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When you are posting email or discussion posts in Moodle there are some ways to make your life easier.
If you just want to get text from a Word document, simply select that text and drag and drop the selected text from your Word window to the Moodle compose window:
[image: ]
Normally, though, you would want to preserve formatting. In this case copy the Word material you wish to paste (select, then Ctrl-C), then in the Moodle compose window, press the copy from Word icon:
[image: ]
A small window will pop up:
[image: ]
Then Ctrl-V will paste your Word material into this window:
[image: ]
Then, press the Insert button and your Moodle compose window will show:
[image: ]
So, this way you can select an entire Word document and copy and paste it into Moodle and preserve the original formatting. This means that everyone can read it, however, for the poor instructor, it is wretched trying to review, comment and grade it in a discussion post format, so it is courteous to attach your Word file too.
Tips and Tricks
When researching your case study questions paper and you find an interesting one like Estrogen effects in allergy and asthma (Bonds & Midoro-Horiuti, 2013), you can add it to your Zotero library:
[image: ]

Then, when you are writing your Word paper, you can shift-drag and drop one or more articles from your Zotero folder into your Word document and the inline citations will be added at the cursor point. Once you are done writing and it is time to list your references, simply select all the articles you used in your Zotero window and drag and drop them into your Word document – it’s all done! This simple process can also be used with a Moodle compose window:
[image: ]
You will notice that this is a very easy way to add references to email or discussion posts and have them properly formatted and with hanging indents. You are now a maestro!
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(Bonds & Midoro-Horiuti, 2013) this is inserted by shift-drag and drop from your Zotero library.

The reference listing is inserted by drag and drop from your Zotero library
Bonds, R. S., & Midoro-Horiuti, T. (2013). Estrogen effects in allergy and asthma. Current Opinion in Allergy and
Clinical Immuriology, 13(1), 92-99. doi10.1097/ACI.0b013¢32835a6dd6
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When you are posting email or discussion posts in Moodle there are some ways to make your life easier

If you just want to get text from a Word document, simply select that text and drag and drop the selected text from
your Word window to the Moodie compose window.
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When you are posting email or discussion posts in Moodle there are some ways to make your life easier

If you just want to get text from a Word document, simply select that text and drag and drop the selected text from
your Word window to the Moodie compose window.
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Paste from Word
Use CTRL+V on your keyboard to paste the text into the window.
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Paste from Word
Use CTRL+V on your keyboard to paste the text into the window.

Normally, though, you would want to preserve formatting. In
this case copy the Word material you wish to paste (select, then

Ctrl-C). then in the Moodle compose window, press the copy
from Word icon:
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Normally, though, you would want to preserve formatting. In this case copy the Word material you wish to paste
(select, then Ctrl-C), then i the Moodle compose window, press the copy from Word icon
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Curr Opin Allergy Clin Immunol. 2013 Feb;13(1):92-9. doi: 10.1097/ACI.0b013e32835a6dd6.

Estrogen effects in allergy and asthma.

Bonds RS, Midoro-Horiuti T.

aDivision of Allergy/Immunology, Department of Intemal Medicine bDepartment of Pediatrics, University of Texas Medical Branch, Galveston, Texas, USA.

Abstract
PURPOSE OF REVIEW: Asthma prevalence and severity are greater i women than in men, and mounting evidence suggests this is in

part related to female steroid sex hormones. Of these, estrogen has been the subject of much study. This review highlights recent research
exploring the effects of estrogen in allergic disease.

RECENT FINDINGS: Estrogen receptors are found on numerous immunoregulatory cells and estrogen's actions skew immune responses
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