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Creating A Document  
There are four ways to create a document in Duxbury: 

 Enter text in a dxp (Duxbury print) file; 

 Use six-key entry in a dxb (Duxbury braille) file; 

 Copy and paste text into a dxp file; and 

 Import a file into Duxbury (e.g. Word, brf). 

 

Working With A Source File 
If your source file is an MS Word document you can do the following before importing it 

into Duxbury: 

 Restore hyperlinked text to its original URL: With your cursor on the text click the 

application key, then select Edit Hyperlink. Tab four times to Text to Display and 

delete the text in that field. Click ok and the original URL will be displayed. 

 Remove all hyperlinks: Ctrl-A then Ctrl-shift-F9 

 Accept all track changes and turn off tracking 

 Apply heading and paragraph styles 

 Ensure that any tables are uniform (i.e. no merged columns); tables can be 

converted to text using Word’s Convert Tables to Text feature 

 Check for images and decide how to handle them 

 Remove section and column breaks as well as text boxes 

  

Formatting A Document 
Duxbury can take an MS Word file that was created using styles and turn it into 

properly formatted braille. 



 

Choosing A Template 

The first thing you’ll need to do when you are creating a document in Duxbury is to 

choose a template. The template sets basic parameters of the document, such as the 

language and braille code to be used.  

 

The Menus 

 File 

 Edit 

 View 

 Layout 

 Tables 

 Document 

 Global 

 Help 

 System 

 

Codes And Styles 

Codes are used to change formatting, add symbols and modify the braille in your file. 

There are over 200 codes available in Duxbury. Here is a sample: 

 Currency symbols 

 Accented letters 

 Print page break 

 Skip line 

 Force uncontracted braille  

 

Codes can be added manually in coded view (Alt-F3), in a dialogue box (F9) or by 

selecting them from the code list in the layout menu. 

 

A style consists of two or more codes and a template consists of a group of styles. The 

easiest way to add a style is to select it from the Apply Styles option in the layout 

menu. 

The list of styles includes: 

 Heading 



 Paragraph 

 List 

 Transcriber’s note 

 1-3, 3-5, etc. 

 

There are two types of styles: character and paragraph (or nestable and linear). 

Paragraph styles have a period at the end of the name and will be applied to all of the 

text in the paragraph where your cursor is located (i.e. between the preceding and 

following hard return). Character styles do not have a period at the end of the style 

name and will be applied only to the text that you highlight. If you want a paragraph 

style to apply to more than one paragraph, simply highlight the text you want changed 

and then apply the style. 

 

Any style that modifies the braille output must be applied in the dxp file. 

 

DXP Files 

You can complete the transcription process in the dxp file, but note that there are some 

codes and styles that can ONLY be applied in the print. Anything that changes the 

braille itself, such as forcing uncontracted braille or adding transcriber’s note symbols 

will not work in the braille file. For example, you can’t uncontract braille once it has 

already been contracted. 

 

DXB Files 

 Changes to a dxb file will not be incorporated into the dxp file. 

 Working in the dxb file is a great option for those who know braille well. 

 Six-key entry 

 

BRF Files 

Once your transcription is complete you can save it in Duxbury as a brf file. It can then 

be read in any text editor (such as Notepad) or accessed on a braille notetaker. You can 

edit a brf file in Duxbury but you won’t get as much functionality. 

 

Getting Help 

 Help files in Duxbury menu 

 Duxbury online manual (Google is your friend!) 



 Contact Duxbury Systems 

 

Miscellaneous 

 Run as administrator when installing Duxbury 

 JAWS scripts 

 Bug with line continuation indicator 

 The free demo does not have as much functionality and inserts random Ds 

throughout the text 


