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SHORTCUT SHEET 

 

DRAGONDICTATE CLASSIC 
 

 
 
DragonDictate is a discrete speech recognition system that enables the users to create, 
edit, format, and move text by voice directly in virtually any Windows application, including 
Microsoft Word, Corel WordPerfect, Microsoft Excel, Netscape Navigator, Microsoft 
Internet Explorer and more (see system requirements).  
 
NOTE: This is product has been discontinued and has been replaced with Dragon 
NaturallySpeaking. 
 

GETTING STARTED 
 

Installation 
1. Disable any virus software before installing. 
2. If you are using an M-ACPA sound card as your sound card, you must remove the 

M-ACPA multimedia drivers; otherwise, go to step 3. 
3. Plug in microphone. 
4. Insert DragonDictate CD into the CD-ROM drive and follow the steps that 

correspond to your operating system. 
 
NOTE: You can choose to load the Online User’s Guide. If you choose not to install it 
on your hard disk, you must have the CD in the CD-ROM each time you use it.  
 
NOTE: DragonDictate may be loaded on Windows 2000 however some commands 
that open certain Windows applications may need to be customized.  

 
Starting DragonDictate 

1. When you start DragonDictate for the first time, you will need to follow the Create 
New User Wizard to help you create a New User and to start the program. After 
the initial start-up you may start it as you would any other application. 

2. Position your microphone correctly: 
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a. For a headset microphone: Always wear the headset for consistency of 
speech input – don’t hold it; position the microphone about a thumb’s-width 
away from the corner of your mouth. 

b. For a desktop microphone: keep your head in the same position relative to 
the microphone. 

c. Don’t touch the microphone while dictating – the program will pick up any 
noises other than speech. 

3. Test your microphone by speaking normally into the microphone as the Wizard 
instructs you to. If the test cannot find an adequate microphone volume setting, 
check that the Microphone Volume settings match the Sound Card settings for 
your system.  

4. Run the Tutorial (optional) if you are new to DragonDictate and want an overview 
of its features. This takes about 20 minutes. The New User Wizard will prompt 
you to run the tutorial at the end. 

 
Running Quick Training 
Quick Training helps DragonDictate improve speech recognition for the user. It is 
recommended that you train at least the first group of words before using DragonDictate 
(about 7 minutes). Later, you may go back and complete the other three groups (about 25 
minutes total). When you are prompted to say a command or phrase such as “Dictate 
Mode,” speak normally without pausing between words. To start Quick Training: 
 

1. Say or Click Voice Menu, then Tools, and then Quick Training. 
2. The Quick Training dialog box appears. When you are ready, speak clearly and 

normally. Click or say Start. 
3. The Train Word and Training Console dialog boxes appear. Follow the instructions 

in the dialog box. If you make a mistake, just continue. 
4. To pause the training at anytime, Say Stop Training or click the microphone 

button. 
5. Save your user files! Click Yes when in the Save User dialog box. 

 
 

USING DRAGON-DICTATE 
Before you begin… 

• Speak in a normal tone of voice. Don’t’ speak louder of softer than usual.  
• Correct recognition errors in Dictate Mode as soon as you notice them so that 

DragonDictate doesn’t learn incorrect pronunciations. 
• Save your user files regularly! 
• Say Commands continuously, without pausing until the end of the command. 
• Say Dictation Words with a brief pause between each word. 
• Don’t speak slowly, DragonDictate may type slower than you speak but it will catch 

up. As long as you pause between words, you can dictate ahead of the displayed 
words, 

• What you can say at any time will depend on the current mode 
• Take frequent sips of water to reduce stress on your voice. 

 
Turning Microphone On/Off 

To Turn On Microphone: Click the Microphone button in the Voicebar or use the 
NUM +. 
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NOTE:  You cannot turn the microphone on by speaking. 
 
To Turn Off Microphone: Click the Microphone button in the Voicebar. You can 
also use the NUM + key if the Voicebar is not visible or say Microphone Off. 
 
Sleep Mode: You can temporarily deactivate the microphone by saying  Go to 
Sleep. The word “Sleeping” will appear in the Voicebar’s active vocabulary pane. 
To activate DragonDictate, say Wake Up. 

 
Voicebar 
The Voicebar is the main window for DragonDictate. It has four main parts: 
 

• Voice Menu button: To access menus or most commonly used commands 
• Active vocabulary pane: Displays current mode 
• Microphone button: Turns microphone on/off  
• Last word pane: Displays the last dictated word 

 
Using Commands 
When saying commands, speak as you normally do without pausing between words. The 
command will display in the Voicebar with square brackets around them. For example, 
[Go to Sleep], [Bring up Calculator] are command words. Use What Can I Say command 
to find out what commands are active in the current mode. 
 
Using Dictation Words 
Dictation words are words that enter the application. They are displayed in the Voicebar 
without brackets. When saying dictation words, pause briefly between words. For 
example, say “How – would – you – like – to – talk – to – your – computer, “ pausing 
briefly between each word.  
 
Current Mode 
What you can say into DragonDictate depends on the current mode. This is displayed in 
the Voicebar. If DragonDictate does not recognize what you are saying, you may need to 
change the mode. 
 

Command Mode: When DragonDictate starts, it’s in Command Mode. The name of 
the active application or dialog box will appear in the Voicebar. When in this mode 
you can say commands or the names of menus and fields in dialog boxes.  

 
Dictate Mode: In this mode, you can say dictation words to be entered into a 
document or Dictation Commands that control text formatting. “Dictation” will 
appear in the Voicebar 

 
Sleep Mode: “Sleeping” will appear in the Voicebar. 

 
Arrow Movement Mode: Say only commands that move the insertion point on the 
screen. “Arrow Movement” will appear in the Voicebar. 

 
MouseGrid mode: Say only commands that control the MouseGrid and other 
Mouse Movement Commands. The word “MouseGrid” will appear in the Voicebar. 
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Mouse Movement Mode: Say only commands that move the mouse pointer on the 
screen just like moving the mouse Mouse Movement appear in the Voicebar. 

  
Saving & Creating Users 
DragonDictate keeps track of user information in user files. If more than one person uses 
on the dame computer, each needs his or her own files.  
 

NOTE: Do not manually rename or delete user files with the Widows NTO or 3.x 
File Manager or Windows 95 Explorer. Always use the Users dialog box in the 
Voice Menu. 

 
NOTE:  Only save when you have corrected recognition errors in Dictation Mode. 

 
Saving User Files: 
1. Say or Click Voice Menu, and then Save User 
2. A dialog box appears saying that DragonDictate Dictate is saving a user. Wait for 

this to complete. 
3. If the Save User Commands is unavailable, there is no new information to save. 

Close the Voice Menu by saying Cancel or click the Voice Menu button. 
 

Creating a New User: 
1. Choose Users from the Voice Menu. Say or Click Voice Menu and then Users. 
2. Choose the Create User button. Say or Click Create User. 
3. The Create New User Wizard appears. This will guide you through the remainder 

of the process.  
 
Starting an Application 
You can start any application by speaking as long as the icon for the application is in the 
DragonDictate for Windows submenu. You can manually add an application to this menu 
by following the directions in the User’s Guide.  
 

1. Turn on microphone  
2. Say Bring Up <application name>, without pausing between words. For 

example, to start WordPad, say Bring Up WordPad. 
3. The application will open and [Bring Up<application name>] will appear in the 

Voicebar.  
 

Beginning to Dictate 
1. Bring up your application (for example, WordPad) 
2. Say Dictate Mode or Begin Document. “Dictation” will appear in the Voicebar. 
3. Start speaking, being sure to pause between dictation words.  
4. If you make an mistake (other than a recognition error), say Scratch That, and 

then the new word.  
 
Correcting Recognition Errors  
Be sure to correct recognition errors as you dictate. When the Last Word pane displays a 
word that isn’t the last word you said, it indicates a recognition error. 
 

1. In the Choice List, select the correct word by saying Choose <#> if the word 
appears in the list. 
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2. If the word is not in the list, you can spell the word using alpha-bravo alphabet (see 
Quick Reference Card): 

a. Say Spell Mode 
b. Spell the word using alpha-bravo alphabet until it shows up in the Choice 

List. For example, to spell dear, say “delta echo alpha romeo.”  
3. To go back to a misrecognition and correct it, say Oops to open the Word History: 

a. Choose the word that you wish to correct by saying Word <#>. 
b. A Choice List for that word will appear. Say Choose <#> or Spell Mode to 

choose the correct word.  
 
NOTE: Do not use Scratch That to correct recognition errors. 

 
Closing DragonDictate 

1. Choose Close from the Voice Menu by: 
a. Say or Click Voice Menu, and then Close 
b. Double-click Voice Menu 
c. Hold down Alt + Tab until Voice bar appears in the center of the screen 

then press Alt + F4. 
2. If the Save User dialog box appears, click Yes if you have been correcting 

recognition errors in Dictation Mode.  
3. The Exit DragonDictate dialog box will appear. Close DragonDictate by saying or 

clicking Yes. 
 
 

PRODUCT INFORMATION 
 
System Requirements: 

• Minimum 486 / 66 MHz Processor 
• 16 MB of RAM/Recommended 24 MB for NT 
• Industry-standard 16-bit sound card or built-in certified audio systems on desktops 

and portables, including the SoundBlaster 16. 
• 40 MB dedicated hard disk space 
• Windows 3.x, Windows 95, Windows NT 
� NOTE: DragonDictate may be loaded on Windows 2000 however some 

commands that open certain Windows applications may need to be 
customized. 

 
Company Information: ScanSoft, Inc. 

9 Centennial Drive 
Peabody, MA 01960 
Telephone: (978) 977-2000 
www.scansoft.com 

 
Cost:    Product discontinued 
 
Created by Carrie Foster, Assistive Technology Partners/WesTAC/SWAAAC, 4/21/04. 
 
For more SWAAAC Shortcut Sheets, go to www.swaaac.org, click on AT Loan Bank and then click on Shortcut Sheets. 
Would you like a Shortcut Sheet that doesn’t exist? Contact the SWAAAC office at (970) 248-0876 or 
carrie.foster@uchsc.edu. 
 


