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Student:




Pre-Test:


Teacher:




Post-Test:

Goal:  Will improve technology knowledge and skills as related to visual need by demonstrating increased ratings between pre- and post- testing on the following objectives:

· Increase knowledge of computer concepts (e.g., file organization, dialogue box)

· Increase ability to read and navigate documents using Windows keyboard commands and access software (e.g., ZoomText) commands as appropriate 
· Increase ability to create and edit documents using Windows keyboard commands and access software (e.g., ZoomText) commands as appropriate 
Key:
+  =  Demonstrates skill
A = Demonstrated some awareness in pre-test
>  =  Shows some improvement
N = Not addressed  
--  =  Does not demonstrate skill    
E = Exposed/introduced skill  
Note:  Assessed competency at post-test reflects student’s ability to perform the skill on the fifth day of intensive training, within the training context.  This level of performance may not be stable without continued practice.


	Skills
	Pre-Test
	Post-Test

	Objective 1: Increase knowledge of computer concepts (e.g., file organization, dialogue box)
	
	

	Keyboard Knowledge
	
	

	Touch typing and location – alphabet  
	
	

	Touch typing and location –Numpad
	
	

	Locate/Use Function Keys (F1, F2, etc.) 
	
	

	Locate/Use Enter 
	
	

	Locate/Use Spacebar
	
	

	Locate/Use Backspace 
	
	

	Locate/Use Escape
	
	

	Locate/Use Arrow Keys
	
	

	Locate/Use Modifier Keys (Alt, Windows key, Ctrl, Shift, Tab)
	
	

	Locate/Use 6-Pack Keys (on some keyboards): Home, End, Insert, Delete, Page Up and Page Down)
	
	

	Locate/Use context or shortcut key for quick commands or spelling change (Shift + F10 on a laptop)
	
	

	Tasks, General
	
	

	Open Start Menu  (Windows Key) 
	
	

	Open applications from Start Menu or Desktop
	
	

	Use Alt + F4 to exit an application
	
	

	Minimize applications and go to desktop (Windows Key + D) 
	
	

	Use Alt-Tab to switch between current and previous window
	
	

	Use Alt-Tab, Tab, Tab… to cycle among active applications (holding down Alt)
	
	

	Locate “My Documents” in Start Menu; navigate folders, documents
	
	

	Move back to previous folder (Backspace)
	
	

	Tasks Within Applications
	
	

	Use Alt to move to Menu Bar
	
	

	Navigate Menu Bar with Left and Right Arrows
	
	

	Navigate tool bar under a menu and select command (Arrows, Enter)
	
	

	Use tool options (e.g., View Menu, Zoom; Font box) to increase accessibility when software such as ZoomText is not available
	
	

	Open new document using shortcut command (Ctrl + N)
	
	

	Rename file (F2)
	
	

	Use Quick-Save to save previously saved file (Ctrl + S)
	
	

	Understands difference between “save” and “save as”
	
	

	Open “Save As” dialog box using shortcut command (F12)
	
	

	Print document using shortcut command (Ctrl + P)
	
	

	Work within Dialog Boxes (marked with an ellipses)
	
	

	· Move to next item in a Dialog Box (Tab)
	
	

	· Move to previous item in a Dialog Box  (Shift + Tab)
	
	

	· Use selection options (e.g., checkbox, radio button)
	
	

	· Activate Dialog Box buttons (Spacebar)
	
	

	Objective 2: Increase ability to read and navigate documents using Windows keyboard commands and access software (e.g., ZoomText) commands as appropriate 
	
	

	Activate and listen to ZoomText 
	
	

	Enable ZoomText (Alt + Ins) 
	
	

	Disable  ZoomText (Alt + Del)
	
	

	Minimize ZoomText (ESC)
	
	

	Display ZoomText user interface (Ctrl + Shift + u)
	
	

	Scroll the screen view (Alt + Arrows)
	
	

	Enable/disable speech (Alt + Shift + s)
	
	

	Quiet voice (Ctrl)
	
	

	Adjust speech rate (faster/slower), (Ctrl plus +/- on Numpad)
	
	

	Adjust magnification level (Alt plus +/- on Numpad)
	
	

	Launch AppReader (Alt + Shift + a)
	
	

	Launch DocReader (Alt + Shift + d)
	
	

	· Choose Prompter wrapped text option (p)
	
	

	· Choose Ticker single line text option (t)
	
	

	· Choose settings in Reader (e) view of the screen 
	NA
	NA

	· Choose settings in Speech (s) dialog box
	NA
	NA

	Say current day(Ctrl + Alt + y)
	
	

	Say current time (Ctrl + Alt + i)
	
	

	Text navigation and reading
	
	

	Move character by character (↔)
	
	

	Move line by line (↕)
	
	

	Say previous word (Ctrl + ←)
	
	

	Say next word (Ctrl + →)
	
	

	Say current word (Ctrl + 5)
	
	

	Spell current word (Ctrl + Numpad 5 twice)
	
	

	Say previous sentence (Ctrl + Alt + ←)
	
	

	Say next sentence (Ctrl + Alt + →)
	
	

	Say current sentence (Ctrl + Alt + 5)
	
	

	Say previous paragraph (Ctrl + ↑)
	
	

	Say next paragraph (Ctrl + ↓)
	
	

	Webpage reading and navigation
	
	

	Open Internet Explorer (Start Menu, I)
	
	

	Exit Internet Explorer (Alt + F4)
	
	

	Send focus to address bar/activate URL field for entry (Alt + D) 
	
	

	Open Web Finder ( Ctrl + Shift + w)
	
	

	Open Text Finder dialog box (Ctrl + Shift + t)
	NA
	NA

	· Search for text using edit field and initiate reading 
	NA
	NA

	· Use ←/→ for moving to previous/next word
	NA
	NA

	Move to previously loaded web site (Backspace)
	
	

	Move cursor to start of document (Ctrl-Home)
	
	

	Moves cursor to end of document (Ctrl-End)
	
	

	Next link (Tab)
	
	

	Prior link (Shift + Tab)
	
	

	Objective 3: Increase ability to create and edit documents using Windows keyboard commands and access software (e.g., ZoomText) commands as appropriate 
	
	

	Editing text
	
	

	Select one character left (Shift + ()
	
	

	Select one character right (Shift + ()
	
	

	Select one word left (Ctrl + Shift + ()
	
	

	Select one word right (Ctrl + Shift + ()
	
	

	Select previous line (Shift + Up Arrow)
	
	

	Select current line (Shift + Down Arrow)
	
	

	Select previous paragraph (Ctrl + Shift + Up Arrow)
	
	

	Select next paragraph (Ctrl + Shift + Down Arrow)
	
	

	Copy selected text to clipboard (Ctrl + C)
	
	

	Cut selected text, place copy on clipboard (Ctrl + X)
	
	

	Paste text from clipboard (Ctrl + V; note: inserts in front of cursor)
	
	

	Find (Ctrl + F)
	
	

	Use Undo button (Ctrl + Z)
	
	

	Formatting text
	
	

	Select All (Control + A)
	
	

	Open Font dialog box (Ctrl + D)
	
	

	Underline selected text (Ctrl + U)
	
	

	Bold selected text (Ctrl + B)
	
	

	Italicize selected text (Ctrl + i)
	
	

	Right align the current row of text (Ctrl + R)
	
	

	Left align the current row of text (Ctrl + L)
	
	

	Center selected text (Ctrl + E)
	
	

	Use of Flash Drive
	
	

	Recognizes and navigates “new hardware detected” prompt
	
	

	Move file between drives using copy and paste commands
	
	

	Remove flash drive safely (Context key list box navigation)
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