Guide for People who have Low
Mobility or Dexterity

This guide describes accessibility features built into Windows and Microsoft Office, as
well as different types of assistive technology products that are designed for individuals
who have low mobility or dexterity. Note that some sections of this guide may be useful
to individuals with different types of disabilities like learning or vision.

Microsoft wants to provide the best possible experience for all our customers. If you
have a disability or have questions related to accessibility, please contact the Microsoft
Disability Answer Desk for technical assistance. The Disability Answer Desk support team
is trained in using many popular assistive technologies and can offer assistance in
English, Spanish, French, and American Sign Language. Please go to the Microsoft
Disability Answer Desk site to find out the contact details for your region. If you are a
government, commercial, or enterprise user, please contact the Enterprise Disability
Answer Desk.

At Microsoft, our mission is to empower every person and organization on the planet to
achieve more. We are committed to delivering great experiences to people with
disabilities. If you have feedback to offer, or requests to make of us, we encourage you
to let us know through the Microsoft Accessibility Forum.

1. In this Guide:

Setup Accessibility Options in Windows

Make Accessible Documents with Office

Use Accessibility Features in Office

Browse the Accessibility Features of Internet Explorer and Edge

Assistive Technoloqgy for People with Low Mobility or Dexterity



http://www.microsoft.com/en-us/Accessibility/assistive-technology-partners
https://support.microsoft.com/en-us/accessibility/disability-answer-desk
https://support.microsoft.com/en-us/accessibility/disability-answer-desk
https://support.microsoft.com/en-us/accessibility/enterprise-answer-desk
https://support.microsoft.com/en-us/accessibility/enterprise-answer-desk
https://microsoftaccessibility.uservoice.com/forums/307429-microsoft-accessibility-feedback

2. Setup Accessibility Options in Windows

Ease of Access is a location where you can set up accessibility settings and programs
available in Windows.

Learn more about Ease of Access

A Turn on Ease of Access options

With Windows you can access commonly used accessibility options right from the sign-
in screen. Press the Windows Logo Key 58 + U to access the Ease of Access settings at
the sign-in screen. On many keyboards, the Windows Logo Key is located on the
bottom row of keys, to the left or right of the Alt key. There you can turn on or off

Narrator, Magnifier, On-Screen Keyboard, High Contrast, Sticky Keys, or Filter Keys.

Caption 1: Ease of Access options on the Windows sign-in screen
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After you log on, you can also open Ease of Access by pressing the Windows Logo Key

=+ U

To open Ease of Access settings on a touch-enabled device, swipe in from the right
edge of the screen and select All Settings > Ease of Access.

Caption 2: Ease of Access settings with Mouse section selected.
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Turn on Mouse options in Ease of Access
There are several customizable mouse options in Windows.

To get to Ease of Access press the Windows Logo Key & + U, then select the Mouse
option. Here you can customize your mouse pointer size and color, or turn on Mouse

keys.

Caption 3: A list of Mouse Key customizable options




@ Set up Mouse Keys

« v 4 & » Control Panel » Ease of Access » Ease of Access Center 3 Set up Mouse Keys

Set up Mouse Keys

[[]Turn on Mouse Keys

Use the numeric keypad to move the mouse around the screen.

Keyboard shortcut
[ Turn on Mouse Keys with left ALT + left SHIFT + NUM LOCK

When using keyboard shortcuts to turn Ease of Access settings on:
[ Display a warning message when turning a setting on

[ Make a sound when turning a setting on or off

Pointer speed
Top speed:
Low ' High
Acceleration:

Slow ' Fast

[[]Hold down CTRL to speed up and SHIFT to slow down

Other settings
Use Mouse Keys when NUM LOCK is:
®OCn

O off

[] Display the Mouse Keys icon an the taskbar

OK Cancel

I.  Customize Mouse Keys in Ease of Access Center
To customize Mouse Keys in the Ease of Access Center:

1. Press the Windows Logo Key %
2. Type Ease of Access Center and select it from the results.
3. Go to Ease of Access Center > Make the mouse easier to use to see more

detailed mouse properties.
4. Select Set up Mouse Keys.

You can choose to use the Mouse Keys when the Num Lock is on, as well as hold down
CTRL to speed up the pointer and SHIFT to slow down the pointer.

II.  Customize Mouse Properties in the Ease of Access Center
To open Mouse Properties in the Ease of Access Center:

1. Press the Windows Logo Key %
2. Type Ease of Access Center as well as selecting it from the results.



3. Go to Ease of Access Center > Make the mouse easier to use > Mouse
Settings

In the Buttons tab of Mouse Properties, you can switch the primary and secondary
buttons on the mouse, and turn on ClickLock. ClickLock is a function that allows you to
drag items without holding down the mouse button.

In the Wheel tab, you can customize the number of lines that get scrolled down at a
time.

Captions 4: The Buttons tab of Mouse Properties
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C.  Turn on Keyboard options in Ease of Access
Additionally, there are some keyboard options that are customizable in Windows.

Press Windows Logo Key & + U to get to Ease of Access. Then select the Keyboard
section. Here you can turn on the On-Screen Keyboard, Sticky Keys, Filter Keys,
Toggle Keys, and any other settings you would like.

Caption 5: List of Keyboard options in Ease of Access
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Here is a list of keyboard shortcuts that can turn accessibility options on or off:

Right Shift for eight seconds Turn Filter Keys on and off
Left Alt + Left Shift + Print Screen Turn High Contrast on or off
Left Alt + Left Shift + Num Lock Turn Mouse Keys on or off

Shift five times Turn Sticky Keys on or off



Num Lock for five seconds Turn Toggle Keys on or off
Windows Logo Key + U Open the Ease of Access Center
For additional keyboard options:

1. Press Windows Logo Key =2
2. Type Ease of Access Center as well as selecting it from the results.
3. Go to Ease of Access Center > Make the keyboard easier to use

This shows you more detailed keyboard properties. You can also set up Mouse, Sticky,
and Filter keys, as well as customize additional keyboard settings.

Learn more about Windows keyboard shortcuts for accessibility

Caption 6: Keyboard options you can customize in Windows
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[[] Tumn on Sticky Keys
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Set up Sticky Keys
[[] Tum on Toggle Keys

Hear a tone when you press CAPS LOCK, NUM LOCK, or SCROLL LOCK.

Turn on Toggle Keys by holding down the NUM LOCK key for 5 seconds

[[] Turn on Filter Keys
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Set up Filter Keys
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See also
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https://support.microsoft.com/en-us/help/13810
https://support.microsoft.com/en-us/help/13810

I Customize Sticky Keys in the Ease of Access Center
Select the Set up Sticky Keys option in the Make the keyboard easier to use section.
This option allows a sound to be played when different modifier keys are pressed.
Additionally, you can turn on Sticky Keys by pressing Shift five times.

Caption 7: A list of options that can be modified with Sticky Keys

@ Set up Sticky Keys
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Set up Sticky Keys

[[] Turn on Sticky Keys
Press keyboard shortcuts (such as CTRL+ALT+DEL) one key at a time.

Keyboard shortcut
[ Turn on Sticky Keys when SHIFT is pressed five times
When using keyboard shortcuts to turn Ease of Access settings on:
[] Display a warning message when turning a setting on

[-] Make a sound when turning a setting on or off

Options

[ Lock modifier keys when pressed twice in a row

[ Turn off Sticky Keys when two keys are pressed at once
Feedback

[ Play a sound when modifier keys are pressed

[ Display the Sticky Keys icon on the task bar

oK Cancel

II.  Customize Filter Keys in the Ease of Access Center
Select the Set up Filter Keys option in the Make the keyboard easier to use section.
There you can turn on Bounce Keys, where if your fingers unintentionally bounce on a
key it will ignore that keystroke for a preset period.

In this section you can also Set up Repeat Keys and Slow Keys. This way you can avoid
accidental keystrokes and repeated keystrokes when you hold down a key.

Caption 8: A list of options that can be modified with Filter Keys



@ Set up Filter Keys
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Set up Filter Keys

[} Tum on Filter Keys

Ignore or slow down brief or repeated keystrokes and adjust keyboard repeat rates.
Keyboard shortcut
Turn on Filter Keys when right SHIFT is pressed for 8 seconds

When using keyboard shortcuts to turn Ease of Access settings on:
Display a warning message when turning a setting on

Make a sound when tumning a setting on or off

Filter options
(O Tum on Bounce Keys

If you unintentionally bounce your fingers on a key, Bounce Keys will ignore repeated keystrokes for
a specific amount of time.

How long should the computer wait before accepting keystrokes? 0.5 seconds v

(®) Turn on Repeat Keys and Slow Keys

The computer will ignare brief keystrokes according to the time limits you set.
Set up Repeat Keys and Slow Keys

Type text here to test settings:

Other settings

Beep when keys are pressed or accepted

Display the Filter Keys icon on the taskbar

OK Cancel

D.  Use the On-Screen Keyboard to type

The On-Screen Keyboard is a visual keyboard that can be used by your mouse or
another pointing device to select a single key or a group of keys. To open the keyboard,
press the Windows Logo Key #& + U to open Ease of Access. Then Select Keyboard
and turn on the On-Screen Keyboard. The keyboard will remain on the screen until it's

closed or minimized.

I Scan through keys
The On-Screen Keyboard allows you to automatically scan through different groups of
keys and select them with a single interaction. You can also customize which key starts
the scanning process or use alternative input devices.

1. Select the Options key.

2. Select Scan through keys.

3. Press the Space Bar to select the row. Then press the Space Bar again to
choose the letter or symbol.

Caption 9: The On-Screen Keyboard in Windows
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II. ~ Navigation Mode in the On-Screen Keyboard

Select the Nav key to get additional options for keyboard navigation. Here are a few
ways you can use this mode:

e Select PgUp or PgDown to navigate through web pages.
e Select Tab to focus on interactive objects.
e Select F6 to move the focus between feature areas including the Office Ribbon.

Caption 10: Navigation Mode in Word 2016 moving focus between feature areas
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Select the General key to return to the On-Screen Keyboard.
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Learn more about the On-Screen Keyboard

E. Use the Touch keyboard

Instead of a physical mouse or keyboard, one option is to use the Touch keyboard to
type on a touchscreen. To use the Touch keyboard:

1. In the notification area select Touch keyboard .

2. You can also choose either the Split Keyboard or the Handwriting 1
option.

3. To switch between keyboard options, select Keyboard in the lower-right
corner of the touch keyboard.


https://support.microsoft.com/en-us/help/10762

The Split Keyboard makes it easier to type with your thumbs, while the Handwriting
option lets you write with a surface pen or your finger.

Learn more about touch keyboard

F. Using Cortana

In Windows, Cortana is a great new feature that can respond to your individual needs.
Additionally, you can go into her settings and use features such as sending notifications
across devices. This is how to access Settings:

1. Select Ask me anything in the taskbar.
2. Select Settings.

Caption 11: Cortana'’s Settings in Windows
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Learn more about Making Cortana Yours

G.  Use Speech Recognition

Windows Speech Recognition allows you to control your computer with your voice.
First press the Windows Logo Key &% and then type Windows Speech Recognition
and select it from the results. Complete the Set up Speech Recognition tutorial below.

Caption 12: You can train your computer to recognize your voice once the setup tutorial is
complete


https://support.microsoft.com/en-us/help/17178/windows-10-make-cortana-yours

@ Set up Speech Recognition

Welcome to Speech Recognition

Speech Recognition allows you to control your computer by voice,

Using only your voice, you can start programs, cpen menus, click buttens and other objects on the
screen, dictate text into documents, and write and send e-mails. Just about everything you do with your
keyboard and mouse can be done with only your voice,

First, you will set up this cormputer to recognize your voice,

Mote: You will be able to control your computer by voice ence you have completed this setup wizard,

Cancel

Additionally, you can press the Windows Logo Key 2%, and type Control Panel then
select it from the list of results. Then select Ease of Access > Speech Recognition to
get additional configuration options for speech recognition.

Equal Entry video on Using Cortana and Speech Recognition Together on Windows 10

Learn more about Speech Recognition

Learn commands for Windows Speech Recognition

H. Use Tablet mode

To make it easier to tap small or clustered icons users can turn on Tablet mode.
Applications will open full screen and give users more space to work with. To turn
Tablet mode on, select Action Center on the taskbar and then select Tablet mode.

Caption 13: The Action Center open with Tablet Mode selected
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Learn more about using your PC like a tablet

I.  Touch shortcuts in Windows
To navigate Windows using touch here are some touch shortcuts:

from the right Opens Action Center.
from the left View all your open apps in task view.
from the top View a full-screened app's title bar.
from the bottom View the task bar in full-screened
apps.

Learn more about using touch in Windows

l. Windows Hello

Windows Hello is an easy way to sign in to Windows without typing a password or PIN.
This sign-in option can use face recognition as a hands-free sign-in or it can use a finger
print reader. Some computers don't have the technology to support face recognition, so
check to see if your PC is compatible with Windows Hello.

1. Press the Windows Logo Key i=.
2. Select Settings > Accounts > Sign-in options to set up Windows Hello.


https://support.microsoft.com/en-us/help/17210
https://www.microsoft.com/surface/en-us/support/touch-mouse-and-search/use-touch-gestures?os=windows-10&=undefined

Caption 14: Windows Hello is an easy way to unlock your device and verify your identity
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Learn more about Windows Hello

J. Customize sign-in settings

You can customize sign-in settings, so that accessibility features start automatically
when you sign in, after you sign in, or both. To customize sign-in settings:

1. Press Windows Logo Key %a to open.

2. Type Ease of Access Center and select Ease of Access Center from the results.
3. Select Change sign-in settings.

4. Select the check boxes for the options you would like to use and then select OK.

Caption 15: A list of sign-in settings you can change in the Ease of Access Center
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Touch and tablets

Pressing the Windows button and Volume Up button together on your tablet can start an accessibility tool. To
change which tool launches when you press these buttons after you've signed in, go to the Make touch and
tablets easier to use page.

[[] Launch this tool from the sign-in screen

See also
9'. reate a restore point for backup
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3. Make Accessible Documents with Office

Built-in features in Microsoft Office can help you make your documents, spreadsheets,
and presentations accessible to individuals who have lower mobility or dexterity. For
more information on how to make your content accessible, please visit the Office
Accessibility Center and Accessibility in Office 2016 and Windows 10. Check back
regularly as we frequently add new articles and product tutorials.

A.  Accessibility Checker

Word, Excel, PowerPoint, and OneNote include an Accessibility Checker that identifies

some content that might be inaccessible to individuals with disabilities. You can use the
Accessibility Checker while you author to inspect errors as they occur and learn how to
fix issues.

To Open the Accessibility Checker:


https://support.office.com/en-us/article/Office-Accessibility-Center-ecab0fcf-d143-4fe8-a2ff-6cd596bddc6d?ui=en-US&rs=en-US&ad=US
https://support.office.com/en-us/article/Office-Accessibility-Center-ecab0fcf-d143-4fe8-a2ff-6cd596bddc6d?ui=en-US&rs=en-US&ad=US
https://support.office.com/en-US/article/Accessibility-in-Office-2016-and-Windows-10-5df36873-d574-4d07-b21d-2dc4e61384ac

Press Alt + F to open the File menu.
Select Info.

Select Check for Issues.

4. Select Check Accessibility.

whN =

Caption 16: An example of some issues found in the Accessibility Checker
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Read more about making documents
accessible

Learn more about the Accessibility Checker

Learn more about the Accessibility Checker on the Mac



https://support.office.com/en-us/article/Use-the-Accessibility-Checker-on-your-Windows-desktop-to-find-accessibility-issues-A16F6DE0-2F39-4A2B-8BD8-5AD801426C7F?ui=en-US&rs=en-US&ad=US
https://support.office.com/en-US/article/Use-the-Accessibility-Checker-on-your-Mac-to-find-and-resolve-accessibility-issues-3b84295e-d55b-49f1-b443-523ec45a5232?ui=en-US&rs=en-US&ad=US

4. Use Accessibility Features in Office

A. Do Things Quickly with Tell Me in Office 2016

You might have noticed a new text box on the Ribbon in Office 2016. This is Tell Me,
where you can enter words or phrases about what you want to do next and quickly get
to features in Office 2016.

1. Press Alt + Q.
2. Start typing something like “insert table” or "Accessibility Checker.”
3. Select what you want to do from the list of suggestions.

Learn more about Tell Me

B.  Get Keyboard Shortcuts and Steps for Using Assistive Technology with
Office

Office for Windows, Online, Mac, iOS, Android, and Windows Mobile provides support
for assistive technology. You can read about the accessibility features for your specific
environment at the Office Accessibility Center. There you can get all the latest

accessibility information on products such as Word, PowerPoint, Excel, Outlook, and
even others outside of the Office Suite such as Skype or OneDrive.

1. Visit the Office Accessibility Center.
2. Select the app you want to learn about.
3. Navigate to the section for your device.

C. Turn on Touch Mode

Touch Mode is a feature in Microsoft Office that gives more space when selecting a
command or function without using a mouse or keyboard. Here are a series of steps on
how to add it to the Quick Access Toolbar:

1. In any Microsoft Office 2016 program select Customize Quick Access Toolbar
2. Then select Touch/Mouse Mode.
3. To turn on Touch Mode select the touch icon in the Quick Access Toolbar.

Caption 17: Touch Mode in Microsoft Word 2016
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5. Browse the Accessibility Features of Internet
Explorer and Edge

Microsoft browsers come with built-in accessibility features designed for individuals who
have low mobility or dexterity. You can also customize options in Internet Explorer and
Edge to meet your individual vision needs and preferences.

A.  Accessibility Resources with Microsoft Edge
There are several additional accessibility resources for Microsoft Edge.

Learn more about Accessibility in Microsoft Edge

B.  Browse the web with a Keyboard
You can use keyboard shortcuts to quickly access menu items and navigate webpages.

e Use the Tab key and Shift + Tab to move forward and backward through
webpages and the address bar in Internet Explorer.

e Move around within a webpage using the standard navigation keys on your
keyboard—Home, End, Page Up, Page Down, and the arrow keys.

C.  List of Keyboard Shortcuts in Microsoft web browsers

Here is a short list of some keyboard shortcuts that can be used in both Microsoft Edge
and Internet Explorer.

Ctrl + D Add current site to favorites or reading list
Ctrl + F Find on page

Ctrl + H Open history pane

Ctrl + 1 Open favorites pane

Ctrl +J Open downloads pane

Ctrl + N Open a new window

Ctrl + P Print the current page


https://blogs.windows.com/msedgedev/2015/09/25/accessibility-towards-a-more-inclusive-web-with-microsoft-edge-and-windows-10/#H4WB6pqMVEPRXITv.97

Ctrl + T Open a new tab

Ctrl + W Close current tab

Ctrl + K Duplicate tab

Alt + C Open Cortana (in Edge only)

Learn more about Microsoft Edge keyboard shortcuts

Learn more about keyboard shortcuts for Internet Explorer

Learn more about Keyboard shortcuts in Windows

D.  Use Caret Browsing in Web Browsers

Caret Browsing is a way of using the Keyboard keys Home, End, Page Up, Page Down,
the Arrow Keys and Tab to navigate through web browsers. Caret Browsing also selects
text. To initiate Caret Browsing select File > Caret Browsing. You can also press F7 to
turn Caret Browsing on or off.

Caption 18: Caret Browsing is another unique way to quickly navigate through and access
menu items
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Learn about Caret Browsing in Internet Explorer

6. Assistive Technology for People with Low Mobility
or Dexterity

Here is a list of common types of assistive technology for individuals who have low
mobility or dexterity:

o Ergonomic keyboards and mice are designed to be more comfortable than a
standard keyboard and mouse, and may reduce muscle strain and other discomfort.


https://support.microsoft.com/en-us/help/13805/windows-keyboard-shortcuts-in-apps
https://support.microsoft.com/en-us/help/15357/windows-internet-explorer-11-keyboard-shortcuts
https://support.microsoft.com/en-us/help/12445/windows-keyboard-shortcuts
https://support.microsoft.com/en-us/help/17456/windows-internet-explorer-ease-of-access-options
https://support.microsoft.com/en-us/help/17456/windows-internet-explorer-ease-of-access-options

o Eye Tracking is a mobility technology that uses your eyes to control a computer
instead of the traditional keyboard and mouse. It can be calibrated for better
accuracy, and increase engagement for someone with a disability. Microsoft
Research has an ongoing research project in the field of eye tracking. Learn more
about the Eye Gaze project.

e Joysticks can be used to control the cursor on the screen. Joysticks benefit users
who need to operate a computer with or without the use of their hands. Some
people might operate the joystick with their feet or with the use of a cup on top of
the joystick that can be manipulated with their chin.

o Trackballs can be rotated with a pointing device or a hand. People who have fine
motor skills can use these devices more easily and comfortably than a traditional
mouse.

¢ On-screen keyboards provide an image of a standard or modified keyboard on the
computer screen. The user selects the keys with a mouse, touch screen, trackball,
joystick, switch, or electronic pointing device. On-screen keyboards often have a
scanning option.

o Keyboard filters include typing aids, such as word prediction utilities and add-on
spelling checkers. These products can often be used to reduce the number of
required keystrokes. Keyboard filters enable users to quickly access the letters they
need and to avoid inadvertently selecting keys they don't want.

e Touch screens are devices often built into a monitor that allow direct selection by
touching the screen. These devices can present a more accessible target. Some
users might make their selections with assistive technology such as mouth sticks.
Fingers can be used to scroll, resize windows, play media, and pan and zoom.

o Alternative input devices (including alternative keyboards, electronic pointing
devices, sip-and-puff systems, wands and sticks) allow individuals to control their
computers through means other than a standard keyboard or pointing device.

o Voice Recognition Software is designed to make it easier for you to navigate
through your PC faster with your voice than with a keyboard and mouse.

Learn more about Assistive Technology products for Windows

Guide last updated on 2/7/2017.


https://www.microsoft.com/en-us/research/project/eye-controlled-wheelchair/
https://www.microsoft.com/en-us/research/project/eye-controlled-wheelchair/
https://www.enablemart.com/catalogsearch/result/?q=alternative+keyboards
https://www.enablemart.com/catalogsearch/result/?q=sip+and+puff
http://www.microsoft.com/en-us/Accessibility/assistive-technology-partners
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