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How to Preserve Formatting When Using Copy and
Paste

Sometimes copy/pasting the content of a document between programs fails to preserve the formatting you
worked so hard on. This occurs because the formatting styles of the software being used do not match. Web-
based products tend to use...
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Using Paste Special
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Cut or copy the desired text. Thiswill move or copy the data to the clipboard.
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L ocate Paste Special. Paste Special is asuite of options for formatting pasted text in your destination
software. How to access these options will vary depending on the software in use.

1. InMicrosoft Office 2007 and later thisislocated in Home > Paste menu (the arrow underneath the

clipboard icon) > Paste Special...
1. Innewer versions asmall clipboard icon may appear at the end of the text after pasting.
Formatting can be selected here after the fact.
2. In OpenOfficethisislocated in File > Edit > Paste Special.
3. Google Dacs has asimilar option located in Edit > Paste Special, but only works for copy/paste

within the browser.
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Select a paste option. Depending on the software you are using, the options will have different
nomenclature. Different options will treat the pasted formatting differently.
1. Toretain all formatting from the text, press 'Keep Source Formatting' or 'HTML Format'
2. Toretain only the text formatting, but not pictures, press 'Keep Text Only'.



3. If both documents have specia formatting, like lists or tables that you want to combine, press
'‘Merge Formatting.'

Method 2 of 3:

Using HTML Format-Supported Software

Google

One account. All of Google.

oM P@ L e P
e
wiki

Check that HTML formatting is supported by your software. Lack of format support is the most
common issue for loss of formatting when copy/pasting between web and non-web software.
1. Most modern email clients or office software will enable HTML formatting by default, whether it's
aweb client, like Gmail/Google Docs, or a separate piece of software, like Microsoft Word/Outlook.
2. Softwarethat is either very old or very simple, like WordPad, Notepad, or TextEdit will not support

HTML format.
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Enable HTML formatting. It is possible that HTML formatting is supported but has been disabled. Y ou
can usually toggle this manually in the options. Enabling this option will vary depending on the client
being used. Typically you will want to look for an option labeled 'HTML Format' or 'Rich Text' in the

options section of the client or in the text composition window.
1. For example, formatting options can be toggled in Outlook in Tools > Options > Mail Format.
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Copy/Paste complex formatting. Once both programs you are copying from and pasting to are using
HTML formatting, you can copy/paste formatted text as smoothly as any other text.

Method 3 of 3:

Saving the FileasHTML
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Compose your document with aword processor. If you do not want to change your word processor and

you cannot toggle HTML formatting, then you can still format normally and convert it to an HTML
format.
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Savethefile asaweb page. Thiswill convert the formatting to HTML and allow you to copy that
formatting when you open it.

1. Goto File> Save As... and select Web Page (.htm or .html) from the 'Save As Type' menu. This
path may vary depending on the word processor you are using.

[ EEIFREDTORAD
C 0 Al em Daakaop Bt S0P DO IO LA PEN DL i,

BE INSPIRED TO SPEND
MORE TIME IN THE
WORD.

b S B Dy ISR aions] voren SUCh &8 Shauns Naujist
Naomi Zacharsxs, Annic Downs and Alessa Joy Belke

wiki

Open thefilewith your web browser. The web browser will open aweb page with the formatted text. If
the file does not open with the browser by default there are two other options:
1. Drag and drop the .html file onto your browser icon.

2. Right-click the .html file and select 'Open With..." and select your web browser from the list.
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Copy/pastethe text from the browser pageto your email. Since the webpage will be HTML formatted,
there should be no problem pasting it into your email client with the formatting intact.

Y ou finished reading the article "How to Preserve For matting When Using Copy and Paste" edited by the
TipsM ake team. We hope this article has provided you with many useful tech tips and tricks. Y ou can search for
similar articles on tips and guides. Thank you for reading and for following us regularly.
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