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Why Google Docs

* Google Docs is a part of Google Workspace.
* Google Workspace is Google’s suite of cloud-hosted tools.

* Google Docs is widely used in schools and in the
workplace for sharing and collaborating.

e Use It to create, edit, and share documents.

* Files are stored in the Cloud.

» Access them via Google Docs or Google Drive.

enhanced Freedom Optele ¢ TPGr '

vision Scientific’

VISPERO® BRANDS

Confidential and Proprietary 2



Google Workspace and Accessibility

» Google provides several accessibility
settings in their suite of applications.

- Enable Screen Reader and Braille q

support to read and navigate the
document.

« Braille Support must be enabled for
all navigation commands to work.

» This is true even if you are not using
refreshable brallle.
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Enable Accessibility Settings

* Toggle off JAWS Virtual PC cursor with INSERT+Z
when in the apps for the best navigation
experience.

» Toggle on Screen Reader Support with

- -

CTRL+ALT+Z.
INSERT+Z
» Toggle on Braille Support with CTRL+ALT+H. Toggle off/on Virtual PC Cursor
 Locate these settings under Accessibility in the CTRL+ALT+Z
Tools menu. Turn on screen reader support
* Options include Screen Reader Support, Braille E;Elirlf:aﬁfl‘li)i

Support, and Collaborator announcements.
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Enable Accessibility Settings Demo
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Create a New Document

« From Docs, press ALT+F to access the file menu,
then N to create a new document.

* From Drive, press SHIFT+T to create a new
Google document.

enhanced Freedom Optele ¢ TPGr '

vision Scientific’
VISPERO® BRANDS

Confidential and Proprietary 6



reate a New Document Demo
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Open an Existing Document

B Open afile Q. Search in Drive or paste URL
* From Docs, press CTRL+O to open | |
. . Recent My Drive Shared with me Starred Computers Upload
an existing document.
Recent
Today
« From Drive, locate the file you want
to open and press ENTER.
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Open an Existing Document Demo
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Share a Document

* Press ALT+F, then S to navigate to
the Share with Others Menu.

* |f the document is unnamed, you will
be prompted to name |it.

* Use the Share dialog to add
collaborators and set permissions.

 Choices include view, comment, and
edit.

« Send the share request.

« Recipients will receive an email with
a link to access the document.
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Share a Document Demo
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Outie The Power of Video

— The Power of Video

Video provides a powerful way to help you prove your point. When you click Online Video, you T
can paste in the embed code for the video you want to add. You can also type a keyword to
search online for the video that best fits your document.

1

To make your document look professionally produced, Word provides header, footer, cover
page, and text box designs that complement each other. For example, you can add a matching
cover page, header, and sidebar. Click Insert and then choose the elements you want from the
different galleries.

| Themes and styles also help keep your document coordinated. When you click Design and
8 choose a new Theme, the pictures, charts, and SmartArt graphics change to match your new
theme. When you apply styles, your headings change to match the new theme.

Save time in Word with new buttons that show up where you need them. To change the way a
picture fits in your document, click it and a button for layout options appears next to it. When you
work on a table, click where you want to add a row or a column, and then click the plus sign.

Reading is easier, too, in the new Reading view. You can collapse parts of the document and
focus on the text you want. If you need to stop reading before you reach the end, Word
remembers where you left off - even on another device.
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Open a Shared Flle

« Open the email containing the link to the shared document.
« Activate the link to navigate to Docs and open the document.

* From Drive, navigate to the Shared with Me folder to access a list of
documents shared with you.

* Press ENTER on a document to open 1it.
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Access Collaboration Detalls

« Real-time collaboration information will be spoken by JAWS.

« Use Suggesting Mode to propose changes for other collaborators to
review.

« Use Comments to ask questions, include notes, or communicate with
other collaborators.
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Access Collaboration Details Demo
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Themes and styles also help keep your document coordinated. When you click Design and
choose a new Theme, the pictures, charts, and SmartArt graphics change to match your new
theme. When you apply styles, your headings change to match the new theme.
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Save time in Word with new buttons that show up where you need them. To change the way a
picture fits in your document, click it and a button for layout options appears next to it. When you
work on a table, click where you want to add a row or a column, and then click the plus sign.
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Reading is easier, too, in the new Reading view. You can collapse parts of the document al
focus on the text you want. If you need to stop reading before you reach the end, Word
remembers where you left off - even on another device.
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Access a List of Keyboard Commands

* Press CTRL+SLASH (/) to
access a list of keyboard
commands.

* Use the JAWS layered command
INSERT+SPACEBAR, G to turn
on Quick Keys.

 Press ESC to turn them off.

enhanced

Keyboard shortcuts

Text formatting
Paragraph formatting
With objects

Editing

Navigation

Menus

Comments

View all in help center

Q,  Search keyboard shortcuts

Text formatting

Bold

Italic

Underline text
Strikethrough text
Superscript text
Subscript text

Clear formatting

Paragraph formatting
Apply ‘Normal text'
Apply 'Heading 1’
Apply ‘Heading 2'

Apply 'Heading 3'

Ctrl+B

Ctrl+l

Ctrl+U

Alt+Shift+5

Ctrl+.

Ctrl+,

Ctrl+\ or Ctrl+Space

Ctrl+Alt+0 or Ctri+Alt+Num-0

Ctrl+Alt+1 or Ctri+Alt+Num-1

Ctrl+Alt+2 or Ctrl+Alt+Num-2

Ctrl+Alt+3 or Ctri+Alt+Num-3
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Access a List of Keyboard Commands Demo
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Resources

* Visit the Freedom Scientific

Resources page for Google
Workspace resources. E] o83 * ¢ .:-{;E]

+ https://www.freedomscientific.com/ AT Pl O L

resources R B i I i
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