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Using Windows Keyboard Shortcuts

Tutorial





Opening and Moving Between Programs

Use the Esc key to leave any menu at any time.

1. Press Logo Key.

2. Press P until Programs is highlighted.

3. Press A until Accessories is highlighted (accessories is probably already highlighted).

4. Press the Enter Key to open the sub menu.

5. Press C until Calculator is highlighted.

If you don’t know the name of the program, the up and down arrow keys can also be used to navigate choices.

6. Press Enter to open the calculator.

7. Press Logo Key.

8. Press P until Programs is highlighted.

9. Press J until Jaws is highlighted.

10. Press Enter Key.

11. Use Arrow Keys to highlight HJ Pad.

12. Press Enter to open HJ Pad.

13. Press Logo Key + M to minimize all open programs. This is not normally necessary for a sighted user, but it is a very good practice for users of screen readers. It helps the screen reading program regain the focus of what it is speaking.

14. Hold down Alt and press Tab until HJ Pad is highlighted, then release both keys to maximize HJ Pad.

15. Hold down Alt and press Tab until the calculator is highlighted, then release both keys to maximize the calculator.

16. Practice going between the two applications.

17. When the calculator is active, press Alt + F4 to close the program.

Navigating, Selecting, and Moving Text
1. Type the sentence: The fourth letter is D. followed by Enter.

2. Type The second letter is B. Enter
3. The fifth letter is E. Enter
4. The first letter is A. Enter
5. The third letter is C. Enter
6. Use the Arrow Keys to go to the line about the letter E.

7. Press Home to move to the beginning of the line.

8. Hold down Shift and press End to highlight the line.

9. Press Ctrl + X to cut the line.

10. Press Ctrl + End to move to the end of the document.

11. Press Ctrl + V to paste the line.

12. Use the above shortcuts to arrange the sentences in the correct order.

Using Menus and Filling in Forms and Dialog Boxes
1. Press Alt to move to the menu bar.

2. Use the Arrow Keys to move to the Tool Menu.

3. Use the Down Arrow Key to move to the Sample Dialogs.

4. Use the Right Arrow Key to move to Single Page 1.

5. Press Enter. This is a page with a variety of dialog controls for a student to practice in.

6. Practice using Tab and Shift Tab to move between sections. Use the Arrow Keys to move within a section or to make choices in list boxes. The Space Bar selects and de-selects check boxes. Continue to practice with the other Sample Dialogs.
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