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BrailleNote Touch Knowledge Levels
Saving a document
You can save a document as you go along in the Word Processor. This allows you to continue working in the document, with the reassurance that the work you have done is saved. It is very good practice to save as you go along every few minutes or so, especially if you are working on an important piece of work.
Saving your current document for the first time

If this is the very first time that you have created a document and saved it on your Touch, the default location for the document will be the root (not inside a folder) of your Touch’s internal drive. 

On subsequent occasions, the Touch will remember the last folder that you have been working with, and your default folder location will be set to that.

To save as you go along, use the Braille shortcut Space with S. When you use this action for the first time in that specific document, you will be prompted to set a file name, type and location for your document.
You will be placed on the document name field. Type the desired name for your document. 

If you want to select the drive and folder in which to save your document, press 
Space with dot 4 until you are prompted with “Location button”. Then, press Enter.

You will be prompted “Select this folder”. Press Space with dot 4.

You will be prompted with the name of the first item in the list. Press Space with dot 1 and you will be prompted “Go to parent folder”. Now, press Enter.

You will be prompted “Select this folder”. You are now in a list of folders on the current drive. If you want to choose or check the drive, press Space with dot 4 and you will be prompted “Go to parent folder”. Press Enter.
You will be prompted “Storage”. You are now in a list of all drives that are present on your Touch. Storage is the Touch’s internal drive and will always be present. 

You will also have SD card and USB appear in this list, however you will only be able to select them if you actually have them inserted into the Touch.
Press Space with dot 4, or Space with dot 1, until you are positioned on the drive that you want to save your document in, and then press Enter.

You will be prompted “Select this folder”. You are now back in the list of folders on the current drive. Press Space with dot 4, or Space with dot 1, to move through the list of folders. Move to the folder that you want to save your document in, and then press Enter.

You will be prompted “Select this folder”. Press Enter.

You will be placed back on the document name field, where the name you previously typed will be displayed.

The default format for your new document will be DOCX, the latest Word format. If you are happy with this format, simply press Enter.

If you want to select a different format, press Space with dot 4 until you are prompted “File type drop down list”, and then press Enter.

You are now in the list of available formats, which are DOCX, DOC and RTF. 
Press Space with dot 4, or Space with dot 1, until you reach your desired format, and then press Enter.

Now, press Space with dot 4. You will be prompted “Save”. Press Enter.

Your document has now been saved, and you are placed back in the document.

Note: If you are working in a document that has not been saved, and you go to the Main Menu, you will be placed straight back at the Main Menu but your document will stay open. If you turn the Touch off and then back on, when you open Word Processor you will be prompted that a document has been recovered. It is therefore best practice to save your document before you finish using the Touch.

Note: If you are working in a document that has not been saved at all, and you use the Back button or the Space with E Braille shortcut, you will be prompted “Do you want to save your document?”. Press Space with dot 4 until you reach the Yes option, and then press Enter. You will then be prompted to set a file name, type and location for your document as described above.

If you are working in a document that you have saved previously, but you have since made changes and not saved the changes, and you use the Back button or the Space with E Braille shortcut, you will be prompted “Do you want to save your document”. Press Space with dot 4 until you reach the Yes option, and then press Enter.
Subsequent saves of your document

If you use the Space with S shortcut again, you will be prompted “Alert saving, please wait”, followed by “Edit box” which indicates that you are back in the document. The message “Save completed” will briefly appear on your Braille display.
Saving your document using a different name, type and / or location

There is also a function called “Save As” which will be familiar to users of Microsoft Word on Windows computers.

By default, the Touch will prompt you to set a file name, as well as type and location, for your document when saving it for the first time. On subsequent occasions that you save it, you will not be asked to do this again.
However, there may be occasions where you want to save the document using a different name, perhaps having one revision of your document under one name, and a second revision with changes made under a different name, and so on.

Or, you may wish to save your document on a USB drive or SD card, keeping the existing document saved on your Touch itself.

The Save As function is ideal for any of these scenarios. To use the Save As function, press Backspace with S.

You will then be prompted to set the file name, type and location for your document, as described above in the section entitled “Saving your document for the first time”. Follow the same steps as described in that section to save your document accordingly.
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