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PREFACE
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TO THE STUDENT

Get ready for an exciting journey into the world of voice recognition—an excellent choice for
your everyday correspondence as well as for your special reports, tables, and other materials. You
can do it all—by using your voice with your computer installed voice-recognition software.

First, however, you have to get ready to use your voice to compose messages that are grammati-
cally and technically correct. How can you do that? Your textbook will provide the means for you
to review and practice useful language principles; you will use these language principles as you
compose and dictate various types of documents. You will also learn how to proofread and edit doc-
uments. In addition, as you use your voice recognition software, you will become more efficient and
effective as you take advantage of the many ways that voice recognition can make your work easier.

STUDENT TEXT FEATURES

Voice Recognition With Software Applications uses a variety of text and margin features to present
concepts of interest and importance to your study of voice recognition and language principles. The
text includes the following features:

The text is divided into five units. Each of the 21 chapters opens with the chapter concepts
and principles presented in the Objectives and Chapter Overview. You will also note the
Workplace Skills that will get you ready to succeed in today’s workplace.

The Language Principles are presented separately, followed by examples, and then by a practice
opportunity so that you can test your understanding. The answers to the practice opportunities
are provided for you in chapter keys located in the Appendix. You can use the practice opportu-
nities as reinforcement exercises—if you miss one or more of the Language Principle Practice
sentences, then you know what you need to review.

Vocabulary lists for each chapter are provided in the Appendix so that you can review words
with which you may be unfamiliar. When you see words identified in the margin by a Note, you
may go directly to the designated chapter vocabulary list in the Appendix to learn the meaning
of the word or words listed. Notes in the margin also alert you to special help that you may
require—you may need to review a language principle, for example.

The Paragraph Dictation Applications offer you opportunities to dictate three paragraphs as
you learn to work with your voice-recognition program and it learns to respond to your voice;
beginning with Chapter 5 you will also apply your knowledge of proofreaders’ marks to edit one or
more of the paragraphs before dictating them.

Each Thinking Critically scenario presents a situation that you can analyze in order to make a
decision about language principles or formatting guidelines. Your analysis will be guided by the
questions presented in the box beside each exercise.

Language Slips give you a chance to read about some slipups in the workplace. Sometimes the
situation will guide your thinking in considering how a language principle could have been used
effectively and the slip avoided.
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A Formatting Guidelines section in each chapter explains document preparation principles. In
these section you will learn to prepare professional business communications, including e-mail
messages, full block letters, modified block letters, memorandums, announcements, press releases,
memorandum reports, manuscript reports, and multiple-page documents.

The Document Applications give you the opportunity to put your skills to use in real-world appli-
cations. You will proofread, edit, compose, and dictate various types of documents that you will
encounter in the workplace. You will put your formatting skills to use as you format letters, memo-
randums, e-mail messages, and envelopes. Real-world applications are right at the sound of your
voice and at the touch of your fingers as you use your proofreaders’ marks to edit messages. The
Document Applications can be found in your text and on your Voice Recognition With Software
Applications CD-ROM that comes with your text.

The Internet Applications take you into another real-world scenario—that of research. You will
use your text, your CD-ROM, and the Internet to do research on many different topics.

The Appendix contains answers to the Language Principle Practices and the Paragraph Dictation
Applications you will edit. The vocabulary list for each chapter and the Index are also in the
Appendix.

Voice Recognition in the Workplace stories provide you with insights about how individuals
using or responsible for developing voice-recognition software view voice-recognition use.

COMPONENTS OF THE PROGRAM

Voice Recognition With Software Applications is a complete, well-rounded program that includes
the following components:

e A text-workbook with abundant instructions, examples, exercises, and applications for practice.
The activities provide you with an opportunity to check your understanding of various concepts
presented in the chapters.

¢ A CD-ROM with additional exercises and applications that relate to the concepts and principles
presented in the text. The Voice Recognition With Software Applications CD-ROM pro-
vides exercises using various types of documents that are presented to you in the text. CD-ROM
icons in the text will point out to you when you need to go to the CD-ROM to complete an
application.

The Voice Recognition With Software Applications CD-ROM also contains Glencoe Interactive
Grammar, a fun way for you to check your skills in grammar and mechanics, and then have the
opportunity to receive immediate feedback as you work through the exercises. You can print your
responses to see any incorrect answers that the software has identified. Glencoe Interactive
Grammar also provides proofreading and editing practice, should you need just a bit more.

I have enjoyed developing this exciting text and CD-ROM for you. Good luck in your studies
and in your use of Voice Recognition With Software Applications.

Lyn R. Clark
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