
Copy Rows in the Leader's Guide 

The easiest way to maintain formatting when adding new content is to copy entire rows that 
have the formatting you want to use, and then change the text. To maintain the look and feel of 
the document, copy and paste a series of rows. 

For example, to add the rows of an ASK section to the script of the leader's guide: 

Highlight the three rows containing the ASK header, its bulleted text, and the unshaded 
row. Note: Be sure to highlight beyond the right border to capture the entire row.** 
 

 

Click the Copy icon in the Home ribbon (or Ctrl-c) to copy the rows. 
Click your cursor in the far-left cell of the row below where you want to add the copied rows. 

 

Click the Paste icon in the Home ribbon (or Ctrl-v) to paste the rows. The copied rows will 
appear above the cursor position. Highlight the text contained in the copied cells and edit. 
 

 



**NOTE: If copying rows from another document, be sure to keep that document open until 
after you have pasted the rows, otherwise, your new rows will appear inside the table cell 
instead of being added as a row above, altering the format of the entire table. See image 
below. 
 

 

 


