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Ineresting things included learning shortcut keys to get to task bar programs (windows, 1, 2, etc., as well as Windows T to qquickly get there. Also, alt and delete to know where I am on a page.
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The topic today was fiile management . We alternated between the list and tree view of the folder structure using Windows Explorer. I also learned the the hard way that if you save documents to a network drive and delete them, they don’t go into the  recycle bin, so you should be very careful about saving stuff there. 

I started trying to get a handle on mail merge, something I have not done before. 
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Today we went over navigation  in iNnternet Explorer. I learned a few new keystrokes like alt home to quickly navigate to my home page. I found this very useful because Google is my home page and it’s a new way to get there quickly. We also learned a bit about ARIA menus. One thing that shocked me, at least in my opinion, is that the Microsoft Accessibility page is very clunky to get through if you do not know about ARIA menus. I found it ironic that the vast majority of Jaws users would have trouble with this page. 

We briefly covered the new Jaws 17 feature – smart navigation. For me, the jury is still out on its usefulness. Nevertheless, learning that the quick key for temporarily activating it is insert X will help me to explore it in both tables and forms, without having to go into settings center every time, something that I am generally too lazy to do. 
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Today I learned about a number of interesting topics. These included the quick access toolbar for Office programs, clarification of the various cursors, and creating Outlook contacts and signatures. Related to quick access, my challenge is to figure out some common commands I use that could be accomplished more efficiently using this approach. A few I experimented with included arrange by and expand/collapse groups in Outlook , and emailing a document from within the document in Word. On this last one, I find the save and send command very clunky so I rarely email a file from within Word. However, using a quick access key significantly speeds up   this process. 

Regarding the Jaws and PC cursors, and routing one to the other, my problem as a trainer is to come up with useful real world examples where switching between the two cursors actually helps. When I have listened to Freedom Scientific audio on these, they tend to be more theoretical than of tangible value. So it would be nice to identify a few examples that I could use as a trainer. 

I also tried out exporting and importing contacts and will need to go home and  try to put some of these into my personal laptop. 
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Today we were introduced to styles, with emphasis on headings. It was great to learn the shortcut keys for inserting headings (control alt 1, 2, 3, etc., as well as where to go to add additional style elements. I prefer alt H F Y for getting there. I have not previously spent any time instructing students about using headings in Word documents, but I will change that. They are very powerful for a number of reasons. I hope we can also learn how to customize them. 
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Among other things, we inserted tables of contents. Once you have put headings into your documents, this is very easy to do. 

We also talked about settings center and quick settings (insert 6 and insert v, respectively. I have used these quite a bit, but found a few of the suggested settings potentially interesting. 

We also covered text analyzer. I have used this before, but did not know that you could use the shortcut key for jumping to inconsistencies (alt windows I) without having activated text analyzer. 
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Today we covered comments and track changes in Word, and a bit on PDFs. I’m not sure how much I will use comments and track changes, but it was good to be exposed to them. I used track changes when I had vision, but have totally avoided them as a blind person. It was useful to know that I might be able to make some sense of them. For both comments and track changes, the Jaws keystrokes for putting them in lists were especially useful. 

[bookmark: _Toc441069820]Regarding PDFs, I was not aware of bookmarks, so exposure to these was helpful. I also got some ideas for the PDF training that I will do a couple of weeks from now at the Carroll Center on a Saturday morning. 
Day 3

Today we revisited styles and how to customize them. These are very powerful, but it will take me some time to get my head wrapped around how to do them. Ideally, I think that beyond the default styles, I would like to create some styles for Times New Roman with manual paragraph spacing (that is, no preset before and after spacing in the paragraph dialogue box). While I learned how to alter individual styles, I suspect the real power is in creating sets of styles. In any event, I learned a lot today about something I could not possibly learn on my own. I will really need to practice, however. At a minimum, it will be valuable to be comfortable with altering the normal template for the document I am currently working on. 

It was also useful to go through strategies for printing Excel files, something I have shied away from since becoming blind. It was very useful to go through a logical sequence for how to shrink spreadsheet data to fewer and fewer pages. I feel much more comfortable about this now. 

Day 4

We worked more on Excel, learning about filters, working with multiple worksheets. Especially useful was relearning how to create cell references, a very useful tool when you want to consolidate data from multiple worksheets on a summary sheet. 

Day 5

Today we worked some more with Adobe Reader, focusing attention on troubleshooting problem files. We also learned about placemarkers in Word, the Internet and PDFs. I really like using temporary placemarkers in Word for selecting extended chunks of text. Previously, I had used and taught extended text selection, but this tool is more efficient, so I am going to dump extended text selection for this.  I really loved inserting placemarkers in PDFs as a way to quickly get to critical parts of a PDF. 

Week 3

Day 1

We worked on PowerPoint. I was already familiar with most of the subject matter, but still learned some useful tools. For example, with focus on a placeholder, shift control D reveals a great deal of useful information about its dimensions and plac3ement on the screen. 

During lab, I continued working on the final project, having pretty much finished the Excel portion of the project on Friday. So I started thinking about how to present the data in the single page template. 

During the weekend, I inserted placemarkers in a tax document I had received as a PDF. I am going to frequently use this in my everyday life from now on. 

Day 2

Today was taken up exclusively with the final project. I finished up the first part of the assignment which involved lots of thinking about what the data were saying. I created a one-page fact sheet to summarize main findings. Then I launched into Part 2 of the assignment which involves creating a PowerPoint presentation. This would have been simple enough, but I decided to use this as an opportunity to learn how to create charts in Excel for insertion into a PowerPoint slide. 

Day 3

Although I made little actual progress in finishing off the PowerPoint, I 

considered this a successful day because I powered through creating charts in Excel for insertion into both PowerPoint and Word. This involved lots of trial and error, but with the help of the instructors, I think I eventually figured a reasonably straightforward way to create the charts in Excel, format them properly there, paste them into PowerPoint and Word, and add finishing touches in those two applications. 

Day 4

We covered creating PowerPoint presentations, including: 
reading presentations
pane navigation with F6
slide show view
navigating and editing slides
creating slides in different formats
copying, moving and deleting slides in thumbnail view 
creating notes
inserting pictures (including resizing and adding alt text)
themes
slide transitions.

Day 5

On this day , we covered Windows 10, including:  
screen elements 
creating and editing desktop shortcuts
structure and moving between various levels with File Explorer
continuous and discontinuous file selection and copying
copying files from one level to another (example - from my my documents to my music)
creating folders
backing up files to a flash drive 
renaming   with F2
recycle bin
unhiding file extensions
different file views in Windows
closing non-responding programs with the task manager
Cortana
Jaws hot keys. 



