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How to locate the Ease of Access folder. 
To access the Ease of Access folder you need to select the Start Button. 

 

 

Select All Programs 

 

 

Scroll till you get to the Accessories folder, click on it to open. 
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When the accessories folder opens you will find the Ease of Access folder. In here 

will be all of the assistive software on the PC. 

 

 

All of the assistive software is in this folder; we will go through each of them in this 

module. 
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Ease of Access Centre 
This is the hub for all of the accessibility options on the PC. 

 

 

There are various options to make the PC easier to use, all assistive software from 

the Ease of Access folder are linked in here. The rest of this manual will explain each 

of them. 
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Magnifier 
This piece of software allows the user to magnify the contents of the computer 

screen to make it easier to read or see. 

 

When you open the software the following box will appear. There are three different 

“Views” that are available; the software will remember the last view that you selected 

the last time you used it. 

 

If you cannot see the above box then look for a magnifying glass on your screen as 

the program hides itself after a few seconds of not being used. 

 

The default view that will start the first time you open Magnifier will be Full Screen, 

this will enlarge the whole screen when you click the plus symbol. To navigate 

around the screen at your preferred magnification just move the mouse around the 

screen, you can adjust from 100% all the way up to 1600%. 
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If you click on the “Views” button you will see the available magnifying options. 

 

The next View is Lens, this will give you a box that you can move around the screen 

and only what is inside that box will be magnified to your selected percentage. It’s 

just like a magnifying glass. Again with this option you just have to click on the plus 

and minus buttons to zoom in and out. 

 

 

The last View is docked this splits the screen along the top. The top part is a 

magnified view of the normal screen at the bottom; the zoom level can be changed 

here to suit the individual. 
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Narrator 
“Narrator” is a tool supplied by Microsoft to read aloud text appearing on-screen. 

 

The main control panel for Narrator will now open.  Here you can make changes to 

the tool to suit your own personal preferences. 

 

Clicking the “Voice Settings” box on the screen above allows you to make changes 

to speed, volume and pitch of the narrator. 
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On Screen Keyboard 

 

The On-Screen Keyboard works as a substitute to mechanical keyboard, by using it 

you can type with the mouse, trackball or touchpad. Moving your mouse cursor over 

certain letter highlights the button and when left-clicked, the letter will appear.  

On-screen keyboard is also default keyboard when using an Interactive Screen in 

Libraries and it can be used with touchscreen desktop computers. 

You can change the size of your keyboard by pressing on the edges or corners, drag 

it over the screen (e.g. moving it to lower part of the screen), use keyboard shortcuts 

and adjust it to your needs by clicking on the “Options” button.  

 

Windows Speech Recognition 
This piece of software allows you to interact with the PC using your voice. 

 

To start using speech recognition you will need a PC with a built in microphone, a 

desk microphone or a headset with microphone attached.  

Once you have opened the software the set up will begin. The first box that will 

appear is informing you that this software of optimised for English (UK) speakers, 

click OK to move to the next step. 
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The next box that appears gives you information on what this piece of software does. 

Click next to continue. 

 

 

This step is where you select which type of microphone you are using, in this case 

we will be using the built in microphone on the laptop. Click on next to continue. 
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You will be given some information on the correct way to set up the microphone that 

you are using to get the best out of the software, click on next to continue. 

 

 

You need to repeat the sentence on the screen so that the microphone can adjust its 

volume to your voice. Click on next to continue. 

 

 

You have now successfully set up the microphone to use with the speech recognition 

software. Click next to continue. 
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To improve the accuracy of the software, it can scan documents that you have 

searched for on the PC. This will help it learn the different words and phrases you 

use, in turn improving accuracy. You can select to enable or disable it here, click on 

next to continue. 

 

 

You can choose whether to turn on the software using your voice or by manually 

clicking a button. You can switch the software off by saying “Stop Listening” on either 

manual of voice activated. Click next to continue. 

 

 

  



Staff Resourses 

13 
 

This gives you the option to print out a guide of the commands that the software 

recognises. Click next to continue. 

 

 

You can start the tutorial from here to be shown how to use the software or if you 

want you can select skip tutorial and go straight into using it. 

 

 

The tutorial is a very detailed piece of software that will help you get to grips with 

speech recognition on your PC.  
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When you have started using the speech recognition software you will notice it 

running at the top of your screen. It will listen for any commands you want to give it. 

 

In this example I said “Start” and the software opened the start menu. 

 

 

 

 

 

 

 


