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FOREWORD

Read&Write Gold for Mac is designed to provide help to users of Apple Macintosh
computers, with reading and writing difficulties. It can read text aloud and help
you construct words and sentences. It also has many other features such as
advanced spell checking, word prediction and Internet tools, to name but a few.

This guide is designed to familiarise you with all aspects of the system. As well as
learning how to use the many facilities offered in Read&Write Gold for Mac, you
will also learn how to set up the system so that it will operate in exactly the way
you want it to.

The exercises are colour coded and divided into:



INTRODUCTION

You can use Read&Write Gold for Mac with text within Microsoft Word, Safari,
Chrome, Firefox and Google Docs. The majority of the exercises in this section
explain how to use the toolbar in Microsoft Word 2011.

The Read&Write Gold for Mac facilities available to use on the toolbar are as
follows:

e Text Reading

e Spell Check

e Word Prediction

e Dictionary

e Picture Dictionary
e Sounds Like and Confusable Words
e Verb Checker

e Screenshot Reader
e Speech Maker

e Daisy Reader

e Scanning

e Fact Finder

e Fact Folder

e Fact Mapper

e Screen Masking

e PDF Aloud
e Translator
e Study Skills

e Vocabulary
e Calculator
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2. THE TOOLBAR

In this section you will learn how to:
e start Read&Write Gold for Mac
e customise the toolbar.

1. You start Read&Write Gold for Mac from Applications.
2. Alternatively, if available, you can double click on the shortcut on your desktop:

chon re
Or click on the in the dock bar.
3. The window below may appear. At this stage just click No.

High Quality Voices Available
A There are high quality voices available for download on
- the Read & Write Essentials website. Would you like to

download them now?

| Ne | | DontAsk | | Yes |

4. The toolbar will open:

/ Title bar
@00 Read&Write Gold v

YOELUEV PNE HAL @ 1 8om QLIOE K

5. You can move the Toolbar by clicking anywhere, except on an icon, and then
dragging and releasing it onto any position on your screen.

6. You can dock the toolbar to the top by clicking on the Title bar of the toolbar and
dragging it to the top of the screen. Now when you open any application it will
appear below the Read&Write Gold for Mac toolbar.

7. Notice that the Menu bar at the very top of your screen has other Read&Write
Gold options:

Menu bar

® Read&Write Gold Edit Mode View Window Help —
@00

vOELEAV > 0=
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1. Hover your mouse over the J icon. You will see the tooltip ‘Spell Check'. Hover

your mouse over the - icon. You will see the tooltip ‘Dictionary’. From now on,
if you have difficulty remembering what a button does, hover your mouse over it
to see the tooltip.

2. The following table explains what each button on the toolbar does.
Simply hover over each icon to see the tooltip.

4 &) ' 4 as

Spell Check Sounds Like and | Prediction Dictionary Picture
Confusable Dictionary
Words

\ > 00 d W

Verb Checker  |Play Pause Stop Screenshot

Reader

Speech Maker |Scan Fact Folder Fact Mapper Translator

¢  |m L & %

Screen Masking |PDF Aloud Highlight Green |Highlight Pink | Clear Highlights

& = >

Collect Vocabulary Preferences

Highlights

Other icons not on the default toolbar:

Daisy Reader  |Rewind Forward Fact Finder Highlight Blue

Y. 2 =
| ==

Highlight Yellow |Calculator

3. Click on Mode in the menu bar. You have the option to change to a different
mode depending on what you are doing:

IEEE View '
Speech
Reading
Writing
Study Skills
Research

Default

Page 6



The five modes are:
e Speech - only icons associated with speech are displayed on the toolbar

e Reading - onlyicons associated with reading are displayed on the toolbar
e Writing - only icons associated with writing are displayed on the toolbar

e Study Skills - only icons associated with Study Skills are displayed on the
toolbar

e Research - only icons associated with researching are displayed on the toolbar

e Default - the icons for all the main features in the software are displayed on
the toolbar

What else can you do:

e Change what icons appear on the toolbar - Changing the icons on the toolbar.
e Change the size and look of the icons - Changing the size and look of the icons.

Further Exercises

Exercise 3 ~ Changing the icons on the toolbar
In this exercise you will learn how to change what icons are displayed on the
Read&Write Gold for Mac Toolbar.

1. Click on View in the Read&Write Gold for Mac Menu Bar and select Customize
Toolbar...

2. The Customize Toolbar panel appears:

Drag your favorite items into the toolbar...
| Space Flexible Space Play Stop Rewind Pause Forward Sereen Masking
| ISt — Dictionary Picture Dictionary Daisy Reader Spell Check Preferences Sounds Like Prediction Verb Check
£ £ L 3 iw e s
b i =
OoX Highlight Green Highlight Pink Highlight Yellow Highlight Blue Clear Highlights Screenshot Reader Collect Highlights Vocabulary
Speech Maker Scan Fact Mapper Translator PDF Aloud Fact Finder Fact Folder
—
... or drag the default set into the toolbar.
Defa u It set Spell Check Sounds Like Prediction Dictionary Picture Dictionary Verb Checker Play Pause Stop  Screenshot Reader Speech Maker Scan Fact Folder Fact Mapper Translator S

Show | Icon Only o ¥ Use small size Done

3. Click and drag the Daisy Reader icon onto the toolbar above. The Daisy Reader
icon is now on the toolbar.

4, Select the Dictionary in the toolbar and drag it off. The Dictionary icon is
removed from the toolbar.

5. Click and drag the Fact Finder icon onto the toolbar above. The Fact Finder icon
is now on the toolbar.
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. Select the Scan in the toolbar and drag it off. The Scan icon is removed from the

toolbar.

. Click and drag the Screen Masking icon to the left on the toolbar. This is how you

can alter where the icons appear.
By using this method you can alter the toolbar so that it has all the icons you need.

. To return the toolbar back to the way it was before this exercise click and drag the

default set onto the toolbar above.

Exercise4  Changing the size and look for the icons

1.

Click on the Show dropdown and select Icon and Text.

Drag your favorite items into the toolbar...

Space Flexible Space Play stop Rewind Pause Forward Sereen Masking
Dictionary Picture Dictionary Daisy Reader spell Check Preferences prediction Verb Check
s
1
]
Highlight Green Highlight Pink Highlight Yellow Highlight Blue Clear Highlights Collect Highligh Vocabulary
ch Maker Scan act Folder

Speech Mak Fact Mapper Translator PDF Aloud

... or drag the default set into the toolbar.

Show dropdown \,ﬁ\@ g 0 L VvV pIIE N A A& A R

Use small size

eck Sounds Like Prediction ry Verb Checker Play FPause Stop Screenshot Reader Speech Maker Scan  Fact Folder Fact Mapper Translator Screen

show | Icon Only :| M Use small size Done

check box
2. The icons on the toolbar change to having the icon and the name of the icon
underneath.
3. Click on the Show dropdown and select Text Only.
4. The icons on the toolbar change to having the name of the icon.
5. Click on the Show dropdown and select Icon Only.
6. The icons on the toolbar change to having the icon only.
7. Click on the Show dropdown and select which option you prefer.
8. Check the Use small size box. The icons change to a smaller size.
9. Uncheck the Use small size box. The icons change to a larger size.

10. Choose the option you prefer.

11.

Click on Done to close the Customize Toolbar panel.
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Learning Check List

Learning Outcome

Benefit/Suggested use

How to start Read&Write
Gold for Mac

How to position the
Read&Write Gold for Mac
toolbar

What the buttons on the
Read&Write Gold for Mac
toolbar are

How to customise the
icons on the toolbar
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3. READING TEXT

In this section you will learn how to:

e read text using text to speech in documents

e change the voice

e specify how you would like words pronounced
e set up speech highlighting.

Open a Word document with some text in it or type the following text into a blank
Microsoft Word document:

A volcano tends to occur where tectonic plates meet. The earth is
made up of about 8 big tectonic plates. When volcanoes erupt they
can throw out lava, ash and gases. An example of a volcano is Mount
Rinjani. This volcano is found on the island of Lombok. It has a long
history of eruptions and erupted in 1994 and more recently in May
2010. Volcanoes can cause major destruction.

W™ Itis recommended that you save this document as you will use it later in the
guide.

X Remember to check that your sound is enabled!

1. Place your cursor anywhere on the following sentence and then click on the b
button:

‘A volcano tends to occur where tectonic plates meet.’
You see each word in the sentence highlighted as it is read aloud.
2. You can also instruct the system to pause and resume reading by clicking on and

off the 00 button or stop it completely by clicking on the = button.
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1. Click on the X button on the Read&Write Gold for Mac Toolbar.
2. Select the Speech tab of the Preferences window:

Edit Voice Settings
Features

& Appex

[ Dictionary Edit Voice Settings

£ Fact Finder (¥ Continuous Reading

&  Prediction - -~
@ Screen Masking Speak By Settings: |_| Speak As | Type [_] Read the Web

;“i ErEaiied () Word Speak By Letter

=S Reacer (%) Sentence ¥/ Speak By Word

)  Sounds Like e = S

h T b P Speech () Paragraph peak By Sentence
Speec a «  Spelling
General

Pronunciations

[ Spelling Pronunciation

Listen To Selected Pronunciation

= =

Close

3. Click on Edit Voice Settings. This will open the Text to Speech tab of your
System Preferences:

| Dictation REFIRGRIsay

System Voice: | Alex

Ak

Speaking Rate: - - 3 | Play |
= | 1 I\/Il 1 1 -

Slow MNormal Fast

|| Announce when alerts are displayed
|| Speak selected text when the key is pressed

Current key: Option+Esc

Set Alert Options...

Change Key...

To have clock announce the time:

| Open Date & Time Preferences...

To change VoiceOver settings:

| Open Accessibility Preferences. ..

4. Select a different voice from the System Voice drop down list.

System Voice
drop down

. Click on the Play button to hear the new voice read aloud. If you don't like the

voice select another.

. You can change the Speed of the voice if you need to by dragging and dropping

the Speaking Rate track bar.
. Click on the Play button to test the voice.
. Close the Text to Speech window.

dropdown in the Text to Speech window.

X Other voices can be downloaded by clicking on Customize in the System Voice
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= You can download further voices from the Texthelp Essentials website.

What else can you do:
e Change how words are pronounced - Changing how words are pronounced.
e Have the text read as you type - Instructing the system to read as you type.
e Change how the text is highlighted - Changing the speech highlighting.

Further Exercises

Exercise 3 ~ Changing how words are pronounced

There may be occasions when the software does not pronounce a word correctly.
In this exercise you will learn how to correct the pronunciation of a word.

1. Click on the x button on the Read&Write Gold for Mac Toolbar.

2. Select the Speech tab of the Preferences window and click on the Sy

Features
£  Appearance
D Dictionary | Edit Voice Settings |
£ Fact Finder ™ Continuous Reading
@ Prediction
@  Screen Masking Speak By Settings: Speak As | Type Read the Web
:'V‘";g; Screenshot ) Word Speak By Letter
1-%  Reader (») Sentence Speak By Word
® _Sounds Like ) Paragraph Speak By Sentence
b Speech =
" Spelling
(General Pronunciat tions
Spelling Pronunciation . .
. Pronunciation
Spelling
text box
text box
| Listen To Selected Pronunciation | o —_—
+ button

Close |

3. Type the word Angeline into the Spelling text box.
4. Type Anjelene into the Pronunciation text box.

5. Click on the Listen to Selected Pronunciation button to hear the new
pronunciation read aloud. This is the correct pronunciation of the word.

6. This word is added to the Pronunciations list. The word will be pronounced
correctly from now on.

7. Click on Close to close the Preferences.
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Exercise 4  Instructing the system to read as you type

You may want to have the software read as you are typing. In this exercise you
will learn how to set up the system to read letters, words and sentences as you

type.

1. Click on the x button on the Read&Write Gold for Mac Toolbar.
2. Select the Speech tab of the Preferences window:

Features

£ Appearance
[ Dictionary Edit Voice Settings

speak As I o lF’ac;Finder ¥ Continuous Reading
rediction
Type @ Screen Masking Speak By Settings: Speak As | Type Read the Web
:'"1' :Er?“h‘)t (_)Word Speak By Letter
eader .
3 () Sent Speak By Word
@ Sounds Like C ‘P::aZ?::h Speak By Sentence
Speech Tab e :
P ' Spelling
General

Pronunciations

Spelling Pronunciation

Listen To Selected Pronunciation + =

Close

3. Select the Speak As | Type check box and then select from:
e Speak by letter check box.
e Speak by word check box
e Speak by sentence check box.

4. Click on the Close button to save the settings and to close the Preferences
window.

5. Place your cursor after the text you have already typed and type some text slowly.
As you do so, the text will be read aloud.

6. If you wish to turn this option off return to the Preferences - Speech and deselect
the Speak As | Type check box.
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Exercise 5  Changing the Speech Highlighting

The system highlights the text in the document as it is being read. It uses the
colours blue and yellow. You may wish to change this. In this exercise you will
learn how to alter the highlighting colours.

1. Click on the X button on the Read&Write Gold for Mac Toolbar.
2. Select the Appearance tab of the Preferences window:

Features

Appearance tab £ Appearance

[0 Dictionary Example:
D Fact Finder This is an example of how text will look in Read & Write Gold. Spelling mistakes will look like this:
Speech @  Prediction "mistak", and words that sound like other words will look like this: "there". Speech that's currently in
@  Screen Masking m will look like this sentence.
Foreground T~ 1 Screenshot Example
LY Reader bOX
Color ds Like
P Speech
«  Spelling Speech Foreground Color N | Spelling Errors Color
General
n Speech Background Color I | sounds Like Color
Speech
Background Color Font Size: : v,

Restore To Default

Close

3. Click on the Speech Foreground Color button and select a colour from the colour
palette to specify the colour of the word that is read aloud.

4. Click on the Speech Background Color button and select a colour from the colour
palette to specify the background colour of the text (sentence/paragraph) that is
read aloud.

5. You will see how your text will be highlighted as it is read in the Example box.
6. Click on Close when you have the colours you wish to use.

= You can easily return to the default colour by clicking on Restore to Default.
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Learning Check List

Learning Outcome ¥ Benefit/Suggested use

How to have a document
read

How to change the voice

How to change the
pronunciation

How to have the software
read as it is typed

How to change how the
software highlights text as
it is being read
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4. READING TEXT IN WEB PAGES

In this section you will learn how to:
e read information on web pages
e change the colours used when highlighting.

In this exercise you will learn how to use Read the Web to read aloud text and
screen items on web pages.

1. Click on the ’e button on the Read&Write Gold for Mac Toolbar.
2. Select the Speech tab of the Preferences window:

Dictionary Edit Voice Settings / Read the Web

(¥ Continuous Reading
Screen Masking Speak By Settings: ("] Speak As | Type ("] Read the Web
() Word Speak By Letter

(+) Sentence v/ Speak By Word
(") Paragraph v/ Speak By Sentence

Buvoiy i enbER £
. g

Pronunciations

[Spelling Pronunciation

Listen To Selected Pronunciation (+])[-)

Close

3. Click in the Read the Web check box.
4. Click on Close.

5. Open the Safari Browser and type ‘www.texthelp.com’ into the Address field to
display the Texthelp homepage.

6. Click on Install Now when prompted and then Install. Restart your Safari
Browser.

X You will only need to do this the first time you use Safari with Read&Write
Gold for Mac.

1. Open your Firefox browser and type ‘www.texthelp.com’ into the Address field to
display the Texthelp homepage.

2. Click on Install Now when prompted and again click Install Now to install the
plug-in.

3. Restart Firefox.
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2 You will only need to do this the first time you use Firefox with
Read&Write Gold for Mac.
4. Click anywhere on the webpage then hover your mouse over an area of text in
order to read it aloud. You can use the other Speech buttons on the toolbar to
stop, pause or read the previous or next text aloud.

1. Open Google Chrome and type ‘www.texthelp.com’ into the Address field to
display the Texthelp homepage.

2. Click on Install Now when prompted to install.

Click on Add.

4. Restart Chrome.

8

X You will only need to do this the first time you use Chrome with
Read&Write Gold for Mac.

5. Click anywhere on the webpage then hover your mouse over an area of text in
order to read it aloud. You can use the other Speech buttons on the toolbar to
stop, pause or read the previous or next text aloud.

X You can still read website content aloud by selecting text and then clicking on

the b button. You can also use the other Speech buttons using this method.
Read the Web simply allows you to hover your mouse over the text in order to
read it aloud.

Learning Check List

Learning Outcome ¥4 Benefit/Suggested use

How to have a webpage
read in Safari using Read
the Web

How to have a webpage
read in Firefox using Read
the Web

How to have a webpage
read in Chrome using Read
the Web
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5. SCREENSHOT READER

In this section you will learn how to:

read text in image files
screenshot to MS Word
change the Screenshot Reader options.

In this exercise you will learn how to use Screenshot Reader to read aloud text

used in images.

™. The Screenshot Reader can be used with inaccessible Flash and locked PDF

documents as well as images.

1. Open the Texthelp webpage www.texthelp.com/uk/training-screenshot in your

Internet browser window.

(i !

2. Click on the AN button. Your cursor now looks like this +.

3. Click and hold your left mouse button on the top left-hand corner of the picture,
then drag and drop the rectangle to the bottom right-hand corner. After a

moment Read&Write Gold for Mac reads the text aloud:

Close

#his is a picture with text in it. It would
not be able to be read normally as text
like this is inaccessible. But by using the
Screenshot Reader all text is now
accessible — including PowerPoint slides.

You can, if you wish use the Screenshot

Reader to put this text in MS Word.
»

13

Play button

If you wish the text re-read click on the '™ . button that has appeared within the

picture.

= The highlighting colour is the colour that is set as the Speech Background Color

in the Appearance tab of the Preferences window.

4. Click on the [E to close the Screenshot Reader window.
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1. Click on the X button on the Read&Write Gold for Mac Toolbar.
2. Select the Screenshot tab of the Preferences window:

Features

Speech
Spelling
General

£ Appearance
[0 Dictionary
£ Fact Finder
@  Prediction
@  Screen Masking
T~ Screenshot
Screenshot "L Reader
RPadFr Tah &)  Sounds Like
i - b
&
4]

Screenshot Reader Settings
() Use block highlighting () Use outline highlighting
[ Automatically close after reading

Outline Highlighting Settings

Outline Weight | 1 B

Screenshot Output Settings

Output Screenshot To: b Output
Screenshot To

dropdown

| Close |

3. Click on the Output Screenshot To dropdown and select Microsoft Word.

4, Close the Preferences.

[P

5. Click on the AN button. Your cursor now looks like this +.

6. Click and hold your left mouse button on the top left-hand corner of the picture,
then drag and drop the rectangle to the bottom right-hand corner.

7. Screenshot Reader will create a new Microsoft Word document and put the text in.

™= You will be able to use the other Read&Write Gold for Mac facilities on the text
imported into Microsoft Word.

8. Save and close the Microsoft Word document when you have finished.

What else can you do:

e Change the Screenshot Reader options - Change the Screenshot Reader

options.

Further Exercises

Exercise3 ~ Change the Screenshot Reader Options

You can change how the text is highlighted by the Screenshot Reader.

1. Click on the x button on the Read&Write Gold for Mac Toolbar.
2. Select the Screenshot tab of the Preferences window:
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Features
Appearance
Dictionary Screenshot Reader Settings

Fact Finder
Prediction (#) Use block highlighting (_) Use outline highlighting

L L AeRE]

Screen Masking

"1 Screenshot Automatically close after reading

Screenshot ——

R Reader
Reader Tah é; zoundhs Like Outline Highlighting Settings Outline
peec! / .
«  Spelling Outline Weight | 1 H We|ght
General

Sereensiioe OurpurSetiings dropdown

Output Screenshot To: | Screen -
Output

Screenshot To
dropdown

Close

3. Click on the Output Screenshot To dropdown and select Screen.
4. Select the Use outline highlighting radio button.

5. Select 5 from the Outline Weight drop down list.

6. Click on the Close button.

[t

7. Click on the A button. Your cursor now looks like this +.

8. Click and hold your left mouse button on the top left-hand corner of the picture,
then drag and drop the rectangle to the bottom right-hand corner.

9. Read&Write Gold for Mac reads the text aloud using the settings you have just
selected.

X The highlighting colour is the colour that is set as the Speech Foreground Color
in the Appearance tab of the Preferences window.

10.Click on the E to close the Screenshot Reader window.

Learning Check List

Learning Outcome ¥ Benefit/Suggested use

How to Screenshot in the
window

How to Screenshot to MS
Word

How to change the
Screenshot Reader options
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6. SPEECH MAKER

In this section you will learn how to:
e convert text into sound files.

It is possible to convert your text into a sound file using Read&Write Gold for Mac.
Once converted the sound file can be put onto an audio device such as an iPod, MP3
player or smart phone and listened to when and where you wish.

1. Highlight the following text in your document:

A volcano tends to occur where tectonic plates meet. The earth is made up
of about 8 big tectonic plates. When volcanoes erupt they can throw out
lava, ash and gases. An example of a volcano is Mount Rinjani. This volcano
is found on the island of Lombok. It has a long history of eruptions and
erupted in 1994 and more recently in May 2010. Volcanoes can cause major
destruction.

2. Click on the ﬂ button on the toolbar.

The highlighted text is displayed in the first window of the Speech Maker facility:

Speech Maker

Text

Total number of characters: 386

Large amounts of text may take a few
minutes to process.

Avolcano tends to occur where tectonic plates meet.
The earth is made up of about 8 big tectonic plates.
When volcanoes erupt they can throw out lava, ash
and gases. An example of a volcano is Mount
Lombok. It has a long history of eruptions and
erupted in 1994 and more recently in May 2010.
Violcanoes can cause major destruction.

ol P-4 B )

Back Next Cancel

X You can type into this window if you wish to add further text or delete unwanted
text.
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3. Click on the Next button. You will see the second window in the Speech Maker

facility:
Speec
Voice Settings
Speed \_/

Speed and Volume Slow Fast

controls Volume -

10% 100%
Selected Voice | Alex s Selected

Voice drop

Test Selected Voice

To hear a test of your selected voice
and parameters, click the play button.

‘ 3 "7 Test voice button

4, o ﬂ

Back Next Create

4. Select one of the voices from the Selected Voice drop down list and then drag
and drop the following track bars:

e Speed - drag this track bar slightly to the left to slow the voice down.

e Volume - drag this track bar to the left to decrease the volume or to the right
to increase the volume.

5. Click on the |L button to hear what the voice will sound like. If you decide that
you don't like this voice, select another one from the Selected Voice drop down
list and adjust the track bars until you are happy.

6. Once you have selected a suitable voice, click on the Create button.

You will see the third window in the Speech Maker facility:

Save As: untitled ———+——_  Saveas box
Tags:

Where: | [&] Documents

File Format: | MP3 B Ea

File Format
drop down

Cancel Save

7. Browse to the folder in the directory in which you want to save the sound file, type
a name for the file in the Save As text box.
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8. The MP3 sound file format is selected by default as this is the most popular
format. This format is supported by most audio players such as MP3 players,
iPods, etc.

= In the File Format you can choose from MP3, M4A or AIFF.
9. Click on Save to create the sound file.

10. Browse to the directory where you saved the sound file and open it to hear the
sound file you have just created. You will hear the text you highlighted in step 1
read aloud. This can now be played on the computer or saved onto any MP3
player or a portable media such as an iPod.

Learning Check List

Learning Outcome 1 Benefit/Suggested use

How to convert text into an
audio file
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7. WORKING WITH DAISY BOOKS

In this section you will learn how to:
e read Daisy books
e navigate through a Daisy book.

Before you begin this exercise, make sure you have a Daisy book saved on your
computer. If you don't have a Daisy book to work with, you can download one
from the following website address: http://www.bookshare.org

1. Click on the Q button.
If you cannot find this icon on your toolbar select Mode and then Reading.
You see the Select a Daisy book window displayed.

2. Browse to the location in the directory where you've saved the Daisy file, select it
and then click on the Open button.

The Daisy book opens in the Daisy Reader window. An example of this is shown
below:

‘_ - ¢ W P ilus Caesar - Page! 16 k b b

B
That you would haue me secke into my selfe, For that which is not in me?

Cas. Therefore good Brutus, be prepard to heare: And since you know, you cannot see your selfe So well as by Reflection; I your Glasse,
Will modestly discouer to your selfe

That of your selfe, which you yet know not of. And be not iealous on me, gentle Brutus:

Were [ & common Laughter, or did vse

To stule with ordinary Outhes my love

To cuery new Protester: if you know,

That T do fawne on men, and hugge them hard, And after scandall them: Or if you know,

That I professe my selfe in Banquetting

To all the Rout, then hold me dangerous,

Flourish, and Shout.

Bru. What meanes this Showting?

I do feare, the People choose Caesar

For their King

3. Click on the appropriate Navigation button to find the text you want to read:
. *@ - displays the first page in the book
. <# _displays the previous page in the book
. %> _ displays the next page in the book
. @+ _ displays the last page in the book.

4, Click on the |E button on the Read&Write Mac toolbar.
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5. Click on the = button on Read&Write Mac toolbar to stop the system from
reading the word, sentence or paragraph aloud.

6. You can also find the text that you want by accessing the:
e Table of Contents menu

e Bookmark menu and setting your own bookmarks so you can easily find
your place again.

7. Close the Daisy Reader window.

Learning Check List

Learning Outcome 1 Benefit/Suggested use

How to read a Daisy book

How to navigate through a
Daisy book
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8. PDF ALOUD

In this section you will learn how to:
e read PDF documents
e change the PDF Aloud options.

In this exercise you will learn how to read text aloud from PDF documents using
PDF Aloud. You will also learn how to choose the colours for use during the
reading of text aloud using the Preferences in Read&Write Gold for Mac.

1. Click on the ror
2. The PDF document will open and look something like this:

button and then open a PDF document.

Volcanolesson.pdf

/8 ’QQ ‘.
IR Y —

w0 Hazards: Deseribi

== rﬂ =~ % I;ﬂm s

3. Click on the @%ﬁ button on the Read&Write Gold for Mac toolbar. PDF Aloud reads
aloud the text in your document.

X To just have part of the text read, select the text and click @gm

4. Click on the . button on the Read&Write Gold for Mac toolbar to stop the
reading.

5. Across the top of the window is a toolbar:

Volcanolesson.pdf

AT @A, I re—-

Previous Page Current Page Next Page Magnification Click and Speak Search Print

6. The Current Page shows you what page you are on. You can change the page
using the Previous Page and Next Page arrows.
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7. Click on Q to zoom in to your document.

8. Click on to zoom out of your document.

9. The Click and Speak is active if the circle next to the hand is green. This means
you can click somewhere specific in the document to have it read aloud.

10. You can use the Search to find key words in your document.
11. The Print button will allow you to print the document.

Learning Check List

Learning Outcome ¥ Benefit/Suggested use

How to have a PDF
document read using PDF
Aloud

How to alter how PDF
Aloud reads
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9. SPELL CHECKING

In this section you will learn how to:
e use the Spell Check

e set up general spelling options
e set up the Custom Dictionary

e add a phonetic map

e review spellings.

Type the following text into a blank Microsoft Word document:

W™ There are deliberate spelling mistakes in the text that you must enter letter for
letter to use for practice. They are underlined for locating. You do not need to
underline these misspelt words in your document.

A volcaneo tends to occur where tectronic plates meet. The earth is
made up of about 8 big tectronic plates. When volcanoes erupt they
can throw out lava, ash and gases. An example of a volcano is Mount
Rinjani. This volcano is found on the iland of Lombok. It has a long
history of eraptions and erupted in 1994 and more recently in May
2010.

1. Click on the w button on the toolbar. You will see the Spelling Helper window

displayed:
Spelling Helper
Word:
cOrrection Avolcaneo tends to occur where tectronic plates meet. The earth is made up of about B
big tectronic plates. When volcanoes erupt they can throw out lava, ash and gases. An
example of a volcano is Mount Rinjani.
text bOX This volcano is found on the iland of Lombok. It has a long history of eraptions and
erupted in 1994 and more recently in May 2010. Volcanoes can cause major distruction.
Suggestions: Selected Word:
volcano volcano
dilcan Definition:
falcon
flacon noun;
5uggestions flagon A mountain with a large hole in the top out of
. falchion which gas and lava sometimes burst, or used to
list box welkin burst in the past

The volcano erupted and destroyed an entire town.

+ Add Custom A Ignore

The first misspelt word in your document is highlighted in red.

‘ f} Change

‘ “‘; Change All

2. You can use the following buttons to correct your spellings:
e Change button - select a word from the Word list box and then click on this

button to change the misspelt word to the selected word. Use this to correct
‘volcaneo’ to ‘volcano’.
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Change All button - select a word from the Word list box and then click on this
button to change all instances of the misspelt word throughout your document.
Use this to correct ‘tectronic’ to ‘tectonic’.

Add Custom button - click on this button to add the selected word to your
Custom Spelling Dictionary. Use this to add ‘Rinjani’ to the Custom Dictionary.

Auto Correct button - select a word from the Word list box and then click on
this button to add the misspelt word to the auto correct file. In future, when
you type the word incorrectly, the Spelling facility will now automatically change
the word to the selected word. Use this to correct ‘iland'.

Correct the rest of the document.
Ignore button - click on this button to ignore the misspelt word.

3. The Spelling Helper window closes and the No Spelling Errors window appears.
4. Click OK.

What else can you do:

Changing the colour used to identify spelling errors - Changing the colour used
to identify spelling errors.

Add words to the Custom Dictionary - Adding words to the Custom Spelling
Dictionary.

Alter the spelling suggestions - Adding a phonetic replacement.

View your spelling log which records all the spelling mistakes you have made -
View your spelling log.
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Further Exercises

Exercise 2 Changing the colour used to identify Spelling Errors

1. Click on the X button on the Read&Write Gold for Mac Toolbar.
2. Select the Appearance tab of the Preferences window:

Features

Appearance Tab T
[ Dictionary Example:
D Fact Finder This is an example of how text will look in Read & Write Gold. Spelling mistakes will look like this:
@  Prediction "mistak", and words that sound like other words will lock like this: "there". Speech that's currently in
@ Screen Masking m will look like this sentence.
T~ 1 Screenshot Examp'e box
:..R Reader
o@ Sounds Like
P Speech
«  Spelling B | Speech Foreground Color I | Spelling Errors Color
n Ceneral
Speech Background Color I Sounds Like Color
Font Size:
A A

Restore To Default

Close

3. Click on the Spelling Errors Color button and select a colour from the colour
palette to specify the colour that will be used to identify all Sounds Like and
Confusing words.

The Example box shows you how it will look.

Exercise3  Adding words to the Custom Spelling Dictionary

In this exercise you will learn how to add words that the spell checker does not
recognize to the Custom Spelling Dictionary. (Once you have added a word, the
spell checker will no longer identify it as a misspelt word.) These tend to be names
of people or places.

To add words to the Custom Spelling Dictionary:

1. Click on the X button on the Read&Write Gold for Mac Toolbar.
2. Select the Spelling tab of the Preferences window:
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Features

Appearance
Custom Spellings ¥ Ignore words containing digits

I::l Dictionary ¥ Order the suggestions based on context.
List of custom spellings

Fact Finder Rinjani Maximum number of suggestions (blank
@ Lombok for unlimited):

Q Prediction | Show Spelling Log |

Screen Masking Custom Phonetics
Custom @ iora ——
. E'"‘. Screenshot Reader cword> <phanetic>
spellings box g i
D Speech
Spelling Tab o el
General I
+ button (-] (+1(=)

Close

3. Notice that the word ‘Rinjani’ and ‘Lombok’ are in here. These were added in the
last exercise.

4. Click on the _* _ button.

5. Type the word Bannack in the Word text box. Bannack is the name of a town and
isn't recognized as being a correct word.

6. Bannack is added to the Custom spellings list box.
7. Click on the Close to save the settings and to close the Preferences.

8. This means from now on if you should ever type Bannack the Spell checker will
recognise it is a correct word. You can add further words in to the Custom
Dictionary in the same way if you need to.

Exercise4  Adding a phonetic replacement

The Spell Check facility uses a phonetic map to make suggestions for misspelt
words. Phonetic maps help the Spell Checker to find corrections for difficult
spelling errors such as phonetic errors and errors caused by OCR. It uses groups
of letters that sound the same or are normally confused.

For example, if you often type ‘telefone’ or ‘elefant’, Read&Write Gold for Mac will
be able to use the phonetic mapping ‘f = ph’ to solve these errors.

1. Click on the X button on the Read&Write Gold for Mac Toolbar.
2. Select the Spelling tab of the Preferences window:
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Spelling Tab

~N oo AW

Features

g Appearance
(nA} Dictionary
@ Fact Finder

g Prediction
w Screen Masking
=

F™"1 Screenshot Reader

L

@ Sounds Like
D Speech
w Spelling

General

Custom Spellings
List of custom spellings
Rinjani
Lombok

. Click on the L * _ button.
. Click in the word box and type in ‘knowledge'.
. Click in the Phonetic word and type in ‘nolij'.

. Click on Close to close the Preferences.

. In a new Microsoft Word document type the following exactly:

¥ Ignore words containing digits

¥ Order the suggestions based on context.

Maximum number of suggestions (blank

for unlimited):
Show Spelling Log
Custom Phonetics

Word
<word>

Phonetic Word
<phonetic>

Close

She was keen to improve her nolij of geography.

Custom Phonetics
box

+ button

8. Click on the v button on the toolbar. You will see the Spelling Helper window
displayed with the correction for ‘nolij’ to ‘knowledge’ at the top of the list. Correct
the spelling mistake.
You can add new phonetic replacements when needed.

Exercise 5

View your Spelling Log

1. When you use the Spell Checker it will keep a record of all the spelling mistakes
made and the corrections. To open the Spelling Log:

2. Click on the X button on the Read&Write Gold for Mac Toolbar.

3. Select the Spelling tab of the Preferences window:

Spelling Tab

Features

é Appearance
[::I Dictionary
Q Fact Findler
Q Prediction
" Screen Masking

T3 Screenshot Reader
H
OD Sounds Like
D Speech
% Spelling
.. Ceneral

Custom Spellings
List of custom spellings
Rinjani
Lombok

4. Click on Show Spelling Log.

v Ignore words containing digits
¥ Order the suggestions based on context.

Maximum number of suggestions (blank

for unlimited):

Show Spelling Log

Custom Phonetics

Word
<word>

Phonetic Word
<phonetic>

Show Spelling Log
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5. The Spelling Log appears looking something like this:

Error Correction Count Last Logged

volcaneo volcano 2 Today 13:46
tectronic tectonic 4 Today 13:46
iland island 2 Today 13:46
eraptions eruptions 2 Today 13:46
distruction destruction 2 Today 13:46
Nolij Knowledge 1 Today 14:37

Clear Export Close

6. If you wish you can Export the log which will create a spreadsheet.
7. Close the Spelling Log.
8. Close the Preferences.

Learning Check List

Learning Outcome ¥ | Benefit/Suggested use

How to Spell Check a
document

How to use Spell as | Type

How to add words to the
Custom Dictionary

How to set the spelling
settings

How to use the auto
correct

How to review the spelling
suggestions

How to add a phonetic
replacement

How to view the spelling
log
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10. USING THE SOUNDS LIKE AND CONFUSABLE
WORDS

In this section you will learn how to:

e use the Sounds Like and Confusable Words button to identify and correct words
that sound similar or which may be confused with others

e add additional confusing words

e return always ignored homophones to the list.

Type the following text into a blank Microsoft Word document:

A magma chamber is were magma from deep within the planet
gathers. Pipes allow the larva too get threw to the surface.

In this exercise you will learn how to identify like sounding words (homophones)
and confusable words in your document to help you ensure you have typed the
correct word.

1. Place your cursor on the text you typed in your document and then click on the

@ button on the Read&Write Gold for Mac Toolbar.
You will see the Sounds Like & Confusable Words window:

Sounds Like & Confusable Words

Word:

A magma chamber is where magma from deep within the planet gathers.
Pipes allow the larva too get threw to the surface.

Sounds Like: Definition:

where Used when asking about a place, "Where is
wear the bathroom?".

were

whirr

Definition
list box

Sounds Like

list box

‘ f} Replace A Ignore

‘ % Always Ignore

The first homophone highlighted in this window is ‘were’.

2. Make sure the word ‘were’ is selected in the Sounds Like list box and read the
definition in the Definitions list box. To hear it read aloud, click on the definition

and then click on the ’ button on the toolbar. This is not the correct word based
on the context of this sentence.
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3. Click on the word ‘where’ in the Sounds Like list box and read the definition in the
Definition list box. To hear it read aloud, click on the definition and then click on

the b button on the toolbar. This is the correct word based on the context of
this sentence.

4. Click on the Replace button. The word ‘were’ is replaced in your document by the
word ‘where’.

5. The Same Sounding & Confusing Words window moves on to the next
homophone or confusable word in the sentence, which is ‘within’.

6. This is the correct word. Click on the Ignore button.

The Same Sounding Words window moves on to the next homophone or
confusable word, which is ‘the’.

7. This is the correct word. Click on the Always Ignore button. This means that the
word ‘the’ and all its associated homophones will be ignored from now on.

X You can return words that you have decided to Always Ignore. How to
do this is explained in Exercise 4 Returning Always Ignored words

The Same Sounding Words window moves on to the next homophone or
confusable word, which is ‘larva’.

8. Select ‘lava’ from the Sounds Like list box as this is the correct word.
9. Click on the Replace button.

The Same Sounding Words window moves on to the next homophone or
confusable word, which is ‘too’.

10. Select ‘to’ from the Sounds Like list box as this is the correct word.
11. Click on the Replace button.

The Same Sounding Words window moves on to the next homophone or
confusable word, which is ‘threw’.

12. Select the word ‘through’ which is the correct word. Click on the Replace button.

The Same Sounding Words window moves on to the next homophone or
confusable word, which is ‘to'.

13. This is the correct word. Click on the Always Ignore button. This means that the
word ‘to’ and all its associated homophones will be ignored from now on.

14. The Sounds Like check complete panel appears. Click OK.
15. Your text should now be like this:

A magma chamber is where magma from deep within the planet
gathers. Pipes allow the lava to get through to the surface.
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What else can you do:
e Changing the colour used to identify homophones or confusing words -
Changing the colour used to identify homophones.
e Add other words that you get confused with - Editing the Sounds Like and
Confusable Words database.
e Return always ignored words to the Sounds Like and Confusable Words -
Returning Always Ignored words.

Further Exercises

Exercise2  Changing the colour used to identify homophones

1. Click on the X button on the Read&Write Gold for Mac Toolbar.
2. Select the Appearance tab of the Preferences window:

Features

Appearance Tab &£ Appearance
[0 Dictionary Example:
£ Fact ‘Firlmder This is an example of how text will look in Read & Write Gold. Spelling mistakes will look like this:
@  Prediction "mistak", and words that sound like other words will lock like this: "there". Speech that's currently in
@  Screen Masking [ITFIEEE will look like this sentence.
T =1 Screenshot Example box
:..R Reader p
&) Sounds Like
P Speech
«  Spelling M | Speech Foreground Color I | Spelling Errors Color
General
[1| Speech Background Color I Sounds Like Color
Font Size:
A A

Restore To Default

Close

3. Click on the Sounds Like Color button and select a colour from the colour palette
to specify the colour that will be used to identify all Sounds Like and Confusing
words.

The Example box shows you how it will look.
4. Close the Preferences.
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Exercise 3 Editing the Sounds Like and Confusable Words
database

In this exercise you will learn how to add a new word group to the Sounds Like
and Confusable Words database.

1. Click on the X button on the Read&Write Gold for Mac Toolbar.
2. Select the Sounds Like tab of the Preferences window:

Features

Appearance
Sounds Like and Confusable Words Ignored Words
E::I Zictionany Edit or create a new group Search ——— Sea rch
Fact Finder | word Meaning | the
J to text box
Q Prediction

w Screen Masking
T =1 Screenshot Reader
|
L
. Sounds Like
Sounds Like Tab ——c@
D Speech
Qf Spelling
General

Ignore +

¥ Include Confusable Words L Restore To Default )

Close

3. Type the word ‘primer’ in the Search text box.
No meaning appears showing that the word does not exist in the Sounds Like
and Confusable Words database.

4. Click on the L™ button.
‘primer’ is displayed in the Create Sounds Like Entry Panel.

5. Click on the Definition text box and type ‘an elementary textbook’ and then click
Save.

6. Click on the L ™ button again.

7. Type the word ‘primmer’ in the Word text box.

8. Click on the Definition text box and type ‘more prim; very proper’ in the Definition
text box and then click save.

9. Click on the Close button to save your settings and to close the Preferences
window.

The words ‘primer’ and ‘primmer’ are now added to the Sounds Like and
Confusable Words database.
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Exercise4  Returning Always Ignored words

In Exercise 1 words were excluded from the Sounds Like and Confusable words
feature using the Always Ignore button. You may wish to add these words back.
To do this:

1. Click on the X button on the Read&Write Gold for Mac Toolbar.
2. Select the Sounds Like tab of the Preferences window:

Features

g Appearance
Sounds Like and Confusable Words lgnored Words
E:] Zictionany Edit or create a new group Search lgnored Words
@ Fact Finder | word Meaning | :E —
Q Prediction

v Screen Masking
e

T 7 Screenshot Reader

< Ignored Words

Sounds Like Tab ——— ) Soundstice list box
b Speech
J Spelling

General )

Ignore +

¥ Include Confusable Words L Restore To Default )

Close

3. The words ‘the’ and ‘to’ are in the Ignored Words list box.

4. Click on the word ‘the’ and then on the .~ button. This removes ‘the’ from the
list.
5. Click on the word ‘to’ and then the | button. ‘to’ is removed from the list.

6. Now the words ‘the’ and ‘to’ will be checked.

Learning Check List

Learning Outcome ¥4 Benefit/Suggested use

How to identify same sounding
and confusing words

How to change the colour used
to identify same sounding and
confusing words

How to add additional
confusing words

How to return Always Ignored
words
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11. PREDICTING TEXT

In this section you will learn how to:
e use the Prediction facility
e specify how you want the Prediction facility to learn.

In this exercise you will learn how to use Word Prediction to help you finish
sentences. It will access a list of words that will complete the one that you are
currently typing and will also try to predict your next word as you are typing a
word.

1. Open a new blank document in Microsoft Word and then click on the r button
on the toolbar to display the Prediction window.

2. Type the following text into your document and notice how the Prediction
window is predicting words for you to use:

This is an ex

3. When you type in the ‘ex’ you will see a list of words beginning with ‘ex’ displayed
in the Prediction window.

4. Click on ‘example’ in the Prediction window.

5. Click on the (A button.

6. You will see the Dictionary displayed looking something like this :

Yot

0 < All Noun () Adjective
~ Pronoun Verb () Adverb

example f}

noun; example
Something that shows what you are talking about
An example of an animal is a dog.

noun;
A thing that represents things in general
An example of typical teenage behaviour.

noun;
If someone behaves well they are said to be (or to set) a good example
You are a good example for children.

noun;
an item of information that is typical of a class or group; “this patient provides a typical example of the
syndrome"”; "there is an example on page 10*

noun;
a representative form or pattern; ‘| profited from his example®

7. You can read the definition and decide if it is the word for which you are looking.
Close the Dictionary window.

8. Double click on ‘example’ to put the word into your document.
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9. Use the Word Prediction to write a few sentences and watch how the word box
provides suggestions.

10. Close Prediction by clicking on the r button.

What else can you do:
e Add words to the prediction - Adding your own Word Banks.

Further Exercises

Exercise2  Adding your own Word Banks
In this exercise you will learn how to get Prediction to learn vocabulary so that the
words predicted are more tailored to your needs.

1. Type the following text into your document or select some text from one of your
documents:

A volcano is a geological landform on the surface of the earth (and other
planets) where magma from the planet's interior erupts (or once erupted)
to the surface. Roughly defined, a volcano consists of a magma chamber,
pipes and vents.

2. Copy the text and then click on the x button on the Read&Write Gold for Mac
Toolbar.

3. Select the Prediction tab of the Preferences:

Features

g Appearance Word Banks (select at least 1): File Contents:
[ Dictionary
L. £ Fact Finder Additional.txt thEnc v
Prediction Tab =
@ Screen Masking Essential.txt.thEnc v
E' 7 Screenshot
'--“3 Reader Advanced.txt.thEnc v
&) Sounds Like
b Speech UserPred.txt v
«  Spelling
General
+ button &3l

Learn As | Type
v Insert Space After Prediction
¥ Include Spelling Suggestions

Close

4. Click on the “—button.
5. A panel will appear with the words you had copied.

6. Click OK.
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7. You will be asked to save the file.
8. Type the following details:

e Save As - Volcano (if you have used your own text put in a file name relevant to
it)

9. Click on Save.
10. Your new Word Bank will appear in the Word Banks list.

11. In a Word document start to type some of the words that you have just added
and notice how the prediction is predicting words based on that text.

Learning Check List

Learning Outcome ¥ | Benefit/Suggested use

How to use Word
Prediction

How to teach the Word
Prediction new vocabulary
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12. USING THE DICTIONARIES

In this section you will learn how to:

e find basic and advanced definitions

o find web definitions

e add your own definitions to the Dictionary

e find graphical representations of words using the Picture Dictionary.

Type the following text onto a new line in your document:
The earth revolves around the sun.

In this exercise you will learn how to use the Dictionary to find basic and advanced
definitions.

1. Highlight the word ‘earth’.

2. Click on the R button on the Read&Write Gold for Mac Toolbar.
You will see the Dictionary window displayed:

= All Noun AdJective
sanh 2 s t T oa 9
H — Pronoun Verb Adverb
Original Word ssor Oifaront Kinds of Parof thesa  Fars of  Relata T
teXt bOX noun; earth \
e The planat that we llve on
Earth is very pretty from space.
noun;
The ground
The earth shook when the plane landed.
Alternativ
M N noun;
ea nlngs The soil, sand, small stones, etc. that plants grow in >_ e
< He planted the seeds in the moist earth.
list box words

noun; .
the 3rd planet from the sun; the planet we live on; "the Earth moves around the sun”; "he sailed around the ||St bOX
world®
moun;
the loose soft material that makes up a large part of the land surface; "they dug into the sarth outside the

huireh

— -

The definitions of the word ‘earth’ are displayed in the Meanings list box.

3. Click on the first definition and then click on the b button to hear it read
aloud.
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You can find alternative related words using the advanced searches:
T ] Q =
o (T T & QO
Different Kinds of Part of these Parts of Related To
With the word ‘earth’ in the Original Word text box. Click on Part of these.

You will see two definitions provided. Click on the definition that begins with ‘The
3" planet from the sun....

Click on the word ‘world’ in the Advanced list box and then click on the b button
to hear it read aloud.

Click on the 42 button to replace the word ‘earth’ with the word ‘world’ in your
text.

1.
2.

Dictionary Tab

In this exercise you will learn how to use Read&Write Gold for Mac to find
definitions on the Internet.

Click on the x button on the Read&Write Gold for Mac Toolbar.
Select the Dictionary tab of the Preferences:

Features

£  Appearance - -

[0 Dictionary || Use Web Dictionary Use Web
£ Fact Finder Add Custom Definitions A

@&  Prediction List of custom words Word Dictiona ry
@ Screen Masking ‘
P17 Cereenshot check box
(W
) Reader Definition

é] Sounds Like

P Speach

«  Spelling

General

1)
[V Use advanced dictionary

Click into the Use Web Dictionary option to turn this on. Close the Preferences.
Select the word ‘world’ in your text.

Click on the [ button on the Read&Write Gold for Mac Toolbar. Your browser
window automatically opens and displays the Google dictionary. You will see a list
of definitions for the word ‘world'.

Close your browser when you have finished viewing this page.
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In this exercise you will learn how to use the Picture Dictionary to find
pictorial/symbolic representations of words.

X You must be online in order to use the Picture Dictionary.

1. Highlight the word ‘world’ and then click on the button.
You will see the Picture Dictionary window displayed:

world

- world

Results

2. Highlight the word ‘revolve’ in your document.
The Picture Dictionary window displays a picture representing the word revolve.

3. Click on the [J button and the Dictionary will open with the text definition for

the word revolve.
4. Close the Picture Dictionary when not in use.

What else can you do:
e Add your own words to the Dictionary - Adding user definitions.
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Further Exercises

Exercise 5  Adding user definitions

In this exercise you will learn how to add your own definitions to the Dictionary.

1. Click on the X button on the Read&Write Gold for Mac Toolbar.
2. Select the Dictionary tab of the Preferences:

Features

Appearance
£ PP Use Web Dictionary

Dictionary Tab D P

@  Prediction [ List of custem words | word Word

@  Screen Masking
T 1 Screenshot text bOX
:..R Reader Definition

&) Sounds Like

P Speech

«  Spelling

General

Custom words

Definition text box
list box

v Use advanced dictionary

Close

You can use this tab to enter new words plus their definitions which may not be in
the Dictionary, e.g. a slang word. To do this:

3. Enter the word in the Word text box.
4. Enter the definition of the word in the Definition text box.

5. Click on the L™ button.

The word is added to the List of custom words.
6. Click on the Close button to save your settings and to close the Preferences.
7. Try accessing the Dictionary to find the word and its meaning.

Learning Check List

Learning Outcome ¥4 Benefit/Suggested use

How to use the Dictionary

How to find alternative words

How to use the Web Dictionary

How to use the Picture
Dictionary

How to add your own words to
the Dictionary
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13. USING THE VERB CHECKER

In this section you will learn how to:
e use the Verb Checker

Type the following text into a Microsoft Word document:

I seen a volcano erupt.

In this exercise you will learn how to use the Verb Checker to search for verb
conjugations of the word ‘seen’ so that you can use them to write sentences (in
different tenses) in your document.

1. Place your cursor on the word ‘seen’ in your document.

2. Click on the v button on the Read&Write Gold for Mac Toolbar. You will see the
Verb Checker window displayed:

Verb Checker

Verb: seen

Enter the verb you wish to check.

Enter verb to lookup. Back Next

3. Click on the Next button. You will see the second step of the Verb Checker
displayed:

Verb Checker

Verb: seen

(#)Is this in the past? o~
() 1s this in the present? ‘
() ls this in the future? =p
Verb 'seen’ selected. Select tense. Back Next
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4. Select the ‘Is this in the past?’ radio button and then click on the Next button.
You will see the third step of the Verb Checker displayed:

Verb Checker

‘seen’ option
Verb:  seen
[ Past | Past Continuous
| saw | was seeing
You saw You were seeing
He, she, it saw He, she, it was seeing
We saw We were seeing
You saw You were seeing
They saw They were seeing
| Past Perfect | Past Perfect Continuous
| had seen | had been seeing
You had seen You had been seeing
He, she, it had seen He, she, it had been seeing
We had seen We had been seeing
You had seen You had been seeing
They had seen They had been seeing
Displaying results for 'seen’. Back Replace

The verb is shown in sentence format preceded by different personal pronouns,
i.e.

l, you (singular), he, she, we, you (plural) and they. Variations of these sentences
are shown in the past tense.

5. Place your cursor in the sentence ‘Il saw’ in the Past list box.

6. Click on the b button on the toolbar to hear the sentence read aloud.
7. Click on the Replace button.

The Verb Checker replaces the word in your document with the past tense of the
word.

Learning Check List

Learning Outcome ¥4 Benefit/Suggested use

How to use the Verb
Checker
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14. USING THE SCANNING FACILITY

In this section you will learn how to use the Scanning facility to:
e perform ascan

e scan multiple documents

e scan from afile

X To complete this section, you must ensure that you've set up your scanner
correctly and have two documents ready to scan.

X Read&Write Gold for Mac uses your default scanner.

In this exercise you will learn how to perform a scan. A scan allows you to scan
directly into a PDF, MS Word or HTML document. This exercise will show you how
to scan to PDF and to MS Word.

1. Place a page into your scanner and then click on the g button on the
Read&Write Gold for Mac Toolbar.

2. The Scanning Options will appear:

[_|Scan from file Scanning Options
CanoScan LiDE Mode
/200 () Single Page
() Multi-Page
() Countdown 10 Seconds
ADF Enable Duplex

Output options

Scan To:
(»)PDF
':-;:;-:'Wﬁfd V| Preserve Format
[ JHTML [+ Auto-open output
Scan Next Page l Scan J l Cancel J

3. Make sure the following options are selected:
e Your scanner
e Mode - Single Page
e Output options - PDF.
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4. Click on Scan.
5. Complete the Save As panel and then click Save.

6. The Scanning facility scans your document. When the scan has completed, you will
see the scanned image displayed in PDF Aloud. You can use PDF Aloud to read the
document. This type of scan is recommended if you simply wish to scan a
document and have it read. Scanning into PDF provides a ‘near’ picture image of
the original document.

7. Click on the Q button on the Read&Write Gold for Mac Toolbar.
8. The Scanning Options will appear:

Scan from file Scanning Options
CanoScan LiDE Mode
200 (=] Single Page
[ Multi-Page
() Countdawn 10 Seconds
ADF Enable Duplex

Output options

Scan To:

(») PDF

() Word v Preserve Format

[ JHTML v Auto-open output
Scan Next Page Scan Cancel

9. Make sure the following options are selected:
e Your scanner
¢ Mode - Single Page
e Output options - Word.
10.Click on Scan.
11.Complete the Save As panel and then click Save.

The Scanning facility scans your document. When the scan has completed, you will
see the scanned image displayed in Microsoft Word.

Scanning to Word is recommended if you want to edit the scanned document.

™ You can also Scan to HTML. This opens the scanned image in your browser.
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In this exercise you will learn how to scan multiple documents.

1. Click on the g button on the Read&Write Gold for Mac Toolbar.
2. The Scanning Options will appear:

[ | Scan from file Scanning Options
CanoScan LiDE Mode
\-._/ 200 () Single Page
() Multi-Page
() Countdown 10 Seconds
ADF Enable Duplex

Output options

Scan To:
(«)PDF
'3.;:;.3'W0Td v/ Preserve Format
[ JHTML v Auto-open output
Scan Next Page l Scan J l Cancel J

3. Make sure the following options are selected:
e Your scanner
e Mode - Multi-Page
e Output options - Word.

4. Click on Scan.

5. The Scanning in progress panel appears.

6. Once this panel disappears place the next page in the scanner and click on Scan
Next Page.

7. The Scanning in progress panel appears.

8. When this disappears click on Finish Scanning.

9. Complete the Save As panel and then click Save.

10.0nce the scan is complete the scanned document will appear in Microsoft Word.
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You can also scan from a saved image file on your computer. So for example you
could take a picture of a page of a book, or a poster and have it scanned.

W For this exercise, make sure that you have an image file or PDF with multiple
pages stored on your computer.

1. Click on the g button on the Read&Write Gold for Mac Toolbar.
2. The Scanning Options will appear:

[ | Scan from file Scanning Options
CanoScan LiDE Mode
./ 20 (+) Single Page
(") Multi-Page
() Countdown 10 Seconds
ADF Enable Duplex

Output options

Scan To:
(«)PDF
'3.;:;.3'W0Td v/ Preserve Format
[ JHTML v Auto-open output
Scan Next Page l Scan J l Cancel J

3. Make sure the following options are selected:
e Scan from file
¢ Mode - Multiple Page
e Output options - Word.
4. Click on Scan Next Page.
5. Browse to the location where you have stored your image or PDF.
6. Select the image or PDF and then click on the Open button.

7. A dialog box is displayed asking you to enter a range of pages you would like to
scan. Enter “1-2' in the text box provided.

8. Click on Scan.
9. After the Scanning in Progress panel disappears click on Finish Scanning.

10.Complete the Save As panel and then click Save. The image is scanned and
opened in Microsoft Word.

11.Click Cancel to close the Scanning Options.
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Learning Check List

Learning Outcome ¥4 Benefit/Suggested use

How to scan to PDF, MS
Word or HTML

How to scan single pages

How to scan multiple
pages

How to scan from a file

Page 52



15. USING THE FACT FINDER

In this section you will learn how to use the Fact Finder to:
e search for information on the Internet
e change the default website.

Type the following text into a Microsoft Word document:
Volcanoes tend to occur where tectonic plates meet.

In this exercise you will learn how to search for facts using the Fact Finder.
1. Highlight the word ‘volcanoes'’ in your text.

2. Click on the Q button.
X If you can't see it on the toolbar click on Mode and select Research.

Your browser window opens displaying the search results for ‘volcanoes’ in
Google.com.

What else can you do:
e Change the default search engine - Changing the default website to search for

facts.
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Further Exercises

Exercise2  Changing the default website to search for facts

In this exercise you will learn how to change the default website and search for
facts using this website.

1. Click on the X button on the Read&Write Gold for Mac Toolbar.
2. Select the Fact Finder tab of the Preferences:

Features

£  Appearance
N L Dictionary Fact Finder
FaCt Flnder Ta b £ FactFinder Please select Fact Finder search engine below:
&  Prediction
@ Screen Masking
T =1 Screenshot ) GO Sle
:-.R Reader
&) Sounds Like ‘
P Speech ~ bln
«  Spelling :
General
|+ WIKIPEDIA
»" The Free Encyclopedia

Close

3. Choose one of the other search engines and then click Close.

4, Highlight the word ‘volcanoes’ again and click on the fD button.
5. Your browser opens showing the result in the search engine you had chosen.

Learning Check List

Learning Outcome ¥ Benefit/Suggested use

How to use the Fact Finder

How to add additional
search engines
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16. USING THE FACT FOLDER

In this section you will learn how to:

e add text facts

e addimages

e change fact details and properties
e export facts.

™ The Fact Folder is used mainly to collect facts from the Internet.

In this exercise you will learn how to use the Fact Folder to save a paragraph of
text as a new fact.

1. Open your browser and using www.google.com search for ‘volcano’.

2. Choose one of the results and click on the link.

3. On the webpage highlight some interesting information and then click on the E
button and then select Add Fact.

4. The Fact Details window is displayed.

Fact Details

Fact Folder Entry

Title text box

Title: Volcano - Wikipedia, the free encyclopedia
Author:

Author text box

Sources: ¥ " http://en.wikipedia.org/wiki/Volcano

(=]

Sources list box

Category:

=

Category list box

Description:
Description text

Source Avolcana is an opening (of rupture) in the surface (or crust) of box
Content: a planetary mass object such as the Earth which allows hot
lava, volcanic ash, and gases to escape from a magma

chamber below the surface, —  Content text box

On Earth, volcanoes are generally found where tectonic plates

Cancel Close

5. Type the word ‘Volcano' into the Title text box.

6. Type the name of the author in the Author text box. If there is none given, type
‘Unknown’.

The locations and URLs of any documents and websites that are open are
displayed in the Sources list box.

6. There will be a tick in the check box beside the location of the website you have
collected the text from.

7. Click on the [+ button under the Category. You will see the Select Categories
window displayed:
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http://www.google.com/

Please select Categories below:

i Education
i General
i Reading
i Personal

DEl

——

+
8. Click on the button and type the text ‘Geography’ in the <Enter Title Here>.
Press Return on your keyboard.

9. With Geography, selected click on the OK button to add the new Geography
category.

10. In the Description text box, type something to explain what the fact is
about.

11. Click on the Close button.

In this exercise you will learn how to use the Fact Folder to save an image from a
web page.

1. Find a picture of a volcano on the Internet. Then click on the ; button and
select the Add Image Fact option. You will see the Add Image panel appear:

Add Image

Please paste or drag the image into the
box below

[ Cancel | | Add :|

2. Drag and drop the image of a volcano into the Add Image panel.
3. Click on Add. You will see the Fact Details window displayed.

4. Type the text ‘Volcano picture’ into the Title text box.
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5. Type the name of the author of the photo if available in the Author text box. If it is
not, type ‘Unknown’.

6. The check box beside the URL which contains the image you have just selected will
have automatically been selected.

7. Click on the [+ button beside the Categories text box. You will see the Select
Categories window displayed.

8. Select Geography in the Category List and then click on the OK button.

9. Enter the text ‘Picture of a volcano’ in the Description text box and then click on
the Close button.

In this exercise you will learn how to change the details of facts that you have
already added to the Fact Folder. You will also learn how to update fact content.

1. Click on the E button and select Review Facts.

2. The Fact Folder window opens and will look something like this:

Fact Folder

=0 = I
& Za = B
Remove Edit Fact Category Export
[ Title B Date Added Description Category
Volcano 16/04/2014 Introduction to essay. Show Categories
[ Cleveland 16/04/2014 Picture of Cleveland volcano Show Categories
Image Source Content:
| FileName: )
- http://en.wikipedia.org/wiki/

File:MtCleveland_ISS013-E-24184.jpg

3. Click on the ‘Volcano picture’ fact in the Fact Folder window. You will see a
preview of the image in the Source Content panel.

/1
4. Click on the u&'r' button. You will see the Fact Details window displayed.

5. Type the text ‘Also lists other useful information’ in the Description text box and
then click on the Close button. The description is updated in the Fact Folder
window.

. . L .

6. Click on the ‘Volcano' fact and then click on the === button. You will see the

Displaying Fact window.
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7. Add the text 'Volcanoes tend to occur near tectonic plates’ to the text that is
already there.

8. Click on the Close button.

9. Close the Fact Folder window.
In this exercise, you will learn how to export facts to a Microsoft Word document.

1. Click on the E button and select the Review Facts option. The Fact Folder
window opens:

Export

category Date Added Description  Category

d ro p d own | |St Volcano 16/04/2014 Introduction to essay. wcrf@-s
L leveland icture of leveland volcano
[| Cleveland 16/04/2014 Pi f Cleveland vol Show Categories

Fact check box

Image Source Content:

_| FileName: Myl
ﬁ http://en.wikipedia.org/wiki/

File:MtCleveland_ISS013-E-24184.jpg

2. In the Fact Folder window, select Geography from the category drop down list.
This will ensure that only the facts you have added to this category are displayed.

3. Select the Fact check boxes beside the 2 facts you recently added.
ag

4. Click on the Eeort putton.

You will see the Export to window displayed.
5. Select the Harvard option from the Bibliography Format drop down list and then

Word
click the LJ button. Close the Fact Folder window.

Read&Write Gold for Mac automatically creates the Microsoft Word document and
lists all of the facts for the Volcano category. The bibliographical information for a
bibliography in the Harvard style is also included.

6. After you have viewed your new Microsoft Word document, you may save and
close it.
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Learning Check List

Learning Outcome ¥ Benefit/Suggested use

How to add text

How to add images

How to change fact details
and properties

How to export facts
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17. USING THE FACT MAPPER

In this section you will learn how to:

e create fact maps

e open fact maps and add notes to facts

e use the Image Library to add images to a map
e link facts

e change how a fact map is displayed

e brainstorm

e export fact maps

You use the Fact Mapper, which is an online graphical user interface, to add
different types of facts to a Fact Map. You can then link each of the facts to each
other to represent a relationship between them. This enables you to create a
diagram of your ideas and information on a subject and therefore help you
understand and remember it better.

X Note that changing the Theme colour once you have begun work on your Fact
Map will cause you to lose your work.

1. To access the Fact Mapper, click on the .‘O button on the Read&Write Gold for
Mac Toolbar. You see the Fact Mapper window displayed:

FACT MADDED B Zoom

buttons

Fact Map aer s ¢ B & e > = Fi[e|ﬂelp
S A I

Menu

Menu
type

~—

Search =]

= o

Theme [ B8] Ji [ =] |48
2. Click on the green option on the Theme palette: =me (8] [ )

Wait a few moments the colour of the window changes to green.

3. Change the window back to the original blue colour, i.e. the first colour on the
Theme palette, or select the colour of your choice.
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4. Click on the File menu in order to view the File toolbar:

Fact Map -

6. Click on the File menu in order to view the File toolbar again:

X When working with Fact Maps, make sure you save before closing the Fact
Mapper or you will lose your work.

W™ Click on the l=s and E‘ buttons at the top right-hand-side of the Fact Mapper
window to select the zoom level at which you want to view the Fact Map.

In this exercise, you will learn how to create a Fact Map and add facts.

-
1. Click on the button on the Fact Map toolbar.
A new fact is displayed in the main work area.
2. Type the text ‘America’ into the new fact:

_______________

-
3. Click on the America fact and then click on the button.
A new fact is displayed in the main work area and is linked to the first fact.
4. Type the text ‘Map of America’ into the new fact.
5. Add the following facts to the Fact Map using the same process:

X Make sure that you click on the America fact before you add them.

T You may need to drag and drop the last fact onto a different position on the
Fact Map to ensure that you can easily see that it is coming from the America
fact.

¢ United States of America
e American states
e Flag
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The Fact Map should look something like this:

- FACTMAPPER Therme 5] 5] 100 @] zoor bl bl
‘Filo Hain File

» Fact Map

America \ Map of America

United States of America Flag

menu

American states

]

- g I Search

6. Select the ‘Flag’ fact and then click on the n button. This fact is removed from
the Fact Map.

7. Select the ‘American States' fact then click on the &‘ button.

8. Change the name of the fact to the following: ‘50 states'.

In this exercise, you will learn how to add notes to facts.

1. Select the ‘American States’ fact.

2. Type the following text into the Note area at the bottom of the Fact Mapper
window:
‘There are 50 states in the USA'.

;~ FACTMAPPER Thems (5] 5] I 8] zoom bl Il

- FactMap oo % @ B £ 2 a5 fo @ 5 B {FlleHalp

Q—0O

America \ Map of America
° United States of America

There are 50 states in the USA. Search &
Note area I []
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3. Click on the H button. The note is added to the fact. It is represented by the 'é
icon.

4. Select the ‘United States of America’ fact.

5. Type the following text into the text area at the bottom of the Fact Mapper
window:

‘The motto for the USA is ‘In God We Trust”.
6. Click on the H button. The note is added to the fact.

7. Select the ‘American States’ fact and then click on the button at the bottom of
the Fact Mapper window. The note is removed from the fact.

In this exercise, you will learn how to add images from the Image Library to your
Fact Map. You will also learn how to add your own custom images for use in Fact
Maps.

1. Type ‘America’ in the Search textbox at the bottom right-hand-side of the Fact
Mapper window.

2. Click on the Go button. The Search tab expands to display the list of images that
match your search word.

3. Click and hold down your left mouse button on the American Coin image and drag
and drop it onto the ‘America’ fact in the Fact Map:

W™ Ifyou find it difficult to drag and drop images, you can right-click on an image

o
and select Copy Image, then select a fact in the Fact Map and click on the L
button (on the Fact Map menu).

4. Click and hold down your left mouse button on the American Football image and
drag and drop it onto the ‘50 States’ fact in the Fact Map:

5. Right-click on the ‘50 states’ fact and select Restore Default Image from the
popup menu.

6. Click on the button on the Search tab.
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7. Click on the drop down list of image categories and select the Classic Tourism
option.

8. Click and hold down your left mouse button on the Statue of Liberty image and
drag and drop it onto the ‘50 states’ fact in the Fact Map:

In this exercise you will learn how to add your own images to the Image Library so you
can use them in your Fact Mapper.

1. Click on the button (on the File menu).
You see a new browser window displayed.

2. Click on the button (on the Image menu). The Add Images window is
displayed.
3. Enter ‘My Image’ in the text box provided.

4. Click on the Browse button. The Select file to upload by
factmapper.texthelp.com window is displayed.

5. Browse to the location in your directory where you store your images.
6. Click on an image and then click choose. Then click OK.
The selected image is shown in the Fact Mapper window.
7. Click on Close.
8. In the Search tab, select the Custom option from the Category drop down list.
9. The image you uploaded is listed. You can now add this to your Fact Maps.

. You should make sure that your images are named appropriately to allow you
to search for them more easily.

In this exercise, you will learn how to remove links between facts and create them
again.

8
1. Click on the ‘Map of America’ fact and then click on the button (on the Fact
Map menu). The fact is highlighted in blue to show that it has been selected.

2. Click on the ‘America’ fact.
The link between the two facts is removed.
3. Repeat this process to remove the remaining links from the Fact Map:
¢ United States of America
e 50 states
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To reinsert the links:

4. Click on the ‘America’ fact and then click on the button (on the Fact Map
menu). The fact is highlighted in blue to show that it has been selected.

5. Click on the ‘Map of America’ fact.
You now see a line linking the two facts.
6. Repeat this process to link the remaining facts to the ‘America’ fact.

In this exercise you will learn how to specify how you want your Fact Map
displayed.

1. Click on the drop down list (on the Fact Map menu) and select the Document
Outline option. Your Fact Map is now displayed in a bulleted list.

2. Click on the drop down list again and select the Tree option. Your Fact Map is
now displayed in a tree view.

3. Change it back to the way it was originally by selecting the Fact Map option from

the drop down list.

4. Select ‘America’ in your Fact Map and then click on the button. You see the
Arrange Facts window displayed:

Arrange Facts

ARRANGE FACTS

Q
Left To Right Tree|

Right To Left Tree

Bottom Up Tree

Facts will be arranged in a tree structure with the root
node on the left and all other nodes arranged to the
right.

T You were asked to select ‘America’ because it is the category to which all of the
facts are linked.

5. Select the Bottom Up Tree arrangement and then click on the OK button.

X The description of each arrangement will help you decide which one you want
to use in future.

The facts in your Fact Map are rearranged so that the American flag is displayed at
the bottom and all the other facts are displayed above.
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In this exercise you will learn how to use the Fact Mapper to brainstorm. This will
entail adding several American states to a Fact Map as quickly as possible.

1. Click on the n button (on the File menu).

A blank Fact Map is opened in the Fact Mapper window and the Fact Map menu
is displayed at the top.

-~
2. Click on the button.
A new fact is displayed in the main work area.
3. Type the text ‘American states’ into the new fact:

4. Make sure the ‘American states’ fact is selected and then click on the E button.
A new fact is displayed on top of the ‘American states’ fact.
5. Type the text ‘Arizona’ into the new fact and then press Enter.
Another fact is added to the work area and is automatically linked to the first fact.
6. Add the following facts using the same process:
e Alabama
e Georgia.
7. Click on a blank area on the fact map to stop using brainstorming.
Your Fact Map should look something like this:

- . FACTNMADDED Theme (85 [55] I 8] zoom bl b

 » FactMap i kg B £ 2 & & D5 ‘FlleHelp

O—0Q

American states Arizona

o O

Alabama

Georgia

— g I Search EEB

-~
8. If you wish to add more states, click on the E button or the button.
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In this exercise you will learn how to export a Fact Map to a Microsoft Word
document.

1. Click on the @ button (on the File menu).

The Fact Map is saved to your Downloads folder. It is called
WordOutlineExport.doc and is given the next sequential number, e.g. 1,2,3.

T You can also export a Fact Map to Microsoft Word or to an HTML page by
clicking on the File menu on the left-hand-side of the File toolbar and selecting
Export. The Export Facts - Webpage window allows you to select the option
you prefer.

In this exercise you will learn how to print, save and open a Fact Map.

e,
1. Click on the button (on the File menu).

You will see the Print window displayed. Select your preferred print options and
then click on the Print button.

2. Click on the File menu and then click on the button. You will see the File
Download window.

3. Click on the Save As. The Save As window is displayed.

4. Browse to the folder in the directory in which you want to save the Fact Map. Type
the name ‘America’ in the File name text box and then click on the Save button.

5. The Download complete window is displayed.

6. Close the Download window.

X2 Any time you need to save the Fact Map in future, you will have to
override the file you just saved.

7. Click on the File menu and select the Exit option:
New

Open
Save

Export
Export to Word
Print

Custom Images

Exit

8. Click on the Yes button when you are asked to confirm the closure of the window.
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9. Click on the ‘xb button and allow access.

10. Click on the File menu and then the B button.
11. Click OK.

You will see the Open File window displayed:

OPEN FILE

12. Click on the Browse button.

You will see the Choose file window displayed.

13. Locate the America Fact Map and then click on the Open button.

You will see the Open File window re-displayed.

14. Click on the OK button.
15. The America Fact Map opens in the Fact Mapper window.
16. Close all open maps. You do not have to save them.

Learning Check List

Learning Outcome ¥ | Benefit/Suggested use

How to create a Fact Map

How to add notes

How to add images from
the Image Library

How to link facts

How to change how the
fact map is displayed

How to brainstorm

How to export the Fact
Map

How to print, save and
open a Fact Map
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18. USING SCREEN MASKING

In this section you will learn how to:

e use Screen Masking

e change display options when using Screen Masking
e use the spotlight.

In this exercise you will learn how to use the Screen Masking.

1. Click on the ' button on the Read&Write Gold for Mac toolbar.
The screen is tinted blue.

2. Click on the (4 button on the Read&Write Gold for Mac toolbar.
The screen is returned to its normal colour.

In this exercise you will learn how to change the colours and masking type used by
Screen Masking.

1. Click on the x button on the Read&Write Gold for Mac toolbar. You see the
Preferences window displayed.

2. Click on the Screen Masking tab:

2 Dictionary Masking Type: (=) Tint My Whnole Screen Masklng
O  Fact Finder _ Undesline My Mouse Pointer

Prediction Type

f ‘
Screen Masking e Color used when masking the screen: ‘
LR Reader — T :
Tah 3 - ‘ Masking Color
B

Sa
Re;
Sounds Like
Speech Transparent Opaque
Spelling
General (¥ Use the Mouse Spotlight when tinting whole screen
[ Screen

Color for Mouse Spotlight: ||

e}

Masking
Settings
e Thck Mouse Spotlight
Settings

Transparent Opaque

Close

3. Select the Underline My Mouse Pointer option.
4. Select a colour from the Masking Color palette.

5. Adjust the Transparent/Opaque track bar until you have selected a more opaque
colour, i.e. move the scale more to the right.

6. Adjust the Thin underline/Thick underline track bar until you are happy with it.
7. Click on the Close button.

8. Click on the (4 button on the Read&Write Gold for Mac toolbar.
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9.

Move your mouse up and down the screen and notice how the underline follows.

10.Click on the (4 button on the Read&Write Gold for Mac toolbar.

The screen is returned to its normal colour.

In this exercise you will learn how to use the spotlight.

1.

2.

Click on the x button on the Read&Write Gold for Mac toolbar. You see the
Preferences window displayed.

Click on the Screen Masking tab:

&
a8
H
3

£ o
O Dictionary Masking Type: (=) Tint My Whole Screen Maski ng
? Fact Finder ~) Underline My Mouse Pointer
Prediction
@ Screen Masking Type
1S shot Color used when masking the screen: | I
LR Reader e \ a
D Sounds like : Masking Color
P Speech Transparent Opague
4 Spelling
B General ¥/ Use the Mouse Spotlight when tinting whole screen
Color for Mouse Spotlight: | | ] SC reen
— A
‘ Masking
Transparent ue
Settings

Mouse Spotlight
Settings

3. Select the Tint my Whole Screen option.

Select a colour from the Masking Color palette.

5. Adjust the Transparent/Opaque track bar until you have selected a more

8.

9.

transparent colour, i.e. move the scale more to the left.

Make sure the Use the Mouse Spotlight when tinting the whole screen check
box is selected.

Make the spotlight larger by moving the Height of mouse spotlight track bar
more to the right - Thick.

Click on the Close button.

Click on the @ button.

10.Move your mouse across the screen and notice how the spotlight works.

11.Click on the @ button to disable the facility when you have finished.
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Learning Check List

Learning Outcome ¥4 Benefit/Suggested use

How to use the Screen
Masking

How to change the Screen
Masking options

How to use the spotlight
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19. USING THE TRANSLATOR

In this section you will learn how to:

e translate single English words into another language

e translate phrases, sentences or paragraphs of text into another language
e configure the Translator.

Type the following text into a blank Microsoft Word document:

A volcano tends to occur where tectonic plates meet. The earth is
made up of about 8 big tectonic plates. When volcanoes erupt they
can throw out lava, ash and gases.

X You must be online in order to use the Paragraph Translator facility.

In this exercise you will learn how to translate words from English into another
language.
1. Select the word ‘volcano’ in your document.

2. Click on the x button on the toolbar.
The Language options are displayed:

Language

From { English :] To l French :] { Translate J l Close J

This is where you can choose which language to translate from and to. Leave it
translating to French.

3. Click on Translate.
4. You will see the Online Translator window displayed:
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Online Translator
+ [ translateuk.texthelp.com < >
(1] §# Apple Yahoo! Google Maps YouTube » =

veleano

voleano [noun]
1 volcan

5. Hover your mouse over the French translations to hear them read aloud.
6. Close the Online Translator window.

In this exercise you will learn how to translate paragraphs of text from English into
another language.

1. Highlight the following paragraph in your document:
A volcano tends to occur where tectonic plates meet. The earth is
made up of about 8 big tectonic plates. When volcanoes erupt they
can throw out lava, ash and gases.

2. Click on the x button on the toolbar.
The Language options are displayed:

Language

From l English :J To l French 3] l Translate J l Close J

3. Click on Translate.
You will see the Read&Write Paragraph Translator in a new browser window. A
translation is shown in French.

D — et

e e i e e o S e

Read 4
Mirite
el

Reptcie Paragrs Tranditor
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4. Hover your mouse over the translated text and then click on the button to
hear it read aloud.

5. Close the browser window.

Learning Check List

Learning Outcome ¥ Benefit/Suggested use

How to translate a single
word

How to translate a
paragraph
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20. USING STUDY SKILLS HIGHLIGHTERS

In this section you will learn how to:
e collect text from a webpage or a Word document.
You can use Study Skills highlighters to highlight pieces of text which you may find

of interest within a Microsoft Word document, Safari, Firefox, Chrome or Google
Docs and collate the highlighted text into a new document.

To access all the Study Skills Highlighters, click on the Mode and select Study
Skills.

In this exercise you will learn how to collect different types of text and then insert
them into a new document.

1. Open your Internet browser window and then open one of your favourite
websites.

Alternatively, open a Microsoft Word document of your choice.

2. Highlight some text on the page and then click on the Q (Highlight green)
button.

Read&Write Gold for Mac highlights the text in green. An example is shown below:

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

3. Highlight some more text on this page and then click on the t (Highlight pink)
button.

Read&Write Gold for Mac highlights the text in pink.
4. Repeat step 3 to highlight two further separate paragraphs in pink.

5. Highlight some of the text in pink and then click on the & (Clear highlights)
button.

Read&Write Gold for Mac de-selects the highlighted text in pink.

‘ﬂi Be careful using the Clear Highlights on websites as it will clear ALL of your
highlights!

6. Highlight some text on the page and then click on the 8 (Highlight blue) button.

Read&Write Gold for Mac highlights the text in blue.

7. Click on the @ (Collect highlights) button.

Page 75



The Collect Highlights window is displayed:

Separate items by

Select highlight colors to include

drop down list

v Green v Pink v Yellow v Blue
eparate Items By: Pace

Separate Colors By: New Line %
Volcanoes

Avolcano is a geological landform on the surface of the earth (and other planets) where
magma from the planet's interior erupts (or once erupted) to the surface.

The magma chamber is where magma from deep within the planet accumulates, while pipes
are channels that lead to surface vents, openings in the volcano's surface

Some volcanoes produce material which builds up into a large mountain-like structure, other
types of volcano form different landforms.

Collect Cancel

8. Make sure the following options are selected:

Separate Colors by
drop down list

e the New Line option is selected from the Separate Items By drop down list

e the New line option is selected from the Separate Colors By drop down list

9. Click on the Collect button.

Read&Write Gold for Mac collects the highlighted text from the webpage or Word
document and inserts it into a new Microsoft Word document.

10.Save your document

and call it My Studies.

11.Close the web page and Microsoft Word documents.

Learning Check List

Learning Outcome

¥ | Benefit/Suggested use

How to collect text using
Study Skills Highlighters
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21. VOCABULARY

In this section you will learn how to:
e create aVocabulary List

In this exercise you will learn how to add words to a Vocabulary List which you can
use for your studies. A Vocabulary List provides definitions and explanatory
images for your selected words.

1. Open a Microsoft Word document of your choice.

2. Highlight a word on the page and then click on the Q (Highlight green) button.
Repeat this step until you have highlighted several words.
[ ] ]

3. Click on the @88 button on the toolbar.
You will see the Vocabulary window displayed:

Vocabulary Add new word to list text box
Selected Words

? Add
Vocabulary List
magma
—  lava
volcano
earth
planets
Vocabular <<
y list box
N~
Vocabulary List Options
Subject/Title
Subject/Title text box
Iglndude Images
Include images check box (Ot [ Gnc o

Your selected words are listed in the Vocabulary List box.

4. Type ‘world’ in the Add new word to list text box and then click on the Add
button to add the word to the Vocabulary List box.

5. Type ‘My text' in the Subject/Title text box.
6. Make sure the Include images checkbox is selected.

X You will need to be online to view the images in the Vocabulary List.
7. Click on the OK button.

Your Vocabulary List is displayed in Microsoft Word, complete with definitions and
explanatory images:
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Vocabulary List

Subject Volcanoes
Date 16/04/2014
Word Meaning Symbol Notes
lava noun;
rock that in its molten form % 5
(as magma) issues from 2\‘“
volcanos; lava is what magma —/l“ )
is called when it reaches the
surface
volcano noun;

A mountain with a large hole
in the top out of which gas
and lava sometimes burst, or
used to burst in the past

e

8. Type the following text in the Notes column for the word ‘earth”:

‘What we live on'.
9. Save your document and call it ‘My Vocabulary List'.

Learning Check List

Notes column

Learning Outcome

Benefit/Suggested use

How to create a
Vocabulary List
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22. USING THE CALCULATORS

In this section you will learn how to:
e use the Calculator

In this exercise, you will learn how to use the Calculator.

The Calculator is not on the default toolbar. You will need to add the icon using
the View - Customize Toolbar option.

1. Click on the & pbutton.

You will see the Calculator window displayed:

(e e JCwJ(me
TN EN T
7 )l JL
e s JCs JL
[11[2][3][]
o J L=

2. Click on the following buttons: 5+ 9 + 4 =

The system calculates the sum for you.
3. Click on the C (clear all values) button. To clear the sum.

4. Close the Calculator.

Learning Check List

Learning Outcome ¥4 Benefit/Suggested use

How to use the Calculator
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