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Curriculum Review Workflow
Copy/Paste Plain Text

Copy/Paste Instructions
Any text copied from another file/source (e.g., Word, email, website) must be pasted as plain
text in the proposal form.

Saving Plain Text from Microsoft Word:
1. Open the existing Word document that needs to be converted to plain text. If the text is
from another file type, paste the text into a new Word document.
2. Save a copy of the Word document by selecting Save As from the File menu.
3. Change the File Format by selecting Plain Text (.txt).

Save As: plain text example
Tags:

Where: [B Desktop B
File Format v Word Document (.docx)

Word 97-2004 Document (.doc)
Word Template (.dotx)
Word 97-2004 Template (.dot)

Save the file.
A dialogue box will display. Under Options, check the box Allow Character
Substitution and then select OK to save the file.

ok

|, Warning: Saving as a text file will cause all formatting, pictures, and objects in your file to be lost.

Text encoding:
*)Mac OS (Default) () MS-DOS Other encoding:

End lines with: | CRonly ¢

Document direction:

© Left-to-right () Right-to-left
Preview:

Text marked in red will not save correctly in the chosen encoding Cancel l OK I

6. Open the recently saved plain text (.txt) file and copy the applicable text.
7. Paste the plain text into the curriculum proposal form using the keyboard command
(right-click is not supported). Use control+v (PC) or command+v (Mac) to paste the text.
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