?] You cannot select paragraphs in Lotus® Notes® or format text using the Set
Font and Format That commands.

For more information about Lotus® Notes®, see the online Help.
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Using Microsoft Internet Explorer

Navigating the Web

I

Go to Address
Click Go or Go There

Go to Favorite United
Nations

Refresh or Reload

Click Help on
Searching or Help on
Searching

Click Contact Us or
Contact Us

Choose 2

Next Match or Next
Previous Match or
Previous

Click That or That One
Stop Loading

Go Back
Go Forward

Go Home

Move to the Address box.

Go to the Web page specified in the Address
box (same as pressing the ENTER key).

Go to a Web page on your Favorites list, in this
example, United Nations.

Refresh the current Web page (same as clicking
the Refresh button).

Follow the link or click the button, in this
example, Help on Searching.

Follow the link that appears in an image when
the mouse moves over it, in this example,
Contact Us.

Select an alternative from the numbered list and
enter it in your document. You can say any
number that appears in the list.

Select the next matching link or object on the
page.

Select the previous matching link or object on
the page.

Click the selected link, edit box, and so on.
Stop loading a Web page (same as clicking the
Stop button).

Load the previous Web page in your history list
(same as clicking the Back button).

Load the next Web page in your history list
(same as clicking the Forward button).

Go to your home page (same as clicking the
Home button).
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Moving around a Web page

Page Down
Page Up
Line Down
Line Up

Go to Top
Go to Bottom

Start Scrolling Down
Start Scrolling Up

Stop Scrolling
Speed Up

Slow Down

Next Frame
Previous Frame
Next Pane

Previous Pane

Scroll down one screen (same as pressing the
PAGE DOWN key).

Scroll up one screen (same as pressing the
PAGE UP key).

Scroll down one line (same as clicking the down
arrow in the scroll bar once).

Scroll up one line (same as clicking the up
arrow in the scroll bar once).

Scroll to the beginning of the Web page.
Scroll to the end of the Web page.

Start automatic scrolling toward the end of the
page.

Start automatic scrolling foward the beginning
of the page.

Stop automatic scrolling.

Increase scrolling speed. (Say it again to speed
up more.)

Decrease scrolling speed. (Say it again to slow
down more.)

Go to the next frame in a multiframe page.
Go to the previous frame in a multiframe page.
Go to the next pane in the browser application.

Go to the previous pane in the browser
application.

Working with forms

Click Check Box or
Check Box

Type Text or Edit Box

Click Image or Image

Go to the first place on a Web page where you
can enter text.

Enumerate all check boxes on the page and go
to the first one.

Enumerate all images with links on the page
and go to the first one.
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Choose 2 Select the image, option, button, and so on
from the enumerated list of choices. You can say
any number that appears in the list.

Click Radio Button/ Enumerate all option (radio) buttons on the
Radio Button page and go to the first one.

Click List Box or List Box Enumerate all the boxes with a list of choices
(drop-down lists) on the page and go to the first

one.

Show Choices Open a list of choices.

Hide Choices Close a list of choices.

Cancel Choices Deactivate a list of choices, leaving the most
recent choice selected.

Choose Thursday or Choose an entry from a list of choices, in this

Thursday example, Thursday.

You can use standard editing commands to work with text that you enter
in a Web form.

For more information about Microsoft® Internet Explorer® commands,
see “Using E-Mail and Microsoft Internet Explorer” on page 85.

Working hands-free

Pressing keyboard keys
For lists of commands you can use to press keyboard keys, see “Pressing
keyboard keys” on page 111.

Moving the mouse pointer and clicking the mouse
For lists of commands you can use to move the mouse pointer and click
the mouse, see the mouse movement commands starting on page 117.
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abbreviations 75
accuracy
improving 161, 179
measuring 161
troubleshooting 225
with a recorder 204
Accuracy Assistant 162
Accuracy Center 162
Acoustic Optimizer 163
acronyms 75
Active Accessibility 217
add a word 166
adding paragraphs, lines, and spaces 230
additional training 24
Advanced Settings dialog box 201
All Caps Off 57
All Caps On 57
All Caps That 58
All Caps [text] 57
America Online 85
American English 14
apostrophe s 72
applications
opening 104
switching 105
assistant, working with 149
audio
saving 143
testing 221
Audio Setup Wizard 18
Audio Setup wizard
using 222
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audio, saving 143
Australian English 14
automating your work 125

B
backing up user files 217

BACKSPACE key 50
backups 216

Bold That 60, 243

bold, adding or removing 243
bookmarks. See Favorites
British English 14

bulleted text 61

buttons, selecting 108

C

Cap That 58

Cap [word] 56

Capitalize That 58

Capitalize That 58

capitalizing text 241
already in a document 58
applying lowercase 57-58
consecutive words  56-57
next word 56

Caps Off 57

Caps On 57

Center That 61

characters
deleting 50
moving to next/previous 47
selecting 44

check boxes, selecting 108
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clicking the mouse 120
Command Browser 98, 165
Command Mode 82
commands
browsing available commands 98, 100
training 178
troubleshooting 224
undoing 237
using with a recorder 196
which ones work in which programs 227
See also custom commands
See also the Appendix for a list of commands
composing. See dictation
Compound That 74
compound words 73-74
contact names, adding 170
contractions. See apostrophe ’s
Copy All to Clipboard 48, 107
Copy That 47, 241
copying text 47
copying text to other programs 48, 106
Correct [text] Through [text] 3, 43
Correct [text] To [text] 3,43
correcting
commands for 232
recommended methods 144
Correction menu 38
Correction options 208
creating a new user 15
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custom commands
Advanced Scripting 126
creating 128
deleting 134
exporting 136
ideas for 139
importing 137
Macro Recorder 126
renaming 135
searching 127
Step-by-Step 125, 132
Text and Graphics 125, 130
types of 125
viewing 126
See also Vocabulary Editor
custom words, deleting 174
Cut That 44,47, 241
cutting text 47

D
dates 66

deferred correction 143, 149
Delete That 49
deleting commands. See custom commands,
deleting
deleting text
backing up and resuming dictation 49
characters 50
last words dictated 48
lines 50
paragraphs 50
specific words 44, 49-50
deselecting text 43
dialects
dictating times of day 66
spelling and punctuation conventions 2
dictation
healthy 186
learning 156
tips for 153
workflow recommendations 141

Dragon NaturallySpeaking User’s Guide



Index

Dictation Mode 82
documents

moving to top/bottom 45

opening 105, 253

selecting all text in 44
Drag-and-drop transcription 201
Dragon NaturallyMobile recorder 190, 199

used as microphone 204
DragonBar 27,32

Extras toolbar on 33

hiding 212

options 212

Tray Icon Only mode 212
DragonPad 27

electrical interference 183
e-mail 85, 255
adding contact names 170
checking for new 86
closing 86
composing 86
deleting 88
dictating 87
forwarding 88
navigating fields 87
opening 86
printing 88
replyingto 88
sending 88
transferring dictation 87
e-mail addresses, dictating 76
ENTER key 230
ergonomics 185
errors, reducing 161
Eudora 85
Euro symbol, changing 219
exporting commands. See custom commands,
exporting
Extras toolbar 33
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Favorites, in Web pages 89
folders, opening 105, 253
fonts, changing 59
Format That 60
Format That Centered 61
Format That Left Aligned 61
Format That Number 65
Format That Right Aligned 61
Format That Spelled Out 65
Formatting options 218
formatting text 58, 243
applying bold 60
applying italics 60
applying underlining 60
changing font face, size, and style
removing formatting 60
fractions 68
frames 95

G

Give Me Help 31

Go to Beginning of Line 46
Go to Bottom 45

Go to End of Line 46

Go to Sleep 30, 228
GotoTop 45

handheld recorder. See recorder
healthy computing 185
help
online 31
homophones, tips for selecting 42-43
Hot key options 213
Hyphenate That 73
hyphenated words 72
dictating 73
hyphens 73
preventing 73
removing 73

59
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1
ICD-PCLINK 190

icons, selecting 109

importing commands. S¢e custom commands,
importing

improving performance. See accuracy

Indian English 14

Insert After [text] 46

Insert Before [text] 46

installation 11

installing recorder software 190

International Communications Alphabet 112, 233

Internet addresses 76

Internet Explorer
adding a favorite Web page 90
clicking check boxes, list boxes and radio

buttons 94

clicking images 94
clicking named buttons 94
commands for 259
dictating URLs 90
entering a Web address 90
entering text in a text box 91
following links 92
frames and panes 95
going back or forward in Web pages 91
going to a favorite Web page 89
scrolling in a Web page 95

interviews, transcribing 150

ltalicize That 60, 243

italics, adding or removing 60, 243

J
James, Henry 159

keyboard editing shortcuts 51
keyboard, pressing keys 111-115
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L

laptops

electrical interference in 183

lectures, transcribing 150
Left Align That 61

lines
adding 230
deleting 50

moving to beginning/end of 46

moving up/down 46

selecting 44
Lotus Notes 85, 258
low accuracy 162

lowercase, applying 57

Macro Recorder Commands 138

macros. See custom commands

measurements. See abbreviations

menus, opening and closing 107, 254

microphone

icon in taskbar 34

improving accuracy 181

on/off key, changing 213
parts of 18
plugging in 10

proper positioning 18

sleep mode 30

turning on and off 30, 228

turning on/off 228
Microsoft

Outlook 85

Outlook Express 85
Miscellaneous options 216

modes
mouse

82

clicking 120
motion commands, enabling 210
moving the pointer 117, 119, 121
MouseGrid 117
Move to Bottom 45

Dragon NaturallySpeaking User’s Guide



Index

Move to Top 45
moving around a document 238
before/after specific words 46
to beginning/end of line 46
by paragraphs or lines 46
scrolling 111
to top/bottom of page 45
by words or characters 47
multiple users 17
MyCommands. See custom commands

names
adding 170
dictating 74

Natural Language Commands 97

new commands. See custom commands, creating

new features in version 6 3

New Line 230

New Paragraph 230

New User Wizard 191

new user, creating 15

No Caps Off 58,76

No Caps On 58, 76

No Caps That 58

No Caps [text] 57

No Space 74

No Space Off 74

No Space On 74

63, 247

changing formats 65

numbers

currency 64

dates 66

fractions 68

Roman numerals 69

telephone numbers 67

times of day 66
Numbers Mode 65-66

o

Olympus DS-150/650 Recorder 193-194
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opening
documents 253
e-mail 86
folders 105, 253

opening and closing menus 254
opening applications 104
Options dialog box 207
options, selecting 108

Page Down 45
Page Up 45
pages. See moving around a document

paragraphs
adding 230
deleting 50

moving up/down 46
selecting 44
Paste That 47, 241
pasting text 47
Pause Required Before Commands control
periods, spacing after 218
phone numbers 67, 248
Play That Back 142
playback controls 252
playing back dictation 142, 252
possessives. See apostrophe ’s
postal and ZIP codes 70
posture 185
programs, opening. See opening applications
proper names, dictating 74
properties of words 176
punctuation 71, 250

R
Read That 151

reading text 252
recorded voice playback 142

216
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recorder
correcting mistakes 203
improving accuracy with 204
installing software for 190
transcribing with 197
transcribing with Drag-and-drop 201
recorders
proofreading with 148
removing Version 5 12

renaming commands. See custom commands,

renaming

Restore That 60, 243
restricted command set 196
Results Box

options 212
Resume With 49, 196
retrain 165
revising text. See Select-and-Say
Right Align That 61
Roman numerals 69

s T2

Sample Command window 100
saving audio 143

Scratch That 44, 48

scrolling 111

scrolling, in Web page 95
searching while selecting 43
Select Again 43

Select All 44

Select Document 44
Select-and-Say
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selecting text 41
again 43
changing search direction 209
characters 44
commands for 230
a document 44
lines 44
paragraphs 44
punctuation 42
specific words 43-44
Set Font 59
Set Size 59
shadowing 150
shortcuts for editing by keyboard 51
Shutdown options 211
Skip Word button 23
sleeping 30
slow performance, troubleshooting 226
software installation 11
Sony ICD-BP recorder 192, 194
Sony ICD-R100 recorder 190, 193
Sony Memory Stick IC Recorder ICD-MS
192, 194, 198-199
Sony Memory Stick Voice Editor 190
sound cards 181
sound system
testing 221
troubleshooting 223
Southeast Asian English 14
Space Bar 230
spaces
after periods 218
spaces, adding 230
speakers, plugging in 11
special characters 77, 233-234, 236, 250
Speed vs. Accuracy control 216
speed, improving 182
Spell Mode 82
Spell That 39
Spell [text] 52

190,

Dragon NaturallySpeaking User’s Guide



Index

spelling
as you dictate 52

spoken form 175

starting applications. See opening
applications

starting programs 253

Startup options 210

Step-by-Step commands. See custom commands

Stop Listening 30

Strikeout That 60

student voice models 15
switching windows 105, 253
system requirements 182

T
Tab key 108, 230

tabs (dialog box), selecting 108
tape recorder. See recorder
technical support 221
See also troubleshooting
teenage voices 15
telephone numbers 67, 219
testing sound system 221
Text and Graphics commands. See custom
commands
text-to-speech 151, 252
times of day 66
training
commands 178
for recorded speech 193
troubleshooting 24
words 178
"Transcribe from dialog box 200
transcribing interviews 150
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troubleshooting
accuracy problems 225
commands 224
low accuracy 162

no response when dictating 223

recorder transcription 203
slow performance 226
sound system 223
training 24

typeface, changing 59

U
UK English 14

Uncapitalize 58
Uncapitalize That 58
Underline That 60, 243

underlining, adding or removing 243

Undo That 237
unselecting text 43
Upgrading 12
URLs, dictating 90
user directory 218
user files

backingup 217

creating 15,191

multiple users 17
users

creating new 191
users. See user files

\'/

Version 5, removing 12
View options 211
vocabularies

managing 177
vocabulary

adding contact names 170
Vocabulary Editor 173
vocabulary tools 166
vocal health 186
Voice It Link 190
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w
Wake Up 228

Web addresses 76, 90
What Can | Say 32
what’s new in version 6 3
windows
closing 110, 255
resizing 110, 255
switching between 105
Word Properties dialog box 176
words
adding 166-167
adding a list 172
changing properties 176
deleting 44, 49-50
moving to next/previous 47
placing insertion point before/after 46
selecting  43-44
training 178
workflow 141
written form 175

Y

years 66

y 4
ZIP codes 70

270 Dragon NaturallySpeaking User’s Guide



Technical Support

If you purchased your product directly from a
certified ScanSoft Applications Solutions
Partner, contact them directly for technical
support.

The answers to many Dragon
NaturallySpeaking® technical support
questions can be found on our Web site at
www.ScanSoft.com/NaturallySpeaking/
support/.

Information and Sales

ScanSoft, Inc.

9 Centennial Drive

Peabody, MA 01960

USA

Web: www.ScanSoft.com/NaturallySpeaking/
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