Editor's Checklist

for documents written with speech recognition

Editing Steps

1. Read each sentence. Does it sound
right?

Fix incorrect words. The
computer makes mistakes.

+ If the computer has trouble
getting a word right, try
re-dictating the whole phrase or
sentence instead of just one
word.

2. Read each paragraph. Does it
make sense?

* Fix the flow by adding
punctuation and missing
words.

3. Re-read the whole thing one more
time. Will someone else understand
what you are trying to communicate?

Make it clear by changing
words, adding sentences or
putting sentences in a better
order.

Use technology

1. Use text-to-speech to listen to
each sentence.

+ Highlight only one sentence at
a time or turn on the option
to stop reading at each
period.

+ Follow along with your eyes
and your finger so you can
find incorrect words.

2. Use text-to-speech to listen to
each paragraph.

+ Highlight the whole paragraph
or turn on the option for
continuous reading.

If the computer voice does
not pause or take a breath for
a while, you need to add
punctuation!

3. Use text-to-speech to listen to your
whole document.

+ Concentrate on listening to the
meaning of the words, not the
sound of the computer voice.





