Kurzweil Education Systems  
Kurzweil 1000 – OCR Software
www.kurzweiledu.com
Telephone: 800.894.5374
Email Sales/Ordering: see www.kurzweiledu.com/resellers.asp for your area’s contact information. 
What is it? 
Optical character recognition software makes printed or electronic text readily available to people who are blind or visually impaired. The software speaks text aloud, allows users to create documents and edit them, provides audio file creation, and provides capabilities for note taking, summarizing and outlining text. 
Who uses it?
Students and staff alike should be using this program to access printed materials. A student who can use a word processor is ready to use Kurzweil 1000. It is accessible to users who have general word processing skills, and understanding of the menu bar and/or key commands. Kurzweil 1000 is equipped with a screen reader and gives appropriate access to all features of the program.
How do I use it?
Please reference the steps beginning on the next page to determine access to different features of Kurzweil 1000. In most cases, the steps to find the command in the menu bar will be explained with the shortcut in parentheses. We always encourage students to use shortcut keys, however, we do teach them how to find the command the ‘long way’ in case they forget the shortcut key. 
What do I get? / How do I get it? 
Kurzweil 1000 can be purchased as an individual license to go on a single computer or as a network version which allows it to be installed on multiple computers within the same network but only have a certain number running at once.

A variety of methods for contact are listed above. Vendors are also able to sell and distribute Kurzweil 1000.

Getting Started
The most important component of the Kurzweil 1000 program is a scanner that must be purchased separately. Scanners are easy to find and can be found at any office supply store or ordered online. One that we use is the Canon Canoscan LiDE 600F. It can be found at: 

www.usa.canon.com/consumer/controller?act=ModelInfoAct&fcategoryid=120&modelid=14004
Scanning a Document
New document:
1. With Kurzweil 1000 open, place your document on the scanner, face-down on the glass, and close the lid (make sure you or your student has the document aligned on the glass so that no part is hanging off).
2. Go to the Scan menu (Alt-key, s)
3. Select Start New Scan from the drop down menu 
(shortcut: F9 to skip steps 2 and 3 and start scan)
4. The document will appear in Kurzweil 1000 and the screen reader will begin reading from the top. 
5. If you wish to scan in another page, place the next page on the scanner and repeat steps 2 and 3 or press F9. 
Canceling a scan:
1. Press F9 again
Inserting a page into a document:
1. Have the document open in Kurzweil 1000 to the page you would like to be after the new page.
2. Place the new page face down on the scanner and close the lid.
3. Open the Scan menu and select Insert Scan (Alt-key, s, i)
Navigating your scanned document
Reading through a scanned document is very easy and there are a number of different ways to navigate the text with the screen reader. 

Determine current place of the cursor in the document:
1. Shift + F1 
Change to another page: 
Method 1: 
a. Go to Navigation menu (Alt-key, v)
b. Select Go To Page (g-key or down arrow) from the pull-down menu to open dialog box. 
c. Input desired page and press enter
(shortcut: Control + g takes you directly Go To Page dialog box)
Method 2: 
d. Page up key moves to the top of previous page
e. Page down key moves to the top of the next page


Reader voice:
1. Start reader voice: 
a. Go to the Read menu (Alt-key, r)
b. Select Start Reading 
(s-key) (shortcut: F5)
2. Stop reading: 
a. press F5 again. 
3. Read 1 unit forward: 
a. Go to Read menu 
(Alt-key, r)
b. Select Forward By Unit (f-key) (shortcut: F8)
4. Read 1 unit in reverse: 
a. Go to Read menu 
(Alt-key, r)
b. Select Rewind By Unit 
(r-key) (shortcut: F6)


5. Read current unit: 
a. Go to Read menu 
(Alt-key, r)
b. Select Read Current Unit (c-key) (shortcut: F7)
6. Browse the document:
a. Go to the Read menu (Alt-key, r)
b. Select Start Browsing 
(w-key)
(shortcut: Shift + F5)
7. Move up or down by paragraph:
a. Control + up arrow to move to the beginning of the previous paragraph
b. Control + down arrow to move to beginning of the next paragraph

Change reader settings: 
1. Change the type of unit the screen reader reads: line, sentence, or paragraph
a. Go to Settings menu (Alt-key, t)
b. Select Reading from drop down menu (r-key) 
c. The first setting will say 'Read by [unit]'
d. Use the up and down arrow keys to select line, sentence, or paragraph
The same can be done for other settings. These can be found by pressing Tab. Then use the up and down arrow keys to select options for each setting. When finished, Tab to the OK button and hit enter. 
Optional settings are:
a. Echo – change what the screen reader reads as you type: choose Characters, Words, Both, or Disable Echoing Entirely. This setting applies to document editing and typing in dialog box controls. 
b. Header Avoidance – when enabled, Kurzweil 1000 ignores page headers and footers during continuous reading.
c. Punctuation Level – how punctuation is spoken; choose None, Some, or All. 
d. Numbers – how numbers are read; choose Full Numbers or Single Digits. 
e. Emphasized Text – how italic, underlined or bold words are spoken; choose Change Voices or Speak Normally
f. Browse Method – how you can browse a document (vs. reading every line); choose First Sentence, Last Sentence, or Both First and Last

Accessing Tools in Kurzweil 1000 (Dictionary and Spell Check)
For students who would like to word process in Kurzweil 1000 (vs. copying the file to Microsoft Word) it’s important for them to know how to access the dictionary and spell check. 

Dictionary:
1. Go to Tools in the menu bar (Alt + o-key)
2. Select Define a Word from the drop down menu (d-key or down arrow key)
3. After Kurzweil 1000 says “Word to be defined is”, type in the word you would like to be defined
4. Tab once to hear “Part of speech will be all.” Leave as is. 
5. Tab again to hear “One …” Kurzweil 1000 will begin reading the first definition of the word. 
6. To hear more definitions, Tab once to Next and hit Enter. 
7. To hear previous definitions, Tab until you hear Previous and hit Enter.

Spell Check:
1. To check the entire document, select all (Control + a-key)
2. Go to Tools in the menu bar (Alt + o-key)
3. Select Check Spelling (k-key or down arrow)
4. You will hear “The unknown word is ….” -- Kurzweil 1000 will start with the first unknown word and continue by saying “The suggested placement is …”
a. If the suggested replacement is correct, press Enter to replace it and continue to the next misspelled word.
b. If the suggested replacement is incorrect, use the down and up arrow keys to listen to other suggestions.
5. If you are unsure of the word or the context: 
a. Tab to hear “Read Context”. Press Enter to have the screen reader read the sentence with the misspelled word. 
b. Tab again to 	hear “Spell Word”. Press Enter to hear the screen reader spell out the misspelled word. 
6. If the same word is misspelled the same way throughout the document:
a. Select the correct word from Step 4 above
b. Tab to “Replace All”
c. Press Enter
7. If you would like to only spell check one word (vs. the entire document):
a. Navigate the cursor to the space before the word in question
b. Highlight the word (hold down Shift and press the right arrow key)
c. Follow Steps 2 through 5
Saving a document
1. Go to the File menu (Alt-key, f)
2. Select Save (s-key)
(shortcut: Control + s-key to open save dialog box)
3. You will hear ‘Please accept or change the file name’; name the file here by typing it in.
4. Tab to select a format for saving. Kurzweil 1000 will read “The current format is KES”; there are several different formats to choose from. The most common include: 
a. KES: this saves the document as a Kurzweil 1000 document in .kes format. It should be used if you plan on scanning and adding pages to your document at a later time or if you do not have screen-reader software for Word.
b. Word for Windows 6.0-7.0: this saves the document as a Word document in .doc format. It should be used if you are finished scanning your document and would like to edit it or send it as an attachment. Users find this the easiest format to work with. 
c. RTF: this saves the document as a Rich Text File in .rtf format. It should be used if you or the receiver of the document does not have Microsoft Word.
d. Braille, Grade 2: this saves the document as a Braille document in .brl format. It should be used if you wish to have the document in Braille.
5. Select a location to save the document: 
a. Tab through Sort By, OK button, and Cancel button until you hear 'The selected folder is [blank]' – this is where you will select a location to save the document. 
b. Tab to Browse to change the location and hit Enter. 
c. Use the left, right, and down arrow keys to navigate the hard-drive. Kurzweil 1000 automatically provides the following folders:
i. Articles, Books, General, Letters, Magazines, Manuals, Recipes, Temporary
ii. These folders are found in the My Documents folder: My Documents\Kurzweil Educational Systems
iii. If unchanged, Kurzweil 1000 will automatically save any document in the General folder, which is in the Kurzweil Educational Systems folder found in My Documents. 
d. Saving it to the Desktop:
1. Find the Administrator folder on the C: drive (left 
arrow until you hear Administrator)
2. Find Desktop in the Administrator folder (press d-key until you hear Desktop)
3. Tab to the Save button and press Enter to save 

Note: If you wish to save the document within a new folder anywhere on the hard-drive (for example in My Documents) then you must create a new file 'outside' of Kurzweil (i.e. you cannot create a new folder in Kurzweil 1000’s save dialog box like you can when saving a document in Word). Kurzweil 1000’s default location is in the General folder found in the Kurzweil Educational Systems folder, which is found in My Documents. Additionally, Kurzweil 1000 will not allow you to save to a shared folder found on a server. 
Saving a document as an MP3 Audio File
Saving documents as an audio file is a great tool for both students and staff. It allows the individual to scan in needed information and play it back in audio format on a computer, iPod, or Braillenote. Once you’ve scanned in a document:
1. Go to the File menu (Alt-key, f)
2. Select Utilities from the submenu (u-key or down arrow)
3. Select Create Audio File from the Utilities submenu (t-key or right arrow once to open the submenu, then down arrow to Create Audio File, then enter); this opens a dialog box.
4. When the dialog box opens you will hear “All pages will be processed.” If you wish to only audio record certain pages:
a. press the down arrow to select Pages
b. Tab once and you will hear “Processing will begin with page 1”; change this number to the first page you would like recorded or leave as is.
c. Tab again to hear “Processing will end with page 1”; change this number to the desired end page or leave as is. 
5. Tab until you hear “MP3 files will be produced”; this is the default format but can be changed to WAVE if preferred. Leave as MP3 to use with Windows Media Player and/or iTunes.
Note: Windows Media Player and iTunes are free and can be downloaded from the internet: 
Windows Media Player: www.microsoft.com/windows/windowsmedia/player/11/default.aspx
iTunes: www.apple.com/itunes/download/
6. Tab to Pages Per Audio File (Kurzweil will read “The number of pages converted to audio file will be one”). 
Note: This setting is used to control how many audio files your document is made into. It’s important to understand that the audio files play continuously and that Kurzweil 1000 cannot format to differentiate bookmarks, chapters, or pages. For example, if you wanted to jump ahead to another chapter while listening, you would need to approximate how far ahead to move and find your desired place by listening, like you would fast forwarding on a tape. Therefore, to make it easier to navigate the document while listening, Kurzweil 1000 gives you the option to make separate audio files for each page. We suggest this if you are scanning a large document that you will be referring back to frequently. Otherwise, if you are scanning in a book or document that is short or that you wish to read once, it can be made into one audio file. 
a. Change the number to number of pages in document (for multiple audio files) or leave as is. 
7. Tab to Audio Quality (Kurzweil will read “The selected audio quality is Medium”). Medium is fine for all student purposes. 
8. Tab to Destination Folder (“The destination folder is General”): this is where the audio file will be saved. See Saving a Document earlier in this document for directions on changing the location of your file. The default location is the General Folder that Kurzweil 1000 creates in the Kurzweil Education Systems folder found in My Documents. 
9. Tab to OK and press enter. 

Downloading Books through Bookshare.org
If your students have access to an electronic book download site then they can download books through Bookshare to store as a document or audio file. It’s a great tool for them to access books in a user friendly format. 

1. Go to Online in the Menu bar (Alt + n-key)
2. Select Search for Books (s-key or down arrow); opens dialog box
3. Kurzweil will read “Title, search for a particular title.” This is the search perimeter  with Title as the default field. To change the field to Author use the up or down arrow key
4. Tab to hear “Enter a title or part of a title.” Enter the title (or author) here. 
5. Tab to hear “Ignore.” This field allows you to search for either a different book (select Or) or to search another title or author in addition to the first (select And). Use the up or down arrow key to select “Or” or “And.”  Then Tab to type in an additional title for Bookshare to search for. Otherwise tab to continue with one title or author. 
6. Tab to hear the current search query. This should reflect the title or author you entered above. 
7. Tab to select the site you wish to download from. Our example is with Bookshare.org. To select a particular site, move to it using the arrow keys and select or unselect it using the space bar. 
8. Tab to the OK button and press Enter. 
9. You will be prompted to enter your user name and password for the electronic book sharing site. 
10. Kurzweil 1000 will then search for the keywords you specified. When your selection is found you will hear “No items have been selected. One items was found.”
11. Press the space bar to select the item
12. Tab to OK if you have the correct selection and press Enter. Tab to Search Again and press Enter if you need to change your search
13. You will then be prompted to select a member to assign the book to (this is usually a student who has been pre-assigned to that electronic book sharing site). Select the student using first letter navigation or the down arrow key and press Enter. This will download your book.  
14. To access the book: go to File in the menu bar and select Open (Alt + f + o-key or shortcut: Control + o-key)
15. A warning box will opening and ask if you would like to open the file that was just downloaded. Press Enter. Kurzweil 1000 will then unpack the book and open it. The book is now ready to read or download into audio file format. The book is located by default in the Kurzweil Education System folder in My documents.  
Hot Keys and Keyboard Short-cuts useful in using Duxbury
Alt-key – go to menu bar
Tab – move through options
Shift + Tab – move backwards through options
Arrow Keys – select items
Enter key -   select default button, and/or button cursor is on
Underlined letter hotkey navigation – In a menu, pressing the underlined letter selects that option. In a dialogue box, holding down Alt-key plus that letter will select that option.

Ctrl + n = New document
Ctrl + o = Open document
Ctrl + p = Print document
Ctrl + t = Time 
Ctrl + Tab = Toggle between pages in Kurzweil 1000
Ctrl + Alt = Toggle between programs in Windows

F9 = Scan document
Shift + F1 = locate cursor in document
F5 = start reading
F6 = read 1 unit in reverse
F7 = read current unit
F11 = decrease reading speed
F12 = increase reading speed 

Quick Reference
All commonly used shortcuts can be reference anytime by going to Help in the menu bar (Alt + h-key) and selecting Quick Reference (q-key). This will open a new page in Kurzweil 1000. Go between your document and the quick reference guide by using Control + Tab. 

