STUDY GUIDE
ASSISTIVE TECHNOLOGY TRAINER

CERTIFICATION TESTS

State Services for the Blind, SSB, has a series of tests which prospective trainers must take in order to be certified to provide training to SSB customers in the use of technology.  There are core tests for Microsoft Windows and Apple Macintosh as well as optional additional tests in a variety of areas.  
Below are the individual tests with a list of the areas each test covers.  This should provide you with some assistance in preparing for the tests.  The lists are not exhaustive but cover major areas included in the tests.  The question and answer portion of many tests will contain items that ask for desktop and/or laptop keystrokes.  If the program, such as JAWS for Windows has both kinds of keystrokes, you need to be familiar with both.  Questions may specify one kind of keystroke, or the other – or both. It should also be noted that most tests consist of a combination of questions which will be answered verbally and tasks to be completed by the testee.
Microsoft Windows 7
Descriptions/definitions of the Windows desktop, file extensions and common Windows controls
Windows shortcuts

File management

Pinning applications to the taskbar

Creating shortcuts and hotkeys

Windows Explorer

Recycle bin

Ease of Access Center
Copy/cut text

Microsoft Word 2010

Editing text
Spell check and Thesaurus

Auto Correct/Auto Format features

Headings

Formatting

Bullets and numbering

Outlines

Navigation

Printing and print problems
Confirming attributes
Printing envelopes and labels

Outlook 2010

Editing/manipulating/sending e-mail messages
E-mail accounts

Account settings

Signatures

Panes
Sending/saving attachments

Contacts
Distribution Lists

Message management

Internet Explorer 9

Internet searching

Filling out forms

IE settings

Favorites

Downloading and saving files
Tabbed browsing

JAWS 14
Laptop and desktop keystrokes

Reading commands
Quick navigation keys

PC/JAWS cursors

Adjusting JAWS

Convenient OCR

JAWS help
Application settings

Pronunciation dictionary

Research-It

JAWS Tandem

Using the Flexible Web and hiding and unhiding lists

Window-Eyes 8
Reading commands
WE cursor and mouse pointer

Adjust Window-Eye

Active Window

Set Files

Web page navigation

Help/GW Micro Knowledge Base

Search

Word and Outlook commands

Mouse search

User Windows

WE hot keys

Application-specific settings

Pronunciation dictionary

Braille settings

Associations

ZoomText 10

Starting ZoomText

Working with ZoomText interface

Changing magnification

Mode switching

Freeze Window

Color, pointer, cursor, focus and font enhancements

ZoomText camera

Speech functions and settings
Reading commands

App and doc readers

Speech adjustments

Mouse Echo

Desktop finder

Web finder

Speak It tool
Background reader

Reading zones

Configurations and application settings

Licenses and updates
Magic Version 12
Starting, controlling, and closing

Hotkeys

Views

Quick view frame

Locator mode

Color, cursor, pointer and focus enhancements

Panning

Speech functions

Link list

Application configuration

Creating and saving different configurations
Configuring split and quick views

Kurzweil K1000 Version 13
Starting, scanning and exiting
Scanning currency

Navigating and reading text

File and folder management

Finding files

Editing documents including spell checking, find and replace, dictionary and rank spelling

Settings including loading, modifying and saving
2-page scanning

On-line tools including book search, downloading and Wikipedia

Utilities including reading PDFs, creating WAV files, header and footer removal, KOCR utility and photo copier application

Open Book version 9
Starting and exiting the application
Selecting a scanner driver

Single page scanning

Scanning currency

Reading and editing modes

Reading and navigation commands

Saving, deleting and working with documents

Replacing pages

Bookmarks
Spell check, word count, dictionary, etc.

Launchable programs

Photocopy application

Migrating text

Select, retrieve, adjust and save settings

Save in different formats

2-page scanning

Reading PDFs

Views/zooming in and out

Book search

Using the Pearl Camera
Workflows

BrailleNote Apex
Reading functions

Battery usage

Context-sensitive help

Controlling speech, Braille and thumb keys

Using the User’s Guide

Adjust speech settings

Calculator

Change to text file

Print to embosser and printer

Copy files

Connecting to a computer

ActiveSync
Creating, editing, formatting and searching documents

Find a date

Schedule and cancel appointments

Working with alarms

Set up e-mail account

Create and send e-mail with file attachment

Finding, deleting and undeleting an e-mail

Saving attachments

Searching the internet

Adding a favorite

Braille display modes

Braille display and translation adjustments

Pac Mate version 6
Reading commands
Battery status

Reset

Cursor routing

Set time and date

Adjust speech and other characteristics

Using Help

Adding and finding contacts

Using FSCalc

Using Pocket Word and FS-Edit: creating, editing, formatting, spell checking, saving and managing documents

Braille keyboard
File management and ActiveSync

Setting appointments and reoccurring events

Create, edit, save Pocket Excel Workbook

Create e-mail and attach file

Check e-mail and save attachments

Manage and sort e-mail

Search the Internet

Favorites

Using whiz wheels
Braille settings
iOS version 5.0

Enable/disable VoiceOver
Navigating the device screens

Reading commands

Magnification and panning in zoom

Navigating and scrolling with zoom

Triple click command

Using Wi-Fi
Checking statuses

Using Notes app

Creating a folder

Pairing with Bluetooth keyboard and Braille display

Contracted Braille input

Virtual keyboard modes

Using speech rotor

VoiceOver practice mode

Adding contacts

Using app store

Recording voice memos

Using Safari including searching, using web rotor, playing podcasts and adding a web link to home screen

Bookmarks

Custom vibrations

Adding events to calendar app

Adjust display mode

KNFB-Reader Mobile version 6.4
Reading documents

Scanning currency

Change settings and voices
Field of view report

Status

Using help

Recent documents

Opening text files

Identify colors

Reading and navigation commands

Saving documents

Language translation

Exiting

Adjusting reading speed

Using the camera

Using tilt feature

File names and extensions
Phone rotation

Obtaining the best images

File Explorer

Transferring files to a computer

Victor Reader Stream version 3.5
Bookshelves and file types

Basic functions

Using User Guide

Key describer mode

Navigation levels
Navigating bookshelves and files

Standard and highlight bookmarks

Time jumps

Upgrading stream firmware

Recording and converting messages

Label SD card

Downloading books from BookShare and Learning Ally

Using Humanware Companion

Word search

Apple Macintosh Mountain Lion 10.8

Descriptions/definitions of the Mac desktop, file extensions and common Windows controls including VoiceOver commands needed to use those controls.
Navigation commands for Applications Folder, Dock, Finder, and Extras Menu
Pin text to the dock

Working with drives

Opening/maximizing applications

Creating folders and adjusting properties

Using Text Edit to create/edit text

Dictating text into Text Edit

Mouse Keys

Using Spotlight Search

Adjusting the Notification Center

Setting reminders

Apple Macintosh Mountain Lion 10.8 VoiceOver

Common reading command keystrokes
Getting help

Setting Web Spot

Obtaining information in Safari such as a list of links

Hints

Navigation within Safari

Track pad commander

Track pad navigation commands

Adjusting VoiceOver

Getting VoiceOver help

Making adjustments with VoiceOver Utility

Using VoiceOver dictionary

Creating a Hot Spot in an application

Changing button labels

VoiceOver cursor

Adjusting drive preferences

Using the dock

Apple Macintosh Mountain Lion 10.8 VoiceOver Mail
Navigating mailboxes
Creating/navigating/editing/saving a mail message

Making adjustments to a mail account

Adjusting mail sounds

Signatures

Changing mail views

Attaching a file to an e-mail message

Saving attachments

Using address book

Creating mailboxes, groups/distribution lists

Sorting and deleting messages

Using BCC field
VIP list

Apple Macintosh Mountain Lion 10.8 Safari
Using Safari to conduct a search on Google

Clipping text from a search

Assigning a home page for Safari

Filling out complex forms

Adjust Safari display preferences

Adding bookmarks

Downloading/saving files

Using Safari Reader

Adjusting text size
Apple Macintosh Mountain Lion 10.8 Zoom

Zooming in and out

Adjusting magnification, contrast, and smooth images
Adjusting focus, cursor and pointer
Change modes

Adjustments for “hearing impaired” users
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