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What is the Duxbury BANA template?

e A template used for formatting Word documents to be
opened in the Duxbury Braille Translation Software

Have you ever formatted a Word document?

e Probably ... Using Fonts, Paragraph and Styles on the
Word ribbon

e BANA Template sets Styles for braille documents
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" The Duxbury BANA Template

How do | access and install the BANA template?
e If you have Duxbury, you have the BANA template.

* When installing Duxbury you will be asked: "Would
you like to install the BANA Template"?

e YES! You can check the box, do not ask me again.

e It will also ask if you want the French Template ...
NO. You can check the box, do not ask me again.



Where is the BANA Template located?

When Duxbury is installed, a backup copy of
the template should be in C:\Program
Files\Duxbury\DBT 12.1 (11.3, 11.2)\Templates

The BANA Template could also reside in
another folder/location.



~ Duxbury Help

Look under Codes, Styles and
Templates\Templates\Default Templates

e English (American Textbook DE) - BANA

Provides link: Word Template (BANA Braille 2014) for
more detailed information

This link can also be accessed in Duxbury Help
in the Working With Word folder.




Adding BANA template to Quick Access Toolbar

* Go to: File\Options\Quick Access Toolbar or use
down arrow on the Quick Access Toolbar and select
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Adding BANA template to Quick Access Toolbar

® Select All Commands

* Find Templates in left column. Click Add.

* It will appear in right column, which adds it to your
Quick Access Toolbar.

Word Options

* Click OK.
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Ribbon

Adding BANA template to Quick Access Toolbar

® The Quick Access Toolbar may appear above or below the

® You can change its location (above or below the Ribbon)

to your preference.

Customize Quick Access Toolbar
vV | New

Open
v | Save

E-mail

Quick Print

Print Preview and Print
v | Spelling & Grammar
v | Undo
v | Redo

Draw Table

Open Recent File

More Commands...

Show Below the Ribbon @

Home Insert Page Layout

Calibri (Body)
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Quick Access Toolbar below the Ribbon




BANA Template Toolbars on Word Ribbon

Word 2003:Three toolbars are added to the
toolbar area when the BANA template is

active.

Body - | Contents = | Exercise ~ | Glossary = | Headings = | Index~ | List~ | Misc~ | Motes = | Numbered = | Plays = | Poetry I Page Setups = !

: it # OtherPage Numbers~ |Reset [ O |B R Y .. [Pal% |z | TH[G./GW/L#E U F G L S|DBTCndE5*!

EN# EHE. Other Page Mumbers = | Memeth = I Memeth Codes - I Emphasis * H

Word 2007/2010/2013:The toolbars appear in
the Add-Ins tab.

Body - Contents ~ Exercise = Glossary = Headings = Index~ List~ Misc = Motes~ Mumbered ~ Plays ~ Poetry ~ Page Setups -
T Eﬂi Other Page Mumbers = Reset 4 CBRY .. IPA :E‘: EE Ili G.GULEU F G L S DET Codes~
N# FH Other Page Numbers - Nemeth - Memeth Codes - Emphasis -

Custom Toolbars
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Adding BANA Template to new document
Open a new Word document

e Important: BANA Template must be added to
each document!

Click on the Template icon on Quick Access
Toolbar




Adding BANA Template to new document

* Select Document Template
21|

Templates | XML Schema | XML Expansion Packs | Linked €SS |

Document template
[ _Iﬁ INormaI Attach... |
w J ﬂ. ™ Automatically update document styles
= I~ Attach to al new e-mai messages
Global templates and add-ins
DEICUI"I‘IE‘I"I‘I: DﬂcumEﬂt Checked items are currently loaded.
Y = Add... |
Template Panel [ UEB.dotm
Templates

[

Full path: C:\...\Office14\STARTUP\swift.dot

QOrganizer... | OK | Cancel
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Adding BANA Template to New Document

Select Attach: BANA Braille 2015.dot

Ternplates and Add-ins

Jricemal Bitach..

[ Audomatically update document shdes
Global templates and Add-ns
Chedked items are curmenthy loaded:

W hainAddn.dat -

F HIE""‘]‘E‘I‘!‘.dm _:_:-'.'..

Ful pathi:  CiTemplates\StadupPDPaker dot

(%] Attach Template x|
(_) (_) | ¥ bscott = AppData = Roaming ~ Microsoft = Templates + - l‘.@ll Search Templates D)
Organze ¥  New folder =~ e

= Y
=W Microsoft Word —1 Name
Tempates Document Themes
LiveContent
, Favorites
SmartArt Graphics
877 Lbraries % | BANA Bralle 2014.dot
*, Documents —> % | BANA Braile 2015.dot
4. Music % | DBT Francais - 2006.dot
S, Pictures T i_!j Normal.dotm
a Videos i_!j NormalEmail.dotm
4| swift.dot
=& Computer —J SWiL.ao
L 0s(C) 4| UEB.dotm
> Removable Disk (H:)
> BRL2000 (I.) ﬂ 1 | ﬂ
File name: j IAII Word Templates (*.dotx:j
Toos ~ Open | Cancel |
7|
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Adding BANA Template to Ne

® Check: Automatically update document styles

® Click: OK

w Document

This box must be checked!

Nothing needs added
or changed in this box.

2%

Templates | XML Schema | XML Expansion Packs | Linked €SS |

Document template

IC:'\Usershbscott\,nppDataHRoamingHMicrosoftHTem| Attach... |

[v' Automatically update document styles

™ Attach to all new e-mai messages

Global templates and add-ins
Checked items are currently loaded.

v — Add...
[ UEB.dotm ;l
Remave |
=

Full path: C:\...\Office14\STARTUP\swift.dot

QOrganizer... | QK | Cancel
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Adding BANA Template to New Document

. Documentl - Microsoft Word k

- Home Insert Page Layout References. Mailings Review Braille View Developer Add-Ins

DBT ~

o= B OER

s @

Body ~ Contents - Exerdise - Glossary - Headings = Index - List ~ Misc ~ Notes = Numbered - Plays ~ Poetry - Tables - Page Setups ~
Tt 3 OtherPage Numbers - Reset @ & B R W .. PA®5 =t ING.GWLE U F G T L S DBT Codes -
N# 315 Other Page Numbers = Nemeth = Nemeth Codes  Emphasis -

Menu Commands Custom Toolbars

H9-0&05-9% 9=
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- BANA Template Styles in Word

* Draft View: To view styles in a Word Document the
Draft View must be selected.

e = = - i h i =
[ E!ga \ H®Y- - Docl - Microsoft Word (Trial) e
—"'J Home Insert Page Layout References Mailings Review View Q‘J
J- _J:J -_’d Web Layout Ruler Document Map -_‘_'j """ _]_j 75 New Window | 1] EE =
_Z Outline Gridlines Thumbnails e L .i:l] = Arrange Al ! = ==F]
Print  Full Screen r— o u foom 100% | : : Switch Macros
Layout Reading [-EJ Draft| IMlessage oar =l || &= selit 14 | Windows ~ i
Dacument Views \ Show/Hide Zoam Window Macros
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Showing Styles in a Word Document

Document4 - Microsoft Word o B 2
Home Insert Page Layout References Mailings Review Braille View Developer Add-Ins o @
5 Web Layout Ruler Q One Page &= New Window 11 %E
Outline Gridlines [@3 Two Pages = & Arrange All | B | -
Print  Full Screen o Zoom 100% Switch Macros
Layout Reading BT E e Page Width Split 44 Windows ~ <
Document Vie# Show Zoom Window Macros
9 - 0@0Q-WTE9a 6= -
Ei ! 1 N e T

R ED

Style area pane is
not visible.

—

«[w] :

P lofl | Words: 0

100% [ — +
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~Showing Styles in a Word Document

® Go to:
e File
e Options
e Advanced
® Scroll down to
Display
® Set Style area pane
width in Draft view
to 0.5
* Click OK

General
Display
Proofing
Save

Language

Advanced l
Customize Ribbon

Quick Access Toolbar ﬂ
Add-Ins

Trust Center

I SNOW Crop marks

(Il Show field codes instead of their values

Field shading: IWhen selected 'I

[T Use draft font in Draft and Outline views

ICourier New vl

10 v

Mame:

Size

7e

Font Substitution... |

Display

Show this number of Recent Documents: 25 = 6
Show measurements in units of:
Style area pane width in Draft and Qutline views: 0"
|_ Show pixels for HTML features

Show all windows in the Taskbar

Show shortcut keys in ScreenTips

Show horizontal scroll bar

Show vertical scroll bar

Show wertical ruler in Print Layout view

Optimize character positioning for layout rather than readability

B B B BREY BN B R

Disable hardware graphics acceleration

OK |

e

Cancel |

7|
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Showing Styles in a Word Document

Style area pane is
visible.

s

Documentl - Microsoft Word

Home Insert Page Layout References Mailings Review Braille View Developer Add-Ins

DBT -

Body - Contents - Exercise = Glossary = Headings - Index - List - Misc - Notes ~ Numbered ~ Plays - Poetry - Tables - Page Setups ~
Tt 3 Other PageNumbers - Reset % & B R Y .. PA"8, 2t ING.GWLE U F G 1 L S DBT Codes -

N# H Other Page Numbers ~ Nemeth - Nemeth Codes - Emphasis ~

Menu Commands Custom Toolbars

do-0&800-293/9a 4 -

1 I T -

Normal
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/Styles for Braille Formatting

-

Many styles for formatting braille are named referring
to the cell where brailling begins and where it
continues onto another braille line.

For example: If you begin a long sentence in cell 1 that goes
more than the 40 cells of that line, you must continue onto
the next braille line.

If you continue that sentence in cell 1, then the format is 1-1
or Left Flush. This is the same as a blocked paragraph in print.
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/Style Types

-

Headings

e Centered Heading (Heading 1)

e Cell 5 Heading (Heading 2) -- blocked in cell 5: 5-5
e Cell 7 Heading (Heading 3) -- blocked in cell 7: 7-7

Paragraphs

e Blocked paragraph (Left Flush): 1-1

e Regular indented paragraph (Body Text): 3-1
List: 1-3

e Spelling words

e Numbered sentences to read/write

20
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— Style Types

Directions: 5-5
e Precedes an activity to be completed

e A directive statement is not the same as directions to an
activity

Listed items with and without subentries.

e Similar to outline format

e Multiple choice questions and their answer choices are lists
with one subentry. 1-5/3-5

e Each new subentry begins two cells to the right

e All runovers should be in the same cell

e Example of a list with 3 subentries:
» State / Capital / State bird / State flower
19 /39 /59 /7-9
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® Open a New Word Document

* Add the BANA Template (from the Quick Access Toolbar)
® Select Draft View

* Type Text to be Formatted

@ Adding text to formatl.docx - Microsoft Word = O X

File Home Insert Page Layout References Mailings Review Braille WView Developer ~ @

DBT - | Body =~ Contents ~ Exercise ~ Glossary = Headings - Index = List ~ Misc ~ Notes ~ Numbered - Plays ~ Poetry = Tables = Page Setups ~

T 3t Other Page Numbers ~Reset % & B R Y .. PA®E 1t ING.GWLt U F G I | S DBT Codes -
N# ﬁ Other Page Numbers = Nemeth ~ Nemeth Codes = Emphasis ~

Menu Com... Custom Toolbars

Bo-080k-YEEl? & + -

Normal Brailling-Formatting-is-Fun!q

Kl »

Page:1of 1 | Words: 4 | of& EBEg = = 110% E i {EI o
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- Adding Text to be Formatted

"Show All" ¢

e Feature in Word

e You can activate it with short-cut Ctrl + *
(Ctrl\shift\*)

e |t can be added to your Quick Access Toolbar

e Shows paragraph marks and other hidden
formatting

e Helps identify blank lines in Word that will be
retained in the Duxbury braille document
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Adding Text to be Formatted

® Go to the BANA Template and select the Heading you
want to use for the text you just added.

@ Adding text to format2.docx - Microsoft Word = O X

File Home Insert Page Layout References Mailings Review Braille View Developer ~ @

DBT - | Body = Contents = Exercise ~ Glossary = Headings - Index = List ~ Misc ~ Notes ~ Mumbered - Plays ~ Poetry = Tables = Page S¢

Tat 3t Other Page Numbers ~ Reset @ & B R YW ,.PA®s 1: INE.GWLEt U F G I | S DBT Codes - X
N# j:li Other Page Numbers ~ Nemeth ~ Nemeth Codes =~ Emphasis -

Menu Co... Custom Toolbars

Beo-0o80k-YEE? & + -

Headng 1 | Braille-Formatting-1s-Fun!9|

4] 3

Page:1of 1 | Words: 4 | ok B g EE 110% E i !EI i
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~Addir ng Text to be Formatted

® Go to the tab labeled Body or Numbered on the BANA
Template. Select the paragraph format you want to use for the
new text you are adding. Type in the text.

(W] Adding text to format3.docx - Microsoft Worc N
Home Insert Pagelayout References Mailings Review Braile View Developer | Add-Ins | & @
DBT - Body - Contents = Exercise ~ Glossary = Headings = Index ~ List = Misc - Motes = Numbered - Plays - Poetry -
Ta 3 Other Page Numbers - Reset % O B R YW ,.PA®s. 1 WE.GULHUF G I L X
N 3 Other Page Numbers ~ Nemeth = Nemeth Codes = Emphasis ~
Menu Co... Custom Toaolbars
=] sa&0r-vr=las e s
A 1 2 J EEENERRE KR -
Headng 1 | Braille Formatting 1s -Fun!Y| =
o1 Thisparagraph-is-formatted-as-a-regular-paragraph-
(or-Body-Text)-which-is-the-style-3-1.-Look in the-style-
column;-the numbers-3-1-are-shown.q
E
1 As-T-keeptyping, the-style-will remain-the-same-until- -
I-change-it.q §
4| »
Page: 1of1 | Words: 107 | <% | £ | | B & B =[=] 00% [] (+)
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Repeat steps for adding a new paragraph.

[
@ Braille Formatting is Fun.docx - Microsoft Word 22
Home Insert Page Layout References Mailings Review Braille View Developer Add-Ins o @
DBT ~ Body - Contents = Exercise -~ Glossary = Headings - Index - List ~ Misc ~ Notes ~ Mumbered - Plays =~ Poetry ~ Tables ~ Page Setups -
Tt 3 Other Page Numbers - Reset ¢ & B R Y .. IPA B MWE.GULH U F G | 5 DBT Codes -
N# Eﬁi Other Page Numbers ~ Nemeth ~ Nemeth Codes = Emphasis -
Menu Commands Custom Toolbars
Hd9-08 0 02-P7=HE446 -
L v e s e s e a T %
Heading 1 . . . | E
- Braille Formatting 1s Fun!9|
1 This-paragraph-is-formatted-as-a-regular-paragraph-(or-Body-Text)-which-is-the-
3-1-style.-Notice in-the-style-column-the numbers-3-1-are-shown.q
1 AsT-keep-typing,-the-style-will remain-the-same-until-I-change-it.q
3-1 T
1'1 This-is-different-paragraph-that-I-wanted to-be-a-blocked paragraph-(or-Left-Flush)-
so-[-formatted-it-1-1.-Notice-that-my-style-has-changed-in-the-left-style-column.j
- AsT'keep-typing,-the-style-will remain-the-same-until-I-change-it. |
1'1 Also-notice-that-if-I-don't-add-a-blank-line-between-my-blocked -paragraphs-they-all- =
run-together! .
4[]
Page: 1 of 1 | Words: 107 | <% | & | EEEE RS U
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HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW DEVELOPER ADD-INS

€ Send to Bluetooth  Body - Contents - Exercise - Glossary - Headings = Index = List = Misc =~ Notes ~ Numbered ~ Plays - Poetry - Tables - Page Setups ~
T 3 Other Page Numbers~ Reset ¢ & B R W .. IPA "o :: M G- GW L#E U F G L S DBT Codes~
N, # Other Page Numbers = Nemeth = Nemeth Codes = Emphasis ~

Menu Commands Custom Toolbars

H ©- EE- B v O[E T

L 9 Y 1 2 3 4

Braille Formatting is Fun!
Centered

This paragraph 1s formatted as a regular paragraph (or Body Text)
which 1s the 3-1 style. Notice in the style column the numbers 3-1 are

shown.
As I keep typing, the style will remain the same until I change it.

This 1s different paragraph that I wanted to be a blocked paragraph (or
Left Flush) so I formatted 1t 1-1. Notice that my style has changed 1n the

left style column.

As I keep typing, the style will remain the same until I change it.
Also notice that if I don't add a blank line between my blocked
paragraphs they all run together!

PAGE1OF1 107 woRDs [ %3
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Contact Information

Betsy Scott
Indiana Educational Resource Center
Braille Project Manager
7725 North College Avenue
Indianapolis, IN 46240-2504
bscott@isbvik12.org
317-253-1481 ext: 267
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