ACCESSIBILITY
SERVICE

Writing Assistive

Technology

" MACQUARIE
-~ University

Microsoft 365

Apple Dictation

Google Docs Type with

Dictate / your Voice
Transcribe
Online Use v v v
Offline Use v v
Compatibility PC, Mac, iPhone, iPad, macOS and Any device with internet
Android, and Apple Watch. connection.
iOS.

Do you have trouble putting thoughts on paper?

Writing assistive technology or speech-to-text software offers a wide range of benefits that

can help improve the academic writing process.

How can you benefit from using speech-to-text software?

e Improve speed and efficiency: speech-to-text software allows your device to type as

you speak.

e Explaining your ideas verbally can often be faster than typing. Speech-to-text could

be used to dictate notes, essays, and reports depending on your needs.

e Reduction in typing errors: speech-to-text software can help to reduce common

typing mistakes.

e Reduced physical strain on hands and wrists.

e Improve focus: speech-to-text may reduce the time spent on the typing to allow

more time to focus on the content and structure of the writing.

Some free speech-to-text options we recommend are:

9 Microsoft Office 365 Dictation

The Microsoft speech-to-text feature is known as Microsoft Dictation. It allows you to use

your voice to create documents, emails, notes, and presentations, within the Office 365

online suite or apps. For an overview of all features go to Dictate in Microsoft 365.

e MQ students have free access to the Microsoft 365 suite

Macquarie University NSW 2109 Australia

T:+61 (2) 9850 7497 |

E: wellbeing@maq.edu.au
ABN 90 952 801 237
CRICOS Provider 00002)

Page 1 of 3



mailto:wellbeing@mq.edu.au
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https://students.mq.edu.au/_archived/support/technology/service-desk/office-365
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Step-by-step guides:

e Dictate your documents in Word

e Dictate your notes in OneNote

e Dictate your presentations in PowerPoint

€):

Microsoft Office 365 Transcribe

e The Transcribe feature converts audio files into transcripts.
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e Upload an audio or video file (mp3 or mp4) and Microsoft 365 will generate an

editable transcript with timestamps.

e Students can upload 300 minutes of audio for free each month.

e You can take notes and quote directly from the transcripts with timestamps.

e Transcribe can also be used to record a live conversation, and generate a transcript

for meetings.

Video on how to use Microsoft 365 transcribe

’

. Apple Dictation

The Apple speech-to-text feature is known as Dictation and is available on macQOS, iOS,

iPadOSs.

For more information:

e Dictate Messages & Documents on Mac

e Use Dictation on your iPhone, iPad or iPod touch.

e Book an appointment with the Apple Genius Bar.
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https://support.microsoft.com/en-au/office/dictate-your-documents-in-word-3876e05f-3fcc-418f-b8ab-db7ce0d11d3c
https://support.microsoft.com/en-au/office/dictate-your-notes-in-onenote-2f5d1549-afe1-4abd-95ff-829a839e3d00
https://support.microsoft.com/en-au/office/dictate-your-presentations-and-slide-notes-in-powerpoint-97f3373e-58b9-4e39-b413-83d6d2c09055
https://www.youtube.com/watch?v=ny-42b57Jao
https://support.apple.com/en-au/guide/mac-help/mh40584/mac
https://support.apple.com/en-au/HT208343
https://www.apple.com/au/retail/geniusbar
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é Google Docs

Google Docs Type with your Voice and Voice Recognition
Available for Google Docs and Slides only within the Chrome browser

e For more information, go to Google Docs Editor Type with your Voice.

Need troubleshooting support?

If you would like more detailed guides and support for engaging with assistive technology,
reading, writing and organising your notes, drop into the Student Wellbeing 'Thrive Hub'

Activation for Assistive Technology Support. Details and updates available on the Wellbeing
Skillshops webpage.

If you are a student with assistive technology requirements due to the impact of your health
condition, for example low vision or are hard of hearing, please register with the
Accessibility Service.
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