Windows Speech Recognition

Windows Speech Recognition is a built in dictation and computer control program for Windows based computers.  
Setup a Microphone 
1. Right-click on the ‘Volume’ icon on the taskbar. 
2. Select ‘Recording Devices’. 
[image: ]
3. [bookmark: _GoBack]Richt-click on the microphone connected to the computer and select ‘Set as Default Communication Device’.
[image: ]
4. Click ‘Ok’. 
Setup Windows Speech Recognition
5. Click on the ‘Start’ button, then select ‘All Programs’.
6. Open the ‘Accessories’ folder, then open the ‘Ease of Access’ folder.
7. Click on Windows Speech Recognition program.
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8. Select the type of microphone connected to the computer, then click ‘Next’. 
[image: ]
9. Adjust the microphone placement for the microphone to properly recognize your voice, then click ‘Next’.
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10. Test the microphone volume by reading the prompt. 
[image: ]
11. Click ‘Next’. 
12. The microphone is now connected to Windows Speech Recognition. Click ‘Next’ to continue.
13. Windows Speech Recognition can review documents and email to improve recognition.  Either select ‘Enable Document Review’ or ‘Disable Documentation Review’.
[image: ]
14. Click Next. 
15. Select which activation mode to start speech recognition by choosing ‘Use manual activation mode’ or ‘Use voice activation mode’.
16. Click ‘Next’.
[image: ]

Use Windows Speech Recognition
1. Windows Speech Recognition will start in sleep mode.
[image: ]
2. Depending on which activation mode was selected, either press the microphone button or say “start Listening” to start speech recognition. 
[image: ]
3. Open a Word document and start dictating.  As Windows Speech Recognition begins listening the text will appear in a textbox below Windows Speech Recognition.  Click the ‘Insert’ button to transpose the text into the Word document. Some versions of Windows Speech Recognition may automatically insert the text into the Word document.
[image: ]
4. Either click on the microphone or say “Stop Listening” to deactivate recognition. 
Additional Information
Watch a YouTube video for more information on Windows Speech Recognition. https://www.youtube.com/watch?v=jgPVOHeA7LM
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Setup Windows Speech Recognition

5. Click on the ‘Start’ button, then select ‘All Programs’.
6. Open the ‘Accessories’ folder, then open the ‘Ease of Access’ folder. 6. Click on the Start Icon.
¥ 7. Click on Windows Speech Recognition program.
7. Click on Windows Speech Recogn
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8. Click on the Headset Microphone.

9. Click Next.
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k next
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Posiion the microphone about a inch flom your mouth, off o one side

Do not breathe directly into the microphone.
- Make sure the mute button is not set to mute:
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Adjust the volume of Microphone (Logitech USB Headset)

Read the following sentences aloud in a natural speaking voice:
"Peter dictates to his computer. He prefers it to typing, and particularly
prefers it to pen and paper.”

I
- @@

Note: After reading this, you can proceed to the next page.
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You can improve the computer's ability to recognize spoken words by allowing the computer to review
‘documents and e-mailin your search index. The computer will lcam words and phrases to better
‘understand you when you speak.

Read our Privacy Statement online

© Enable document review
© Disable document review





image8.png
EHS O - Windows speech recognition - Word

ALE HOME  INSERT  DESIGN PAGELAYOUT ~ REFERENCES ~ MAILINGS ~ REVIEW  VIEW Sign in
% cut . = HoFind -

RS T R P e s AaoCc et A sasoces ausven e | 7

Paste - 3 - ¥ - lormal lo Spac. leading leading itle: ubtitle ubtle Em. “mphasis. N

e e e B U wexx AW A TNom | TNoSpac. Hesdngl Hewing?  THe  Subttle SubteEm. Emph o

Clic

iy Choose an activation mode

You can choose what happens when you say the "Stop Listening” command.
Imr When you choose manual activation mode, Windows Speech Recognition turns off when you say "Stop.
Listening” and must be tured on by clicking the microphone button or pressing Ctrl+Windows key.

e When you choose voice activation mode, Speech Recognition goes to sleep and can be activated by
o saying "Start Listening”

4l Use manual activation mode
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Windows Speech Recognition is a built in dictation and computer control program for Windows based
computers.
Setup a Microphone
1. Right-click on the ‘Volume' icon on the taskbar.
2. Select ‘Recording Devices'.
Open Valume Mier

Playback devices
Recording devices
Sounds.

Volume contol options
TR

3. Richt-click on the microphone connected to the computer and select ‘Set as Default
Communication Device'.
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