
Cutting and Pasting – 
 FAWeb Tips  

 
 
 
SAVE AS RTF BEFORE YOU START COPYING AND PASTING INTO FAWeb 
In MS Word, be sure and save your reports or report file as an rtf document before you begin copying and 
pasting. 
 
CUTTING AND PASTING 
You need to use Control-C and Control-V to copy and paste. 
 
USING ORDINAL NUMBERS 
When you copy and paste reports we still have issues with ordinal numbers.  Please be sure to type the word, not 
the number (second, third, fourth, etc. instead of 2nd, 3rd,4th) 
 
SPELL CHECKING 
When you make a correction, be sure the word spacing is exactly as you want it.  Sometimes the spell checker is 
overly zealous and deletes a space along with the word.  See other tutorial for instructions. 
 
REMEMBERING FONT SIZE 
The default size is Times New Roman 10. Please be sure your final drafts are in this if you work in MS Word.  
Then go back in and be sure the font pasted correctly.  Word has so many imbedded commands that we cannot 
see, that you may need to highlight and change the font right in FAWeb.  This is one of those TRANSLATION 
issues that occur when people use Word instead of writing directly into FAWeb. If the font still is not correct, 
stop and let Kylle or Marti know. 
 
ANOTHER MS WORD TRANSLATION ISSUE 
Check to be sure your paragraphs have transferred correctly. If not, delete the space and hit shift/enter to 
make the paragraph spacing.  No paragraph indenting, please. 
 
TURNING OFF THE POP-UP BLOCKER AND AVOIDING THE BACK BUTTON 
You must turn off the pop-up blocker (or at least double check to be sure it is turned off) EACH time you sign 
on to work on FAWeb. 
 
CURRICULUM STATEMENTS 
Put in your curriculum statement in the notes section. (If you personalized part of your paragraph, it has to go 
as the first paragraph in the report-writing section.)  You can make your curriculum one paragraph or two.  One 
paragraph is easiest  Enter these statements in the space after clicking on the CLASS NOTES tab.  After 
cutting and pasting be sure to highlight and put your statement into Times New Roman 10, even if it looks like it 
is already in that font (see font size translation issues above). 


