Select a Dvorak Keyboard Layout

Alternative keyboard layouts called "Dvorak" layouts may be helpful to people who type with one hand or finger. These layouts make the most frequently typed characters on a keyboard more accessible to people who have difficulty using the standard keyboard layout by reducing the amount of motion required to type common English text. Use of these layouts may also help avoid some types of repetitive strain injuries associated with typing. This tutorial tells you how to select a Dvorak layout in Windows XP.

	
	Mouse actions
	Keyboard actions

	1
	On the Start menu: 

· Select Control Panel.
	Display the Start menu by pressing CTRL+ESC (or the Windows logo key [image: image1.png]


). 

· Select Control Panel by pressing C.

	2
	In Control Panel: 

· Be sure you are in Classic View (all Control Panel icons are showing. If not, under Control Panel in the left pane, select Switch to Classic View). 

· Select Regional and Language Options.
	In Control Panel: 

· Be sure you are in Classic View (all Control Panel icons are showing. If not, under Control Panel in the left pane, select Switch to Classic View by pressing TAB, and then press ENTER). 

· Press Tab and the arrow keys to select Regional and Language Options. 

· Press ENTER.

	3
	In the Regional and Language Options dialog box, on the Languages tab: 

· Select the Details button under Text services and input languages.
	In the Regional and Language Options dialog box: 

· Move to the Languages tab by pressing CTRL+Tab. 

· Select the Details button under Text services and input languages by pressing D. 

· Press ENTER.

	4
	In the Text Services and Input Languages dialog box, under Installed services: 

· Select the Add button.
	In the Text Services and Input Languages dialog box, under Installed services: 

· Select the Add button by pressing ALT+D.

	5
	In the Add Input Language dialog box, underKeyboard layout/IME: 

· Select the keyboard layout you want. 

· Select OK to close the dialog boxes.
	In the Add Input Language dialog box: 

· Move to theKeyboard layout/IME options box by pressing ALT+K. 

· Press the arrow keys to select the keyboard layout you want. 

· Press Tab to move to the OK button in each dialog box. 

· Press ENTER to close the dialog boxes.

	6
	To close Control Panel: 

· Select the Close button.
	To close Control Panel: 

· Press ALT+F, C.


Working with the Keyboard in Office

Do you have difficulty in using the mouse? Or have you ever wished that you weren't so dependent on your mouse and thought you could work more efficiently by using the keyboard? It is sometimes quicker to accomplish tasks with simple keystrokes rather than by using your mouse. Discover how to get a full list of keyboard shortcuts, and learn and practice three ways of using your keyboard rather than your mouse.


After completing this course you will be able to:

· Find, view, and print a list of keyboard shortcuts for each Office program. 

· Accomplish tasks by using keystrokes to navigate the menu bar. 

· Manipulate the toolbars using your keyboard. 

· Use keyboard shortcuts that achieve specific actions. 

About this course



This course includes:

· Four self-paced lessons and four practice sessions. 

· A short test at the end of each lesson; tests are not scored. 

· A Quick Reference Card you can take away from the course. 

If you've ever found yourself having to stop in the middle of typing something to use the mouse to highlight text or change it to bold or italic, you know that sometimes it's quicker to use the keyboard instead of reaching for the mouse. 

There are many reasons why you might use the keyboard rather than the mouse. From accessing the menus and toolbars to actually completing an action, you can use keystrokes to do just about anything in an Office program.

Some people are unable to use the mouse for a physical reason. They might not be able to see the pointer on the screen, or they have mobility limitations; perhaps they have repetitive strain injuries and prefer to avoid the mouse to cause less damage to themselves.

Others like to use the keyboard for speed and ease of use. For example, did you know that CTRL+P opens the Print dialog box? There is a complete list of keyboard shortcuts in each program's Help.

There are three ways of using the keyboard in Office programs. You can use it to select commands on menus, to "press" buttons on toolbars, and to execute certain actions by using a combination of keystrokes, known as a keyboard shortcut.

Menu    Gain access to the menu bar with a simple keystroke, and then move around the menus using the TAB key or the arrow keys. This method is simple to use because the screen shows all the details. It is, however, slightly lengthier than knowing the exact shortcut. 

Toolbars    You can get to the toolbars by using keystrokes and then, similar to the menus, you can move around by using the TAB and arrow keys. This method allows you to use all the functionality of the toolbars for things which can be very difficult to achieve in other ways, for example, indenting. 

Keyboard shortcuts    Many procedures that are available on menus and toolbars are achievable by a combination of keystrokes. This is the quickest way to work.

Most people will start by using the keyboard to access the menus, and as they become familiar with individual shortcuts, will use them, reserving the toolbars for occasions when they can't perform the action in other ways. A lot of actions can be achieved by any of the three methods, but not everything.

We will discuss each of these methods in greater detail in the lessons that follow.

You can also use keystrokes to navigate around the various features of an Office program, including dialog boxes, task panes, and the document itself. We will investigate these methods throughout the course. 

Note    You can also move the pointer around the screen without the mouse by using the MouseKeys. These enable the arrows on the numeric keypad on your keyboard to move the pointer around. For further information on MouseKeys, see Microsoft® Windows® Help.

Each Office program has a complete list of keyboard shortcuts for that program in the Help topics. 

The list is called "Keyboard shortcuts," and it includes all of the keystrokes for moving around menus and toolbars, as well as combinations of keystrokes that perform an action. You would need to look at the keystrokes for every program you use to get a complete list. 

In the practice session that's coming up, you'll get a chance to learn how to find and view the list of keyboard shortcuts in an Office program without using the mouse.

Many shortcuts are common across all Office programs; others are specific to each program, and in some cases, the same combination of keystrokes will do something completely different in two separate programs. Therefore, it is important to familiarize yourself with the shortcuts in the programs that you use most often and remember that only some of them will work in another Office program. This course focuses on keystrokes that share a common action across the Office programs. 

Some of the most commonly used shortcuts are included in the Quick Reference Card at the end of this course.

All of the practice sessions in this course assume that you are not using a mouse. If you normally are a mouse user, try moving your mouse out of reach during the practices. 

This practice session is about using keyboard shortcuts to find and view the full list of keyboard shortcuts in Help and, if you wish to, print it. This step–by–step procedure is helpful for people who can only use the keyboard. If you would prefer to get straight to learning about keyboard shortcuts in action, please move straight onto the next lesson.

About the practice session

When you click Practice in Word at the bottom of this page, a practice document will download to your computer and open in Word, and a separate window with practice instructions will appear alongside (see picture). 

Tips

· If the practice instructions aren't visible, or disappear when you click in Word, click the Word Help taskbar button and then click the Auto Tile button on the upper-left corner of the instructions. 

· If the practice instructions cover up Word, click the Auto Tile button on the upper-left corner of the instructions. 

Before you begin

Make sure to close Word if it is already running.

Start the practice

Click the Practice in Word button now.

Although this session uses Word, the procedure is exactly the same for other Office programs.
Work with the keyboard in Office

Find and print the list of keyboard shortcuts

The following instructions show you how to find the list of keyboard shortcuts in Word Help (Part 1) and then print them (Part 2). 

Please be careful to follow these instructions precisely. If you switch between using the mouse and the keyboard, some things will not appear as described in the instructions. 

To move between the two windows, press ALT+TAB.

Press the DOWN ARROW to move down the instructions.

Part 1: Find and view keyboard shortcuts in Help using the Help pane 

1. If the focus isn’t in this (Word) window, press ALT+TAB.

2. Open the Help menu by pressing ALT+H. 

Hint    Press and hold down the ALT key and then press H, but don't press the PLUS SIGN (+). Keyboard shortcuts are usually written like this. 

3. Press H to launch Word Help. The Help task pane opens.

4. In the Search box, type keyboard shortcuts, and then press ENTER. 

5. In the Search Results task pane, press the TAB key until "Keyboard shortcuts" is selected and press ENTER (if you go past the Keyboard shortcuts topic, press SHIFT+TAB to go back up the list). 

The keyboard shortcuts Help topic appears in the window on the right.  

6. You no longer need the Help task pane (where you searched for keyboard shortcuts), so create some more screen space by closing it:

a. Press ALT+TAB to return to the Word window.

b. Press F6 to move the focus to the task pane.

c. Press CTRL+F1 to close the task pane.

d. Press ALT+TAB to move the focus back to the Help window.

7. Now decide whether you want to view the whole list of shortcuts or just sections of it. 

a. To view the entire list, press the TAB key until Show All [image: image2.png]s Ehaw Al




 is selected, and then press ENTER. 

b. To view individual sections, use the TAB key to move to the heading of the section you wish to see and press ENTER. 

Note    If at any time you press the TAB key past the selection you want, press SHIFT+TAB to bring the focus back to the last item.

8. The list of keyboard shortcuts in Word is now shown. This list will be different for the other Office programs. 

You can use the TAB and DOWN ARROW keys to move down through the list. The TAB key will move between the section headings, and the DOWN ARROW key will scroll through the whole list. To move up through the list, use SHIFT+TAB and the UP ARROW key.

Part 2: Print the keyboard shortcut list

Decide if you want a hard copy of the list. If the entire list is expanded, it will be long—over 20 pages. Also, you will need a printer connected to your computer to be able to do this. 

Note    If you don't want to print out over 20 pages of shortcuts, choose the ones that you feel are best for you from the list by following the instructions in step 6 of Part 1. 

1. Open the Print dialog box by pressing CTRL+P. Make sure all the settings are as they need to be for your printer. 

Tip    You can move around the various options in the dialog box by pressing the TAB key.
2. With the focus on the Print button, press ENTER to start printing. 

To continue the course

Close Help and this window. Then, switch back to the course page in your Web browser. When you’re there, select Next to continue the course.
Complete the following test so you can be sure you understand the material. Your answers are private, and test results are not scored.

Where would you find a complete list of keyboard shortcuts for an Office program? 
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	At the end of this course.
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	In an Office program's Help topics. 
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	In the menus on the menu bar.


Which one of these is NOT a way of using keystrokes?
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	To move around menus.
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	To cut, copy, and paste text.
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	To move around toolbars.


	[image: image9.wmf]
	By using a mouse, a tracker ball, or a touchpad.
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