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Introduction

The Kurzweil 3000 software program offers features that promote and aid in reading, studying, and
writing. It provides users with multiple ways to access information, read aloud a wide variety of
supported files, add notes, and draft documents and brainstorm diagrams. With the installation of the
KESI Reader, Kurzweil 3000 can also read web pages from the Chrome web browser.

Learning Objectives

After completing the instructions in this booklet, you will be able to:
e Install Kurzweil 3000 and create a user account.
e Understand and navigate the Kurzweil 3000 interface.
e Open documents and utilize the text to speech feature.
e Take notes and use the look up tool.
e Read web pages aloud (Read the Web extension and Chrome Web Browser Required).
e Draft documents, brainstorm diagrams, and outlines.
e Save your work.

Supported File Types

The following file types can be opened and read in Kurzweil 3000:

Text File (.TXT)

Rich Text Format (.RTF)

Microsoft Word files (.DOC, .DOCX)

Portable Document Format (.PDF)

Kurzweil 3000 and Kurzweil 1000 (.KES) text and image

Hyper Text Markup Language (.HTML)

Reference:

https://www.kurzweiledu.com/files/vl4mac/Getting Started with Kurzweil 3000 firefly Mac 04 14 2015.pdf
For more information on Supported File Formats, check the Help Topics (F1) within Kurzweil
3000.

Minimum System Requirements:

Processor Intel processor

System Memory 1 GB RAM.

Hard Disk Space 1 GB hard disk space.

Operating System Mac OS 10.6 through 10.11.

Bandwidth Recommend a minimum of 56k

Additional Requirements | DVD drive, keyboard, mouse, speakers, microphone, Internet connection
for Read the Web functionality.

Reference: https://www.kurzweiledu.com/includes/new-mac-system-requirements.html|

Installing Kurzweil 3000 for Mac
The following will explain how to download and install Kurzweil 3000 on your Mac:
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1. Navigate your web browser to www.kurzweiledu.com/k3mac.
The Kurzweil 3000 Downloads page will open. Click the latest version of the Kurzweil 3000 web

license download.
3. Save the file to a location on your computer.
Note: The file is a large download. Make sure you are on a wired internet connection to maintain
connection and download speed.
4. Open the file once it has finished downloading.

5. The installation window will appear. Click and drag the Kurzweil 3000 file on to the Applications

folder. Kurzweil 3000 will begin to install on your computer.

3 N Karzweil
Kurzweil 3000 P oicimicnsisviiin

Drag

“Kurzweil 3000” :

to your Applications| E —_— A
Folder fo install. —

Kurzweil 3000 Applications

Optionally drag the
other items fo any

RTF

Extras Read Me.rtf

Figure 1 - Install Kurzweil 3000 to Mac

6. After Kurzweil 3000 has finished installing, you will be able to access the program from your
Launchpad by clicking on the Kurzweil 3000 icon.

%,

/
Kurzweil 3000

Figure 2 - Kurzweil 3000 Icon
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Installing High Quality Acapela Voices
Extra high quality Acapela text-to-speech voices may be installed for use in Kurzweil 3000 to improve
the quality of text read aloud. This speech pack can be installed after the installation of Kurzweil 3000.
Note: Make sure Kurzweil 3000 is closed before installing the voice pack.

1. Open the Kurzweil 3000 install file if it is not already open.

2. The installation window will appear. Double-click on the Extras folder.

W Kurzweil 3000 Web License

; AN Kuarzweil
Kurzweil 3000 IR xivics e st

A Cambium Learning Technologies Company

Dra

g
“Kurzweil 3000
to your Applications
Folder to install.

Kurzweil 3000 Applications

Optionally drag the
other items to any
location you prefer e
for future reference

Read Me.rtf

Figure 3 - Extras Folder

3. The Extras folder will open. Open the Acapela Voices folder (see Figure 4).
4. Double-click the InstallAcapelaVoices.pkg to run the installer (see Figure 4).

I Extras

Date Modified

May 2, 2016, 3:46 AM
May 2, 2016, 3:46 AM
May 2, 2016, 3:46 AM

‘e [nstallAcapelaVoices.pkg
| Readme.txt

> E Documentation May 2, 2016, 3:46 AM
> E OpenDyslexic May 2, 2016, 3:46 AM
» [ Read the Web May 2, 2016, 3:46 AM
» [ Sample Files May 2, 2016, 3:46 AM

Figure 4 - Run Acapela Voice Installer

5. The installer will open. Follow the onscreen prompts to continue installation.
6. Once the installer is complete, click close to close the installer. The voice pack has been
installed.
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Creating an Account

Before using the Kurzweil 3000 Web License program, you will need to create an account:
1. Access the KSU Software Downloads page at https://uits.kennesaw.edu/downloads.
2. Login with your netid and password.
3. Click My Available Downloads.

Logged on as

My Available Downloads |

My Download History

Figure 5 - User Sign-Up

4. A list of your available downloads will appear. Scroll down and click on View Files next to
Kurzweil 3000 Account Creation.

View Files | Kurzweil 3000 Account Creation

Figure 6 - View Files

5. Click Download File. You will be prompted to download a PDF with additional instructions on
creating your account, including a link to access the registration page. Follow the instructions in
this guide to create your account.

Running Kurzweil 3000

To run Kurzweil 3000:
1. Click the program on your computer.
Note: If this is your first time running Kurzweil 3000, a security window will appear and ask if you want

to open the file. Click Open.

“"Kurzweil 3000" is an application downloaded from
9 the Internet. Are you sure you want to open it?

Safari downloaded this file yesterday at 3:05 PM from

Cancel Show Web Page

Figure 7 - Open Application
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2. Alogin window will appear. Enter the username and password received when creating your
account (see Creating an Account for more information) (see Figure 8).
3. Click Login (see Figure 8).

Welcome to Kurzweil 3000

Please enter your username and password to begin using
Kurzweil 3000.

Uszser Mame: Scrappy
Paggwu-d: III'IIII--III4

Figure 8 - Enter Username and Password

Quit

4. You are now logged in to Kurzweil 3000.

Changing Your Password
When first creating an account, you will automatically be assigned a password. Follow the steps below
if you wish to create your own password:

1. Open the Kurzweil 3000 program and login to your account.

2. In the Menu bar, click Kurzweil 3000 (see Figure 9).

3. Click My Account (see Figure 9).

e G File Edit Read View

About Kurzweil 3000
I ! Check for Updates...

.| Preferences... ®, |
\ i Lock Features I
‘\\ i Services >
%2 ! Hide Kurzweil 3000 38 H
Hide Others EH

2.1 Quit Kurzweil 3000 %2Q |

Figure 9 - Access Your Account
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Note: You can also click the My Account icon on the Exploring tool bar.

LN Welcome to Kurzweil 3000
n (Y= ) T =B \ ABC
‘_ g _LJ ‘ — i\ 2 \ ‘/ 4
My Account § New Open Readthe Web Print Thumbnails Bookmarks Spell Check FPrevious Page Next F

Figure 10 - Exploring Tool bar: My Account

4. Your web browser will open to the Kurzweil 3000+firefly website. Log in with your Username
and Password.
5. The My Account page will appear. Click Update Profile.

<3000 Evan Atkin - s |

My Account

Products
Evan Atkin
firefly by Kurzweil =

Expires: April 14, 2017
Total Licenses: 32000
Allocated Licenses: 1
Remaining Licenses: 31999

Want to make sure your license is Updaie Profile
renewed? Need to make a change o or
Lhave questions about vourlicenze?

Email:
Grade:
State: Georgia

Figure 11 — Update Profile

6. The Manage Profile page will appear. Under Login Information, enter your preferred password
in the password field (see Figure 12).

7. Inthe Retype Password field, reenter your preferred password to confirm (see Figure 12).

8. Click Update Account Information (see Figure 12).

Account Information Login Information

First lame Evan 6 Username

LastHame Atkin Password sssssssssssse I
Email ] Retype Password sesssssssssss I
Phone 7

Occupation - Select an Occupation — -
Grade - Selecta Grade — -

| Update Account Information I Cancel

Figure 12 - Manage Profile

9. Your password has been changed, and a reminder will be sent to the email registered with your
profile. You will need to use your new password the next time you log-in.
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The Kurzweil 3000 Interface

When first logging into Kurzweil 3000, the following windows will appear:

1. Menu Bar - Access all Kurzweil 3000 features and functions (see Figure 13).

2. Notes Tool Bar - Contains tools for highlighting, adding/erasing notes, and adding bookmarks
(see Figure 13).

3. Tool Bar (Exploring) - Contains tools relevant to the current task (e.g. Reading, Writing,
Scanning, etc). The screenshot below shows the Exploring tool bar, which appears when first
opening Kurzweil 3000 (see Figure 13).

4. Reading Area - Contains the current document Kurzweil 3000 will read. When first opening the
program, the Welcome to Kurzweil 3000 for Macintosh document will auto-load (see Figure 13).

5. Reader - Contains the options for reading text aloud, and provides options for altering the
speed, pace, and read-back voice (see Figure 13).

6. Tip of the Day - Displays a short tip on using Kurzweil 3000 (see Figure 13).

Kurzweil 3000 File Edit Read View Tools Scan Format Window Online Help

[] i Welcome to Kurzweil 3000

DA e @ & o= 1 o= G%a@uu

h My Account New Open ReadtheWab Print Thumbnails Bookmarks Spell Check

% ¥ Details:

~ Welcome ta Kurzweil 3000 for Macintosh ]

S Unit Sentence
~ Get Started.

<

Mode Continuously
This Welcome document is a Kurzweil 3000 document. Use it to try the following features:

B 4| 7~ #] 7
L)
[of ol o]

Voice: Alex - US English
READ a document,

=]

» 1. Click at the beginning of this document.

— * *) Read Aloud
Ls23 NN 2. Click the Read button (large arrow) in the Kurzweil 3000 Reader or choose Start Reading 1 Read Silently
from the Read menu.
Werds per Minute: | 210
To stop reading, click the Pause button (double vertical bar) or choose Stop Reading from the
Read menu.
LOOK UP a definition for a word. Vo
1. Double-click on a word to select it.

. . - P ]
2. Click the Look Up button (book with magnifying glass) in the Reader. The Look Up window Trying to improve your reading skills? Try a f‘“t“r reading
appears with the definition for the selected word. To read the definition, click Read. To get the speed. Need to re-read for better comprehension? Use &
Synonyms, Syllables or to hear the word's Spelling, click the tab you want. slower speed. Use the Words per Minuie box or arrows on
the Reader Details pane.

USE COLOR HIGHLIGHTERS as study tools.
1. In the Tools palette, click a color highlighter

2. Click on or drag the cursor over the word(s) you want to highlight. To deselect a highlighter,
click the Selector button (“I" beam in the top left corner of the palette), or select another
highlighter to switch colors. To remove highlighting from text, click the Eraser button (in top
right corner of the palette) and click on or drag over the highlighted text

Learn More about Kurzweil 3000.

Ny

Click the Help button. Or go to the pdf files in the Documentation folder.

Previous Random Next
@ — - & | 100 E] &

Figure 13 - Kurzweil 3000 Macintosh

Note: To change the displayed Tool Bar, on the Menu Bar click View, then Current Toolbar. A list of
tool bars will be displayed.

. = SIOWET 5]
Hide Toglbar BT the Reac
Customize Toolbar... o
Edit Toolbar Names... Bselect a highlighter,

Current Toolbar > Classic (Cross-Platform)
nter Full Screen Document Preparation {Cross-Platform)

) v Exploring

3000. Scanning

to the pdf files in the Documentation folder. Studying

ti tart K il 3000. To t it off Writing
[' time you star urzwel L loturn it o P WI’I'(Ir‘I Path
00 General Preferences pane, deselect the SI._ ____g.___ S

Figure 14 - Change the Current Toolbar
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Opening a Document from your Mac

To open a document from your computer to read in Kurzweil 3000:
1. Onthe Exploring tool bar, click the Open button.

[ ] [ ] B Welcome to Kurzweil 3000
A gole o= L v @
] |3 | — T2 W
My Account Mew | Open JRead the Web Print Thumbnails Bookmarks Spell Cheek Previcus Page Mext Page

Figure 15 - Open File from Local Computer

2. The Finder will appear. Select a document from your computer and click Open.

EO = @ EEv | | [ My Documents o th [ Q
Favorites "L Barcelona -..in Spain.pdf
e . Email regar...fice 2016.txt
(0 e i "1 Interview Questions.pdf
& Intro Speech.kes
B Desktop =L JPN 1002...ing errors.pdf
[ Documents ™. UPN 1002 Syllabus.pdf
0 Downloads | 71 K5U Intro PowerPoint >
KSU Intro PowerPoint. pptx
H Movies Literary Life...ob, Esq..bks DO CX
n Music [ Marketing Proposal.docx
N B Michael Bur..n notes.k3c
[0 Pictures = New York Ti..s Article.pcf Intro Speech.docx
= Deleted Users 0 Test Upload.docx
| | Testing Files
Devices B Thumbs.db Today, 10:47 AM
9] LACIE-MAC + " @ Upload test.docx Dec 16,2013, 5:19 PM
= = Upload test.pdf Dec 16, 2013, 5:19 PM
| LACIE_DOS = E.'I_T Week 1 reading.docx Add Tags...
Shared = Week 1 reading.pdf
B cundeharafd min ka4 M Welcome to Kurzweil 3000
Cancel I Open I

Figure 16 - Select a Document to Open

3. The file will open in a new window within Kurzweil 3000. The document will be converted into a
text file and the Writing tool bar will be displayed.

@ @ Intro Speech.docx (Imported)
ABC

v I Ay @

Spell Check Togale Word Prediction Bigger Smaller Fonts Colors Toggle Ruler

1

Hy

Hi, my name is Michagl Burns, and I am a senior at Dalton State College studying to get my Ecology
major and Business minor. [ was born and raised in Phoenix and have three brothers. I live in an off-
campus apartment with my pet dog called Mr. Fluffy, and I work at the campus greenhouse and garden.
All of the produce at the school’s organic cafe comes from the greenhouse and garden.

My biggest pet peeve is wastefulness, and I'd like my career to revolve around eliminating food waste, I
was offered & state grant to start & program called Students Reducing Food Waste. The grant is given to
students pursuing environmental causes, and SRFN is an initiative to reduce —and hopefully eliminate
food waste altogether. It involves volunteers going to businesses and schools, collecting consumable
food that would otherwise be thrown away, and giving it to homeless shelters. We also collect non-
consumable food and use it to ferilize the campus greenhouse and garden. If restaurants have used
vegetable oil, we take it, filter it, and wse it to run machinery on campus.

My vision is for this process to become something that businesses and individoals do automarically
much like recvcling. I would love it if every business, restaurant, institution, farm, and grocery store

Figure 17 - Writing Tool Bar
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Opening a Document from the Universal Library
The Universal Library is an online folder that can be used to store and distribute documents to all

users, regardless of their account privileges. To open an existing document from the Universal Library:
1. From the Menu Bar, click File (see Figure 18).
2. Click the Open from Universal Library (see Figure 18).

t Read View Tools Scan
New Text File #EN

Start Writing > |
2 Ppen... ®0
Qpen from Universal Library €30 }
Open from Google Drive ¢HRG
Open Recent >

Figure 18 - Open from the Universal Library

3. The Open from the Universal Library window will open and display available folders online.
Double-click a folder to open it and see its contents.

[ ] Open from Universal Library

P Evan Atkin (eatkin)

» Kennesaw State University (kuniversityQ)

¥ classic_literature

F help_tiles
F nonfiction_bookbag
F samples

Cancel

Figure 19 - Open from the Universal Library Window

4. When a folder contains a readable document, it will be displayed in the right column. Click the
document you wish to open.

[ ] Open from Universal Library

P Evan Atkin (eatkin) Iﬂatland.txt I
» Kennesaw State University (kuniversityQ)
¥ classic_literature
va

¥ adams_henry

b addams_jane

F aesop

» aiken_conrad

» alcott_lovisa_may

Cancel | (SN

Figure 20 - Readable Documents Available

5. Click Open. The document will be displayed as a text file and the Writing tool bar will be
displayed.
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Reader Interface

1. The following options are available on the Kurzweil 3000 Reader:
a. To access help on using the Kurzweil 3000 Reader, click the Help button (see Figure 21).
b. To move to the previous/next reading unit, click the read previous/next button
(see Figure 21).
c. Click Read to have Kurzweil 3000 read text aloud (see Figure 21).
d. To look up definitions, synonymes, syllables, spellings, and pictures of a selected word,
click Look Up (see Figure 21).

» Detalls:

Figure 21 - Reader Options
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2. Click the Details drop-down arrow to display additional options:

a.

The Reading Units determines how much text Kurzweil 3000 will highlight to be read
(see Figure 22):

e Word - Highlights only the current word being read in green.

e Phrase - Highlights a small section of a sentence.

e Line - Highlights all the text on one line.

e Sentence - Highlights the entire sentence.

e Highlight - Highlights any currently highlighted text within the document

The Reading Mode determines how much Kurzweil 3000 will read before pausing
(see Figure 22):

e Continuous (default) - Will read the entire document.

e Self-Paced - Will pause after reading each reading unit.

e Word by Word - Will pause after reading each word.

Change the speaker to change the voice reading text (see Figure 22).

Click a radio button to have text read aloud, or highlighted in silence (see Figure 22).
To decrease/increase the reading speed (WPM), click the down/up arrows

(see Figure 22).

J
P/~

¥ Details:

I Unit Sentence

(b) Mode Continuously

| Voice: Alex - US English
® Read Aloud
Read Silently
@Words per Minute: 210 2 I

Figure 22 - Reader: Details

B
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Reading a Document
After opening one of the supported file types (see Supported File Types for more information), you can
use Kurzweil 3000 to read text out loud. As text is read, it will be highlighted to help you keep pace

with the reading.
1. After opening a document, click the Read button on the Reader.

- Detalls:

Figure 23 - Reader: Read Button

2. The text to be read will be highlighted in yellow, and text being read will be highlighted green.

Figure 24 - Highlighted Text During Reading

Reading a Web Page with Kurzweil 3000

Kurzweil 3000 can read web pages aloud. It is recommended to use this feature with Chrome.

Enable Read the Web on Chrome
The Read the Web extension must first be installed to Chrome in order to use this feature.

Note: Once installed, you can access Read The Web from within Chrome.
1. Access the Chrome Web Store at https://chrome.google.com/webstore/category/apps.

2. Search the Chrome Web Store for Kurzweil.
3. Inthe search results under Extensions next to Read The Web, click Add to Chrome.

k3000 + FIREFLY K3000

offered by kurzweiledu.com Academic Resources

weil product with a comprehensive reading, writing and learning solurion for

Read The Web
offered by kurzweiledu.com (s

Text-to-speech for Web Content

Figure 25 - Add Read The Web to Chrome
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4. |f asked to add Read The Web extension to Chrome, click Add extension.

Add "Read The Web"?

Read and change all your data on the websites you visit

Cancel Add extension

Figure 26 - Add Extension

5. The extension will be installed to Chrome and will appear next to the address bar.

% Kennesaw 5State Universic X
&« C 1 | ® www.kennesaw.edu W D :

MyKSU A-Z Index Directories Campus Maps

Apply Visit Give

About KSU Academics Admissions Athletics Campus Life Research Global

Figure 27 - Read The Web in Chrome

Using the Read the Web Toolbar in Chrome.
Once the Read The Web extension has been installed, you will be able to access Read the Web from
Chrome and enable a toolbar to read text aloud from websites online. To use the tool bar:

Open the Chrome browser.

Click on the Read the Web icon next to the address bar.

Enter your username and password for your Kurzweil 3000 account.
Click Login.

P wnN e

Evan| — O W
% Kennesaw State Universic X

&« C {t | ® www.kennesaw.edu

KENNESAW
STATE [JNIVERSITY

About KSU Academics
il W1 ] S

Admissions

-,

Figure 28 - Access the Read The Web Toolbar
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5. After logging in, the Read the Web toolbar will display the interface:

Kurzweil3000.com: access the Kurzweil3000.com log-in page (see Figure 29).
Options: alter the reading voice, speed, mode, and unit settings (see Figure 29).

c. Go: allows you to move backwards/forwards throughout text in the website
(see Figure 29)

d. Play: begins reading text on the webpage. To read a specific passage, click your mouse
on the section where you wish to begin (see Figure 29).

e. Mute: mute/unmute the sound (see Figure 29).

f. Dictionary: access the dictionary to define the currently highlighted word
(see Figure 29).

Kurzweil 3000 Read the Web 0 LTAO student_test1 (I...

Figure 29 - Chrome Read the Web Toolbar Interface

6. To begin reading a web page, click a section of the page where you want the reader to begin,
and click Play on the toolbar.

|Trhe [patent for "flexible display devices" -- which was filed in July 2014
smartphone with a design popularized by clamshell phones.

Figure 30 - Selection Cursor
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Look Up Tool

The look up tool provides access to definitions, synonyms, syllables, spellings, and pictures of selected
words within a document. To activate the look up feature:

1. Select a word within your document you wish to look up.
2. On the Kurzweil 3000 Reader, click the Look Up tool.

> o

» Details:

Figure 31 - Look Up Tool

3. The Look Up window will open and display results for a word’s definition, synonyms, syllables,
spelling, and pictures.

I Definition  Synonyms  Syllables Spelling Picture I

noun.
1. A bird in Egyptian mythology that lived in the desert for 500 years and then consumed
itself by fire, later to rise renewed from its ashes.

2. A person or thing of unsurpassed excellence or beauty; a paragon.

3. A constellation in the Southern Hemisphere near Tucana and Sculptor.

Dictionary: American Heritage

i

Figure 32 - Look Up Results

4. Click on a tab to display the results.
5. When finished, click the red x in the upper-left corner to close the window.
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Notes Tool Bar Interface

The Notes Tool Bar contains several tools that can be useful for making notations on an opened
document. Clicking a tool will select it and make your mouse cursor perform one of the following
actions:

1. Selector - Allows cursor to select areas of text within a document to be read (see Figure 33).
Eraser - Erases highlights, circles, or notes (see Figure 33).
Highlighters - Mark documents with highlights and circles (see Figure 33).
Add Footnote - Adds a footnote to the selected location in the document (see Figure 33).
Add Voice Note - Record a voice note that can be added into the document (see Figure 33).
Add Sticky Note - Adds a text note with a yellow background to the document (see Figure 33).
Add Text Note - Adds a transparent text note to the document (see Figure 33).

©® N Uk WD

Bubble Note - Adds a bubble note that can be used to ask a question and input an answer
(see Figure 33).
9. Bookmark - Adds a bookmark within the text (see Figure 33).

ORSANO
NI
@:\ S

Figure 33 - Notes Tool Bar

Taking Notes
Kurzweil 3000 contains tools on the Notes Tool Bar that can be used to mark ideas within your
document. Some examples are making notes and highlighting key ideas:

Highlight Text
1. To highlight an area of text within your document, select a Highlight tool from the Notes Tool
Bar.
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2. The cursor will change to a highlighter. Click and select the text and it will be automatically
highlighted.

Hi, my name is Michagl Burns, and I am a senior at Dalton State College studying to get my Ecology
major and Business minor. I was born and raised in Phoer@ix ~nd hage three brothers. I live in an off-
campus apartment with my pet dog called Mr. Fluffy, and e campus greenhouse and garden.
All of the produce at the school’s organic cafe comes fronf the enerhouse and garden.

Figure 34 - Highlight Text

3. To deselect the highlighter, click the Selector tool.
To erase highlighted text, click the Eraser tool.

5. The cursor will change to an eraser. Click and drag across the highlighted text and the highlights
will be erased.

6. To deselect the eraser, click the Selector tool.

Add Notes
1. To enter a sticky note or text note to your document, click the Sticky Note/Text Note button.

Figure 35 - Sticky Note and Text Note

2. Click a location on your document to add the note.
3. The note will be added. Begin typing to add your note.

An example of a sticky note

An example of a text note.

Figure 36 - Sticky Notes and Text Notes

Note: A Sticky Note is solid and highlighted in yellow, while a Text Note is transparent.
4. When finished, click anywhere outside the note to deselect it.

To edit the note, click the text within the note to edit it.

Click and hold on a note to drag it to a new location.

Sticky notes can be resized. Click and hold the corner of a sticky note to resize it.

© N o Ww

To delete a note, select the eraser tool, and click the Note to be deleted.

<

N

Figure 37 - Delete the Current Note
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Spell Check a Document
While writing a document within Kurzweil 3000 (or after opening a document), the Writing tool bar will
be displayed by default. Selecting the spellchecker will search the current document for any spelling
errors, and allow you to make changes to the document within Kurzweil 3000.

1. From the Writing tool bar, click the Spell Check tool.

Intro Speech.docx (Imported)

w r? At AT al ’% s

" e

> 3
Spell Check fToggle Word Prediction Bigger Smaller Fonts Colors Toggle Ruler

Figure 38 - Spell Check the Current Document

2. Kurzweil 3000 will begin to check the document for spelling errors. When a misspelling is found,
the Spelling and Grammar window will appear.
3. Select the correct spelling from the Suggestion list and click Change.

@ [ ] Spelling and Grammar
Bsiness
This word was not found Find Mext

in the spelling dictionary.

Business Ignore

Basins Learn
Define
Guess

Automatic by Langu.. E Check grammar

Figure 39 - Spelling Correction

4. Kurzweil 3000 will continue checking the document until there are no more spelling errors

found.

Creating a New Text File

You can create a new text document within Kurzweil 3000. To create a text file:
1. Onthe Exploring Toolbar, click New.

AR @ o 1 W ¥

My Account | New J Open Read the Web Print Thumbnails Bookmarks Spell Check

Figure 40 - Exploring Toolbar: New

2. Anew, blank text document will open and you can begin writing.
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Creating a New Draft Document

Draft documents are similar to text files, but can also be created from an existing outline. There are
also templates available when working with a draft. The following will explain how to create a new
blank draft document:

1. From the Menu bar, click File (see Figure 41).

2. Hover the mouse cursor over Start Writing. A new menu will appear (see Figure 41).

3. Hover the mouse cursor over Draft. A new menu will appear (see Figure 41).

4. Click Blank (see Figure 41).
Note: You can also open a new draft from an existing template by selecting From Template.

Read View Tools Scan Format Window Online Help
%N | :

Brainstorm
Qutline

#0

Open from Google Drive 4X06 P rom Template... |
Open Recent p tate College studying to get my ECOIOEY MEajor &nd BUsIness m

Figure 41 - New Draft

5. The new draft document will open, and you can begin typing your document.

Creating a New Brainstorm Document

A Brainstorm document can be useful when you need to generate topics to write about, or points to
make during your topic; acting as a good way to structure a paper before you begin writing. To begin a
new brainstorm document:

1. From the Menu bar, click File (see Figure 42).

2. Hover the mouse cursor over Start Writing. A new menu will appear (see Figure 42).

3. Hover the mouse cursor over Brainstorm. A new menu will appear (see Figure 42).

4. Click Blank (see Figure 42).
Note: You can also open a new brainstorm from an existing template by selecting From Template.

Fileo- Read View Tools Scan Help

New Text File -]

Format Window Online

Start Writing [ 2 Brainstorm 2
#0 Qutline = From Template... “C3B
niversal Library  {+3%0 Draft > D ] v

Open from Google Drive S rmnrmhﬂck Previous Page Mext Page

Open Recent p tae College studying to get my Ecology major and Business minor. I
k- . i i Ted Mr. Fluff i1

Figure 42 - New Brainstorm
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5. The new brainstorm document will open and display a toolbar with different tools you can use
for brainstorming.

Untitled

0 = >

View Qutline View Draft View Split View Create Draft

/ Main Idea
) © %
Supporting | C} Supporting )
r & . Topic2
g b
Point | I-" F*c:im"lI  Foint \
2 / Lo 2 |
= " //' \ __.-f;
& | o0 3 =

Figure 43 - New Brainstorm Document and Palette

6. To add an object from the Toolbar, click on the drafting area where you want the object to go,
then click the object from the Brainstorm Palette.

Creating a New Outline Document

An Outline document can also be useful when you need to keep track of ideas and flesh out a main
idea. To begin a new outline document:

1. From the Menu bar, click File (see Figure 44).

2. Hover the mouse cursor over Start Writing. A new menu will appear (see Figure 44).

3. Hover the mouse cursor over Outline. A new menu will appear (see Figure 44).

4. Click Blank (see Figure 44).
Note: You can also open a new outline from an existing template by selecting From Template.

Scan Format Window Online Help
sen | '

Brainstorm

niversal Library  {+30 Draft From Template...
Open Recent p zie College studying to get my Ecology major and Business o

Figure 44 - New Outline
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5. The new outline document will open and display a toolbar with different tools you can use

when creating your outline.

Untitled

0 8 B

Draft View Split View Create Draft

3

Brainstorm View
=) L] Main Idea

=) A | supporting Topic 1

®
50

:1 , Paint 1
2 Point 2

_ B | Bupporting Topic 2
:1 , Point 1

2. | point 2

>

Figure 45 - New Outline Document and Tools

6. Asyou are typing your outline, you can click on tools within the Outline Palette to add them to
your outline (e.g. Add Subtopic, Increase/decrease indent).

Creating a New Draft Document from an Existing Brainstorm Document
After creating a brainstorming document, you can use it to create a draft to write from. First you will
need to change the brainstorming document into an outline, and then a draft:

1. After creating your brainstorming document, click Outline View on the Writing Path toolbar.

®

Untitled

g 8

Draft View Split View

Outline View

Figure 46 - Writing Path Toolbar: Outline View

2. The Outline View will open and display your outline based off of your brainstorming document.
On the Writing Path toolbar, click Create Draft.

Brainstorm View

& Untitled

Create Draft

g £

Draft View Split View

*

| Main Idea
A | supporting Topic 2

\B- | Supporting Topic 1

Figure 47 - Writing Path: Create Draft

3. The Draft View will open and your outline will be converted into draft form.
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Saving Your Document

You can save your drafts (text, brainstorm, outline) document as a .KES file to access at a later time.
1. From the Menu Bar. click File (see Figure 48).
2. From the drop-down menu, click Save As (see Figure 48).

mit Read View Tools Scar

MNew Text File N
Start Writing >
Open... #0
Open from Universal Library {30
Open from Google Drive G4XG
Open Recent >
Close B W
ave $8s

'-.fe to Universal Librar 4+ #S
Save As...
Save A N

Figure 48 — Save As

3. The Save As window will appear. Next to Save As, type in a name for your file (see Figure 49).
4. Next to File Format, select a file format (default is a Kurzweil 3000 .KES file) (see Figure 49).
5. Click Save (see Figure 49).

3
Qaue As: | My Writing Project v

Tags:

Where: | [7] My Documents u

@ File Format: | Kurzweil 3000 E

6. The document will be saved to your computer. It can be opened again using Kurzweil 3000.

Figure 49 - Save File As

Additional Help

For additional support, please contact the KSU Service Desk:

KSU Service Desk for Faculty & Staff KSU Student Helpdesk

Phone: 470-578-6999 Phone: 470-578-3555

Email: service@kennesaw.edu Email: studenthelpdesk@kennesaw.edu
Website: http://uits.kennesaw.edu Website: http://uits.kennesaw.edu
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