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Hello. My name is Michael Moats. | am the Assistive Technology Manager here at
LEAP. And what I'd like to talk about today is Keyboard Shortcuts and ways that
you can use the keyboard instead of using the mouse.



Why Keyboard Only?

» For people with disabilities who have
better control of their fingers than their
hand or those who have trouble seeing
the mouse pointer

» Improves efficiency by leaving hands
near the keyboard

The mouse itself is a difficult mechanism because you have to grasp it and it can
cause some problems. Also for people with disabilities, sometimes the mouse is
terribly difficult to use. It's terrible to get the coordination sometimes to click without
moving the mouse, you have the scrollbars which are small and sometimes icons
are small, so there are a lot of reasons why the mouse is a difficult instrument.



Carpal Tunnel Issues?

A Danish study in 2003 found a
greater correlation between carpal
tunnel and mouse use than there was

between carpal tunnel and keyboard
use.

Also with carpal tunnel when you are using the mouse, you're pinching your wrist,
you're inverting it...



Carpal Tunnel Issues?

and it can cause actually more problems using the mouse than using the keyboard
as far as carpal tunnel injuries. So the mouse is terribly difficult. Another reason
why you want to use the keyboard sometimes is just basic efficiency. If your hands
are on the keyboard, then why would you want to leave, move the mouse and click
it, and then come back to the keyboard again.



Prehistoric Times — circa 1980
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Now there was a time when we didn’t use the mouse, there was a time that all that
there was was the keyboard. You had the Shift key and then you had the Control
key, then you started having function keys. So Shift-F7 did something, Control-F8

did something else.



Prehistoric Times — circa 1980

Before the mouse, people needed to rely
on the Shift and Control keys as well as
the F1 through F12 keys. Later the Alt
and Fn keys were included.

There were and still are differences
between the Windows and the
Apple/Macintosh uses of these keys.

And we got away from that when the mouse came to be. And also when I'm using
the control key and alt key, Macintosh has there own versions of keyboard
shortcuts, they have Open-Apple keys but the concepts are all the same.



Keyboard Shortcuts

Even though we now can use the mouse for
almost anything, many shortcuts that were
developed before the mouse will still be
recognized.

Even though we use the mouse a lot to do almost everything, they move it to save,
they move it to close, they move it to print - the keyboard shortcuts that we learned
or that existed before the mouse are sometime still in memory, they will still be
recognized.



Keyboard Shortcuts

Zl Document? - Micrisaft Word
Eile [ Edit | vi Fgrmet ook Table  Window  Help
8 a0 EERD ST e - @ deed I
H-2-4-N
] | O = # i Getti g Started
€\0|a

% Biice Oniine

= Correct to Microsoft Office:
Orline:
et the labest news about using
word

Automatically update this list
from the web

More.

Search for:

Example: "Frint mors than one copy”

Object
— Open o
ART AUCTIOMrswp back2
ART AUCTIONrsvp Frant2
ART AUCTIOMrswp fronk
ART AUCTIOMrsvp back.
More.

|1 Create a e document

o @)
Draw= L |auoshepes- N\ N OO S A4 @E | &-2-A-S
Page 1 Sec 1 11 Ab 1" Ln 1 ol 1 REC| [TRK RT
+4 start 7. 5 Internet Ex

For instance Control-S will still save, Control-P will still print.



For example...

» Control-Escape
—opens the Start menu

If you are on Windows and you do Control-Escape, what will happen is the Start
menu will pop up, it's the same thing as if you hit the Windows key itself.



For example...

» Alt-Spacebar
—opens window re-sizing options

If you do Alt-Spacebar, what that will do is that will open up the resize window, it will
let you move it, minimize, maximize, close.
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For example...

e Control-A
—selects all text or active items

If you do control A, it will highlight everything that’s in the document or in the
internet page that you are on. It's the same thing as if you were to click on top and
scroll all the way to the bottom. You could do that, or you could just do Control-A
and the whole thing is highlighted.
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For example...

. Alt-F4

—closes the active window (don'’t try
until you’re at a window you want to
close!)

Also you have Alt-F4 (and you don’t want to do that yet) because what that will do is
that will close the window so when you are done working on something instead of
aiming for the X, you can just do Alt-F4 and that’ll be it.
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Common Keyboard Shortcuts —
Internet Explorer

o Alt-D
—highlights address bar
* type the address

—www.leapinfo.org
* Enter
—clicks Go

One nice little sequence of keyboard shortcuts that | use when you’re on the
internet, on an internet page and you want to go to the different page, all you have
do is do Alt-D, which will highlight the address bar. Then you just type in
www.leapinfo.org, and then you hit enter. And that’s it. That’s how you can go to a
new page without ever using the mouse.
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Common Keyboard Shortcuts —
Internet Explorer

Why Alt-D?

* The Alt key is critical in accessing menu
and toolbar items. After the Alt key if hit
you should noticed underlined letters
under File, Edit, View, and Address. By
hitting D with the Alt key, you are in
effect clicking the Address Batr.

So what did | just say? Alt-D. Why Alt-D? Because the Alt key will open up the
menus. You'll notice if you hit the Alt Key, the F in the file menu will underline, and
so will the V in View, E in Edit, A in Favorites. So all you can do is do Alt-A and it
will open up the Favorites menu, Alt-F will open up the File menu. Alt-D is the same
thing as opening up the Address Bar - you're highlighting the address bar.
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Common Keyboard Shortcuts —
Internet Explorer

Why type the address without Delete?

« Once text is highlighted, any action you do
will impact that text. If you hit Bold, the

text will bold. If you begin typing, then you
are automatically replacing the text with
whatever you are typing.

And then you start typing, www.. Now | see a lot of people when they highlight
something, they’ll hit Backspace and then they’ll start typing. You don’t have to do
that, that's an extra step. The computer assumes that when you highlight
something you are going to change it. So just highlight it and then start typing and
the computer will erase it and replace it with what you are typing.
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Common Keyboard Shortcuts —
Internet Explorer
Why Enter?

* The Enter key is usually the default Yes,
OK, or Accept command. There are

exceptions, but in this case Enter means
Go. (Conversely, the Escape key is
usually the No or Cancel command.)

And then finally hit Enter. Enter is almost always your default Yes or OK or accept.
Enter almost always lets you choose positively what it's asking you to do. On the
other hand, if you want to Cancel that or going to say no, then the escape key is
almost always your moving backward key.
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Common Keyboard Shortcuts —
Internet Explorer
Up/Down Arrows
—scrolls the page up and down
Tab keys

—rotates through the hyperlinks
Shift-Tab

—Rotates backward through the links
Enter

—activates the currently focused link

Some more keyboard shortcuts for the internet, once you're on the internet page,
you can scroll down with the arrow keys, you don’t need to move over to the scroll
bar. So you can do the up and down arrow keys. If you just want to go through the
links, then you can use the Tab key. You can tab-tab-tab and it will rotate clockwise
or downward and rightward through the different links. If you pass one up then you
can hit Shift-Tab and that moves backwards. And finally when you get to the link
you want, again you can just hit enter. This is a way you can just instead of moving
the mouse to the link you want, if your hands are there already and it’s just a few
tabs away, tab-tab-tab-enter, and that’s it.
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Common Keyboard Shortcuts —
Internet Explorer

Where is the keyboard focus?

* The up/down arrows only work in this case
because the focus is within the text of the
page. If you were to click one of the

toolbars or the top window bar, then the
focus would be on the tool bar and the
up/down arrows wouldn’t work. It is
unfortunately difficult to visually see the
keyboard focus.

One of the things that is a difficult thing to think about is the keyboard focus. It's
important to know where the keyboard focus is because sometimes the down
arrows and up arrows won’t work and you won’t know why. It could be if your
keyboard focus, and there’s no way to tell visually by looking sometimes where the
keyboard focus is. It's just a trial and error. If you happen to click on for instance
the title bar, or you click on something away from the window, the arrow keys aren’t
going to work on the window because the keyboard focus isn’t on the window. It's
focused away, you clicked away. So you have to click inside the internet window,
for instance, and now your up and down arrows will work.
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Common Keyboard Shortcuts —
Internet Explorer

Differences between Tabs and Arrows

* When using Internet Explorer, the arrows
will behave as the scroll bar. Since

hyperlinks are important action-able text or
pictures, the Tab key was programmed to
find and rotate through them.

The tab and arrow keys, there’s another large idea. The arrows on the internet will

move up and down, and tabs will go through links. If you're in a dialog box, they will
do something totally different.
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Common Keyboard Shortcuts —
Internet Explorer

Differences between Tabs and Arrows

 In other windows and certain dialog and
control boxes, the arrow and tab keys will

act differently. To see what they do in
other contexts, simply try them out.

If you're in Word, the tab key and enter key and the arrow keys, they do things
different too. You just have to learn again by trial and error what the arrow keys do
in different contexts and what the tab keys do in different contexts. You can read
about them, but a lot of it you can just trial and error and see what you're going to.
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Common Keyboard Shortcuts

Alt-Tab

» This only works if you are
working with multiple windows.
You must hold the Alt key
down as you keep hitting the
Tab key to rotate through all of your inactive windows.
This says there are three Internet Explorer windows,
Outlook, a reminder alarm, and other programs
currently open. To choose the one | want, | simply
release the Alt and Tab keys.

The last keyboard shortcut | want to talk about is Alt-Tab. Now this is a nice one if
you’re someone who has five internet windows open, three documents, you know

you have a lot of programs running. Alt-tab will scroll through all of these programs.

You have to hold the Alt-key down, and then tab-tab-tab and by the time you get to
the one that you want, you let go and it’s as if you went down and clicked and
brought forward the window that you want. | use Alt-Tab a lot. It's a lot easier than
going down and clicked the program you wanted. It's a good program.
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Common Keyboard Shortcuts

CTRL+C (Copy)*CTRL+X (Cut)sCTRL+V (Paste)sCTRL+Z (Undo )*DELETE (Delete) SHIFT+DELETE
(Delete the selected item permanently without placi  ng the item in the Recycle Bin) «CTRL while
dragging an item (Copy the selected item) «CTRL+SHI  FT while dragging an item (Create a shortcut
to the selected item)+F2 key (Rename the selectedi tem)sCTRL+RIGHT ARROW (Move the insertion
point to the beginning of the next word) «CTRL+LEFT ARROW (Move the insertion point to the
beginning of the previous word) *«CTRL+DOWN ARROW (M  ove the insertion point to the beginning
of the next paragraph) «CTRL+UP ARROW (Move the ins ertion point to the beginning of the
previous paragraph) «CTRL+SHIFT with any of the arr  ow keys (Highlight a block of text) «SHIFT
with any of the arrow keys (Select more than one it  em in a window or on the desktop, or select text
in a document) *CTRL+A (Select all) *F3 key (Search  for a file or a folder) s/ALT+ENTER (View the
properties for the selected item) *ALT+F4 (Close th e active item, or quit the active program)
*ALT+ENTER (Display the properties of the selected  object) *ALT+SPACEBAR (Open the shortcut
menu for the active window) «CTRL+F4 (Close the act  ive document in programs that enable you to
have multiple documents open simultaneously) *ALT+T AB (Switch between the open items)
*ALT+ESC (Cycle through items in the order that the  y had been opened) *F6 key (Cycle through
the screen elements in a window or on the desktop) *F4 key (Display the Address bar list in My
Computer or Windows Explorer) *SHIFT+F10 (Displayt he shortcut menu for the selected item)
*ALT+SPACEBAR (Display the System menu for the acti  ve window) *CTRL+ESC (Display the Start
menu) *ALT+Underlined letter in a menu name (Display  the corresponding menu)sUnderlined letter
in a command name on an open menu (Perform the corr  esponding command)«F10 key (Activate
the menu bar in the active program)sRIGHT ARROW (Ope n the next menu to the right, or open a
submenu)sLEFT ARROW (Open the next menu to the left,  or close a submenu)+F5 key (Update the
active window)*BACKSPACE (View the folder one level up in My Computer or Windows Explorer)
*ESC (Cancel the current task)*SHIFT when you insert ~ a CD-ROM into the CD-ROM drive (Prevent
the CD-ROM from automatically playing)sCTRL+SHIFT+E SC (Open Task Manager)

There are a lot of keyboard shortcuts. In different contexts, they may do different
things. There’s no good list because it is so encompassing.



Common Keyboard Shortcuts

There are many more keyboard
shortcuts available and it is
Impossible to discuss them all.

Nevertheless, here are some ideas to
consider:

Finally, so the thing to generally start off, if you don’t want to look through the whole
list is to start using the Alt keys.
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Common Keyboard Shortcuts

Use the Alt key and underlined letters to
access menu items

You can do Alt-F for file, you can do Alt-F then use the arrow keys, or you can hit
Alt-F-S for Save. You can work like that.
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Common Keyboard Shortcuts

Learn the Control+_ keys listed in the pull-
down menus

You can start using Control-S for Save, Control-P for Print, you can start learning
those. Control-C is copy. There’s a whole lot of them,
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Common Keyboard Shortcuts

« Experiment with the arrow and Tab keys in
different contexts

Start experimenting with the arrow keys and the tab keys, when you're in a dialog
box you know just hit tab-tab-tab and see what happens, see where the focus is

going.
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Common Keyboard Shortcuts

Use Enter/Escape for Yes/No or
OK/Cancel choices

And finally start using the enters - hit enter for yes, hit escape for cancel and no.
That will at least get you going and keeping your hands on the keyboard, instead of
moving back and forth with the mouse.
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Keyboard Shortcuts

Thank you for your attention.

Best of luck in exploring how keyboard
shortcuts can save you time and energy.

So thank you very much. And | hope you learned something about keyboard
shortcuts. Thank you.
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Keyboard Shortcuts
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Now you can Alt-F4
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