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Part One:  J-Tools with the Keyboard

Introduction
 

Congratulations on using J-Tools!
J-Tools is a suite of utilities used in conjunction with the screen-reading program JAWS for Windows developed by Freedom Scientific.  This product is designed to assist visually impaired people in gaining much more from the screen-reader by providing Keyboard functions to automate routines and to simplify tasks which otherwise could prove to be time consuming and for some people difficult to achieve.  In addition, if you have the program Dragon NaturallySpeaking installed on your computer, you can dictate your text into documents rather than typing it; but more about that later!
While it is true that J-Tools will provide you with a tremendous amount of functionality and flexibility when working with your computer at home, in the workplace or within education, the product has been designed and tested by visually impaired people.  The goal therefore has been to design a product which is feature rich while being easy to use at the same time.  In addition, all Keystrokes used to activate J-Tools functions are incredibly easy to remember and use, backed up by this User Guide and the J-Tools help system.

Many people are using J-Tools in employment, education and at home.

With J-Tools you will be able to:
· Easily select (or highlight) text within our supported computing applications without the need to continually hold down a number of Keys on the Keyboard including the Shift Key;

· Reproduce regularly used words and phrases with the minimum of effort and Key presses;

· Locate specific folders, web pages and documents with incredible speed; 

· Send an e-mail message to a previously stored Contact from within any application;

· Take full advantage of the Microsoft Outlook 2007 and 2010 calendar;

· Easily locate specific segments of documents or web pages and instruct JAWS to perform an action when the desired item gains focus;

· Browse through tables in word processed documents and on the Internet more easily;

· Benefit from a range of tools which cause JAWS to speak or move to pertinent information as and when you need it;

· Keep up-to-date with your friends, family and co-workers using Twitter;

· Have sounds play to substitute speech prompts within the product;

· Take a backup copy of your JAWS settings and other configuration files in the event that they need to be restored at a later date or transferred to another computer;

· Gain access to a list of Keystrokes for all J-Tools functions conveniently grouped together according to task.

As stated previously, if Dragon NaturallySpeaking Premium or Professional is installed onto the computer hosting J-Tools technology, you are able to compose text quickly and easily by dictating it rather than typing.  You will find writing documents and email messages far easier if you speak to the computer and will save you time each day.  We refer to this functionality as J-Tools Dictate.  The role of the J-Tools Dictate component of this product is to assist you in the creation of text only.  Controlling the computer by voice is not supported.
However, you do not need to use Dragon NaturallySpeaking with the J-Tools Dictate functionality in order to benefit from J-Tools.  Dictating is just one option of which you can take advantage if you wish.  J-Tools consists predominantly, of a number of fantastic utilities which can be operated using the keyboard.  Therefore, this User Guide is divided into two parts.  In Part One, we will discuss using all of the J-Tools functions without the need to speak to the computer at all.  This includes installing and activating J-Tools together with using the wonderful facilities for keyboard users.  In Part Two, we will walk you through how to teach the computer how to recognise your voice, give you some useful hints and tips for dictating text and show you how you can educate the Dragon NaturallySpeaking software so it learns about how you pronounce specific words and phrases.

It is important to say that the J-Tools Dictate functionality we will be discussing is already included within J-Tools version 4.  You do not need to install a separate J-Tools-related product in order to be able to dictate text into the computer.  Simply installing Dragon NaturallySpeaking is enough.  The J-Tools functionality is “hidden” within J-Tools itself and is only made active as and when the Dragon NaturallySpeaking program is launched.

In summary, if you do not intend to speak to the computer, you can completely ignore Part Two of this User Guide.  If you do intend to dictate text using the J-Tools Dictate functionality, we recommend that you first work through many of the Chapters in Part One, particularly regarding the installation of J-Tools, in order that you fully understand many of the central concepts of using the product.  Following that, you can proceed to Part Two with a greater level of understanding.

The Computer

If you do not plan to use J-Tools Dictate functionality, the computer onto which J-Tools should be installed should conform to the following minimum specifications:

· 1 GHZ processor;

· 512 MB RAM;

· JAWS for Windows compatible sound and video card.

If you do plan to use J-Tools Dictate, it is imperative that your computer conforms to the following minimum specifications:

· Pentium 4 or Core 2 Duo Processor (or laptop computer equivalent);
· 3GB of RAM;
· JAWS for Windows compatible video card;

· Full duplex multi-channel soundcard.

J-Tools currently supports the following computing applications and Operating Systems:

· Microsoft Windows XP (all releases);

· Microsoft Windows Vista (all releases);

· Microsoft Windows 7 (all releases);

· Microsoft Word from Microsoft Office 2003, 2007 and 2010;

· Microsoft Outlook from Microsoft Office 2003, 2007 and 2010;

· Microsoft Internet Explorer Version 6, 7 and 8;
· Mozilla Firefox web browser version 3.

Additional applications will be supported within future releases of J-Tools.  In addition, the range of features contained within J-Tools will certainly increase with the release of each version of the product.  If you have feature suggestions (not necessarily limited to the applications or environments currently supported) please feel free to email them to:

enquiries@tandt-consultancy.com
We would be delighted to read them.

User Guide Conventions

Note that within this User Guide, when we explain that JAWS announces a particular speech prompt, such as “Begin Selection”, the JAWS announcement is in addition displayed as a Flash Message on your Braille display, if you have one.

Within the User Guide, from time to time we will refer to the use of the JAWS Key.  When using a Desktop computer Keyboard, the JAWS Key is represented as the Insert Key on the Numeric Keypad.  On a Laptop computer Keyboard, the JAWS Key is the Caps Lock Key assuming the JAWS “Laptop Layout” is selected.

The J-Tools User Guide is provided as a Microsoft Word document installed as part of the J-Tools product.  To locate this at any time, simply select from the Windows Start Menu the “Programs” or “All Programs” option, then select J-Tools, then J-Tools User Guide.  It can also be downloaded from the J-Tools page of the T&T Consultancy Ltd web site.

This User Guide is divided into a number of headings for easy navigation and because not all sections of it will be of benefit to everyone.  Therefore, because JAWS provides the ability to easily move between headings within Microsoft Word documents, with Microsoft Word running press the JAWS Key with Z to activate “Navigation Quick Keys” mode, then Press the letter H to move to the next heading and Shift+H to move to the previous heading.

Technical Support for J-Tools

Should you or someone helping you require technical support in the installation of the software and day to day usage of the product this is available free of charge during normal office hours Monday to Friday excluding public holidays via the T&T Consultancy Ltd Telephone Technical Support Service.  Within the United Kingdom call:

08452 303015, calls are charged at local rates.

Outside of the United Kingdom, if you require support directly from the J-Tools Team, call:

44 1782 644141, calls are charged at International rates.
Additionally support can be obtained via email by sending a message detailing your enquiry or difficulty to:

enquiries@tandt-consultancy.com
Finally if you are outside of the United Kingdom, more localised support is available from your J-Tools distributor.

Please contact them to establish how this can be obtained!

Chapter 1:  Installing J-Tools

Introduction

In this Chapter, we will walk you through all aspects of installing, upgrading and uninstalling J-Tools together with discussing the specific release of JAWS with which J-Tools will function.  We will also let you know how you can check for updates to the J-Tools product using the Internet.
JAWS for Windows Compatibility
Prior to installing the J-Tools application it is important to ensure that the correct version and build of the JAWS For Windows Screen-Reader is installed on your machine.
The version of JAWS For Windows which is to be used with this version of J-Tools (V5.0) is:

JAWS For Windows version 13.0
And the correct build is:
Build 638.

If JAWS For Windows version 13 has already been installed on the machine follow these steps to check to see what build is already installed:
1. Press Insert+J, to navigate to the “JAWS” Window.

2. Press ALT+H to activate the “Help” menu item.

3. Navigate to the “About” Menu Item using the Up/Down arrow Keys, and when this Menu Item is focused press the Enter Key.

4. Analysing the content of the resulting text will establish the currently installed version and build of JAWS For Windows.  The JAWS Key with B Keystroke can be pressed to cause JAWS to read the contents of the Dialog Box.

5. Press Escape to exit the Dialog Box.

If the version and build number conforms to the above compatibility information, no further action needs to be taken and you should proceed to the next section of this User Guide.

Please work through the following sequence if JAWS for Windows 13 build 638 has not been installed on the machine.  Note: if you are not in possession of the build 638 file required, an Internet Connection will be needed in order to carry out this process!  Moreover, a Windows User Account with Administrator Privileges will be required.
1. Locate the file 
“J13.0.638_ILM.exe”

2. If you do not already have this file it can be downloaded from the J-Tools page of the T&T Consultancy Ltd web site by visiting
www.tandt-consultancy.com
and activate the “J-Tools” link.  A link exists on the J-Tools page to download the JAWS program which you should activate in order to do so.

3. Locate the file and press Enter to commence the JAWS Installation program.

4. What happens next will depend on whether or not JAWS has been previously installed on the machine.
5. If JAWS has not been installed before then the setup program will begin a fresh installation of JAWS.  Please follow all on-screen instructions, choosing the “Typical” installation when the “Installation Selection” screen is displayed.

6. If however an earlier build of JAWS version 13 has been installed on the machine, the installation program will update your screen-reader to build 638.  Please note that the computer may need to be re-started at some point during the installation.  Should this be necessary you will be advised of this and you will be requested to press the Enter Key in order to re-start the machine.
7. At the end of the installation (or updating) process you will be prompted to re-start the computer and you should comply with this request.

8. Finally, if JAWS had not previously been installed onto the computer to host J-Tools your JAWS software will need to be activated which is necessary for your J-Tools technology to be successfully authorised.  From the JAWS application window you should select the “Help” menu item, followed by “Update Authorisation”.  The prompts within this screen are automatically announced by the JAWS software and are self-explanatory.

Installing J-Tools 
 

In this section, we will describe how to install the J-Tools main program and the Authorisation file necessary for the product to function without a time restriction.  Please note that in order to install J-Tools, it is necessary for you to be logged onto the computer using the Windows Account credentials of the person who will be using the product and the Account will require Administrator Privileges in order for the software to successfully install.  Should you require further guidance regarding the installation of J-Tools please contact your J-Tools distributor.
Later in this section, we will describe how to upgrade your copy of J-Tools from version 4 or below to version 5.  Version 5 uses a separate authorisation file to previous releases and is a chargeable upgrade.
Prior to installing J-Tools, it is strongly recommended that you make a backup copy of any JAWS scripts and/or settings you may be using in the event that you wish to install them following the installation of the program.

Installing the J-Tools Program

To install the J-Tools interface, simply launch the installer program you have downloaded from the link which has been sent to you by email.  The installer program is extremely accessible and you will be taken through the simple installation procedure, the prompts for which will automatically be announced by your JAWS for Windows software.
Once the installation has completed you will be invited to re-start your computer and you should comply with this request.
Following the re-starting of the computer once J-Tools has been installed, you will hear the announcement “J-Tools from T&T Consultancy Limited is active, JAWS for Windows is ready”.  This indicates that J-Tools has been successfully installed and is working properly.  In addition, you will also hear the “build number” of J-Tools, such as “build 8”.  A Technical Support Assistant may wish to know this information.
Installing the J-Tools Authorisation File
When you purchase an Authorisation file, it is encoded with your JAWS for Windows serial number.  There are two methods for bringing the J-Tools Authorisation File into your JAWS local settings folder in order that you can use the product, Internet activation and manual activation.

J-Tools uses a key on the keyboard which we refer to as the J-Tools Key.  This Key is the Grave Accent Key, situated to the immediate left of figure 1 on the QWERTY keyboard.  We will describe its location again later together with fully detailing the role of the J-Tools Key.
Internet Activation

In most situations, the J-Tools program can be activated using the Internet and, as a consequence, the J-Tools Authorisation File will be placed in your JAWS settings folder relative to the Windows account you are using.
Please carry out the following steps in order to activate J-Tools via the Internet.

1. Please ensure that JAWS is running and that you have an active connection to the Internet.

2. Press the J-Tools (Grave Accent) Key.  JAWS will say “J-Tools”, indicating that the J-Tools Key has been pressed.

3. Release the J-Tools Key.

4. Press Control+Shift+A together.

5. A Dialog Box will appear which will ask if you would like to activate J-Tools using the Internet.  If you would like to go ahead with the activation, press the letter “Y” or click the “Yes” Button.  If you would prefer to activate the product manually (see below), press the letter “N” or click the “No” Button.  If you change your mind and do not wish to activate the product at this time, press the Escape Key to click the “Cancel” Button.  In addition, any of the controls in this Dialog Box can be reached by pressing the Tab Key and the focused Button can be activated by pressing the Space Bar.

6. If the “Yes” Button was activated, JAWS will then check its serial number against any licences which are currently available on the T&T Consultancy Ltd server.  If a valid licence is found, the Authorisation File will be downloaded from the Internet and you will be prompted to re-start the computer in order that the product can be successfully activated.  A Dialog Box will appear which will ask if you would like to re-start JAWS for Windows.  Press the letter “Y” or click the “Yes” Button.
When JAWS re-starts, you will hear the words “J-Tools from T&T Consultancy Limited is Active”, but you will not hear an announcement regarding the number of times you have started the computer with J-Tools in Demonstration Mode.  The J-Tools product has therefore been successfully activated.
Manual Activation
There will be situations where it will not be possible for you to activate via the Internet.  Therefore, we have provided a method where the product can be activated manually.

If Internet activation is not possible, please contact the company from which you purchased J-Tools.  A representative will make arrangements with you to activate the product manually.  This will involve sending you a CD or (more probably) an Email with a file attached to it.
The file you will receive either on a CD or by Email is a “Read-Only” file understood by the JAWS software.  If you have received the file by Email, save it to a folder on your computer’s hard disk.  You should be aware of the location of the folder into which the file is being saved, such as “C:\Temp”.

1. Please ensure that JAWS is running.

2. Press the J-Tools (Grave Accent) Key.  JAWS will say “J-Tools”, indicating that the J-Tools Key has been pressed.

3. Release the J-Tools Key.

4. Press Control+Shift+A together.

5. A Dialog Box will appear which will ask if you would like to activate J-Tools using the Internet.  Because we are activating the product manually, please press the letter “N” or click the “No” Button.  If you change your mind and do not wish to activate the product at this time, press the Escape Key to click the “Cancel” Button.  In addition, any of the controls in this Dialog Box can be reached by pressing the Tab Key and the focused Button can be activated by pressing the Space Bar.

6. If the “No” Button was activated, a Dialog Box will appear with an Edit Box in focus.  The question this Dialog Box asks is for the full path of the Authorisation File excluding the file name.  In our previous example, if the file is stored in a folder entitled “Temp” on drive “C” of the computer, please type “C:\Temp”.  The path can consist of multiple words with spaces.  If the file is located in the root of a drive, such as CD-ROM drive “D”, please type “D:”
7. When the location has been typed, please press Enter.  The file will be copied from the specified location to the JAWS settings folder.

8. If the file cannot be located, a Dialog Box will appear with an “OK” Button in focus, advising you of this and that the activation has not been successful.  Press the Space Bar to dismiss the “OK” Button.  Focus will return to the application previously in the foreground prior to using the J-Tools activation facility.  You would then need to start the activation process again from the beginning.

9. Assuming the file was successfully located and copied, you will be prompted to re-start JAWS for Windows in order that the product can be successfully activated.  A Dialog Box will appear which will ask if you would like to re-start JAWS.  Press the letter “Y” or click the “Yes” Button.  

When JAWS re-starts, you will hear the words “J-Tools from T&T Consultancy Limited is Active”, but you will not hear an announcement regarding the number of times you have started the computer with J-Tools in Demonstration Mode.  The J-Tools product has therefore been successfully activated.

Upgrading J-Tools from a Previous Release to Version 5
Upgrading from version 4.2 of J-Tools to version 5.0 can be accomplished using several easy steps.

1. With J-Tools running in conjunction with an earlier build of JAWS (such as version 12); press the J-Tools key followed by the letter “H” to launch the J-Tools Hotkey Help.

2. Press the Down Arrow key until you reach the link entitled “J-Tools Utilities”.  Press Enter on this link.

3. Press the Down Arrow key until you reach the item entitled “To backup Text Notes, Twitter usernames and Bookmarks to Drive C please activate this link.”  Press Enter on this link.

4. You will be advised by JAWS that a backup of the items is being made and to not press any keys on the keyboard while the process is being carried out.  Very quickly after this announcement, you will be advised that the backup is complete.

5. Ensure JAWS version 13 is installed onto the computer to host J-Tools technology.

6. Install J-Tools version 5 and restart the computer when prompted.  Details of the installation have been given previously in this User Guide.

7. Activate the J-Tools product as you will have done for earlier releases of J-tools, however again, this has been described earlier in this User Guide.

8. When the J-Tools product is installed and activated, press the J-Tools key followed by the letter “H” to launch the J-Tools Hotkey Help.

9. Press the Down Arrow key until you reach the link entitled “J-Tools Utilities”.  Press Enter on this link.

10. Press the Down Arrow key until you reach the item entitled “To restore Text Notes, Shortcuts, Contacts, J-Clips, Twitter usernames and Bookmarks from Drive C please activate this link.”  Press Enter on this link.

11. You will be advised by JAWS that the items are being restored and to not press any keys on the keyboard while the process is being carried out.  Very quickly after this announcement, you will be advised that the restoration is complete.

Checking for Version 5.0 Updates

On a regular basis, we will be releasing updates to J-Tools containing new features and improvements.  Many of these can be delivered using the “Check for Updates” feature.

When you install J-Tools, and periodically thereafter, it is always a good idea to check to see if any updates are available.  An Internet connection will be required to update the program.

1. Please ensure that JAWS is running and that you have an active connection to the Internet.

2. Press the J-Tools (Grave Accent) Key.  JAWS will say “J-Tools”, indicating that the J-Tools Key has been pressed.

3. Release the J-Tools Key.

4. Press Control+Shift+U together.

5. J-Tools will then check to see if an update is available.  If an update is not available, a Dialog Box will appear with an “OK” Button in focus, advising you of this.  Pressing the Enter Key will dismiss the “OK” Button and the focus will return to the application in which you were previously working prior to initiating the “Check for Updates” facility.

6. If however updates are available, a Dialog Box will appear giving you the opportunity of viewing details of what is new in the update.  If you would like to go ahead and see what is new, press the letter “Y” or click the “Yes” Button.  A screen displayed using the JAWS Virtual Viewer will appear detailing what is new.  A link is available at the bottom of the screen, the last line in the Virtual Viewer.  Press Enter on this link to update as advised by JAWS.

7. If you would prefer just to update without viewing what is new, press the letter “N” or click the “No” Button.  The update will then proceed.

8. If you would prefer not to update for the time being, press the letter “N” or click the “No” Button.  In addition, any of the controls in this Dialog Box can be reached by pressing the Tab Key and the focused Button can be activated by pressing the Space Bar.

9. Assuming the update was downloaded, you will then be prompted to re-start the computer in order that the updates can take effect.  A Dialog Box will appear which will ask if you would like to re-start the computer.  Press the letter “Y” or click the “Yes” Button.
When the computer is re-started, the updates previously downloaded are active.

Uninstalling J-Tools

Should you wish to uninstall the J-Tools product, this can be achieved using the list item entitled J-Tools found within the “Add/Remove Programs” from the Windows XP “Control Panel” or “Uninstall Programs” from within the Windows Vista or Windows7 “Control Panel”.
Additional Customisation

This section describes a minimal amount of customisation which needs to be carried out if you wish to use specific functions within J-Tools.  These are desirable changes and will depend upon whether you wish to use the individual function to which the customisation applies.

However, in Part Two when we discuss J-Tools Dictate functionality, there are some very specific changes which will need to be made to both the Windows operating system and the computing applications you will be using.  We will detail these in Part Two.

Microsoft Internet Explorer or Mozilla Firefox
If you plan to use the Bookmarking features of J-Tools with Microsoft Internet Explorer or Mozilla Firefox, you will need to carry out some additional steps to ensure compatibility.

1. Launch Microsoft Internet Explorer or Mozilla Firefox.

2. When a web page has been successfully loaded, press the JAWS Key+V to activate the “Quick Settings” Dialog Box.
3. Press Tab to move to the “Quick Settings” tree of items.
4. Press the letter “D” until the option entitled “Document Automatically Read” is spoken.

5. Press the Space Bar repeatedly until this option is unselected.  JAWS will say “Document Automatically Read Off”.

6. If you plan to use the “Activate Element” function of J-Tools, (see Chapter 6), you will need to disable the JAWS “Auto Forms Mode”.  From within the same “Quick Settings” Dialog Box, ensure that you are focused in the tree of items and press the letter “A” until you reach the option entitled “Auto Forms Mode”.

7. Press the Space Bar repeatedly until this option is unselected.  JAWS will say “Auto Forms Mode Off”.

8. Press Enter to save the changes.

Microsoft Outlook 2007 and 2010
If you plan to use the Microsoft Outlook 2007 or 2010 calendar support, please carry out the following steps:
For Microsoft Outlook 2007:
1. With your Microsoft Outlook Inbox index list in focus (displaying the list of messages), press ALT+T to deploy the “Tools” menu.
2. Press “S” for Trust Centre.
3. From the “Category” List Box which has focus, press Down arrow until “Programmatic Access” is selected.

4. Press Tab once to reach a group of Radio Buttons.

5. Press Down Arrow until the “Never warn me about suspicious activity (not recommended)” Radio Button is selected.

6. Press Enter to save the changes.

For Microsoft Outlook 2010:

1.  Press Alt+F for the “Backstage” View.

2. Press T for “Options”.

3. Press Down Arrow until focused on “Trust Centre”.

4. Press ALT+T for “Trust Centre Options”.

5. From the “Category” List Box which has focus, press Down arrow until “Programmatic Access” is selected.
6. Press Tab once to reach a group of Radio Buttons.
7. Press Down Arrow until the “Never warn me about suspicious activity (not recommended)” Radio Button is selected.
8. Press Enter to save the changes.
If you would prefer not to change the option in the “Trust Centre”, you can disable specific access within the J-Tools calendar functionality.  This will mean that J-Tools will not directly access your Microsoft Outlook calendar, thereby making access via the “Trust Centre” unnecessary.  The disadvantage is that some oral and Braille-based feedback in this area will not be provided.  This includes the number of days an appointment spans, the precise length of the appointment and the placing of Calendar Notes into the JAWS Virtual Viewer.

In order to disable this functionality, with Microsoft Outlook 2007 or 2010 in focus press the J-Tools (Grave Accent) Key, release it, and then press Control+Shift+P.  This is a toggle keystroke which will activate and deactivate the “Enhanced” functionality.

Chapter 2:  Getting to Know J-Tools

Introduction

In this Chapter, we will explain the concept behind the use of the J-Tools Keyboard related functions, the role of the J-Tools Sounds Scheme and how you can obtain help while using the product.

The Role of the J-Tools Key
J-Tools provides you with many Keyboard shortcuts in order to execute specific functions within the product quickly and easily.  A Key has been provided as part of J-Tools called the J-Tools Key.  This Key is the Grave Accent Key situated to the immediate left of the figure 1 on a Desktop computer keyboard.  When the Key is pressed, the Keyboard becomes “frozen”, meaning that the next Key which is pressed is passed to the J-Tools program and will invariably execute a special function.  The Keys which are pressed following a press of the J-Tools Key could be any one of the letter Keys, a figure on the main QWERTY Keyboard or one of these in conjunction with other modifiers such as the Control Key or the ALT Key.  
If for whatever reason you press the J-Tools Key and then change your mind and you wish to resume normal Keyboard operation, just press any Key on the Keyboard which is not related to a J-Tools function, (such as the Left Arrow Key), and J-Tools will ignore it and pass it through to the computing application which is focused.

Within this User Guide, we will refer to pressing the J-Tools Key then a further Key.  To qualify this statement, you would press the J-Tools Key; release it, then press a further Key on the Keyboard.  Indeed we will use the J-Tools Key within the next section of this User Guide in relation to obtaining help information from the product.
Getting Help

J-Tools provides you with a convenient method for accessing all the Keystrokes for carrying out all product related functions.  This is the J-Tools Hotkey Help facility.

To use J-Tools Hotkey Help, from within any application or Windows environment (such as the Windows desktop) press the J-Tools Key followed by the letter H.  JAWS will advise you to “press Down Arrow to move through the Links”.

If you now repeatedly press the Down Arrow Key, JAWS will announce a list of Keystroke categories with each category being preceded by the word “Link".  The categories are:

· Bookmarks.
· Selection.
· Text Notes.
· Microsoft Word and Microsoft Outlook Email.
· Microsoft Internet Explorer.
· Microsoft Outlook 2007 Calendar.
· J-Tools Dictate Utilities.

· J-Tools Utilities.
At the bottom of this screen is the statement “Press Escape to close this window”.  If you press the Escape Key, you will exit the Help screen and return to the application in which you were previously working.

The Hotkey Help screen is displayed within the JAWS Virtual Viewer.  This is a flat linear environment which provides an easy method for conveying useful information and has the advantage that it is displayed on the computer monitor so that sighted people can view its contents.

Pressing the Enter Key on any of the aforementioned Links will take you into the category denoted by the Link.  For example, pressing Enter on the Link entitled “Bookmarks” will cause JAWS to announce the title of the category “Bookmarks”.  Pressing the Down Arrow Key from this point will provide you with a list of all the Keystrokes relative to the Bookmarks category.
At the end of each category screen is a link entitled “Back to the Main Index”.  This Link is immediately preceded by a blank line.  Pressing Enter on this Link will cause JAWS to announce the words “Press Down Arrow to move through the Links” and you will find that, if you repeatedly press the Down Arrow Key, you will be once again moving through each of the category Links.

Grouping together the Keystrokes relative to categories provides a quick and easy way for you to search for the Keystroke you need although you will find as you work through this User Guide that many of the command Keys are easy to remember and where possible have a logical pneumonic sequence associated with them.

Using the Sounds Scheme
The Sounds Scheme will not only allow you to interact with your computer and applications faster but should also provide you with a break from the delivery of synthetic speech!
Why are Sounds Used?

There are a number of events which occur that are specific to J-Tools.  These are events such as the location of text segments found by the J-Tools Bookmarks function, during the process of selecting (or highlighting) text and when regularly used phrases are reproduced via the J-Tools Text Notes function.  These events are, of course, announced by J-Tools but they can also be represented by specific Sounds.  Within this User Guide, from time to time we will indicate places where you may hear Sounds as an alternative to speech when specific events occur.

Manipulating the Playing of Sounds

By default, J-Tools events are announced through speech by the software, but there are two other options available to you.  You can elect to have Sounds alone played, have J-Tools only announce events, or have both.  Sounds with speech is a very good way to learn what the various Sounds mean.
By default, J-Tools Sounds are disabled and so whenever a specific J-Tools special event occurs, a speech prompt will be delivered using the JAWS Message Voice so as to differentiate the message from text appearing on the computer screen.
To activate the Sounds Scheme, press the J-Tools Key then the letter S.  Initially, JAWS will say “Sounds on”.  From this point Sounds which have been assigned to J-Tools events will be played as and when they occur.
Pressing the J-Tools Key followed by the letter S again will cause JAWS to announce “Sounds with speech on”.  You will have also noticed that when you pressed the J-Tools Key before pressing letter S, a “beep” sound was heard to indicate that the J-Tools Key had been pressed.  This is because the Sounds Scheme was enabled at the time of pressing the J-Tools Key.
Pressing J-Tools Key then S once more will disable Sounds from being played at all.  So this Key combination rotates between the three available choices.

If you have a Braille display connected to the computer, and if Sounds only are enabled, you will notice that the J-Tools message which would have been spoken if set to do so is always displayed in Braille in addition to the Sound being played.

Chapter 3:  Selecting Text
Introduction

The method described within this Chapter for selecting text is by far the easiest of the J-Tools special functions to work with; however it is likely that it is the feature which you will use most often!
Selecting Text

It is essential when working with text to be able to select (or highlight) it.  This invariably involves placing the cursor at the start of where you would like the text to be selected and then holding down a number of Keys including the Shift Key.  For example, pressing Shift+Down Arrow repeatedly will select successive lines of text.  However, if large blocks of text need to be selected, this can cause problems both when holding down the Keys, or in terms of the provision of accurate oral feedback of text which has been selected.  Selecting text is necessary for format manipulation, cutting or copying it to the Windows Clipboard or manipulating it in some other way.

J-Tools provides a very easy method for selecting text and reviewing the start point of a potential selection.  The concept is that you will navigate to the start of the text which is to be selected and mark the starting point with a Keystroke.  Next, using any means of text navigation at your disposal (such as the Arrow Keys), move to where you would like the end of the selection to be.  This could be many pages if necessary or maybe just a few words.  When the potential end point of the selection is reached this is similarly marked with a Keystroke and the text between the two marked points is selected.  Text selection using this method is available within Microsoft Word, Microsoft Outlook, Mozilla Firefox and Microsoft Internet Explorer.
In order to use J-Tools to select text, please work through the following two examples:

Example 1:

1. Launch the Microsoft Word application and ensure you are located within a blank document.

2. Type the phrase:
This is a test

3. Press the Home Key to move to the start of the line you have just typed.

4. Press the J-Tools Key then the Comma Key.  JAWS will say “Begin Selection” or a sound will play if the Sounds Scheme is enabled.

5. Press the End Key to move to the end of the line you have typed.  Note that no text has been selected at this juncture and if you have vision you will note that there is no visual indication that the text has been selected.

6. Press the J-Tools Key then the Full-Stop or Period Key.  JAWS announces “End Selection” or a sound will be played if the Sounds Scheme is enabled.
7. If you can see the screen, you will have noticed that the text between the two marked points is selected.  Pressing the JAWS Key together with Shift+Down Arrow instructs JAWS to speak the text which has been selected and if all has gone well you should hear the words “selection is this is a test” or something similar.

Please note that the J-Tools selection facility can be used within Microsoft Word even if the JAWS “Quick Navigation Keys” have been enabled by pressing Insert+Z.  There is no need to exit this mode prior to using a selection command.

Example 2:
1. Launch Internet Explorer and browse to the following web site:
www.google.com
2. Once the page has loaded, press Control+Home to reach the top of the page.

3. Press the letter B to reach the first Button on the page.  JAWS announces “Google Search Button”.
4. Press the Home Key to move to the start of the line.

5. Press the J-Tools Key then Comma and, as before, the start point of the selection is marked.

6. Now press Control+End to move to the end of the web page.  JAWS announces the text which is displayed.

7. Now we will introduce to you a new Key combination which is the J-Tools Key then Forward Slash.  This is the J-Tools function entitled “Speak Beginning and End”.  This causes JAWS to read the text where the starting point of the selection was marked and the line containing the current cursor position.  This is a good indicator of the potential start and end points of selected text particularly if the passage is quite lengthy.  Note that if the cursor was placed some way along the line prior to the marking of the start point of the selection, JAWS will read from the selected text to the end of the line.  Go ahead and press the J-Tools Key then Forward Slash.  In this example, JAWS says “first line of selection, Google Search, end line of selection will be”, then JAWS will read the final line of text on the web page since this is the current location.  At this point the text is not selected.

8. Press the J-Tools Key then Full-stop or Period.  JAWS confirms that the end point of the selection has been made.

9. Finally, press the JAWS Key with Shift+Down arrow and all of the selected text will be announced.

Using J-Tools Selection when the JAWS Cursor is Active
We have seen how useful the J-Tools selection facility can be for selecting any block of text you may wish to manipulate or copy.  But imagine how useful it would be if you could select text in this way when the JAWS Cursor is active?  The JAWS Cursor of course is a method which can be used to explore the screen contents where the PC Cursor cannot move to, enabling you to read text displayed on the screen or to simulate computer Mouse clicks.

For example, if an error message appeared on the screen, it may be helpful to select the text with the JAWS Cursor, copy it to the Windows Clipboard and paste it into an email message for sending to someone for review or comment.

To select text with the JAWS Cursor:

1. Invoke the JAWS Cursor.  There are a number of ways of doing this, however typically it is achieved by pressing the Numeric Keypad Minus key on a desktop computer keyboard.

2. Use the Arrow Keys to find the start point of the text you wish to select.

3. Press the J-Tools Key followed by Comma to begin the selection process.

4. Again using the Arrow Keys, move the JAWS Cursor to the end point of the text you wish to select.

5. Press the J-Tools Key followed by full-stop (or period) to mark the end point of the selection.  Note there is no visual indication that the text has been selected.

6. If you wish to review (or hear) the text which has been selected, with the JAWS Cursor still active press the keystroke you would use within JAWS ordinarily to read selected text, Shift+JAWS Key+Down Arrow.  You will hear the words “The selection from the JAWS Cursor is”, followed by the text you have selected.

7. To copy the selected text to the Windows Clipboard, again with the JAWS Cursor still active, press Control+C.  You will hear the words “copied the selection from the JAWS Cursor”.  The text is now on the Clipboard.

You can now enable the PC Cursor once again, which on a desktop computer keyboard is achieved by pressing Numeric Keypad Plus.

Using Selection within the JAWS Virtual Viewer and PDF Documents
You can now use the selection facility within the JAWS Virtual Viewer.  This is ideal for selecting and copying text from the JAWS Research It tool, help utilities or the Virtualise Window screen.

You can also use the selection facility within PDF documents using Adobe Reader.

Speaking the Contents of the Windows Clipboard

One of the primary reasons why you would want to select text is to cut or copy it to the Windows Clipboard.  The Windows Clipboard is of course a temporary storage area which can be used for holding text which is cut or copied to it for pasting into an alternative location, such as another document or Email message.

When the text has been copied to the Clipboard, you can press the J-Tools Key followed by the letter X from within any application.  The contents of the Clipboard will be announced.  If there is no text on the Clipboard, you will be advised of this.

To clear the contents of the Clipboard at any time press the J-Tools Key then Z.

Table of Selecting Text Keystrokes
The following is a list of the Keystrokes for selecting text and for reviewing the contents of the Windows Clipboard.

	Keystroke
	Description

	J-Tools key then comma
	Mark the start point of a selection

	J-Tools key then full stop or period
	Mark the end point of a selection

	J-Tools key then slash
	Speak the start point of the selection followed by the line at the new cursor location

	J-Tools Key then X
	Speak the contents of the Windows Clipboard

	J-Tools Key then Z
	Clears the content from the Windows Clipboard


Chapter 4:  Text Notes, J-Clips, Shortcuts and Contacts 
Introduction

Wow!  The title of this chapter in itself sounds like a lot of terminology to get used to doesn’t it?  Don’t worry, help is at hand.  Read this chapter carefully, follow the step by step examples and you will find that all of these utilities will speed up your computing tasks tremendously.  You’ll never know what you did without these features once you start using them!

Text Notes

A Text Note allows you to reproduce a block of text with the minimum of Keystrokes.  You will find yourself typing far less text than you used to do before!

A Text Note could consist of a short sentence; however it could be a novel or at least a number of paragraphs of text.  If paragraphs of text are created including blank lines to divide paragraphs, the blank lines are preserved as part of the Text Note.

For example, one of the most common uses for a Text Note would be to reproduce text which would terminate a letter or email message, such as a signature.  Your text note may consist of the words “Yours sincerely”, followed by five blank lines, then your name.
Just a Moment, You Mentioned J-Clips!  What Are They?

Good point.  J-Clips are very much like Text Notes except that they are more convenient to use as they do not require you to name them.  J-Clips are for grabbing segments of text you just want to use on a temporary basis for pasting perhaps into an email message or another document.  When you restart your computer, the J-Clips you have previously stored are no longer available.  Your Text Notes however are always there.

For example, if you regularly write reports and you wish to always include regular text, use a Text Note to store it, give it a name so you can easily recall it in the future, and save it.  It will always be there for you.

If, on the other hand, you are reading a web page on which you can see comparisons of five hotels you and a friend may wish to visit, use J-Clips to copy the five segments of text and paste them into an email to them in any order you like.  J-Clips would be used because you are unlikely to want that information in the future.

Creating and Viewing Text Notes

To create a Text Note, you first must ensure that the text you wish to be represented as a Text Note in the future is located on the windows Clipboard.  This gives extraordinary power and flexibility to the concept of Text Notes.  For example, you may receive an email message or a document from a friend or work colleague containing a useful web site and you would like to store this as a Text Note so as to pass onto other people during the course of composing an email message.
You have already learned how to select text with the J-Tools selection feature in readiness for copying it to the Windows Clipboard.  However, the following would be a basic example you may care to use:

1. Open the Microsoft Word application, ensure that a blank document is in focus and type the words “Yours sincerely”.

2. Press the Enter Key 5 times on the Keyboard so as to create a large blank space between the words “Yours sincerely” and your name which you will type in the next step.

3. Type your name and, if appropriate, press the Enter Key again and type your Job Title.

4. When you are satisfied with the composition of the text, press Control+A on the Keyboard to select all of the text including the blank lines.

5. Press Control+C to copy the selected text to the Windows Clipboard.  JAWS says “copied selection to Clipboard” or something similar.

6. Press the J-Tools Key then the letter T to store a new Text Note.  An Edit Field appears and JAWS will invite you to type a name for the Text Note.  Think about the Text Note title carefully.  When you retrieve a Text Note, you do so by accessing it from a vertical list of previously stored Text Notes.  So you will want a title which can be easily reached using first letter navigation from the list of available Text Notes.

7. Go ahead and type the name you wish to assign to the Text Note and press the Enter Key.  JAWS will confirm that the Text Note has been saved.
Recalling a Text Note

There are two ways of using a Text Note.  The first is to insert the text of a note into the focused edit area of your application.  The second is to view the Text Note in the Virtual Viewer, just for reading purposes.

Inserting the content of any text stored in a Note is very easy to do.  Simply move into an editable environment, such as a Microsoft Word document, Internet Form Field or Email message.  When you are ready to insert the Text Note into the editable area, press the J-Tools Key followed by the letter L.  JAWS will bring into view a list of all the Text Notes previously stored.  Use the Down Arrow Key to locate the Text Note you wish to reproduce within your text and press Enter.  It is as easy as that!  After a short pause, JAWS will confirm that the Text Note contents have been reproduced or, if the Sounds Scheme is enabled, a sound will play to indicate this event.
Focus has now returned to your editable document.  The cursor is located at the end of the text which the Text Note has reproduced.  Use the Up Arrow Key repeatedly and you will hear JAWS reading back the text you have just inserted by the use of the Text Note.

To place the content of a note into the JAWS Virtual Viewer, press the J-Tools Key then the letter V.  Again, a list of all your Text Notes will appear.  Locate the Text Note you wish to view and press Enter.  Rather than inserting the text, this time the JAWS Virtual Viewer will be displayed and you can read the text within it.  Press Escape to return to the application which was active prior to launching the Text Note in the Virtual Viewer.  If you wish to view the same Text Note in the Virtual Viewer, press the J-Tools Key then ALT+V.  Usefully, J-Tools remembers your line position when you exited the Virtual Viewer previously so focus is set back to it.
Editing a Text Note
A Text Note which is suitable for you today may not be useful tomorrow.  However, there may be just one part of the Text Note you wish to change.  This is very easy as you can bring into view a list of Text Notes to edit.

Press the J-Tools Key followed by the letter E.  Again, this Keystroke causes J-Tools to bring into view a list of Text Notes stored on the computer.  However, this time, when you press the Enter Key on any one of them, you will be taken into a text file containing the words which appear in the Text Note.  You can edit the text as you wish and then press Control+S to save the file and then ALT+F4 to close down the Notepad program displaying the Text Note.  The newly edited text is now immediately available when you insert the Text Note into an editable area.

Deleting a Text Note

A Text Note can be deleted as follows:

1. Press the J-Tools Key then the letter L to bring into view a list of all Text Notes previously stored on the computer.

2. Press the Down Arrow Key or use first letter navigation until you reach the Text Note you would like to delete.

3. Press the J-Tools Key followed by the Delete Key.  The Text Note will be deleted and JAWS will confirm this.

Table of Text Note Keystrokes
The following is a list of Keystrokes which can be used when managing Text Notes.

	Keystroke
	Description

	J-Tools key then T
	Create a text note which will use the text on the clipboard.

	J-Tools key then L
	Brings the list of text notes that have been created to the screen.

	J-Tools key then E
	Brings a list of text notes to the screen from which they may be chosen for editing.

	J-Tools key then V
	Places the content of a Text Note into the JAWS Virtual Viewer.

	J-Tools key then ALT+V
	Places the last Text Note you had read using the JAWS Virtual Viewer back in the Viewer again.

	J-Tools key then Delete
	Allows for the deletion of a text note from either of the lists.


Creating and Using J-Clips

Up to twelve J-Clips are available to you and the keystrokes for creating, pasting, reviewing or deleting them are located on the function keys on the computer keyboard.  The Function Keys are of course located on the top row of the keyboard.  These keys are either pressed by themselves or in conjunction with other keyboard modifier keys:  The Control, Shift or ALT Keys.
Below, (and in the J-Tools Help system), you will find a complete list of Keystrokes which are used in association with J-Clips.  However, needless to say, F1 is associated with J-Clip 1 and F12 is associated with J-Clip 12.  That would make sense wouldn’t it?

All text to be copied to a J-Clip must be selected first.

In our example, we will focus upon using J-Clip 1.

1. Launch the Microsoft Word program.

2. Type this line of text:
I am very much enjoying using J-Tools.

3. Press the Home Key to move to the beginning of the line of text you have just typed.  Because it is only a single line of text, we can simply press Shift+End to select it.
4. Press the J-Tools Key followed by F1.  This text is now stored as J-Clip 1 and you will hear the words “J-Clip 1 copied”.
5. Unselect the text by pressing Right arrow.
6. Press Enter twice to create a blank line between the text you have typed and that which you are about to paste into the document from J-Clip 1.
7. To verify the text which is associated with J-Clip 1, press the J-Tools Key followed by Control+F1.  You will hear “J-Clip 1”, then a short pause, then the text copied to it, which is in this example “I am very much enjoying using J-Tools”.
8. Press the J-Tools Key followed by Shift+F1 to paste the contents of J-Clip 1 into your document.  You will hear the words “J-Clip 1 pasted”.
9. If you review the text in your document, you will observe that there are now two instances of the sentence.  J-Tools is capable of pasting J-Clips with extremely long strings of text associated with them into documents very quickly.
10. Press the J-Tools Key followed by ALT+F1.  A Dialog Box will appear asking if you would like to delete J-Clip 1.  Select the “Yes” Button by pressing the letter “Y”, or by pressing Tab until it is reached, followed by the Space Bar.  You will be advised that J-Clip 1 has been cleared.  It is not necessary to delete J-Clips before you use them again.  What makes them convenient and easy to use is that they can just be overwritten at any point, but the functionality for deleting the contents from a J-Clip is available should you wish to use it.
You now know everything there is to know about J-Clips.  Easy wasn’t it?  Have fun with them!  It is surprising how useful they can be.

Table of J-Clip Keystrokes

The following is a list of Keystrokes which can be used when working with J-Clips.

	Keystroke
	Description

	J-Tools key then F1 through to F12
	Copy selected text to J-Clips1 through to 12.

	J-Tools key then Control+F1 through to Control+F12
	Speaks the contents of J-Clips 1 through to 12.

	J-Tools key then Shift+F1 through to Shift+F12
	Pastes the contents of J-Clips 1 through to 12.

	J-Tools key then ALT+F1 through to ALT+F12
	Deletes the contents of J-Clips 1 through to 12.


J-Tools Shortcuts
Have you ever created a Microsoft Word document at your place of work and needed to save it in a specific folder which is located on a network drive several sub-folders deep?  Is there a folder which you need to access regularly and you do not have the skills to create a Windows Shortcut on your desktop pointing to that folder?  Have you created a thesis, essay, novel or document template which you need to access on a regular basis?  Are there web sites you would like to access quickly but you don’t necessarily want to launch your preferred web browser to get there?

These are all very typical examples of situations for which Shortcuts can be used.  We are sure you can think of many others. Shortcuts allow you to:
· Create convenient keyboard access to folders stored on your computer (or perhaps an external source such as a USB flash drive or network source).
· Instantly open Microsoft Word documents (again stored on your computer or externally).
· Launch web pages within Firefox or Internet Explorer.

· Save documents (or files) in the folders to which Shortcuts have been assigned.
· Get instant access to folders when wishing to attach a document to an e-mail message.

Storing a Shortcut

In order to assign a Shortcut to a folder, document or web page, you must be focused within the item to which the Shortcut will be pointing.  So, to assign a Shortcut to a folder, you must browse to the folder within Windows Explorer and press Enter in order to ensure that focus is within it.  Similarly, to assign a Shortcut to a document or web page, focus must be within each of these items.

When the focus is within the item to which you wish the Shortcut to be pointing, press the J-Tools key then Control+S (for “Shortcut”.  A Dialog Box will appear requesting that you type the name of the Shortcut.  In time, this title will be reflected in a convenient List Box from which you will access your Shortcuts and so the object of this exercise is to ensure that a short name is given.  You can either type a name into the Edit Field or accept the default text which is displayed, since J-Tools has usefully captured the title of the document, folder or web page.  But in summary, this text is highlighted so you can type a new name immediately over the top of the old one.

When the new Shortcut title has been entered, press the Enter key and the Shortcut will be created.  You will be advised of this by the JAWS software.

Using Shortcuts

There are two distinct ways in which Shortcuts can be used.  They can either be used to launch an item or to type the path of a folder.

Launching a Shortcut

In order to launch the folder, document or web page from any application using the Shortcut please follow these steps:

1. Press the J-Tools key followed by Control+L (for “List of Shortcuts”).  

2. A List Box appears containing all the Shortcuts you have previously assigned.  Use the Up/Down Arrow keys to move through the List Box or, if you know the name of the item you wish to view, press its first letter.  You will note that alongside each item in the List Box is a description of what the Shortcut points to.  This can be a document, web page or folder.  

3. When the desired item has been located, press Enter to launch it.  You will hear the announcement “please wait” and after a short pause the required item will be launched.

Entering a Shortcut Folder Path

There will be situations where you wish J-Tools to type the path of a Shortcut to which a folder is pointing.  We will provide two examples of where you may use such an approach:

Example 1:  Microsoft Word “Save As” Dialog Box

1. Create a document in Microsoft Word.

2. Press Control+S to enter the Microsoft Word “Save As” Dialog Box.

3. Press the J-Tools key then Control+P (for “Path”).

4. A List Box of your Shortcuts will appear.  Locate the correct Shortcut which will have the word “Folder” next to it.  This is where the document will be saved.

5. Press Enter.  The required path is inserted into the Microsoft Word “Save As” Dialog Box followed by a further “Backslash” character.  

6. Type the file name and press Enter.  The file is now saved in the correct folder.

Example 2:  Browsing to a Folder within Microsoft Outlook

1. Create a new message in Microsoft Outlook.

2. Move to the “Attach File” Dialog Box.  For example within Microsoft Outlook 2010, this would be achieved by pressing ALT+N, then A, then F.

3. When focused within the “File Name” Edit Field, press the J-Tools key then Control+P (for “Path”).

4. A List Box of your Shortcuts will appear.  Locate the correct Shortcut which will have the word “Folder” next to it.  This is the title of the folder you will be browsing for a file to attach to your message.

5. Press Enter.  The required path is inserted into the Edit Field.
6. Press Enter again and then either press Shift+Tab once (using Windows XP) or twice (Using Windows Vista and Windows7) in order to start browsing the list of files within the folder you have selected.

7. When you locate the file you wish to attach to the message, press Enter to do so.

Deleting a Shortcut

To delete a Shortcut:

1. Press the J-Tools key then Control+L to bring into view a list of Shortcuts.

2. Navigate to the Shortcut you wish to delete.

3. Press the J-Tools key followed by the Delete key.

4. The Shortcut will be removed from the list and you will be advised of this.

Table of Shortcut Keystrokes

The following is a list of Keystrokes which can be used when managing Shortcuts.

	Keystroke
	Description

	J-Tools key then Control+S
	Store Shortcut

	J-Tools key then Control+L
	List of Shortcuts to launch folder, web page or document

	J-Tools key then Control+P
	List of Shortcuts to type folder path

	J-Tools key then Delete
	When in the list of Shortcuts deletes the focused item


J-Tools Contacts
J-Tools Contacts make it possible for you to create an e-mail message to a person from within any application or to select a person’s e-mail address quickly for placing into the “To”, “CC” or “BCC” field of a Microsoft Outlook e-mail message.  For example, you are writing a document within Microsoft Word and you remember that you need to e-mail Mary Smith to invite her to the party you are giving later in the week.  This can be easily done without launching Microsoft Outlook.

Storing a Contact

In order to store a J-Tools Contact, you must have the e-mail address on the Windows Clipboard.  This could be done by typing it into an application (such as Notepad or Microsoft Word), selecting the text in the usual way (or with the J-Tools selection facility) and copying it to the Clipboard by pressing Control+C.  The J-Tools key followed by the letter X can be pressed to speak the contents of the Clipboard for verification.

If the e-mail address is stored within a Microsoft Outlook Contact, use the following procedure to access it and copy the address to the Clipboard.
1. With the Microsoft Outlook mail folder in view (such as the Inbox), press Control+3 to move to the list of Contacts.

2. Select the Contact for which you require the e-mail address and press Enter.

3. When the Contact form is in view, press ALT+M to place all the fields for the Contact into a vertical list.

4. Press the letter “E” (for “e-mail”).

5. Press Enter.

6. The e-mail address is now selected.  To verify this, press Shift+JAWS Key+Down Arrow and listen to it being spoken by JAWS.

7. Press Control+C to copy the address to the Clipboard.

8. Press Escape to close the Contact.

Now the Contact e-mail address is safely stored on the Clipboard, we can create a J-Tools Contact for it.

1. Press the J-Tools key followed by ALT+S (for “Store Contact”).

2. A Dialog Box will appear with an Edit Field in focus requesting the name of the Contact.  Type it in and press Enter.

Using a Stored Contact

There are two ways of using a previously stored Contact.

Example 1:  Using a Contact from within Any Application to Create an E-Mail Message

From within any application:
1. Press the J-Tools key then ALT+L (for “List of Contacts”).
2. A List Box will appear with all your Contact names available.  Use the Up/Down Arrow keys to locate the Contact name required or use first letter navigation.

3. When the Contact has been located, press Enter.  An e-mail message will be created.  The Contact e-mail address will be placed in the “To” field and focus will be set to the “Subject” field ready for you to type the subject line.
4. To verify that the correct e-mail address  has been placed in the “To” field, press ALT+3.

Example 2:  Entering a Contact E-Mail Address into an E-Mail Composition Field

In order to reproduce an e-mail address of a Contact into an e-mail composition field:

1. Create a new message within Microsoft Outlook.

2. Ensure focus is set to the “To”, “CC” or “BCC” field of a message.

3. Press the J-Tools key then ALT+L (for “List of Contacts”).  

4. A List Box will appear with all your Contact names available.  Use the Up/Down Arrow keys to locate the Contact name required or use first letter navigation.

5. When the Contact has been located, press Enter.  

6. The e-mail address of the Contact will be entered into the focused field.  To verify the content of the “To” field press ALT+3.  To verify the content of the “CC” field press ALT+4.  To verify the content of the “BCC” field press ALT+6.

Deleting a Contact

To delete a Contact:
1. Press the J-Tools key then ALT+L.

2. Locate the Contact you wish to delete.

3. Press the J-Tools key followed by the Delete key.

4. The Contact will be removed and you will be advised of this.

Table of Contact Keystrokes

The following is a list of Keystrokes which can be used when managing Contacts.

	Keystroke
	Description

	J-Tools key then ALT+S
	Store Contact

	J-Tools Key then ALT+L
	Brings into view a list of Contacts

	J-Tools Key then Delete
	While in the Contact list, the focused item will be deleted


Chapter 5:  Using the Microsoft Outlook Calendar
Introduction

The wide ranging functionality offered within the Outlook Calendar as part of Microsoft’s Office suite allows people to create Appointments, All Day Events and Meeting Requests to suit a range of need both personal and within employment.  J-Tools will allow you to easily and accurately obtain information regarding scheduled Calendar items using the same Outlook program interface enjoyed by sighted friends and colleagues.

J-Tools is extremely responsive and performs well within a local Calendar (stored on the computer itself), or within an Exchange Server environment (often referred to as a Shared Calendar as potentially other people can view it if permission has been assigned).

The J-Tools calendar functionality can be used in the Day, Week, Work Week or Month Views. For the purposes of this User Guide however, we will focus upon using the Day View calendar.

An Introduction to Creating Appointments

Before you learn about the primary functions available as part of J-Tools within the next section, you may not be aware how to create Appointments or All Day Events.  An All Day Event occupies an entire day or a number of days, while an Appointment lasts for a specific period within the day, for example 2 hours.  While as we indicated within the Introduction to this Chapter that this User Guide will not provide you with in depth information concerning creating Calendar Items, we will describe how to create a simple Timed Appointment.  This is because it affords us the opportunity of referring to the extensive Context Sensitive Help information which will assist you when working within the Microsoft Outlook Calendar and J-Tools.  The Keystroke for activating the Context Sensitive Help is the JAWS Key and F1.
Creating a Simple Appointment

Please use the following example to create a Timed Appointment to remind you of a dinner you are going to attend at a restaurant on 4 October 2012 between 8 PM and 11 PM.

Having launched Microsoft Outlook 2007 or 2010, press Control+2 (figure 2 on the main QWERTY Keyboard) to enter the Calendar.  JAWS says “moving to Calendar”, followed by the current date and whether any appointments exist for the focused date.

Press Control+G to activate the Microsoft Outlook “Go to Date” Dialog Box.  

Type the date you would like to move to, which you can do in the form relative to your regional English language.  Microsoft Outlook is quite flexible about the method by which you can enter dates.  For example, within the United Kingdom you might enter “4 October 2012” or “04/10/2012”, however within the United States of America you could type “October 4 2012” or “10/04/2012”, etc.

Once the date has been typed, press the Enter Key.

Press the JAWS Key with Tab to verify that the desired date has been selected.  JAWS speaks the day and date.

Press Control+N to create a new Calendar Item.  JAWS informs you that a new Item is being created and presents you with the “Subject” field for it.  The “Subject” field should contain a one line summary of the nature of the Item, such as “Dinner at restaurant”.
Once this has been entered, the Tab Key can be used to move from one field to the next.  Note that most of the fields are self-explanatory, for example “Start Date” and “Start Time”.  Indeed the “Start Date” field will already contain the 4 October 2012 date we previously selected.
For the purposes of this appointment, you need only complete the “Subject”, “Start Time” and “End Time” fields.  When the details have been entered, press ALT+S to save the Calendar Appointment and return to the day View Window.  The JAWS Key with Tab Key combination can be used to verify this fact and if successfully returned to the Day View Window JAWS will announce the day and date.

Moving Through Days of the Week

There are various methods for locating a specific day of the week.
You can use the Left and Right Arrow Keys to move through the days.  Alternatively, Press Control+G to bring into view the Microsoft Outlook “Go To Date” Dialog Box.  Type a date in the format appropriate to your country and press Enter.  Entry of dates into this Dialog Box was described within the previous section.

However you have chosen to move to a date, JAWS announces the day of the week which has focus, the date and the number of Calendar Items if they exist.  If no appointments exist, JAWS announces “No Appointments”.  If All Day Events exist for the focused date, these are automatically announced.
To repeat the day, date and Calendar Item count at any time, press JAWS Key with Tab.

While within the Day View Window, press Page Down to move forward through the Calendar by one week.  press Page Up to move in the reverse direction by one week.

Similarly, pressing Control+Page Down will move through the Calendar by four weeks, while conversely Control+Page Up moves to the previous four week block.

You may presss the J-ToolsKey followed by the letter Y in order to move back within the Calendar to today’s date if an alternative date has been selected.

Moving Through Calendar Items

To reiterate a point from an earlier section, J-Tools defines Calendar Items in one of two ways:

· An All Day Event is a Calendar Item which occupies the entire day or spans a series of days.

· An Appointment is a Calendar Item occupying a specific period within the day, for example two hours.

If JAWS had advised you that Calendar Items exist for a given day, press Tab.  JAWS will announce information pertaining to the Calendar Item which has focus:

· If an All Day Event has focus occupying one day only, JAWS announces the words “all day”.

· If an All Day Event has focus occupying several days, and the focused date is the first day within the Event, JAWS will say “Day 1 of an all Day Event lasting X days to”, followed by the date on which the Event terminates.  The term “X” in the example represents the duration of the Event, such as 3 days”.  For example, you may hear “Day 1 of an All Day Event lasting 3 days to 21 July”.
· If an All Day Event has focus occupying several days, and the focused date falls within the Event, JAWS will say “within an all Day Event lasting X days”, followed by the dates on which the Event begins and ends.  The term “X” in the example represents the duration of the Event, such as 3 days”.  For example, you may hear “Day 1 of an All Day Event lasting 3 days from 19 July to 21 July”.
· If a Timed Appointment has focus, JAWS will announce the start and end time of the Appointment, together with the duration in minutes.  For example, “from 12 PM to 2 PM, 120 minutes”.
· The Calendar Item subject is then announced.

· JAWS will inform you of any other relevant information concerning the Calendar Item, including the Organiser (the person who has composed the Item), the Status (such as “Busy”, “Free” or “Tentative”), and the location (such as a meeting room number or office).
· Finally, JAWS will advise you if the “Item has notes” if they exist.  When creating a Calendar Item or Meeting request, an opportunity exists to type notes into a special field for the purpose.  There are two ways in which the Notes can be accessed.  Firstly, you can press the Enter Key while focused on the Calendar Item.  The Arrow Keys can then be used to explore and read the Edit Field containing the Notes.  The Escape Key is pressed to exit the Notes field and return to the Calendar Item details.  The second method is to place the Notes into the JAWS Virtual Viewer.  Please refer to the later section of this chapter concerning the JAWS Virtual Viewer and its relationship with the Microsoft Outlook 2007 Calendar.

To repeat the details of the Calendar Item which has focus, press the JAWS Key with Tab. 
When the final Calendar Item for a specific date has been spoken, JAWS will advise you that you have reached the final Item and that pressing the Right arrow key once more will place you back within the Day View.  A sound will play if the Sounds Scheme is enabled.
Using the JAWS Virtual Viewer

So far, you have listened to your Calendar Item details and will have noticed there is a great deal of information to absorb.  While it is correct that the JAWS Key with Tab can be pressed to repeat the Item, it is likely that even the most experienced JAWS users may wish to examine the contents of the Appointment or Event more thoroughly or slowly.  In addition, you may wish to copy the Item details to the Windows Clipboard, perhaps for pasting into an alternative source such as an email message, or maybe you have a Braille display and you would like to read in Braille the details of your Calendar Items for a specific day.
J-Tools provides a convenient method for accomplishing all of these things which involves placing the Calendar Item into the JAWS Virtual Viewer.  Once the Item is in the Virtual Viewer, the Arrow Keys or your Braille display can be used to move through it as thoroughly as you wish.

To bring a Calendar Item into the Virtual Viewer, when focused upon it press the JAWS Key and Tab twice quickly.  JAWS announces “Item in Virtual viewer”, and you will find that the cursor is on the top line of the Virtual Viewer Window which you can now explore.

Where possible, the Item details have been divided onto separate lines.  It is therefore possible to press “Down Arrow” repeatedly for example and, each time this is done, a segment of the Item will be announced.  All the details which are normally announced when placing focus upon an Item by pressing Tab are presented within the Virtual Viewer, beginning with the day and date on the first line.

If the Item has Notes, they will be presented within the Virtual Viewer below the Item details.  The line spacing used by the author of the Item when creating the original notes is preserved.  In other words, if in the Notes field you typed an address presented on several lines of text, they will be presented in the same way within the Virtual Viewer.

Time Slots
When creating a Calendar Item, rather than entering a value into the “Start Time” Edit Field, it is possible to pre-select this by means of moving through Time Slots for the focused day as follows:

1. First, locate the date upon which you wish to create the Appointment.

2. Press Down Arrow repeatedly in order to move through Time slots for the current day.  JAWS will announce each Time slot as you move to it.  Each Time Slot occupies a 30 minute segment within the day.

3. When the appropriate Time Slot has been reached, press Control+N to create a new Calendar Item.  Pressing Tab repeatedly will show you that the “Start Date” and “Start Time” fields are now populated with the pre-selected values.

You will also notice that, if you have timed appointments for part of a day, the word “appointment” is spoken followed by brief details of it as you reach the time slot occupied by the appointment.  This method of navigation is ideal if you wish to ascertain when available time in your day exists.

Table of Microsoft Outlook Calendar Keystrokes

The following is a list of Keystrokes which can be used within the Microsoft Outlook calendar.

	Keystroke
	Description

	Right Arrow
	Move forward through days of the week.

	Left Arrow
	Move back through days of the week.

	Page Down
	Move to the next week.

	Page Up
	Move to the previous week.

	Control+Page Down
	Move forward four weeks.

	Control+Page Up
	Move back four weeks.

	Alt+Control+T
	Move to the current day.

	Tab
	Move through items for the selected day.

	JAWSKey+Tab
	Repeat the current day or appointment details

	JAWSKey+Tab twice quickly
	Places the focused appointment into the JAWS Virtual Viewer

	Enter
	Edit the focused item.

	Control+D
	Delete the focused item.

	Control+N
	Create a new appointment.

	Control+G
	Move to a specific date.

	Down Arrow
	Move forward through available time slots for the selected day.

	Up Arrow
	Move back through available time slots for the selected day.


Chapter 6:  Bookmarks

Introduction

The J-Tools Bookmarks facility is an extremely powerful tool which will dramatically assist you while working with your documents and when navigating web pages on the Internet.  Bookmarks allow you to locate passages of text either automatically or upon demand, and they can also be used to activate elements on a web page such as Hyperlinks.

While the use of Bookmarks could be considered to be a more advanced feature of J-Tools, we have ensured that the creation, location and management of them is simple and straightforward.  In addition, if used creatively, strategic positions of a document or web page could be marked so that navigating complex environments is much easier for a less experienced user of the technology.  For example, within a lengthy protected Microsoft Word form, specific positions within the document could be bookmarked to allow fields which are not commonly completed to be bypassed.  Alternatively, much of the extraneous text which is announced when navigating poorly coded or busy web pages can be avoided to ensure the primary section of the text is reached.

Bookmarks can be created within Microsoft Word, Mozilla Firefox and Microsoft Internet Explorer.  Up to five Bookmarks can be set for each file or web page.  For your convenience, there is a table towards the end of this chapter which lists all of the Keystrokes used to work with J-Tools Bookmarks.

Within this Chapter, we will explain how to set and locate Bookmarks within each of the supported applications.  You will learn about the Bookmark lists which allow you to view the names of documents or web pages which have had Bookmarks assigned to them.  The items in the Bookmark lists can be renamed or deleted.  

We will describe all of the options within the Bookmark Manager – the place for taking control of all aspects of Bookmark management, such as determining how J-Tools should react when a Bookmark is focused.  Finally, we will give you some examples of how Bookmarks can be used within a practical context.

Please note:  while examples of Bookmark creation and manipulation are given in relation to individual web sites, it is more than possible that the content of the web sites concerned will have changed following publication of this User Guide.  The examples given therefore are just that:  mere examples of hypothetical situations which will need to be adapted according to the individual web sites being used.

Before you Begin

It is strongly recommended that, from within the Quick Settings Dialog Box of the JAWS program, you disable the automatic reading of web pages.  This will ensure that J-Tools Bookmarks take control of the virtual cursor.
1. Launch Microsoft Internet Explorer.

2. Press the JAWS Key+V to invoke the “Quick Settings” Dialog Box.

3. Press Tab to move to the tree of options and then, press the letter D to reach the option entitled “Document Automatically Read”.

4. Press the Space Bar until JAWS says “Document Automatically Read – Off”.

5. Press Enter to save the settings permanently.

Using Bookmarks in Microsoft Word

Bookmarks can be used while reading Microsoft Word documents (such as books, journals or reports) where the text is unlikely to be changed, and also when you are constantly interacting with a document you are working on.  After all, Microsoft Word is a word processor isn’t it?  Of course you are going to change the text in a document!  J-Tools Bookmarks have great value in either circumstance.  J-Tools Bookmarks can be used within Microsoft Word even if the JAWS “Quick Navigation Keys” have been enabled by pressing the JAWS Key and Z.  There is no need to exit this mode prior to setting or retrieving a Bookmark.  Furthermore, Bookmarks function very effectively within protected Microsoft Word documents such as form templates.
As you work through the sections of this Chapter relating to Bookmarks, be creative and think about ways in which you could use them.  For example, if you regularly use a form template at your place of employment which contains a large number of editable fields, it may be helpful to set a Bookmark to allow you to bypass fields you do not need to work with on a regular basis.

Position Capture Bookmarks 

J-Tools allows you to set two different types of Bookmarks in a word processing environment.  The first type is called a Position Capture Bookmark. When you set a position capture Bookmark, J-Tools takes note of the line and character position of the cursor.  When you ask J-Tools to go to a Bookmark of this type, you will be placed in exactly the position you were in when you set the Bookmark.  

The position capture Bookmarks are best used in an environment in which you will not be carrying out any editing within a document.  For example, you might want to set Bookmarks in this User Guide that will allow you to return to places of interest in the future as the text will not be edited.

The Keystrokes for setting position capture Bookmarks are the J-Tools Key followed by CONTROL+X where X is a number between 1 and 5.

As you are able to set up to 5 Bookmarks in a document, the X represents the numbers from one to 5 across the number row on your Keyboard.

For our first exercise in learning to use Bookmarks, we will create a document in Microsoft Word and set a Bookmark to which we will return later.

Having started the Microsoft Word application, please type the following two paragraphs or you can copy and paste them from this document into a new one:

“Bookmarks are a new feature that I want to learn about.  I will learn to use Bookmarks in order to mark a certain place in a document.   Then, when I want to return to that location, I can use my Bookmark to get there with ease.”
“While this might be a simple exercise, it will help me learn how Bookmarks work.  Then I can begin to use Bookmarks in other places.  Perhaps I will use them in this User Guide.  I can use them to find items that I want to review.”

Don’t worry about reproducing this text exactly.  The important thing is to get two paragraphs of text into your document.

Now please work through the following steps:

1. Press Control+Home to go to the top of the document.  You will move to the top of the document and JAWS will say “Top of file.”

2. Press Control+Down Arrow and JAWS will move to the next paragraph and begin to speak it.  You may allow it to read the entire paragraph or silence the speech.  In either case, you will still be located on the first character of the first word of the paragraph.

3. Verify your exact location by pressing Numpad 5 to speak the current character or JAWS Key with Numpad 5 to speak the current word.

4. Press the J-Tools Key and then press Control+1.  J-Tools will respond “Bookmark 1 set with position capture”.

5. Now close your document and be sure to save it.

6. Open the document again and once the document has opened, press the J-Tools Key followed by the figure 1.
J-Tools will immediately move you to your Bookmark and speak the line on which the Bookmark is located.

Text capture Bookmarks

In our next exercise, we will look at the second type of J-Tools Bookmark.  This type of Bookmark takes note of the text on the line in which you are located when you set it.  J-Tools will locate this type of Bookmark, even if the text has moved to a different position in the document.  If you are working on a document in which you expect that you will be doing a lot of editing, you might want to use this type of Bookmark rather than the one that marks a position.

You can set text capture Bookmarks by first pressing the J-Tools Key and then pressing Shift+X. 

As you are able to set up to 5 Bookmarks in a document, the “X” represents the numbers from one to 5 on the number row of your Keyboard.

Using our document that we created in the last exercise, let’s take a look at how this works.

1. Open the document you created in the last exercise.  Don’t worry if you deleted that document or if you didn’t do that exercise.  Just go into a blank Microsoft Word document and type two short paragraphs.
2. Press Control+Home to make sure you are at the top of your document.

3. Set a text capture Bookmark by pressing the J-Tools Key and then pressing Shift+1.  Don’t worry about the fact that you already had a Bookmark assigned to Bookmark 1 in this document.  J-Tools conveniently overwrites an existing Bookmark of the same number.  J-Tools Bookmarks are designed to be quick and easy to use.  There is no need to delete an existing Bookmark before setting a Bookmark of the same number or of a different type in an alternative location.

4. Ensure that you are still located on the first word of your first paragraph and type the following: 
“I’ll add a new paragraph to my document.  As a result, the line of text that I Bookmarked will be in a different location.”
5. Now press the ENTER Key twice to place a blank line between this new paragraph and the existing ones.

6. Go back to the top of your document by pressing Control+Home.
7. Press the J-Tools Key and then press the number 1.
Although the line of text you bookmarked is not in the same location that it was when you set the Bookmark, J-Tools will move to the Bookmark and speak the line.
Bookmarks in Internet Explorer and Firefox

Now we will look at using Bookmarks on the Internet.  Both types of Bookmarks that we have discussed, Position Capture and Text Capture, are available when using Internet Explorer, however only Text Capture Bookmarks can be used in conjunction with Firefox at this time.

Position Capture Bookmarks on the Web

In this next exercise we will use the Position Capture type of Bookmark.  As it did in Microsoft Word, this type of Bookmark will take note of and return you to an exact position, except that it will take you to a position on a web page instead of in a Microsoft Word document.

Let’s say that you are planning a vacation in the state of Maine in the United States of America and you want to investigate parks in Maine where you can go hiking.

1. Start Internet Explorer

2. Load up your favourite search engine.
3. When the page loads you should be in the Edit Field where you can type your search terms.  However, before doing that, place a Bookmark in the Edit Field by pressing the J-Tools Key followed by Control+1.  If for whatever reason focus is not automatically set to the Edit Field when the page loads, first press Control+Home to reach the top of the page, then press the letter E which is the JAWS Quick Navigation Keystroke for moving to the next available Edit Field.  Now go ahead and set your Bookmark with Control+1.

4. Go into JAWS Forms Mode by pressing the Enter Key.  JAWS confirms that Forms Mode is active.  You can always press the J-Tools Key followed by the letter C to determine whether Forms Mode is enabled or disabled.

5. With Forms Mode on, type the following text: 
“Acadia National Park”, 
without the quotation marks, and press Enter.

6. When your search engine comes back with the results, locate the first result which should have the title, “Acadia National Park Home, U.S National Park Service”.

7. Press Enter on this link and the page will load.

8. From anywhere on the page, press CTRL+F to invoke a JAWS find.  Type in, “Mississippi,” without the quotation marks and press Enter.  You should land on a line that reads, “The first National Park east of the Mississippi river”.  This is where a description of the park begins.

9. Place Bookmark 2 at this location by pressing the J-Tools Key followed by Control+2.

10. Return to the top of the page by pressing Control+Home.
11. Now Move to your Bookmark by pressing the J-Tools Key followed by the number 2.  J-Tools will instantly place you at the point on the page where the description begins.

Next, we will search for information on Baxter state Park in Maine.

1. From anywhere in Internet Explorer, press the J-Tools Key and then press Alt+1.  This is the Keystroke to place all Bookmarks of a given number into a list.  You should only have one Bookmark 1 and that should be for your preferred search engine.  When this shows up in the list of Bookmarks set for the number 1, simply press Enter, your search engine will load, and you’ll be in the edit field.  Note that JAWS will say the word “Bookmarks”, when the page loads.  This is to alert you to the fact that this is a page on which you have already set Bookmarks.

2. This time, when focused upon the Search Edit Field go into Forms Mode by pressing Enter and type:
“Baxter State Park”,
without the quotation marks, and press Enter again to execute the search.

3. When your search engine comes back with your results, locate the first result which should read, “Welcome to Baxter State Park”.

4. Press Enter to go to this page.

5. When the Baxter State Park page loads, place the links into a vertical list by pressing the JAWS Key with F7 and then press the letter “H” until you locate the link called, “Hiking and climbing”.

6. Press Enter on this link.

7. On the resulting page, press H to locate the heading that reads, “Hiking information.”
8. Once on the desired line, set a Bookmark numbered 2 by pressing the J-Tools Key followed by Control+2.

9. Return to the top of the page by pressing Control+Home.
10. Now press the J-Tools” Key followed by the number 2.  J-Tools will instantly locate the part of the page that you Bookmarked.
Using Bookmark Lists 

We’ve already used our first Bookmark list when we brought up a list of Bookmarks set to the number 1.  In that case, there was only one item in the list.  Now we’ve set two Bookmarks numbered 2 on two different web pages concerning parks in Maine.  You can see where this is going.  If you are researching a specific topic such as hiking in the parks of Maine, you can consistently use the same Bookmark number to set Bookmarks on the pages to which you want to return later.  While these Bookmarks will certainly instantly locate the spot on the web page in which you are interested, you can also use them to launch the pages.  You may find four or five places that you’re investigating for a vacation.  If you use the same Bookmark number on each of the pages you will end up with a nice list from which you can launch the pages.
1. From anywhere in Internet Explorer press the J-Tools Key followed by “Alt+2”.

2. A list will appear on the screen in which the first item will be “Acadia National Park” and the second will be “Hiking in Baxter State Park”.

3. Use the Up/Down Arrow Keys to choose one of them and press Enter.

4. The page will load and you can use your Bookmark to return to the spot on the page where the description of the park or the trails begins by pressing the J-Tools Key then figure 2.

A note about the Bookmark lists: you can rename or delete a Bookmark from these lists.  By default when you set a Bookmark, J-Tools will grab the page or document title which may not always be appropriate so you may wish to rename it to something you can easily remember.
When focused on a Bookmark you want to rename, press the J-Tools Key followed by the letter R.  J-Tools will ask you to please wait and then you will be placed into an Edit Box where you can give the Bookmark a new name.  Type it in and press Enter.  J-Tools will confirm the new name of the Bookmark.

To delete a Bookmark from one of the lists, focus on the Bookmark you want to delete, press the J-Tools Key followed by the Delete Key and the Bookmark is history!  We will cover the renaming and deleting of Bookmarks in more detail later.

Text Capture Bookmarks

In our next exercise we will look at using the text capture type of Bookmark on the Internet.  As in Microsoft Word, this type of Bookmark will take note of the text on the line and locate it for you even if the text is in a different position.  Since the Internet is a fluid place and web pages are constantly being updated this is a very useful feature.  In this exercise, we will look for a book on the Audible.com web site.  This is a very busy site that changes often and is, therefore, a good candidate for Bookmarks that capture text instead of location.
1. Navigate to 
www.audible.com.
It will not matter if you are not a member of Audible or if you’re logged in for this exercise.

2. From the top of the page, press the letter E to locate the Search Edit Field.

3. Go into Forms Mode by pressing Enter and type the following: 
“Pillars of the Earth”,
without the quotation marks and press Enter.

4. When the page loads, Press the letter H twice, and you should land on a line that reads, “Refine search results.”
5. Place a text capture Bookmark number 2 on this line of text by pressing the J-Tools Key followed by shift+2.

6. Next press the letter G Key to move to the next graphic and you will be on the first item returned by your search.

7. Press Enter on this link to get the details about the book.

8. When the resulting page loads, you may find the description of the book by pressing the figure 1 to locate the first level 1 heading, followed by two presses of the figure 2.
9. This line of text always begins the annotation but it is not always in the same location on the page.  Therefore, set a Bookmark 1 to this line of text by pressing the J-Tools Key followed by Shift+1.

Renaming Bookmarks

Before we go any further, let’s look at renaming the Bookmarks you just set so that they are more meaningful.
1. Bring up the list of Bookmarks numbered 1 by pressing the J-Tools Key then ALT+1.  Unless you renamed them previously you should have one item with the title of your favourite search engine and one called “Pillars of the Earth”.  Remember that we set a Bookmark numbered 1 on the line containing the text “Publisher’s Summary”, on the page giving details about a book on Audible.com.
2. Focus on this Bookmark and press the J-Tools Key followed by the letter R.

3. J-Tools will ask you to wait and then you’ll be in an Edit Field where you can type a new name for this Bookmark.  Rename it to Publisher’s Summary for Audible.com and press Enter to save the changes.

4. Next, bring up a list of Bookmarks numbered 2 by pressing the J-Tools Key followed by Alt+2.

5. In the list that appears, locate the item entitled “Search Results, Pillars of the Earth”.

6. Press the J-Tools Key followed by the letter R.

7. J-Tools will place you in the edit field where you can rename the Bookmark.

8. Call it “Search Results, Audible.com”.

9. Press Enter to complete the renaming of the Bookmark.

Using Text capture Bookmarks, Part 2

Now let’s put our Bookmarks to work.

1. Open the audible.com web site.

2. When the page loads, press the letter E to locate the Edit Field where you can type in search terms.

3. Go into Forms Mode by pressing Enter and type 
“Dean Koontz”.

4. Press Enter and the page will load.

5. Locate the Bookmark 2 you set for the audible.com web site by pressing the J-Tools Key followed by the number 2.

6. J-Tools should jump right to the Bookmark and speak the line, “Refine search results”.

7. Press the letter G until you find a book that sounds interesting.

8. Press Enter on the book about which you wish to learn more.

9. When the page loads, locate Bookmark 1 by pressing J-Tools Key followed by the number 1.

J-Tools will immediately locate the line that begins the description of the book.


Automatic Bookmarks

From our previous exercise with text capture Bookmarks you can see that the J-Tools Bookmarks facility can greatly streamline your web browsing experience.  But it gets even better.  Bookmarks numbered 1 have a unique feature.  You can instruct J-Tools that, as soon as a page on which you have set a Bookmark 1 loads, you want it to automatically locate the Bookmark and perform the specified action.  You can set these options from the Bookmark Manager.  The Bookmark Manager, as the name suggests, is the central repository for the management of J-Tools Bookmarks.

Bring the Bookmark Manager into focus by pressing the J-Tools Key followed by the letter B.  The Bookmark Manager will appear.
There are nine items in the Bookmark Manager, all of which we will examine shortly.  For now, press “Down arrow” and you will be on the item called, “Automatically set focus to J-Tools Bookmark 1 within Microsoft Internet Explorer”.  By default this is disabled.  You can enable it by pressing the Space Bar.
Move down four lines and you will find an option called “Bookmark reading options within Microsoft Internet Explorer”.  Here, you can instruct J-Tools as to the action you wish it to take when locating Bookmarks.  The choices are:

· Say character

· Say word

· Say line

· Say sentence

· Say paragraph

· Say all 

· Activate element.

You can press the Spacebar to cycle through these choices.  For this exercise, choose to have J-Tools “Say All” once it locates the Bookmark.

1. Return to the audible.com web site: 
www.audible.com
2. Press the letter E to locate the Search Edit Field.  Go into forms mode and type
“Water for Elephants”, 
without the quotation marks and press Enter.

3. When the page loads, press J-Tools followed by the number 2.  Your focus should instantly be placed on the line of text that reads “Refine search results”.

4. Press the letter G to locate the next graphic on the page.  This should be the name of the book for which you just searched.

5. Press Enter to open a page with details about the book.

6. Since you have Bookmark 1 set at the spot where the description begins and you have J-Tools set to “Say All” when it locates a Bookmark, that’s all you have to do.  Just sit back and let J-Tools do the rest.

It is easy to see that taking advantage of the J-Tools Bookmarks feature can make your web surfing much cleaner and more enjoyable!

Full Address versus Domain

Another option you have with J-Tools Bookmarks is to either capture the full address of the web page when you set the Bookmark or to only capture the domain.  This option is the seventh one down in the Bookmark Manager and it is called “Set the Bookmark to capture the full web page address”.  You may either press the Down Arrow until you locate this option or press the letter S to jump immediately to it.  By default this option is disabled.  In its default state, Bookmarks that you set will apply to all web pages of a given domain.  If you are setting Bookmarks for a web site in which you will be visiting many different pages that belong to the site domain, you will want to capture only the domain.  This would be the case for sites such as those belonging to newspapers or sites where you will be doing many searches.
When setting Bookmarks in our earlier exercises you might have noticed J-Tools speaking the word “Domain”, as you set the Bookmarks.  In this situation, the full address of the pages which display the results of a search will be different every time but your Bookmarks will still work.

So, when would you want to capture the full web page address?  A good example of this might concern a site which has a log in page.  If you set a Bookmark to locate the first field where you enter your log on credentials, you can have that Bookmark work on that page of the domain and only that page.
Speaking Bookmarks

There may be situations in which you would like to have a Bookmark spoken but do not necessarily want to move to the Bookmark.  You can accomplish this with the Keystrokes J-Tools Key followed by Windows Key+X where X represents Bookmarks 1 through to 5.  An example of the usefulness of this function can be seen, for example, on a banking web site.  You could set a Bookmark to move to and read your balance.  Then, if you are located in a different part of the page and want to just hear your balance without necessarily disturbing the location of the cursor, you can do so.

Activate Element

In addition to speaking a specific text segment when a Bookmark is encountered, J-Tools can be instructed to activate any one of a number of web page elements if a Bookmark has been set on a Link, an Edit Field, a Check Box, a Combo Box, a Button or a Radio Button.
If the specific web page element for which a Bookmark has been set is a Link, the Link will be activated.  If it is any of the previously stated form fields, J-Tools will activate the element and will enter Forms Mode, announcing the activation of this mode automatically.
To activate this function, focus upon any web page and press the J-Tools Key followed by the Dash sign to the immediate right of the figure 0.  This Keystroke rotates between each of the functions controlling what will happen when a Bookmark is focused.  Press this Key combination repeatedly until J-Tools announces “Bookmark Activate Element”.  This can also be achieved through the Bookmark Manager as described earlier.

Please work through the following exercise to use the Activate Element facility:
1. From the Audible.com Home Page, press the JAWS Key+F7 to bring all the Links derived from the focused web page into a vertical list.

2. Press the letter C until JAWS announces “Customer Support”.

3. Press ALT+M to activate the “Move to Link” button.  This moves focus to the “Customer Support” Link without activating it.

4. Press the J-Tools Key then shift+2.  The reason for assigning this to Bookmark 2 will become clear shortly.

5. Next, press the J-Tools Key followed by the Dash sign until JAWS says “Bookmark Activate Element”.
6. Press ALT+Home to move to your Internet Explorer home page.

7. Press Control+O to open a new web page, type
www.audible.com
and press Enter to move to the Audible.com web site.

8. When the page is available to you, press the J-Tools Key then number 2 which will move to the Link entitled “Customer Support” and it will be activated automatically.

Note that great care should be taken when using the Activate Element function to ensure that Links are not inadvertently activated or to avoid “Forms Mode” being enabled.  Only enable this Bookmark behaviour when you are certain that, when you move to a Bookmark, the specified element if located should be activated.  It is for this reason that it is very easy to switch to a different Bookmark behaviour by pressing the J-Tools Key then the Dash sign repeatedly resulting in the new behaviour being made active.  This is why we did not set Bookmark 1 on the “Customer Support” Link because doing so could cause J-Tools to try and activate the Link immediately after the page loads which for some slower computers could cause some difficulty.

The Bookmark Manager

The Bookmark Manager is a Dialog Box consisting of five controls.  When you deploy the Bookmark Manager by pressing the J-Tools Key followed by the letter “B” your focus will be on the tree of the nine options that comprise the Bookmark Manager.  These options are:

· Automatically Set Focus to J-Tools Bookmark 1 within Microsoft Word.
· Automatically Set Focus to J-Tools Bookmark 1 within Microsoft Internet Explorer.

· Announce the Presence of Bookmarks Within a Document, Web Page or Domain.

· Indicate Bookmark Numbers.

· Bookmark Reading Options within Microsoft Word.

· Bookmark Reading Options within Microsoft Internet Explorer.

· Set the Bookmark to Capture the Full Web Page Address.

· Delete Bookmarks From the Current Page or Document.

· Delete All Bookmarks for the Current Application.
J-Tools will inform you of the current setting of each option as the option gains focus.

The next control, reached by pressing the Tab Key, is a help window.  When you tab into this control, J-Tools will automatically read the first line of the help text.  Use your standard reading Keys to read the subsequent lines.  This help text contains information not only relating to how the option functions, but also on the default setting for the option.

The next control is called “Expand tree view”, and is not currently used.

The final two controls are buttons, a “Close” button and an “Execute” button.  You may press the spacebar on either of these buttons to close the Bookmark Manager and save any changes you have made.  The default button in this dialog is the “Close” button so you can simply press Enter when you have made your changes and the Bookmark Manager will save your changes and close.

Let’s look at each of the items in the Bookmark manager more closely.

Set Focus to J-Tools Bookmark 1 within Microsoft Word

When this option is enabled, J-Tools will automatically move to the position set on a specific document pertaining to Bookmark 1 if it exists.  J-Tools will advise you when the Bookmark has been located, and will then perform the action which has been set as to what should happen when a Bookmark gains focus, for example to read the current line or paragraph.  This option is particularly useful perhaps when reading a book within Microsoft Word.  Prior to leaving the Microsoft Word document, set Bookmark 1 by pressing the J-Tools Key followed by Control+1 which records the exact position of the cursor.  If the option we are now discussing is enabled, J-Tools will automatically move focus to the Bookmarked cursor position when the document loads without you having to do anything at all!

This option is disabled by default so J-Tools will not locate Bookmark 1 automatically.

Automatically Set Focus to J-Tools Bookmark 1 within Microsoft Internet Explorer.
When this option is enabled, J-Tools will move to the position set on a specific web page pertaining to Bookmark 1 if it exists.  J-Tools will advise you when the Bookmark has been located, and will then perform the action which has been set as to what should happen when a Bookmark gains focus, for example to read the current line or paragraph.

This option is disabled by default so J-Tools will not locate Bookmark 1 automatically.

Announce the Presence of Bookmarks within a Document, Web Page or domain

When enabled, J-Tools will announce the presence of Bookmarks within a Microsoft Word document, web page or domain.  When the item gains focus, J-Tools will announce the word "Bookmarks".

This option is enabled by default so the presence of Bookmarks will be announced automatically.
Indicate Bookmark Numbers

When enabled, J-Tools will speak the Bookmark numbers assigned to each web page or domain.  For example, if Bookmarks numbered 1 and 3 had been set for a specific web page, when JAWS announces the number of Links and Headings on the page it will also announce the presence of Bookmarks followed by the numbers 1 and 3.
This mode is disabled by default so the numbers assigned to the Bookmarks which have been set will not be announced automatically.
Bookmark Reading Options within Microsoft Word

Press the Space Bar repeatedly to move through the available choices to determine what happens when a J-Tools Bookmark is encountered within Microsoft Word.  The choices are to read the character, word, line, sentence, paragraph or say all.

The default option is to read the current line.

Pressing the J-Tools Key followed by the letter C will verify the setting which is in place.
Bookmark Reading Options within Microsoft Internet Explorer

Press the Space Bar repeatedly to move through the available choices to determine what happens when a J-Tools Bookmark is encountered within Microsoft Internet Explorer on web pages.  The choices are to read the character, word, line, sentence, paragraph, Say All, or to activate a focused element such as a Link or Form field.
The default option is to read the current line.

Set the Bookmark to Capture the Full Web Page Address

When this option is disabled, and when setting Bookmarks, the web site domain will be captured, which is useful when setting Bookmarks on pages giving search results and where the page address changes frequently.  When enabled, J-Tools will capture the full web page address (URL) so that Bookmarks can be set to a specific page.
This option is disabled by default so the web site domain will be captured rather than the full address of the page.
Delete Bookmarks from the Current Page or Document

When activated, this function will delete any J-Tools Bookmarks which have been set for the currently focused document or web page.
Delete All Bookmarks for the Current Application

When activated, this function will delete any J-Tools Bookmarks which have been set for the currently running application.  Be sure that the program or file from which you wish to delete Bookmarks is in focus, and then activate this function.
Table of Bookmark Keystrokes

The following table is a comprehensive list of all the Keystrokes which can be used to control all aspects of J-Tools Bookmarks.

	Keystroke
	Description

	J-Tools Key then B
	Brings the Bookmark Manager into view

	J-Tools Key then X
	Locates a Bookmark of the given number. X represents a number from 1 to 5

	J-Tools Key then CTRL+X
	Sets a position capture Bookmark of the given number, X represents a number from 1 to 5

	J-Tools Key then Shift+X
	Sets a text capture Bookmark of the given number.  X represents a number from 1 to 5

	J-Tools Key then Alt+X
	Places Bookmarks of a given number into a list.  X represents a number from 1 to 5

	J-Tools Key then O
	Places all the Bookmark numbers which have been assigned to the given page or document into a vertical list

	J-Tools Key then Delete
	When in a list of Bookmarks, deletes the focused Bookmark

	J-Tools Key then R
	While in a list of Bookmarks, brings into view an edit field in which you can rename the focused Bookmark

	J-Tools Key then Windows Key+X
	Speaks a Bookmark of a given number without disturbing the cursor. X represents a number from 1 to 5

	J-Tools Key then C
	Gives the current status of what J-Tools will do when it locates a Bookmark, for example, Say the line, sentence, or activate an element, etc.


Conclusion

In this chapter you have learned about J-Tools Bookmarks and used them in several real life examples.  The exercises in this chapter have given you a foundation for using the Bookmarks.  J-Tools Bookmarks are very powerful and you may discover new uses for them as you begin to use them regularly.

Chapter 7:  J-Tools Utilities
Introduction

There are a number of other small functions within J-Tools which so far have not been documented.  These features either extend functionality which is already part of the JAWS program or provide additional information of benefit to you when working within word processing, Email or Internet-based situations.  This Chapter describes these utilities in detail.

J-Tools Utilities

As we discovered within Chapter 2, pressing the J-Tools Key followed by H places you within Hotkey Help mode with a series of Links denoting the various Keystroke categories.  One of the categories is entitled “J-Tools Utilities” and when activated provides you with further Links described as follows:

· Backing-up JAWS files and Dragon NaturallySpeaking Speech Files (if appropriate) to drive C.  Pressing Enter on this Link will cause a backup of the various settings files relative to your Windows User Account to drive C (the local hard disk on your computer).  A copy of any Text Notes, Shortcuts, Contacts, J-Clips, Twitter usernames and Bookmarks you have created will also be copied to this drive.  This is useful if you wish to keep a copy of these files perhaps for later restoration should you need to repair J-Tools-related programs at any time.  The files are stored in the folder
C:\TTConsult
· Restoring JAWS files and Dragon NaturallySpeaking Speech Files (if appropriate) from drive C.  This function restores any files which have previously been backed up using the backup feature described above.  These files must be located on drive C.  So if JAWS (or Dragon NaturallySpeaking) has been “repaired”, and J-Tools has been reinstalled, activating this option would restore all your JAWS settings, Dragon NaturallySpeaking Speech Files, Text Notes, Shortcuts, Contacts, J-Clips, Twitter usernames  and Bookmarks.

· Backing up JAWS files, Dragon NaturallySpeaking Speech Files (if appropriate), Text Notes, Shortcuts, Contacts, J-Clips, Twitter usernames and Bookmarks to a selected drive.  This option allows you to make a copy of your settings files relative to your Windows User Account to an external drive, such as a network source or a USB storage device.  Activating this option brings into view an Edit Field requesting that you type the drive letter of the external source.  Type it in and press Enter.  A copy of the relevant files will then be made.  This is useful if you wish to keep a copy of these files perhaps for later restoration should you need to repair J-Tools-related programs at any time.  The files are stored in the folder
Drive Letter:\TTConsult
where Drive Letter is the external source.
· Restore JAWS files, Dragon NaturallySpeaking Speech Files (if appropriate), Text Notes, Shortcuts, Contacts, J-Clips, Twitter usernames and Bookmarks from selected drive.  Pressing the Enter Key again will bring into view an Edit Field where the requested drive letter should be entered of an external source containing a backup copy of your JAWS files, Dragon NaturallySpeaking Speech Files, Text Notes, Shortcuts, Contacts, J-Clips, Twitter usernames and Bookmarks.  Type the drive letter and press Enter and the restoration will be made.

· Backing up Text Notes, Shortcuts, Contacts, J-Clips, Twitter usernames and Bookmarks Only to Drive C.  As the title suggests, this function will make a backup of your Text Notes, Shortcuts, Contacts, J-Clips, Twitter usernames and Bookmarks to drive C.  This is useful if you wish to restore them at any time via the Restore function described below.  For example, if you wish to uninstall J-Tools and JAWS, then reinstall the software, your Text Notes, Shortcuts, Contacts, J-Clips, Twitter usernames and Bookmarks will still be on drive C and can be restored.

· Backing up Text Notes, Shortcuts, Contacts, J-Clips, Twitter usernames and Bookmarks Only to a selected drive.  As the title suggests, this function will make a backup of your Text Notes, Shortcuts, Contacts, J-Clips, Twitter usernames and Bookmarks to a selected drive, such as an external USB device.  This is useful if you wish to transfer them to another computer via the Restore function described below.  You are prompted for the letter of the drive containing the external device to which the backup should be made.
· Restore Text Notes, Shortcuts, Contacts, J-Clips, Twitter usernames and Bookmarks from Drive C.  This function allows you to restore Text Notes, Shortcuts, Contacts, J-Clips, Twitter usernames and Bookmarks previously backed up on drive C.

· Restore Text Notes, Shortcuts, Contacts, J-Clips, Twitter usernames and Bookmarks from a selected drive.  This function allows you to restore Text Notes, Shortcuts, Contacts, J-Clips, Twitter usernames and Bookmarks previously backed up on a selected drive, such as an external USB device.  You are prompted for the letter of the drive containing the files previously backed up.

· Restore J-Tools settings to their defaults.  Activating this final Hyperlink will restore all J-Tools settings to their defaults including those which have been previously set within the Bookmark Manager.

Microsoft Internet Explorer and Mozilla Firefox Utilities

As a JAWS user, you will know that Freedom Scientific have built into the program a vast variety of Keystrokes which can be used to assist you when browsing through the content of web pages.  Indeed, we have referred to some of these within this User Guide.  There are “Quick Navigation Keys” which move to the next or previous instance of a particular element (such as an Edit Field or Graphic), and there are also Keystrokes to bring into view a list of specific elements.  But what if you are reading a page and you wish to move directly to the first or last element of a particular type?  J-Tools makes this possible.

When focused on a web page within Microsoft Internet Explorer or Firefox, pressing the Left Bracket Key (to the immediate right of the letter P without the Shift Key being held down) followed by a predefined Keystroke will move to the first instance of an element, and pressing the Right Bracket Key (two Keys to the right of the letter P without the Shift Key being held down) followed by a designated Key press will move to the last element of a given type.  Particularly moving to the first instance of an element is very useful for orientation purposes.  For example, on the Google web site, you may always wish to move to the first available Edit field and pressing the Left Bracket Key followed by the letter E will do this for you.

Every effort has been made to ensure that the Keys you press to move to the first or last instance of an element are in line with those which Freedom Scientific have defined as part of their “Quick Navigation Keys” when reading web pages.  For example within JAWS, the letter T moves  to the next available Table if one exists, and within J-Tools the Left Bracket Key followed by T will move to the first instance of a Table.
Table of Microsoft Internet Explorer and Mozilla Firefox Keystrokes
The following Table provides a complete list of all the J-Tools additional Keystrokes for working within Microsoft Internet Explorer or Mozilla Firefox.
	Keystroke
	Description

	J-Tools Key then M
	Checks the status of forms mode

	J-Tools Key then I
	Speaks information concerning web page components

	J-Tools Key then Windows+A
	First Anchor

	J-Tools Key then Windows+B
	First button

	J-Tools Key then Windows+C
	First Combo box

	J-Tools Key then Windows+D
	First Division

	J-Tools Key then Windows+E
	First Edit

	J-Tools Key then Windows+F
	First form field of any kind

	J-Tools Key then Windows+G
	First Graphic

	J-Tools Key then Windows+H
	First heading

	J-Tools Key then Windows+I
	First list item 

	J-Tools Key then Windows+K
	First place marker

	J-Tools Key then Windows+L
	First list

	J-Tools Key then Windows+M
	First frame

	J-Tools Key then Windows+O
	First Object

	J-Tools Key then Windows+Q
	First block quote

	J-Tools Key then Windows+R
	First radio button

	J-Tools Key then Windows+T
	First table

	J-Tools Key then Windows+U
	First unvisited link

	J-Tools Key then Windows+V
	First visited link

	J-Tools Key then Windows+X
	First check box

	J-Tools Key then Control+Windows+A
	Last Anchor

	J-Tools Key then Control+Windows+B
	Last button

	J-Tools Key then Control+Windows+C
	Last Combo box

	J-Tools Key then Control+Windows+D
	Last Division

	J-Tools Key then Control+Windows+E
	Last Edit

	J-Tools Key then Control+Windows+F
	Last form field of any kind

	J-Tools Key then Control+Windows+G
	Last Graphic

	J-Tools Key then Control+Windows+H
	Last heading

	J-Tools Key then Control+Windows+I
	Last list item 

	J-Tools Key then Control+Windows+K
	Last place marker

	J-Tools Key then Control+Windows+L
	Last list

	J-Tools Key then Control+Windows+M
	Last frame

	J-Tools Key then Control+Windows+O
	Last Object

	J-Tools Key then Control+Windows+Q
	Last block quote

	J-Tools Key then Control+Windows+R
	Last radio button

	J-Tools Key then Control+Windows+T
	Last table

	J-Tools Key then Control+Windows+U
	Last unvisited link

	J-Tools Key then Control+Windows+V
	Last visited link

	J-Tools Key then Control+Windows+X
	Last check box


Of particular interest in the Table above is the “Information Key” activated by pressing J-Tools Key followed by I.  This also functions within Microsoft Word, but in respect of Internet Explorer or Firefox, JAWS will speak:

· Whether Bookmarks are available for the page or domain.  This information is only spoken if the relevant option has been set within the Bookmark Manager;

· The numbers which have been assigned to Bookmarks for a page or domain.  This information is only spoken if the relevant option has been set within the Bookmark Manager;

· Whether Forms Mode is active;

· The number of Headings, Links, Frames, words and characters on the page;
· The number of lines on the page in total and the current line number where the cursor is placed, such as “line 2 of 34”.  This is particularly useful since you can immediately determine how far through the page you are located.
Microsoft Word and Microsoft Outlook Email Utilities
As with Microsoft Internet Explorer, there are a number of utilities which have been specially designed for use within Microsoft Word and Microsoft Outlook.  

Prior to the keystrokes being listed, you should note that, when you open an e-mail message in Microsoft Outlook, JAWS will no longer announce the window title (which typically is the message subject) and that the message is “read only”.  The suppression of this information will allow messages to be processed quickly particularly if messages are set to read automatically – a setting which can be enabled through the “Quick Settings” Dialog Box (JAWS Key+V).

Table of Microsoft Outlook and Microsoft Word Keystrokes

The following Keystroke descriptions in the Table below are self-explanatory as to their purpose.

	Keystroke
	Description

	J-Tools Key then I
	Speaks information about the document

	J-Tools Key then W
	Speaks the total number of words in the document

	J-Tools Key then N
	Speaks the currently focused page number of the document

	J-Tools Key then N
	When within a Microsoft Outlook Email message, JAWS skips the signature of the message and sets focus to the original message under the text of the new message

	J-Tools Key then Semi-Colon
	Copies the original message sender’s Email address to the Windows Clipboard, even if the message has originated from an Internet mailing list (not available in Microsoft Outlook 2010)

	J-Tools Key then Control+V
	Within Microsoft Outlook 2007 or 2010, the “View in Browser” facility is activated. This keystroke sequence should be activated when a message composed in HTML format is opened.  The content of the message is then placed into an Internet Explorer browser window which makes it easier to read.  Press ALT+F4 to close the window and return to the message body.

	J-Tools Key then Control+R
	From within any application, press this key combination to set focus to the Microsoft Outlook Appointment Reminder Window if it is displaying a message.


Varying the Speed of Speech
While it is true that pressing the standard JAWS keystrokes ALT+Control+Page Up/Page Down will increase/decrease the rate of speech output, this is only changed on a temporary basis.  When an alternative computing application gains focus, the speed of speech is returned to the default.

Pressing the J-Tools Key followed by Page Up or Page Down will change the rate of speech permanently.  Even if the computer is re-started, the newly selected speed of speech will be maintained.

Dropbox
Dropbox is a file syncing utility available from

www.dropbox.com
which allows you to share files and folders between computers privately or publicly.

Table of Dropbox Keystrokes

The following keystrokes can be used for different Dropbox related functions from within any application.

	Keystroke
	Description

	J-Tools key then D
	Advises of Dropbox status, such as file transfers

	J-Tools key then Control+D
	Activates the Context Menu for Dropbox

	J-Tools Key then ALT+D
	Sets focus to the Dropbox primary folder


Changing Levels of Punctuation

Pressing the J-Tools Key then P will cycle between the four available JAWS punctuation modes:  “none”, “some”, “most” and “all”.

Using Twitter Clients

Twitter is a social networking or micro-blogging tool which allows you to compose short status updates of your activities in 140 characters or less.  Twitter is a way for friends, family and co-workers to communicate and stay connected through the exchange of quick, frequent messages.  You can restrict delivery of updates to those in your circle of friends or, by default, allow anyone to access them. 

The question which Twitter asks is “what are you doing?”  A literal answer to that question is sometimes used for conveying even mundane activities, (such as “I am eating a sandwich”), however there are a large number of other ways in which Twitter can be used, for example for exchanging messages, for promoting products, to name two of many.

You can monitor the status of updates from your friends, family or co-workers (known as following), and they in turn can read any updates you create, (known as followers).  The updates are referred to as Tweets.  The Tweets are posted to your Twitter profile or Blog and are searchable using Twitter Search.

A number of very useful J-Tools utilities exist allowing you to substitute Twitter usernames for a real name or a phrase which you can associate with a user.  Twitter usernames can be difficult to remember and accessing a list of them makes referring to people far easier.  In addition, the term you create can automatically be added to the JAWS dictionary if you wish so that it is pronounced when the username is encountered.  The J-Tools utilities in this regard can be used in any text edit environment, such as the Edit Field of the Twitter web site or perhaps a Twitter client.

Using the Twitter Username Utilities

Many Twitter usernames are either long or complicated to type.  Some of them are not logical. For example, they do not consist of the person’s first and last names concatenated together as a single word.  J-Tools makes it easy for you to store and recall Twitter usernames using a word or phrase of your choosing.

Let us assume that you would like to send a Tweet to T&T Consultancy Ltd.  The Twitter username is 

tandttechnology

And so ordinarily this would be typed into the Twitter composition Edit Field preceded by a letter “D, then a space, or the “At” sign.  Using J-Tools, we can assign a more user-friendly name to the Twitter screen-name.  Even better than that, at the end of the process you are given the opportunity of adding the Twitter username to the JAWS Dictionary in order that it can be pronounced as a proper name or as a short-form.
· In order to store (and make use of) the user-friendly name, we need to copy the Twitter username to the Windows Clipboard.  This can be done by typing the username into any Edit area, selecting it and then copying it, or copying it from the Edit Field of your Twitter client. 
Now we will store the username:

1. Press the J-Tools Key then Control+Shift+T.  

2. An Edit Field appears requesting you to type a meaningful name to substitute as the Twitter username.  In this example, type “T and T”.

3. Press Enter and the name will be saved.  A Dialog Box will then appear, asking if you would like the name to be added to the JAWS Dictionary.  Press the Letter Y for “Yes” or N for “No”, whichever is appropriate.  If “Yes” was selected, the name will be added.  This means whenever a Tweet gains focus containing the Twitter username you have added, JAWS will pronounce it as the more user friendly name instead.
When focused within the composition field of your Twitter client, (when creating a new Tweet or replying to an existing one), either:
1. Press the J-Tools Key followed by Control+Shift+M.  This will bring into view a list of meaningful names previously stored.  We will choose one of the names from this list in order to mention someone when composing the update, in this case, our company.  Select the “T and T” item from the list, either by pressing Down Arrow until it is reached, or by using first letter navigation.  When the name is located, press Enter.  The cursor will be placed after the syntax “@tandttechnology”.

2. Press the J-Tools Key followed by Control+Shift+D.  This will bring into view a list of meaningful names previously stored.  We will choose one of the names from this list in order to send a Direct Message, in this case, to our company.  Select the “T and T” item from the list, either by pressing Down Arrow until it is reached, or by using first letter navigation.  When the name is located, press Enter.  The cursor will be placed after the syntax “d tandttechnology”.

Selecting a name in this way makes sending Direct Messages to (and mentioning) people very easy to do.

Table of Twitter Utilities Keystrokes
The following table gives a list of keystrokes you can use with J-Tools and Twitter.

	Keystroke
	Description

	J-Tools Key then Control+Shift+T
	Allows you to give a Twitter username a more meaningful name

	J-Tools Key then Control+Shift+M
	Allows you to select a name from a list of those previously stored in order to mention a person in an update

	J-Tools Key then Control+Shift+D
	Allows you to select a name from those previously stored in order to send a person a Direct Message


Program Markers

A Program Marker is a bookmark to an application which is currently open.  You can set up to four Program Markers.  Press the J-Tools Key then Control+7 through to Control+0 to set Program Markers 1 through to 4 respectively.  Press the J-Tools Key then the figures 7 through to 0 to locate each of the Program Markers 1 through to 4 respectively.

Let us assume you wish to grab some information from a website and paste it into a document.  The concept is that you would:

1. Create the email message and set it to Program Marker 1 by pressing the J-Tools Key then Control plus the figure 7.

2. Go to the web page and copy the text from it.

3. Locate Program Marker one, the email message, by pressing the J-Tools Key then the figure 7 and then paste the text.

Summary of Part One
We very much hope you enjoy working with J-Tools.  Remember that your ideas and thoughts concerning features which will help you as a JAWS screen-reader user are valuable to us so that we can improve the J-tools experience for everyone.  Please contact us with suggestions by Email at

enquiries@tandt-consultancy.com
If you plan to use J-Tools Dictate, please proceed to Part Two of this User Guide.

Part 2:  Using J-Tools Dictate
Introduction

In this part of the J-Tools User Guide, we will fully describe how to use Dragon NaturallySpeaking in conjunction with J-Tools to dictate text into your computer within our primary supported applications:  Microsoft Word, Microsoft Outlook, Microsoft Internet Explorer and Mozilla Firefox.  You will remember that this component of the product is known as J-Tools Dictate.
Before You Begin

In order to use J-Tools Dictate, you will need to purchase and install Dragon NaturallySpeaking Premium or Professional.  The version of Dragon NaturallySpeaking to be used is 11.0.
When you purchase Dragon NaturallySpeaking, it comes equipped with a headset/microphone.  However in many situations a Headset/Microphone of higher quality may be required or desired.  For information about higher quality Headset/Microphones please contact your J-Tools supplier.
Please note:  J-Tools Dictate does not give you the ability to control the computer using your voice.  While Dragon NaturallySpeaking does contain a suite of commands which will allow you to carry out computer control, J-Tools Dictate, (as the name implies), does not support them.  It supports only the dictation of text.  Computer control should be carried out using the keyboard.  For anyone wishing to carry out full computer control with the voice, please contact your J-Tools supplier who can advise you of an appropriate solution.

Chapter 9:  Computer Configuration for use with J-Tools Dictate

Installing Dragon NaturallySpeaking
We will now install Dragon NaturallySpeaking.  This should be carried out when J-Tools has been successfully installed and activated.

Ordinarily, Dragon NaturallySpeaking is provided either on a DVD-ROM or a series of CD’s.
Prior to commencing the installation of the software it is crucial that 

· You have the Dragon NaturallySpeaking Serial Number to hand, which is located on a sticker on the package in which the Dragon NaturallySpeaking media is contained.
· If you are intending to use a USB Soundcard for the Voice Input component of the system this should be connected to the desired USB Port at this time.  Note: best results are obtained via a USB2 port!
· The Headset/Microphone supplied with your copy of Dragon NaturallySpeaking or one alternatively purchased but compatible with Voice Recognition Technology is connected to the Soundcard which is to be used for Voice Recognition.  If a single Soundcard is to be used then most crucially the microphone jack needs to be connected to the microphone input of the active Soundcard.  Whether or not you connect the headphone and listen to your Speech Output via this or continue to listen to the output via your normal sound source is a matter of personal preference.  The Dragon NaturallySpeaking software only needs to detect the Microphone in order to function.

To install the Dragon NaturallySpeaking application, follow these steps.

1. Locate the Dragon NaturallySpeaking DVD or the first CD and place it in your DVD or CD-ROM Drive, whichever is appropriate.
2. The CD or DVD will, under normal circumstances, auto run and the Dragon NaturallySpeaking Installer will commence.

3. If the installation does not start automatically log on to the CD-ROM or DVD Drive, locate the “Setup.exe” program and press “Enter”.

4. Now follow the on-screen instructions in order to install the software.
5. During the installation we recommend selecting all of the Default options, including the “Full” Installation.
If using CD-ROM media to install the program, during the installation you will be advised when to insert the remaining CD’s into the CD-ROM drive.  The Dialog Box containing this information will present an “OK” Button in focus.  Insert the next CD as requested and then press the Space Bar to activate the “OK” Button.  The Dragon NaturallySpeaking install program will automatically detect the presence of the new CD and will collect the necessary data from it in order to continue with the installation.

It is strongly recommended that you register and activate your copy of Dragon NaturallySpeaking with Nuance as part of the installation process!  If this is not done during the installation process activation will be forced upon you the first time the application is started.
After the Dragon NaturallySpeaking software installation has completed you should re-start your computer.
The J-Tools Key

We have already learned the whereabouts of the J-Tools Key.  We will be using this extensively during the rest of the setup process as it takes a slightly different role.  The J-Tools Key will give you help and spoken guidance during the setup and voice training process.  Each time you need help, you only need to press the J-Tools Key once.  The keyboard will not wait for the next key to be pressed unlike the rest of the functions within J-Tools.  The help or spoken guidance will be given immediately.
Starting J-Tools Dictate for the first time

1. Press the Windows key together with the letter “D” to focus upon the “Windows Desktop”.
2. Press the letter D until the “Dragon NaturallySpeaking” shortcut is focused and announced by the JAWS software.

3. Press the Enter key to launch the program.

The J-Tools Dictate Copyright message will be spoken and/or displayed in Braille if you have a compatible Braille display.
You are now ready to create your Voice Profile. This is the means by which the Dragon software recognises your voice, and it’s through the ongoing development of this that high levels of dictation and control accuracy can be achieved.

From here on you can be guided through the installation and training via the J-Tools Key.

The J-Tools Key can be pressed as many times as necessary in order to repeat the spoken instructions which are announced by the JAWS For Windows screen-reading software.

The steps involved in creating the User Profile are described below.

First you will be asked for a name, this is the name by which this specific User Profile will be referred.  The User Profile may also be referred to as Speech Files.

Enter a name for the Voice Profile.  

Now press the Tab Key until the “Next” Button is reached and press the Space Bar to activate it.

The next screen is entitled “Select Your Age Group”.  The primary control on this screen is a Combo Box from which you should select your age group. Use the “Up/Down Arrow” Keys to move through the available choices.  JAWS will announce each item as you move to it.

Now press the Tab Key until the “Next” Button is reached and press the Space Bar to activate it.

The next screen is entitled “Help Dragon Understand the Words You Say” and relates to the regional accent with which you speak.  Use the “Up/Down Arrow” Keys to move through the available choices.  JAWS will announce each item as you move to it.

Now press the Tab Key until the “Next” Button is reached and press the Space Bar to activate it.

The next screen is entitled “Help Dragon Understand How You Pronounce Words”.  Use the “Up/Down Arrow” Keys to move through the available choices.  JAWS will announce each item as you move to it.

Now press the Tab Key until the “Next” Button is reached and press the Space Bar to activate it.

The next screen is entitled “How Do You Talk to Your Computer”, relating to the audio device being used for dictation.  The primary group of controls in this Dialog Box consists of a number of Radio Buttons.  Press the “Down Arrow” Key repeatedly to move through the available choices.  Typically, “USB Microphone” is selected.

Now press the Tab Key until the “Next” Button is reached and press the Space Bar to activate it.
The next screen contains a summary of all the options you have previously selected.  Press the J-Tools Key to hear the summary.  If any of the options are incorrect, use the “Back” Button repeatedly to move back through the previous screens whereupon you can change the options.

Now press the Tab Key until the “Create” Button is reached and press the Space Bar to activate it.

JAWS will now announce the screen caption “your profile is being created”.  A pause will then ensue of approximately 30 seconds duration while the initial Voice Profile is created.

What happens next will depend on how many Sound Systems the Dragon NaturallySpeaking software detects are installed on the computer.  If the software considers there to be more than one Sound System installed you will next be presented with the “Sound System Selection Screen”.

Here you will see a drop down list of the Sound Systems Dragon NaturallySpeaking detects are installed on the computer.  Be sure to select the Sound System which you intend to use for Voice Input from the list, then press the Tab Key until you reach the “Next” Button then press the Space Bar to activate this Button.  Again, the “J-Tools Key” can be used for guidance.

If only one Sound System is installed you will bypass this screen.

You have now reached the “Audio Set-up Wizard”.
At this point it is important to correctly position the microphone, as shortly you will need to speak in to it.  The microphone should be positioned at one side of your mouth, approximately two fingers width away from the mouth.  Placing the microphone in any other position than that described will result in poor speech recognition!

If using a non-headset based microphone please ensure you obtain advice from your J-Tools supplier regarding the correct positioning of the Microphone before proceeding.

Once the Microphone has been correctly positioned press the Tab Key until you reach the “Next” Button and once focused press the Space Bar.

Now press the “J-Tools Key”, and follow the instructions in the first step of the Audio Set-up, where the system will establish that an acceptable level of sound output is available from the microphone.  You need to speak into the Microphone for a short period of time.  It is not necessary to read the text which is displayed on the computer screen.  Clear language can be used.  If you are having difficulty in finding something to speak into the Microphone, simply say “Monday is the first day of the week, Tuesday is the second day of the week”, etc.  Note that if an “Error” Dialog Box appears while you are speaking into the microphone, press the Space Bar and continue speaking.

When the computer plays a “Ding” to indicate that an acceptable level of sound is present, press the Tab Key until you reach the “Next” Button, then press the Space Bar.

You now need to test the Sound Quality of the designated Soundcard.  Again press the J-Tools Key, and follow the spoken instructions.  You need to speak into the Microphone for a short period of time.  It is not necessary to read the text which is displayed on the computer screen.  Clear language can be used.  If you are having difficulty in finding something to speak into the Microphone, simply say “Monday is the first day of the week, Tuesday is the second day of the week”, etc.  Note that if an “Error” Dialog Box appears while you are speaking into the microphone, press the Space Bar and continue speaking.

As in the previous step, once the computer has played a “Ding” to indicate that the sound quality is acceptable, press the Tab Key until you reach the Next Button, then press the Space Bar. 

If the computer encounters any problems during the two previous steps you will need to ensure that:
· The microphone is connected correctly, 

· The correct Sound System has been selected, and 

· The microphone is correctly positioned.

At any point during this process the “Back” Button can be pressed and any step in the process can be repeated until a satisfactory set of results are obtained.

Now that the “Audio Set-up” has completed the Dragon NaturallySpeaking software ideally needs to be trained to recognise your voice in the context of the audio conditions you will be working in.  However, given the ongoing improvements in voice recognition accuracy, if necessary you can bypass the reading of the training text.

The primary control available as part of the screen in focus is a List Box comprising three choices:

1. “Show Text with Prompting”.  This will display the training text passage you need to speak into the microphone.  We will fully describe this in the paragraphs below in the event you wish to use it.

2. “Show Text without Prompting”.  This displays the same training text, however it is presented in an Edit Box which can be printed or read continuously on a Braille display.  This option is not recommended since it would be impossible for a visually impaired screen-reader user to accurately determine whether Dragon had successfully recognised the text being spoken.  The first method of training does give you that ability.

3. “Skip Training”, as the name suggests, allows you to bypass the reading of the training text entirely.  This option is highly recommended.  Voice recognition technology has dramatically improved over time to the extent that it is not necessary to work through a training passage in order to achieve high levels of voice recognition accuracy.  Superior results can be obtained by correcting words or phrases spoken into the computer which have not been recognised successfully.
If you would like to accept our recommendation, select the option “Skip Training” and press Enter.  Now proceed to the next heading in this User Guide, “When the Voice Profile Has Been Created”.  The rest of this section relates to reading the training text.

If you wish to undertake the training passage, select the first option, “Show Text with Prompting”.  Use the “Up/Down Arrow” Keys to select the first option and press the Enter Key to move to the next stage in the training process.

When the new screen is brought into view, press the “J-Tools Key” again and follow the spoken instructions.  You will now be required to speak two short sentences in to the system in order to progress to the Text Selection Screen.  Pressing the “J-Tools Key” will provide you with exactly what text needs to be spoken.  It may be useful to listen to the spoken instructions two or three times prior to pressing the “Go” Button and speaking the text.  Do this by simply pressing the “J-Tools Key” as many times as you need to.  You can reach the “Go” Button by pressing Tab repeatedly until J-Tools announces the title of the Button, then press the Space Bar.

When the “Go” Button is activated, J-Tools will automatically announce each sentence which you need to speak as and when Dragon NaturallySpeaking requires you to do so. 

For information the two sentences you will be required to speak are:

Sentence one:

“Welcome to general training”

Sentence two:

“Training is about to begin”.

Once this has been successfully accomplished you will be taken to the “Text Selection Screen” from where you will need to choose a passage of text to read for approximately ten minutes.

We would recommend using the first list item, called “What to Expect from Speech Recognition”, as in our experience this produces excellent initial levels of recognition.
To select a training text passage use the “Up/Down Arrow” Keys and when the passage you wish to read is selected, press the Enter Key to display the text and commence reading.  At this point, J-Tools will announce the words 

“Please press the J-Tools Key to hear the training text”.

Using the “J-Tools Key” to hear the text, simply repeat in to the Microphone what J-Tools reads to you.  If the software does not understand what you have said, the same text will be read back to you when pressing the “J-Tools Key” until it is understood.  Where possible the text being spoken has been broken down in to short easy to remember chunks.
During this process there are two crucial points to bear in mind.

1. Ensure you leave approximately three seconds between when you finish reading out a chunk of text and when the “J-Tools Key” is next pressed.
2. As well as the system listening to the way words are pronounced during the training process notice is also being taken of how one intonates.  So, when reading the text, try hard to naturally enunciate as this will ensure optimal results when you first start using the software.

Note that parts of this passage contain punctuation signs and voice commands which are required to be spoken.  At this stage the concept of dictating such terms may not be familiar to you which is one reason why we do not recommend working through the training text process with J-Tools.

If at any time during the training process you wish to pause, simply press the Tab Key until the “Pause” Button is focused and press the Space Bar to activate the Button.  Now if the “J-Tools Key” is pressed you will be reminded that the training process has been paused.

Additionally if at any time during the process you wish to know how much of the training has been completed press the “F12” Key and you will be notified in percentage terms how far through the process you have reached.

Finally as you reach the end of the process you will be informed of this via the JAWS Message Voice. 

Alternatively if you would prefer you could have someone read the text to you quietly with you repeating the words in to the Microphone.  People not used to listening to the JAWS For Windows speech may find this approach more acceptable.

When the training process is complete a “Congratulations” message will appear with an “OK” Button in focus.  Please press the Space Bar.

Now you have read the entire training text passage, (or alternatively if you chose to skip this process), you will need to wait for a few moments while the Dragon NaturallySpeaking Professional software creates your Voice Profile and vocabulary.

When the Voice Profile has been created
When the profile has been created, you will next be asked if you wish the software to examine your documents and E-Mail in order that it learns more about your writing style.  We would recommend that you uncheck these Check Boxes, as this process is, at this point, unnecessary and can cause some initial difficulties when you first begin to develop an effective dictation style.
Once unchecked, press the Tab Key until you reach the “Next” Button, then press the Space Bar to activate the Button.

The next screen in the setup process consists of a number of Buttons relating to how you should proceed.  These Buttons include taking you to the “What’s New in Dragon 11” screen and the “Dragon Tutorial”.  Press the Tab Key until the “Finish” Button is in focus and press the Space Bar to activate it.

Final Steps for Creating a Voice Profile
Prior to dictating text into the microphone, we recommend that you make a backup copy of your Dragon NaturallySpeaking Speech Files.

1. Press the J-Tools Key followed by H to invoke the J-Tools help system.

2. Select the link entitled “J-Tools Utilities”.

3. Select the link entitled “To backup the entire JAWS 12 Settings folder, Dragon speech files and J-Tools program files to drive C please activate this link “.  Pressing Enter on this link will indeed make a backup of the required files and you will be advised when the process is complete.

We now recommend that you restart your computer prior to using Dragon NaturallySpeaking.

Chapter 10:  Dictating into Microsoft Word
Introduction

In this Chapter we will first discuss some of the central concepts of J-Tools with which in order to function effectively you need to be familiar.  Then we will work through a dictation exercise so you can start talking to your computer to create some text!

Before Dictation

Firstly, please launch the Dragon NaturallySpeaking software from the shortcut located on the Windows Desktop:
1. Press the Windows Key+M to move to the Windows Desktop.

2. Press the letter “D” until Dragon NaturallySpeaking is announced.

3. Press Enter.

While Dragon is loading, the T&T Consultancy Ltd J-Tools Copyright message will be spoken.

When the Dragon software is fully loaded JAWS will speak the message “The computer is ready for you to talk to it”.  This informs you that your Voice Profile has been loaded successfully and that you are ready to begin talking to your computer.

Note, if several Dragon user Profiles exist J-Tools will inform you of this, presenting a list of Profiles. Use the Up/Down Arrow Keys to navigate to the desired profile followed by a press of the Enter Key to select the focused profile. The Profile will then load and when completed as before JAWS will speak the message “The computer is ready for you to talk to it”.

Note; all J-Tools messages are spoken using the JAWS message voice, to enable one to clearly differentiate between J-Tools messages and text being dictated.

Microphone Control

At this point it is important to correctly position the microphone as shortly you will need to speak into it.  The microphone should be positioned at one side of your mouth - approximately two fingers width away from it.  Placing the microphone in any other position than that described will result in poor speech recognition!

If using a non-headset based microphone, please ensure you obtain advice from your J-Tools supplier regarding its correct positioning before proceeding.

The microphone can be in any one of two conditions – “awake” or “asleep”, sometimes referred to as “active” and “passive” mode respectively.  At this point the microphone is “asleep”, meaning that it is not listening to what is being said.
J-Tools contains a keyboard command which enables you to check whether the microphone is “awake” or “asleep”.  This command is activated by pressing the J-Tools Key then the letter “M” for “microphone”.

When the microphone is “asleep” and the keyboard command is used, JAWS will announce “Microphone Sleeping” and conversely when the microphone is “awake” and analysing all words spoken and the keyboard command is used, JAWS will say “Microphone on”.
Effective control of the microphone is very important when working with J-Tools.  It is crucial to always be aware of the condition of the microphone through effective use of this keyboard command.

To activate and deactivate the microphone, press the Pause Key on the keyboard.  This is a toggle keystroke.  When the key is pressed, JAWS will confirm the new condition of the microphone by saying “Awake” Or “Asleep”.

Once the microphone is “awake” you can begin to dictate into the computer.

Effective use of the J-Tools Dictate software is highly dependent on understanding and mastering the effective control of the microphone.  The microphone should only be “awake” when you are actually dictating into the computer.  Leaving the microphone in this mode when you are not actively working with it can cause severe problems in terms of overall performance and speech recognition.

Echoing of Dictation
Before starting to use J-Tools it is important to explain how the system will, at this stage, echo back your dictation. 

When dictating, J-Tools will remain silent until you pause in your speech delivery.  At this point the system will echo back the text dictated from when you began dictation to when you pause.
If at any time J-Tools does not understand what was said, you will hear the words “I do not understand”.
Visually three question marks appear on the screen when this message is spoken, thus J-Tools is representing the presence of the three question marks via an easy to understand informational phrase.

The “I do not understand” message can be spoken for a variety of reasons:  for example because what was said was not recognised, because some extraneous background noise has been captured, etc.  If the message has been spoken just after you have said something, simply repeat your dictated phrase or command and under most circumstances it will be understood.

Whilst generally this information can be useful, in some situations it can prove either irritating or distracting, for example when dictating or controlling the computer in moderately noisy conditions.
For this reason the error reporting facility can be toggled on/off.  This can be achieved by pressing the J-Tools Key then Control+Shift+I for “I do not understand”.  You see, even within the context of dictation our keystrokes are easy to remember!
Dictating with J-Tools
Although J-Tools directly supports Email and Internet browsing applications, let’s use the supported word processing program, Microsoft Word, to achieve our first dictation exercise, and acquaint ourselves with the way J-Tools works.

Start the Microsoft Word program and ensure you are located within a blank document.

Now press the Pause Key.  JAWS will say “Awake”.

Now try to dictate some text.  It is important that, whilst you get used to using the software, you dictate in short strings of words.  For example, if a sentence can be logically divided up using punctuation, this is a good way to begin to dictate.

Try the following example.  Note, all punctuation should be dictated.  When you see the phrase “stop dictating”, please stop talking and listen back to J-Tools speaking what has been recognised.  If errors occur, please don’t at this stage worry about them; we will discuss the correction process in the next Chapter.  Where the term “full-stop” appears, J-Tools users using the “US English” vocabulary should substitute this statement with the word “period”.

“I am now speaking to my computer” (stop dictating)

“using a natural voice comma” (stop dictating)

“and at the same time” (stop dictating)

“listening to what has been recognised full-stop” (stop dictating)

“New-paragraph” (stop dictating and J-Tools will confirm that a new paragraph has been created)

“At the moment I am still getting used to talking” (stop dictating)

“rather than typing comma” (stop dictating)

“however I feel sure that with practice” (stop dictating)

“I will be able to save a great deal of time” (stop dictating)

“by taking advantage” (stop dictating)

“of this amazing combination” (stop dictating)

“of computer applications full-stop” (stop dictating).

Now put the microphone to sleep by pressing the Pause Key and JAWS will say “Asleep”.

Providing everything is working and the microphone is correctly positioned your recognition of the above text should have been reasonably accurate.
When you first start using the software it is important to use fairly straightforward vocabulary, increasing its complexity once you become used to working with the tools provided to educate the software which will be described within the next Chapter.

Tips on Effective Voice Usage
The following tips should assist you in developing effective use of your voice when working with the software.
1. Be sure to speak clearly and naturally when dictating, enunciating in your natural way.
2. Do not shout; speak at a normal volume at all times.  Shouting will simply confuse the software and could result in the developing of a poor Voice Profile.

3. If at any time you are unsure what to say or need to gather your thoughts, always put the microphone into “sleep” mode.  Only allow the microphone to be “live” when you are actually speaking to the computer.

4. Have a glass of water to hand.  Especially when using the computer with your voice for some time, drinking a small amount of water periodically will help to moisten your throat so as to ensure clear speech delivery.

Disabling Echo-Back of Dictation

If necessary, particularly if you are using a Braille display, the echo facility can be disabled.  Press the J-tools Key followed by Control+Shift+E.  This is a toggle action and can be pressed to enable or disable this mode.  The setting is remembered even when the computer is re-started.

Closing Down the Computer and Dragon NaturallySpeaking

Before you close down the computer, you will need to exit Dragon NaturallySpeaking.  This is very important since, if this is not done, the Speech Files you have recently trained could become corrupt.  It is always worth taking a back-up of your Speech Files periodically in the event this should happen, whereupon they can be restored.  Please refer to Chapter 13 for a full description of making a back-up copy of your Speech Files.

In order to close down Dragon NaturallySpeaking, please do the following:
1. Press Control+Shift+F12 to enter the Dragon NaturallySpeaking menu system.

2. Press Up Arrow once.

3. The menu item now in focus is entitled “Exit”.  Press Enter on this item.  Dragon NaturallySpeaking will be closed down and the Speech Files will be successfully saved.

Chapter 11:  Correcting Misrecognition

Introduction

During the process of dictation, the voice input software on your computer will inevitably make mistakes.  Sometimes these mistakes occur purely because the word you have dictated is not included in the system’s vocabulary, however other times errors can occur due to the fact that the software simply did not recognise what was heard.  At the moment, you are learning through this tutorial how to use the Dragon software.  In turn, it needs to learn from you information about how you pronounce different words and phrases.  We all have different ways of speaking, and regional accents certainly play a part in how effective the software performs from the outset.
In this Chapter, you will learn how to use the tools which over time have a profound impact upon the recognition accuracy you receive.  First, you will learn how to correct errors which have been made by using the “Correction Box” tool.  Next, you will learn that the “Spell Box” can be used into which words can be spelled, figures spoken or acronyms dictated.  Finally, certainly one of the greatest tools you have at your disposal is the ability to add words to the system’s vocabulary.

The “Correction Box”
One of the most effective ways of improving recognition accuracy is through use of the Correction System.  Indeed it is the Correction System which is the primary tool used by the software to effectively predict what was meant when the actual word spoken was not clearly understood by the software.

To correct recognition errors follow these steps:


1. Dictate a sentence including a word which you feel confident the system will not understand.

2. Listen back to the dictation, and when you hear an incorrect word use the command
“correct”
followed by the misrecognised word.
For example you dictate the phrase 
“Good morning Terry” 
and J-Tools speaks back 
“Good morning Kerry”. 
Now use the command 
“Correct Kerry”.

3. This command invokes the “Correction Box” and J-Tools will say 
“Box Ready”
The “Correction Box” consists of a Dialog Box with up to a maximum of 9 possible choices which the software thinks the misrecognised word could be.

4. To browse through the list of choices, press the Tab Key once and focus will be placed in the List Box.  Now, use the Up/Down Arrow Keys to review the choices in the list.

5. Pressing the JAWS Key+Up Arrow will repeat a choice.  Pressing the JAWS Key+Up Arrow twice quickly will spell the item.

When a desired choice has been located, press Enter.  The selected choice will be placed in the document and you will be returned to where you were prior to activating the correction system.  J-Tools will say 
“Box Closed”.

6. In situations where the word or phrase does not exist in the list of choices, the desired choice can be typed or spelled out using your voice. Press Shift+Tab from the list of choices so that focus is set to the first control in the Dialog box which is an Edit Field.  You can spell or type the words or phrase into the Edit Field which is now in focus.
7. You can now if you wish press the JAWS Key+Up Arrow:  once to read the current line and twice quickly to spell it.

8. Once spelled out or typed correctly press Enter and the word or phrase will be placed into the document.

Note:  if you would prefer to spell choices using your voice, best results can often be obtained by using the Phonetic Alphabet.
	Letter:
	Phonetic Equivalent.

	A:
	Alpha.

	B:
	Bravo.

	C:
	Charlie.

	D:
	Delta.

	E:
	Echo.

	F:
	Foxtrot.

	G:
	Golf.

	H:
	Hotel.

	I:
	India.

	J:
	Juliet.

	K:
	Kilo.

	L:
	Lima.

	M:
	Mike.

	N:
	November.

	O:
	Oscar.

	P:
	Papa.

	Q:
	Quebec.

	R:
	Romeo.

	S:
	Sierra.

	T:
	Tango.

	U:
	Uniform.

	V:
	Victor.

	W:
	Whisky.

	X:
	X-ray.

	Y:
	Yankee.

	Z:
	Zulu.


Note that if you are spelling out words and phrases with your voice, J-Tools will announce the build-up of the word as you dictate.  For example, if you spell out the first three letters of the word “test” by saying

“T E S”,

J-Tools will echo back the word 

“Tes” 

rather than each individual letter.  Therefore, typing the word or phrase into the Edit Field on the keyboard is likely to be an advantage.

Additional Notes on Correcting – Essential Learning

It is our experience that when exiting the correction system many users have not remembered the context of the sentence originally being dictated.  It is therefore recommended that the “Say Line” keyboard command is used by pressing the JAWS Key+Up Arrow which will give some context prior to resuming dictation.

Occasionally you may have a situation where you need to correct a word which appears more than once in a document.  In situations like this using the correction method described above may result in the incorrect occurrence of the word being corrected.
If this is the case you can also place a word or phrase into the “Correction Box” by first of all selecting it, then using the Command 

“Correct That”
with the variable “that” referring to the selected text.  When the text is selected, the F10 Key can also be pressed to invoke the “Correction Box”.

Note, if this method is used (and when the “Correction Box” is dismissed), it is important to then navigate to the point where you wish to resume dictating, as the cursor will be located on the selected text not at the end of the document.
You may also come across situations where you choose not to use the correction system, for example because you stutter when dictating a word.

In situations like this you will want to delete the last chunk of dictation and re-dictate it.  The command 

“Scratch That” 

will do exactly this, with the variable “that” referring to the last string of words dictated.
The “Spell Box”

There will be times when you can anticipate that the software will not understand a word or phrase you are about to dictate, and in such a situation you may like to use the “Spell Box”.  Moreover, the “Spell Box” is ideal when you wish to dictate an acronym or abbreviation.

To open the “Spell Box”, say

“Spell”.

The command should be isolated from any other speech.  J-Tools will say “Box Ready”.
When the “Spell Box” appears, a word or phrase can be spelled out in the same way in which you would use the “Correction box”.  If you are spelling an entire phrase, you will want to use the word 

“Cap”

To denote a capital letter, and

“Space”

To insert a space in between words you are spelling.  However typing the text into the Edit Field is preferred.

When you have concluded spelling out or typing the word or phrase, press Enter to dismiss the “Spell Box”.

Similarly, using the “Spell Box” is an ideal method of ensuring that figures (as opposed to numbers being interpreted as words) are correctly entered into the text.
Adding Words to the Vocabulary
Often you may come across situations where you wish to dictate words which are not part of the software’s Vocabulary, for example a person’s name, the name of a town or street, or some specialist terminology relevant to your employment.  In such a situation the most effective means to ensure the system will recognise this word every time you use it is to add the word to the vocabulary.
To add words and phrases to the vocabulary please follow these steps:
1. Press Control+shift+F12 to enter the Dragon NaturallySpeaking menu system.

2. Press the Down Arrow until you reach the option entitled “Words”, followed by Enter, or alternatively press the letter “W”.

3. The first item in this sub-menu is “New”.  Press Enter on this item.

4. A Dialog Box is now brought into view with an Edit Field in focus. This Edit Field is captioned “Spell or type the word to add to the vocabulary”.
5. As instructed, type the word or phrase you would like to add to the vocabulary.

6. Pressing Tab sets focus to a Check Box labelled “I want to train the pronunciation of this word”.  This is Checked by default.  We will leave it Checked for this exercise.  Unchecking the box means that the word or phrase still will be added to the vocabulary and give good results. However if the pronunciation of the word or phrase is markedly different from its corresponding written form you may like to train it vocally.  So ensure you have your microphone to hand as shortly you are going to speak into it.

7. Pressing Tab once more takes you to the “Add” Button.  Press the Space Bar to activate it.

8. When the “Add” Button is pressed, JAWS will advise you to “Click Go to begin recording your speech”.  Focus is now on the “Go” Button.
9. Press Space Bar on the “Go” Button and speak the word or phrase.  You do not need to “awaken” the microphone as it is automatically activated when the “Go” Button is pressed.

10. When your speech has been recorded JAWS will say “Done Button”, indicating that the Space Bar should be pressed to activate the Button labelled “Done”.

11. Focus now returns to the application in which you were previously working prior to training the new word or phrase.

Chapter 12:  Microsoft Outlook, Microsoft Internet Explorer and Additional Dictation Environments
Introduction

In this short Chapter, we will learn how to dictate a message within Microsoft Outlook and talk about some other ways in which you may like to use J-Tools Dictate.

Microsoft Outlook

Dictating a message with Microsoft Outlook is exactly the same as dictating text into a Microsoft Word document.
Below is an excellent example of how the human voice and keyboard skills can be shared to create a message within Microsoft Outlook:

1. Press “Control+N” to create a new message.  JAWS will announce that you are in the “To” field.

2. If necessary at this juncture, activate the microphone in the usual way by pressing the Pause Key, and preferably dictate the person’s name to whom the message is to be sent.  This method will work if a contact with the same name has been stored in your Outlook Address Book.  Alternatively it may be helpful to type the person’s name.
3. Now press the Tab Key to reach the “CC” field, and repeat the process for entering an E-Mail address as described within Step 2.

4. Press Tab again to reach the “Subject” field, and dictate the message summary by ensuring the microphone is active and speaking normally.

5. Finally, press Tab once more to reach the “message body” field.  Dictate the text using the dictation style you learned in Chapter 10.

6. When complete, be sure to review the text carefully by using the keyboard and listening to the text which has been dictated.

7. Press “Control+Enter” to send the message.

Microsoft Internet Explorer and Additional Dictation Environments
Using the voice as an additional means of input when working with the Internet is a great way of speeding up overall access. 

Again it should be stated that what J-Tools is providing is the addition of the voice as a further means of input, not enabling one to use the voice as an alternative method of computer control.  Therefore, for example, it is possible to dictate text into Edit Fields when the JAWS for Windows “Forms Mode” has been activated, or dictate the “URL” (web page address) you wish to visit once the “Open” Dialogue Box or the Internet explorer Address Bar is displayed. In fact, in any situation where one would normally enter text using the keyboard, it is possible to dictate text using dragon NaturallySpeaking and have it echoed back by the use of the J-Tools middleware technology.

The “Compose New Tweet” field within the TWInbox program is an excellent example of a situation where you may like to dictate text. J-Tools Dictate will echo each phrase as you dictate as it does within the other applications we have used in this tutorial.  Go ahead, try it!
Chapter 13:  Backing Up Speech Files

Introduction

Each time you use the computer with J-Tools, especially if you educate the technology concerning how you pronounce different words and phrases, your voice profile you initially created when speaking the enrolment training text is improving.  At a later date, you may create a number of sets of speech files/voice profiles for different situations and we will describe how to do this later.

As time goes by, your voice profiles will develop and provide you with ever increasing voice recognition accuracy.  For this reason it is crucial to ensure that you regularly back-up your voice profiles in case they become corrupt or problems occur with the software on the computer.  Similarly, you need to ensure that you make a copy of any other J-Tools-related functionality, such as Text Notes and JAWS settings files, in the event they need to be restored at a later time.
Within J-Tools we have provided a tool which makes the backing-up of all the speech files a simple and intuitive process.
Backing-Up Speech Files to the Computer’s Hard Disk (Drive “C”)

This method of back-up allows you to make a copy of your speech files to the computer’s local hard disk often referred to as drive “C”.

To back-up your speech files, please follow these steps:

1. Press the J-Tools key followed by the letter “H”.  The J-Tools help system appears.

2. Select “J-Tools Utilities”.

3. Select the Link entitled “To backup the entire JAWS 12 Settings folder, Dragon speech files and J-Tools program files to drive C please activate this link.”  You can do this by pressing the Down arrow Key until it is focused, then press Enter.

4. The back-up process begins and may take a few minutes.  JAWS will be unresponsive at this stage.  When the back-up process is complete you will be advised of this.
Backing Up Speech Files to a Selected Drive

While backing up your speech files to drive “C” on the computer can be useful and is easy to do, it is possible that you would wish to make a copy of them to a selected network drive or USB memory storage device.  Adopting this procedure, at least from time to time, will give you peace of mind since if the computer hard disk fails; you have an external permanent copy of the files for later restoration.

To back-up your speech files to a selected drive using the keyboard, please follow these steps:

1. Press the J-Tools key followed by the letter “H”.  The J-Tools help system appears.

2. Select the Link entitled “J-Tools Utilities”.

3. Select the link entitled “To backup the entire JAWS 12 Settings folder, Dragon speech files and J-Tools program files to a selected drive please activate this link.”  You can do this by pressing the Down arrow Key until it is focused, then press Enter.
4. An Edit Field appears with a prompt requesting that you enter the drive letter to which there is attached a storage device or hard disk ready to receive the files, such as the letter “E” or “F”.
5. Once the drive letter is typed press the Enter key.
The back-up process begins and may take a few minutes.  JAWS will be unresponsive at this stage.  When the process is complete you will be advised of this.


Towards the end of this book, we will discuss restoring your speech files back to the point when they were last backed up, however this in most circumstances is unnecessary.

Chapter 14:  More about Voice Profiles

Introduction

It may seem quite some time ago when you undertook the initial training, where you spoke a passage of text into the microphone.  This took place during the installation and configuration of your J-Tools software.  This is known as creating a Voice Profile or a set of speech files.

It is possible to create more than one set of speech files which you may wish to do for several reasons.  For example, you may wish to have more than one voice profile to accommodate two separate microphones, or perhaps due to a disability your delivery of speech may change as the day progresses.  Creating two voice profiles would assist in this regard.
If you have multiple voice profiles installed on your computer, when the J-Tools software launches it will detect that a number of profiles exist on the machine and you are prompted to use the Up/Down Arrow Keys to move through them.  Each profile will have a name which you have assigned to it when it was created.
When the desired profile gains focus, the Enter Key should be pressed and the appropriate speech files will load.  Once done, you will hear the words

“The computer is ready for you to talk to it” or hear the sound assigned to this event if you have J-Tools Sounds enabled.

Creating a New Voice Profile

To create a new voice profile:
1. Press “Control+Shift+F12” to bring into view the Dragon NaturallySpeaking menu system.

2. Use the Down Arrow Key to move to the “Profile” menu item and press Enter.

3. Use the Down Arrow Key to locate the “New User Profile” menu item and press Enter.

You are now ready to create the new voice profile and you should consult Chapter 9 of this tutorial for precise instructions about how to do this as you are now focused within the Dragon NaturallySpeaking “New User Wizard”.

Restoring Voice Profiles

There may be a small number of occasions when the voice profile or profiles need to be restored back to a time when they were previously backed up.  For example, if the software is completely unusable due to a computer failure.

Should such an event occur, it is strongly recommended that you contact your J-Tools supplier for advice and guidance concerning restoring the speech files.  However, should you wish to go ahead and restore the files to a previous backed up instance, please adopt any one of the following procedures:

Restoring Speech Files from Drive “C”

1. Ensure Dragon NaturallySpeaking is closed down.  

2. Press and release the J-Tools key and then press the letter “H”.  The J-Tools help system appears.

3. Select the Link entitled “J-Tools Utilities”.

4. Select the Link entitled “To restore the entire JAWS 12 Settings folder, Dragon speech files and J-Tools program files from drive C please activate this link.“  You can do this by pressing Down Arrow to reach it, and then press Enter.

5. The restore process will now begin and could take a few minutes.  JAWS will be unresponsive at this stage.  You will be advised when the process is complete.

Restoring Speech Files from a Selected Drive

1. Ensure Dragon NaturallySpeaking is closed down.  

2. Press and release the J-Tools key and then press the letter “H”.  The J-Tools help system appears.

3. Select the Link entitled “J-Tools Utilities”.

4. Select the Link entitled “To restore the entire JAWS 12 Settings folder, Dragon speech files and J-Tools program files from a selected drive please activate this link.”  You can do this by pressing Down Arrow to reach the Link, and then press Enter.

5. Type the letter of the drive where your back-up files are located and then press Enter.

6. The restore process will now begin and could take a few minutes.  JAWS will be unresponsive at this stage.  You will be advised when the process is complete. 

Final Note

Should you need to completely re-install your Dragon NaturallySpeaking related applications and wish to restore your copied speech files please contact your J-Tools supplier for help and support.

Table of Useful J-Tools Dictate Keystrokes

The Table below lists the most common keystrokes you are likely to use when working with J-Tools Dictate and Dragon NaturallySpeaking.

	Keystroke
	Description

	J-Tools Key then M
	Check Microphone

	J-Tools Key then Control+Shift+E
	Toggle echo back of dictation on and off

	J-Tools Key then Control+Shift+I
	Toggle the reporting of extraneous background noise on and off.  The message which is spoken is “I do not understand”

	F10
	Launches Correction Box

	Control+Shift+F12
	Enters Dragon NaturallySpeaking’s menu system
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