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The Basics
[bookmark: _Toc287434670]Moving to the Ribbon Bar:
Alt-key moves the focus to the Ribbon Bar. A single letter is associated with each Ribbon Tab.
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[bookmark: _Toc287434671]Available Ribbons:
F – File Menu (Office Button in Word 2007)
H – Home 
N – Insert 
G – Design
K – Transitions
A – Animations
S – Slide Show
R – Review
W – View
Shift-Tab – Quick Access Toolbar (1,2,3)
Note: Other Ribbons appear when working with special objects. The Picture Tools Format Ribbon appears only when a picture is selected; the Table Tools Design and Table Tools Layout Ribbons appear only when inside a table.

Note: All shortcuts require holding down the modifier key and tapping the next key. In this document, the modifier key is underlined. You can create a New Document by using the shortcut: Ctrl-n. That is you hold down the Ctrl-key and tap the n-key. The other way to create a new document is by going through the File Menu (Office Button): press and releasing the Alt-key, press and release the f-key to open the File Menu, and then tap the n-key to activate the New dialogue box. Press the Enter key 3 times to create a New Blank Presentation. 


[bookmark: _Toc287434672]Navigating the Ribbon Bar:
There are two ways to navigate the Ribbon Bar in Office 2010. The best way is with the letter commands built into each Ribbon Tab. The Alt-key moves the focus to the Ribbon Bar and displays the letters available to the user. At this point it is limited to the single letter needed to activate each Ribbon Tab: h-Home, n-Insert, p-Page Layout, f- File Menu (Office Button in PowerPoint 2007) and the numbers for the Quick Access Tool Bar (1-save, 2-undo, etc.).  Once you activate a Ribbon with one of these keystrokes a whole new list of shortcuts becomes available. Alt-h activates the Home Ribbon. There are now over 40 additional single and double letter key commands available to the user (FF-Font Face; FS-Font Size; U-key start a bulleted list, etc.). The key commands for each Ribbon are listed in later sections in this book.  If you moved to the Home Ribbon with an arrow key however, the letter key commands become disabled. The only way to move to each individual tool within the Home Ribbon after using the arrow key is with the Tab or Shift-Tab keys.  
If you do not know the keyboard shortcut you will need to hunt for each tool with the arrow and Tab keys. Again, the Alt-key moves the focus to the Ribbon Bar, use the left or right arrow key to move to the Ribbon you want to explore. Next press the Tab-key to move through the available tools in that Lower Ribbon or Shift-Tab to move through the tools in reverse order. Once you begin to move through any Ribbon with the Tab keys you can no longer use the letter-key shortcut command; they have become disabled. You can reactivate the letter shortcuts by escaping out of the Ribbon bar back to your document and moving back using only the letter keys available (Alt-key Ribbon Bar, h-Home Ribbon, fs-Font Size). 
[bookmark: _Toc287434673][bookmark: _GoBack]Basic do's and don'ts for navigating the Ribbon Bar
1. Use shortcut commands whenever possible (Ctrl-p = Print, Ctrl-s = Save, Ctrl-e = Center text, etc.) See command summary at the end of the manual.
1. Alt-key activates the Ribbon Bar.
1. Escape key returns you to your document. You may have to press Escape several times depending on how far you have drilled down into the tools. 
1. Use letter commands to move to each Ribbon bar. (h – Home Ribbon, n – Insert Ribbon, etc)
1. Use the single or double letter commands, if you know them, inside each Ribbon. (fs – Font Size)
1. If you do not remember the key commands:
5. Use the right or left arrow keys to select the Ribbon
5. Use the Tab (shift-Tab) to move through tools within each Ribbon. 
1. Unlike MS Word 2010, MS PowerPoint has no shortcut commands to open group dialogue boxes. So, if you want to work with more familiar group dialogue boxes, learn the commands to open them:  You can move to the font group dialogue box by going through the Home Ribbon: Alt-key moves the focus to the Ribbon Bar, h-Home Ribbon, fn-opens the Font Dialogue box). 
1. If you find yourself repeating the same command, add that tool to the Quick Access Toolbar (See the section, the Office Button) 
The File Menu (Office Button in Word 2007) is laid out differently than the other Ribbons and will be discussed separately. It is activated with the Alt-key followed with the f-key (File Menu). (See the next section, Office Button.)


Navigating the Five Major Areas of the PowerPoint Screen
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When you start PowerPoint, the focus is in the Slide work area (1). Pressing the F6 moves the focus to the other areas of the PowerPoint screen. Pressing Shift-F6 moves the focus to the other areas in reverse order. 
The five areas of the PowerPoint work area are;
1. Slide work area
2. Status Bar Toolbar
3. Upper Ribbon (Use the Alt-key any time to move to the ribbon bar).
4. Notes Page Pane
5. Slide Thumbnails
Press the F6 key to move down the list; use Shift-F6 to move up the list. 



Navigation of the Slide Work Area
[image: ]
When you first open a new blank PowerPoint presentation, the focus is in the main Slide Area. There are two basic levels in a typical slide; the object level and the edit level. When you are in the object level pressing Tab or Shift-Tab will move you to the next or previous object. In order to select and edit an object press Enter. You can now type in text into one of the edit place holders. When you are finished entering text, you must press the Escape key in order to move back to the object level. 
Example: In order to enter text on a typical Title slide, press Tab to make certain you are in the top Title place holder. Press Enter to go to edit mode and type in a title for this presentation. Press Escape to move out of edit level and back to the object level. Press Tab to move to the next object (subtitle place holder). Press Enter to once again move to the edit level. Type your name in the subtitle place holder. Next press Escape to move back to the object level.       	

[bookmark: _Toc287434675]

File Menu – MS PowerPoint 2010
Below is the File Menu for MS PowerPoint 2010. It is significantly different than the Office Button (File Menu) for MS Word 2007. Each product will be treated separately. 
The Alt-key activates the Ribbon Bar and the F-key opens the File Menu.
[image: ] 
[bookmark: _Toc287434676]Available File Menu Choices
Open the Office button (Alt-key, f), then use one of the following keys. 
Use the shortcut key combination, when available to bypass the Ribbon Bar. 
S – Save (Document) Ctrl-S
A – Save As (Document)
O – Open (Document) Ctrl-O 
C – Close (Document) Ctrl-F4 (Leave Word Open)
I – Info
R – Recent
N – New (Document) Ctrl-N
P – Print (Document) Ctrl-P
D – Save & Send
H – Help  F1
T – Options
X – Exit Word Alt-F4
Note: For those of you who have tried to work in Word 2010 with a screen reader you quickly notice that key commands often do not work as you would expect. It is no more evident than here in the File Menu. For example, the Alt-key moves the focus to the Ribbon Bar, the F-key opens the File Menu and the R-key displays the most Recent files and folders accessed on this computer. This is the view in the graphic shown above. There is a key command, the letter P, that will activate the most recent Places. After pressing the P-key, you would think the arrow or Tab key would allow you to move through the most recent places. Wrong! A down arrow will move you down the original File Menu options to the New (document). The focus did not follow your keyboard command. The focus remained on the original options in the File Menu. The typical screen reader is silent after moving to the most recent places because the focus did not change. Sighted trainers will be more confused by this than the person using the screen reader. First of all, the blind student will not know of the existence of this letter command unless the sighted trainer asks her to navigate using it. It is important for both the trainer and the student to listen to their screen reader carefully. 
As we explore each of the “Available File Menu Choices”, I will make recommendations on the most efficient ways to navigate each choice. Students will explore and experiment with different navigation techniques and find one that works for them. They will remember some common shortcut commands and ignore others. Sometimes the student will use the shortcut and sometimes navigate through the Ribbon Bars. The goal is for the student to use MS PowerPoint 2010 as efficiently as possible. They should have access to as many features as possible and the ability to correctly apply them to their presentation. 


[bookmark: _Toc287434677]File Menu – Save, Save As and Open Dialogue Box
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The Save, Save As, and Open commands work in similar ways. The Alt-key activates the Ribbon Bar, the f-key opens the File menu and the s-key opens the Save as dialogue box; the o-key will open the Open (file) dialogue box.  It is important to note that once a presentation is saved, you will not see the Save as dialogue box again. When you re-save it, PowerPoint automatically saves the presentation with the same name, in the same location and immediately returns you to your presentation. To save a presentation with a different name or in a different location after it has already been saved, you need to go to the Save as option (Alt, f, a). 
In both the Save As and Open dialogue boxes, I remove as many tab-stops as possible and still retain the ability to navigate and find my presentations. Tab down to the organize button and move down to the Layout option. Press the right arrow and down the list of options. Make sure “Details pane”, Preview pane, and Library pane are unchecked. While a screen reader can navigate these areas of the dialogue box, I believe they are more trouble than they are worth. If you find yourself wanting to use these options, go back to the Layout and check the pane you wish to view. 
Basic navigation of the Save, Save as and Open dialogue box include the Tab-key to move through options in one direction and Shift-Tab to move through options in reverse order. 
When first opened, the Save As dialogue box's focus is in the File name edit box. You can accept the default file name (not recommended) or simply type over the highlighted text. There is no need to first delete the text because it is already highlighted and highlighted text is replaced as soon as you begin to enter new text. 
· The first Tab stop is the "Save as type" (combo box). A combo box has a list of options that appear with a down arrow. You can also select items in a combo box by using the first letter of the file type (p = PDF, p = plain text). 

· The "Save Thumbnail" is a checkbox and can be checked or unchecked with the space bar.  

· The "Save" and "Cancel" tab stops are buttons and can be activated with the spacebar. 

· The Split Button at the top of the screen allows a student to select part of a folder "tree" to explore. Use the right arrow to move through branches and down arrow to explore individual locations on each "branch". 
The list on the left side of the screen and the Documents Library in the center of the screen are lists and can be explored with the arrow keys or first letter navigation (r-key for removable disk, etc.).



Home Ribbon – MS PowerPoint 2010
Alt-key followed by the H-key moves the focus to the Home Ribbon
[image: ]
Each option in a ribbon can be selected with a single or 2-letter short cut. 
Tab key will move the focus to the next item in the ribbon; Shift-Tab will move the focus in reverse order. Some groups do not have a Group Dialogue Box launcher.  
[bookmark: _Toc287434693] Available Home Ribbon Options

Clipboard: FO – Clipboard Dialogue Box
V – Paste from the clipboard Ctrl-V
X – Cut highlighted object or text to the clipboard Ctrl-X
C – Copy highlighted object or text to the clipboard Ctrl-C
FP – Format Painter Ctrl-Shift-C

Slide
I – New Slide Ctrl-M
L – Layout
Q – Reset 
T – Section
Font:  FN – Font Dialogue Box
FF – Font Face 
FS – Font Size 
FG – Grow Font Ctrl-Shift->
FK – Shrink Font Ctrl-Shift-<
E – Clear Formatting
1 – Bold (Highlighted text) Ctrl-B
2 – Italicize (Highlighted text) Ctrl-I
3 - Underline (Highlighted text) Ctrl-U
4 – Strikethrough (Highlighted text)
5 – Shadow (Highlighted text)
6 – Character Spacing (Highlighted text)
7 – Change case (Highlighted text)
FC – Font Color	

Paragraph: PG – Paragraph Dialogue Box
U – Bullets 
N – Numbering
AO – Decrease Indent
AI – Increase Indent
K – Line Spacing
AL – Align Text Left Ctrl-L
AC – Align Text Center Ctrl-E
AR – Align Text Right Ctrl-R
AJ – Align Text Justified (Block Text)
J – Columns 
AX – Text Direction
AT – Align Text
M – Convert to Smart Art
Drawing: O – Format Shape Dialogue Box
SH – Shape
G – Arrange
SS – Shape Quick Styles
SF – Shape Fill
SO – Shape Outline
SE – Shape Effects
Editing
FD – Find Ctrl-F
R – Find and Replace Ctrl-H
SL – Select  
Privacy
Y – Sign and Encrypt


Insert Ribbon – MS PowerPoint 2010
Alt-key followed by the N-key moves the focus to the Insert Ribbon
[image: ]
Available Insert Ribbon Options
Table
T – Tables
Images
P – Pictures
F – Clip Art
SC – Screen Shot
A – Photo Album
Illustrations
SH – Shapes
M – Smart Art
C - Chart
Links
I – Hyperlink Ctrl-K
A – Action
Text
X – Text Box
H – Header & Footer
W – WordArt
D – Date & Time
SN – Slide Number
J - Object
Symbols
E – Equation
U - Symbol
Media
V – Video
O – Audio


Design Ribbon – MS PowerPoint 2010
Alt-key followed by the G-key moves the focus to the Design Ribbon
[image: ]
Available Design Ribbon Options
Page Setup
S – Page Setup
O – Slide Orientation
Themes
H – Style
TC – Colors
TF – Fonts
TE - Effects
Background: G – Background Dialogue Box
B – Background Styles
M – Hide Background Graphics (Checkbox) 


Transitions Ribbon – MS PowerPoint 2010
Alt-key followed by the K-key moves the focus to the Transitions Ribbon
[image: ]
Available Transitions Ribbon Options
Preview
P - Preview
Transitions to this Slide
T – Transition
O – Effects Options
Timing
U – Sound
E – Duration
L – Apply to All
M – Advance Slide On Mouse Click (Checkbox)
F – Advance Slide After (Checkbox)
I – Advance Slide After Time (Spin Box) 


Animations Ribbon – MS PowerPoint 2010
Alt-key followed by the A-key moves the focus to the Animations Ribbon
[image: ]
Available Animations Ribbon Options
Preview
P - Preview
Animations
S – Animations
O – Effects Options
M – Effects Options Group Dialogue Box
Advanced Animations
AA – Add Animation
C – Animation Pane
AT – Trigger
AP – Animation Painter
Timing
T – Start
DU – Duration
DE – Delay
Reorder Animation
E – Move Earlier
L – Move Later


Slide Show Ribbon – MS PowerPoint 2010
Alt-key followed by the S-key moves the focus to the Slide Show Ribbon
[image: ]
Available Slide Show Ribbon Options
Start Slide Show
B – From Beginning
C – From Current Slide
D – Broadcast Slide Show
M – Custom Slide Show
Set Up
S – Setup Slide Show
H – Hide Slide Show
R – Rehearse Timing
N – Record Slide Show
P – Play Narration
U – Use Timings
W – Show Media Control
Monitors
R – Resolution (Drop Down List) 
O – Show On (Drop Down List) 
V – Use Presenter View (Checkbox) 




Review Ribbon – MS PowerPoint 2010
Alt-key followed by the R-key moves the focus to the Review Ribbon
[image: ]
Available Review Ribbon Options
Proofing
S – Spelling
R – Research
E – Thesaurus
Language
L – Translate
U – Language
Comments
M – Show Markup 
C – New Comment 
T – Edit Comment 
D – Delete
V – Previous
N – Next
Comments
G – Compare 
A – Accept 
J – Reject
F – Previous
H – Next
I – Reviewing Pane
W – End Review


View Ribbon – MS PowerPoint 2010
Alt-key followed by the W-key moves the focus to the View Ribbon
[image: ]
Available View Ribbon Options
Presentation Views
L – Normal
I – Slide Sorter
T – Notes Page
D – Reading View
Master Views
M – Slide Master
H – Handout Master
K – Notes Master
Show: X – Show Dialogue Box
R – Ruler 
G – Gridline 
S – Guides 
Zoom
Q – Zoom 
F – Fit to Window 
Color/Grayscale
C – Color 
O – Grayscale 
B – Black & White
Window
N – New Window 
A – Arrange All
E – Cascade
V – Move Split
W – Switch Window
Macro
PM – Macro


Photo Album – MS PowerPoint 2010
The Photo Album tool allows a student to create a PowerPoint slide show with some control over the number and placement of pictures.
	[image: ]
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Insert a picture in full slide view into a previously saved PowerPoint presentation. 
1. Open your previously saved PowerPoint Presentation.
2. Open the Photo Album dialogue box. Alt-key activates the upper ribbon; n-key selects the Insert Ribbon. Now press the a-key then Enter to open the Photo Album dialogue box. Press spacebar to select the location of the picture files. Note: Pictures for an album should be placed in a separate folder on the desktop or in the pictures folder for easy retrieval.
3. Type in the first few letters of the picture in the File name edit box, press down arrow to locate the picture and press Enter. If you do not know the name of the picture, Tab to the list of pictures, down arrow to the desired picture and press Enter. 
4. The name of the picture is listed in the “Pictures in album:” edit field. 
5. Press Enter to create a new PowerPoint presentation with a title slide and a second slide containing the picture in “Fit to slide” view (maximized).
6. In order to move this picture to your previously saved PowerPoint you can press F6 until you move to the Slide Thumbnail. Press down arrow to the picture slide and cut the slide to your clipboard (Ctrl-x).
7. Now fast switch back to your previously created PowerPoint (Alt-Tab). Press F6 until you again move to the Slide Thumbnail area. Press down arrow to the location you want to insert the picture slide and paste it (Ctrl-v). 
Insert 2 or more pictures into a previously saved PowerPoint presentation. 
1. Repeat steps 1 & 2 above.
2. Tab to the list of pictures. 
3. Hold down the Ctrl-key and do not release it until you have selected all the pictures you want. Move down the list of pictures with the down arrow. When you want to add a picture press the spacebar. After selecting your pictures, tab to the Insert button and press the spacebar. 
4. You now have a list of picture files in the “Pictures in Album” edit field. Tab to Picture layout combo box. Press down arrow to select one, two or 4 pictures per slide with or without title.
5. Tab to the create or update button and press Enter.
6. This creates a PowerPoint presentation with the title slide and one or more picture slides. 
7. In order to move these pictures to your previously saved PowerPoint you can press F6 until you move to the Slide Thumbnail. Press down arrow to the picture slide and cut the slide to your clipboard (Ctrl-x).
8. Now fast switch back to your previously created PowerPoint (Alt-Tab). Press F6 until you again move to the Slide Thumbnail area. Press down arrow to the location you want to insert the picture slide and paste them (Ctrl-v).
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