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How to copy and paste from your agency Expanded Course Outline to new POST Expanded Course Outline. 
 
 

Open your agency Expanded Course Outline (ECO) in Word. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

2 
 



 
 
 
 
 

 
 
 

Click on the Start button in the lower left corner and type “notepad” in the search field.  Click on Notepad to 
open this program. 
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Notepad will open with a blank document. 
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Return to your Agency ECO, select all wording to copy (Ctrl A), then copy (Ctrl C) and paste (Ctrl V) into the blank 
Notepad page. 

 

Windows program key combinations: 

• CTRL+C: Copy 
• CTRL+X: Cut 
• CTRL+V: Paste 
• CTRL+Z: Undo 
• CTRL+B: Bold 
• CTRL+U: Underline 
• CTRL+I: Italic 
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After copy and paste, have Notepad and ECO side by side on desktop.  
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From the Basic Course Informational Website open the new POST Expanded Course Outline Exemplars for your 
chosen course. 
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After selecting course it will open in Word. 
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After opening the POST ECO, place the Notepad version of your Agency ECO and the newly opened POST ECO 
side by side on your desktop screen. 
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Notice Notepad has removed all formatting from your Agency ECO.  To copy your text into the POST Exemplar 
select the text to be copied without selecting the first number in the series.  Paste the text into the numbered 
section in the first position (see above).  After pasting copied text into the POST Exemplar, you will notice added 
numbers in the series of numbers.  Remove the added series numbers 2, 3, 4, and 5.  
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If there are spacing discrepancies, go to the Home tab and then the Paragraph section.  Click on the drop down 
arrow in the right bottom corner 
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Be aware that the spacing may need to be adjusted.  Within the spacing section dropdown you can change the 
settings to match the POST exemplar settings. 

 
 

 
 
 

Spacing section: 
 
 Before:   6 pt 
 After:     6 pt 
 
Line Spacing:  Single 
 
Check box:  Don’t add space between paragraphs of the same style.  This box can either be checked or unchecked 
depending on where wording is in the document. 
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