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Intfroduction

Dragon NaturallySpeaking and Dragon Medical let you talk
to your computer instead of typing. As you talk, your words
are transcribed onto your screen and into your documents or e-
mail messages.

Talking to a computer while it types what you say is called
dictating. You can dictate, rather than type, into any program
that accepts text.

You can use Dragon to:

m Compose letters, memos, and send e-mail messages—Cut and
paste inside your documents as well as revise and format text.
Just think about what you want to say, and then say it into the
microphone.

m Enter data into forms or spreadsheets. (Available in
Professional and higher editions)—Most people can dictate
numbers faster than they can type. Using Dragon
Professional or higher editions, you can create custom voice
commands to let you move from field to field on your form by
voice.

B Work on the Web—Search the Web, access information, and
navigate Web pages by speaking URLSs and links.

B Start programs and open menus.

B Use handheld recorders to dictate while you are away from
your computer. Dragon can then transcribe what you said.
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About this guide

This guide covers all editions of Dragon, including Dragon
NaturallySpeaking and Dragon Medical. Most information
presented applies to all the editions, and differences between the
editions are noted.

Conventions used in this guide

1 This guide contains many examples of words and phrases
you can say when using Dragon. These examples appear in
italics with quotation marks, for example: “Format That

Bold.”

2 Some procedures also include sample text for you to dictate.
Sample text appears in a different typeface, with punctuation
in square brackets.

3 This guide applies to the five English dialects that ship with
Dragon:

m US English

m UK English

B Australian English

B Indian English

B Southeast Asian English

US English uses US spelling, punctuation, and time and
currency formats. We recommend US English for Canadian
users since this dialect formats numbers (including times,
telephone numbers, and currency) in North American
formats.

All other dialects use UK spelling, punctuation, and time and
currency formats (some number settings depend on your
Windows Regional Settings). Where multiple dialects are
used in dictation examples, those dialects appear in a different
font style. For example:

You can also correct a longer phrase by saying “Correct
[text] Through [text]” (US/Canada) or “Correct [text] To
[text]” (Other Dialects).
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4 This guide uses US spelling and punctuation for consistency.

5 This guide also includes tips and notes to help you use the
software more effectively. Tips and notes appear like this:

If you pause correctly, but Dragon still types a command as
dictation, you can force it to recognize what you say as a command by
holding down the ctrL key.

With Numbers Mode on, Dragon fries to interpret everything you say
as a number. If you dictate words, the results will be unpredictable.
However, you can still navigate menus and switch between programs
by voice when Numbers Mode is on.

What should | expect from Dragon?

One reason to use Dragon is to boost your productivity. Another
is to reduce the strain using a computer puts on hands, eyes,
shoulders, etc. Maybe you like the idea of being able to lean
back in your chair, put your feet up on the desk, and still get
work done.

Dragon works by using sophisticated acoustic and statistical
models; it can quickly adapt to you in various ways, becoming
familiar with the sound of your voice as well as the particular
words you use in your dictations. For best results, you should
develop simple habits such as positioning your microphone
consistently, dictating punctuation, speaking clearly and evenly,
pausing briefly before and after voice commands, and taking
advantage of the easy tools Dragon offers to optimize accuracy:
for instance, adding to Dragon's vocabulary your own jargon,
acronyms, phrases or words for which you want a special
pronunciation or spelling. Dragon lets you import lists of
vocabulary entries all at once; you can even point Dragon to
texts that are similar to what you plan to dictate and it will
quickly "study" them.

Personalizing Dragon's vocabulary is easy, and very important
for productivity, since it preempts recognition errors. (If a word
you dictate is not in Dragon's vocabulary, the software cannot
transcribe it.) Properly correcting Dragon's errors will also help
it learn. The more you use Dragon, the more opportunities the

3
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software will have to adapt to you, both in terms of acoustics
and in terms of language.

Do | still need my keyboard and mouse?

Although you can use Dragon to do almost everything on your
computer by voice, some things are still easier to do using the
mouse or keyboard.

If using a mouse and keyboard is an option for you, try
experimenting with using your voice and using your hands for
different tasks, to see what works best.

What if | can’t use a keyboard and mouse?

If using a mouse and keyboard is not an option, Chapter 4,
Working on Your Desktop on page 45.
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In;fallation and User Profile
Creation

Plugging

his chapter presents how to install and set up Dragon, and
then how to train Dragon to understand your voice.

The installation process checks to make sure your system meets
the minimum system requirements needed for Dragon. These
system requirements are listed in the information that came with
your copy of Dragon.

If your system does not meet these requirements, Dragon will
not be installed.

Multiple users on one computer

Dragon is licensed on a “per individual” basis. You are
permitted to install the software on more than one computer
(such as on a desktop and a laptop computer, or on a work and a
home computer), but you cannot use the software concurrently
on more than one computer. You are permitted to create
multiple voice profiles, so long as each voice profile is for you. If
someone else wants to create a voice profile, that person must
purchase a separate Dragon license.

Volume license agreements are available.

in the microphone

To use Dragon, you will need to plug in your microphone.

If you are not sure how to plug in your microphone, consult the
documentation that came with your microphone.

If you already have speakers for your computer, you can also
use these to playback recorded speech instead of your headphones.

S5
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What you should know before installing

Before installing, modifying, or upgrading Dragon, you should
know about issues with Vista and coexistence with other
Dragon products.

Installing Dragon to a custom location
The default installation directory for Dragon is:
C:\Program Files\Nuance\NaturallySpeaking10

During the installation procedure, you can choose to install
Dragon to a different directory or drive on your machine.

Choosing a different directory during installation only installs
the Dragon program files to that location.

Regardless of where you install the Dragon program files,
Dragon always installs the languages and vocabularies that you
selected during the installation to the C: drive, as well as
creating the location where your users files will be created.
These files can consume a large amount of disk space on your
C: drive. For more information on the Dragon installation
directories, see Version 10 File Structure on page 27.

You can customize your installation to reduce the amount of
disk space used on your C: drive by not installing unwanted
languages and vocabularies. For more information, see
Installing software — Custom Installation on page 10.

Installing on Windows Vista

Dragon Version 10 is compatible with all editions of Windows
Vista. Versions 8.x, 9.0, and 9.1 of Dragon do not install or run
on Windows Vista. (Versions 9.5 and higher do work on

Windows Vista.)

If you upgrade a machine from a previous version of Windows
to Windows Vista and that machine has Version 8.x, 9.0, or 9.1
of Dragon installed, that version of Dragon will not work after
upgrading to Windows Vista. All your user profiles from these
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previous versions remain intact and can be upgraded when you
install Dragon Version 9.5 or higher.

Coexistence with other Dragon products
Coexistence with previous versions of Dragon

You can have only one version of Dragon installed on your
system.

Running Version 8.x or 9.x concurrently with Version 10 is not
supported.

Coexistence with the Dragon SDK Client Edition

You can install Dragon SDK Client Edition 10 on the same
machine where Dragon 10 is installed. In addition, Dragon 10
and Dragon SDK Client Edition 10 can share users and
vocabularies.

You can only run one product at a time. For example, if you are
running Dragon, you cannot run any of the SDK Client tools or
samples.

DI Coexistence of Version 10 with Dragon SDK Client Edition

Version 8.x or 9.x is not supported.

Before installing the software

Before installing, modifying, or upgrading Dragon:
1 Close all open applications.

2 Turn off or disable antivirus software; the installation process
can sometimes trigger a false virus report.

You must have Administrator rights to install or uninstall Dragon
on Windows 2000, Windows XP, or Windows Vista. Administrator
rights are not required to create a user or use the software after
installation.

On Windows 2000, Windows XP Professional, and Windows Vista
systems, if as an administrator you want to create a Dragon user for a
Windows limited user (user with restricted privileges), you must log on
using that Windows limited user account before creating the Dragon
user.

7
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If you create a Dragon user account for a limited user while logged in
as a Windows administrator, the limited user will not be able to access
that user account. These restrictions also apply to an upgrade
installation.

3 Choose the type of installation to carry out.

Choose Installation Type

Choose whether to install the entire product or only
particular features of the product, as explained in the next
section.

You can also carry out an MSl installation. Refer to the
online Dragon System Administrator Guide PDF or Help file
for details.

Choosing type of installation

When you install Dragon, you can either do a complete (typical)
installation or a custom installation. Nuance recommends you
do a complete installation unless you are experienced with the
product. The table below tells more about each installation type.

TYPE DESCRIPTION

Typical/  Installs all options and speech files. Requires
Complete  the maximum disk space.

Custom Lets you select which options and vocabularies to
install. Can greatly reduce the disk space required.
During a custom installation, in the Professional and
Medical editions, you can modify settings that are then
applied to all user profiles created with this installa-
tion, including Windows limited account users.

If you decide not to install some Dragon components by
selecting Custom installation, you can install them later by running the
Setup program again and choosing Modify.

If you are installing the product for multiple users, you should
choose a Custom installation rather than a Typical/Complete
installation. To carry out a custom installation, proceed to
Installing software — Custom Installation on page 10.
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Otherwise, proceed with Installing software — Typical
Installation on page 9.

Installing software — Typical Installation

To install all features of Dragon:

Insert the Dragon DVD into your DVD drive.

If the installation does not start automatically, use Windows
Explorer to find and double-click sefup.exe on the DVD.

NI Windows Vista: When you start the installation on Windows

Vista, you may see the message saying A program needs your
you may - message saying A prog y

permission to continue. Click Continue fo start the installation.

After the Windows Installer begins, it installs two software
packages if they are not already installed:

® Visual C++ Version 8.0

B PowerMic Microphone Drivers (Medical edition only)
After the Wizard begins, click /Next to proceed to the License

Agreement page. Read the text and select I accept the terms...,
then click Vext.

Enter your User Name and Organization, and the Serial
Number supplied to your installation.

(Optional) When the Serup Type page appears, click the
Change button and choose where to install the product.

(%) Typical/ Complete|

ﬂ All program feabures willl be instalied. (Requires the most disk space. )

If no earlier versions of Dragon are installed on your system,
the default directory is:

C:\Program Files\INuance\NaturallySpeakingI10

For a list of directories created by installation, see Version 10
File Structure on page 27.
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6 While you are still on the Setup Type page, select Typical.
7 On the Ready to Install the Program page, you can choose:

W Enable QuickStart mode for the current user—If you enable
QuickStart, the product launches at system startup time
and adds the Dragon QuickStart icon to the Windows task
bar.

B Upgrade existing speech files to work with the installation—
If you select this option, either immediately after you install
(or after you reboot when you are prompted to reboot),
Dragon starts the user upgrade process (Upgrading
Existing Users from Versions 8.x and 9.x on page 26).

8 Click Install to start the installation.

9 When prompted, click Finish to complete the installation. (If
you are prompted to restart your computer, restart it now.)

10Select Start > All Programs > Dragon NaturallySpeaking 10 >
Dragon NaturallySpeaking 10. The DragonBar appears on
your desktop.

11 (optional) If you have users from Version 8.x or 9.x that you
would like to upgrade before proceeding, refer to Upgrading
Existing Users from Versions 8.x and 9.x on page 26.

12If you have no previously existing users, the New User
Wizard starts immediately after you run the product. Proceed
to Creating a new user profile on page 17 to set up a user,
then continue as instructed, to train the user.

You are now ready to create a user, as explained under Creating
a new user profile on page 17.

Installing software — Custom Installation

To install portions of Dragon or to install it for multiple
users:

1 Insert the Dragon DVD into your DVD drive.

If the installation does not start automatically, use Windows
Explorer to find and double-click sefup.exe on the DVD.
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Windows Vista: When you start the installation on Windows
Vista, if you see a message saying A program needs your
permission to continue, click Continue fo start the installation.

After the Windows Installer begins, it installs two software
packages if they are not already installed:

B Visual C++ Version 8.0
B PowerMic Microphone Drivers (Medical edition only)

After the Wizard begins click Next to proceed to the License
Agreement page. Read the text and select I accept the terms...,
then click Next.

Enter your User Name and Organization, and the Serial
Number supplied to your installation.

(Optional) When the Setup Type page appears, click the
Change button and choose where to install the product.

If no earlier versions of Dragon are installed on your system,
the default directory is:

C:\Program Files\INuance\NaturallySpeakingI10

For a list of directories created by installation, see Version 10
File Structure on page 27.

While you are still on the Setup Type page, select Custom for
the type of installation.

(2] custom

Choose which program features you want installad and where thay will
ﬁ ba installed, Recommended for advanced users.

If you decide not to install some Dragon components by
selecting Custom installation, you can install them later by running the
Setup program again and choosing Modify.

7 Click Next and you see a tree where you can select any

particular feature of the product and click the down arrow to
its left to choose where/when to install it:

m Install now, on local hard drive
m Install now, with all subfeatures on local hard drive
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B Install when it is needed on a just-in-time basis

These options are particularly useful for installing multiple
languages and/or multiple vocabularies.

For example, see the selections for the Southeast Asian
English vocabulary shown in the illustration below.

Chk; on an cen in e list below to change bow a feature is mtalied.
- T e Featura Description
&= Program Flies 7
= - 23] Tuteial Fiies The English speech files
2= Erellsh Twrial necessary for dictation wing
= - 29| Textto-Speech Fiks ;*1:‘" b Fpting
= g2=|English i
=2+ | s English
E'IUS lishy
= =] Speech Files = Thits fapbre rocuiris SHE on
= =2-|Eraleh your hard drive,
=1 southeast Asian English |

| Tres feature wil be mstabed on bocal haed drive,
= | 8 This feanra, and Al aubfestres, wil be nstaled onboca hard drive,

Irestall oz C\Doourm 420 This feature wil be mstaled when requred.

oo J[ opsn [ <ok || wew> || Gomt |

If you are using Dragon Medical, you can choose to install,
for example, the Surgery vocabulary under US English,
shown in the next illustration.

Click: on & ion in' S Lt bk o chindi Biv a faatrs i patalied,

| = @2-|Oragon NanrallySpeskng 00 A FEabiaDes(riikK)
S -|rrogram Files Tha speech flles necessary for
& 2= TutorialFlles dictation i any styda of English,

1§ you salect this featurs, you

= 2| Teat-to-Spesch Files will aleo nead to salect at least

= =2=] English ore accent of Englich.
£3=| 15 English
= Q—lspeech Files
= ==|English T feature requires 10ME on
= -] us English your hard drive.
(=] Surgpey

= ﬁﬁf@amﬂbemlﬂed.mbcdhadm.
| =8 Th feature, and al subleatures, wil be instaled on local hard dive,

Install to: C:\Documents al (2 This feature wil be instaled when required.

[ o [ e [ <wk J x> ][ cowm
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Installing other languages, dialects, and
specialized vocabularies

To install user files for the other languages or dialects supplied
with your edition, choose Custom on the Setup Type page. The
user files for each language or dialect contain both spellings
and pronunciations specific to that region. For example, users
who wish to dictate US English spellings—including users with
accents—should install the US (American) English user files.

8 Click Next again and, if you do not have the Professional or
Medical edition, skip to the next step. Otherwise, choose any
check boxes under Additional options to have additional dialog
boxes pop up at the end of the installation, where you can
make changes that affect all users dictating on this computer.

OPTION DESCRIPTION
Modify the application's settings for all users

Displays the Options dialog box at the end of the instal-
lation; here you set several options for all users at once
(see online Help for details). Useful for an installation in
a shared areq; for example, in an examining room
where multiple healthcare providers can dictate.

Modify the administrative settings

Displays the Administrative Settings dialog box at the
end of the installation, where you set up the Roaming
User feature, where to backup your files, and who can
modify commands/vocabularies.

Formatting options

Displays Formatting dialog box at end of installation,
where you apply uniform formatting to all documents
dictated at this installation; for examp|e, formats for
dates, times, and phone numbers. You also set whether
to expand contractions, apply abbreviations, and insert
commas automatically. See online Help for more details.

9 Click Next.

13
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14

100n the Ready to Install the Program page, you can choose:
B Enable QuickStart mode for the current user

In QuickStart mode, the product launches on system
startup with the Dragon QuickStart icon in the Windows
task bar. For more on the QuickStart option, see Version 10
File Structure on page 27.

B Upgrade existing speech files to work with the installation

If you select this option, immediately after you reboot,
Dragon starts the user upgrade process.

1 1Click Install to start the installation.

1 2When the installation completes, proceed with any of the
following sections that apply to your custom installation:

m Modifying application settings for all users on page 15
m Modifying administrative settings on page 15
B Setting formatting options on page 16

13If you chose to upgrade speech files earlier, when the
message about upgrading your user speech files pops up, click
OK. (The message might tell you that the installation will not
be complete until after your system is restarted.)

14Check Yes, check for program updates to download any
updates after the setup completes and click Finish to complete
the installation.

151f you were told you need to reboot in order to complete the
installation, reboot your computer now.

16Select Start > All Programs > Dragon NaturallySpeaking 10 >
Dragon NaturallySpeaking 10.

171f you have users from Version 8.x or 9.x that you would like
to upgrade before proceeding, refer to Upgrading Existing
Users from Versions 8.x and 9.x on page 26. Otherwise, if
you have no previously existing users, the New User Wizard
starts immediately and you can create a user as explained
under Creating a new user profile on page 17.
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Modifying application settings for all users

If you checked off Modify the application’s settings for all users
during a custom installation, the Options dialog box opens
immediately after the installation completes.

If you did a typical installation, open the Options dialog box
by running Dragon and selecting Tools > Options.

In the Options dialog box, you see several tabs you can use to set
up various aspects of dictating with the product:

m Correction m Hot keys m Data
m Commands m Text-to-speech
u View B Miscellaneous

For more information on each tab, see the online Help. If you
have the Medical Edition, you also see tabs for PowerMic I,
PowerMic II, and the Dictation Box.

Modifying administrative settings

If you checked Modify the administrative settings during a
custom installation, the Administrative Settings dialog box opens
immediately after the installation ends.

DA /f you did a typical installation, open the Administrative
Settings dialog box by running Dragon without opening a user and
selecting Tools > Administrative Settings.

In the Administrative Settings dialog box, you see these tabs:

B Roaming—To set up roaming users.

m Miscellaneous—To create backup/distribution directories and
control who can modify custom commands.

B Scheduled Tasks—To schedule voice recognition optimization
and data collection for improved accuracy, and let users
modify the schedule.

For details, refer to the Help by clicking the Help button.

15
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Setting formatting options

If you checked Formatting options on the Custom Setup page
during a custom installation, the Formatting dialog box opens
after the installation completes.

If you did not do a custom installation, to set up formatting: Run
Dragon, open a user, and select Tools > Formatting.

The Formatting dialog box for all versions of Dragon
NaturallySpeaking appears as shown below.

K Formatting
[¥] suatormatically format best

[¥] Web and e-mail addresses [¥] Units of measure ChOOSG fhe Opﬁoﬂs fo
[¥] Street addresses 71150 cumrency codes Opp/y fo your dinOfeC/
[] Abbreviate titles [¥] US Phone numbers documenfs.
[V] Dates [¥] Prices
[] Common abbreviations [] UK and Canadian postcodes
[] Expand contractions [¥] Other numbers

[¥] Prefer 5 milion over 5,000,000 [T US Social Security Numbers

[] Hurbers, if greater than or equal to “

[ Automatically add commas and periods
7] Insert two spaces after period
Alow pauses in formatted phrases

[ Caps Lock key overides capitalization commands
Restore defaults |

[ Ok J l Cancel ] [ Help I

In Dragon Medical, the Formatting dialog box offers a wider
variety of options (shown in the next illustration), including

16
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more possible formats for capitalization, numbers, units of
measure, and abbreviations.

Farrmatting

Abbreviations | Mizcellansous |

by

General | Capitalization | Mumbers, Units, and Dates

|| Format dates

D ate format: lDates As Spoken -

[¥] Format times

[Tl Format common Enaglish abbreviations

| Expand common Enaglish contractions

[¥] Abbreviate common Enaglish units of measure
|

| Format street addresses

[Tl Format UE. and Canadian postcodes
[¥] Abbreviate titles
[Tl Format 150 currency codes

[¥] Format prices

[¥] Format phone numbers

[¥F] Farmat other numbers

|+ | Format web and e-mail addrezzes
[&] Prefer 5 million ower 5,000,000

[] Farmat U5 Social Security Mumbers
[&] Allowe pauzes in formatted phrazes
[] Inzert bwo zpaces after period

[¥F] Murbers, if greater than or equal to | 2 -

[] Awstomatically add commas and periods

apz Lock key overrides capitalization commands

Creating a new user profile

Before you can begin using Dragon, you must create a user for
each person or healthcare provider who is dictating.

Your user files store acoustic information about your voice that
Dragon uses to recognize what you say. These files also store
any changes you make to the standard vocabulary—any
specialized words, names, acronyms, and abbreviations you

add.

17
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When you launch the software for the first time, the New User
Wizard starts and leads you through creating a new user:

Mew User Wizard @
Create User
Your name: |
Language: |US English v]
Accent: |Gen eral vI
Dictation source: | Microphone plugged into Mic-In jack {(most common) - |
Vocabulary: |General VJ [ Advanced. .. ]
Initial training: ) None @ Short (7) Special {see Help)
To continue, click Mext.
< Back Mexd > [ Cancel ] | Help ]

If you upgraded a single user from an earlier version, Dragon
loads that user. If you upgraded multiple users, it displays all upgraded
users in the Open User dialog box.

To create a user:
1 Type a name for Your Name.

2 Select your language for Language. Dragon Version 10 lets
you create and train users in multiple languages. If you have
purchased an edition with support for more than one
language, you can add languages by later choosing Custom
during the installation and having the Dragon DVD available
to install the language files for creating the user.

3 Select your accent (US English only - optional)
Your choices are:

B General - use this if your accent is not covered by the other
choices or your are not sure which accent to select. See the
note below for more information.

B Australian accented English
B British accented English
B Indian accented English
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®m Inland Northern US (Great Lakes area) - This accent
model covers Upstate New York through the Chicago
area.

B SEAsian accented English - South East Asian

B Southern US - This accent model covers most of the
Southern United States, including Texas.

B Spanish Accented English.

Determining your own accent can be difficult. For example, say
you grew up in one part of the United States but have lived long
enough in another part to lessen your original regional accent. If
you have any doubt about picking an accent, select General.

If you do not select a specific accent (in other words, you select
the default General accent), you may want to perform Acoustic
Optimization after using the product for several hours. Acoustic
Optimization updates your user files with accumulated acoustic
data from any corrections and additional training you may have
done. Running Acoustic Optimization will increase your overall
accuracy. In the process of increasing your accuracy, Acoustic
Optimization may select a different accent for you.

If you select a specific accent, Acoustic Optimization will still
increase your overall accuracy, but will not change your accent.
Once you have selected a specific accent for the user, you
cannot change it later.

4 Select your microphone or other audio input device from the
Dictation source drop-down list.

5 Vocabulary—Select the appropriate vocabulary from the drop-
down list. Dragon uses the vocabulary to recognize words
correctly based not only on their sound, but also on their
context.

6 When you create a user, Dragon chooses the vocabulary and
speech model that best fit your computer’s speed/memory.
Usually, you should follow this recommendation. For a Gen-
eral vocabulary, you see an Advanced button that you can
click to change the speech model type and vocabulary size:
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B Speech model—Used to adapt to your voice during training.
Dragon recommends the model that best fits your com-
puter’s speed and memory.

m Vocabulary size—Choose:

B Medium—Requires at least S12 MB of RAM.

B Large—Requires at least 1 GB of RAM.

m Empty Dictation—(Professional and Medical editions
only) Vocabulary with a language model but without any
words, designed for experienced users or resellers who
want to create highly specialized vocabularies.

Initial Training: Training is a process where you read text
aloud so that Dragon can more readily recognize your
speech. Completing initial training before you start dictating
enhances initial recognition accuracy. Choose the type of
training to carry out:

B None—Choose to skip initial training.

m Short—Choose to read aloud from provided text. Provides
greater initial accuracy than None.

B Special—Choose if you have difficulty speaking, a strong
accent, a speech impediment, or stuttering.

If you skip initial training, it is important to read the text
exactly as presented when the New User Wizard leads you
through the volume and quality checks for your microphone.
You can do additional training later by running Perform
Additional Training from the Accuracy Center.

Click Next to continue. Then proceed with Setting up/
positioning your microphone on page 20.

Setting up/positioning your microphone

20

2

Click Next to have the New User Wizard lead you through
setting up your microphone.

When the New User Wizard first shows/explains how to,
position your microphone.

Positioning the microphone correctly is important. If the
microphone is out of place, Dragon might not be able to hear
you clearly and make more mistakes.
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Consistent positioning is also important. Make sure that you
position the microphone the same way each time you dictate.

Here are some tips on using particular types of microphones:

Using a headset microphone

B Position the microphone about a half-inch (approximately
the width of your thumb) from your mouth and a little off
to the side. The microphone should not touch your mouth,
but it can be almost touching your lips.

B If you need to move the microphone out of the way, lift the
“boom” up and over your head, rather than bending it out
of position or removing the headset.

Using a handheld microphone
m Hold the microphone one to three inches from your mouth
and a little off to the side.

m If the volume display on the DragonBarm turns red, try
holding the microphone slightly farther from your mouth.

Using an array microphone
m Position the array 18 to 30 inches from/pointed at your
mouth.

B Avoid blocking the path between your mouth and the
array, for example by holding a book or paper in front of
your face.

B Avoid having any source of noise or signal other than your
voice directly facing the array within at least 15 feet.

3 Click Next to continue with Checking microphone volume/
sound quality on page 21.

Checking microphone volume/sound quality

1 When the Adjust Your Microphone: Volume Check page of the
wizard appears, click the Start Volume Check button and then
read aloud the text displayed in the box.

2 When the program beeps to indicate it has finished checking
the volume, click Next.
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3 When the Adjust Your Microphone: Quality Check screen
appears, click Start Quality Check and then read aloud the
text displayed in the box.

4 The program beeps when it has finished evaluating the sound
quality of your system. If Dragon displays PASSED, click the
Next button to continue.

LI Windows Vista or XP: If you get a Sound level is too
low error while creating a Dragon user, to boost the microphone’s
volume:

1. Select Start > Control Panel > Sound.

2. On the Recording tab, double<lick the Microphone icon to open
the Microphone Properties dialog.

3. Based on your sound card and microphone, you set the boost from
the Level or Custom tab. If you see a slider to set the boost, move the
slider all the way to the right for the maximum boost. If you see a Boost
checkbox, select the checkbox.

5 Proceed with Training a new user profile on page 22.

Training a new user profile

22

If you selected Short training when you created the user, you are
prompted to start General Training after you check the volume
and quality of your microphone.

Performing training when creating a user enhances your initial
recognition accuracy. In initial training you read aloud for
several minutes from one of the available texts.

For information on training a mobile user, see the online help.
To train a new user:

1 When the yellow arrow showing you where to start reading
appears, begin reading the text. To take breaks while you're
training the program, click Pause.

Welcome to general training
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To advance through the first two screens, you must say the
sentences without pausing. For the rest of the screens, it's okay to pause
in the middle of a sentence.

When the words change color, it means the computer has
heard and recognized them.

2 If you re-read the same words and the computer still doesn’t
get it, just click Skip. Otherwise, click NVext to continue.

3 Choose a text to read aloud and click OK.

You only need to read for about five minutes to train Dragon
to recognize your voice.

You can take breaks during this training by clicking Pause.
Don’t worry if you make mistakes or laugh. You should try to
read exactly what you see on the screen, but it’s okay if you
read something incorrectly. The computer either ignores the
mistake or positions the yellow arrow at the beginning of the
text for you to reread it.

The progress bar shows how much text is left to dictate.
During training, dictating punctuation is not necessary.

4 When you’ve read enough, the New User Wizard displays a
congratulations message. Click OK and Dragon starts
adapting to your voice.

5 Proceed to Adapting to your writing style on page 23.

Adapting to your writing style

After it adapts to your voice, the New User Wizard prompts you
to adapt Dragon to your writing style.

Dragon can analyze your writing style to increase your overall
recognition accuracy. This tool scans documents in your My
Documents directory—Microsoft Word, Corel WordPerfect, text
files, html files, and rich text files (.r#f).

Adapting to your writing style can add S to 30 minutes to user
training. Close all other programs when you run this step.
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I3 Though we recommend that you run this part of the New User
Wizard, if you plan to skip this step, select Skip this step rather than
Cancel.

1 Click Start to continue. While scanning your files, the New
User Wizard displays its status.

2 When Dragon has finished adapting to your writing style,
click Next.

3 Proceed to Scheduling Accuracy Tuning on page 24.

Scheduling Accuracy Tuning

24

After it adapts to your writing style, the New User Wizard
presents the Accuracy Tuning page, where you have the option
of setting up a schedule to automatically run:

B Accuracy Tuning: Accuracy Tuning runs the Acoustic and
Language Model Optimizers to add commonly used word
sequences dictated by the user and acoustic data from any
corrections and additional training done by the user.
Scheduling Accuracy Tuning will help Dragon learn from you
and make your dictation more accurate.

m Data Collection: When you set Data Collection to run, it will
collect up to S00 MB of acoustic data and text from your
dictation sessions. Once the data is collected, you have the
option of sending it to Nuance to help improve the accuracy of
future versions of Dragon. No personal information is ever
sent to Nuance and participation in data collection is
completely voluntary.

1 To the right, click the Configure button to set when, how
often, and what time of day to run each optimization. Instead
of Daily, Weekly, and Monthly, you can run the optimization A¢
System Startup, At Logon, or when the system is idle.

2 When you first try to schedule a task, a dialog box will appear
asking for your Windows user name and password. If you do
not have a password for your computer, you must create one
to be able to access the Select Frequency dialog box.
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3 Under Data Collection you set whether or not to collect data
and schedule when it should be collected. If you choose to
turn it on, this process collects SO0 MB of acoustic data from
your dictation sessions. You have the option of sending that
data to Nuance to help improve the accuracy of future
versions of Dragon. No personal information is ever sent to
Nuance and participation in data collection is completely
voluntary. Click Configure to schedule acoustic data
collection to occur and be sent Daily, Weekly, or Monthly, and
to indicate the date and time it should start.

4 On the Done page of the wizard, you can choose to run the
tutorial, see new features, or begin dictating with the user you
just created.

Auto Configuration Based on System Profile

After you create a user, Dragon automatically analyzes your
hardware and changes the default settings of your users to
optimize performance. The changes could include:

m Disabling Natural Language Commands in some applications.

B Adjusting the Speed vs. Accuracy slider in the Miscellaneous tab
of the Options dialog box to favor speed.

Depending on your hardware, you might receive a message
indicating Dragon has taken these actions. If Dragon modifies
these settings, you can change them after you have finished
creating the user, as explained in these online Help topics:

B Enabling Natural Language Commands

B Adjusting Speed vs. Accuracy
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Upgrading Existing Users from Versions 8.x and 9.x

26

If you chose to upgrade existing users during the installation, the
User Upgrade Wizard appears the first time you run Version 10.

EEIEA /f you do not want fo upgrade users right now, you can exit from
the wizard and do it later.

Otherwise, you can start the User Upgrade Wizard from the
Windows Start menu at any time.

To upgrade existing

Sefect Users to Upagrasde

users: _
Spacify which e files pou would 150 10 upgrade.
Click Add to add user fikes o the list.
1 To start the User Bl
Upgrade Wizard, OdLocation Ueor

<P aioLIS WENEInn> Clenadia Derican

select Start > All
Programs > Dragon
NaturallySpeaking
10.0 > Dragon
NaturallySpeaking Munser of sers 1o %
Tools > Upgrade
Users. The User
Upgrade Wizard | [
appears.

2 On the Select Users to Upgrade page, modify the list of users to
include users that you want to upgrade. The wizard starts by
including all users in the current folder as candidates to
upgrade. You add users to the list by clicking the Add button
and browsing for additional users in other locations. You
remove users from the list by selecting them and clicking the
Remove button. After the list contains only the users you
want to upgrade, click NVext.

3 Click Next and choose the location for the upgraded user
files. As the User Upgrade Wizard modifies your user files to
work with the newest version, it can move place the
upgraded user in another location while keeping the old files
untouched, in case you need them again.

4 Click the Browse button in the Choose Destination page of the
wizard to select the location for the upgraded user files. If you
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do not set a location, the files are placed in the default
location (see Version 10 File Structure on page 27).

5 (Optional) If you want to make changes to the user locations,
base vocabularies, and/or acoustic models, click the
Advanced button and the Advanced Options dialog box opens.

In this dialog box, you can make finer adjustments to how
the wizard upgrades particular users. You see a list of the
users being upgraded. For each user you see the user name,
old location, vocabulary, and one or more acoustic models.

When you click on the location line of a user in the list, the
New Location text box below the list becomes available. You
can click Browse and select a new location.

When you click on the vocabulary line of a user in the list, the
New Base Vocabulary text box below the list becomes
available. You can choose a new base vocabulary from the
drop-down list.

When you click on the acoustic model line of a user in the list,
the New Acoustic Model text box below the list becomes
available. You can choose a new combination language,
language model, and accent from the drop-down list.

6 Click Next to proceed to the Upgrade Users page where you
click Begin to begin the upgrade process. Expect to wait
approximately 5 minutes for each user being upgraded.

7 When the upgrade process is complete, click Finish.

8 If the User Upgrade Wizard ran in response to you starting
the product, the Open User window displays a list of users and
you can select a user to dictate.

Version 10 File Structure

File locations shown apply to installations in the default location.

Windows 2000/ XP Pro/XP Home/Windows Server
2003 directory structure

Dragon Program directory
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You can specify this location during the installation.

C:\Program Files\Nuance\NaturallySpeaking10
\Ereg
\Help
\Program
\Tutorial (optional)

Data and user directories
You can not change this location - Dragon will always install
these directories to your \Document and Settings directory.

C:\Documents and Settings\All Users\Application
Data\Nuance\NaturallySpeaking 10\

\Custom

\Data

\Data\Training

\Users

C:\Documents and Settings\<username>\Application
Data\Nuance\NaturallySpeaking 10\
\Results

Windows Vista directory structure

28

Dragon Program directory
You can specify this location during the installation.

C:\Program Files\Nuance\NaturallySpeaking10
\Ereg
\Help
\Program
\Tutorial (optional)

Data and user directories
You can not change this location - Dragon will always install
these directories to your \Document and Settings directory.

C:\ProgramData\Nuance\NaturallySpeaking10\
\Custom

\Data
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\Data\Training
\Users

C:\Users\<username>\AppData\Roaming\Nuance\
NaturallySpeaking10\R esults

Cleaning up after uninstalling

The following files remain on your machine after you uninstall:

\Windows\Speech\
Viext.dll Xlisten.dll speech.hlp
Vdict.dll Xuvoice.dll veauto.tlb
WrapSAPLdIl spchtel.dll vemd.exe
XTel.DIl speech,cnt vemshl.dll
Xcommand.dll speech.dll vtxtauto.tlb

Dragon installs these files for Microsoft SAPI4 support. If you
do not have other speech applications that require SAPI4, you
can safely remove these files. If you do have applications that
require SAPI4 support, you might need to re-install those
applications if you remove these files.

Accessing log files, samples, and tools

You can open log files and samples from the desktop:

m NaturallySpeaking log file (dragon.log)—Select Start >
Programs > Dragon NaturallySpeaking 10.0 > Show Dragon Log.

B NaturallySpeaking setup files (dgnsetup.log)—Select Start >
Programs > Dragon NaturallySpeaking 10.0 > Show Setup Log.

B Structured command samples—Select Start > Programs >
Dragon NaturallySpeaking 10.0 > Sample Commands.
(Professional and Medical editions only)

m Tools—Select Start > All Programs > Dragon
NaturallySpeaking 10.0 > Dragon Tools. (Professional and

Medical editions only)
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CHAPTER

3

Starting to Dictate

ow that you’ve installed the software and completed
training, you’re ready to dictate your first sentence.

Starting Dragon

If Dragon NaturallySpeaking or Dragon Medical is not already
running, you can start it by:

m Double-clicking the Dragon icon on the @
desktop. td

B Selecting Programs > Dragon NaturallySpeaking 10.0 >
Dragon NaturallySpeaking 10.0 from the Start menu.

m If the QuickStart option is enabled, right-clicking the
QuickStart taskbar tray icon and selecting Start
Dragon. For more on using the QuickStart option, see
Using QuickStart on page 42.

You can start Dragon over a Remote Desktop connection
(Windows XP Professional and Windows XP Home), but interactive
dictation is not supported. Using a Remote Desktop connection, you can
access the DragonBar and transcribe dictation but you cannot use a
microphone attached to the remote machine to dictate.
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Turning on the microphone

Before you can dictate, you need to turn on the microphone.
You turn on the microphone by:

m Click the microphone icon
on the DragonBar. You

@ DragonBar

can click this icon again to b= - @ Dragon Tools V
turn it off. _ * " Microphone is off
B Pressing the plus (+) key \Microphone icon

on the numeric keypad to
turn the microphone on, and then press it again to turn the

microphone off.
m Clicking the microphone icon in the Windows task bar.
The button and the volume meter on the DragonBar change to

show if the microphone is off or on.

Shows that the microphone is

E off

Shows that the microphone is

el =

Once the microphone is off, you cannot turn it on again by
voice.

Sleeping and waking up

To make Dragon stop listening temporarily:

1 Say “Go to Sleep” or “Stop Listening.” Then Dragon
ignores everything except the “Wake Up” or “Listen To Me

commands.

9

2 To reactivate the microphone, say “Wake Up” or “Listen To
Me.”

You can also press the numeric plus (+) key to turn on/off the
microphone.
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Starting to dictate

To begin dictating, start a word processor (such as Microsoft®
Word or Corel® WordPerfect®) and begin a new document.
Make sure your text insertion point is at the start of the new
document.

DragonPad

You can use the DragonPad, a simple word processor
included with Dragon. To open the DragonPad, from the
Tools menu on the DragonBar, click DragonPad.

Remember to click in the window you want to talk to before you
speak.

Start talking. As you talk, text displays in the Results Box while
Dragon figures out what you said. The Results Box is a small
yvellow window that appears on-screen as you dictate. For
example:

talking to & computer

The words in the Results Box may change as the program
considers different interpretations of what it heard.

The Results Box displays a line that changes from yellow to
green as you speak, indicating the volume of your dictation.

When Dragon recognizes what you said as a command, the
Results Box displays a bold blue border.

You can also anchor the Results Box permanently in one place.
From the Tools menu of the DragonBar, click Options, then click
the View tab and enable the Anchor option.

Don’t worry about mistakes at this point; Dragon improves as
you use it.

Using Natural Punctuation

Dragon can automatically add periods and commas at the
appropriate places in your dictation without you having to
explicitly speak that punctuation. The Natural Punctuation
feature can be useful in helping you get used to dictation by
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focusing on what you are saying rather than how your speech is
punctuated.

Natural Punctuation inserts only periods and commas. You
have to dictate other punctuation marks. Even with Natural
Punctuation turned on, you can still dictate periods and
commas. As you become more adept at dictation and want more
control over where punctuation appears, you may want to
explicitly dictate all your punctuation.

You can turn Natural Punctuation on and off by voice by saying
"autopunctuation on" and "autopunctuation off" or by selecting Tools >
Options from the menu of the DragonBar and clicking
Avutomatically add commas and periods on the Formatting
tab.

For more information on Natural Punctuation see Using
Natural Punctuation on page 102.

Dictating punctuation

You can dictate punctuation at any time while you are using
Dragon, even when Natural Punctuation is enabled.

Use the following list as a guide to dictating the most common
punctuation marks. (For a complete list of punctuation, see the
online help.)

TO ENTER SAY (US/Canada) SAY (Other Dialects)
, comma comma
period full stop
! exclamation point or exclamation mark
exclamation mark
2 question mark question mark
- hyphen hyphen
colon colon

34




User Guide

Starting new lines and paragraph

While you are dictating, you can use the following commands to
duplicate the action of pressing the ENTER key once (to add a
new line) or twice (to add a new paragraph).

Add a new line “New Line”
Add a new “New
paragraph Paragraph”

Saying "New Paragraph" presses the ENTER key twice and capitalizes
the next word you dictate.

Tips for dictating text
B To erase the last thing you said, say “Scratch That.”

B You can repeat “Scratch That” to undo a sequence of
phrases.

B To undo the effects of a command, say “Undo That.” If
“Undo That” fails to undo an action, try repeating the
command until you completely undo the operation.

m To stop a recognition in progress (and turn the microphone
off), click the small red button inside the Results Box.

B You can change the very last phrase you spoke by saying
“Bold That,” “Cap That,” “Correct That,” and so on; you
do not have to select the text first.

B To remove a trailing space after a word, you can say “Delete
Previous Character.”

B You can create a spoken form for words you prefer not to say
aloud. For example, you can create a command that types
“Snookums” whenever you say “Mary's nickname.”

m To clear (deselect) your last selection, say “Unselect That.”

For information on correcting any mistakes, see Chapter 5,
Correcting and Editing on page 61.
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Using the Dictation Box

Normally you can dictate and use Dragon voice commands in
any text window of any application. However, you may
occasionally find an application or a specific window in an
application where some voice commands won’t work or won’t
work consistently.

In these situations, you can use a special window, called the
Dictation Box. You use the Dictation Box to dictate and edit text
in these non-standard windows without the difficulties you
might otherwise experience.

To start the Dictation Box:
1 Place you cursor where you want to put the text.
2 Start the Dictation Box by either:

B Saying “Show Dictation Box”
m Select Tools > Dictation Box from the DragonBar
m Use CTRL + SHIFT + D

3 When the Dictation Box displays, you can dictate and edit text
inside the Dictation Box using all Dragon commands.

4 Once you are done dictating and editing the text, say or click
“Transfer.” The text you dictated in the Dictation Box is
transferred to the application.

For more information on using the Dictation Box with a non-
standard window, see the online help.

Printing and saving your dictated text

36

Printing

From the File menu of your word processor, use the mouse to
choose Print. Or say “Click File,” pause, and say “Print.” You
can also simply say, “Print Document” or “Print File” if the
Natural Language Commands are enabled. See the online help
for more information.
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Saving

From the File menu, choose Save. You can also say “Click
File” and then say “Save.” Remember, you have to pause
between the “Click File” and the “Save” commands to have
Dragon recognize them as two separate commands. If the
Natural Language Commands have been enabled, you can say
“Save Document.”

Getting Help

To access the online Help for Dragon, click the Help menu on
the DragonBar and choose Help Topics. Alternately, you can
say “Give Me Help.” You can print individual Help topics with
the Print button in the Help window. To open the online Help
links, just say their names. The links will be displayed next to
the application window and will give you examples of the most
common commands that work in the application you are
currently using.

The online help includes the following information not found in
this user guide:

B Creating and Managing Users

B Dictation Guidelines

m Dictating using a Portable Recorder

B Dictating with a Roaming User

B Correcting Recognition Errors

m Revising Text

B Improving Recognition Accuracy

® Working on Your Desktop

m Working in Programs

B Creating Commands with MyCommands
® Dragon Tools
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“What Can | Say?”

Saying “What Can I Say?” will bring up the Sample Commands
window. The Sample Commands window displays a small
selection of useful commands that Dragon recognizes for the
current context, whether it is a particular program you are using
or the Windows desktop.

To open the Sample Command window:

1 Choose Sample Commands from the Help menu on the
DragonBar or say “What can I say.”

2 The Sample Commands window opens, displaying a selection
of commands next to the window you are working in.

The contents of the Sample Commands

“| depending on which application is active.

For example, when you switch between
conmat |
Microsoft Outlook and the DragonPad, the

Print-friendly Version contents of the Sample Commands window
Email Commands ChGﬂQGS Gccording/y.

Check for new mail

& \iew by sender i e ile Cor

& Forward mad .

+ Beoy o

& Delete mail Lt _

& Create new message

s Subject field Erint-friendly Version

* Go to body field e Save this document ®

& Attach a file e Savefleas ™

& Check speling & Print document *

» Send mai * Prnt page one to three *

® View sent itemns folder ® Quit DragonPad *

& Send and receive * Display toolbar *
Address Book and s Start playback
Contacts Commands o Fnd ward*®

* Show the address book * These commands are

» Display contacts folder gvaﬁblﬁ. only liflgﬂe option

» Delete contact Cﬁn:'ta:d‘:ﬁas b:?,::.age
Calendar Commands selected.

* Switch to the calendar =

w

3 To see additional commands that are available, click
Command Browser at the top of the Sample Commands
window. For more information, see the online help.
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A list of Global commands (available everywhere) appears if
there are no sample commands available for a specific program.

Commands marked with an asterisk (*] are available only if the
Enable Natural Language Commands check box is selected on
the Commands tab of the Options dialog box.

Tutorial
To start the Tutorial, choose Tutorial from the Help menu on the
DragonBar. The Tutorial includes a number of lessons covering
the basics of Dragon.

Troubleshooting

If you are having problems using Dragon, or if you are getting
unexpected results, please refer to the Resolving Problems and
Tips sections of the online help.

The DragonBar

The DragonBar~ gives you access to Dragon functions and
features.

ﬁ. DragonBar |
[ @ Dragon Tools Words Sound Help ¥

Microphone is off \

/ \ 4
Extras
S

faf
Microphone v

Microphone button and volume display

Volume display When the microphone is on, the
Volume Display shows the sound
level:

BD

MNormmal mode

B Yellow means silence or that you are speaking too softly.
B Green means that you are speaking at a proper level

39



Starting to Dictate

B Red means that you are speaking too loudly.

The Select-and-Say indicator

The DragonBar includes a Select and Say indicator that turns
green when you are in an application or window where all of
Dragon’s functionality is supported.

Selectand-Say indicator

displays in green to show you
can dictate.

i
/ 1 ]3]

?\t @ Dragon Tools Words Sound Help ¥

Normal mode

Normally you can dictate and use Dragon voice commands in
any text window of any application. However, you may
occasionally find an application or a specific window in an
application where some voice commands won’t work or won’t
work consistently.

When you are in a non-standard window, the Select-and-Say
indicator goes out, indicating that you may have some difficulty
selecting and editing dictated text.

Also, when you start dictating into a non-standard window, the
DragonBar will display Dictating into a non-standard window.

If you have difficulty in dictating or correcting in one of these
non-standard windows, use the Dictation box.

See the online help for more information on using the Dictation
Box.

Extras toolbar

If present in your edition, you can click the Extras button |¥ on
the far right of the DragonBar to open the Extras toolbar. The
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Extras toolbar displays buttons for hand-held recorder
transcription and playing back your dictation.

Stop
Sfag L Playback Skip
Flay OC \ Forward
%, Correction... B B K OB F Transcribe...
Correction F SkiP Transcribe
Button ast Back Butt
Playback vtion
Correction

Clicking the Correction button opens the Correction menu to
teach the computer what you said. See Chapter Chapter 5,
Correcting and Editing on page 61.

Transcribe

Use this button to transcribe your speech from a handheld
recorder. See the online help for more information.

Start Playback, Fast Playback, and Stop Playback

When you select text and click the Start Playback button, you
hear a recording of your dictation. A yellow arrow displays on
your screen during playback, following what you said. Click the
Fast Playback button to play the recording at a faster speed.
Click the Start Playback button to return to a normal speed.
Click the Stop Playback button to stop the recorded speech
playback.

Skip Back and Skip Forward

Use these buttons to skip backward or forward one utterance.
To Dragon, an utterance is a group of words said together
without pausing. The Exfras menu items can be displayed in the
main DragonBar. See the online help for more information.
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Changing the DragonBar position

To change the position of the DragonBar, click the Dragon icon
at the far left of the DragonBar. A menu displays that lets you
move the DragonBar as follows:

SELECT...

Docked to Top mode
(default)

Docked to Bottom mode
Floating mode

Cling mode

Tray lcon Only mode

TO..

lock the DragonBar to the top of the
screen

lock the DragonBar to the bottom of the
screen

freely position the DragonBar

make the DragonBar appear just above
the window into which you are
dictating.

hide the DragonBar completely and
only display the Microphone icon in the
Windows task bar.

DI You can also hide the DragonBar by saying “Switch to Tray
lcon Only Mode.” To make a hidden DragonBar reappear, right-click
on the small microphone in the lower right corner of the screen. From
the menu that appears, click Restore Previous DragonBar Mode.

Controlling Dragon with voice commands

You can operate Dragon with voice commands. For example, to
show the Extras toolbar, say “Show Extras Bar.” For a list of
other voice commands that control Dragon, see Controlling the
DragonBar in the online help.

Using QuickStart

The Dragon QuickStart taskbar tray icon gives you quick access
to Dragon and recent users. Right-clicking the QuickStart icon
displays the QuickStart menu.

B This option is installed at the end of Dragon setup process.
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When in QuickStart mode, Dragon launches automatically at
system startup time and adds the Dragon icon to the Windows
taskbar.

To enable QuickStart:
Two ways to enable QuickStart mode are:

B During installation. An installation screen includes the option
to enable QuickStart.

B By clicking the Dragon icon in the upper left corner of the
DragonBar and selecting Tray Icon Only Mode. See Using
QuickStart on page 44 for more information.

To shut off/permanently disable QuickStart:

1 In the DragonBar menu, select Tools > Options and click the
Miscellaneous tab of the Options dialog box.

2 De-select Launch in QuickStart mode on Windows startup.

Redisplaying the DragonBar

To display the DragonBar while the product is running in
QuickStart mode, right-click on the microphone icon in the
QuickStart taskbar tray and select Restore Previous DragonBar

Mode.

Temporarily Disabling QuickStart

To temporarily disable QuickStart, right-click the QuickStart
taskbar tray icon and select Exit. This action exists Dragon and
removes the QuickStart tray icon from the Windows taskbar.
When you re-start Windows, the QuickStart taskbar tray icon
re-displays.
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Using QuickStart

You access QuickStart by
right-clicking the Dragon
QuickStart taskbar tray icon.
This action displays the
QuickStart menus, which Vijords
parallel the menus in the

DragonBar.

SELECT...

Turn Microphone On/
Off

File >

Tools >
Words >
Sound >
Help >
Exit

&g Turn Microphone On
Restore Previous DragonBar Mode
File
Tools

|  Sound
i Help
|

- v w v w

TO...
Turn on or off the microphone.

Take any of the actions you would other-
wise take from the Dragon menu on the
DragonBar:

Open User, Manage Users, Close User,
Open Recent User, Manage Vocabularies,
Open Recent Vocabulary, Save User Files

Open any option from the Tools menu.
Open any option from the Words menu.
Open any option from the Sound menu.
Open any option from the Help menu.

Shut down Dragon if it is currently run-
ning. You can then re-start the QuickStart
feature by restarting Windows, as long as
you have set the option to launch in Quick-
Start mode on the Miscellaneous tab.

If the QuickStart icon becomes unavailable for any reason, you
can always start Dragon from the Windows Start menu.
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Wc;rking on Your Desktop

his chapter describes how to control almost everything on
your computer with Dragon NaturallySpeaking or Dragon
Medical voice commands.

Programs, documents, and folders

Using voice commands, you can start programs and open
documents and folders that appear in your Start menu or
desktop.

You can’t start Dragon by voice. However, you can have
Dragon automatically start in Sleep mode whenever you start
Windows by selecting Microphone on (asleep) option in the
Miscellaneous tab of the Options dialog box. See the online help
for more information.

Starting a program

To start a program from the Start menu, say “Start” and then
the name of the program exactly as it appears on the menu or
submenu of the Start menu. You can also say the name
displayed below the icon on your desktop.

For example, to start Microsoft® Internet Explorer®, say “Start
Internet Explorer.”

Opening documents and folders from the Start menu

To open a document or folder from the Start menu, say “Start”
and then the name of the document or folder exactly as it
appears on the menu.

For example, to open a document named sales.doc, you could say
“Start Sales dot doc.” To open a document named journal.wpd,
you could say “Start journal dot w p d.”
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To open a document or folder from your Windows® desktop, just
say “Start” and then the name below the icon. For example, to
open a folder named Projects, say “Start Projects.”

,J'\
Projects

Say “Start Projects”
to open the folder.

Switching between open windows

46

You can switch between the windows you have open by saying
“Switch to” and then say the name of the program or document
window exactly as it appears in the title bar.

For example, if Microsoft® Word® is running, you can switch to
it by saying “Switch to Microsoft word.”

You can also switch between open windows by saying “Switch
to Previous Window” (same as pressing ALT+TAB) and
“Switch to Next Window” (same as pressing

ALT+SHIFT+TAB).

SAY THIS TO

Switch to Next Switch to the next application.
Window

Switch to Previous  Switch to the previous application.
Window

Switch to Microsoft  Make Microsoff® Word the active

Word application.

Switch to (name of  Switch to the open application you say.

application) Say the name of the application as it
appears in the title bar of the application
window.




User Guide

Opening and closing menus

You can activate any menu by saying the menu name.

To open a menu:

1 Open a program window (for example, Microsoft® Word) and

make it active.

Say the name of the menu you want to open (for example, say
“File”). If the command does not work, try saying “Click” and
then the name of the menu you want to open (for example, say

“Click File”).

Z§ pocument1 - Microsoft Word

Sfi'}/ File OZ LFile | Edit  Wiew Insert Formak  Tools  Table  ‘Window Help
Click File e I .
i 1] e Flo oo 83
[L_?:gpen... Ctrl+0 Pt (12 ey e
Say "oave. Close S ——
o save Chrl+5
Save As...

2 In this example, the File menu should open. If the command

doesn’t work (for example, if the word “click” is typed into
your document), you may have paused in the middle of the
command.

Say the name of a menu item to activate it (for example, say
“Save”).

To close a menu, say “Cancel.”
KA To open the Start menu, say “Click Start” or “Click Start Menu.”

D& /f commands are often typed into your document instead of
recognized as commands, you can make Dragon recognize commands
only when they are preceded by saying “Click.” To do this, select the
Require “Click” to select menus and controls check box on the
Commands tab of the Options dialog box. For more information,
see the online help.
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Selecting buttons, tabs, and options

48

When Dragon is running, you can select any button, check box,
text box, or other dialog box option you see by saying its name.
If that doesn’t work, say “Click” and then its name.

For example, to select a check box labeled Toolbar, say
“Toolbar” or “Click Toolbar.” To clear the check box (deselect
it), say its name again.

Say “Toolbar” or
“Click Toolbar” to
select check box:

Settings

Say "Wiap to -
window” or | | Options| Text | Rich Tewt|
Click \;\/rap v — \Tno]burs
to window”
3 \\'O Mo wrap Toolber
O TR, ["1Eomat Bar
DBU'EI
“Wrap to rular
CJ 2} [ Stetes Bar
[ ok || cence || Hep |

You can select tabs by saying the name of the tab, alone or
preceded by “Click.” In the dialog box pictured, you could say
“Options” or “Click Options” to select the Options tab. You can
also move between tabs by saying “Go to Next Tab” and “Go to
Previous Tab.”

In some programs, you may not be able to select dialog box
items by saying their names. If this happens, the following method of
selecting items may work: say “Tab Key” repeatedly to move to the item
you want, then say “Press Space Bar” to select it.

See also Moving the mouse pointer and clicking the mouse on
page 56.



User Guide

Selecting icons on the desktop

You can use voice commands to select icons on the Windows®
desktop.

To select an icon on the desktop:

1 Switch to the Windows® desktop. To do this by voice,
minimize all open applications and place the mouse pointer
over the desktop icon. Say “Mouse Click” to make the
desktop active.

2 Say the name of the icon (for example, “My Computer”).
Dragon types the icon name and Windows® selects it.

3 To select another icon, say “Move” and then the direction
(up, down, left, right) and number of icons (up to 20).

For example:

Say “Move Right 1,” “Move Down 2,” or “Move Up 3.”

My Computer

Say "My Computer”
to select the My

Computer icon ‘

My Documents

Say “Move Down 2"
fo select Recycle Bin

After you select an icon, you can say “Press Enter” to start or
open the program and “Press Shift F10” to display its right-
click menu (as if you had right-clicked the icon with the mouse).

You can also use voice commands for these actions. See
Marking and dragging objects on page S8.
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Resizing and closing windows

To resize and close windows, say “Click” and then one of the
following window commands:

SAY THIS TO

Click Minimize or Minimize the active window.
Click Control Menu

(pause) Minimize

Click Maximize or Maximize the active window.
Click Control Menu

(pause) Maximize

Click Restore or Restore window to previous size.
Click Control Menu
(pause) Restore

Click Close or Close the active program.

Press ALT F4

Press CTRL F4 Close the active document, not the
whole program (works in many
programs).

Click Start Menu or Open the Windows® Start Menu.

Click Start or

Press CTRL ESC

“Click” is required for the Control menu commands.

If you have trouble getting Dragon to recognize any of the window
commands, you can first open the Control menu by saying “Click
Control Menu,” then say the command.

Scrolling in windows and list boxes

You can scroll vertically in a window (for example, an online
Help window) or list box by saying “Move Down” and “Move
Up” and then a number of scroll bar arrow clicks (up to 20).
For example, say “Move Down 4” or “Move Up 10.”
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You can scroll horizontally by saying “Move Left” and “Move
Right” and then a number of scroll bar arrow clicks (up to 20).
For example, say “Move Left 10” or “Move Right 5.”

lists and making selections

You can activate any list box by saying the list box name.
To open a list box:
1 Say the name of the list box you want to open.

2 Say “Show Choices,” “Drop List,” or “Open List.” The list
box opens to show all the choices available in the list.

To make a selection from an open list:
1 Say the full name of the selection.

2 Say “Move Down” or “Move Up” and the number of places
your selection is from the current selection.

Pressing keyboard keys

You can activate Windows® menus and controls by pressing
keys. With Dragon you can “press” any key on your keyboard
by voice. You can press letters, numbers, modifier keys (SHIFT,
CTRL, and ALT), and so on.

You can say “Press,” “Press Key,” or “Type”—all three voice
commands work the same way.

“Scratch That” will not erase keystrokes dictated with the Press
Key commands. You must select the text by voice or mouse and delete it
or say “Press Delete.”

Pressing letters

You can press any letter on your keyboard by saying “Press”
and then the letter. When you’re pressing letters, you must say
“Press” before each one. For example, to enter “txt,” say
“Press t,” “Press x,” “Press t,” pausing between letters.

You can also spell words using Spell mode. See Switching
recognition modes on page 117 for more information.
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52

For similar-sounding letters (such as B, D, and V), you can use
the International Communications Alphabet to spell the letter
keys, for example, “Press alpha” or “Press bravo” or say
“Press d as in David” or “Press d for David,” and so on) as if
you were spelling to another person over the phone.

SAY THEN
Press a
b

any letter a—z or any international

alphabet word alpha through zulu
a as in Albert/Alice/alpha

b as in Bill/Buffalo/bravo

c as in Cathy/Carl/Charlie

d as in David/daughter/delta

e as in Edgar/enter/echo

f as in Frank/fancy/foxtrot

g as in George/gopher/golf

h as in Henry/he|met/hote|

i as in Iris/Ireland/India

i as in John/justice/Juliet

k as in Karen/kitchen/kilo

| as in Larry/lemon/lima

m as in Mickey/magic/Mike

n as in Nancy/nobody/November
o as in Otto/over/Oscar

p as in Paul/people/papa

q as in Quentin/question/Quebec
r as in Robert/Rachel/Romeo

s as in Sam/Singapore/sierra

t as in Terry/Tyler/tango
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SAY THEN
u as in Ursula/unit/uniform
v as in Valerie/visit/Victor
w as in Wendy/wake/whiskey
x as in Xavier/Xerxes/xray
y as in Yolanda/Yvonne/yankee

z as in Zachary/zookeeper/zulu

(you can also say “for” instead of “as in”)

(I3 You can say “Press c” or “Press Charlie” but you cannot say
“Press Cathy” or “Press Carl.”

Capitalizing a letter

You can capitalize a letter by saying “Press Cap,” then the
letter.

For example, to enter “28K” say “rwenty eight” and then
“Press Cap K (or “Press Cap K for Karen”).

Pressing numbers

You can press numbers (0 to 9) by saying “Press” and then the
number. For example, say “Press §.”

Pressing key combinations

When you’re pressing keys, you can press any combination of
the modifier keys (SHIFT, CTRL, and ALT) at the same time as
another key, such as a letter. For example, you can say:

B “Press Control Z” (undoes last action)
m “Press Alt F” (opens File menu)

B “Press Shift Tab” (moves backward through dialog box
options)

Dragon ignores the command “Press Control Alt Delete” (the
keyboard shortcut for restarting a computer).
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Pressing function and numeric keypad keys

To press a function key (F1 to F12), say “Press Function” and
then the name of the key. For example, say “Press Function 1”
to bring up the online Help.

To press the keys on the numeric keypad, say “Press Keypad”
and then the name of the key. For example, you can say “Press
Keypad Minus” to press the keyboard shortcut that opens the
Correction menu. See the complete list below:

SAY THEN
Press Keypad 1

Keypad 9 (you can say any number from
0to9)

All Dialects: Keypad Point (.)
US/Canada: Keypad Period (.)
Other Dialects: Keypad Full Stop |(.)

Keypad Slash (/)
Keypad Asterisk (*)

Keypad Minus (-) (opens the Correction
menu)

Keypad Plus (+) (turns the microphone on or
off)

Keypad Star (*) (opens the Dragon menu on
the DragonBar)

Keypad Enter

Num Lock must be on for the “Press Keypad” commands to
work. You can say “Press Num Lock” to turn Num Lock on.

Pressing other keys

34

Here’s a list of other keys you can press by voice:

Press Up Arrow




SAY

THEN
Down Arrow

Right Arrow
Left Arrow
Home Key
End Key
Page Up
Page Down
Insert Key
Delete Key
Control Key
Shift Key
Alt Key
Print Screen
Scroll Lock
Pause Key
Num Lock
Caps Lock

User Guide
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Moving the

mouse pointer and clicking the mouse

Dragon provides hands-free mouse control with MouseGrid and
the mouse motion voice commands. You can use these features
to position the mouse pointer anywhere on the screen, click the
mouse buttons, and drag objects—all by voice.

Moving the mouse pointer with MouseGrid

You can position the mouse pointer anywhere on the screen by

usl

ng MouseGrid. You can move the pointer relative to the full

screen or the active window.

To
1

2
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use MouseGrid:

Say “MouseGrid” to place the MouseGrid over the full
screen (as shown below) or say “MouseGrid Window” to
place it over the active window. For example:

W Mic‘lusull Word - Document]

T file Edit ¥ew Insert Format Tooks Table Window Help

SERTEEIET s |
<1 B IO

rear

Ml ==

S

= | Book Antiqua

Mormal

I I I B I

|
o 7 [ [

a
[Ele|=|=«

|Page 1 Sec 1

1

lnt ot

e = A =

hstart| 4p Microsoht Photo Editor .| [ Mictosofy word - Deou.. | DragonBar |[Moude &rid G S@T. e |

Say a grid number from 1 to 9 to position the pointer in that
numbered area. In this example, to position the pointer over
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the Recycle Bin, say “4.” A smaller MouseGrid will appear
in the chosen grid square.

real

Microsoft Ward - Document1 (O] x]

=lel x|

File Edt Wiew Insert Format Tools Table Window Help
DEEE S 2R oo [B[E 1 e 7|

Hormal ~ | Book Antiqua -1 -‘ B 7 U “;g=
o

[ TR

ol

F
i F MarkIndexEr\try|

"5'13

Say “4" to place

a smaller
MouseGrid over

grid square
number 4.

I‘|«|g|»|‘

[Ele|=]=]«

|Page 1 Sec 1

[at 1" In1 co1 | [rec|[irE | [ExT | [ovR] [wem V|

3 To zoom in over the desired area, say another grid number.

In this example, say “4” to place the pointer over the Recycle
Bin icon.

4 Continue to say the respective grid number to zoom in until
the mouse pointer is over an icon or other object. You can
use voice commands to click the mouse or mark and drag the
object. See the following sections for instructions.

KA You can undo the last MouseGrid action by saying “Undo
That.”

To close MouseGrid, say “Cancel.”

Moving the pointer with the Mouse command

You can move the mouse pointer up, down, left, or right a short
distance (a few millimeters) by using the mouse pointer
commands.

You can combine moving the mouse pointer and clicking the
mouse in a single voice command. For example, you can say
“Mouse Up 3 Click” or “Mouse Right 2 Double Click.”
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To move the pointer:

1 Say “Mouse” followed by the direction and number of times
to move it (up to 10). For example, say “Mouse Up 5” or
“Mouse Left 10.”

2 When the pointer is over an icon or other object, you can use
voice commands to click the mouse or mark and drag the
object.

Clicking the mouse

You can click, double-click, left-click, and right-click the mouse
buttons by voice.

To click the mouse:

1 Position the mouse pointer over the object you want to select
(for example, say “MouseGrid 9 1” or “Mouse 2”).

2 Say “Mouse Click,” “Mouse Double Click,” “Mouse Left
Click,” or “Mouse Right Click.”

When an object is selected, you can mark and drag the object
(as described in the next section).

Marking and dragging objects

You can mark an object and drag it to a different location by
voice.

To mark and drag an object:

1 Position the mouse over the icon or object you want to drag
and then say “Mark” (for example, say “MouseGrid 9 1
Mark™).

2 Move the mouse pointer to where you want to drag the object
and then say “Drag” (for example, say “MouseGrid 6 3
Drag”).

Instead of “Drag,” you can also say “Control Drag” and “Shift
Drag” to drag while holding down the CTRL or SHIFT key.
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Moving the pointer with the mouse motion commands

In addition to the mouse movement methods described above,
you can also move the mouse by using the mouse motion
commands. Say, for example, “Move Mouse Right.” The mouse
pointer begins moving to the right and keeps moving until you
say “Stop.”

Enabling the mouse motion commands

To use the mouse motion commands:

1 From the Tools menu on the DragonBar, choose Options and
then the Commands tab.

2 Select Enable mouse motion commands and click OK.

3 Click the Speed button to choose how fast the mouse pointer
moves when you use a mouse motion command.

The mouse motion commands

Here is a summary of the available mouse motion commands.

SAY THEN A DIRECTION THEN A SPEED (OPTIONAL)
Move Mouse Up Fast
Mouse Move Down Faster
Drag Mouse Right Much Faster
Mouse Drag Left Very Fast
Upper Left Slow
Lower Left Slower
Upper Right Much Slower
Lower Right Very Slow

While the mouse is moving, you can say any of the commands
above. You can also say:

| “Stop” or “Cancel” to stop the mouse from moving

m “Up,” “Down,” “Left,” “Right,” “Upper Left,” “Lower
Left,” “Upper Right,” or “Lower Right” to change the

direction in which the mouse is moving

m “Faster,” “Much Faster,” “Slower,” or “Much Slower” to
change the speed at which the mouse is moving
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m “Click,” “Double Click,” “Right Click,” or “Left Click” to
click the mouse buttons

| “Go to Sleep,” “Stop Listening,” or “Microphone Off’ to turn
the microphone off

To specify which mouse button (left, right, or center) is being
held down during mouse drags or if you want the SHIFT, CTRL,
or ALT key held down during the mouse drag, use one of these
commands before saying one of the drag commands in the
preceding table:

m Left B Right m Right Shift
m Middle (requires m Shift m Right Control
three-button m Control B Right Alr
mouse)
mAlt

For example, to drag with the SHIFT key held down, you could
say “Shift Mouse Drag Up.” To drag with the right ALT key
held down (the ALT key on the right side of the keyboard), you
could say “Right Alt Drag Mouse Upper Left.”



CHAPTER

Correcting and Editing

hen Dragon NaturallySpeaking or Dragon Medical types

the wrong words, you should correct these mistakes. By
giving the program the right word, you actually teach the
program not to make the same mistakes again.

Correcting mistakes requires some extra effort, but it saves you
time in the long run by making Dragon more accurate. You'll
probably need to correct mistakes often when you first start
dictating, and then less frequently as the program learns from
your corrections.

Make it a habit to correct mistakes to continue to improve the
accuracy of the program. Make sure you save your speech files
when prompted, to preserve the adjustments the program
makes.

You must select a word before typing over it. Using the backspace
key and retyping (or saying “Scratch That”) will not enable the software
to learn from corrections and improve recognition accuracy. For
accuracy to improve, you must first select text and then correct it or
overwrite it with the words you said.

Correcting mistakes

There are a number of ways you can correct the
misrecognitions in a document. The following techniques
describe the most basic methods, but you can combine these
techniques in any manner that suits your working style.

To correct text with the keyboard:

1 Move the insertion point to the beginning of the dictation you
want to correct.

2 Press the correction hot key to display the Correction menu.
By default, this is the minus (=) key on the numeric keypad.
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3

a4

You can change the hot key assignment on the Hot keys tab of
the Options dialog box. You can also click the Correction
button on the Extras toolbar of the DragonBar.

If one of the alternatives is correct, press the Down Arrow key
to highlight that choice and then press ENTER to accept it. If
no alternative is correct, just type or say the correct text.

Continue until all the text is correct.

Correcting text using voice commands

Say “Select” or “Correct” and the text that is incorrect, the
Correction menu appears with a number of alternatives.

B If one alternative is correct, say “Choose” and the number
of that alternative.
B If none of the alternatives is correct, say “Spell That,”

spell the correct word or words into the Spell dialog box,
and then say “OK.”

Selecting a large amount of text or an entire document and
then saying “Spell That” can produce unpredictable results.

Verify that the correct text appears in the document in place
of the misrecognized text and continue to the next
misrecognition.

Correcting text while playing back dictation

2

3

Move the insertion point to the beginning of the dictation you
want to correct.

Click Play That Back on the Sound menu of the DragonBar or
click the Start Playback button on the Extras toolbar. You
can also say, “Play that back.”

When the playback of your dictation reaches a recognition
error, press the correction hot key. By default, this is the
minus (-) key on the numeric keypad.

If one of the alternatives is correct, press the Down Arrow key
to highlight that choice and then press ENTER to accept it. If
no alternative is correct, just type or say the correct text and
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press the Correction hot key again. Playback continues
automatically from the point where you stopped.

5 Continue until all the text is correct.

Using the Correction menu

The Correction menu shows Dragon’s best guess of the
alternatives to the words you dictated and selected. In the
following example, Dragon heard the word “quick” as “clinic.”

Say “Choose 2" to
replace “clinic” with
“quick.”

N

B

The SIS b

1
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| Correction; Say 'Choose 1' for example, or just ignore this box

ov

"Chooze 1"  quake
Mihoose 2" quick
"Chooze 3" clay
"Chooze 4" quack
You can also say  Lapel That...

“Spell That” to spell vd
a word or "Cap =

That” fo capitalize it.

["Cap That
Unzelect That

Flay That Back

er t

3

he

laz

y

dog

4

Correction Options...

You choose the correct word from the Correction menu by
saying “Choose” and the number next to your choice.

KA You can change the number of choices displayed for you. In the
Options dialog box, click the Correction tab and increase the
number in Show no more than n choices. If you want to display
your choices without the Correction menu taking up too much space
on the screen, select the Show only the choices option. See the
online help for more information.

When the Correction menu list appears, you can also choose to:

B Spell the word (for example, say “Spell That q-u-i-c-k”).
Selecting a large amount of text and then saying “Spell That”
can produce unpredictable results.

B Press the correction hot key () while the Correction menu is
open will display the Spell dialog box.

B Listen to a recording of what you just said (say “Play That
Back”).
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Words that are
changed in the
selection appear
in bold, to help
you find the
correct alternative
quickly.

\ "Choose 1" There iz notime like the President

m Capitalize it (say “Cap That,” in this example, to get
“Clinic”)

B Say “Unselect That” to cancel the selection and close
(dismiss) the Correction menu

B Ignore the Correction list and keep dictating (in the example
above, just say “quick” to replace the selected text)

If you prefer not fo see the Correction menu every time you select
text by voice, you can turn it off. In the Options dialog box, click the
Correction tab to display the Correction options, then clear the
check box for “Select’ commands bring up Correction menu.

To help you quickly find the alternative you want, the
recognition choices in the Correction menu appear in boldface
where they differ from the word you’ve selected (applicable only
when you select multiple word at one time).

W Microsoft Word - Documentl

”@ Eile Edit ‘iew Inserk Format Tools Table ‘Window Help
IDEEHE&E taR(¥o-~- BT
“ Marmal = Arial 4 ~| B T O ”%

EE- T T T R R TR

here is ho time like the president

| Carrection: Say 'Choose 1' for example, or just ignore this box

N'Choose 2" There is no timeline that President
"Choose 3" There is no time like that President
"Choose 4" There is notime like the present

If you select any leading or trailing spaces (including paragraph
marks) along with the text you want to correct, choosing one of
the alternatives in the Correction menu deletes those leading and
trailing spaces.

Correcting Punctuation
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Note the following when correcting punctuation:

B When you select a phrase (more than one word) that has
punctuation, be sure to dictate that punctuation. For example,
say you initially dictated, “Today is Thursday I have a
meeting at 11 o’clock” and the text was transcribed as “Today
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is Thursday, I have a meeting at 11 o’clock.” If you want to
change the comma to a period, say “Select Thursday
comma.” If the correct punctuation appears in the Correction
menu, select it. Otherwise, you can dictate over the selection
by, for example, saying “Thursday period.”

u When YO}] Sele0t | Carrection: Say 'Choose 1' for example, or just ignore this baox
punctuation, the FS
Correction menu might | "shoose 2"
1- t lt t "choose 3" -
1St alternate "Choose 4" ™
punctuation (see "choose 5 :
example to the right) Sl That.
Plary That Back
Cap That
Unselect That

Correction Options:...

m If Natural Punctuation
is turned on, when you | Cotrection: Say 'Chooze 1' for example, o just ignore this box
Select a phrase that "choose 1" dialog box. And

"choose 2" dialog box, in

Dragon has added "choose 3' dislog box, an
punctuation to, the
. . . Spell That...
choices will include Play That Back
punctuation changes Cap That
Un=elect That
(see example here).
Correction Qptions...
(I When you select a

word that has adjacent punctuation the Natural Punctuation feature
added, the selection will extend to include that punctuation.

Selecting text by voice

Using Select-and-Say-

You can revise your dictation without correcting it by selecting
the text using the “Select” command and then saying new
words to replace the selected text.
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To use Select-and-Saye:
1 Dictate the sentence below:

US/Canada: “Let’s meet for lunch on Tuesday [period]”
Other Dialects: “Let’s meet for lunch on Tuesday [full stop]”

2 Say “Select lunch on Tuesday.” The words lunch on Tuesday
should be highlighted on the screen.

3 Say “dinner on Wednesday.” These words should replace
lunch on Tuesday.

Since “Tuesday” and “Wednesday” sound completely different,
Dragon will know you are not correcting a recognition mistake
but rather revising your dictated text.

You can also select punctuation marks.

4 Say: “Select period” (US/Canada) or “Select full stop”
(Other Dialects). If there’s more than one period or full stop,
you can say “Select Again” to select a different one.

5 To replace the period or full stop with an exclamation mark,
say “exclamation mark.”

It is often easier for Dragon to find the matching text if you select a
short phrase rather than individual words. If you select some words that
are already correct, just say them again along with the ones you want
to change.

Selecting the same text again

If the words you're trying to select appear more than once on
the screen and Dragon selects the wrong ones, just say “Select
Again.” The program then looks for another instance of the
same word or words.

You can also say “Select Again” if Dragon selects a word that
sounds like the word you want, but is not the correct one (for
example, “two” instead of “too”).

Unselecting words

If the wrong text is selected, say “Uunselect That.”
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You can also unselect words by moving your insertion point (by
mouse or voice) to another part of your document. For example,
say “Go to End of Line” or click somewhere else in your
document.

Selecting a longer phrase

You can select a longer phrase by saying “Select [text] Through
[text]” (US/Canada) or “Select [text] To [text]” (Other Dialects).
For [text], substitute the actual word or words at the beginning
and the end of the range of wrong words. For example, you
could correct the underlined words in the following sentence:

With a little practice, who will develop a habit of dictating an

unclear, steady voice, and the computer will understand you
better.

by saying:

(US/Canada) “Select who Through unclear” or “Select who
will Through an unclear”

(Other Dialects) “Select who To unclear” or “Select who will To
an unclear”

Then dictate the correct text:
“vou will develop the habit of dictating in a clear”
The final corrected sentence reads:

With a little practice, you will develop the habit of dictating in
a clear, steady voice, and the computer will understand you
better.

If you're correcting more than one word, the words must all be in
sequence (next to each other). You can’t use a single command to
correct words that are in different parts of your document.

Selecting your whole document

To select all the text in your document, say “Select Document”
or “Select All.” This command is useful when you want to
change the font or the way text is aligned.
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When you want to copy all the text in a document to another
window, the easiest way to do it is with the “Copy All to
Clipboard” command.

When a lot of text is selected, the “Scratch That” and “Cut That”
commands don’t work, nor can you overwrite the selection by dictating
new text. This prevents you from accidentally deleting a large part of

your document. To remove a large selection, you can say “Delete That”
instead.

Selecting an entire paragraph or line

You can select the current paragraph by saying “Select
Paragraph.” To select the current line, say “Select Line.”

You can also select a number of paragraphs or lines (up to 20).
For example, you can say “Select Previous 5 Paragraphs.”

SAY THEN THEN
Select Next Paragraph
Previous 2...20
Paragraphs
Forward Line
Back 2.20 lLines
Last

Selecting a word or character
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You can select the current word by saying “Select Word.” To
select a character, say “Select Next Character” or “Select
Previous Character.”

You can also select a number of words or characters (up to 20).
For example, say “Select Previous 2 Words.”

Select Next Word
Previous 2...20 Words
Forward Character
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Back 2...20
Characters

Last

Moving around in a document

When you’re editing a document, you can move around in it by
voice. After you place the insertion point where you want it, you
can dictate more text, select text, copy and paste, or apply
formatting.

Going to the top or bottom of a page or document

You can move to the top or bottom of the current page by saying
“Page Up” (equivalent to pressing the PAGE UP key) or “Page
Down” (equivalent to pressing the PAGE DOWN Kkey).

You can move to the top or bottom of your document by saying
“Go to Top” or “Go to Bottom.”

SAY THEN
Go to Top

Move to  Bottom
Top of Document
Beginning of Document
Start of Document
Bottom of Document

End of Document

Going to the beginning or end of a line

You can move to the beginning or end of the current line by
saying “Go to Beginning of Line” or “Go to End of Line.”

Go to Beginning of Line
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Move to Start of Line
End of Line

Placing the insertion point before or after a specific word

You can place the insertion point before a specific word by
saying “Insert Before” and then the word or words. You can
place the insertion point after a word by saying “Insert After”
and then the word or words.

After you move the insertion point where you want it, you can
dictate more text, paste text, add punctuation, and so on.

To place the insertion point before a specific word:

To move the insertion point before the word lets in the sentence
below, say “Insert Before lets” (or “Insert Before lets me
talk”). Remember not to pause between any of the words:

Dragon |lets me talk instead of type.
To place the insertion point after a specific word:

To move the insertion point after the word “talk” in the sentence
below, say “Insert After talk” (or “Insert After lets me talk”).

Dragon lets me talk] instead of type.

Moving up or down a paragraph or line
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You can move up or down a paragraph by saying “Move Up a
Paragraph” or “Move Down a Paragraph.” You can also move
up and down a number of paragraphs (up to 20). For example,
you can say “Move Up 3 Paragraphs.”

You can move up or down a line by saying “Move Up a Line”
or “Move Down a Line.” You can also move up and down a
number of lines (up to 20). For example, you can say “Move
Down 3 Lines,” as delineated in the table below:

Move  Up a Paragraph or 1
Paragraph
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Back 2...20 Paragraphs
Down a Lline or 1 Line

Forward 2...20 Lines

Moving right or left a word or character

You can move to the right or left of a word by saying “Move
Right a Word” or “Move Left a Word.” You can also move right

or left a number of words (up to 20). For example, you can say
“Move Right 3 Words.”

You can move to the next or previous character by saying
“Move Right a Character” or “Move Left a Character.” You
can also move forward and backward a number of characters
(up to 20). For example, you can say “Move Left 4 Characters”
or “Move Back 6 Characters,” as delineated in the next table:

SAY THEN THEN

Move Right a Word or 1 Word
Forward 2...20 Words
Left a Character or 1 Character
Back 2...20 Characters

Copying, cutting, and pasting text

You can move text from one place to another by using the “Copy
That,” “Cut That,” and “Paste That” commands.

To copy, cut, or paste text:
1 Select the text you want to copy or cut.
2 Say “Copy That” or “Cut That.”

3 Move the insertion point to where you want to paste the text.
4 Say “Paste That.”
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Deleting text

Deleting the last words you dictated

You can erase the last words you dictated by saying “Scratch
That.” When you say this command, Dragon deletes the last
thing it typed into your document. This may be a full sentence, a
phrase, or just one word, if that’s all you said before pausing.

You can say “Scratch That” up to 10 times to delete the last few
things you said. If you repeat the command, you must pause

before saying it again. You can also say, for example, “Scratch
That 5 Times.”

Going back as you dictate
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When you're dictating, sometimes you may hesitate or think of a
better way to say something right after you’ve said it. When this
happens, you can use the “Resume With” command to return to
where you were before the mistake.

Just say “Resume With” followed immediately by the word or
words to which you want to return. Then, continue dictating.
Any text after the new position of the insertion point will be
replaced with your new dictation.

When using the “Resume With” command, remember not to
pause in the middle. Say “Resume With” and then immediately say the
words fo which you want to return. These words must be in the last three
or four sentences (100 characters) you said; you can’t use “Resume
With” to return to an earlier part of your document.

To go back as you dictate:

1 Suppose you dictate this sentence: “I have a deadline this

week, but we could meet for lunch... um... er... next
Wednesday.”

2 To correct the sentence, return to the last correct words you
remember dictating. For example, say “Resume With meet
for lunch.” (Remember not to pause in the middle.)

3 Then, dictate the rest of the sentence. For example, say “next
Wednesday at noon.”
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Deleting specific words
You can delete text by selecting it and saying “Delete That.”
To delete text:
1 Select the text you want to delete.
2 Say “Delete That.”

You can also say “Scratch That” to do the same thing.

Deleting the next or previous paragraph or line

You can delete the next or previous paragraph by saying
“Delete Next Paragraph” or “Delete Previous Paragraph.”
You can delete the next or previous line by saying “Delete Next
Line” or “Delete Previous Line.”

You can also delete a number of paragraphs or lines (up to 20).
For example, you can say “Delete Previous 5 Paragraphs.”
See the complete list below:

SAY THEN THEN

Delete Next Paragraph
Previous 2...20 Paragraphs
Forward Line
Back 2...20 Lines
Last

Deleting the next or previous word or character

You can delete the next or previous word by saying “Delete
Next Word” or “Delete Previous Word.” You can delete the

next or previous character by saying “Delete Next Character”
or “Delete Previous Character.”
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You can also delete a number of words or characters (up to 20).
For example, you can say “Delete Previous 5 Words.” See the
complete list below:

SAY THEN THEN

Delete Next Word
Forward 2...20 Words
Previous Character
Back 2...20 Characters
Last 2...20 Characters

EEIE Another way tfo delete the previous character is by saying
“Backspace.” This is equivalent to pressing the BACKSPACE key. You
can “press” it multiple times (up to 20) by saying, for example,
“Backspace 5.”

Spelling as you dictate

With the Spell command in Dragon, you can easily spell a word
or phrase you want to dictate into your document. This can be
useful if you are dictating a word that is not likely to be in the
Dragon vocabulary, such as a proprietary term, a proper name,
or a non-English word. Say, for example, “Spell b-u-0-n space
g-i-0-r-n-0.” The word you spelled appears right in your
document.

You must say “Cap” if the word contains a capital letter. For
example, say “Spell Cap R-u-m-p-e-l-s-t-i-l-s-k-i-n” to type
“Rumpelstilskin.”
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If you say “Spell” by

. . Spell p
itself, without any letters o E]
: . Spell or type the word or phrase.
Efter it, the Spell dialog T E A Bty 16 5/ 56 1% oe eroaETAmBEE
OX opens.

You can then speak the
letters and Dragon will
type them or you can
correct any errors in the
word you spelled.

1D 0 = s B s D B =
|

When spelling, you can

say numbers and special
characters as well as [ ok | [ cencat | [ Hem |
letters. For example, to
dictate an automobile license plate number, you could say “Spell
y-h-m-6-0-9.” Dragon would type yhm609. Say “Spell Cap-m-a-

c-m-i-l-lI-a-n-trademark” to get MacMillan™ in your document.

[Eiayaackj [ Train J

Spelling a word adds that word to the active vocabulary. Words
that contain numbers are not added to the vocabulary.

A To dictate unusual text such as automobile license plate numbers or
product codes, you can also switch to Spell mode by saying “Switch To
Spell Mode,” and then dictate letters.

You can make the Spell dialog box appear whenever you use the
Spell command by setting the “Spell” commands bring up the Spell
dialog box option on the Correction tab in the Options dialog box.
See the online help for more information.

You can also access the Spell dialog box when using the Select or
Correct commands.

For a list of how to spell special characters, see the Spelling topic
in the online Help.

Playing back your dictation

Playback commands work in the DragonPad, Microsoft Word
97, 2000, 2002 and 2003, Corel WordPerfect 8 and 9, and Lotus
Notes.
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Although Dragon never makes a spelling mistake, the mistakes
it does make can be challenging to find and fix. Sometimes, what
the program types looks very different from what you actually
said.

To make correcting mistakes easier, Dragon records your voice
as you dictate. You can play back your voice whenever you
cannot tell by looking at your document what you originally
said.

Unless you have Dragon Professional or a higher edition,
playback is available only until you close a document. After you close a
document, Dragon deletes the recorded dictation for that document. See
page 79 for information on saving dictation for later correction
(Professional and higher editions).

Playing back dictation from the Correction menu
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When you’re working in the Correction menu, click the Play
Back button or say “Play That Back” to play the dictation that
goes with the words you’re correcting. Then edit the text to
match what you said.

You can set up Dragon to play back dictation automatically
whenever you open the Correction menu. On the Dragon menu,
select Tools > Options > Correction tab. On the Correction tab,
select Automatic playback on correction.

Sometimes, there’s no dictation to play back. For example, you
cannot play back text that wasn’t entered by voice, such as
words you typed or pasted into your document.

Even when you have entered text by voice, you cannot play it
back after you have cut it, copied it, pasted it, or otherwise moved it
around in the document.

If you have Dragon Naturally Speaking Professional or Medical
or a higher edition, you can save your dictation with your
document for later playback (see Dictate now, correct later on
page 79). Otherwise, you cannot play back dictation after
closing a document.

If dictation is not available, the Play Back button is dimmed
(grayed out). When playback is not available, you may find text-
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to-speech useful for checking your work. See Notes on
correcting with another author’s user files on page 81.

Playing back dictation in a document

To help you check your work for mistakes, you can play back a
line, a paragraph, a selection, or the whole document. After
playback starts, you can stop it as soon as you notice a mistake
and automatically open the Correction menu.

The Playback toolbar is an extra section of the DragonBar that is
normally hidden. To see the Playback toolbar, click the double
chevron icon w on the DragonBar to open the Extras toolbar.

Stop
Start - by back Skip
Playback Forward
% Correction.. e 7 = H\N 5 Transcribe. .
Correction 5 Skip Transcribe
Button ast Back But
Playback ufion

To play back dictation:
To play back dictation, do any of the following:

B Select the text you want to play back, and say “Play That
Back.”

m Click the Start Playback button on the Playback toolbar.

B Move the insertion point to the text you want to play back and
say any of the following commands:

SAY TO

Play Back Line Play back dictation for the current line.

Play Back Play back dictation for the current

Paragraph paragraph.

Play Back Document Play back dictation for the whole
document.

Play Back Window  Play back dictation for the text in view.

77



Correcting and Editing

SAY TO

Play Back to Here  Play back dictation from the top of the
document window to the insertion point.

Play Back from Here Play back dictation from the insertion
point o the bottom of the document
window.

To stop playback:
To stop playback, do any of the following:

m Click the Stop Playback button on the Playback toolbar.

m Click anywhere in the document window.

B Press the ESC key.

(It’s not possible to stop playback by voice, because the
computer cannot hear speech input when it is playing back
dictation.)

To skip backward or forward:

You can skip backward or forward in your document by a few
words by clicking the Skip Backward and Skip Forward buttons.

To stop playback and correct a mistake:

To stop playback and correct a mistake, do any of the following:

m Click the Correction button on the Playback toolbar.

B Press the minus (=) key on the numeric keypad.

This stops playback and simultaneously opens the Correction

menu. There you can correct the text for the last phrase played
back.
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By default, Dragon stores about 30 minutes of dictation (40 MB).

If you want to be able to store more dictation, you can change the
amount of disk space that's set aside for storing it. On the Tools menu,
click Options, and then click the Data tab. Increase the number in the
Disk space reserved for playback box.
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Dictate now, correct later

When you dictate into the DragonPad, you can save your
dictation with your text so either you or someone else can
correct it later. You must create and edit your file in the
DragonPad to be able to play back dictation. This feature is
available in Dragon Professional, Medical, and higher editions.

You can save dictation with your document if you select the
Save recorded dictation with document box on the Data tab of the
Options dialog. The first time you save a document in DragonPad
during an editing session, Dragon asks you whether you want to
save your speech data. If you save your speech data, you can
reopen the document at a later time and play back your
dictation. If you do not save your speech data, your dictation is
stored only during the current editing session.

Correcting your own dictation

If you save your dictation, you can open your file later and play
back and correct the text as if you had just dictated it.

Correcting someone else’s dictation

You can play back someone else’s dictation and correct the text
to match the dictation. You can do this in two ways:

B Correct the dictation using your own user files.

m Correct the dictation using the document author’s user files.

Correcting with your own user files

You should use this correction technique if you regularly correct
another person’s text by voice and it is not important to
maximize the author’s recognition accuracy.

When you use your own user files to correct someone else’s text,
you can correct the dictation just as you would correct your
own dictation, using any combination of voice commands and
keyboard typing. Even though you are correcting someone else’s
dictation, your work won’t reduce recognition accuracy for
either you or the person who dictated the text. But your
corrections to the other person’s dictation won’t improve his or
her recognition either.
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Correcting with the document author’s user files

You should use this correction technique if you do not need to
correct by voice and it is important to maximize the author’s
recognition accuracy.

This technique works if all work is done on a single computer.
Consult your Dragon reseller about ways to dictate on one computer
and correct on another.

If you correct dictation using the author’s user files, you must
not correct by voice, or you may reduce that person’s
recognition accuracy. You can, however, improve the author’s
recognition accuracy if you make corrections by using the
keyboard and mouse with the Correction menu, as in the
following procedure.

To correct using someone else’s user files:

1 Make sure you are not wearing the microphone headset, or
that the microphone is not turned on or plugged in. This
action ensures that you don’t accidentally reduce the
accuracy of someone else’s user files by using your voice.

N

Be sure the DragonPad Extras toolbar is displayed so you can
see the playback command buttons.

Open the user files of the person whose text you will correct.
In DragonPad, open the document to correct.
Use the buttons on the Extras toolbar to play back dictation.

Select the text you want to correct by mouse or keyboard.

N &6 o A W

Press the correction hot key (normally the minus [-] key on
the numeric key pad) or click the Correct button on the

DragonBar Extras toolbar. The Correction menu appears with
the selected text.

Use the keyboard to correct the text.

9 When you finish, save the text and the user’s speech files.
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Notes on correcting with another author’s user files

This technique is effective if all work is done on a single computer.
Consult your Dragon reseller about ways to dictate on one computer
and correct on another.

Display the DragonBar Extras toolbar by clicking the double
chevron icon & on the DragonBar (not possible in Cling mode).

min the Correction menu, you can use the mouse or keyboard to select
any of the commands displayed below the correction choices. For
example, you can click Spell That to open the Spell dialog box

and spell the word.

B You may want to select the following on the Correction tab of the
Options dialog box:

mCorrect command brings up Correction menu
W Automatic playback on correction box

With these settings, Dragon automatically plays back the author’s
dictation for each selection of text you correct. The Correction

menu does not play back dictation.

BWhen you correct someone else’s dictation, be sure that the amount of
disk space you have reserved for storing dictation is at least as large
as the amount allocated for the user that created the text. You allocate
the disk space on the Data tab of the Options dialog box.

WSaving dictation with documents can take up more than a megabyte
of disk space per minute of dictation. To save this space, delete any
dictation audio you no longer need.

BmDragon saves dictation audio in a file with the same name as the
document, but with the .dra extension. For example, for a document
called MyDoc.rtf, Dragon saves your dictation in a file called
MyDoc.dra in the same directory as your document.

Using text-to-speech

You can use text-to-speech to have text displaying on your
screen (not your current dictation) read aloud in a computer
voice. You can use this feature to have the product read back a
document that you (or someone else) dictated while you listen
for mistakes and make note of sections you might want to

revise.
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Text-to-speech is available only in the DragonPad, Microsoft
Word, and Corel WordPerfect. You can, however, copy and
paste text from other programs and then use text-to-speech.

To start texi-to-speech, do one of the following:

B Select the text you want to hear (a line, a paragraph, and so
on), and then say “Read That.”

B Select the text you want to hear, and then select Read That
from the Advanced submenu (or right-click in your document
and click Read That from the shortcut menu).

B Move the insertion point to the text you want to hear and say
any of the following commands:

SAY TO

Read Line Read back the current line.

Read Paragraph  Read back the current paragraph.
Read Document  Read back the whole document.
Read Window  Read back the text in view.

Read to Here Read back from the top of the docu-
ment window fo the insertion point.

Read from Here  Read back from the insertion point to
the bottom of the document window.

To stop text-to-speech, do one of the following:

B From the NaturallySpeaking menu, point to Advanced and
click Srop Playback/Reading.

m Right-click in your document and click Stop Playback/Reading
from the shortcut menu.

B Press the ESC key.

You can control the speed, pitch, volume, and other text-to-
speech settings. From the menu, click Tools > Options and select
the Text-to-Speech tab.
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Fofmal'ting

You can bold text, change font sizes and styles, capitalize
text, and apply other formatting by voice.

Many Dragon NaturallySpeaking or Dragon Medical
formatting commands work for text that is selected (highlighted)
in your document. To select text by voice, say “Select” plus the
words you want to select. See Selecting text by voice on page 65
for information.

Types of commands

Most of the commands listed in this chapter are global—they are
available in virtually every application. In addition to the global
commands listed here, Dragon includes many commands for
editing and formatting that work in common applications. For
more information on finding these commands see the online
help.

You can change the formatting properties of a word (such as
whether Dragon should type a space before or after the word, or
whether the word is capitalized in a title) by using the Word
Properties dialog box. See the online help for more information.

Capitalizing text

Capitalizing first letter of next word you dictate

Dragon capitalizes many words automatically, such as the first
word in a sentence (following a period, question mark, or
exclamation mark). It capitalizes the first word after you say
“New Paragraph” (not when you say “New Line”) and it
capitalizes proper names (when these words are already in the
Dragon vocabulary in capitalized form).
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DRI You can change the spacing and capitalization rules for a word
in the Word Properties dialog box. See the online help for more
information.

When you’re dictating, you can capitalize words that aren’t
automatically capitalized by saying “Cap” and then the word.
For example, say “Cap zelda” to get Zelda.

If saying “Cap <word>" doesn’t work, try say “Cap Next
<word>.”

To dictate the word “cap,” for example, in this sentence: The
company is putting a cap on salary increases, you must say
“the company is putting a” then say “Spell c-a-p,” and then say “on
salary increases.” In this way, Dragon knows that you do not want to
capitalize any of the words within the sentence.

Capitalizing consecutive words
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When you want to capitalize consecutive words (for example, if
you’re dictating a book title), you can turn capitals on and then
turn them off when you’re finished. This is usually easier than
saying “Cap” before each word. Another way to do consecutive
capitalization is to dictate the words, pause, and then say
“Capitalize That” or “Cap That.”

To capitalize the first letters of consecutive words:
1 Say “Caps On” to turn capitals on.

I When “Caps On” is active, Dragon uses title case. This means it
capitalizes the first letters all words except for articles and prepositions
(such as “the” and “to”).

2 Dictate the words you want capitalized. For example, say:
“success is a journey [colon] seven steps to achieving
success in the business of life”

Dragon types:

Success Is a Journey: Seven Steps to Achieving Success in
the Business of Life

3 Say “Caps Off” to turn capitals off.
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Capitalizing names of people, departments, and drugs in
Medical Edition

In the Dragon Medical edition, to indicate that you want either
initial caps or all caps for names of people, departments, and
medications:

1
2

4

On the DragonBar, select Tools > Formatting.

In the Formatting dialog box, click the Capitalization
tab.

In the drop-down lists for Person name capitalization,
Department name capitalization, and Drug name capitalization,
indicate the type of capitalization to use by choosing
Standard, Initial caps, All caps, or Title caps.

Click OK to save the settings.

Capitalizing critical words for emphasis in Medical

Edition

In the Dragon Medical edition, to indicate that you want words
such as ALLERGY or CODE BLUE or DO NOT
INTUBATE to be in all caps for emphasis:

1
2

3

4

On the DragonBar, select Tools > Formatting.

In the Formatting dialog box, click the Capitalization
tab.

Click the appropriate check boxes to indicate where you
want capitalization applied.

(optional) To select all check boxes on the tab, click Select All
or, to deselect all check boxes, click Deselect All.

Click OK to save the settings.

Dictating next word in all capital letters

When you’re dictating, you can enter a word in all capital letters
by saying “All Caps” and then the word.

For example, say “All Caps please” to get PLEASE.
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In the Medical Edition, you can choose to have important words
appear in all caps automatically. See Capitalizing critical words
for emphasis in Medical Edition on page 85.

Dictating consecutive words in all capital letters

When you want to dictate consecutive words in all capitals, you
can turn all capitals on and then turn them off when you’ve
finished.

To dictate consecutive words in all capitals:

1 Say “All Caps On” to turn all capitals on (like pressing the
CAPS LOCK key).

2 Dictate the words that you want to appear in all caps. For
example, say “the end”’ and Dragon types THE END

3 Say “All Caps Off” to turn all capitals off.
Dictating next word in all lowercase letters

When you’re dictating, you can enter a word in all lowercase
letters by saying “No Caps” and then the word.

For example, say “No Caps Jennifer” to get jennifer. (Dragon
normally capitalizes this and other proper names.)

Dictating consecutive words in all lowercase letters

When you want to dictate consecutive words in lowercase letters
(for example, names of computer files or e-mail addresses), you
can turn the “no capitals” feature on and then turn it off when
you are finished. This is usually easier than saying “No Caps”
before each word.

To dictate consecutive words in all lowercase letters:
1 Say “No Caps On” to turn no capitals on.

2 Dictate the words you want to appear in all lowercase.

3 Say “No Caps Off” to turn no capitals off.
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Capitalizing (or uncapitalizing) text already in your
document

You can change the capitalization of text already in your
document by selecting it and then saying “Capitalize That,”
“Cap That,” or “All Caps That,” or “Uncapitalize That,”
“Uncap That,” or “No Caps That.”

To capitalize or uncapitalize text:
1 Select the text you want to change.

2 Say “Capitalize That,” “Cap That,” or “All Caps That,”
or “Uncapitalize That,” “Uncap That,” or “No Caps
That.”

Formatting text

You can use voice commands to specify any combination of font
name, size, and style, in that order. These commands change
text you dictate from then on or text you have selected.

To set a new style for text you are about to dictate, use the “Set
Font” and “Set Size” commands. To change the style of text
you have already selected, use the “Format That” command.

Changing the font as you dictate

While dictating, you can change the font face, size, and style by
saying “Set Font” followed by the font attributes you want. For
example, you can say “Set Font Times” or “Set Font Arial 12

Bold.” When you continue dictating, the new text appears with

the font attributes you set.

Changing font face

SAY THEN

Set Font Arial
Courier

Courier New

Garamond
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SAY THEN
Helvetica
Palatino

Times

Times New Roman

Changing font size

Say “Set Size” and then a size from 4 to 100 points. For
example, say “Set Size 18.” Then, continue dictating.

Changing font style

SAY THEN
Set Font Bold

Italics

Bold ltalics
Underline
Strikeout

Plain or Plain Text or Normal or Regular

Changing a combination of font face, size, and style

Say “Set Font” and then the attributes you want (listed in the
previous sections). You can specify any combination of font
face, size, and style, but you must specify these attributes in that
order (font face, then size, then style). See the list of examples
below:

m “Set Font Arial”

m “Set Font Arial 12” or “Set Font Arial 12 Point”
“Set Size 12 Bold”

“Set Font Arial Bold”

“Set Font Bold”
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If you're changing only the font size, use the “Set Size”
commands, not the “Set Font” command.

Changing the font later

You can go back and change the font face, size, or style of text
by selecting it and then using the “Format That” commands.
“Format That” works on selected text with the same
combinations of font face, size, and style as the “Ser Font”
commands (see the tables in the previous section.)

To change the font:
1 Select the text you want to change.

2 Say “Format That” and then the font attributes you want to

apply as described in the previous section. For example, say
“Format that Arial 18.”

Bold, italics, and underlining

You can apply formatting to text in your document by selecting
it and then saying “Bold That,” “Italicize That,” or
“Underline That.” You can also say “Strikeout That.”

To add bold, italics, and underlining:
1 Select the text you want to change.

2 Say “Bold That,” “Italicize That,” “Underline That,” or
“Strikeout That.”

To remove formatting:

1 Select the text you want to change.

2 Say “Restore That” to remove formatting.
Aligning text

You can change how text is aligned by placing your insertion
point in the text and saying “Center That,” “Left Align That,”
or “Right Align That.”

To align text:

1 Move the insertion point to the text you want to align.
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2 Say “Center That,” “Left Align That,” or “Right Align
That.”

You can also use the following commands on selected text:
“Format That Centered,” “Format That Left Aligned,” and
“Format That Right Aligned.”

Bulleted text

To add bullets to text, place your insertion point in the text and
say “Format that Bullet Style.” To remove bullets, say
“Format that Bullet Style” again.
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CHAPTER
‘afb 7

Dictating Numbers, Punctuation,
and Special Characters

his chapter describes how to dictate numbers, punctuation,
Web addresses, and a few other special items. For complete
information on this topic, see the online help.

If Dragon is not formatting a word as you would like, you can
change the formatting properties of the word by using the Word
Properties dialog box. See the online help for more information.

Dictating numbers

In most cases you can dictate numbers, including postal codes,
as you normally say them. Dragon will display either a numeral
(“3”) or the word (“three”), based on the context. To force
recognition of digits as numerals instead of text without using
the Numbers Mode, say “Numeral” before you say the digit, for
example, say “Numeral Three” to get 3. When dictating
numbers:

B You can use or omit the word and as part of a number. For
example, say “one hundred fifty” instead of “one hundred
and fifty” to get the number 150.

B You can use “oh” and “zero” interchangeably to get 0.

B If you want a comma in a four-digit number, you must speak it
explicitly. Numbers with five or more digits automatically
include commas, with the exception of US ZIP codes.

m For a decimal point, say “point.”
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92

If you want to dictate only numbers, you can switch to “Numbers
Mode.” See Switching recognition modes on page 117 for more

information.

TO ENTER SAY

1 one
numeral one
5 five
numeral five
17 seventeen
23 twenty three
179 one hundred seventy nine
one seventy nine
5423 five thousand four hundred and twenty three
5,423 five [commal] four twenty three
12,537 twelve thousand five hundred and thirty seven
142,015 one hundred and forty two thousand and fifteen
35.23 thirty five [point] two three
0.03 All Dialects: zero [point] zero three
Outside US/Canada: nought [point] nought
three
43.28% forty three [point] twenty eight [percent sign]
02460 oh two four six zero
02460-1458 oh two four six zero [hyphen] one four five eight
23/4 two and three fourths
11/32 eleven over thirty two
$99.50 ninety nine dollars and fifty cents
€45.35 45 Euros and thirty-five cents
£120.35 pound sterling sign one hundred and twenty
point thirty five [All Dialects]
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If you are having problems dictating numbers, currency, times,
or dates, make sure that your Regional Settings match the language
(dialect] you selected when you created your user.

Using Numbers mode

Dates

Any time you need to dictate a series of numbers and do not
want Dragon to recognize them as words, you can turn on
Numbers Mode. This could be useful, for example, if you are
dictating in a spreadsheet program, such as Microsoft® Excel®.

To turn on Numbers Mode, say “Start Numbers Mode” or
“Numbers Mode On.” To turn off Numbers Mode, say, “Stop
Numbers Mode” or “Numbers Mode Off” or “Switch to
Normal Mode.”

For more information on Numbers Mode and more ways to
turn Numbers Mode on and off, see the section Switching
recognition modes on page 117.

You can dictate most dates the way you would normally say
them. Say “oh” or “zero” to enter 0. In dialects other than US/
Canada, you can also say “nought.”

TO ENTER SAY
22 January twenty two January nineteen ninety nine
1999

April 9,2001  April 9 [comma] two thousand and one
14/07/85 fourteen [slash] oh seven [slash] eighty five

3/11/02 three [slash] eleven [slash] zero two

3/11/2002 three [slash] eleven [slash] two thousand and
two

April 1st April first

March 22nd ~ March twenty second

the 1980s the nineteen eighties

See also Automatic formatting of dates, times, telephone
numbers on page 96.

03



Dictating Numbers, Punctuation, and Special Characters

Times of day

94

Dictate the time of day the way you would normally say it.

US/Canada: Dragon automatically types the colon (:) if you say
“a m” or “p m” when dictating the time. Say “o’clock” or “colon
zero zero” to enter 00.

TO ENTER  SAY

8:30 eight [colon] thirty or eight [numeric
colon] thirty

7:45 AM  seven forty five am
10:22 PM  ten twenty two p m

3:00 three o’clock or three [colon] zero zero
5:00 PM  five o’clock p m

Dragon will recognize times more accurately if you say “numeric
colon” instead of “colon” when dictating times.

Other Dialects: Dragon automatically types the point (.) if you say
“a m” or “p m” when dictating the time, depending on the

66 _

regional setting. Say “o’clock” or “point zero zero” to enter .00.

TO ENTER SAY

8.30 eight [point] thirty
7.45 AM  seven forty five am
10.22PM  fen twenty two p m
3.00 three o’clock

5.00 PM five o'clock p m

The format of “a.m.” and “p.m.” depends on your computer’s
regional Windows® settings.

See also Automatic formatting of dates, times, telephone
numbers on page 96.
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Telephone numbers
North American phone numbers

Say US and Canadian phone numbers as you normally would,
pausing briefly between each group of numbers.

You don’t need to dictate hyphens for most phone numbers
(numbers that are 7, 10, or 11 digits long). Dragon will add them

automatically.
TO ENTER SAY
965-5200 nine six five fifty two hundred

617-965-5200  six one seven nine six five fifty two oh oh

1-800-555-1212  one eight hundred five five five one two
one two

(617) 965-5200  [open parenthesis] six one seven [close
parenthesis] nine six five five two zero zero

1-212-555-1212  one two one two five five five one two one
two

Telephone numbers outside North America

To dictate other phone numbers, including European phone
numbers, you must say all the punctuation, including the
hyphens, spaces, and parentheses.

TO ENTER SAY

(01628) 894150 [open parenthesis] oh one six two eight
[close parenthesis] eight nine four one five
oh

027 629 8944  oh two seven [space bar] six two nine
[space bar] eight nine four four

61-7-4695-2055 six one [hyphen] seven [hyphen] four six
nine five [hyphen] two zero five five

(65) 2778590 [open parenthesis] six five [close parenthe-
sis] two seven seven eight five nine zero
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In dialects other than US/Canada, you can say “bracket” instead
of “parenthesis.”

See also Automatic formatting of dates, times, telephone
numbers on page 96.

Automatic formatting of dates, times, telephone numbers

96

To indicate how you want dates, times, telephone numbers, and
other numbers automatically formatted:

2

On the DragonBar, select Tools > Formatting. The Formatting
dialog box appears.

If you have the Medical Edition, click the General tab.

Click the check box labeled Format Dates and select the
format you want from its drop-down list. For instance, select
Month D, YYYY or DIM/YY.

Click the check box labeled Format times. Dragon then
formats times based on your Regional Settings in Windows.
In the Medical Edition only, to indicate how to format times
when you dictate “o’clock,” “in the morning,” or a military
time, go to step 9.

To have hyphens added to a phone number automatically,
click the check box labeled Format phone numbers (Medical) or
Phone numbers (all other editions).

You can also click check boxes for Format other numbers

(Medical only) and Prefer 5 million over 5,000,000.

Other formats you can click check boxes for on this tab
include United Kingdom and Canadian postal codes and
several non-numeric formats that involve using common
abbreviations, expanded contractions, abbreviations of units
of measure and titles (such as Mr., Ms., Dr.), and formats for
web and email addresses as well as street addresses.

If you have any edition other than Dragon Medical, click OK
to save the settings and close the dialog box. If you have
Dragon Medical, you can refine automatic formatting even
further, as outlined below.
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Additional Automatic Formatting Options for Medical Edition only
9 Click the Numbers, Units, and Dates tab.

10To indicate how you want “o’clock” transcribed, go to the
Write “o’clock’ as a word drop-down list and choose one of
these: Never, Only before “position,” or Always.

1 17To indicate a number should be interpreted as a time when
you say “in the morning” or “in the afternoon,” click the check
box labeled Format numbers as times when followed by phrases
such as “in the morning.”

12To indicate the type of suffix that should automatically be
applied when you dictate a military time (“oh eight hundred
hours”), go to the Military time suffix drop-down list and
select one of these: Keep “hours,” Abbreviate as “hrs.”, or
Remove “hours.”

13Click OK to save the settings and close the dialog box.

You can dictate most common fractions the way you would
normally say them. To dictate 1/2, 1/3, 1/4, 1/5, 1/6, 1/7, 1/8, 1/9,
1/10, and 1/16 or a multiple of these fractions, just say the
fraction normally.

TO ENTER  SAY

1/2 one half

1/4 one fourth o7 one quarter

15/16 fifteen sixteenths or fifteen over sixteen

37/8 threhe and seven eighths or three and seven over
eight
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If the denominator (bottom number in the fraction) is greater
than 10, you can enter the fraction by saying “slash” or “over”
between the two numbers.

9/12 nine [slash] twelve o7 nine over twelve
53/56 five [space bar] three [slash] fifty six
130/70 one thirty over seventy

A few common fractions can also be displayed on your
computer as special characters (such as %4, 14, or %) instead of
two numbers separated by a slash character (such as 1/4, 1/2, or
3/4). For information about dictating fraction characters, see
Dictating uncommon special characters on page 113.

Ordinal numerals in Medical Edition

In Dragon Medical, to indicate you want first formatted as Is#,
second as 2nd, and third as 3rd, and so on:

1 On the DragonBar, select Tools > Formatting.

2 In the Formatting dialog box, click the Numbers, Units,
and Dates tab.

3 Click the check box labeled Write one-digit ordinals from
“third” to “ninth” in hybrid form (“3rd” to “9th”).

4 Click OK to save the settings.
Roman numerals

You can dictate Roman numerals by saying “Roman numeral”
and the number. For large numbers, say the number in small
combinations (as in the examples shown here).

TO ENTER SAY

I Roman Numeral one
\Y Roman Numeral four
\% Roman Numeral five
X Roman Numeral ten
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TO ENTER SAY

L Roman Numeral fifty

C Roman Numeral one hundred

D Roman Numeral five hundred

M Roman Numeral one thousand

XXIV Roman Numeral twenty our

XXXI Roman Numeral thirty one

MCMXCVII Roman Numeral one thousand
Roman Numeral nine hundred
Roman Numeral ninety
Roman Numeral seven

Don’t pause after the word “Roman Numeral” when you're
dictating a Roman numeral. If you pause, Dragon may enter, for
example, “Roman numeral three” instead of “Ill.”

Roman numerals in Medical Edition

In Dragon Medical, to indicate that you want Roman numerals
used for types of diabetes (Type I, Type II):

1 On the DragonBar, select Tools > Formatting.

2 In the Formatting dialog box, click the Numbers, Units, and
Dates tab.

3 Click the check box labeled Use roman numerals for diabetes
types.

4 Click OK to save the settings.
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Postal and ZIP Codes

100

Dragon can automatically formats postal codes. This feature is
controlled from the Formatting tab of the Options dialog box. For
more information, see the online help.

US ZIP Codes

You can dictate US five-digit ZIP codes just as you dictate any
group of numbers. When dictating nine-digit ZIP codes, you
must say the hyphen.

01886 oh one eight eight six
94704-1150  nine four seven oh four [hyphen] one
one five oh

UK and Canadian Postal Codes

You can dictate UK postcodes by saying “Postcode” followed by
the letters and numbers that make up the postcode. For
Canadian postal codes, say “Postal code” followed by the letters
and numbers that make up the postal code. Spacing and
formatting will happen automatically.

TO ENTER SAY
NG3 2HX  Postcode n g three two h x

E107BD  Postcode e ten seven b d

EC2Y 4LK  Postcode e c two y four | k
KIAOMS5  Postal code k one a zero m five
XOA OHO  Postal code x oh a oh h oh

To indicate that you want United Kingdom and Canadian postal
codes formatted automatically in Dragon Medical, refer to
Automatic formatting of dates, times, telephone numbers on

page 96.
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Currency and coin

You dictate your own currency as you would normally say it.

Currency in US/Canada (US English dialect)

TO ENTER SAY

$58.00 fifty eight dollars and zero cents
$1.75 one dollar and seventy five cents
$5.25 five dollars and twenty five cents
$3.9 billion  three point nine billion dollars

€ 45 forty five euros

€ 99.50 ninety-nine euros and five cents
£2.20 pound sterling sign two point two oh
£ 5 million pound sterling sign five million

Currency in Other Dialects (UK, Australian, Indian,
and Southeast Asian English)

TO ENTER SAY

$58.00 dollar sign fifty eight

$1.75 dollar sign one point seventy five
€4.25 four euros and twenty five cents

€ 3.9 billion  three point nine billion euros

£ 45 forty five pounds

£99.50 ninety nine pounds and fifty pence
£220 two pounds twenty

£ 5 million five million pounds

DR Dragon uses the currency symbol ($, £, and so on) specified in
your Windows Regional Settings as your default currency.

Dictate other currencies by first saying the currency symbol
followed by the digits.
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US/Canada: If your Regional Settings are set to the United
States or Canada, your default currency is $ (dollar). If you
want to dictate a dollar currency amount, dictate it the way you
normally do. If you want to dictate a pound sterling currency
amount, say, for example, “pound sterling sign fifty eight” (to
enter £ 58), and so on.

In US/Canada, you must say “pound sterling sign” to enter £,
since “pound sign” means # in the U.S. vocabulary. In all other dialects,
you can say “pound sign” to type £.

Other Dialects: If your Regional Settings are set to the United
Kingdom, your default currency is £ (pound sterling). If you
want to dictate a pound sterling currency amount, dictate it the
way you normally do. If you want to dictate a dollar currency
amount, say, for example, “dollar sign fifty eight” (to enter
$58) and so on.

Australian users can say “fifty eight dollars” to dictate $58,
since the Australian default currency is $ in Windows Regional Settings.

Punctuation

Using Natural Punctuation

102

Dragon can automatically add commas and periods at the
appropriate places in your dictation without your having to
explicitly speak that punctuation. This Natural Punctuation
feature can be useful in helping you get used to dictation by
focusing on what you are saying rather than how your speech is
punctuated.

Natural Punctuation only inserts periods and commas. You still
have to dictate other punctuation marks. Even with Natural
Punctuation turned on, you can still dictate periods and
commas. As you become more adept at dictation and want more
control over where punctuation appears, you may want to
explicitly dictate all your punctuation.

For information on correcting punctuation, see Correcting
Punctuation on page 64.
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Periods will only appear at the end of a sentence once you have
started the next utterance or said “New Line” or “New Paragraph.”

Enabling and disabling automatic punctuation
Natural Punctuation is turned on by default.
There are two ways of turning Natural Punctuation on and off:

B Select Formatting from the Tools menu of the DragonBar and
click Automatically add commas and periods. In the Medical
edition, this check box is under the General tab of the
Formatting dialog box.

m By saying “autopunctuation on” and “autopunctuation off.”
Turning Natural Punctuation on and off by voice sets the
option above in the Formatting dialog box. If you disable
Natural Punctuation by voice, it stays disabled until you
enable it again.

Dictating Punctuation

You can enter the punctuation marks and symbols listed below
in text you dictate. For a list of all punctuation marks, see the
online help.

TO ENTER SAY
’ comma

period

dot

point
[each one has different spacing
characteristics)

¢ question mark

I exclamation mark (All Dialects)
exclamation point (US/Canada)

"

open quote
close quote
open single quote
close single quote
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TO ENTER SAY

( open paren (US/Canada)
left paren (US/Canadal)
left parenthesis (All Dialects)
open parenthesis (All Dialects)

) close paren (US/Canada)
right paren (US/Canada)
right parenthesis (All Dialects)
close parenthesis (All Dialects)

apostrophe
s apostrophe-ess

hyphen

minus sign
-- [double hyphen]  dash

space bar

You can use the Vocabulary Editor to view or change the
formatting properties of the punctuation.

Words that end with ’s

To dictate a word ending with apostrophe S (’s), just say it as
you normally would. Dragon will often add it. If Dragon doesn’t
include the s, you can add it later.

We took Mary’s car ~ We took Mary’s car
that's enough that's enough
it's fime fo go it's time to go

Including s as you dictate

When you want to make sure that Dragon types a word with ’s,
say “apostrophe ess” after saying the word. For words that
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already end in “s,” say “apostrophe” after the word, as in the
second example shown here.

We took my brother’s ~ We took my brother [apostro-

car phe ess] car
| met my friends’ | met my friends [apostrophe]
children children

You can add ‘s to a word by selecting it and then saying it again
with “apostrophe ess.”

Dictating hyphenated words

Many hyphenated words and phrases are already in the Dragon
vocabulary. To dictate a word or phrase that is usually
hyphenated, just say it as you normally would.

TO ENTER SAY

long-lasting long lasting
up-to-date schedule up to date schedule
Tokyo-based company Tokyo based company
nine-year-old boy nine year old boy

Including hyphens as you dictate

To hyphenate words that Dragon doesn’t hyphenate
automatically, just say “hyphen” wherever you want a hyphen.

TO ENTER SAY

speech-recognition speech [hyphen] recognition software
software

power-sharing power [hyphen] sharing agreement
agreement

Elizabeth Walker-Smith  Elizabeth Walker [hyphen] Smith
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You can hyphenate words you just dictated with the command
“Hyphenate That.” Select the words you want to hyphenate
and say “Hyphenate That.” If you say this command when no
words are selected, Dragon will usually hyphenate the last few
words that you said.

Removing hyphens

You can remove a hyphen by selecting it and replacing it with a
space.

To remove a hyphen:
1 Say “Select hyphen.”
2 Say “Space Bar.”

Preventing hyphens

You can prevent Dragon from entering a hyphen by pausing
where the hyphen would normally be.

For example, to type “long lasting” (normally hyphenated) say
“long,” then pause for a moment, and then say “lasting.” Or
you can say “long space bar lasting” without pausing, to insert
a space in place of the hyphen.

Hyphens and dashes in Medical Edition
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In the Dragon Medical edition, to indicate that you want a
hyphen between a number and the word French or that you
want a hyphen between a single digit and point when no other
digit follows:

1 On the DragonBar, select Tools > Formatting.

2 In the Formatting dialog box, click the Numbers, Units,
and Dates tab.

3 Click the check box labeled Insert a hyphen between a number
and the word “French.”

4 Click the check box labeled Write single digit + “point” in
hyphenated form when not followed by another digit.
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5 To proceed to indicate you want a hyphen after the prefix re
or before the suffix up, click the Miscellaneous tab.

6 Click the check box labeled Spell word prefix “re” with a
hyphen.

7 Click the check box labeled Spell word suffix “up” with a
hyphen.

8 'To indicate how you want the term “dash’ transcribed, in the
drop-down list labeled Write “dash’ as, select SingleHyphen,
SingleHyphenSpaces, DoubleHyphen, or Double HyphenSpaces.

9 Click OK to save the settings.

Dictating compound words

Dragon joins compound words (such as “note” and “book” to
form “notebook”) automatically, based on standard usage. To
dictate a compound word, just say it as you normally would.

Compounding words as you dictate

To compound words that Dragon doesn’t join automatically, just
say “INo Space” between the words.

unitednations united [No Space] nations
WorldWide Web  [Cap] world [No Space] [Cap] wide
[Cap] web

You can also dictate consecutive words without spaces by
turning Vo spaces on and then turning them off when you’ve

finished.
To dictate consecutive words without spaces:
1 Say “No Space On” to turn spaces off.

2 Dictate the words you want to appear without spaces.

3 Say “No Space Off” to turn spacing back on.
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Compounding words later

Dictating

You can compound the last words you said or compound
selected words by saying “Compound That.” This command
removes all spaces between selected words. Or, if no words are
selected, it removes all spaces in the last utterance. Any tabs or
line breaks are also removed.

To compound words:

1 Select the text you want to join. For example, if you want to
join the words “Web TV,” say “Select Web TV.”

2 Say “Compound That.”

names

Dictating

Many names of people, places, and events are already in the
Dragon vocabulary. For example, you can dictate “Martin
Luther King,” “New York Times,” and “Boston.”

To dictate a name, first try dictating the name. Dragon
automatically capitalizes the names it knows. If Dragon
incorrectly types the name, correct it by keyboard or by voice
(see Correcting and Editing on page 61).

If the program continues to type a name incorrectly after you've
corrected it several times, train the word individually using the
Train Word dialog box. See the online help for more information.

abbreviations and acronyms

Dragon knows many common abbreviations (such as NYC and
BBC) and acronyms (such as NATO). To dictate an
abbreviation or acronym, just say it as you normally would.

US/Canada: Dr. Doctor

Other Dialects: Dr

UK U K (say each letter)
RSVP RS VP (say each lefter)
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TO ENTER SAY
HTML HT ML (say each letter)
8 cm eight centimeters

US/Canada: pp. 27-33  pages 27 hyphen 33
Other Dialects: pp 27-33

NATO NATO (say as one word)
NASDAQ NASDAQ (say as one word)

If Dragon types the full word instead of the abbreviation or
acronym, enters the wrong word, or includes incorrect
punctuation, just correct it in your document by voice or by
keyboard.

Abbreviations and spelled-out words in Dragon Medical

You can set up Dragon Medical to automatically use special
abbreviations or spell out words that would otherwise be
abbreviated or replaced by symbols but should not be in a
medical context. To set up these types of special formats in
Dragon Medical:

1 On the DragonBar, select Tools > Formatting.

2 In the Formatting dialog box, click the Numbers, Units,
and Dates tab.

3 Click the check boxes that indicate the usage you would like:

B Rewrite “cc” after a number as “mL”

B Rewrite “U” after a number as “units”

m Write “degree’ and “degrees” after a number as “°
B Insert a space between “mm” and “Hg”

m Write “%” as “percent”

m Write out “positive” and “negative” before numbers and for
blood types and Rh factors

m Expect temperatures to be dictated in Celsius rather than
Fahrenheit

4 Click the Abbreviations tab.
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5 Click the check boxes that indicate the usage you would like.
Here are some examples of check boxes on the tab:
B Expand “ACL” to “anterior cruciate ligament”’
B Expand “ADHD” to “attention deficit/hyperactivity disorder”

or

m Click Select All to select all check boxes on the tab or click
Deselect All to deselect all check boxes on the tab.

6 Click the Miscellaneous tab.

7 Click the check boxes that indicate the usage you would like.
Here are some examples of check boxes on the tab:

B “new paragraph’ should insert one new line, not two

B Dosage abbreviations with period

B Insert commas into oncology “T N M’ expressions

B Replace “&” with “and”

B Treat “bracket” as equivalent to “parenthesis”

m Write accented characters with their non-accented forms
m Write “AP” before the word “diameter” as “A-P”

m Spell “orthopedics” and related words with “ae”

B Rewrite “q.d.”, “q. day,” or “q.daily” as “daily”

8 Click OK to save the settings.
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Dictating e-mail and Web addresses

Dictate e-mail and Web addresses as you would normally say
them. Dragon automatically formats them for you.

TO ENTER SAY

Virginia@aol.com Virginia at a o | dot com

info@samplecom- [No Caps On] info at sample

pany.com company dot com [No Caps
Off]

http:// [No Caps On]http www

Www.nuance.com dot nuance dot com [No
Caps Off]

Here are some guidelines for dictating e-mail and Web
addresses:

B When yousay “h t ¢ p” or “w w w,” Dragon knows to format
the next words you say as a Web address.

B Say the following abbreviations by pronouncing them as
words:

(3 9 6 9 6 9 66

co,” “com,” “gov,” “mil,” “net,

s

*and “org.”
B Say the following abbreviations by saying each letter:

“a C, » “b n, i1 “[,' a’ E1] “e d u’ E1] “Z‘e’ E1] “h k, i1 “i d’ E1] “i n’ » “j p’ 1]

“m y’ b4 “p ”’ “S g, » “t h, » and “u k. »

B Use the “No Caps On” and “No Caps Off” commands to
enter an e-mail or Web address in all lowercase letters. For
more information about controlling capitalization, see
Dictating consecutive words in all lowercase letters on page

86.

You can create Text and Graphics custom commands for
e-mail and Web addresses you use often. See the online help for more
information.

Dragon Medical can automatically format web and e-mail
addresses as you dictate them. For more on how to set up
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automatic formatting, see Automatic formatting of dates, times,
telephone numbers on page 96.

Dictating special characters

Dictating common special characters

The following special characters are in the Dragon vocabulary.
To dictate these characters, just say their names.

TO ENTER SAY

& ampersand or and sign
* asterisk

@ at sign

backquote

© copyright sign

A caret

° degree sign

$ dollar sign or dollar

€uros or euro sign

% percent sign
® registered sign
§ section sign
™ trademark sign
+ plus sign
minus sign
« open euro quote
» close euro quote
# All Dialects: hash sign or sharp sign

US/Canada: number sign or pound sign

£ US/Canada: pound sterling sign
Other Dialects: pound sign or pound
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) smiley face

- frowny face

) winky face

For complete lists of special characters, see the online Help.

Dictating uncommon special characters

If you use uncommon special characters in your writing (for
example, a double-dagger sign 1), you can enter them by voice
using the “Spell” command. If you use a special character
frequently, you can also add it as a new word using the
Vocabulary Editor.

For the complete list of special characters and their names, see
the Special Characters topic in the online Help.

To dictate a special character:

1 Just say “Spell” plus the name of the character. For
example, if you want to enter a double-dagger sign (i) into
your document, say “Spell double dagger.”

To add a special character to the vocabulary:

If you frequently want to dictate an unrecognized special
character (for example, double-dagger sign — %) into your
document, you could add “double dagger” as a new word to the
Dragon vocabulary. Follow these steps:

1 In your document, dictate the phrase you want to use to
enter the special character (for example, say “double
dagger”). Dragon enters the words into your document.

2 Say “Spell That” to open the Spell dialog box.
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3 Say the name of the
special character. (In
this example, say
“double dagger” to
enter the %.)

4 Click or say “OK.”

ﬂs;aell

Spell or type the word or phrase.
ou may also say "choase 17 or another number.

+H

Dragon types the
special character (1) in
your document and
adds it to your
vocabulary.

D 0 =4 P B i D

] —— "

X

5 To give a special |

character a spoken

form, choose View/Edit

from the Words menu on the DragonBar. This action opens

® Vocabulary Editor

the Vocabulary Editor.

6 From the Display drop-

down list at the bottom of
the Vocabulary Editor,
choose Custom Words Only.
You then see the special
character you just entered
under the Written form
column, as shown in this
illustration.

7 Click on the special
character to select it. In
the illustration above, the

‘Written form:
]

‘Whitten form

The special character
you dictated displays in

special character is already selected.

the Written form column.

Spoke

Spoki
dowbl
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8 In the Spoken form field, type the name you want to dictate for
this character and click Add.

® Vocabulary Editor g

Wyrtten torm; Spoken form {if differant)
] double-dagger Close

Wyritten form

I

Spoken farm ~
double-dagger-sign

Type the way you would dictate the
character (for example, “double
dagger’) in the Spoken form field.

Daleta
Train...

Properties

> Help

Display: |All words ~

9 Click Train. The Train Words dialog box opens.

Train Words

X

Click Go to begin recording your speech,

double-dagger

10Click Go and say the name of the character, as shown in the
Train Words dialog box. For example, say “double dagger.”

1 1Click Done to close the Train Words dialog box.

12The Vocabulary Editor might now have two words in the
vocabulary with the same written form. If one has a spoken
form and one does not, click on the word that does not have a
spoken form and click Delete. This leaves the word that does
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have a spoken form in your vocabulary. It is okay to have

® Vocabulary Editor g

Wntten form: Spoken form (f different)
i double-dagger
Wyritten form Spoken form ~
1 double-dagger-sign

;
Display: | All words )

two spoken forms for a single word or symbol, as you see
here for the double dagger symbol. You can have multiple
alternative spoken forms for the same symbol that coexist in
your vocabulary.

13Click Close to close the Vocabulary Editor.

Now when you dictate the character name (in this example,
“double dagger”), Dragon should enter the special character,
not the words.

You can perform this operation more quickly by directly opening
the Vocabulary Editor, and directly adding the written and spoken
form.

B3 You can change the formatting properties of a word (such as
whether Dragon should type a space before or after the word) by
clicking Properties... to open the Word Properties dialog box. See
the online help for more information.
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Switching recognition modes

Dragon lets you use different recognition modes in your
dictation. Dragon uses normal mode by default. In normal mode,
the program distinguishes between words, numbers, and
commands.

In addition to normal mode, there are other modes:

B Numbers mode—The software recognizes only numbers,
commands, and punctuation. If you are dictating only
numbers (including currencies), working in this mode
increases recognition accuracy.

B Spell mode—The software recognizes only letters, numbers,
commands, and punctuation. In Spell mode, Dragon allows
you to say any combination of letters, digits, or symbols you
might need dictate part numbers or license plate numbers.
You can also say keystrokes such as space bar or backspace
key. Spell mode is also useful for dictating internet or Web
addresses.

B Command mode—The software interprets everything you say
as a command and nothing is interpreted as dictated text.

B Dictation mode—The software interprets everything you say
as dictation and nothing is interpreted as a command, except
for a few commands such as “New Line” and “New
Paragraph.”

B Hidden mode (Medical Edition only) —Like Normal mode, but
always sends recognized text to the Dictation Box. In this
mode, the Dictation Box is active, but does not display. All
recognized text is added to the Dictation Box regardless of the
cursor location.
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To changes modes, you can:

1 Select the Words menu on the DragonBar and click the name

of the mode you want.

2 Switch modes by voice by saying one of these commands:

MODE

Numbers mode

Spell mode

Command mode

Dictation mode

TO TURN ON, SAY

Numbers mode On
or Start Numbers
Mode or Switch to
Numbers mode

Spell mode On or
Start Spell mode or
Switch to Spell mode

Command mode On
or Start Command
mode or Switch to
Command mode

Dictation mode On
or Start Dictation
mode or Switch fo
Dictation mode

TO TURN OFF, SAY

Numbers mode Off or
Stop Numbers mode
or Switch to Normal
mode

Spell Mode Off or
Stop Spell Mode or
Switch to Normal
mode

Command mode Off
or Stop Command
mode or Switch to
Normal mode

Dictation mode Off or
Stop Dictation mode
or Switch to Normal
mode

Turning a mode off by voice is the same as switching back to

Normal mode.

EEE You cannot dictate fractions in Number mode.
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abbreviations 108
setting preferences in Medical Edition 109
acronyms 108
All Caps Off 86
All Caps On 86
All Caps That 87
All Caps [text] 85
American English 13
apostrophe ’s 104
applications
opening 45
switching 46
Audio Setup Wizard 20
Australian English 13

B
BACKSPACE key 74

Bold That 89

British English 13
bulleted text 90
buttons, selecting 48

C

Cap That 87
Cap [word] 84
Capitalize That 87
Capitalize That 87
capitalizing text
already in a document 87
applying lowercase 86
consecutive words 84, 86
next word 83
Caps Off 84
Caps On  84-85, 96, 106-107
Center That 89
characters
deleting 73-74
moving to next/previous 71
selecting 68
check boxes, selecting 48
clicking the mouse 58

Index

Coexistence with previous versions 7
Command Mode 117
commas

automatically adding 102
Compound That 108
compound words 107-108
contractions. See apostrophe ’s
Copy That 71
copying text 71
Correct [text] Through [text] 2, 67
Correct [text] To [text] 2, 67
Correction menu 61
creating a new user 17
critical information

capitalization of in Medical Edition 85
currency 101
Cut That 68, 71
cutting text 71

D
dashes

selecting format in Medical Edition 106
dates 93

setting automatic formatting 96
deferred correction 79
Delete That 73
deleting text

backing up and resuming dictation 72

characters 73-74

last words dictated 72

lines 73

paragraphs 73

specific words 68, 73
departments

capitalization of in Medical Edition 85
deselecting text 66
dialects

dictating currency 101

dictating times of day 94

spelling and punctuation conventions 2
dictate now, correct later 79
Dictation Box 36
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dictation, saving for later playback 79

Dictation Mode

documents
moving to top/bottom 69
opening 45
selecting all textin 67
dollar sign 101
Dragon LLog 29
32,39
Extras toolbar on 40
DragonPad 33
drugs

DragonBar

capitalization in Medical Edition 85

e-mail addresses, dictating 111
ESCkey 78,82
Extras toolbar 40, 81

F
folders, opening  45-46

fonts, changing 87
Format That 89
Format That Centered 90
Format That Left Aligned 90
Format That Right Aligned 90
formatting text 87
applying bold 89
applying italics 89
applying underlining 89
capitalization of life-saving information in Medical
Edition 85
capitalization of names in Medical Edition 85
changing font face, size, and style 87
removing formatting 89
fractions 97

G
Give Me Help 37

Go to Beginning of Line 69
Go to Bottom 69

Go to End of Line 69

Go to Sleep 32

GotoTop 69
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H
help

online 37
homophones, tips for selecting 66
Hyphenate That 106
hyphenated words
dictating 105
105
preventing 106

105
hyphens

removing 106
selecting format in Medical Edition

icons, selecting 49

Indian English 13

Insert After [text] 70

Insert Before [text] 70

installation 7

International Communications Alphabet
Internet addresses 111

introduction 1

ltalicize That 89

italics, adding or removing 89

keyboard shortcuts
stopping playback 78, 82
keyboard, pressing keys 51, 53-54

L
Left Align That 89

lines
deleting 73
moving to beginning/end of 69
moving up/down 70
selecting 68
50-51
lowercase, applying 86

list boxes

making selections
list boxes 51

measurements. See abbreviations

106
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abbreviation preferences 109
capitalization of drug names 85
capitalization of life-saving data 85
dashes
setting preferences 106
dictating ordinal numerals 98
enabling automatic punctuation 103
formatting dates, times 96
formatting e-mail addresses 96
formatting military time 97
formatting postal codes 96
formatting telephone numbers 96
formatting web addresses 96
hyphens
setting preferences 106
interpreting phrases 97
setting preferences for abbreviations 96
setting preferences for contractions 96
spelled-out word preferences 109
transcribing Roman Numerals for diabetes
types 99
medications
capitalization of in Medical Edition 85
menus, opening and closing 47
microphone
pluggingin 5
proper positioning 20
sleep mode 32
turning on and off 32
minus (-) key 78

modes 117
money 101
mouse

clicking 58

moving the pointer 56-57, 59
MouseGrid 56
Move to Bottom 69
Move to Top 69

User Guide

moving around a document
before/after specific words 70
to beginning/end of line 69
by paragraphs or lines 70
scrolling 50
to top/bottom of page 69
by words or characters 71

names
dictating 108

Natural Punctuation 33, 102

new user, creating 17

No Caps Off 86, 111

No Caps On 86, 111

No Caps That 87

No Caps [text] 86

No Space 107

No Space Off 107

No Space On 107

numbers 91
automatic use of Roman numerals for types of

diabetes in Medical Edition 99

currency 92, 101

dates 93
formatting as ordinal numerals in Medical
Edition 98

fractions 97
Roman numerals 98
setting formats 16, 96
setting formats in Medical Edition 17, 96
telephone numbers 95
times of day 94
Numbers Mode 93

o
opening
folders 45
opening applications 45
options, selecting 48
ordinal numerals
formatting in Medical Edition 98
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Page Down 69
Page Up 69
pages. See moving around a document
paragraphs
deleting 73
moving up/down 70
selecting 68
Paste That 71
pasting text 71
periods
automatically adding 102
phone numbers 95
see Telephone Numbers
Play That Back 77
playback controls 75
playing back dictation 75
correcting mistakes 78
in the Correction dialog box 76
in a document 77
skipping backward 78
skipping forward 78
stopping 78
storage space for 78
possessives. See apostrophe s
postal and ZIP codes 100
pound sterling 101
problems dictating currency or time 93

programs, opening. See opening applications

proper names, dictating 108
punctuation 33, 102
automatic 102

Q

QuickStart 43

R
Read That 82

Regional Settings control panel 93
Restore That 89

Resume With 72

revising text. See Select-and-Say
Right Align That 89

Roman numerals 98
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s 104
saving dictation 79
storage space for 81
Scratch That 68, 72
scrolling 50
searching while selecting 66
Select Again 66
Select All 67
Select Document 67
Select [text] 65
Select-and-Say
Select-and-Say Indicator 40
selecting text 65
again 66
characters 68
a document 67
lines 68
paragraphs 68
punctuation 66
specific words 67-68
Set Font  87-88
Set Size 88
Setup Log 29
Skip Backward 78
Skip Forward 78
Skip Word button 23
sleeping 32
software installation 7
Southeast Asian English 13
speakers, pluggingin 5
special characters 112
Spell Mode 117
Spell That 62
Spell [text] 74
spelled out words
setting preferences in Medical Edition
spelling
as you dictate 74
errors 76
starting applications. See opening
applications
Stop Listening 32
Strikeout That 89
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student voice models 19
switching windows 46

T
Tab key 48

tabs (dialog box), selecting 48
teenage voices 19
telephone numbers 95
setting automatic formatting 96
text
see also Formatting Text
text-to-speech 81
times of day 94
formatting in Medical Edition 97
setting automatic formatting 96
troubleshooting 39
typeface, changing 87

U
UK English 13

Uncapitalize 87
Uncapitalize That 87
Underline That 89
unselecting text 66
Upgrading 27, 29
directory structure 27

User Guide

user files
creating 17

W
Web addresses 111

What Can | Say 38
windows
switching between 46
words
deleting 68, 73
moving to next/previous 71
placing insertion point before/after 70
selecting 67-68

Y

years 93

Z
ZIP codes 100
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Information, Sales, Services and Technical Support

Please see
m http://support.nuance.com/
B www.nuance.com/help/contact

The Nuance website gives access to many resources, including
Frequently Asked Questions, usage tips, customer stories,
Customer Service information, Technical Support content, and
a detailed comparison between Dragon editions.

It also lists Value-Added Resellers who provide training and
customization services for Dragon, in person or remotely. These
Nuance partners can help with individualized recommendations
and coaching for special equipment, environments, workflows,
goals, and needs; enlisting their services is particularly efficient
for very busy users, very young users, users who are new to
computers, and in case of issues with hearing, vision, mobility,
or dyslexia, for instance.

If you purchased your software from a Value-Added Reseller,
contact them directly for technical support.

The Support area of the Nuance website offers a Knowledge
Base of "Tech Notes" containing the latest technical information
on the Dragon product family, including versions predating
Version 10. It also includes documentation (User's Guides,
Reference Card...) and listings of microphones, digital voice
recorders, tablet PCs, and other compatible hardware devices
tested by Nuance and approved for use with Dragon.
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