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How-to-guide for google docs

By using these features, students with reading and writing
difficulties can have access to text-to-speech, OCR,
dictionary, and translation features in Google Docs, making it
easier for them to comprehend and create written content.

To access these features, you need to use Google Chrome as
your web browser.

Text-to-Speech:
e Add the google screen reader extension from the chrome
web store

. Screen Reader

:hrnme .google.com

e ‘To enable the text-to-speech feature in Google Docs, go
to "Tools" and select "Accessibility settings.”

Accessibility settings

Turmn on screen reader support
Required for beaille support and collabarator announcemants (J)

D Turn an braille support
Works with third-party braille hardware

Turn on collaborator announcements
Know when people access and exit your files

[] Turmn on screen magnifier support
Warks with third-party screen magnifer software IE:I
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https://chrome.google.com/webstore/detail/screen-reader/kgejglhpjiefppelpmljglcjbhoiplfn/related
https://chrome.google.com/webstore/detail/screen-reader/kgejglhpjiefppelpmljglcjbhoiplfn/related

e ‘To listen to the text, highlight the portion you want to hear

> go to the menu “Accessibility” > “verbalise to screen
reader” and select “verbalise selection”
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e ‘The text you selected will then be read aloud.
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https://chrome.google.com/webstore/detail/screen-reader/kgejglhpjiefppelpmljglcjbhoiplfn/related

OCR (Optical Character Recognition):

e ‘To use the OCR feature, you'll need to install the "OCR
image reader" extension from chrome web store

|-.-| OCR Image Reader
===

Simple powerful OCR without server iteration

e ‘Click on the OCR icon in the extension bar

e ‘Click on the OCR icon in the extension bar

=¥ou are spraking our lirguage ' = sabd b ) = sl
do you want }  Why do you come here you st
woEnan #

=Meisl!itis Helga! Don't you know me? Throe
minuics age we were tlking togother, yondor i the

= Thai is & mistake | * sabkd the spork ; * you mant
have dircamt ! ™

=Mool ™ she mid, sred reminded him of the
"q:il&r;r"- stfemiphedd arel the moww, aral of the b'ﬂ"l"l'_!a'
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https://chrome.google.com/webstore/detail/ocr-image-reader/bhbhjjkcoghibhibegcmbomkbakkpdbo
https://chrome.google.com/webstore/detail/screen-reader/kgejglhpjiefppelpmljglcjbhoiplfn/related
https://chrome.google.com/webstore/detail/screen-reader/kgejglhpjiefppelpmljglcjbhoiplfn/related
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o Copy the digitized text to the “clipboard” and then
“paste” it into a document where it can be read aloud

using the text-to-speech feature

English v Balter Accuracy
Downloading
Recognizing

You are speaking our language | said he ; * whal
do you want? Why do. you come hare you strange |
woman

LTS ERCy 38 i i = i i n"’-.

Expand Fost Result Copy Text Close

Dictionary:

Google Docs has an in-built dictionary feature.
e ‘To use it, simply right-click on a word and select "Define’

from the drop-down menu.

@ Insert emaji reaction

&2 Insert link Ctri+K
[2] Define "duckling' cCirl+Shift+Y
Tr Format options -

¥ Clear formatting
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https://chrome.google.com/webstore/detail/screen-reader/kgejglhpjiefppelpmljglcjbhoiplfn/related
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o« A pop-up window with the definition of the word will
appear.

« Dictionary X

Q. duckling

duckling

noun
noun: duckling plural noun: ducklings

1. a young duck.

Translation:

e To enable translation in Google Docs, go to "Tools" and
select "Translate document”

e Select the language you want to translate the document
into and then click "Translate"
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Translate document X

Create a translated copy of the current document

Mew document title

Translated copy of Hov to use speach to

Italian

Japanese

Javanese

Kannada
Kazakh

e ‘A newly created document will contain a translation of the
entire original document into the selected language
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