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Assistive Technology Training Offered

INTRODUCTION TO COMPUTERS
The Introduction to Computer course is a basic overview of a computer, its components, functions and terminology.  This overview is usually taught with the JAWS and MAGic courses but can be taken separately.  This is a one session class.

INTRODUCTION TO KEYBOARDING

The computer keyboard is somewhat different from a typewriter.  Students learn the additional keys and their associated functions.  This course also teaches students how to type.  Using the Talking Typer program allows a student to work independently while learning this useful skill.  This course will last between 8 to 15 sessions.

INTRODUCTION TO MICROSOFT WORD

Microsoft Word is a word processing program and it can be used effectively by learning the associated shortcut keys that the application offers.  Individuals who are seeking employment or pursuing educational goals will find this program useful.  This is a 2 to 3 session course.  Students will learn the following:

•How to use spell check.

•How to center and align text.

•How to use special features such as bold, underline and italics.

•How to print and save a document.

•How to change font size and font type.

•How to cut, copy and paste text.

•How to rename a document.

INTRODUCTION TO MICROSOFT EXCEL

Microsoft Excel is a spreadsheet application that allows an individual to create and organize data in a meaningful manner.  This application is particularly useful to those seeking employment or pursuing educational goals.  This course is designed to last for 2 sessions.  Students will learn:

•How to navigate through the Excel grid.

•How to set up a contact list.

•How to do a simple sort.

•How to use Excel formulas.

•How to save your data.

INTRODUCTION TO DOLPHIN GUIDE

Dolphin Guide is a computer application that gives individuals the ability to write documents, read mail, read news and navigate the internet without the need to remember complicated keystroke combinations and navigation shortcuts.  The application also incorporates many magnification features which make it attractive to low vision users.  This course is designed to last between 6 to 8 sessions.  Students will learn the following:

•How to turn on the Guide application.

•How to write, correct, and save documents.

•How to find a saved document.

•How to use the magnification feature.

•How to listen to news feeds.

INTRODUCTION TO KURZWEIL 1000

Kurzweil 1000 is an optical Character Recognition program which allows a user to scan printed material into the computer which will then read the document back to them in a realistic voice.  This is usually a 1 to 2 session course.  Students who take this course will learn the following:

•How to scan material into the computer using a flatbed scanner.

•How to navigate through a scanned document.

•How to save printed material for future use.

•How to adjust the voice for faster or slower reading.

•How to use the dictionary and thesaurus features of the application.

INTRODUCTION TO JAWS

JAWS is a screen reading software that speaks aloud text and elements displayed on the computer monitor.  The application is designed to use shortcuts and involves the memorization of dozens of keystroke commands.  The course is designed to last between 12 to 20 sessions.  Students will learn the following:

•How to differentiate between the Desktop and the Start Menu and what applications are found in each.

•How to use a word processing program and learn its various components such as spell check and special features.

•How to save and navigate through a document.

•How to retrieve a deleted document.
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