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BrailleNote Touch Knowledge Levels
Working with multiple documents in KeyWord
From software version 3.0 and later, it is possible to have multiple documents open in the Word Processor (KeyWord). This is very useful as you can switch between your documents for reference, as well as giving you the ability to quickly copy and paste information between documents. This feature provides a more efficient way of working with your documents in the Word Processor.
To work with multiple documents, follow these steps:

You will firstly have one document open in KeyWord. This may be a new document that you have just created, or an existing document that you have opened.
Refer to “Level 4 Opening an existing document” for guidance on how to open an existing saved document.
Refer to “Level 4 Creating a new document” for guidance on how to create a new document.
Note: If you want to switch from an existing document to a blank document to make notes, you can create a new blank document from your existing position inside your current document.
To create a new additional document in KeyWord, press Backspace with N.

With your first document open, ensure that the document is saved. You can press Space with S to save the document before you switch. 

To switch to a second document, press Space with dots 1,2,5 and 6 (the “ou” sign). You will be placed in a list of the other documents in the same folder as your currently open document. From here, you can choose a document to open from within the same folder, or you can select a different folder (or a drive if desired) in the usual way. Once you have navigated to the desired document, press Enter to open it.

You now have two documents open in KeyWord. To switch back and forth between the two open documents, press Space with dots 1,2,5 and 6.
If you want to open a third document, press Backspace with O. You will be placed in a list of the other documents in the same folder as your currently open document. From here, you can choose a document to open from within the same folder, or you can select a different folder (or a drive if desired) in the usual way. Once you have navigated to the desired document, press Enter to open it.

You will now be placed in your third document. At this point, there are two options:

• If you want to simply switch to one of your other opened documents, press Space with dots 1,2,5 and 6. You will be placed in a list of your currently opened documents. Navigate to the desired document in the list, and then press Enter to open it.

OR

• If you want to open another document, press Backspace with O. You will be placed in a list of the other documents in the same folder as your currently open document. From here, you can choose a document to open from within the same folder, or you can select a different folder (or a drive if desired) in the usual way. Once you have navigated to the desired document, press Enter to open it.

When you have two or more documents open, you can close each document in the usual way. Once you have closed the current document, you will be placed back in the document that you opened previously. You can repeat this process to close all your opened documents. Once you have closed the first opened document, you will then be placed back in the KeyWord Menu.
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