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	Division for Blind Services
Consumer Services Report: Assistive Technology Training Report   

	Provider Information   

	Provider:  Training, Inc.

	Address:  131 Amarillo Ave.   

	City:  Houston
	State: Texas
	ZIP Code:  77429

	Telephone:  (777)  818-1737

	Fax Number:  (777) 818-1740

	Email Address:  Trainer@gmail.com

	Trainer:  John Smith

	Report Date:  01/12/2014

	Consumer Information   

	Consumer:  Angela J.

	Address:  1234 Avenue A

	City:  Houston
	State:  Texas
	ZIP Code:  77428

	Telephone:  (777) 123-4569

	Purchase Order Number:  1111255

	Counselor Information   

	Counselor:  Pamela Wilson

	DBS District Office:  Houston 
	DBS Caseload Number:  5555 

	Address:  427 West 20th #407 

	City:  Houston
	State:  Texas
	ZIP Code:  77008

	Telephone:  (713) 803-3100

	Summary of Services Provided   

	Date
	Total Hours
	Service Description

	01/07/14
	6
	The consumer was provided training using JAWS for Windows v15, with Microsoft Windows 7, and Microsoft Office 2010.

	01/08/14
	6
	     

	01/09/14
	6
	     

	01/10/14
	6
	     

	01/11/14
	6
	     

	     
	     
	     

	Training Report Narrative   

	Training Objectives:
Training Objectives

1. Learn the basic concepts of MS Windows 7.

These concepts include:

• The Start Menu and Desktop

• Program groups

• Launching programs

• The Run dialog

• Windows Explorer

• Menu bars and pull-down menus

• Dialog boxes (Including multi-level dialogs)

• List boxes

• Scroll bars

• Radio buttons

• Combo boxes

• Check boxes

• Short cut keys

• Toggling between open programs

• Shutting down and restarting the computer

• Disk Defragmenter

• Windows Control Panel

2. Review the basic Jaws for Windows commands.

These command categories are:

• Cursor movement

• Changing between PC and JAWS cursors

• Getting help

• Dialog box commands

• Reading commands

• The JAWS Manager

• JAWS Quick Settings

• Miscellaneous commands

• The Dictionary Manager

3. Learn basic editing skills to be used in MS Word 2010.

These command categories include:

• editing commands

• Using and Navigating the Microsoft Ribbon

• File storage, retrieval, deletion, and location operations

• Formatting commands such as underlining, bolding, and centering

• The spell check function
• The thesaurus function

• Finding and replacing text

• Selecting, copying, and pasting text

• Creating and moving to bookmarks

• Creating and modifying page numbers

• Identifying and changing the font

• Changing line spacing and alignment

• Performing a word count

• Working with envelopes and labels
Days of Training summary: 01/07/2014-01/11/2014

Training Report Narrative:

On January 7, 2014 I met with this consumer for 6 hours to conduct training using Microsoft Windows 7. It was noted that the consumer has had no prior experience with using Windows 7 from the pre-assessment given by the consumer's EAS specialist. Therefore, the basic concepts of using Windows 7 were covered on this day.  The consumer was taught to navigate the Windows desktop, shut down the computer, launch programs, close programs, create shortcut keys, and change the JAWS speech rate. The consumer was given notes for the day's training and an assignment to complete for the next day's training.

Date: 01/08/2014

Trainer:  John Smith

Total Hours:  Six 

Training Report Narrative

On this date I met with Angela J, to conduct training at her home. 

The consumer stated she was very excited to be able to access the computer. The consumer asked lots of questions and was able to demonstrate the skills taught to her from the previous date. The consumer had completed assignments given to her from the last training date. I moved on to the next items to cover. These items included; using Windows Explorer, using Menu bars and pull-down menus. The consumer was taught the basics of using single and multipage dialogs. Covered were navigation and types of controls encountered in dialogs. The consumer learned to identify and interact with; list boxes, Scroll bars, Radio buttons, Combo boxes, and Check boxes. 

The consumer learned to create shortcut keys for launching programs, and to move between open programs with ALT+TAB. The day finished with computer maintenance and using Disk Defragmenter.

Date: 01/09/2014

Trainer:  John Smith

Total Hours:  Six

Training Report Narrative

On this date a lesson was provided to the consumer on using the basic Jaws for Windows commands.  These commands included; Cursor movement, Changing between PC and JAWS cursors and differences between the two, Getting help, Dialog box, reading commands, Reading commands for Microsoft Word. Also covered were using The JAWS Manager, JAWS Quick Settings and the JAWS Dictionary Manager. The consumer appeared to struggle with the JAWS Manager and the array of options. An MP3 tutorial was given to the consumer that covers the JAWS Manager in more detail. The consumer was given an assignment to review this tutorial and to practice navigating the JAWS Settings Manager.

Date: 01/10/2014

Trainer:  John Smith

Total Hours:  Six

On this date the consumer learned the basics of editing documents in Microsoft Word 2010. Navigation commands were covered. The consumer learned to move by character, word, line, sentence and paragraph. Selecting text was covered including copying, cutting, pasting text, changing font attributes, and saving documents.

The consumer learned to use the thesaurus, and to spellcheck documents. Using the Microsoft Ribbon was started. This appeared to give the consumer trouble and an assignment was given to her to navigate the Ribbon as well as to listen to the JAWS tutorial on using the Microsoft Ribbon. 

Date: 01/11/2014

Trainer:  John Smith

Total Hours:  Six 

Training Report Narrative

I started the training session by reviewing areas the consumer struggled with in the previous day's training. The consumer still had some trouble with concepts introduced by the Microsoft Ribbon. Once those were covered and the consumer was confident in using the Ribbon we moved on to other material. 

The consumer learned to find and replace text in a document, how to create bookmarks, move to bookmarks and creating and modifying page numbers.

I spent the last 2 hours reviewing the week's training and answered questions the consumer had. We were not able to cover changing line spacing and alignment, performing a word count as well as, working with envelopes and labels. I gave the consumer materials to go over and the consumer stated she felt she could review these if she needed to perform these tasks in the future.

Training Report Narrative

Training Effectiveness

Angela J was receptive to the training being offered.  The consumer had no prior experience using Windows, so the most basic concepts of using Windows were covered first.  The consumer was very attentive during training, but required detailed descriptions of some steps to function adequately in a few situations.  This is not to suggest that the consumer was unable to learn the material, because, in general, she was an excellent student.  The consumer was given materials to study and completed assignments given to her prior to the subsequent training dates.



	Equipment Used in This Training Session:
1. Windows Quad Core PC

2. Canon BJC-250 printer with USB cable


	Software Used in This Training Session:  
1. Microsoft Windows 7

2. JAWS for Windows 15

3. Microsoft Word 2010


	Software/Hardware Problems:
The consumer's sound volume had been turned down and speakers were not plugged in to the correct jack on the sound card. I changed the volume and plugged the speakers in to the correct output. Consumer's JAWS was not starting automatically. I set JAWS to start and also installed the latest version of JAWS, V15, and the Authorized Version for this training. 

	Training Effectiveness:
Angela J was receptive to the training being offered.  The consumer had no prior experience using Windows, so the most basic concepts of using Windows were covered first.  The consumer was very attentive during training, but required detailed descriptions of some steps to function adequately in a few situations.  This is not to suggest that the consumer was unable to learn the material, because, in general, she was an excellent student.  The consumer was given materials to study and completed assignments given to her prior to the subsequent training dates.

	Signatures   

	Signature of Direct Service Provider: 
X       
	Title:
     
	Date:
     

	Report Completed By (Print Name):
     
	Title:
     
	Date:
     

	Distribution:  VR Counselor ( EAS Specialist  
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