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1. Prepare to Use Speech Recognition

A. When you      , you speak to the computer and say the words you want to appear in a document.

B. When you create a user profile, which is a(n)      , it is important to      , or speak clearly.

2. Use Voice Command Mode

List three voice commands:


A.      
B.      
C.      
3. Navigate and Edit Text

You can improve your computer’s accuracy by speaking words       and      . 
4. Add Punctuation and Make Corrections


A. Before saying a punctuation command, you should       briefly.

B. List four different punctuation marks you can insert into a document and the command for doing so.


Punctuation

Command


     


     

     


     

     


     

     


     
5. Use the Scratch That and Tab Commands
A. To erase the last word or combination of words spoken, use the       command.

B. The Backspace command will      , whereas the Clear command will      .

6. Dictate Numbers

A. When saying a decimal, say       for the decimal point.


B. Use the       command to create a fraction.

C. Use the       command for subtraction, the       command for multiplication, and the       command for division.

7. Dictate Special Symbols and Emoticons

A. Emoticons are character combinations that express      .

B. List the dictation commands for three special symbols:
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