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This guide assumes that you have already created a
MSWord Template where the Normal paragraph style
has been modified to meet the needs of your pupil.

If you are unable to do this yourself, contact
val.lawson@blueyonder.co.uk for a selection of
Templates.

You should also have previously followed the
instructions in the Textbridge manual, to set up
Textbridge Instant Access to operate with MSWord.

T IFiIeIEdit Miew
1. Launch MSWord and g, 1SR
. [L|B = Open..
Select File - New 1 Close
2. Choose your Template for the

new document.

(This display may be
different according to your
MSWord version)

Click on OK.

3. An empty file will display.
() Type the title or chapter number in
the Header (above the top line - a).
(ii) Page number preset on the
Template(b) . Remove this if preferred.
(iii) Make sure the Cursor is
at the top of the document (c). it
(iv) This region is set automatically
to display the filename of the document (d).
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|2} File JEdit view

4. Select File - Save ([rer O Mews...
(It is always a good idea to name o] = Open..
and save your file before you put Close
any work in it.) I E

(i) Find the folder where isave As ———
you want to keep your file (a).|pre oo EH_
(ii) Give your file a name (b). ||z Do

(iii) Choose ‘Save as Type’ |Bem 207

(c) - Word Document (*.doc)

Click on Save.

M5-DOS Texk with Line Breaks {*,kxk)
s

5. Place your document on the scanner.

6. Look for the Textbridge Icon on the Word Toolbar.
Click on it.

W Microsoft Word - Document?2
D2E&SRY =BT w- & & B

“‘fl File Edit Yiew Insert Format Tools Table Window Help ;Iglil‘
extrde R

7. Set the options as displayed. ' e
Use these settings for very e s
straightforward doc.uments, = & m |
where all you want is the text.
You can experiment later with =l =

n = M agazine Magazine
the ‘Retain pictures’ and B e o e
1 y - — Page Source Output —
Color pages’ options. TN
Click on ‘Settings’ B R T it T
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8. Look at your original document.
Depress the required buttons. (NB. Single column is best)

Now select the Scanner tab.
DRy |28 o - a® HEEE S BT o - o 3@\

Eile Edit Miew Insert &= : S
T1Ele Edt ¥ = TextBridge X A H]

Mormal - | Arial |

=l=lx|

=

Iil Page Type gs - Letter

Original Pagsl| Scanner | Processing |

H

r— Orientation —Page Layout

€ Any orientation

~ Prirt Type
& Good [laser printer, magazing]
€ Fax [paper. on-ling)

¢ Table

) b5 zoned by template:
j'

B,

® Forhiale ® Single column e

" Landscape New
 Multi-column

Reset

Help

I WS84 22 20 12 16 4 12 0 & & 4 2

" Mewspaper
Dot matrix = Any layout
£ Any piint type I~ Book [dual page) -
+
vwhen you use Auto to get pages with Any Orientation set, pages are automatically et Tip =]
@ arierted to be upright. - -
| : D
Page Type Settings - Letter
Original Pagel| Scanner Prn:essingl
= =
9. Look at your original e e |
u

#® Single column Cancel

@ Paialy
" Landscape

™ Any orientation

document. Depress the
required buttons and
set your page size.
Click on OK.

Mew...
" Multi-colamn

Beset
) Table Help

—l £ &5 zoned by template:

i~ Print Type

& Good [laser printer, magazing]
€ Far [paper, on-ing]

€ Newspaper

™ Dot mahix

 Any layout

Ay print type

™ Book [dual page]

@ vihen you use Auto to et pages with Any Orientation set, pages are automstically

Mext Tip
oriented to be upright.

TextBridge

1 0 - Page type:
EE - %‘E‘F‘" A4 TextBridge (Instant Access) [_[=]x]
- File Edit View Page Process Tools Help
Any Page Ay Page Book [dual 2 3
e (color) pace) m e - B | mase | < T
= E.  eter ‘Fdennes~|% Aﬁmbo“g QQ‘
IEI =_E Cancel |
Business Card Fax Legal
tagazine d agazine
[biw) [olar) LI Setlings... |
— Page Sourc Output
& Scanner [ Feedsr ™ Betain pictures
" Image file I PRetain page layout

Letter processes letters and memos. Scans in black
and white. Assumes single column and good print
cjulity.

et Tip

Click on ‘Manual’

Click on button1. ‘Get pages’
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& TextBridge (Instant Access) MEE
Eile Edit View Page Process JTools Help

12. The page displays.

Eile Edit View Page Process Tools Help
. e o] SR
13. Click on the letter A. e I
Hold down the mouse button R o

and highlight each piece

of text you want to select,

in the order you want it to
appear in the final document.

Eile Edit View Page Process Tools Help

‘Recognise’

Eile Edit View Page Process Tools

15. The image is converted to
text and you are offered the
chance to use a spell-checker.

16. Repeat steps 11- 15 if you have more pages to scan
into this document.

17. Click on button 3.

le Edit View Page Process Tools Help

‘Insert’ 'B el D
Get Pages Recognize Insert

Slnstant textbridge-word Visual Impairment Service Selsdon Croydon



Producing large print with Textbridge Pro Millennium
(Instant Access) and Microsoft Word V. Lawson, April 2002 5

W Microsoft Word - Document2 [_[=]%]
DEREBRY | BT oo |a® BORE S Bq e | - G[H
% File Edit Wiew Insert Format Tools Table Window Help ;Iﬁlil‘
s H by 0 [[vema = il szieru|EEsslEsss|0-2-A- |0
18. The text is inserted into : LEs=s e

your document.

Note that although the
formatting has been removed, |:
Textbridge has tried to retain |
the original font/size.

19. Highlight the entire Drop down the Paragraph
document. (You can do this  Styles box and select
really quickly and easily if ‘Normal’.

you use keystrokes.

Ctrl/Home takes you to the This will change

top of the document. the text into large print.
Shift-Ctrl/End highlights

the entire thing.)

Dby |ipad|o-o e BREE 8B ax - - 2|H DeHaRyr cedle-o ae BEEEBE T == =3[
rmat Tools Table Wi ==
“lszu g

EEHQ Edit View Insert Format Tools Table Wi =l=lx

=0-2-A- 8

I Heading 2

+ Heading 3
| Normal

. 1.5 spacing

i Indent first line of para
Indent first line of para 1.5
i Defiuke Parsgraph, Fore.

;| Faner

| Header

I Page Number

Experiment with the other Paragraph Style options in this
template. If using Windows XP, its version of Word has a
‘Clear Formatting’ option in the Paragraph Styles. This
removes the need for Step 19. Without highlighting the
text, select ‘Clear formatting’. The text will revert to the
‘Normal’ largeprint font.

21. Edit and layout your file. SAVE THE FlLE

Slnstant textbridge-word Visual Impairment Service Selsdon Croydon






