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Your Best STL Learning ToolsRev. 1

Welcome to your Best STL training course.
As part of your training, we provide you with the following tools and resources to support and enhance your learning experience.

Thank you for choosing Best STL.

[image: ] 24


Rev. 1.0

Contents



Resume reading	4
New Read Mode	5
Expand and collapse	5
Edit PDFs	5
Object zoom	6
Live layout and alignment guides	6
Insert online pictures	6
Online video	7
Reply to comments and mark them as done	7
Simple Markup	8
Appendix	8
Save and share files in the cloud	8






New Features of Word 2013

With Word 2013 you can create more beautiful and engaging documents, and you can work with more media types—like online videos and pictures. You can even open PDFs.

When you open Word 2013, you’re offered a choice of great new templates to help get you started along with a list of your recently viewed documents so you can get back to where you left off in no time.

[image: Description: Word start screen]


If you’d rather not use a template, click Blank document.


[bookmark: _Toc346529735]Resume reading
Reopen a document and continue reading from where you left off. Word remembers where you were—even when you reopen an online document from a different computer! The option to pick up where you left off appears when you open the document. Click on the page number to go there.

[image: Description: Welcome back bookmark]
[bookmark: _Toc346529736]New Read Mode
Enjoy reading with a view that displays your documents in easy-to-read columns on the screen. You can see your documents in Read Mode at any point by going to the View tab and in the Views group clicking Read Mode.
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[bookmark: _Toc346529737]Expand and collapse
Collapse or expand parts of a document with just a tap or click. The expand and collapse icon appears besides text that is formatted with an outline level or heading style.

[bookmark: _Toc328660550][image: Description: Expand part of a document]


[bookmark: _Toc346529738]Edit PDFs
As well as opening PDF’s, you can now also edit the content in Word.


[bookmark: _Toc346529739]Object zoom
Double click with your mouse (or finger) to zoom in and make tables, charts and images in your document fill the screen. Tap or click again outside the object to zoom out and continue reading. This works only in Read Mode.


[bookmark: _Toc346529740]Live layout and alignment guides
Get a live preview as you resize and move photos and shapes in your document. The new alignment guides appear automatically and make it easy to line up charts, photos, and diagrams with your text.
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[bookmark: _Toc346529741]Insert online pictures 
Add your pictures from online photo services without having to save them first to your computer. From the Insert tab, Illustrations group, select Online Pictures and search the relevant place for picture you want to insert.
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[bookmark: _Toc346529742]Online video
Add online videos to your documents that readers can watch in Word. Go to the Insert tab, Media group and Online Video. In the dialogue box that opens you can either search from a video or paste the embed code.

[image: Description: Online video in Word document]


[bookmark: _Toc346529743]Reply to comments and mark them as done
Comments now have a reply button. You can easily track comments right next to the relevant text. When a comment is addressed, you can mark it as done. It will be greyed out to keep out of your way, but the conversation will still be there if you need to revisit it later.
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[bookmark: _Toc328660551]


[bookmark: _Toc346529744]Simple Markup
Simple Markup provides an uncomplicated view of your document but shows indicators where tracked changes have been made.
To view your document with Simple Markup on the Review tab, in the Tracking group click in the Display for Review box and select Simple Markup.
[bookmark: _GoBack]
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[bookmark: _Toc346529745]

Appendix

[bookmark: _Toc346529746]Save and share files in the cloud
Share a document using SharePoint or SkyDrive. From there you can access and share your Word docs and even work together with your colleagues on the same file at the same time.
To save a document in SkyDrive, in the Save/Save As window choose SkyDrive as the place of storage.










[image: ]Online support forum and knowledge base
www.microsofttraining.net/forum
Visit our forum to have your questions answered by our Microsoft certified trainers.
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