
 

In this tutorial: 

• Using the built-in copy function 
• Copying text manually to preserve formatting 
• Editing Suggested Direction text using Microsoft Word’s find-

and-replace tool 

 

1. When hovering the mouse cursor over a Suggested Direction or 
Quote block, a ‘Copy’ button appears in the top right corner. 
Clicking this will copy the entire block’s text to your device’s 
clipboard. 

 

2. This text can be pasted into any word processor of your choice, 
such as Microsoft Word in this example. When using the built-in 
‘Copy’ button as above, the exact text is preserved (including 
any lists or hyperlinks) and any bold or italics are removed. 
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3. To preserve bold or italics formatting, return to the Benchbook 
and click and drag to select the chosen text with your cursor, 
then right click and choose ‘Copy’. This is possible only in 
Document View, not PDF View. 
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4. There are 3 different options to ‘Paste’ text that has been copied 
in this way, which are common to most word processors 
including Microsoft Word. Click the clipboard icon that appears 
after pasting text. 

 

A. ‘Keep Source Formatting’ preserves all possible formatting, 
including the text boxes around Suggested Direction text. 
 

 
 
B. ‘Merge Formatting’ merges the incoming formatting with 

the existing formatting at the destination. For Suggested 
Direction text this removes the text boxes, but preserves bold 
and italic formatting. 
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C. ‘Keep Text Only’ will remove any incoming formatting. This is 

equivalent to using the built-in ‘Copy’ button, as described in 
steps 1–3.  
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5. You may wish to replace the placeholder text found inside 
square brackets within Suggested Direction content. 

 

A. This may be achieved manually by selecting and retyping text 
in your word processor. 

 

B. This process can be made more efficient using Microsoft 
Word’s built in ‘Find and Replace’ tool. Press Ctrl+H or 
Command+Shift+H to access it.  

 

This will enable you to find and replace common terms 
throughout the text; for example, pronouns: 
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