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	Microsoft Speech Recognition Overview


Introduction

Speech recognition software has been in existence for some time but its performance has not been good enough to prompt widespread adoption. Currently, it is much better and works with several commonly used software programs.
What it can do

· Use MS speech recognition Dictation to enter text into Microsoft Word, PowerPoint, Excel, Wordpad, Notepad*, as well as Internet Explorer and Mozilla Firefox text fields. 

· Use MS speech recognition Voice Commands to trigger menu items in the same programs. (You will have to experiment with this as some commands seem to work but others do not. Sometimes, it takes two tries to get it to respond.)

*If you want to dictate in Notepad, do the following:

· Open a Word document, then go to the Speech toolbar.

· Select Tools and then Options.

· Click the Language Bar button (lower right) and then the Advanced tab.

· Check the box next to Extend support to advanced text services to all programs.
· Click OK to dismiss the two windows.
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	It is possible to dictate email messages using the Lotus web client but not the desktop client.


How to find out if you have speech recognition software on your computer
1. Open Microsoft Word.
2. From the menu, select Tools and then Speech.

3. If it is installed, it will pop open a Speech toolbar that will be located either at the very top of your screen or in the right side of the taskbar.
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	If you are prompted to install it, it is likely that you will be unable to do it. Please contact your ITC for installation.


Getting Started
1. Plug in a microphone or headset to the back of your computer. If you are using a microphone, turn on your speakers.

2. Open Microsoft Word.

3. Select Tools and then Speech from the menu.

4. You should see the Speech toolbar either in the very top of your window or in the task bar at the bottom of your screen. (Some of the options you will see are: Microphone, Dictation, Voice Command, and Tools.)
5. To enter text, click in the text area of your Word document and select Dictation. Click again to pause or disable. Note that you can enter punctuation (by speaking the name of the punctuation mark), parentheses, and new lines (for carriage returns and paragraphs) as well.
6. To execute menu commands, select Voice Command and speak. Click again to pause or disable.
How to train the software to respond well to your voice
If you are not prompted to train the software when you start the speech recognition tools for the first time, then use the following instructions. The first training session takes about ten minutes. There are further sessions if you wish to use them. Be sure that your microphone is on before you begin.
1. Open Microsoft Word.

2. Select Tools and then Speech from the Word menu.

3. You should see the Speech toolbar either in the very top of your monitor window or in the task bar at the bottom of your screen.

4. Click the Tools button and then select Training.

5. In the Voice Training - Default Speech Training Profile window, read the text and click Next.
6. Read the text in the next screen, then click Next to begin the training.
7. Speak the text provided. As the system “hears” the speech, it will highlight the words. When it finishes with a block of text, it will display a new block. This training takes less than 10 minutes. (You will notice that the text explains the training and the speech recognition system itself.)
8. When you have finished the introductory training, the system will update the profile. Then it will offer you further training or you can click Finish to exit the training.
Microphone Settings
If the system is having difficulties, it may be because there is sound distortion. Do the following to set the volume level of the microphone. 
(Be sure your microphone is plugged in and turned on before you start this.)

1. In the Speech toolbar, select Tools and then Options.
2. Click the Advanced Speech button.

3. Click Configure Microphone.

4. Follow the instructions provided. 

Other Settings
Add Words to the Speech tool dictionary.
This is great for acronyms, challenging terminology, or words or expressions from languages other than English.
1. In the Speech toolbar, select Tools.

2. Select Add/Delete Word(s).
3. Type your word in the box.

4. You will be prompted to pronounce the word after which it will be added to the dictionary.

Pronunciation Accuracy
For the voice command tool only, you can decide whether you want the system to execute your command if it is unsure of what that command is.  Set it to high sensitivity if you don’t want it to guess; set it to low sensitivity if you do want it to guess.

Accuracy vs Recognition Response Time

You can choose either the option of having the system take more time to recognize your speech (with more accurate results, hopefully) or take less time (resulting in faster reaction but possibly less accurate transcription).
To modify Pronunciation Accuracy or Accuracy vs Recognition Response Time
1. In the Speech toolbar, select Tools and then Options.

2. Click the Advanced Speech button.

3. Click Settings.

4. Modify the above settings as desired and then click OK to dismiss all three windows.
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