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BrailleNote Touch Knowledge Levels
Copying a file
You can copy a file from one location to another on the Touch. A file could be a document you have written in the Word Processor, or a different type of file such as an audio track. Note that when you copy a file, the original is left untouched, with the copied version going into the selected location.
To copy a file, follow these steps:

Use the Braille shortcut Space with dots 1,2,3,4,5 and 6, or press and release the Home button, to go to the Main Menu.

From the Main Menu, type a letter F. You will be prompted “File Manager, KeyFiles”. Press Enter.

You will be prompted “KeyFiles, xx”, where “xx” is the name of the first item in the list. At this point, you are placed in a list of the folders / subfolders and files within the last folder or subfolder that you have been using on the Touch. Press Space with D. 

You are prompted with “Drive selection”. You are now placed in the list of drives on your Touch.

Press Space with dot 4, or Space with dot 1, until you locate the drive that contains the document or file that you want to copy. Then, press Enter.

You will be prompted with the name of the first item in the list. You are now placed in the list of folders and files on the selected drive. 

Press Space with dot 4, or Space with dot 1, until you locate the folder that contains the document or file that you want to copy. Then, press Enter.

You will be prompted with the name of the first item in the list. You are now placed in the list of files (and subfolders, if there are any) in the selected folder.

Press Space with dot 4, or Space with dot 1, until you locate the document or file that you want to copy. Then, press Backspace with Y. You will be prompted “Copied”. 
You will now need to navigate to the location that you want to copy the file to. Press Space with D.
You are prompted with “Drive selection”. You are now placed in the list of drives on your Touch.

Press Space with dot 4, or Space with dot 1, until you locate the drive that contains the folder that you want to copy the file into. Then, press Enter.

You will be prompted with the name of the first item in the list. You are now placed in the list of folders and files on the selected drive. 

Press Space with dot 4, or Space with dot 1, until you locate the folder that you want to copy the file into. Then, press Enter.

You will be prompted with the name of the first item in the list. You are now placed in the list of files (and subfolders, if there are any) in the selected folder.

Press Backspace with V. Note that if the file is very large, you can choose to leave the file transfer to continue in the background. This frees you up to do other things on the Touch whilst the file is copying. If you want to do this, press Space with dot 4 until you are prompted “Do in background button”, and then press Enter.

When the file has now successfully copied, it will appear in the list of documents and files that you are currently in.
Note: You can move a file into a subfolder (a folder within a folder) using the same method. The only difference would be that you should open the main level folder first, then the subfolder, before you use the Backspace with V command.
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