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Speech to Text — Mac

These instructions are for macOS Monterey version 12.6.5 and were updated
in the autumn of 2024.

Instead of typing, you can use your computer to turn your speech into text.
Simply speak, and your Mac writes for you. This feature is called Dictation.
On a Mac, you can use Dictation in various applications, including text docu-

ments, forms, and emails. It is available in any program where you can type.

Tips Before You Start

e Plan your speech: Think about what you want to say before you start.
e Speak clearly: Use calm and clear voice.

e Punctuation and commands: You can dictate punctuation (e.g. periods,

question marks) and commands (e.g. new lines) or type them manually.

e Review your text: After dictation, you can listen to the text to ensure it

is correct.
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Getting Started with Dictation
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Set up iCloud, the App Store, and more. Sign In

- W m B e Q a 2

General Desktop & Dock & Mission Siri Spotlight Language Notifications
Screen Saver Menu Bar Control & Region & Focus

@ ¥V & © I w ®

Internet Passwords Users & Accessibility Screen Time Extensions Security
Accounts Groups & Privacy

& © 8 = =

Software Network Bluetooth Sound Trackpad Mouse Displays

Keyboard

Update
= @
i - R 17 ~ [e—
Printers & Battery Date & Time Sharing Time Startup
Scanners Machine Disk
®@o® 0 < > i Keyboard Q search

Keyboard = Text  Shortcuts  Input Source

Use Dictation wherever you can type teXe &t dictating,
use the shortcut or select Start Dictation from the Edit menu.

@ Dictation: =~ on © Off

Internal|Microphone v Language: English (United Kingdom)

Shortcut: Press Control Key Twice (C]




Speech to Text - Mac Datero ry/rf 3

e Enable Dictation by selecting On and Enable Dictation

Keyboard
Keyboard Text Shortcuts Input Sources Dictation

Use Dictation wherever you can type text. To start dictating,
use the shortcut or select Start Dictation from the Edit menu.

\e} Dictat Off
i i A
Internal Microphone v Language? g (United Kingdom) ]
When you dictate text, what you say is sent to Apple to be
converted to text.
To help your Mac recognize what you're saying, other information is sent as
well, such as the names of your contacts.
About Dictation and Privacy Cancel Enable Dictation

e Select the desired language from the Language menu by clicking the

blue arrow. Select the languages you need. You can switch languages

during dictation.

Keyboard Text  Shortcuts Input Sources  Dictation

Use Dictation wherever you can type text. To start dictating,
use the shortcut or select Start Dictation from the Edit menu.

lg} Dictation: © On Off
Internal Microphone v Language: English (United Kingdom) o

~

Shortcut: Press Control Key Twice -

Dictation sends information like your voice input, contacts, and
location to Apple to process your requests.

e Select a microphone under the microphone icon. By default, the built-

in microphone is selected.

Keyboard Text Shortcuts Input Sources Dictation

Use Dictation wherever you can type text. To start dictating,
use the shortcut or select Start Dictation from the Edit menu.

Dictation: © On Off
Language: English (United Kingdom) &

&

Internal Microphone v

v Automatic Shortcut: Press Control Key Twice &

Internal Microphone

Dictation sends information like your voice input, contacts, and
location to Apple to process your requests.
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e You can create a shortcut from the drop-down menu, allowing you to

enable Dictation with just a keyboard key.

Keyboard Text Shortcuts Input Sources Dictation

Use Dictation wherever you can type text. To start dictating,
use the shortcut or select Start Dictation from the Edit menu.

kGJ Dictation: © On Off

Internal Microphone v

Press Control Key Twice

Shortcut:

Dictation sends information like your voice input, contacts, and
location to Apple to process your requests.

How to Use Dictation Like

e Start Dictation: Press your chosen Shortcut key. A microphone icon

will appear.
e End Dictation: Pressing the Shortcut key again. The microphone icon

will disappear.

nd Dictation by pressing the same Shortcut]

isappear

Links Used in the Instructions:

https://support.apple.com/quide/mac-help/aside/glose9f69f28/12.0/mac/12.0




