Guide for People who have Learning Disabilities 
This guide describes accessibility features built into Windows and Microsoft Office, as well as different types of assistive technology products that are designed for individuals who have learning disabilities. Note that some sections of this guide may be useful to individuals with different types of disabilities such as vision or cognitive.
Microsoft wants to provide the best possible experience for all our customers. If you have a disability or have questions related to accessibility, please contact the Microsoft Disability Answer Desk for technical assistance. The Disability Answer Desk support team is trained in using many popular assistive technologies and can offer assistance in English, Spanish, French, and American Sign Language. Please go to the Microsoft Disability Answer Desk site to find out the contact details for your region. If you are a government, commercial, or enterprise user, please contact the Enterprise Disability Answer Desk.
At Microsoft, our mission is to empower every person and organization on the planet to achieve more. We are committed to delivering great experiences to people with disabilities. If you have feedback to offer, or requests to make of us, we encourage you to let us know through the Microsoft Accessibility Forum. If you are looking for information on accessibility in education, please visit the Microsoft Education’s Accessibility tools: Meeting the needs of diverse learners course.                                                                                                                         
In this Guide:
Setup Accessibility Options in Windows 
Make Accessible Documents with Office
Use Features in Office
Browse the Accessibility Features of Edge and Internet Explorer 
Find Assistive Technology for People who have learning disabilities
[bookmark: _Setup_Accessibility_Options]Setup Accessibility Options in Windows
Ease of Access is a location where you can set up accessibility settings and programs available in Windows.                               
Learn more about Ease of Access
Turn on Ease of Access options
With Windows you can access commonly used accessibility options right from the sign-in screen. Press the Windows Logo Key [image: Start logo icon] + U to access the Ease of Access settings at the sign-in screen. On many keyboards, the Windows Logo Key is located on the bottom row of keys, to the left or right of the Alt key. There you can turn on or off Narrator, Magnifier, On-Screen Keyboard, High Contrast, Sticky Keys, or Filter Keys. 
Caption 1: Ease of Access options on the Windows sign-in screen                               
[image: C:\Users\arwils\AppData\Local\Microsoft\Windows\INetCacheContent.Word\Sign-in Screen.png]
After you log on, you can open Ease of Access settings by pressing the Windows Logo Key [image: Windows logo key icon] + U. 
To open Ease of Access settings on a touch-enabled device, swipe in from the right edge of the screen and select All Settings > Ease of Access.                               
Hear text read aloud with Narrator
Some users may prefer text read aloud to them. Narrator is the built-in screen reader that reads text on your screen aloud. To start or stop Narrator, press the Windows Logo Key [image: Windows logo key icon] + Enter. On Windows Mobile devices, press Windows Logo Key [image: ] + Volume UP key to toggle Narrator on/off.
Learn more about Narrator
Caption 2: Ease of Access settings with Narrator section selected.

[image: ]
Reduce visual distractions in Ease of Access
To reduce distractions in Windows you can change whether animations or the Windows background are displayed. To do so, press Windows Logo Key [image: ] + U to open the Ease of Access. Then select Other options. You can also use darker and larger visual feedback for when you touch your screen.                               
Caption 3: An example of some visual and touch options in Ease of Access
[image: C:\Users\arwils\AppData\Local\Microsoft\Windows\INetCacheContent.Word\Screenshot 2017-01-03 14.04.52.png]
Get Notifications when you turn Settings on
To get a warning message or sound from features such as Sticky Keys, you can go to Ease of Access.                               
1. Press the Windows Logo Key [image: ] + U                               
2. Select Keyboard. 
3. In the Other Settings section toggle on or off these features:                               
· Have keys make sounds for when a setting is turned on or off with a keyboard shortcut
· Displaying a warning message for when a setting is turned on or off with a keyboard shortcut
[bookmark: _Adjust_Accessibility_Settings][bookmark: _GoBack]Use the Touch keyboard
The Touch keyboard has Word Prediction and Handwriting, which can be useful for interacting with a touch device. 
1. Word Prediction
As you type on the keyboard suggested words will show up at the top of the keyboard.                               Use this tool to find the words you are looking for.                               
1. In the notification area select Touch keyboard [image: ].                               
Handwriting
The Handwriting option lets you write with a stylus (such as a Surface Pen) or your finger. That option can also be a good tool for learning cursive or signatures.                               
1. In the notification area select Touch keyboard [image: ].                               
2. Choose the Handwriting [image: ] option.                               
Caption 4: An example of the Handwriting feature on the Touch keyboard.                               
[image: C:\Users\arwils\AppData\Local\Microsoft\Windows\INetCacheContent.Word\Screenshot 2017-01-09 13.25.10.png]
Learn more about touch keyboard
Use Speech Recognition
Windows Speech Recognition allows you to dictate text instead of typing on a keyboard.                               Press the Windows Logo Key [image: ] and then type Windows Speech Recognition and select it from the results. Complete the Set up Speech Recognition tutorial.                               
Caption 5: You can train your computer to recognize your voice once the setup tutorial is complete.                               
[image: C:\Users\arwils\AppData\Local\Microsoft\Windows\INetCacheContent.Word\Screenshot 2016-11-07 13.52.58.png]
Additionally, you can press the Windows Logo Key [image: ], and type Control Panel then select it from the list of results. Then select Ease of Access > Speech Recognition to get additional configuration options for speech recognition.
Equal Entry video on Using Cortana and Speech Recognition Together on Windows 10
Learn more about Speech Recognition
Learn commands for Windows Speech Recognition
Additional Options in Ease of Access Center
For additional customization options, you can navigate to the Ease of Access Center.                               
1. Press Windows Logo Key [image: ]                               
2. Type Ease of Access Center and select it from the results. 
Customize sign-in settings
You can customize sign-in settings, so that accessibility features start automatically when you sign in, after you sign in, or both. To customize sign-in settings:                               
1. Press Windows Logo Key [image: ] to open Start.
2. Type Ease of Access Center and select Ease of Access Center from the results.
3. Select Change sign-in settings.
4. Select the checkboxes for the options you would like to use and then select OK.

Caption 6: A list of sign-in settings you can change in the Ease of Access Center.                               
[image: C:\Users\arwils\AppData\Local\Microsoft\Windows\INetCacheContent.Word\Screenshot 2016-11-01 15.11.49.png]
[bookmark: _Make_Accessible_Documents][bookmark: _Toc460667196]Make Accessible Documents with Office
Built-in features in Microsoft Office can help you make your documents, spreadsheets, and presentations accessible to individuals who have learning disabilities. For more information on how to make your content accessible, please visit the Office Accessibility Center and Accessibility in Office 2016 and Windows 10. Check back regularly as we frequently add new articles and product tutorials.
1. Accessibility Checker
Word, Excel, PowerPoint, and OneNote include an Accessibility Checker that identify some content that might be inaccessible to individuals with disabilities. You can use the Accessibility Checker while you author to inspect errors as they occur and learn how to fix issues.
To Open the Accessibility Checker:                               
1. Open File (Alt + F).
2. Select Info.
3. Select Check for Issues.
4. Select Check Accessibility.
Caption 7: An example of some issues found in the Accessibility Checker.
[image: Accessibility Checker task pane showing results of Accessibility Check]
Learn more about the Accessibility Checker
Learn more about the Accessibility Checker on the Mac
[bookmark: _Use_Accessibility_Features]Use Features in Office
Microsoft Office comes with built-in features designed for individuals who have learning disabilities. You can also customize options in Office to meet your individual needs and preferences.
1. Use the Speak Command for Text-to-speech
The Speak command in Office uses text-to-speech (TTS), which is the ability of your computer to play back written text as spoken words. Depending upon your configuration and installed TTS engines, you can hear most text that appears on your screen in Word, Outlook, PowerPoint, and other programs in Microsoft Office.
You can add the Speak command to the Quick Access Toolbar.
1. Open File (Alt + F).
2. Select Options.
3. Select Quick Access Toolbar.
4. Choose Commands Not in the Ribbon.
5. Select Speak.
6. Select Add.
7. Select OK.
Caption 8: Word Options dialog box where the Speak command is selected to add to the Quick Access Toolbar.
[image: C:\Users\arwils\AppData\Local\Microsoft\Windows\INetCacheContent.Word\Screenshot 2016-08-19 11.38.25.png]
Now, you can quickly hear selected text.
1. Select the text in the document you want to hear.
2. Select the new Speak button in the Quick Access Toolbar.
Caption 9: Quick Access Toolbar with the Speak button activated.
[image: C:\Users\arwils\AppData\Local\Microsoft\Windows\INetCacheContent.Word\Screenshot 2016-08-29 11.00.26.png]
Learn more about text-to-speech
Check Spelling and Grammar in Office 
All Microsoft Office programs can check the spelling and grammar of your files. In Microsoft Word 2016, start the Spelling and Grammar checker by selecting Review > Spelling and Grammar.
Additionally, you can go to File > Options > Proofing to customize your options for Spelling and Grammar in Microsoft Office programs. 
Caption 10: Screen shot of Spelling and Grammar Proofing options in Word 2016
[image: ]
Use Editor in Office
Editor is a personal writing assistant that helps you write better documents and e-mails.                               It gives you spelling and grammar suggestions by using different visual cues for certain kinds of edits. Editor uses a red squiggle for suggested spelling edits, a blue double underline for grammar, and a gold dotted line for writing style.
Caption 11: Here is an example of a spelling edit in Editor.                               
[image: Spelling error suggestion] 
Learn more about Editor in Office
Researcher in Microsoft Word
Researcher is a unique resource in Microsoft Word that helps you find reliable sources and content for your documents. This feature uses Bing to help pull appropriate content from the web. To use Research and add content with citations to your document:
1. On the References tab, in the Research group, choose Researcher. 
2. In the search box, type a keyword for the topic you are researching and press Enter. 
3. Choose a topic in the Results pane to explore in detail. 
4. Select the text in the source and do one of the following: 
· Choose Add to add only text to your document. 
· Choose Add and Cite to add text and also include citation for your source. 
Caption 12: Screenshot of “My Research” pane open with the research cited in the document. 
[image: C:\Users\arwils\AppData\Local\Microsoft\Windows\INetCacheContent.Word\Screenshot 2017-01-09 14.17.58.png]
Learn more about Researcher in Word 2016
Do Things Quickly with Tell Me in Office 2016
You might have noticed a new text box on the Ribbon in Office 2016. This is Tell Me, where you can enter words or phrases about what you want to do next and quickly get to features in Office 2016. 
1. Press Alt + Q. 
2. Start typing something like “insert table” or “Accessibility Checker.”
3. Select what you want to do from the list of suggestions.
Learn more about Tell Me 
Use Read Mode to reduce distractions
Read Mode hides most of the buttons and tools so you can get absorbed in your reading without distractions. It disables edit options and allows you to read page by page. To open Read Mode, select View > Read Mode. Additionally, you can press Alt + W + F. To exit Read Mode press Esc. To move from page to page in a document, do one of the following:
· Click the arrows on the left and right sides of the pages.
· Press PgUp and PgDn or the spacebar and backspace on the keyboard. 
· Use the arrow keys on the keyboard or the scroll wheel on your mouse.
· If you're on a touch device, swipe left or right with your finger.
Caption 13: Document in Read Mode of Microsoft Word 2016
[image: C:\Users\arwils\AppData\Local\Microsoft\Windows\INetCacheContent.Word\Screenshot 2017-01-11 15.50.51.png]
Learn more about reading documents in Microsoft Word
Office Learning Tools
 Learning Tools are available in a growing number of Office applications.                               Here are some examples of how Learning Tools can help you focus on the content in your documents:
· Read Aloud reads text out loud with simultaneous highlighting which improves decoding, fluency, and comprehension while sustaining focus and attention.
· Text Spacing optimizes font spacing in a narrow column view to improve reading fluency.
· Syllable shows the breaks between syllables to improve word recognition and decoding.
1. Learning Tools for One Note 
The Learning Tools for OneNote is an add-in that will add a new tab to your Ribbon in the OneNote desktop application, which includes the Immersive Reader and Dictate.
The Immersive Reader tool recognizes text from images, and highlights words as they are read aloud. Additionally, there are options to control grammar and syntax highlighting such as Syl-la-bles, which enables words to be placed into syllables and displayed on the screen.
There’s also a Dictate feature in Learning Tools. This allows you to talk directly to your computer, or input your text directly into OneNote.                               
Learn more about learning tools in OneNote
Learning Tools in Word 
Learning Tools are now included in Office 365 version of Word 2016 desktop and online applications.                               
To use Learning Tools in Word 2016:
1. Open any Microsoft Word document.
2. On the View tab, in the Views group, select Read Mode 
3. From the View menu, adjust any one or all of the following: 
· Page Settings (Page Color, Column Width, Layout)
· Text Settings (Syllables, Text Spacing)
· Read Aloud
Learn more about Learning Tools in Word
Learn more about Learning Tools in Word Online
Office Lens
Office Lens is a free download on Windows, Apple, and Android devices. You can snap pictures of text and the application automatically trims and enhances them, making them more readable. You can export to OneNote, OneDrive, Word, PowerPoint, Outlook, and PDF. Additionally, with Office Lens on iOS you can export to Immersive Reader, which is now built directly into Office Lens.
The Immersive Reader helps users to easily scan and read content, helping them move from the physical to digital world. 
Learn more about Immersive Reader for Office Lens
Learn more about Office Lens Accessibility for iOS
Get Keyboard Shortcuts and Steps for Using Assistive Technology with Office
Office for Windows, Online, Mac, iOS, Android, and Windows Mobile provides support for assistive technologies like screen readers. You can read about the accessibility features for your specific environment at the Office Accessibility Center.                               There you can get all the latest accessibility information on products such as Word, PowerPoint, Excel, Outlook, and even others outside of the Office Suite such as Skype or OneDrive.                               
1. Visit the Office Accessibility Center.
2. Select the app you want to learn about.
3. Navigate to the section for your device.
[bookmark: _Browse_the_Accessibility]Browse the Accessibility Features of Edge and Internet Explorer 
Microsoft browsers come with built-in accessibility features designed for individuals who have learning disabilities. You can also customize options in Internet Explorer and Edge to meet your individual needs and preferences.
1. Save Content to Reading List in Edge
The Reading list in Microsoft Edge gives you a place to save and organize content you want to read later. Here is how you can add articles and other content to what you want to save for later.                               
1. Select Add to favorites or reading list 
2. Select Reading list > Add.
3. When you’re ready to read, select Hub > Reading list. 

Additionally, you can right-click any link and select Add to reading list without even visiting the page.

Caption 14: A Reading List in Microsoft Edge
[image: Screenshot of reading list]
Change Your Reading View Style in Edge
You can choose the Reading view style that best meets your individual needs and preferences. This way you can read documents in Edge with fewer distractions and a simpler layout.                               
1. Select More.
2. Select Settings.
3. Choose a Reading view style.
Learn more about the Reading view in Edge 
Accessibility Resources with Microsoft Edge
There are several additional accessibility resources that have been developed for Microsoft Edge. Learn more about Accessibility in Microsoft Edge.                               
Change the Font Size, Formatting, and Colors on Webpages with Internet Explorer
You can change the font type and size, and the foreground and background colors that are used to display webpages. You can also specify the color used for links in webpages and override colors used on webpages.
1. Press Alt + T.
2. Select Internet Options.
3. Select one of the following options.
· Fonts—to change the font type and size used on webpages
· Colors—to change the font colors used on webpages
· Accessibility—to make Internet Explorer ignore colors, font styles, and font sizes used on webpages, or to format webpages by using your own style sheet
Caption 15: Internet Options in Internet Explorer 11.
[image: C:\Users\arwils\AppData\Local\Microsoft\Windows\INetCacheContent.Word\Screenshot 2016-08-22 14.43.56.png]
[bookmark: _Find_assistive_technology]Find assistive technology for People with Learning disabilities 
People who have learning disabilities may be interested in the following: 
· Word prediction programs allow the user to select a desired word from an on-screen list located in the prediction window. The program predicts words from the first one or two letters typed by the user. The word can then be selected from the list and inserted into the text by typing a number, clicking the mouse, or scanning with a switch.                               
· Reading tools and learning disabilities programs include software designed to make text-based materials more accessible for people with reading disabilities. Options can include scanning, reformatting, navigating, or speaking text out loud.                                                            
· Speech synthesizers (also known as text-to-speech (TTS) systems) speak information aloud in a computerized voice. 
· Speech recognition programs, (also called voice recognition), allow computer navigation by voice rather than entering data by keyboard or mouse. You can still use a mouse and keyboard as well as voice, to enter data, write text, and navigate applications. 
Learn more about Assistive Technology products for Windows
[bookmark: osk][bookmark: sr][bookmark: webapps][bookmark: ie]Guide last updated on 2/7/2017. 
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@ Set up Speech Recognition

Welcome to Speech Recognition
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Using only your voice, you can start programs, open menus, click buttons and other objects on the
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keyboard and mouse can be done with only your voice.

First, you will set up this computer to recognize your voice,

Note: You will be able to control your computer by voice once you have completed this setup wizard.
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Introduction

Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Maecenas porttitor congue massa. Fusce
posuere, magna sed pulvinar ultricies, purus lectus malesuada libero, sit amet commodo magna
eros quis urna. Nunc viverra imperdiet enim. Fusce est. Vivamus a tellus. Pellentesque habitant
morbi tristique senectus et netus et malesuada fames ac turpis egestas. Proin pharetra nonummy
pede. Mauris et orci. Aenean nec lorem. In porttitor. Donec laoreet nonummy augue. Suspendisse
dui purus, scelerisque at, vulputate vitae, pretium mattis, nunc. Mauris eget neque at sem
venenatis eleifend. Ut nonummy.

Fusce aliquet pede non pede. Suspendisse dapibus lorem pellentesque magna. Integer nulla.
Donec blandit feugiat ligula. Donec hendrerit, felis et imperdiet euismod, purus ipsum pretium

metus, in lacinia nulla nisl eget sapien. Donec ut est in lectus consequat consequat. Etiam eget dui.

Aliquam erat volutpat. Sed at lorem in nunc porta tristique. Proin nec augue. Quisque aliquam
tempor magna. Pellentesque habitant morbi tristique senectus et netus et malesuada fames ac
turpis egestas. Nunc ac magna. Maecenas odio dolor, vulputate vel, auctor ac, accumsan id, felis.
Pellentesque cursus sagittis felis.

Language

AN

“English = latin = Spanish = French

Background

Pellentesque porttitor, velit lacinia egestas auctor, diam eros tempus arcu, nec vulputate augue

magna vel risus. Cras non magna vel ante adipiscing rhoncus. Vivamus a mi. Morbi neque. Aliquam
erat volutpat. Integer ultrices lobortis eros. Pellentesque habitant morbi tristique senectus et
netus et malesuada fames ac turpis egestas. Proin semper, ante vitae sollicitudin posuere, metus
quam iaculis nibh, vitae scelerisque nunc massa eget pede. Sed velit urna, interdum vel, ultricies
vel, faucibus at, quam. Donec elit est, consectetuer eget, consequat quis, tempus quis, wisi. In in
nunc. Class aptent taciti sociosqu ad litora torquent per conubia nostra, per inceptos hymenaeos.
Donec ullamcorper fringilla eros. Fusce in sapien eu purus dapibus commodo. Cum sociis natoque
penatibus et magnis dis parturient montes, nascetur ridiculus mus.

Cras faucibus condimentum odio. Sed ac ligula. Aliquam at eros. Etiam at ligula et tellus
ullamcorper ultrices. In fermentum, lorem non cursus porttitor, diam urna accumsan lacus, sed
interdum wisi nibh nec nisl. Ut tincidunt volutpat urna. Mauris eleifend nulla eget mauris. Sed
cursus quam id felis. Curabitur posuere quam vel nibh. Cras dapibus dapibus nisl. Vestibulum quis
dolor a felis congue vehicula. Maecenas pede purus, tristique ac, tempus eget, egestas quis,
mauris. Curabitur non eros. Nullam hendrerit bibendum justo. Fusce iaculis, est quis lacinia
pretium, pede metus molestie lacus, at gravida wisi ante at libero.

Investigation

Quisque ornare placerat risus. Ut molestie magna at mi. Integer aliquet mauris et nibh. Ut mattis
ligula posuere velit. Nunc sagittis. Curabitur varius fringilla nisl. Duis pretium mi euismod erat.
Maecenas id augue. Nam vulputate. Duis a quam non neque lobortis malesuada. Praesent
euismod. Donec nulla augue, venenatis scelerisque, dapibus a, consequat at, leo. Pellentesque
libero lectus, tristique ac, consectetuer sit amet, imperdiet ut, justo. Sed aliquam odio vitae tortor.
Proin hendrerit tempus arcu.

In hac habitasse platea dictumst. Suspendisse potenti. Vivamus vitae massa adipiscing est lacinia
sodales. Donec metus massa, mollis vel, tempus placerat, vestibulum condimentum, ligula. Nunc
lacus metus, posuere eget, lacinia eu, varius quis, libero. Aliquam nonummy adipiscing augue.
Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Maecenas porttitor congue massa. Fusce
posuere, magna sed pulvinar ultricies, purus lectus malesuada libero, sit amet commodo magna
eros quis urna. Nunc viverra imperdiet enim. Fusce est. Vivamus a tellus. Pellentesque habitant
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