N

BILL'S HOME TECH

Home & Small Business Tech Solutions

Dictate, Read Aloud & Bigger Text
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Speak instead of typing, have documents
read back, and enlarge the view

Tech Made Simple — Service Made Personal

Free & printable — share it with someone who needs it



WELCOME BillsHomeTech.com - (330) 200-8042

[0 Word can meet you where you are

If typing is hard on your hands or the screen is hard on your eyes, Word has built-in
help: it can type what you say, read documents aloud to you, and make everything
bigger. These aren't special add-ons — they're already there, free.

Let Word do the typing, reading, and enlarging

As hands get stiffer and eyes get tired, the computer can adapt to you rather than
the other way around. Word can take dictation, read your documents aloud, and
enlarge the view — all built in. Let's turn these gentle helpers on.

I'm Bill, from Bill's Home Tech in Portage County. | help a lot of folks discover these features
and light up — 'you mean | can just talk, and it types?' Yes, you can. And you can have a long
email read back to you, and make the words big enough to read in comfort.

None of this requires buying anything or being technical. We'll turn on each feature step by
step, at your pace, so the computer becomes kinder to your eyes and hands.
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THE 60-SECOND VERSION BillsHomeTech.com - (330) 200-8042

The whole guide, on one page

If these stick, Word will be far easier on your eyes and hands.

0 Dictate: click the microphone button and simply speak — Word types your words.
0 Read Aloud: Word reads your document (or an email) back to you in a clear voice.
0 Zoom: make the words bigger on screen without changing how they print.

0 Bigger font: raise the actual text size for a document that's easier to read.

0 These are built in and free — no special software needed.

0 You can combine them: dictate a letter, enlarge it, and have it read back.

[0 The computer should adapt to you
If something's uncomfortable — typing, reading, squinting — there's very often a
setting to ease it. You shouldn't have to strain to use your own computer.
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SPEAKING INSTEAD OF TYPING BillsHomeTech.com - (330) 200-8042

Dictation: just talk, and Word types

If typing is slow or painful, this feature can feel like magic. You speak, and your
words appear.

Word has a Dictate button — a little microphone, usually on the Home ribbon. Click it, allow
the microphone if asked, and start talking naturally. Word listens and types what you say,
keeping up with a normal speaking pace. It's wonderful for anyone whose hands tire, or who
simply thinks better out loud.

You speak the punctuation too: say ‘comma,’ ‘period,’ or 'new line' where you want them. It
takes a little practice to get the rhythm, but within a letter or two most folks are dictating
comfortably. Mistakes are easy to fix afterward by clicking and retyping a word.

[0 A gift for tired or sore hands
Dictation has been a real relief for many folks I've helped with arthritis or fatigue. I'm
glad to set it up and practice a letter with you. Call (330) 200-8042.
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Getting good results from dictation

A few simple habits make dictation accurate and pleasant. Here they are.

« Speak naturally but clearly — a normal, unhurried pace works best; no need to
over-enunciate.

« Say your punctuation: 'period,’ ‘comma,’ ‘question mark,' 'new paragraph.'

« A quiet room helps — less background noise means fewer mistakes.

+ A decent microphone helps too — many laptops have a fine built-in one; a headset can
improve it.

« Fix slips afterward — dictate the whole thought, then go back and correct any wrong
words by clicking and retyping.

Don't aim for perfection as you speak. Get your thoughts down by voice, then tidy up with a
quick read-through. That two-step approach — speak freely, edit lightly — gives the best
results with the least frustration.

[0 Speak the thought, fix it later
Trying to dictate perfectly word-by-word is tiring. Let the ideas flow by voice, then do a
short cleanup pass. Much more pleasant, and faster too.
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Read Aloud: let Word read to you

The flip side of dictation: Word can read a document back to you in a clear voice. A
blessing for tired eyes.

Look for Read Aloud, usually on the Review ribbon (and sometimes a speaker-and-A button
on the Home ribbon). Click it, and Word begins reading your document from where you are,
highlighting each word as it goes. You can pause, skip ahead, or stop with the little controls
that appear.

This is marvelous for proofreading — your ear catches mistakes your eye slides past — and
for simply resting your eyes while still 'reading’ a long document or email. The voice is clear
and natural, and you can adjust how fast it reads.

[0 Read Aloud is a great proofreader
Having Word read your letter back to you is the best way to catch an awkward
sentence or a missing word. Let your ears check what your eyes wrote.

Tech Made Simple — Service Made Personal Page 6 of 29

For general information only — not professional advice. Use at your own risk. For electrical,
gas, water, or ladder work, please call a licensed professional. — Bill's Home Tech
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Zoom: bigger words while you work

If the text on screen is too small to read comfortably, you can enlarge it — without
changing how the document prints.

At the bottom-right of Word's window is a zoom slider (and a percentage like 100%). Drag it
right, or click the plus sign, and the words on screen grow larger. Crucially, this only changes
your view — the document still prints at its normal size. It's purely to make reading and editing
easier on your eyes.

Zoom freely to whatever's comfortable — 150%, 200%, more. There's no wrong amount; it's
for your comfort alone. Many folks are amazed to learn they can make the working text as big
as they like while the letter still prints properly.

[0 Zoom changes the view, not the print
Don't worry that zooming will make your letter print huge — it won't. Zoom is just for
your eyes on screen; the printed size stays exactly as set.
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Making the actual text larger

Zoom helps you while you work; sometimes you also want the document itself —
and its printout — to have bigger text. That's a different setting.

To make the real text bigger (so it prints larger too), select your text and raise the font size on
the Home ribbon — from 12 up to 14, 16, or more. This changes the document itself, so a
letter you send or print has larger, easier-to-read words. Lovely when writing to someone
whose eyes, like yours, appreciate the courtesy.

So remember the two tools: zoom to see better while you work (view only), and font size to
make the document genuinely bigger (print and all). Use zoom for comfort, font size when the
larger text should be part of the document.

(0 Zoom for you, font size for the reader
Enlarge with zoom when it's just your eyes; raise the font size when you want the
finished, printed letter to have bigger text too.
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EASIER TO SEE ALL OVER BillsHomeTech.com - (330) 200-8042

Making the whole computer easier to see

Beyond Word, your whole computer can be made easier on the eyes — worth
knowing while we're on the subject.

Both Windows and Mac let you enlarge text and icons everywhere, turn up the contrast, and
even have the screen read aloud system-wide. If Word's text feels small, chances are the rest
of your computer does too, and a few settings fix it all at once. Our large-fonts and
accessibility guides walk through these.

These settings are made exactly for comfortable aging eyes and hands — there's no reason
to squint or strain. Setting them up once makes everything, not just Word, kinder to use every
day.

[ Let's make the whole computer comfortable
If Word's too small, your whole screen probably is. I'm glad to set up bigger text and
higher contrast across the computer so everything's easy to see. Call (330) 200-8042.
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Using them together

The real magic is combining these helpers into a comfortable way of working.
Here's how they fit together.

Picture writing a letter with sore hands and tired eyes: you click Dictate and speak your letter
aloud, watching the words appear in a nicely zoomed-in, large view. When you're done, you
click Read Aloud and let Word read it back so you can catch any slips by ear. Then you print it
in a comfortable font size.

No straining, no painful typing, no squinting — just a pleasant conversation with a patient
machine. That's what these features, used together, make possible. The computer bends to
suit you.

00 Build your own comfortable routine
Mix and match as suits you: dictate what's hard to type, enlarge what's hard to see,
and let Read Aloud check your work. Your routine, your comfort.
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TWO KINDS OF COMFORT BillsHomeTech.com - (330) 200-8042

Two kinds of readers, two sets of needs

Which helpers matter most depends on what's hardest for you. Find yourself below.

If typing is the hard part

Sore hands, arthritis, or just tiring quickly at the keyboard. The typing itself is the batrrier.
+ Dictation lets you speak instead of type — the big one for you.

+ Practice saying punctuation (‘comma,’ 'new line') for smooth results.

+ A headset microphone can improve accuracy.

« Fix any slips afterward with a quick read-through.

If reading the screen is the hard part
Small text, tired eyes, or straining to read what's there. Seeing it clearly is the barrier.
« Zoom makes the words bigger while you work, without changing the print.

+ Raise the font size when you want the document itself larger.

+ Read Aloud lets you rest your eyes and listen instead.

« Enlarge text across the whole computer, not just Word.

O Tell me what's hardest and I'll ease it
Whether it's your hands, your eyes, or both, there's a built-in helper for it. Tell me
what's uncomfortable and I'll set up exactly the right ones. Call (330) 200-8042.
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These helpers aren't just for Word

Once you love dictation and read-aloud in Word, you'll be glad they turn up in many
other places too.

Dictation works in lots of apps — you can speak emails, search the web by voice, and write
texts by talking on a phone or tablet. Read-aloud features let your phone, tablet, or computer
read web pages, emails, and e-books to you. The skill you build in Word carries across your
whole digital life.

On a phone or tablet especially, the little microphone on the keyboard lets you dictate any
message, and the devices can read almost anything aloud. Our guides on dictation and
accessibility on phones cover those. Learn it once in Word, use it everywhere.

(0 Learn it here, use it everywhere
The talking-and-listening skills you pick up in Word work in email, on your phone, on
the web, and more. One lesson, many places.
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COMMON MISTAKES BillsHomeTech.com - (330) 200-8042

Common snags, and how to ease them

A few small snags can discourage folks early. Here's how to glide past them.
+ Dictating too fast or in a noisy room — slow down a touch and find a quiet spot for
better accuracy.

+ Forgetting to speak punctuation — say ‘comma’ and 'period’; it feels odd at first, then
natural.

+ Worrying zoom changes the printout — it doesn't; zoom is view-only.

« Giving up after one try — these take a little practice; a second attempt is usually much
better.

« Not allowing the microphone — if dictation won't start, you may need to click 'allow’
when asked.

O A little practice makes it click
Don't judge dictation or read-aloud by the first thirty seconds. A letter or two of practice,
and they become genuinely comfortable and useful.

Tech Made Simple — Service Made Personal Page 13 of 29

For general information only — not professional advice. Use at your own risk. For electrical,
gas, water, or ladder work, please call a licensed professional. — Bill's Home Tech
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If a feature won't turn on

Occasionally one of these needs a nudge. Here's the gentle troubleshooting.

- Dictation does nothing: make sure you clicked "allow' for the microphone, and that the
computer's microphone isn't muted.

« No internet: dictation often needs a connection to work — confirm you're online.

« Can't find the button: different Word versions place it slightly differently; look on the
Home and Review ribbons.

+ Read Aloud is silent: check the computer's volume isn't turned down or muted.

These are small, common hiccups with easy answers. If a feature still won't cooperate after
these checks, it's usually a quick fix for someone who knows where to look — no need to
struggle alone.

[0 Can't get one working?
If dictation or read-aloud won't start, it's almost always a small setting. Call me at (330)
200-8042 and I'll get it going with you in a few minutes.
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Needing these is nothing to feel odd about

If using these helpers feels like admitting something, please let that thought go
entirely.

Dictation, read-aloud, and bigger text aren't crutches — they're smart tools that plenty of
people use by choice, at every age. Speaking a letter is often faster than typing it; having a
document read back catches mistakes; bigger text is simply more comfortable. Using them is
working smarter, not giving in.

Your computer was built to adapt to you. Taking it up on that offer is exactly the right thing to
do — it keeps you writing, reading, and connected with ease. There's wisdom, not weakness,
in letting the machine do the hard parts.

(0 A warm, no-pressure lesson

Setting up these comfort features is one of the most appreciated things | do — folks
are so pleased to find the computer can meet them halfway. I'd love to help. Call or text
(330) 200-8042.
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QUESTIONS TO ASK BillsHomeTech.com - (330) 200-8042

Questions to ask yourself

A few answers point you to the helpers that will ease things most.

Q: Is typing uncomfortable or slow for me?
Then dictation is your friend — speak and let Word type. It's the biggest relief for tired or sore
hands.

Q: Do I strain to read the screen?
Use zoom for comfort while you work, and raise the font size when the document itself should
be bigger.

Q: Would hearing it help me catch mistakes?
Read Aloud is excellent for proofreading and for resting your eyes while still taking in a
document.

Q: Is the whole computer hard to see?
Then enlarge text system-wide, not just in Word — our accessibility guides show how.

(0 Start with your biggest barrier
Pick the one thing that's hardest — typing or seeing — and set up its helper first. One
comfort at a time is the gentle way.
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MORE QUESTIONS BillsHomeTech.com - (330) 200-8042

A few more worth answering

These come up as folks try the features.

Q: How do I start dictating?
Click the Dictate button (a microphone) on the Home ribbon, allow the microphone if asked,
and speak naturally — saying your punctuation as you go.

Q: How do | have Word read to me?
Click Read Aloud, usually on the Review ribbon. Word reads from where you are, highlighting
each word, with controls to pause or change the speed.

Q: Will making text bigger mess up my printout?
Zoom won't — it only changes your on-screen view. Raising the font size will make the
document (and its print) genuinely larger, which is sometimes just what you want.

Q: Do these cost extra?
No — dictation, Read Aloud, and zoom are built into Word at no extra charge.

[0 Want a hand turning these on?
Call or text me at (330) 200-8042. Setting up dictation, read-aloud, and bigger text is a
gentle, rewarding lesson, and I'm glad to give it.
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The helpers, recapped

Here's the whole comfortable toolkit in one place.

0 Dictate: click the microphone and speak; say your punctuation.

0 Read Aloud: let Word read a document back to catch slips and rest your eyes.
0 Zoom: enlarge the on-screen view for comfort (doesn't change the print).

0 Font size: raise the real text size when the document should be bigger.

0 Combine them for a no-strain way to write and read.

0 Enlarge the whole computer too, if the screen's generally hard to see.

Set up whichever ease your days, and Word — and your computer — becomes a
comfortable, cooperative helper rather than a source of strain.

[0 Comfort is the whole point

There's no medal for struggling. Turn on the helpers that make writing and reading
easy, and enjoy a kinder computer.
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COMMON QUESTIONS BillsHomeTech.com - (330) 200-8042

Common Questions

The questions | hear most about these comfort features.

Q: Can Word really type what | say?

Yes. Click the Dictate button (a microphone, usually on the Home ribbon), allow the
microphone, and speak naturally — Word types your words, including punctuation you say
aloud like 'comma’ and 'period.’

Q: Can Word read my documents aloud?

Yes — the Read Aloud button (usually on the Review ribbon) reads your document back in a
clear voice, highlighting each word, with controls to pause or change speed. It's great for
proofreading.

Q: How do | make the text bigger?
Use the zoom slider at the bottom-right to enlarge your on-screen view (this won't change the
print), or raise the font size on the Home ribbon to make the document itself larger.

Q: Do these features cost extra?
No. Dictation, Read Aloud, and zoom are all built into Word for free, and similar helpers exist
across your whole computer and phone.

[ Let's make it easy on you
Easing eyes and hands is some of the most appreciated help | give. Call or text me at
(330) 200-8042 and we'll set up the helpers that fit you.
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The bottom line

Here's the heart of it in a few sentences.

Word can type what you say (Dictate), read your documents aloud (Read Aloud), and make
the words bigger on screen (zoom) or in the document itself (font size). All are built in, free,
and designed to make writing and reading easier on your eyes and hands.

Pick the helpers that ease your particular struggles, practice a little, and combine them into a
comfortable routine — speak a letter, enlarge it, have it read back. The computer is built to
adapt to you, and taking it up on that is simply smart, kind-to-yourself computing.

[0 Let the machine do the hard parts
Typing hard? Speak it. Reading hard? Enlarge it, or have it read to you. There's a
built-in helper for nearly every strain — use them.
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ONE MORE THOUGHT BillsHomeTech.com - (330) 200-8042

One more encouraging thought

A closing word, because these features change how computing feels.

So many people quietly give up on writing letters or long emails because their hands or eyes
make it a chore. These helpers can bring that joy back — the pleasure of writing to a
grandchild, keeping up correspondence, putting thoughts down — without the discomfort that
had crept in.

That's the real gift here: not just convenience, but staying connected and expressive on your
own terms. Speak your letters, listen to your documents, make the words big and friendly. The
computer becomes a help again, not a hurdle.

[J Here to keep you writing with ease
Whether it's these Word helpers or making your whole computer gentler, call or text me
at (330) 200-8042. Keeping folks comfortably connected is the heart of what | do.
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A gentle plan to get started

If you'd like a simple way to begin, here's a calm, one-at-a-time plan.

0 This week, try just dictation: open Word, click the microphone, and speak a short note.
0 Next, try Read Aloud on that same note to hear it back.

0 Then set a comfortable zoom level and leave it there.

0 If letters should print bigger, nudge the font size up to 14.

0 Once those feel natural, consider enlarging the whole computer's text.

0 Call for a hand with any step that doesn't click.

One small feature at a time, with no pressure, is the pleasant way to build these into your
routine. Before long they'll feel like second nature, and writing will be a comfort again.

[0 We can do this plan together

If you'd like company for these first steps, I'm glad to sit with you and go one feature at
a time, patiently. Call or text (330) 200-8042.
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You don't have to do this alone

You just have to remember that a friendly, patient person is one call away.

| hope this guide made using dictation, read-aloud, and bigger text in Word feel a little less
daunting and a lot more doable. Keep it in a drawer with your other home papers, come back
to a page whenever you need it, and don't worry about memorizing anything.

When you'd rather have a hand, that's exactly what | do. | come to your home, work at your
pace, and never make you feel rushed or silly for asking. A first visit is a flat $99, and for the
parts that don't need me on-site — installing Office, sorting out a sign-in, setting up a
document — | can often help right on your screen for $49. Every visit comes with a 30-day,
come-back-free guarantee.

O Bill's Home Tech —real help, close to home

Call or text me at (330) 200-8042, or visit BillsHomeTech.com. Serving Atwater and all
of Portage County. 30+ years of patient, plain-English tech help — and if you're ever
not 100% happy with a visit, I'll make it right or refund it. That's a promise. — Bill
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The Comfort Helpers

Built into Word, free

What it does

Dictate Speak it Word types

Read Aloud Word reads back to you

Zoom Bigger on screen (not the print)
Font size Bigger text in the document

Typing hard? Speak it. Reading hard? Enlarge it or hear it.
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Dictating a Letter
Speak, and Word types

( N [ A4 N
Click the mic Allow the mic Speak naturally Fix slips after
The Dictate button Say 'allow' Say '‘comma,’ A quick
on the Home ribbon ] if asked -] ‘period,' 'new - read-through
line'
\. J J \\ J \ y

Speak the thought, then tidy up -- the easy, pleasant way.
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Zoom vs. Font Size

Two ways to get bigger text

Zoom Font size
Changes Your view only The document
Affects print? No Yes
Use it for Comfort now A bigger letter
Where Bottom-right Home ribbon
slider

Zoom for your eyes while you work; font size for the finished letter.
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What's Hardest for You?
The helper that fits

What makes Word uncomfortable?

Typing hurts Hard to read Want to rest
or tires? the screen? your eyes?
4 N\ N\ [ N\
Use Dictate -- Zoom in, and Read Aloud --
speak and let raise the font let Word read
Word type size to 14+ it to you
\. J . VRN J
[ All of these are built in and free -- the computer should adapt to you. ]

llustration - a schematic, not to scale. Your setup may differ
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BILL'S HOME TECH

Home & Small Business Tech Solutions

Need a Real Person?

You do not have to remember all of it.
You just have to remember you can call.
Friendly, in-home tech help -- | come to you.

If you are not 100% happy with a visit, | will
make it right -- or refund it. No awkwardness,
no fine print. That is how | would want to be treated.

(330) 200-8042 - BillsHomeTech.com

Bill@BillsHomeTech.com - Mon-Sat 9:00 AM — 7:30 PM
— Bill

Bill can screen-share and fix many things remotely — a flat $49, free for Support Plan members.

© 2026 Bill's Home Tech, LLC - 30+ years of tech experience - Serving Portage County since 2025 - Fully Insured



BILL'S HOME TECH

Home & Small Business Tech Solutions

A Note From BIll

A quick note from Bill.
| write these guides to make home tech a little less frustrating, and | do my best to keep every step
accurate and up to date. Still, every home, device, and setup is a bit different, so | can't promise a guide
will match yours exactly or fix your particular problem. These guides are for general information only —
they're not professional, legal, or financial advice, and they don't replace your device's own manual or
the manufacturer's instructions. Please go slow, use your own good judgment, and use everything here
at your own risk. If a step involves electrical wiring, a gas appliance, a water heater, plumbing, or
climbing a ladder — or if anything just doesn't feel safe — please stop and call a licensed professional
(or give me a call at 330-200-8042). Bill's Home Tech and Bill Davis can't be responsible for any
damage, data loss, or injury that comes from using these guides. Thanks for reading, and stay safe out
there.

.'i'-'-;

l"

Book a visit —
billshometech.com/book

Use of these guides is subject to our Terms of Use (billshometech.com/terms-of-use).

(330) 200-8042 - BillsHomeTech.com
Bill@BillsHomeTech.com - Mon-Sat 9:00 AM — 7:30 PM

For general information only — not professional advice. Use at your own risk. For electrical,
gas, water, or ladder work, please call a licensed professional. — Bill's Home Tech
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