
Paste Text Into Blackboard 
 
Pasting text into Blackboard from other sources can cause formatting issues. Many 
programs, like MS Word or the Internet, tend to include a lot of HTML coding when 
copied, which can cause the text to have varying font typefaces and sizes, extra line 
spacing and even have issues displaying the content. 
 
There are a couple of ways you can avoid or correct the pasting issues. 
 
Remove Formatting 
You can paste your content into the textbox in Blackboard and use the Remove 
Formatting button to clean up the text. Here’s how: 
 
1. Select the text you want to copy (this example is using Word), right-click (PC) or 

Control click (MAC) and click Copy. 
 



 
 

2. For this example, we’ll paste text into a Discussion thread. Go to Blackboard and 
access a discussion forum. Click Create Thread. 
 

 
 

3. Paste the text into the textbox. Please note that you cannot right-click in 
Blackboard. Instead, use your keyboard shortcuts: Control + V (PC) or 
Command + V (MAC). Notice that my text has 3 different font typefaces. 
 

 
 

  



4. Click once in the textbox and select all text. Tip: Click Control + A (PC) or 
Command + A (MAC) to select all text. Click the Remove Formatting button 
on the toolbar. 
 

 
 

5. Click Submit. Notice that the text is formatted consistently and the entire 
message is displaying properly. 
 

 
 



 
Convert Word File to Plain Text 
If you are copying from Word, you can save your file as plain text before you copy it. 
Here’s how: 
 
1. Open the Word file containing the text you want to copy. Click File > Save As 

and choose Plain Text (.txt) from the choice list next to Format. Click Save. 
Click OK in the next window. 
 

 
 

  



2. Close the file, and then open it again. Please be sure to open the .txt file. 
 

 
 

3. You’ll receive a File Conversion box. Simply click OK. 
 

 
 



4. Notice that the formatting is gone from the text. Also notice that the extra line 
spaces between the paragraphs is gone. When you paste the text into 
Blackboard, the line spaces will be put back in. Now, select the text, right-click 
(PC) or Control click (MAC) and click Copy. 
 

 
 

5. For this example, we’ll paste text into a Discussion thread. Go to Blackboard and 
access a discussion forum. Click Create Thread. 
 

 
 

  



6. Paste the text into the textbox. Please note that you cannot right-click in 
Blackboard. Instead, use your keyboard shortcuts: Control + V (PC) or 
Command + V (MAC). Even though the font appears formatted, when you 
submit, the font will revert to the default Blackboard font. 
 

 
 

7. Click Submit. Notice that the text is formatted consistently and the entire 
message is displaying properly. 
 

 
 


