ai& AT Quick Guide

Accessible Technology

Using Bookshare files with a Text Reader

After you have downloaded a book from Bookshare, you may be confused by the many files that result.
This Quick Guide addresses the following questions

e Which files do | use and how?

e What do | do with the other files?

e How can | format the book according to the preferences of my student?

Which files do | use?

Which file will you

What do you want to do? What program do you want to use? use?
Kurzweil xml or .opf
aaévfeiltehsuctolz)nup duter e SOLO Read:OutLoud xmi
Other DAISY reader software .opf
View the file on screen
(this allows you to copy and
paste it into another program Internet Explorer ml

or use a text reader that reads
whatever text you select, such
as Natural Reader)

How?
1. FIRST open the program you plan to use
2. Choose the open command
3. Navigate to the Copyrighted Text folder where you saved and extracted your files (see the Quick
Guide Bookshare — Downloading if you have not done this step yet)
4. Open either the .xml or .opf file
5. If you get an error, you may not have extracted the zip file. Again, see Bookshare — Downloading
and make sure you complete the step to extract the files.
For more help with these steps, see options 1-3 below.

What do | do with the other files?
If you delete any of the files, the ones that remain will not work properly. Therefore, you either need to
leave them there, or copy and paste your book into Word before deleting the other files.

How can | format the book according to the preferences of my student?

You need to balance the time you spend preparing the book for student use with the need to provide the
student with timely access to reading material. If the student is having trouble with the book formatting,
you can use Word to change the features to suit your students’ needs.
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The chart below summarizes three options for opening the book. For step by step instructions, see
below the chart

Summary of solution (see below the chart for detailed

steps)

e Use the OPF or XML files that are created by default

e Make sure that you don't delete the other files that are
automatically created when you download the book

e The OPF file will be read-only. The XML file will allow
the student to use the electronic highlighters and other
study tools and save the resulting file.

If you just want to make the
Option 1  book available to the student
the fastest way possible

If you are concerned that
having several files with the

Option 2  same book title in the
Copyrighted Text folder will be
confusing

Open the XML file and save it as an RTF file

You have the option of opening the RTF file in MS
Word to format the font size and style and correct any
errors

If you would like to embed e Create the RTF file and edit it in MS Word to format it
Option 3  comprehension supports into in a pleasing way

the book e Then open itin Kurzweil, add comprehension
supports, and save it as a KES file

1. Option1

To have the student read the book, the student should

e Open Kurzweil

Click the “Open” button on the toolbar
Navigate to the Copyrighted Text folder from My Computer->Student Shared
Find the title of the book and double click on the XML version of the file
You may want to teach the student how to set the default zoom in Kurzweil so that s/he
doesn't have to adjust the zoom on every page. See the Quick Guide Setting Default
Zoom in Kurzweil

2. Option 2
To prepare the book for students and be able to delete the extra files
o Open Kurzweil
Click the “Open” button on the toolbar
Navigate to the Copyrighted Text folder
Find the title of the book and double click on the XML file
Choose File>Save As
Save the book as an RTF file (You'll notice red horizontal lines in the text. Those are
page breaks.)
Close Kurzweil
¢ Navigate to the Copyrighted Text folder from My Computer->Student Shared

If you don’t have Kurzweil, you can do this with Internet Explorer
Open Internet Explorer

Choose File>Open

Navigate to the Copyrighted Text folder

Find the title of the book and double click on the XML file
Choose Edit>Select All

Choose Edit>Copy

Open MS Word

Choose Edit->Paste

Choose File>Save As
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¢ Navigate to the Copyrighted Text folder from My Computer->Student Shared
You may now delete all the files that were saved for that book EXCEPT the RTF file. You can
format the RTF file as you like in Word. For example, you can

¢ Change the font type and size

e Run a spell check to correct errors

e Bold and center text

¢ Divide the book into chapters and save each one in a separate file

3. Option 3

To create a KES version of the book with comprehension supports

o Complete the steps for Level 2

Open Kurzweil
Click the “Open” button on the toolbar
Navigate to the Copyrighted Text folder from My Computer->Student Shared
Open the RTF version of the book
Add at least one note (see the Quick Guide: Kurzweil Overview)
Choose File>Save As
Save the book as a KES file
The RTF file remains as a copy of the book without the embedded supports — the RTF file can
also be opened with Read:OutLoud and other text reader programs
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