Microsoft Digital Tools- Teaching Assistive
Technology as a Writing Lesson

Just a note, this document has been created to instruct on the use of Microsoft’s Digital Tools in the writing process. This is
NOT instruction on the writing process itself.

Grade 4-5

This lesson is combining two features of Microsoft Digital Tools to help students become better writers —
the use of the “Dictate” as well as “Immersive Reader (Read Aloud) tools. Using these two tools
combined in addition to peer editing and feedback, will help the students complete the writing process in
a much more independent manner.

Using Microsoft Digital Tools to Create a
Document from Scratch

This method STARTS with the dictate feature takes advantage of allowing the students to get their
thoughts down on paper, without being slowed down with the physicality of writing it, as one of the
initial steps (after brainstorm) of the writing process. Having an outline to refer from is helpful so that
the narration is more fluent.

Students open word from Office.com. -> Edge -> My Apps -> OneDrive -> File New -> Word Document

Dictate > Text to Speech (Writing the Story or Non-fiction)
If writing a STORY, proceed to “Access dictate”. If writing a research paper, it
helps to create headings FIRST to help the student organize the content.
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Access “Dictate” by clicking the dictate icon located on the
\Q/ ribbon from the “Home” tab.

Dictat . .
e Students may have to “allow” access to the microphone. Be sure to click “Allow”.

Voice



A small window will appear displaying the microphone. The
students start talking -> the computer will translate what is being

by

:, spoken into written text. Punctuation can even be written using
R n — the spoken command such as “period”, “comma”, “question
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L ® e mark” and new paragraphs can be added by stating, “next line”.

Note: clicking on the settings icon will allow the user to change
the spoken language.

Once the students have “written” their text, they can pause the recording by clicking on the
microphone. | encourage them to start and stop often to think about what they would like to say
BEFORE saying it so that it has some sense of organization.
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Click on the microphone again to resume OR on the “x” in the
top right-hand corner to close the microphone.

Immersive Reader > Read aloud

Students will now have the computer read their text back to

them. They can listen to make sure that the words/sentences make sense, punctuation is placed where
needed and to check to see if more needs to be written to complete the “story.”

Access Immersive Reader from the “View” tab.

L% Immersive Reader
Clicking on the icon will open the written text in the
immersive reader interface displaying the unique
ribbon accompanying this.
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There are many settings that can be customized for the utilization of this tool as an intervention tool. At
this time, it might be an idea just to use the default settings.

(Note: the desktop application offers a much more robust immersive Reader experience. However, for
the purpose of this lesson, the online version works fine.)

If you would like to learn more about using Immersive Reader (Learning Tools)
as an intervention tool, watch THIS video.



https://support.microsoft.com/en-us/office/listen-to-your-word-documents-5a2de7f3-1ef4-4795-b24e-64fc2731b001
https://youtu.be/KVlXk3BsLVE

If the document is not already at the top, scroll to the top, place the cursor at the
beginning and press the “Play” icon at the bottom of the screen.

The document becomes greyed out and as the

text is read, it is highlighted for easy tracking.
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49) Scratch
Clicking on a word will display a picture as

well as a sound icon to listen to the individual word.

Scratch

Once the document has been read, exit out of the immersive reader screen by clicking on the <--
located on the top left of the window. Students can then go back and “edit” their document — making
necessary adjustments and/or additions. Unfortunately, editing cannot be done in this screen.

Have them repeat this process until the writing is complete.
Editing

This is now the time to introduce what it means to have words
underlined in RED or BLUE.
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choosing a word JUST because it’s spelled correctly OR having to
adjust the spelling of the word a bit more because there are no
suggestions. They could even replace it with an option AND if they’re not sure it’s correct, go back to
immersive reader and click on the word to take advantage of the “picture dictionary”.

Grammar

Examining the text that is underlined in BLUE is a lot more difficult to do — this is identifying possible
grammatical errors such as punctuation and word usage BUT it also looks at several other variables that
are not relevant to students at this age. Depending on the level of the students, | might even avoid it at
the time. However, if students are capable, | might have them use this tool JUST for checking for



punctuation AND/OR correct use of homonyms. These words will not be identified through the spell
check but will be underlined in BLUE as the computer recognizes them as the incorrect use of a word.
Clicking on the underlined blue word/phrase will provide the student with some options. Some might
be too difficult for the student to choose and may need some adult guidance.

Synonyms

The last step in this process is to make the writing more impactful by swapping out basic words with
more compelling ones. This is an easy process to do using the “synonym” selection in Word. This is
done by right-clicking on the word and selecting “Synonyms for . .. “. A list of words will appearin a
sidebar and the student can substitute the existing word with one of these.

word
Synonyms for "words" fwerdl <)
%% Translate > NOUN

1. term, name, expression, designation, locution,
turn of phrase, idiom, appellation, vocable
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phrase, express, put, couch, frame, set forth,
formulate, style, say, utter [more]

Note: this functionality works much better in the desktop version. Right clicking will bring up a similar
method BUT the suggestions will be listed from an expansion menu, NOT from a side bar.

Using Microsoft Digital Tools with an Existing Document

This method really takes advantage of the immersive reader function helping the student recognize the
mistakes in their own writing.

Have the students open an existing document. Read through it once.

Immersive Reader > Read Aloud

Open immersive reader using the above process to have the computer read the document to the
students. Because this was a document they created without the aid of speech to text technology, there
is a higher likelihood that more errors will be highlighted and identified through this process. It may
take a few readings through for the students to be able to identify where the mistakes have been made.

Exit out of the immersive reader screen to make these changes.

Dictate > Speech to Text
Use the dictate tool to do the editing. This can be done by adding punctuation, correcting words, and
even adding more to the story so it is more robust.

Have the students use the Immersive Reader tool as an “extra voice” to listen to their writing. When
they feel they have captured what they intended in the “just” of the story, they can move onto the next
steps using Editor and Synonyms as listed above.



