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Collaboration Tools
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Track Changes
Keyboard shortcut
· CTRL + SHIFT + E		Turn on/off track changes
Random text
Video provides a powerful way to help you prove your point. When you click Online Video, you can paste in the embed code for the video you want to add. You can also type a keyword to search online for the video that best fits your document.
To make your masterpiece look professionally produced, Word provides header, footer, cover page, and text box designs that complement each other. For example, you can add a matching cover page, header, and sidebar. Click Insert and then choose the elements you want from the different galleries.
Themes and styles also help keep your document coordinated. When you click Design and choose a new Theme, the pictures, charts, and SmartArt graphics change to match your new theme. When you apply styles, your headings change to match the new theme.
Save time in Word with new buttons that show up where you need them. To change the way a picture fits in your document, click it and a button for layout options appears next to it. When you work on a table, click where you want to add a row or a column, and then click the plus sign.
Reading is easier, too, in the new Reading view. You can collapse parts of the document and focus on the text you want. If you need to stop reading before you reach the end, Word remembers where you left off - even on another device.


Before you finish your document…
Spell and grammar check 
Keyboard shortcut
· F7		Editor (spelling and grammar check)
Does the sentence below pass muster?
Before spell check
Its vital that you’re docment is thoroughoughly checked before sending out to clients are colleagues!
After spell check
It’s vital that your document is thoroughly checked before sending out to clients or colleagues!
Autocorrect
Keyboard shortcuts
· ALT + F + T		Access options menu (then select the proofing menu and autocorrect options at the top)
· (TM)			™ Trademark symbol
· (C)			© Copyright symbol
NB. If autocorrect is being overzealous and you want it to revert to the letters in brackets, use 
CTRL + Z to undo.
Adding a Cover Page
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To design your own cover page
1. Insert a blank page (ALT + N + NP)
2. Personalise with your own designs by adding shapes, text boxes and pictures etc.
3. Select all elements on the page
4. Save selection to cover page gallery (ALT + N + V + S)
Shortcuts
· CTRL + roll mouse wheel forward		Zoom in
· CTRL + roll mouse wheel backward		Zoom out
· Roll mouse wheel forward			Scroll up
· Roll mouse wheel backward			Scroll down
· Hold CTRL + Click + Click….			Select multiple objects
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