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Copy & Paste – Exam Platform Instructions  
 
Candidates can copy and paste in the following scenarios: 
Copy and paste can be done from  

• within the same response box,  
• from one response box to another,  
• the exam aids,  
• question stem, and/or  
• background/reference materials 

Two methods: 
1. Right click Method 1 and Method 2 
2. Drag and Drop  

Methods that can be used depending on the scenario: 

Copy & Paste   Methods that can be used  

Within the same response box  • Right Click – Method 1  

From one response box to another • Right Click – Method 1 

From the exam aids • Right Click – Method 2  

From the question stem 
• Right Click – Method 1 
• Drag and Drop  

From the background/reference 
materials 

• Right Click – Method 1 
• Drag and Drop 
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Right Click Method 1 

When copying and pasting from within a response text box, or from one response 
text box to another:  

1. Select the text they wish to Copy 

2. Right click and select Copy 

3. Right click into the response box and select Paste 

A window will pop up as follows  

From here, candidates need to right click and 
paste the copied text inside the textbox and press 
OK. The copied text will appear inside the essay 
textbox entry. 

 

 

 

Right Click Method 2 

When copying and pasting from the exam aids, background/reference materials, 
and/or question stem into a response box: 

1. Select the text they wish to Copy 

2. Press “ctrl+c/cmd+c” 

3. Navigate back to the response box and click into the spot that you want to 
paste the text.  

4. Right click and select Paste.  

A window will pop up as follows 

From here, candidates need to right click and paste the 
copied text inside the textbox and press OK. The copied text 
will appear inside the essay textbox entry.  
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Drag + Drop 

This method is used when copying text from the background materials or question 
into a response box:  

Select the text you want to copy and drag and drop it to the response box 

 

 

Edit as needed according to instructions 
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