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In the following pages we will show you how to...

1. Create a template to create your book.

2. Create a folder to store all your resource files to create
your book.

3. Scan pictures for your book

4. Learn how to use writing with symbols to create text &
symbols for your book.

5. How to put together all your resources to make the finished
accessible talking book.
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Before you start...

Before you start to develop talking books there are some things you need to
know. First and foremost being copyright law in Canada. In the Canadian
copyright Act exemptions exist for the creation of alternate formats of
books for students with perceptual difficulties. A label included on the CD
would help schools to understand the audience for the resources. A school
with a student whose disability prevents or inhibits them from reading or
hearing a literary, musical, dramatic or artistic work in its original form is
permitted to create a copy or audio recording of that work ftranslated,
adapted or reproduce it in sign IF a commercial version is not already
available. Film and Video are not exempt. Creating a large print book is not
permitted. For this exemption to apply the person's perceptual disability
must be serve enough to limit the ability to hold or manipulate a book or an
impairment related to comprehension.
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1. Creating a template in PowerPoint:

1. Create a blank presentation:

Launch PowerPoint and begin with a blank presentation. When
you launch PowerPoint a selection window automatically pops up
for you to choose a slide layout. Choose blank presentation.

Mew Slide

Chooze a slide layout:
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e Blank
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] Don't show this dialog box again.
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2. Add buttons to turn the page:

To add a forward button to your blank presentation, from the
top menu bar click on Slide Show, Action Buttons, Next

Slide.

Format Tools
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Window Help
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View Show
Rehearse Timings
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Set Lp Show...
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Action Buttons 4

Action Settings...

Animations 2
Animation Preview
Slide Transition...

Hide Slide
Custom Shows...

Custom

Home

Help
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Previous 5Slide

First Slide

Last Slide

Last Slide Viewed
Document

Sound
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Once you click on Next Slide, a small cross will appear on your

blank page, drag the cross to make your forward arrow.

When you release the cross after your forward button appears
a new window will pop up asking you what you want the action

button to do. Select Next Slide, and click OK.

Action Settings

_},-"F Mousze Cl ickv Mause Dver\

__Action on elick

i__} None
i Hyperlink to:

| Mext Slide

)

i} Run program:

[Select“]

i 3 Run macro:

[

i 3 Object action:

[

] Play sound:

| [Ma Sound]

[ Highlight click

You can adjust the size and location of your arrow. To move

|Eﬂncell

the arrow, simply click on it and hold to drag to the new
location. To adjust the size, click on and hold the mouse

button down and slide in to make smaller and out to make

larger.
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Repeat this process fo create another action button to return
to the previous page in your book. From the top menu click
SlideShow, action buttons, Previous Slide. When the

window pops up for your action button selection, simply select
Previous Slide.

We will need to add a speaker button for voice recording, but
this is done when you are assembling the book.

Your template is how ready to be saved, and used. This is what
your template will look like.

J=—"-————————'|Presentation ="r—————H H
1=

[44 ]

Click to add notes

iz E=EEE=]

\\\l.w_._.
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You can save this anywhere on your computer. In the top left
hand corner click on File, the click on Save As. A new window
will open for you to locate the place you want this template
stored. Call the file ‘template’ and hit save

Save: Microsoft PowerPoint

| Cj talking accessible bo.. %] gvl [m,l .
_ Date Modified |=

Name: |template New
Format: | Microsoft PowerPoint docu... | 4 |
] Append file extension [ Options... ]

[ Cancel ]|| Save ll

Z
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2. Create a folder to store your book.

You need to create a folder on your computer to store all the
resources and pieces to create your book. You should create one
folder for each book you make. First you need to decide where
you want to store all your books. Double click on your hard drive
icon from your desktop. Your hard drive folders will open. From
the top menu bar click File, New Folder, and call the folder
‘Talking Accessible Books' (or whatever you wish).

~—

7N Edit View Window Special Help
New Folder BN B =

Open # = cvhardrive =——"—0H0H
::l:te e :P@I G0 iterns, 10.18 GE available
Close Window W F‘] Dateldiien =
AFrIRtFon tor DocUments Sat, et 15, <007,
Get Info P b Fri, May 5, 2000, 4
Label » :
Duplicate %D Scrapbook File Maon, Oct 7, 2002, o
Make Alias M Scripting Additions Tue, Jan 11, 2005,
Add To Favorites 36T Scripts Thu, Jul 26, 2001,
Put Away #®Y  1Servers Sat, Oct 13, 2001,
Encrypt Shutdown [tems Today, 5:22 AM
Find... aF Shutdown Items § Disabled) Sat, Jul 20, Z00Z,
Search Internet.. #H o4 p jems Today, 3:22 AM
A Origre] LWL R Sat, Jul 20, 2002,
FHGE SelUp.. STF Sat, Oct 13, 2001,
Erank w'"d"w":—“ System Todsy, 3:21 &M
I3 Ea System Extensions {Dizabled) Tue, Feb 25, 2003,
E System Resources Thu, Jun 7, 2001, 4
3 ﬁ Text Encodings Thu, Jul 26, 2001,

Systernworks Install Log File
[ ‘|ta|king accessible bouks,|
I3 @ Trudy's Project Do Mot Erase
E WD Implementation Guide. pdf
[ Ei Understanding Math
I G ush keys
@ USE Keys Installer Classic
@ USE Keys Installer Clagsic.1
USBkeyaClassic.sit

[ ﬁ Users

Tue, Jan 11, 2005,
Today, 9:47 AM
Thu, 4ug 12, 2004,
wed, May 26, 2004
Tue, Dec 7, 2004, 9
Tue, May 13, 2003,
Thu, Jun 13, 2002,
Thu, Jun 13, 2002,
Fri,Oct 25, 2002,
Wed, Now 24, 2004

[4]»
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A new folder will appear with a temporary name called 'untitled
folder'. Simply type the name you wish to call this folder, (for
example, ‘Talking Accessible Books').

[N ——————— = cvhardrive "———= =
a1 items, 10.13 GE available
MacTCP DMR Thu, dug 26, 1999, [
[ f:i M3 Preference Panels Thu, Oct 30, 2003,
] Panels Tue, 4pr 3, 2001, 4
[ E Preferences Today, 8:<40 A
[ ﬁ PrimtMonitor Documents Sat,Oct 13, 2001, 1
& Proyépp Fri, May 5, 2000, 4
Scrapbook File Mon, Oct 7, 2002, &
[ ﬁ Jcripting Additions Tue, Jan 11, 2005,
[ IE Scripts Thu, Jul 26, 2001,
[ G servers Sat, Oct 13, 2001, 1
[ Ia Shutdown [ems Today, 9:22 &M
3 Ia Shutdown Items ¢ Disabled) Sat, Jul 20, 2002, 4
[+ ) Startup Items Today, 3:22 4M
[ la Startup Items {Disabled) Sat, Jul 20, 2002,
e % STF Sat, Oct 13, 2001, L
gy System Today, 9:21 &M
[ ﬁ Systern Extensions ¢ Disabled) Tue, Feb 25, 2003,
E Svstem Resources Thu, Jun 7, 2001, 4
3 ﬁ Text Encodings Thu, Jul 26, 2001, | =
System'™orks Install Log File Tue, Jan 11, 2005,
[ f:i talking accessible books Today, 9:47 4M
[3e @ Trudy's Project Do Mot Erase Thu, dug 12, 2004,
'@ UID Implementation Guide. pdf Wed, May 26, 2I2IEI4-
3 f:i Understanding Math Tue, Dec 7, 2004, 9--
b W [Talking Accessible Bnnklﬂ Today, 10:01 4M [+
i 4[]~
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3. Scan pictures for your book:

Once you have a scanner attached to your computer and the
scanning software installed you are ready for this next step. You
have two choices for scanning, you can scan directly into the
talking accessible book, or you can scan to your folder and add
later. The following pages will teach you how to scan directly into
your book.

Scan directly into your talking accessible book:

Open the template you have created. Count the pages you will
need to complete your book. On the top menu bar click on Insert,
then click on Duplicate slide. Continue to add duplicate slides
until you have all the pages you need.

-ﬁ File Edit Yiew QlHIy® Format Tools Slide 4w Window Help Wed 10:17 AM
New Slide... fionl————————— O 5

Duplicate Slide

S5lide Number
Date and Time...
Tab

Symbol...
Comment

Slides from File...
Slides from Outline...

Picture >
Text Box

Movies and Sounds P
Chart...

Table...

Object...
Hyperlink... K
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Once you have all the pages you need it is time to save your book.
To do this on the top menu bar click on File, then click on Save
As.

A= Edit Yiew Insert Format Tools

Project Gallery... S-HEP
Mew Presentation iy
Open... 380
Close i
Save 35
S5ave as Web Page...

Locate the book folder you created earlier, (‘Talking Accessible
Books') create a sub-folder for each book, and save file as Books
name.ppt (you must put the .ppt after the name of your book in
order for it o open once you save the final copy)

S5ave: Microsoft PowerPoint

| 5} We dress up = alnlo.
Date Modified |2

Name: [wedresup.ppt m

Format: [MicrnsnftinerPnintdncu... i]

] Append file extension [ Options... ]

[ Cancel ]| Save “

i
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Now we are ready fo start scanning the pictures into our talking
book, to begin click on the first slide. From the fop menu bar
click on Insert, then click Picture, then click on From Scanner
or Camera.

—

Fnrmﬂt Tools Slide Show Window Help

New Slide... #M | oppt — — =
Duplicate Slide
Slide Number
Date and Time...
Tab
Symbol...
Comment
Slides from File...
Slides from Qutline...
Clip Art..
Text Box From File...
Movies and Sounds M| aiochapes
Chart... Organization Chart
TﬂIfIIE--- WordArt... ‘
ﬂhJEEF:-- From Scanner or Camera...
H!-’IJ"’—I'_ll""k"' #K Microsoft Word Table...
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Once you have selected to insert a picture from the scanner a
new window will pop up. Make sure the correct device scanner is
selected from the drop down menu, and simple click Acquire.

=|

Insert Picture from Scanner Camera

Device: [ EPSON TWaIN S

B
| Cancel I

Once you click Acquire, your scanning software will open up to
scan your picture from the book.

Important Steps:
e Change the resolution to 72

e Select color photo
e Select only the area you want to be scanned.
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By selecting to adjust the quality of the scanned picture you can
change the resolution (DPI) of the picture. This is an important
step in creating the books, as the higher the resolution of the
picture, the larger the size of the file; consequently, making the
finished product too large to save to disc. Therefore, we must
change the resolution to 72. At this time, you can also select the
picture type. From the drop down menu choose Color picture.

Drag your mouse to select only the area you want to be scanned,
and click Scan.

EPSON TWAIN 5

O

EPSON TWAIN

Document Source : Flatbed

g

[—, Le ) Coe it > We dress up
Destination ScreenswWeb - |

Rezalution: il - | dpi

Hl11 63 inches -
Hl1182 1.4?MB

17777

(2l =
HelE [

Feset
Freview

[@, Settings... I ﬂ

Configuration... %
[%‘ Full Auts Mode.. I

[4@ Close I Help

Secan
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Once you have scanned the picture, you can adjust the
positioning on the slide show page by clicking on it and dragging
it To wherever you want. You can also resize the picture by
clicking on any of the small circles on the outer edge of the
picture and dragging your mouse in or out to the desired size.
To rotate the picture simple click on the green circle on the
top and rotate. To crop the picture, simply click on the
cropping tool from the picture toolbar.

D %Fnr‘mat Ficture. .. | @.
ﬁF‘ictur‘e Effects. .. | .
PPN R BT
=

i Picture
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4. Using Writing with Symbols for your book. (must use pc)

Writing with Symbols can be used to support text. Symbols can
aid the reader to see the meaning of words. You will need to
install and open Writing with Symbols. When Writing with
Symbols opens choose Word processor from the main page. To
set up the word processor follow the following steps...

e On the top menu bar click on F10 to set text-symbol mode.
With this word processor you have the choice to type with
just text, just symbols, or text and symbols. For our books
we will need text and symbols.

lw Writing with Symbols 2000 - ¥2.519 - [USWWS2000-1]
File ‘Wordlists Edit Yiew Options Text Images Speech Sound  Window Grids Macros  Access  Help

D[RR | |m(@ pojm|rz <f [E =[=| - %l
%! mlnl C(']]]I"a’.n! ﬂ Toggle Text-Symbal Modell ﬂh" ﬂl- :J BI Hl II l

e Change the size of the symbol to 24

iad Writing with Symbols 2000 - ¥2.519 - [USWWS2000-1]
File ‘Wordlists Edit  “iew Options Text Images Speech Sound  MWindow  Grids  Macros  Access Help

DB & £ &)@ mjmr| o [ (5| #]H] | |
S\ B[E| O] s i <) <] S (A <[4 ~I[mm <] B
8
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e Change the size of the text to 24

File ‘Wordlists Edit Yiew Options Text Images Speech Sound MWindow Grids Macros  Access  Help

(B[ &= x| (%@ mojmn| o[£ =(=] @) ~] 2|
S|a(E| D% pr =i </ =] @ Comesansms  <id =]/mm =] B[ 7| Moy ==
8

File “WordlLists  Edit  View Options Text Images Speech Sound ‘Window Grids Macros Access Help

D[B[B|=| | (%@ m{m{n| o [F == ]| = 2
e = R N e e = I ~lfe ~mm = BlU[ 7wy ~1H
|

Californian FB

Calisto MT

CASMIRA

Castellar :
Centaur [:I
Century

Century Gothic

Century Schoolbook
Chilles

Copperplate Gothic Bo
Copperplate Gothic Lig
Cournier New

Curlz MT
Ed 5

Script 1TC ¥/
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e Now you are ready to begin typing the text from your book
into the word processor in Writing with Symbols.

F‘ ‘Writing with Symbols 2000 - ¥2.519 - [USWWS2000-1]
File ‘Wordlists Edit Wiew Options Text Images Speech Sound ‘Window Grids Macros  Access  Help

D|B|B(| £| %|%(®| w|m|n| o[£ =|=| [ | -1 2]
S| 63| % 2 <] <J[wm ~] & [Comic Sans M5 <t <mm I BlE| T | [Maw ==

—
The cat ran

fast.

e Once you have typed enough to fill the screen, hit the print
screen button. The print screen button can be found on
the upper right hand side of your keyboard towards the
top. Although it appears that nothing has happened this
captures all the visible text and symbols you have typed,
and it is ready o be pasted and saved.

E ‘Writing with Symbols 2000 - ¥2.519 - [USWWS2000-1]

File “Wordlists Edit  Wiew Options Text Images Speech Sound Window Grids Macros Access  Help

DB @] <| &|=@ mojmin| = [= =|=] #®[E | -1 2]

S| B | @] 24 < <|/wm ~| & [Comic Sans M5 <24 <|/mm = B| Y| 7| [mary 1=

B

line ohne.

line four.
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**Important: Writing with Symbols word processor will allow you
to keep typing as much as you want; however, it is important o
only type approximately 4 lines of text and symbols. When you
capture the screen only what you can see on the screen will be

saved.

e After you have captured the screen, open 'Paint’ and paste
your screen image. To open paint click on Start, All
Programs, Accessories, Paint.

—
. g;;-_l Calculator

; Internet

Inkernet Explarer
_L)_ E-mail
J Micrasoft Office Cutl

All Programs D

Academy of Reading

| M0 fccessories

Broderbund Software
) Clicker 4

) Cowriter 4000

&ﬁ DraftBuilder

f.a Earobics

i@ Edrnark.

i@ Educational Activities 2010
) Filesubmit

Games

I@ InkeliTools Software
@ Jawva 'Web Start

&ﬁ Kevhole Z LT

f.a Maver-Johnson

i@ Microsoft Office

i@ Mebwark, Associakes
1@ Penfriend

Pinnacle Hollywood Fi
l@ Quick View Plus

!.a QuickTime

&ﬁ Real

I/ simon S0

i@ Spybot - Search & Destroy

i@ Startup

I@ STF Tales Fram Japan

.

I@ Accessibiliby L4
» I@ Carnmunications L4
3 @ Entertainment r
b @ Swstemn Tools r

k|| L Address Book
bl E  Calculakor

v || B8 Command Prompt

¥ || Motepad

3

P || ) Prodcreates and edits drawings, and
k|| =R Scar.l:.'.l_:'.nil?il S

» {:} Synchronize

b &S Tour Windows #P

4 ;:} Windows Explorer
P S windows Movie Maker
3 3 WordPad
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Once Paint is opened you are ready fo paste the captured screen.
Hold the keys Ctrl and V at the same time and the screen will
appear. (You can also paste your captured screen from the menu
bar on the top by clicking on Edit, Paste).

-
1 untitled - Paint
File Edit Wew Image Colors Help

2|

Vi Paste #® iy
Clear Selection Del

% Select Al Chrl+A

oy Copy To

| Paste From...

o O !

Once you have pasted your screenshot into paint you must save it.
On the top menu bar click on File, Save As, and save your file.
You must change the file format from bmp to jpg

Save As | < |
Sawve in: | 2} My Pictures I_v] ko ¥ B E-
ky Recent Lll_l l_ II;"-;-! I |
Documents e l . II - I
Desktop A game with shapes Around and around
My Documents l Il 5 I l Il - I
% beautiful bugs Big sea animals Books
Ay Computer
[2el
qg File name: |unt|_t|ed | S ave |
2 = i = ® o I
My Mebwork | Save a3 typs: [ 24-bit Bitmap [*. bmp.~. dib) [~ | | cancel |

td oriochrorne Bitmap (7. I:|m|:|'x dib]
16 Color Bitmap [*.brmp;* dlb]

256 Color Bitrmap [ bmp dib]
24-bit Bitrnap [*.brop:”. dib]
JPEG [FPG: *’JﬁEJE?:» APEJFIF)
GIF [*.GIF]

TIFF ™. TIF:". TIFF]

PHG [".PMHG]
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Editing your text/symbols:
1. Saving a selection from the screenshot:

Once you have your page opened in your photo editing program,
you will need to use your selection tool (usually found on your
photo editing toolbar as a dotted box) to select the text/symbols
for each page and save them as individual files. Use the selection
tool, and draw a box around the part you wish to save by dragging
your mouse to create a box around the selected text/symbols.
From the top menu bar choose File, Save as to save the
selection. Continue to select the text/symbols for each page of
the book, saving each. I usually save each page as the number it
is in the book. (For example, I save the cover as cover, page one
as 1, etc))

I ———7—""— 1.JPG
b Writing with Symbaols 2000 - V2,047 - [USWWS2000-1] = ] 4
@FI:‘\EI:\&L;E: Edt Ven Di:iinn: Text  Images -SPEECH- Sound Window Grids Macros  Access .Hdp QQ i
O| B[ £| alds|@ mlmle o[z == @fof— - 2 i
B\6/@| G| 20 i ol o] @ [Comcsomsis |2t ojmm B L My o] V2
--------------- S 2.8
W & 49 S
” & e ][]
. Cat and Mouse Q0
e R R W rrEicEoEts 7 O O
i - 2 B
w ® - x> ALS
P N% & B an
Mouse ran over the shovel. = =
—
B ¢ =~ - E
5 COpy -
Morne -
Cat ran over the shovel.

clalel 0
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Hints for Writing with Symbols:

e Changing a symbol that appears when you type in a word.
When you type a word into ‘Writing with Symbols’ a symbol
appears; however, often there is more then one choice of
symbol for each word. If you want to try a different
symbol after you type the word, highlight it using the
mouse, and hit F12 to toggle though the symbol bank.

e Sometimes when you type a word into the word processor
nothing will appear. This can happen when you use a proper
name. If a word does not appear you can type another word
to get the symbol you want, lock that symbol (by clicking on
F11) and re-type the word you wanted to appear with that
symbol. For example. If you typed the word Sally, nothing
would appear; however, if you type the word girl you can lock
the symbol that appears and then type Sally to replace the
word girl.
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2. Putting it all together:

When you scanned your pictures you created a PowerPoint in the
folder with the same name as the book. It is now time fo open
that file and finish adding the pieces to complete your talking
accessible book.

Your PowerPoint already has the pictures for your book, as well as
the forward and previous arrow buttons. We now need to add the
text/symbols, and voice to complete the book.

To add your text/symbols to your book, click on your first page.
From the top menu bar click, Insert, Picture, From File.

» Edit View Format Tools 5Slide Show Window Help !
O New Slide... #M |vedresupppt ——"rn—r—

Py Duplicate Slide

5 @) Slide Number

z 3 Date and Time...

4 =) Tab

5= Symbol...

& = Comment

! g Slides from File...

. Slides from Outline...

O |

10 2 Picture

112 Text Box From File...
Movies and Sounds P AutoShapes
Chart... Organization Chart
Table... WordArt...
UDJEEt-_-- From Scanner or Camera...
Hyperlink... #EK Microsoft Word Table...
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Locate the book folder you created earlier and insert the
text for your page.

=

Insert Picture

=

-

Look in:

| |5y Loak at the House

»] @

i T Tools =

My Recent
Documents

==
©
Deskiop

-

7

Iy Documents

=

My Compuker

Iy Mekwark

P &

Look at  the House

Type: JPEG Image
| Sizet .55 KB

File name: |

Flaces

lv]

[ Insert :*]

Files of bype: |P.II Pickures

]

Zancel
: P

“

Your power point page now looks like the following...

qi ]
S e T

[ e i g

Look at the Tree

e, N
-

 p P

Look at the tree.

24
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Adding voice:

From the top menu bar select Insert, Movie and Sounds, Record
Sound.

Edit View FMI Format Tools Slide Show Window Help Wed 11:21 AM | [P Mic
O New Slide... #M |edresupppt——"—"r——————HH

D Duplicate Slide

=@ Slide Number i

z @ Date and Time...

4 2 Tab

5 @ Symbol...

6@ Comment

7 @ N N nufimal

2D Slides from File... e

a @ Slides from Qutline... Look at the Tree

10 @ Picture 2

na Text Box o

Movie from Gallery...

Chart... Movie from File...
Tﬂt_"E“' Sound from Gallery... |
Dhject._.. Sound from File...
il L S Play CD Audio Track..

Click on the record button, read the page and click on stop when
you are finished.

Record Sound...
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Note: To record your voice you need to make sure you have a
working microphone attached to your computer.

@ |y | <P
Fecord Stop Pause  Play

[ | 00:00:00 [ save ]
0 hour=s @217 31 ——

Click Save, name the sound, then click OK. When you click OK a
microphone icon will appear on your page. Click on the microphone
and drag it to the location you want. Click the microphone to
highlight. From the top menu select format, picture. Select the
size tab, and adjust height & width to 1 X1. Click OK and you are
finished with this page. Continue this with each page.

Format Picture _‘
Calors and Lines Slze Position | Pickure ‘Wih
Size and rotate
Height: 1" Z width: 1" o
Rotation:
Sicale
Height: 0% width: 0%

Lock aspect ratio
Relative ko ariginal pickure size

Criginal size

Height: 0.33" width:  0.33"

OK ] I Cancel I
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Your finished page will look like this...

27

O = iwedresup.ppt =]
13 =
2@ L]
z @

4 @

5@

R

? @ i EANHE

g @ [ i ]

2@ Look at the Tree

0=

1@

)& .,
a4
‘ Look at the tree. >
Click to add notes =

W=c:=o 7

Save your document and you are finished.



