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Quick Start Guide: Read&Write 12

Overview

Read&Write is a software that provides a variety of reading and writing supports that are helpful for
computer users, including people with disabilities. This QuickStart Guide is for Read&Write 12 for
Windows, and is designed to assist computer users as they navigate Read&Write’s basic functions. This
guide has been written for those using Read&Write on a PC computer. More information and detailed
instructions are available from the TextHelp website, which provides a more comprehensive training
guide for PCs (https://www.texthelp.com/Uploads/MediaLibrary/texthelp/US-Training-
Documents/Read-Write-for-Windows-Training-Guide-USA-Jan-2019.pdf).

For Mac users: The latest Read&Write update for Macs (Read&Write 7) is very similar to the PC version.
It has a slightly different design, but the icon pictures look similar and this guide should give you an idea
of how to navigate the program. For more specific information and detailed instruction to use this
program on Mac computers, please find the comprehensive training guide for Macs
(https://www.texthelp.com/Uploads/MediaLibrary/texthelp/US-Training-Documents/Read-Write-7-For-
Mac-USA-Training-Guide-Jan-2019v2.pdf).

To Use

First, open the Read&Write application and log in.

!

2. Tologin, click the H icon in the top right-hand corner of the screen. The following pop-up

1. Double-click on the Read&Write icon.

will appear:
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-m read&write

Sign in with Microsoft

Sign in with Google

N My Workplace email

Why do we need this? v

CSU students with an @rams.colostate email account will sign in using Google (note: if this does not
work, try signing in with Microsoft but leave ‘rams.’out of your email. For an Exchange/Outlook
@colostate account, sign in with Microsoft. Your username will be your CSU email (eid@colostate.edu)
and password will be the same that you use to log into other CSU websites and applications.

Toolbar and Commonly Used Tools

When you open the application, the Read&Write toolbar will appear at the top of your screen. While
this is the default setting, it can also be docked at the side or bottom of your screen by clicking and
dragging the toolbar to the desired side of the computer screen, where it will automatically rearrange
itself.

] Read&write

COMECKIPIINMEXABRDOXELLL S

Check It

The Check It tool is used to identify potential grammar and spelling errors in your writing. When
you would like to check a document for errors, click the Check It icon and a small box will appear on your
screen:

¢ Check It @J

Clicking the red expansion button will open the full Check It window, which goes through errors one by
one. Here you can decide whether to add custom word spellings to your personal dictionary or correct
mistakes as identified by Check It.
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1 Check It - O X
ab

@ issues found >
%

Spelling Error Foolbar > 1, X I
Add word to custom dictionary

Getting Familiar with the Toolbar 1

Suggestions

Fielder

Talebearer

-
Prediction

The Prediction tool will open a small menu that offers keyboard shortcuts to expand words as you
type and predict what you will type next in order to reduce the number of keystrokes you must use as

you type.

-ﬂ Prediction X

aee

F1 Except
F2 Examples
F3 Exactly
F4 Example
F5 Experts
Fé Executive
F7 Exchange
F8 Explain
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Dictionaries

If you need the definition for a word, you can use the Dictionary tool m to view definitions
immediately. Simply highlight the word you have a question about and click the Dictionary icon to view

definitions of that word.

-H)\:ti:‘»mr\. X

highlight m
M Advanced Web Dictionary

~ Noun i

1. One of the best or most exciting
parts of something.
Her song was the highlight of the
night.
synonyms: highlighted, highlighting,
highlights

~ Verb

. Emphasize something so that
more attention is paid to it.
She highlighted the advantages
of the plan.
synonyms: highlighted, highlighting, m |

-

AR

@ Pictures

By default, the dictionary menu shows simple definitions that are limited to only a few options.
Clicking on the “Advanced” button will open additional definitions. Additionally, you can click on
“Web Dictionary” to automatically open a Google search for the highlighted term, or expand the
“Pictures” menu to search for an image of the term you have selected.

-ﬂ Dictionary X

highlight m
® Advanced Web Dictionary

~ Noun *

1. One of the best or most exciting
parts of something.
Her song was the highlight of the
night.
synonyms: highlighted, highlighting,
highlights

@ Pictures

Abcy

o
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»
As - . .
allows you to search for a term you’re unfamiliar with to find an
image of it. You can use it in the same way as the normal dictionary tool, by highlighting a word
and then clicking on the Picture Dictionary icon. You can also open the Picture Dictionary and

The Picture Dictionary

directly type the word in there.

Text-to-Speech
The next set of menu items are the playback buttons, which work with Read&Write’s text-to-
speech feature to read documents displayed on your computer screen.

If you are in a Word document and click the Play button, Read&Write begins reading the
sentence where your cursor is located, highlighting a sentence at a time (or a paragraph at a
time, depending on what your ‘Reading Unit’ is set to). As it reads, each word is also individually
highlighted as shown in the below example:

A volcano tends to occur where 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.

You may use the Rewind/Forward keys to go backward or forward one sentence at a time, Pause
to temporarily stop playback, or Stop to discontinue playback until you click Play again. The text-
to-speech feature can also be used for PDF documents (see below under “Reading PDF
Documents”).

Screenshot Reader
The Screenshot Reader is useful in cases where some text appears in an image, which Read&Write may

r--1
not recognize as readable. To use, click the ScreenShot Reader e . Your cursor will turn into a plus
sign, which you can then click and drag to create a screenshot of the desired text. Read&Write will read
the text aloud after a moment, after which you can re-read by selecting the play button within the

window or exit by clicking the X.

Exit

‘ Overview

Assessments — The ATRC provides evaluations to determine a best match between the

person, the environment, and the available assistive technology options.
Play text again
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Scanner

The Scanner can be used to ensure that any documents you scan and save on your computer are
recognized by Optical Character Recognition (OCR), which ensures that they can be read by Read&Write
or other assistive technology. To use, click the icon and designate the proper scanner and desired file
output (Word or PDF).

Select your device

EPSON DS-530

HP Webcam

v

Make me a

PDF Word Doc

How many pages?

Single Multiple

The Scanner can also be used to make PDF documents accessible as outlined in the below section titled
“Reading PDF Documents.”

Audio Maker
The Audio Maker tool allows users to create an MP3 audio file from selected text, so that it can be
listened to on mobile devices as well as the computer. To use Audio Maker, first highlight the desired

text and then click the Audio Maker icon . The text you highlighted will appear in the Audio Maker
panel that pops up. You can then preview the audio to see what the MP3 will sound like, choose the
folder where you would like the MP3 file to be saved, and create the file. Then simply double-click on
the file to open and listen to it.
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Hear what the MP3 will
sound like P> Preview Audio

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.

Save As

Where

Select file location Hu

File Name

Volcanoes

Finish! Create MP3
—

Screen Masking
Another benefit of Read&Write is that it allows the user to change the tint of their computer screen. To

test this, click the Screen Masking tool E . The screen now has a light blue tint and a small menu
b Screen Masking ¢ (D ]

around on your screen, open the settings menu, or turn off screen masking. Note: to change screen

appears. From here, you can click and drag the screen masking menu

masking settings in Read & Write for Mac, go to settings>screen masking.
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General

Screen Masking

Check It

I ABCD|

Highlights I

Dictionary

Prediction

Tint whole screen Underline typing line

Scanning

Screen Masking I
ABCD —
Screenshot Reader I - - -

Speech

Tint typing line Change page color

Translator

Vocabulary List

Voice Note

Underline cursor
About Read&Write

q}j Screen Masking a (D ]

Within the settings menu, you can personalize the screen mask by changing the color and opacity of the
tint. There are also options to create just one bar across the screen that will follow your typing line,
underline your cursor on the screen, or tint the whole screen and turn on a reading ruler. By changing
the color and opacity settings, this can be used as a digital reading ruler as seen in the example below.

Introduction

People with visual impairments (that is, those who are blind or
who have low vision, as defined by World Health Organization,

impairments (Crossland, Silva, & Macedo, 2014; Griffith-Shirley
et al,, 2017; Kane, Jayant, Wobbrock, & Ladner, 2009; Rodrigues,
Montague, Nicolau, & Guerreiro, 2015; Watanabe, Yamaguchi, &
Minatani, 2015), we do not precisely know how such mainstream

1992) use a myriad of assistive devices (such as hand-held magni-
fiers and screen-reading software) to mitigate the limitations posed
by their visual impairments. Historically, traditional assistive
devices refer to those specialized high and low tech tools designed

devices are being used, the degree to which they are replacing
traditional visual aids for different tasks, or the factors which
influence these decisions. This context would provide valuable

reading software, magnification programs and daisy book readers e o S
(Presley & D’Andrea, 2008). Despite their established utility, wide- ;es::;if;:l:ileinﬂ]mtemauona] study which explores these questions

Experiment with these settings to find the best solution for your own computer use.
Talk&Type

The Talk&Type tool is a dictation tool that allows users to navigate the computer using their voice
rather than by typing. When you first click on this tool, a Speech Recognition Voice Training Wizard is
displayed:

Chelsea Hansen
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{ Set up Speech Recognition

Welcome to Speech Recognition

Speech Recognition allows you to control your computer by voice.

Using only your voice, you can start programs, open menus, click buttons and other objects on the
screen, dictate text into documents, and write and send e-mails. Just about everything you do with your
keyboard and mouse can be done with only your voice.

First, you will set up this computer to recognize your voice.

Note: You will be able to control your computer by voice once you have completed this setup wizard.

This is a first-time set-up that guides you through setting up your microphone and training Talk&Type to
recognize your voice. You will be able to select the type of microphone you are using, whether you
prefer manual or voice activation to begin using Talk&Type, and whether you’d like speech recognition
to start up every time your computer turns on.

When Talk&Type is finished setting up, it will open a small drop-down box that will show when the
microphone is listening for commands. This is how Talk&Type will look every time you open it after
completing the set-up wizard.

o .

From here, you can either click on the microphone on the left-hand side to activate or deactivate Speech
Recognition or (if you set it up to be voice activated) you can say “Start Listening” and “Stop Listening.”
When Speech Recognition is on, you can use it to write, open and close applications, and a wide variety

of other commands. You can learn more about these by visiting Windows Speech Recognition
Commands (https://support.microsoft.com/en-us/help/12427/windows-speech-recognition-

commands).

Translator

2
The Translator tool assists users in translating text. First, you will want to click on the Settings
menu and navigate to Translator to select the languages you are working with.
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] Read&:Write Settings

Translation
General
Check It Translate from English -
Dictionary

Translate to Spanish -

Highlights
Prediction
Scanning
Screen Masking

Screenshot Reader

Speech
Translator
Vocabulary List

Voice Note

About Read&Write

Then simply highlight a section of text and click on the Translator icon.
window that shows the translation to the desired language.

@ Read&Write Translator x +

C (0 @& ptranslator.texthelp.com/rw11/US/Default.aspx

' texthelp Read&Write Translator

It will open a new browser

Un volcan tiende a ocurrir donde las placas tecténicas se encuentran. La tierra esta formada por unas 8 grandes placas

tecténicas.

powered by Google translate

Reading PDF Documents

A
In addition to Word documents, Read&Write can read PDFs. First, click on the PDF Reader Eﬁ
and open the desired PDF file. Then click on some of the text to test whether the text-to-speech

function is operating fully.
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If the text has not been OCR’ed, Read&Write may only read a line at a time rather than
recognizing full sentences, forcing you to manually click through the document one line at a
time as seen below, or Read&Write may not be able to read the text at all.

Introduction impairments (Crossland, Silva, & Macedo, 2014; Griffith-Shirley
et al,, 2017; Kane, Jayant, Wobbrock, & Ladner, 2009; Rodrigues,
Montague, Nicolau, & Guerreiro, 2015; Watanabe, Yamaguchi, &
Minatani, 2015), we do not precisely know how such mainstream
devices are being used, the degree to which they are replacing
traditional visual aids for different tasks, or the factors which
influence these decisions. This context would provide valuable
information to designers, trainers and rehabilitation professionals
in order to better meet the increasingly heterogeneous needs
within the visually impaired population. Here we present the
results from an international study which explores these questions
in greater depth.

People with visual impairments (that is, those who are [Jiiti§or
who have low vision, as defined by World Health Organization,
1992) use a myriad of assistive devices (such as hand-held magni-
fiers and screen-reading software) to mitigate the limitations posed
by their visual impairments. Historically, traditional assistive
devices refer to those specialized high and low tech tools designed
for individuals with disabilities to increase their access to both the
environment and written information, such as specialized screen-
reading software, magnification programs and daisy book readers
(Presley & D’Andrea, 2008). Despite their established utility, wide-
spread adoption of such traditional assistive devices is often
impeded by factors such as cost and deeply rooted negative per-

ceptions associated with vision loss (Mulloy, Gevarter, Hopkins, Review of the literature

In order to make sure the full document will be read correctly, use the Scanner to scan your
document before reading it.

1) Click the Scan icon.

2) Within the Scan menu, click the file folder to upload a PDF file.

-]
\ Select your file

Drag and drop
or

Make me a

PDF Word Doc

cancel m

3) Decide whether you want your document to end up in PDF or Word format and click
“Scan.” Save the file to the location of your choosing. When the scan is complete, your
document will open and is ready for playback.

Note: As a general rule, Read&Write tends to work better with Word documents

than PDFs.
Assistive Technology Resource Center Chelsea Hansen
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Highlighting
The final set of tools on the toolbar are the highlighters e e Q p . Use these to highlight

R
portions of text while you are studying. Erase highlights by clicking the highlight eraser icon.

-
When you are done highlighting, you can click the color wheel icon , which collects everything you
have highlighted up to this point and exports it into a new Word document, organizing the highlights by
color. It also inserts a bibliography at the bottom of the page. This can be a useful study tool, allowing
the user to collect notes and study points by topic.

Voice Note
When you are working on a document in Word, you can use the Voice Note tool to insert audio

4
comments. To try, click the Voice Note icon E and a panel will appear:

-ﬁ Voice Note X

You can then click on the microphone button to begin the audio recording and speak into your
microphone. When you’ve finished, click Stop. You can replay the Voice Note by clicking on Play or click
on Insert to add it to your document as a comment. It will appear in your Word sidebar:

in the audio recording and speak into your

an replay the Voice Note by clicking on Play or click Hansen, Chelsea

Some Common Settings

Changing Your Settings

Navigate to the advanced settings menu by clicking the Settings icon E and then on the words
“Show more settings.” This will open a menu with several options to adjust settings for each of the tools
that Read&Write provides.
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General

Check It

Dictionary
Highlights
Prediction
Scanning

Screen Masking
Screenshot Reader
Speech

Translator

Vocabulary List

Voice Note

About Read&Write

Customizing the Toolbar

To change the look of your Read&Write toolbar, click on General within the advanced settings menu.
Here you can choose how large or small the icons in your toolbar appear, change the color of the
toolbar, choose whether Read&Write should launch every time you log into your computer, and change
the reference style for your bibliography.

4 Read&Write Settings - 0 X

-m read&write

General
General
Check It Button size Medium -
Dictionary

Button style Clear -
Highlights
Prediction Show text on toolbar

Scanning

Screen Masking Toolbar color

»
Screenshot Reader . . .
»

Speech Launch on Windows
Translator startup
Vocabulary List
Reference Style APA -
Voice Note
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You can also choose which icons appear in your toolbar. If there are tools you know you are less likely to

use, you can remove them by scrolling to “Features” and de-selecting the icons you don’t want in your
toolbar. These can be added back at any time.

ﬂ Read&Write Settings

General
Check It
Dictionary
Highlights
Prediction

Scanning

Screen Masking

Features

Changing Text-To-Speech Settings
To change the voice settings for text-to-speech, click on Speech within the advanced menu.

¥
H > 0 e

h

|
i

|

-a

®

Within this menu, you can change several settings for the playback voice, including accent,

speed, voice pitch, length of pauses between words, and more.

-ﬂ Read&Write Settings

General

Check It
Dictionary
Highlights
Prediction
Scanning
Screen Masking

Screenshot Reader

Translator

Vocabulary List

Voice Note

Voice

Voice

Voice speed

Use arrow keys to
change speed

Word pause

Voice pitch

Pronunciation

-m read&write

Australian Karen - Vocalizer -

0 50 100
\ 4
(1000 D00ABO0050 DDA0O00D DAROCADDD DOBO0ADO DABAC00D 0
None 1 second
[
"o
Low Normal High
@
\ 6o o o
> Test Voice

(] X

Some people find that choosing a voice with a different accent than they normally hear makes

the text-to-speech sound less robotic and more pleasant to listen to. Test out different voices
and settings to make playback sound most comfortable for you.
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Advanced Features

Read the Web

Read&Write can read websites in addition to Word and PDF documents; however, depending on your
browser, it may take some additional set-up. Firefox and Google Chrome each require that you install a
plug-in/extension before Read&Write will be compatible with them, so follow the prompts on your
browser to install the extension. Read&Write also works with Internet Explorer and does not require an
additional plug-in for this browser.

To read websites, begin by selecting the menu button E and switching on the “Read the Web”
Function.

Speak as | type »
Screen reading »
Continuous reading o
Read the web I
Pop-up Dictionary »

Show more settings...

Then, when you open a website, simply hover your mouse over an area of text until you see it
highlighted, and you will hear the text read aloud. Anything under your mouse will be read as you
navigate through websites.

Highlighter Settings
You can change highlighter and export settings within the Highlights menu. Choose how many highlight
colors you want Read&Write to collect and how you want them organized when you export them using

the color wheel tool. s
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-ﬂ Read&Write Settings

General

Check It
Dictionary
Highlights
Prediction
Scanning
Screen Masking
Screenshot Reader
Speech
Translator
Vocabulary List

Voice Note

About Read&Write

Screenshot Reader

[}

-m read&write

Highlights Collection

Colors to collect D Yellow O
[:] Blue 9
D Green O
. Pink ®
Order highlights by Color v
Separate colors by Paragraph v
Separate highlights by Line v
Collect from multiple documents (@)

Alter how you would like to capture screenshots within the Screenshot Reader menu. Here you can

choose to select the screenshot area by drawing a rectangle, drawing freely, or hovering over the

desired screenshot area.

-ﬂ Read&Write Settings

General
Check It
Dictionary
Highlights

Prediction

Scanning

Screen Masking

Screenshot Reader

O X
4p

-m readwrite

Screenshot Reader

Capture by Drawing Rectangle

Drawing Freehand
Screenshot to
Hover

Add to active Microsoft .
Word document
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More Speech Settings

In addition to changing the way the reading voice sounds, you can customize the way Read&Write
pronounces certain words, how much of the screen is read, and how you would like the highlighted
sections to look while text-to-speech is activated.

-ﬂ Read&Write Settings - [m] X

CET— R

Speak as | type »
General

Speak on each letter
Check It P ®
Dictionary Speak on each word [ ]
Highlights Speak on each sentence [ )
Prediction
Scanning Screen reading »
Screen Maskin
g Items to read @ Buttons
Screenshot Reader
Speech @ Lists
Translator
Menus
Vocabulary List ®
Voice Note @ Toxt
@ Other
-ﬂ Read&Write Settings - O X
Voice pitch - U.u e
’ Test Voice

General ..

Pronunciation
Check It
DAz el e Original Word Pronunciation
Highlights
Prediction > EquatlO > e-qway-shi-o
Scanning
Screen Masking » Texthelp » Text help
Screenshot Reader

P wiQ P> wyqg
Add Edit Delete
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Read&Write Contact Information

Read&Write is a TextHelp product. To learn more, visit the Read&Write website at
http://www.texthelp.com/en-us/products/read-write/.

Texthelp Inc.
500 Unicorn Park Drive
Woburn, MA 01801

Phone #: 888-248-0652
Fax #: 866-248-0652
Email: u.s.info@texthelp.com
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