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1. INTRODUCTION

Welcome to “Your Keys to the World” – it’s a quick and easy guide to get you up and running with your computer and Thunder Screenreader talking software.  

You should have the following programs installed on your computer to get the best results:  

1. Thunder Screenreader, which makes everything talk.

2. One of the optional better voices such as RealSpeak Daniel, if you are not satisfied with Windows XP Sam or Vista Anna which come free with your computer. Please contact us if you wish to pay for a better voice. 
3. WebbIE, a text browser which enables you to enjoy the internet without all the clutter and pictures. WebbIE comes as part of the Thunder download. 
4. The manuals, Hotkeys list and quick reference files that are on the download website www.screenreader.net. We have these available in alternative formats.  

You will need a modern multimedia PC or laptop with Windows XP, 2000 or Vista. Thunder Screenreader will not function with Windows ME, Windows98 or Windows95. 

In time, you will certainly gain immense pleasure and knowledge from the use of the PC with the Internet, Microsoft Word and emailing.

Seeing people normally move the mouse around until the pointer is on what they want to use. Then they click the left mouse button to get in to what they want to do. Instead of doing this, you will be able to manage everything you need to do by using keystrokes, including driving the mouse pointer to where you want it on the screen, and you will get to know when to use the ALT key, and the CONTROL key referred to by the abbreviation CTRL. This may seem taxing on the memory, but with time and practice you may find that your methods are quicker and more effective than using the mouse. Don’t hesitate to ask seeing or more experienced blind or partially-sighted friends for help. They will be pleased to show off their skills!

The writing point is called the cursor, and Thunder speech will tell you where you are and what is going on. As you move about the screen, musical sounds will give you a clue as to your position, the higher the metallic note, the higher you are on the screen. The higher the more wooden sound, the nearer you are to the right-hand side of the screen. 

2. GOOD KEYBOARD PRACTICE

Peering down at keys you can hardly see and poking with one or two fingers is bad news. It will not give you the efficiency you want and you may feel quite stressed. So it is a good idea to learn the position of letters on the keyboard to touch-type.  

Sit comfortably in an upright position with your shoulders relaxed and your back supported. If you spend a good deal of time at your PC it may be worth investing in a desk, and a chair with adjustable height and back support. You can get them from a large stationers’ or department store. If you use a monitor, place it where you can best see it without bending forward. You can get adjustable monitor arms from computer shops which allow you to pull the screen nearer to you.

Place your left index finger (the one next to your thumb) on the F key and your right index finger on J, with your thumbs hovering above the spacebar. Train yourself to allocate the appropriate finger to the appropriate key so you can maintain that home position, i.e. your little fingers will learn to cope with the letter A and the ; (semicolon). You will need to move your left index finger to the right to the letter G, up a row to the letters R and T, and down a row to V and B.

To get your left hand going, practise the word “sad” followed by a space with the correct fingers. Perhaps the word “Jill” will begin to get the right hand moving. Maybe you are getting the idea. Maybe too when you are away from the PC you can go over the letter and finger positions in your mind. The Screenreader can speak either letter by letter or word by word as you type, whichever suits you best.

The F and the J keys are normally marked by a raised dot or line. RNIB sells packets of Bump-ons, small plastic tablets which stick to keys you especially want to mark such as HYPHEN, TAB, ALT, etc. There is a range of Bump-ons in different colours and sizes. RNIB also has a typing course to get you going as a touch typist.  

There are times when you need to press two or more keys together. For example, the instruction ALT F is telling you to press and hold down the ALT key whilst dabbing at the letter F, releasing the F first, then releasing the ALT key. So ALT F means hold down the ALT key and dab at the F. Holding down a letter key causes it to be repeated many times. So you need just a quick dab at the letter. The letter you have to type is underscored and is usually the first letter of the command as with O for open or O for OK.

You will sometimes need to press a further letter to perform a task, for instance, with the command ALT F C, you would hold down the ALT Key and dab at F, release both and press C to close the program. 

These combinations of keys are known as shortcut keys which you press to activate different features or functions. They usually involve the ALT, CTRL or CAPSLOCK keys together with letters. You can have shortcut keys spoken by Thunder (see section 10 on “Settings” in the “Thunder Screenreader User Guide”).    

3. PREPARING TO WRITE A LETTER

When you switch on your PC or laptop, you will hear the message that the speech has loaded. The opening screen is known as the Desktop, with programs that you need ready to open in the form of small pictures or icons. On a new PC there will be very few icons, but more will appear as you use more programs. 

In the top left corner there is a dialog box showing the Thunder Screenreader logo.

Pressing the TAB key takes you to “Help” which tells you briefly about some of the most useful keystrokes you are going to need. The TAB key is the fourth key up on the left-hand side of the keyboard. 

Pressing TAB again takes you to “Settings” which lists options for controlling the way your Screenreader speaks, such as its speed, how much punctuation is spoken and so on, but for now, just forget about these choices and get on with the exploration of the PC. You can rely on Thunder to speak and keep you informed as to what is going on. You will need to spend time with the “Thunder Screenreader User Guide” and the Thunder and WebbIE Hotkeys List to get the best out of your computer.

To begin to write a letter, you will need to go into a word-processor: either Notepad or Microsoft Word. NOTEPAD is a simple word processor which comes as part of Windows. It is useful but very limited. It allows you to keep written records, but it has no spell-checker or sophisticated tools. If you need to do much writing, you will need to buy Microsoft Word, which is the most popular word-processor. Thunder is designed to give the best results with it. 
GETTING INTO NOTEPAD

If you are an accomplished typist the quickest way to get to Notepad is to press the WINDOWS key, type R (to run an application) and type NOTEPAD and press ENTER.

Otherwise, press the Windows key, CURSOR DOWN until you hear “All programs” and press ENTER. CURSOR DOWN until you hear “Accessories”. Press the RIGHT CURSOR once then CURSOR DOWN until you hear “Notepad”. Press ENTER. Your Screenreader will say “Notepad script initialised” and you are ready to type your letter.

Vista users will press the Windows Key, type NO (Notepad) and press Enter. 

GETTING INTO MICROSOFT WORD

With Windows XP, to get into MICROSOFT Word starting from the desktop, press the Windows key then M until you get to Microsoft Word and ENTER, or press the CURSOR DOWN key until you hear “Microsoft Word” and then press ENTER. Thunder will say "Word script initialised". You are now ready to write. Whenever you come into Microsoft Word, you are in a new blank document ready for writing.

With Windows Vista, press the Windows Key and type WO then press ENTER. 

To explain what is going on, you pressed the Windows key to bring up the Start Menu. Pressing M skips over the other Start Menu choices and takes you straight to those starting with M. You can use the Up or Down cursor keys to explore the full list of programs. If you are using Windows Vista, pressing WO takes you amongst choices starting with WO and Microsoft Word is the first and probably the only choice so you just press ENTER. 
4. SAVING YOUR WORK AND CLOSING DOWN

After you have typed your letter, you must decide whether or not to save it, come out of Microsoft Word, then close down your computer.

To save what you have written, hold down the ALT key, dab at letter F for file, then release both keys and press the letter A on its own. Type in a meaningful name for what you have written such as "test" and press the ENTER key. Your writing is still on screen but a copy of it has been added to the PC’s hard disk, in its permanent memory, and will not be destroyed when you turn off. You can use up to 255 letters, numbers or spaces in the filename, but it is best to avoid punctuation.

The Function Keys run along the top row furthest away from you on the keyboard. The ESCAPE Key is the first on the left hand side so Function Key 4 is the fifth key. You will be back to your opening desktop and you will hear the word "Thunder". 

To turn off your computer, using Windows XP, Press the Windows key, CURSOR UP until you hear “turn off computer” and press ENTER. 
Vista users press the Windows Key, press the Right Arrow three times to hear “shut down” then press ENTER. 
After a few seconds, the machine noise stops. 

5. FINDING, OPENING, DELETING AND SAVING 
YOUR WORK IN MICROSOFT WORD 

Having written a document, you may want to come back to it to read it or change it.

For instance, you can start a file containing all your addresses and phone numbers. So you will need to find the file and open it.

TO FIND AND OPEN AN EXISTING FILE

Have Microsoft Word on the screen. If you know the filename, press CTRL O and start typing the name. The computer will predict what you want. You can check your typing and the computer’s prediction by pressing CAPSLOCK L and you will hear the filename. If it is right, press ENTER to open it. If it is not what you want, press ESCAPE twice to get back to a blank screen.

If you don’t remember the name of the file you want, press CTRL O, and then hold down the left SHIFT key and dab at the TAB. This takes you into your list of files. Use the down and up Cursor keys until you hear the filename you want. Press ENTER to get into it. You can then read it with the Cursor keys or make changes to it. 

SAVING

When you are ready to finish, ALT F S saves any latest changes. You may want to save the new version with a different name. To do this, type ALT F A (save as) then the new name and ENTER. You can create many files just like this and they will all be saved in the computer’s permanent memory. You can also have several documents open at the same time.  

DELETING FILES

After a while you will have a number of files you don’t want. To get rid of them, go into your list of files as above, and CURSOR DOWN until you reach the one to delete. Press the DELETE KEY (bottom left of the six keys above the Cursor keys). You will be asked if you are sure you want to delete it, press Y for “Yes”, N for “No”.

When you have finished with Microsoft Word, ALT F4 (function key 4) will close it down. If you have not saved your work recently, you will be asked if you want to. Press Y for “Yes” or N for “No”, and you will go back to the desktop where there is the option to shut down. As ever, Thunder will tell you what is going on.

6. SPELL-CHECKING YOUR WORK IN MICROSOFT WORD

You can put right any typing or spelling mistakes when you are in Microsoft Word using its spell-checker. It has a dictionary of correctly spelt words but no description of what they mean. Although it is pretty good, it won't contain all the words and names you might throw at it. If you have typed a word not in the dictionary, Spell-Checker will show it as an error word, even though it is a correct name or post code etc. because it is not in the computer’s dictionary. So there is an option to add your word to the computer’s dictionary. 
Go to the start of the document by holding down the CTRL and dabbing at the HOME key. 

Press CAPSLOCK N to go to next error. Then either press right click (NKP minus) or press the application key which is to the left of the right Control key. CURSOR down amongst the list of suggestions and press ENTER on the one you want. If you don’t want the choices, CURSOR DOWN to “Ignore” and press ENTER. Press CAPSLOCK N to take you to the next error word and so on through your document. You will hear when there are no more errors. 

You can also correct as you go along. You will hear a squeak if you make a spelling mistake. Press the LEFT CURSOR key to get back into the error word. Press CAPSLOCK N  and Cursor Down to hear a list of suggestions. Press ENTER on your choice. You will be back in the document with the cursor at the end of the corrected word.

If you know what the spelling should be, you can go back into the word and delete and retype the error letter or word. See section 10 on “Deleting what you have written”.  

7. MENUS, DIALOG BOXES AND SHORTCUTS 
When you have typed your letter you will have to choose what to do with it, whether to save it, close it, print it, change the size of print etc. These choices are made in menus.

To find out about the main menus in Microsoft Word, dab at the ALT key then keep dabbing at the Right Cursor to take you through the various menus. When you come to one that interests you, press the Down Cursor and you can explore its choices. When you reach a choice you want to make, press Enter.   

To speed up the process, there are shortcut keys to get you into menus: hold down the ALT key and dab at a letter (such as F for file) then release both and Cursor Down and Up the list of choices. When you find one you want, press ENTER. To get out of the list, press ESCAPE twice. 

Here are the keystrokes to get to some of the main menus in Microsoft Word which you can explore with the Cursor keys: 

ALT E for Edit 

ALT F for File 

ALT V for View 

ALT I for Insert 

ALT O for Format 

ALT T for Tools 

ALT A to insert a table
ALT W for Window 

ALT H for Help. 

Some menus such as “File” are quite long, so there are shortcut keys which take you straight to what you want to do. For example: 

ALT FP for Print your file 

ALT FS for Save it

ALT C for Close. 

The CTRL key used with various letters can perform similar functions:  

Hold down the CTRL and dab at the letter. E.g. 
Some useful shortcut keys are:   

CTRL N: Open New file 

CTRL O: Open existing file

CTRL P ENTER: Print 

CTRL S: Save file.

You will see that there are two sets of keystrokes for doing the same thing. Choose which one is easiest for you. If you can see the screen clutter, you can get through it more easily by using keystrokes and shortcut keys.
You also make choices about what you want the computer to do within Dialog Boxes. For instance, when you try to close a file with ALT F4 and you haven’t saved your changes, you will be asked in a dialog box if you want to save them. You can either press TAB or DOWN CURSOR through the options “Yes”, “No”, “Cancel”. Press ENTER on the one you want or press ESCAPE to get out of the dialog box and go back to your document without saving your changes.    

As with menus, there are usually shortcut keys to help you get straight to what you want. Again, they are usually the first letter and are underscored as with C for “Close”.

Thunder can speak shortcuts. Go into Thunder “Settings” and use the shortcut toggle key ALT K to switch “Speak shortcuts” either On or Off. So this might be a good beginner way to learn more shortcut keys. 
Sometimes, there will be a small box by each choice called a “checkbox”. This needs ticking or “checking” if you want the choice and un-ticking if you don't. Pressing the spacebar will switch between ticking and not ticking your choice. 

If such choices are restricted so that you can only have one at a time, they are called radio button choices. In this case, it is the cursor keys that move between the choices. 

You will find examples of checkboxes and radio buttons in the Screenreader Settings, such as “use Music” (a checkbox) or “punctuation level” (a Radio Button choice). 

The screen can sometimes be very full with different windows, icons, a status bar, a dialog box etc. If you can’t see the screen there is no need to know about this clutter, in fact, you may not even know whether you are in a dialog box or menu. Thunder speaks what is in focus – what you need to hear. 
8. MOVING ABOUT A LARGE DOCUMENT  

You can move around large documents and lists very easily.

The HOME key takes you to the beginning of a line and top of a list such as your files or emails. 

CTRL HOME takes you to the top of a document. 

The END key takes you to the end of a line and the last item of a list. CTRL END takes you to the end of a document. 

Pressing the first letter of an item in a list will often take you to it or near to it. This is very useful with long lists. 

To find the Home and End keys, look for a group of six keys above the Cursor keys on standard keyboards. The middle key of the top row is the HOME and the middle key of the bottom row is the END key. Laptops may have a different arrangement and the Home and End keys will often be at the right hand side. 
To move through a document or sometimes a list a screen at a time, press Page Up, or Page Down, the right-hand keys of these six immediately above the cursor keys. 

To move up or down a line or menu one item at a time, press the UP or Down Cursor keys. 

To move along a line of text a single character at a time, press the Right or Left Cursor keys. 

To move through text a word at a time, hold down the CTRL key and press the Right or Left Cursor key.

9. HIGHLIGHTING WHAT YOU HAVE WRITTEN

You will need to know about highlighting (selecting) to move blocks of text and to change its appearance by using the Shift, CTRL and Cursor keys.

To highlight a character, place the cursor on it, hold down the SHIFT and dab at the Right Cursor key. The character changes colour and is highlighted. The Screenreader will tell you what you have selected or highlighted. Holding down the SHIFT and continuing to dab at the Right Cursor key will highlight more characters.

To highlight a word, place the cursor at the beginning of the word, hold down the SHIFT and CTRL together and dab at the Right Cursor key. While holding down SHIFT and CTRL, keep dabbing at the Right Cursor key to highlight or select more words.

To highlight a line, place the cursor at the beginning of the line by pressing HOME. Hold down the SHIFT key and dab at the Down Cursor key. You can do this for as many lines as is necessary.

To highlight from where you are to the end of the document, hold down the SHIFT and CTRL and dab at the END key. 

To highlight the whole document in Microsoft Word and most programs, press CTRL A, i.e. hold down the CTRL key then dab at the letter A. This can be done from anywhere within the document. In other programs such as Notepad you will find a “Select All” option within the Edit menu. 

Your Screenreader will tell you what you have highlighted, but pressing CAPSLOCK H will tell you again, if you want reassurance. 
As well as highlighting going forwards as described above, you can also highlight working backwards through what you have written, for instance with Shift Ctrl and the Left Cursor.

10. DELETING WHAT YOU HAVE WRITTEN

You can delete letter by letter or by block. The Backspace key, (often a longer key at the right end of the numbers row), deletes a character to the left of the Cursor, your current writing point. 

The DELETE key, (bottom left of those six keys), deletes the letter your cursor is on, and Thunder will say “Delete” and the letter that the cursor is now on, not the letter that has been deleted.  

You can delete larger pieces of writing, blocks, by highlighting them then pressing the DELETE key. 

If you delete something and then wish you had not done so, immediately press ALT E ENTER to put it back. It will be highlighted, so press the Right Cursor key to get rid of the highlight and carry on with your work. 

11. FINDING WORDS

Finding particular words quickly in a large document can save a great deal of time. 

Go to the start of the document with CTRL HOME. Type ALT E then F and type the words you want to find and ENTER. Then press ESCAPE to get out of the “Find” process. The word you are looking for is highlighted in different colours. Press the LEFT Cursor key to remove the highlight and put the Cursor at the start of that word, or Press the RIGHT Cursor key to remove the highlight and put the Cursor at the end of the word. You can then make any changes. 

Next time you go into “find” with ALT EF the same word or phrase will be spoken. If you want it, press ENTER, ESCAPE and LEFT CURSOR. If you want to find something different, type the new text, ENTER, ESCAPE, LEFT CURSOR.   

You can always check the whole line containing the word to give it some context with CAPSLOCK L.

12. COPY, CUT AND PASTE

You can move or copy words or chunks of writing within your document, between documents or even between programs, for instance, you can copy an item from the internet into Microsoft Word. This is a summary of what to do:

Highlight what you want to move. 

Either cut it or make a copy of it.

Place your cursor where you want it to be. 

Paste it in its new position. 

To move a line of writing and make it appear later in your document, press HOME to put the cursor at the start of the line; press SHIFT with the Down Cursor key to highlight it. You can highlight as many lines or words as you like and hear what you have highlighted with CAPSLOCK H.

Take the highlighted line from that spot with ALT E T.    

Next, move your cursor to where you want the line to appear, and press ALT EP to paste it there. You could paste it into the document at more than one place.

If you want to repeat a line of writing, highlight it, press ALT EC to copy it, move your cursor to where you want it to appear and press ALT EP to paste it there.   

ALT EC and ALT ET store your highlighted text in the PC’s temporary memory. ALT ET takes it from the original place, ALT EC leaves it there for copying.   

13. CHANGING THE APPEARANCE OF YOUR WORK

You can change the emphasis, size, colour and style of your work, even if you can’t see it. 

To change the emphasis of what you have already written, put the cursor at the beginning of the text and highlight what you want to draw attention to. 

To make it bold press CTRL B. 

To Italicise press CTRL I. 

To Underline press CTRL U. 

To have both bold and underline, press CTRL BU. 

To remove the highlight, release SHIFT and press any Cursor key. Pressing the Delete key will delete the highlighted text. 

Be warned: Pressing ENTER will delete highlighted text; but you can immediately press Alt E ENTER to restore the text.

You can put Bold, Italics and Underline on before you write so that new text has emphasis. Press CTRL B, U or I before and after writing. 

You can easily check whether or not you have used bold, italics, underline and the font name and size by pressing the Microsoft Word Screenreader command ALT 5.

You can centre your work, or have it left-aligned with a smooth left edge and right-aligned with a smooth right edge.    

Centre new text with CTRL E before you start writing. At the end of the section to be centred, press CTRL L to return to the normal left-aligned text. 

To centre what you have already written, highlight what you need centred, then press CTRL E. To remove the highlight, press a cursor key.

To right-align press CTRL R before writing. Press CTRL L when you want to return to the normal left-aligned text. 

To check alignment, press ALT 6. 

You can write and print in a different size. 

Highlight the text you want in a different size, say 14 point which is larger than newspaper print. Go into the Format menu with ALT O ENTER, then the size menu with ALT S and type 14 ENTER for 14 point or CURSOR DOWN and ENTER on the size you want. You need to press a Left Cursor key to remove the highlight and place the cursor at the start of the resized text. Don’t press Enter otherwise you will delete the highlighted words. 

To change the colour, the routine is ALT O ENTER. Then ALT C and Cursor keys until you hear the name of the colour you want. Press ENTER and TAB until you hear “OK”. Remove the highlight with a cursor key. Thunder speech cannot confirm the colour you have chosen. 
To change the style of print, ALT O ENTER and CURSOR DOWN to your choice. Press ENTER.

14. FINDING THE CURSOR ON A CLUTTERED SCREEN

Those of us needing large print often find it hard to see where the cursor or particularly the I-bar is amongst a mass of words. A quick and simple way of spotting it is to hold down the SHIFT and CTRL keys together and press the RIGHT or LEFT CURSOR key to highlight a word. Once you have spotted the bright highlight, just press a Cursor key to get rid of the highlight and you can get on with your work.

Screenreader users can press CAPSLOCK / (forward slash) and be told where the cursor is on the screen. There is an explanation of this in section 19 of the “Thunder Screenreader User Guide”.

15. LARGE PRINT ON THE SCREEN

You can put a whole file or document into large print on the screen to tidy it up, but print it in normal size. 

The keystroke routine is:

With the document on screen, press CTRL A to highlight all, ALT O ENTER for Format Menu, ALT S 24 or whatever size you want, followed by ENTER. Pressing LEFT CURSOR key takes off the highlight and CTRL HOME takes you to the top of the document. 

To print the document in the new size after tidying, press CTRL P ENTER. If you want to print in a different size, repeat the whole routine with ALT O Enter, ALT S 14 or ALT S 12, as required.  

If you want everything magnified on the screen, check out our magnification programs, Lightning and Strom. 
16. HIGH CONTRAST 

The Windows high contrast option can make things clearer and larger on the screen without affecting the way you print. You will find the High Contrast option within the Control Panel under “Accessibility”. Under “Display”, ALT U toggles the High Contrast option On or Off.

The High Contrast option has an easy to follow wizard routine. Press the Windows key then P to bring up the Programs menu. Now press ENTER, A and ENTER. Press the RIGHT CURSOR and press ENTER when you hear “Accessibility”. Follow the instructions on the screen. The Accessibility Wizard encourages you to make visual choices and there is even a magnifier system.

Vista users now have an option called the Ease of Access Centre. Here by using the Cursor keys and pressing ENTER on your choices, you can vary the whole way the computer behaves visually to suit your personal preferences. 

Go to the Start Menu by pressing the Windows Key. Type either PE (personal choices) or EA (Ease of Access Centre) and you may well have to Cursor down before you actually hear your choice and press Enter. 

17. SORTING OUT CAPITALS

You will hear Thunder beep or quack when you press a Capital letter if you have “Beep for Capitals” “checked” in “Screenreader Settings”. By default, your computer automatically deals with capitals, putting a capital letter at the start of each sentence, and capitalising names of the days of the week and some common names.    

If you want to put a word or title into full capitals, you will not be able to use the CAPSLOCK as your Screenreader uses it for some of the reading functions. Instead, this is what you need to do:

Write your word or title in lower case. Highlight it, press ALT O then E and Thunder will say “Change Case”. You can either press U (upper case) or T (title case) and ENTER and the title will be in capitals. 

Of course, You can also press the CAPSLOCK with each letter you want to capitalise. 

18. DOING LESS TYPING WITH AUTOCORRECT

This useful feature allows you to create shorthand contractions to stand for words and phrases you use regularly such as your name. You can also use it to correct regular typing errors such as "teh" for "the". 

Get into Autocorrect with ALT T then A, and the Screenreader will say “Autocorrect”. Type your contraction and press ALT W. Type what you want the contraction to stand for, then press ALT A ENTER to add it to your list of contractions. You will then be back in your document. For example, ALT TA MT ALT W "Many thanks for your recent letter". ALT A ENTER.   

Here are a couple more that may be useful:

ALT TA EN ALT W "I enjoyed meeting you recently". ALT A ENTER. 

ALT TA TC ALT W "further to our recent telephone conversation" ALT A ENTER.

When you want to use them, just type your contraction followed by a space and the full phrase will appear. You can have as many as you like but avoid pitfalls such as "re". Don't use whole words such as "to", and be prepared to be caught out sometimes. A little time spent in setting up Autocorrects will save you a great deal of time and finger effort.

19. MULTI-TASKING AND SWITCHING BETWEEN DOCUMENTS  

While printing a long document, you can get on with your writing. When using Microsoft Word, for instance, you can have several documents open at the same time. While writing a letter you could also have a file open containing your list of addresses which you open in the normal way, as well as another file for making notes should the telephone ring. 

To switch between documents or programs which are already open:

Press ALT W, then press the DOWN or UP cursor key to highlight the one you want, then press ENTER. If you have not saved an unnamed open document it will still be there, but in the list of open documents it will be called document one, document two etc. 

To switch between open programs, hold down the ALT key and dab at the TAB. Thunder will tell you which one has the focus. Release the keys when you hear the program you want to be in.

20. USEFUL EXTRAS

WRITING TODAY’S DATE

Your PC can produce today’s date without you having to type it. To do this, go into the “Insert” menu by pressing ALT I followed by the letter T and CURSOR UP and DOWN to find the date layout you like. Press ENTER to put it into your document.  

ADDRESSING AN ENVELOPE

Within Microsoft Word, highlight the chosen address from a list, or type it and then highlight it. Then press ALT T followed by E, CURSOR DOWN twice to hear “envelopes and labels”, and press ENTER. ALT P then prints the envelope with the address, assuming that the printer has been set up and the envelope properly inserted. 

KEEPING A CONTACT LIST

The easiest method is to keep your contact list in Microsoft Word. You can use the “find” routine (see section 11 to get to what you need.   

KEEPING CASH ACCOUNTS

There are two options: you can use either Microsoft Excel or the “Tables” option in Microsoft Word. In either case Thunder speaks the row and column and the contents as required. 

When using Microsoft Word, Thunder will tell you when you are within a table. Alt 3 tells you which column and row you are in and Alt 9 also tells you the contents of the cell. 

PAGE NUMBER AND WORD COUNT
You can check what page you are on with Alt 2 when using Microsoft Word

. 

You can check your document Word Count with Alt 8 when the standard Tools Menu Word Count function does not speak in versions of Microsoft Office prior to 2003. 

21. STORING INFORMATION IN FOLDERS

A folder is a place where you keep documents or files having something in common. You can tell the computer to store collections of files in different folders, which is useful when you have many documents. Thunder speaks everything that is required to make storing information in folders very easy. 

Whenever you save a word-processor document, the computer will put it in a folder called “My Documents” by default. 

To get into “My Documents”, go to the Start Menu, press M until you hear “My Documents” and Press ENTER. Or, if you have a “My Documents” icon on the Desktop, hold down the Windows Key and dab at D to give the focus to the desktop. Then press M until you hear “My Documents” and press ENTER. 

Vista users will go into the Start Menu by pressing the Windows key. Then press the Right Cursor key, then D until they hear “Documents”. Press Enter.  

Next, press ALT F and ENTER twice and you are invited to type in the name of a new folder. You could, for instance, choose the name “letters”. Press ENTER and your new folder “letters” is highlighted amongst your existing documents. If you press ENTER again on “letters”, you will be in a blank screen because your new folder is empty. Press ALT LEFT CURSOR to get back to the list and ALT F4 to get back to the desktop. In future, you will be able to copy/paste documents into your “letters” folder. 

To put documents into a new folder, you do not have to open them first. Get into “My Documents” or Vista “Documents” as above. CURSOR DOWN to the document to be moved and press ALT EC to copy it. Cursor UP to “letters”, press ENTER then ALT E P to paste it into the “Letters” folder. 

From then on, when you press ENTER on the selected “letters” folder, it will not be empty but contain the list of documents you have pasted into it.

22. EMAIL BUSINESS

Outlook Express, which comes as part of Windows, is the program that allows you to send and receive emails. As a beginner, you will certainly need help setting it up to work with your email provider. Vista users have Windows Mail. 
Thunder needs Outlook Express to be set up to work in Plain Text format. If you don’t understand this, please get help from a computer buddy. 

To get to Email, assuming your computer is set up to receive them, from the start menu, CURSOR DOWN to hear “email” and press ENTER. On older machines, you could Cursor Down to Programs and press ENTER, then CURSOR DOWN to hear “Outlook Express” and press ENTER. CURSOR UP and DOWN to hear what emails are in your inbox. 

Vista users will press the Windows key to go into the Start Menu and type MA (Mail) and press ENTER. 

To read your chosen email, press TAB. CURSOR DOWN or UP if you want to hear particular lines. Press Shift TAB to go back up to the Inbox list. 

To get rid of emails, press DELETE when you hear the one in the Inbox list you want to delete. This puts them in a separate folder called “Deleted Items”, where they will stay until you delete them permanently. 

To reply to an email, press CTRL R. At the top of the screen, the recipient’s email address will already have been filled in and so will the subject if there is one. You can start typing your reply. Then press ALT S to send it.   

You can forward an email you have received to another person by typing CTRL F and then the recipient’s email address followed by ALT S to send it.

Email addresses can sometimes be challenging to remember and type, so it is a good idea to use the address book in Outlook Express for storing names and email addresses. 

Outlook Express or Windows Mail can be set up so that when you send an email to someone, you can start typing their email address and it will be completed automatically, Auto-complete, and you will hear the full email address spoken if you press CAPSLOCK L. 
To add a person’s details to the Address Book, go to your inbox, press ALT T then CURSOR DOWN until you hear “address book” and press ENTER. Then hold down CTRL and press N (new Entry). You now have a series of boxes to fill in, including name, surname, nickname and email address. Type the first name of your recipient, then TAB through the other items, filling in surname and email address as you TAB through. There is no need to fill in all sections. When you have typed the email address, keep pressing TAB until you reach “OK” and press ENTER. You will now have the address in your address book. Go back to your inbox with ESCAPE. 

To prepare a new email, press CTRL N (NEW) and Thunder will say “new message window”, then start typing the email address of the recipient, the email address you just put into the Address Book,  and it will be completed for you.

Now press TAB. If you want to send a copy of your email to someone else, type their email address here and a copy will be sent to them as well.

TAB again to the subject line where you type in a title for your email. Choose something meaningful to the recipient as it will appear in their inbox. 

Press TAB again and your Screenreader will say “pane”. This is the main page where you type your message. To go backwards through these various lines, press SHIFT TAB. If you lose track of which line you are on, press ALT 1 and Thunder will say “copy”, “subject” etc. You may wish to write your email in Microsoft Word and then copy/paste it into where it says “pane”.

To send an email, press ALT S. If your computer is set up with Broadband to be permanently online, the message will be sent, but if you only go online when you actually want to send and receive emails, the message will be placed in your Outbox ready to be sent next time you connect to your email service, next time you are connected to the internet. 

To send and receive all emails, press CTRL M at any time, and you will hear your computer dialling to go on line, if you are on a dial-up system. In any case, your outgoing mails will be sent, and your new emails will arrive, and Outlook Express will automatically disconnect when it has done its work. You can then read messages or compose new ones off-line without paying. Press ALT F4 when you have finished with Outlook Express or Windows Mail, and you will be told if you still have unsent messages. TAB to hear “yes” and press ENTER to send them immediately, or TAB to hear “NO” if you don’t and press ENTER. They will wait in your Outbox until the next time you go online.

There is much more to Outlook Express. You can explore the menu options in the usual way. You can have your emails listed in date order or alphabetically by sender by exploring the View and Sort Menus.  Most beginners get a more experienced friend to take them through the learning process. 

There are some useful settings you can make in the Tools menu. For instance, you can tell Outlook Express or Windows Mail to put everyone that you reply to into your address book automatically, which saves time if you deal with a lot of messages.

23. USING THE INTERNET

As a beginner, you will need experienced help to get up and running on the internet, and you will need an internet service provider such as BTinternet or another well-known supplier. 

Once you have this set up, you can start to use the WebbIE text browser which comes as part of the Thunder installation. WebbIE works with Microsoft Internet Explorer to make the internet easier to use. WebbIE is an internet text browser. It has been especially designed to work with your Screenreader. 

To start using WebbIE with Windows XP, press the Windows key, press W until you hear “WebbIE” and then ENTER, you will then be taken to the WebbIE opening screen which gives you some information about this software package. When you have read this, press the TAB Key and type in your chosen website address such as www.Screenreader.co.uk and press ENTER. You can now explore the site with the Down or Up Cursor Keys.

Vista users get to WebbIE by pressing the Windows Key and then typing WE and pressing Enter. But you may need to Cursor Down or Up to make sure you hear WebbIE rather than Welcome Centre. 
If you hear a line starting “Link” which interests you, press ENTER and you will be taken to that section. To get back to the webpage where you were before, press ALT LEFT CURSOR. 

A quick way of searching the internet for a particular topic is to press CTRL W for Websearch, type the word or phrase, press ENTER and you will be taken to websites containing the topic. CURSOR DOWN to one which interests you and Press ENTER to get to that website.

To close down WebbIE, press ALT F4. You will find a full description of its features in the WebbIE Manual which you get to in WebbIE “Help” menu by pressing ALT H.

WebbIE removes all pictures and graphics, and presents websites in line by line text which you read with the cursor keys.  

It recognises links, frames, combo boxes, forms etc. and if you have a little sight and want to see each webpage as it really is or in large font, there are WebbIE menu options to enable you to do this.

As well as the Help files within WebbIE itself, (Alt H and Cursor amongst the choices), There is also a fuller WebbIE manual as a download at www.screenreader.net. 

24. SEARCHING ON YOUR COMPUTER

You can search for files on your computer quickly, or even for text within files. Beginners may find it helps to have a more experienced friend with them the first time. 

Using XP, from the Start Menu, press S and ENTER if necessary to get in to the Search dialog box. Press TAB to move around the various options or use the following hotkeys:

ALT L invites you to type in all or part of the filename you are looking for. 

ALT O brings up Documents, Word-processors and Spreadsheets. 

ALT P brings up Pictures, Music or Videos.

ALT C takes you to Computers and People. 

ALT I takes you to the Information and Support Centre. 
Type what you want to find, TAB until you hear “Search” and press ENTER. The search may take a little while. Everything that is found appears on the right side of the screen. To get amongst the “found” list, press CTRL TAB and CURSOR DOWN or UP to explore.

Vista users bring up the Start Menu by pressing the Windows Key, pressing the Right Cursor and then S. Type in the word you are looking for and masses of choices appear on a well used computer. Cursor Down through the choices and ENTER on the one you want. You can find the occurrence of your search word by pressing Alt E F or CTRL F and it will be highlighted within that document or email. 
25. GETTING OUT OF DIFFICULTIES
If you don’t know how to get out of what you are in, here are various keystrokes to try:

Press ESCAPE twice to get out of menus and dialog boxes.

Press ENTER to get out of a message box.

Press ALT F4 to get out of your document or program.      

A full crash in which the computer refuses to work at all rarely happens with modern Windows operating systems, but if you depend upon speech, a crash effectively happens every time your speech stops working, even though the computer may still be able to function. This is what to do when you really can't hear anything:

The program may have lost focus – that is, the computer is concentrating on another program. Try pressing ALT and TAB to cycle through all programs that are open. Hold down the ALT key and dab at the TAB key until you hear you are again focused in your program. 

Just wait a few seconds and speech may catch up. 

Refer to the “Thunder Screenreader User Guide” section 11, “where am I” keys. SHIFT CAPSLOCK N speaks the name of the program you are in.  

For experienced users, the Windows Task Manager speaks. For example, if you press ALT CTRL DELETE to get you out of trouble, you can TAB round the options and hear spoken “End Task” and so on. 

Vista users deal with the Task Manager by pressing Alt CTRL and DELETE but then Alt T (TASK Manager). 

Good Luck, and happy computing. 
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