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The instructions have been updated for autumn 2024.

Instead of writing, you can use the computer to turn your speech into text.

You speak and the computer writes. This feature is called dictation.

Tips before you start

e Think through what you want to say.

e Speak calmly and clearly.

e Punctuation marks (for example periods and question marks) can either
be dictated or typed with the keyboard. Read below for additional in-
structions.

e You need a microphone and internet connection.

e Dictation only works for Microsoft 365 users.

e You can listen to the text afterward to check that it is correct.
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Get started with dictation
The dictation function is called Dictate in Word (Microsoft 365).

e Open the document.
e Select Start
e Enable Dictation, located in the taskbar.

e You may need to allow your computer to use the microphone the first

time.

A':'] = Mational-Parks = Saved 2 Search harjoittelija = H *

\_C‘ Comments | |f Editing V.| 1 Share

File @ Insert  Draw Design Layout References Mailings Review View Help
& [Lata Az =
B I U~ x, x°
Paste I:E‘ - w X 139
v ¥ A 2 A har AN
Clipboard M Faont [ Paragraph N Styles W
L TN T RIS ST S RIS R SRR SRS PRty

=

&

Editor Add-ins

Voice Sensitivity Editor Add-ins hd

2o 130 140 15 0 1B e

-

The national parks are extensive nature conservation areas with the crucial task of
ensuring biodiversity and giving people the opportunity to relax and enjoy nature. The
parks have marked hiking routes, nature trails and campfire sites. Visitors can also stay
overnight in the national parks at designated camping sites or shelters and huts. More
information is available on each 41 national park's website.

You should start your hiking trip by getting to know the nature centre that is available for
some of the parks. The nature centre will provide you with more information on the area
and its services.
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e An error message will appear if your computer does not have an inter-
net connection.
e Select OK.

e Connect to the internet.

*

Oops, there was a problem with Dictation

You need an internet connection to use dictation. Please check
your connection and try again.
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e A red dot appears next to the microphone when the use of the micro-

phone is activated. Now you can dictate.

e End the dictation by pressing the microphone again.
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English (United Kingdom

The national parks are extensive nature conservation areas with the crucial task of
ensuring biodiversity and giving people the opportunity to relax and enjoy nature. The
parks have marked hiking routes, nature trails and campfire sites. Visitors can also stay
overnight in the national parks at designated camping sites or shelters and huts. More
information is available on each 41 national park's website.

You should start your hiking trip by getting to know the nature centre that is available for
some of the parks. The nature centre will provide you with more information on the area
and its services.
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Select your language
Check that you have the correct language activated.

e You can find dictation settings in a separate toolbar by clicking on the
Start button when dictation is enabled.

e Select Dictation settings > Spoken language.
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Dictate punctuation

Remember to use punctuation marks and commands when producing a text.

These are, for example, periods, question marks and a new line.

Say out loud the character you want the device to write. Below is a list of

some common characters.

Sign You speak
Point
, Comma
! Exclamation mark
? Question mark
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