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Setting a Desktop Shortcut to Start JAWS

1. Right Click the JAWS desktop icon.

2. Choose Properties and TAB to Shortcut Key box.

3. Type a letter J. The box will now show Ctrl + Alt + J.

4. Press Ctrl + Alt + J to run JAWS. It will run Minimized.

Turn off the monitor.
Changing the Speech Parameters for JAWS

1. Press Insert + J to open the JAWS window.

2. Press Alt to move to the menu bar.

3. Press O to enter the Options menu.

4. Use the down arrow until you are at Voices then press enter to open the sub-menu.

5. Down arrow until you are at Individual Voices the press enter to open the sub-menu.

6. TAB until you are at the Rate Slider. Adjust using the Arrow Keys.

7. TAB until you are at the Person Combo Box. Use the Arrow Keys to choose a new voice.

8. TAB until on the OK button. Press the Space Bar.

Turn on the monitor.
Minimizing and Maximizing Applications

When a number of applications are running, JAWS can lose its Focus and read the wrong Window. The active window should always be Maximized to avoid this.

1. Use Alt + Space Bar to open the Applications Menu of JAWS.

2. Use the Down Arrow to move to Minimize JAWS and press Enter. (This can also be accomplished by pressing the letter N.)

3. Open Microsoft Word. Logo Key then P for Programs and M until Microsoft Word is highlighted. Press Enter to run Word.
4. Use Alt + Space Bar to open the applications menu. Try using  R and X to Restore and Maximize the Word window. Leave Word Maximized.

Opening a Document in Word

1. Press Ctrl + O to go to the Open Dialog Box.

2. Press Shift + TAB until you are in the Look In: combo box.

3. Press the Arrow Keys until the Hard Drive (C:) is highlighted. Press Enter.

4. Press TAB to move to the Files and Folders. Press J until the JAWS folder is highlighted. Press Enter.

5. Use the Arrow Keys to move to the Training Folder. Press Enter to open the folder.

6. Press an Arrow Key to highlight ENU. Press the Enter Key to open the folder.

7. Use the Arrow Keys to highlight Spelling.rtf. Press Enter to open.

Turn off the monitor.

Using the Spell Checker in Word.

1. Use Ins + T to make sure that you are in Microsoft Word – Spelling.rtf.

2. Press Ctrl + Home to make sure you are at the top of the document.

3. Press F7 to open the Spell Check dialog box. Listen carefully to what JAWS says.

4. Press Insert + Up Arrow if you want to hear the word in context.

5. Since HJPad is a correct word, TAB until you hear Add and then press the Space Bar.

6. Listen to the next incorrect word. The suggested word, activated, is correct. Press TAB until you get to Change and press Space BAR.
7. Listen to the next incorrect word. The suggested word is not correct. Press TAB to move to the suggested word list. Use the Arrow Keys until you hear the correct word. Press Insert + 5 to hear the word again. Press Insert + 5 +5 to hear the word spelled. When it is correct, TAB until you hear Change or press the underlined letter Alt + C.

8. Since the next word, imilar, does not have a suggested spelling, use the Left Arrow to move to the beginning of the word. Type an S then use TAB until you hear Change and press the Space Bar or use Alt + C.

9. The word This appears twice. TAB until you hear Delete and press Space Bar or use Alt + D.

10. At this time close the Spell Check. TAB until you are on the Cancel button. Press the Space Bar.

11. Close Word by pressing Alt + F4. When asked if you want to save changes, select NO by using TAB and then the Space Bar.

Practice Filling in Forms

1. Start HJPad by using Logo Key then P, J until you hear JAWS, Down Arrow to highlight Run HJPad, then Enter.

2. Make sure HJPad is Maximized. Use Alt + Space Bar then the Arrow Keys to hear if it is maximized. If it is, press Esc to leave the menu. If not, press X.

3. Press Alt to go to the menu bar. Use the Right Arrow to get to the Tools menu. Press the Down Arrow to move to Sample Dialogs then Right Arrow to move to the sub-menu. You should hear Sample Page 1… Press Enter.
4. Use TAB and Shift TAB to navigate between sections and the Arrow Keys to move within sections. Fill out the complete form.

Turn on the Monitor

More Reading, Cutting, and Pasting Practice

1. From HJPad, open the file called Jumble.rtf. It is located at C:/Jaws402/Training/ENU.

2. Use the Navigation Keys to move around.

· Arrow Keys
· Home and End Keys.

· These Keys in addition to the Ctrl Key.

3. Use Shift in addition to these keys to Select Text.

4. Use Ctrl + C, Ctrl + X, and Ctrl + V to Copy, Cut, and Paste.

5. Practice reading, navigating, and moving a few lines.

Turn off the Monitor

6. Complete moving the lines around.

7. Move to the beginning, Ctrl + Home, and read to the end, Ins + Down Arrow. Use Ctrl to stop reading.

8. Return to the top of the file and highlight the first line. Use Ctrl B to make it Bold.

9. Move to the next line. Highlight the line and press Ctrl I to make it Italic.

Turn on the Monitor

Saving a File to the Desktop

1. Look over your work and fix any errors without using the mouse.

2. Use Alt to enter the menus and then Down Arrow to move to Save As. Press Enter.
3. The Title Box is Highlighted. Type the name Jaws practice.

4. Press Shift TAB to move back up to the Save In combo box.

5. Use the Up Arrow to move to the Desktop at the top of the list.

6. TAB or Shift TAB to the Save button and press the Space Bar or use Alt + S.

7. Close the file using Alt + F4.

Check the Time and Date

1. Press Ins + F12 to hear the time.

2. Press Ins + F12 + F12 to hear the day and date.
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