
The PasteBoard 

The PasteBoard is a timesaving feature. The PasteBoard allows you to copy text from another 

document, such as your Curriculum Vita in Microsoft Word, and paste it into the PasteBoard. 

After you have pasted text into the PasteBoard, you can select text from it, click-and-hold on 

the text you selected, and drag the text into any field in the system to add that information. 

To access the PasteBoard, click on PasteBoard on the upper right corner of the navigation 

bar: 

The Pasteboard will appear in the bottom right-hand corner of your screen and can be dragged 
anywhere on the screen as needed. Any text in the PasteBoard upon logging out will remain in the 
PasteBoard for future sessions.




