
How to Activate Built-In Speech-to-Text Across Platforms 

Platform Microsoft  Apple  Google  

Product System-wide on 
Windows operating 
system 

System-wide on  
macOS 
iOS 
 

Google Docs  

How to Activate How to use dictation 
on Windows 

To open the dictation 
toolbar, press the 
Windows logo key 

 + H.  

To stop dictating at 
any time while 
you're dictating, say 
“Stop dictation.” 

 

 

Using a tablet or 
touchscreen:  

Tap the microphone 

button  on the 
touch keyboard to 
start dictation. 

Tap it again to stop, 
or just say “stop 
dictation.” 

 
Use Dictate on 
Microsoft Word 
O365 

 

How to use dictation on 
macOS:  

Go to Apple 
Menu>System 
Preferences > 
Keyboard> Dictation 

Press Fn+Fn to dictate, 
and Fn+Fn to stop 

 

How to use dictation on 
iOS: 

To enter text, tap the 
microphone button 

 on your 
keyboard, then start 
speaking. As you 
speak, the text 
appears on the 
screen. To finish, stop 
speaking, then tap 
the keyboard button 

 

Open google Doc 
Go to Tools 
Select Voice Typing

 
 
Click  

 
the microphone icon to 
speak, and to stop 
speaking 
 
To dictate across 
websites and GMail   
VoiceIn Voice Typing 
Chrome web extension 
link 
This speech-to-text 
extension allows the 
user to dictate text for 
any text box or text 
entry portion of a web 
page. You can either 
click the extension or 
right-click and choose 
"Start recording" to use 
it. Be sure to click the 
extension again to turn 
off the speech-to-text 
function when done. 

 

Mfs 03-2022 

https://support.microsoft.com/en-us/help/4042244
https://support.microsoft.com/en-us/help/4042244
https://support.apple.com/en-us/HT208343
https://support.apple.com/en-us/HT208343
https://chrome.google.com/webstore/detail/voicein-voice-typing/pjnefijmagpdjfhhkpljicbbpicelgko
https://chrome.google.com/webstore/detail/voicein-voice-typing/pjnefijmagpdjfhhkpljicbbpicelgko
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