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Logging into Kurzweil

ÅOpen the Kurzweil Application 
by clicking on the icon.

ÅEnter your username and 
password

ÅClick login Button
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Opening Files

ÅTo open files in Kurzweil Select 
ǘƘŜ άFileέoption located in the 
tool bar at the top of the screen

ÅSelect which location you would 
like to open the file from (note: 
ǘƘŜ άOpenΧέ ƻǇǘƛƻƴ ƻǇŜƴǎ ƭƻŎŀƭ 
files from your computer)
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Navigating the Universal Library

ÅTo open a file from the Universal Library 
click on the down arrow next to your 
name to reveal the subfolders

ÅSelect the folder where your file is stored 
(note: all files uploaded by alternate 
media production (AMP) are located in 
the public folder)

ÅSelect the correct file displayed in the 
right side box (double-click to open)
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Displaying Toolbars
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ÅTo display the reader and 
highlighter toolbars, select the 
άWindowέ ƻǇǘƛƻƴ ƭƻŎŀǘŜŘ ƛƴ ǘƘŜ 
toolbar at the top of the screen

Å{ŜƭŜŎǘ άShow Readerέ ǘƻ ŘƛǎǇƭŀȅ 
the reader toolbar

Å{ŜƭŜŎǘ άShow Toolsέ ǘƻ ŘƛǎǇƭŀȅ ǘƘŜ 
highlighter toolbar



Changing Reader Preferences
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ÅReader preferences can be changed by adjusting 
the setting in the reader toolbar.

Å{ŜƭŜŎǘƛƴƎ ǘƘŜ έVoiceέ ōŀǊ ŀƭƭƻǿǎ ȅƻǳ ǘƻ ŎƘŀƴƎŜ 
the reader voice (note: voice options are 
available for documents written in other 
languages).

ÅReading speed can be adjusted by changing the 
number of words per minute.

ÅDefinitions can be found highlighting a word 
with the curser and selecting the book shaped 
icon in the reader toolbar.



Extracting Notes and Highlights
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ÅMultiple highlighting and note options are 
available and are located in the highlighter 
toolbar.

Å Select the highlighter or note type you want to 
use by clicking it with your cursor

ÅMove the cursor to the beginning of the portion 
of the text you wish to highlight and while clicking 
drag the cursor across the portion of desired text

Å To extract notes and/or highlights select the 
άFileέ ƻǇǘƛƻƴ ƛƴ ǘƘŜ ǘƻƻƭōŀǊ ŀǘ ǘƘŜ ǘƻǇ ƻŦ ǘƘŜ ǇŀƎŜ 
ǘƘŜƴ ǎŜƭŜŎǘ άExtract Notes & Highlighted TextΧ"










