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Welcome you to the lynda.com Online Training Library. In this series of videos, I'll show you everything you need to know about navigating around our web site, so you can make the most of your learning experience. We will start with a look at the navigation system and the many options you have for finding the topics and courses that interest you, including how to filter down the list of relevant courses to find exactly the information you need. We will go through the ins and outs [image: lynda.com homepage - www.lynda.com]of our custom video player, and how to control movie playback options like close captioning and playback speed. I will describe and compare the current types of courses, so you will understand the differences between an Essential Training course, a Getting Started course, a Creative Inspirations documentary, and all of our other course types. Finally, we'll talk about troubleshooting options and how to get answers to questions about our site or service or our courses. We will be covering all of these topics and plenty more. One thing you'll discover as you use the library is that all of our courses are made up of short and targeted training videos organized by chapters. This allows you to watch an entire course from beginning to end, or simply jump  to the specific video that interests you. This is how-to course is no different. I recommend you keep that in mind as you use the library. The lynda.com web site is easy to use, so explore and see what you can find on the site. If you have any questions or need help finding something, you can always come back to this course to find the help you need. So let's get started with How to Use lynda.com   
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Monthly   Annual   Best Option
 
[bookmark: getting_started_membership_htm_m_8339][bookmark: getting_started_membership_htm_a_4304][bookmark: getting_started_membership_htm_a_9194]lynda.com offers four types of subscription levels for individual members. All four types give you complete and unlimited access to our entire Online Training Library. Our most basic membership is a monthly subscription. For $25 per month, you can access to our entire library and no long-term commitments. So if you want to sign up for a month or two so you can learn a few things, this is the most cost-effective plan. If you think you will be with us for at least a year, we offer an annual subscription for $250, which is like getting two months of access for free. We also have premium versions of our monthly and annual memberships for $37.50 per month or $375 per year respectively. In addition to the complete and unlimited access to all of our training courses that you get with the monthly and annual subscription types, premium membership also gives you the ability to download and use the exercise files from our courses, so you can follow along, performing the exact same actions and tasks as you see our instructors perform. So if you are more of a hands-on learner but have limited time, consider purchasing a monthly premium subscription. If you're able to commit to an entire year, the annual premium subscription is your best choice for the value, saving you $75 over the cost of the monthly premium service. Again, whichever membership level you choose, you always have unlimited access to our entire Online Training Library, so you can watch any courses or movies anytime you like.  
(Get more info. in the Managing your Account section)
 
Cancellation Policy
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In this chapter we will look at the many ways in which you can search for and find the content and courses you're looking for on the Online Training Library. Let's begin with an overview of our navigation system, and in the subsequent movies in this chapter we will go into the specifics. Across the top of nearly every page on our site, you will find the navigation bar, which contains the primary menus you'll use to find training courses. You can browse our library based on subject, software name, author, and the new menu gives you quick access to our latest releases, documentary films, and there is even a link to a page that explains any new features we have added to our site. The navigation bar is also where you'll find the search field, which lets you search our site for a particular word or phrase. Now, again we will cover these navigation bar items individually in upcoming movies, but for now let's scroll down towards the bottom of the page where we will find the fat footer, and like the navigation bar, the fat footer appears on every page of our site. The fat footer contains links to non- course-related sections of our site, like news, information about our various products and subscription plans, and contact information. But this is also where you can browse our entire library's contents by these tabs, which you can see offer more granular subcategories organized by subject, software, and our most- viewed courses in each subject. You can even view a list containing every single course by clicking this link here, which currently tells me there are 967 courses in all in the Library. This list is sorted with the most recently released courses at the top of the list, so that you can easily resort the list by clicking any of these headers. So, for example, if I wanted to see all the courses listed alphabetically, I could click Course Title. But scrolling through a list of every single course is probably the least efficient way of finding what you're looking for. In the following movies, we will look at better ways to locate the information and movies you need. Let's return to the lynda.com homepage, which you can always do by clicking the logo in the navigation bar, and we will pick it up from here in the next movie. 
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Let's continue looking at how to browse the Online Training Library with the navigation bar. Let's say you are interested in seeing what kind of courses we have on photography. Since that's not really a software- specific topic, the Subject menu is probably a good place to start. So I roll over Subject, and here I will find Photography, and the number next to it tells me there are currently 113 courses related to photography in our Library. So I will click to select that subject. Now, I see the list of those 113 courses related to photography organized by release date. But again, as I mentioned previously, you can click any of these headers to resort the list. But 113 courses is a lot to browse through, and most likely you have a specific type of photography course in mind that you are looking for. So you can always pare down your results using the filter terms you see here under the sections of subtopics, software, software company, and author. These filters appear in the order of the number of courses in each section. So you can see there are 91 courses in the Photo Editing subtopic and 73 courses related to Photoshop under Software. In most cases each filter list will have a View More menu, where you can view additional filters. So maybe under subtopics I will select Lighting. Now, I am looking at just five courses, which is a much more manageable list of tutorials to browse through, so I can figure out which one I want to watch. But you can continue to add filters to pare down your list if necessary. Maybe I only want to see courses that are targeting intermediate skill levels. Now I see only the two courses that have to do with lighting and are at the intermediate level. If the list here was still really long, I could continue filtering, and you can remove filters by clicking the X next to the filter name. Roll over any of the course title to see a brief description of that particular course. But once you've found a course you'd like to watch, just click its title to be taken directly to that course's details page. Now, from here you can read more about the course, or you can sign in and click on movie names to watch the course. That's how you browse the Online Training Library by subject.  
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When you are looking for courses on specific software products, use the Software menu found in the navigation bar. Here, you can browse alphabetically by software name or by the name of the company that publishes the software. Let's say I am interested in learning Photoshop CS5. Now, I already see Adobe here listed under A, and they are the company that publishes Photoshop, but I can also see there are nearly 400 courses that cover Adobe software. Let's narrow it down a bit by clicking P to see all the software that starts with that letter, and here is Photoshop. Now, I see all of our Photoshop courses. Since I am interested in mainly Photoshop CS5 training, I will click CS5 to filter my search results to show only the tutorials on Photoshop CS5. As we saw in a previous movie, I can continue to click filters to pare down on my list. For example, I will click Photography under Subjects, and then Beginner to see just the course that's suitable for beginners who are interested in using Photoshop and Photography. Again, you can roll over any of these course names to see a brief description of that course. Now another way to filter your results once you arrive on the Software page is to use the menu items found here in the header area. Notice I can click All Courses to once again view all 92 courses related to Photoshop, or I can click the Version menu to select the version of Photoshop I'd like to learn. As you can see, choosing CS5 adds that filter term here. You can also click Latest Releases to see a list of the most recently released courses, and the blog entry will take me to the lynda.com blog and display any entries related to Photoshop. Now, you won't always see these tabs with every software or software company page you land on. You will only see them with the most popular software products and companies. So, for example, if I select a software product that we have very few training titles on, like AJAX, you see we don't see any of those buttons here in the header area. But if I select say a company like Apple, we again do see those tabs. Now you will see variations in the tabs that are available depending on what company or software product, or for that matter subject, that you have chosen, because you will find these tabs when you select items from the Subject menu. So, for example, if I select Audio, we can see tabs here, and notice that the Audio subject menu also has a Documentaries tab because we have audio-related documentaries available in our Library. Lastly, at the top of this menu you will find All Software and All Company links. Click these if you'd like to browse a list of all the software products we cover in alphabetical order, click the letter in the header to jump to that particular letter, or click All Companies to view a list of all the companies whose products we cover. That's how to browse the Online Training Library using the Software menu found in the navigation bar.  
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As you watch movies at lynda.com, you may find that you really connect with certain authors and their teaching styles, and feel that you'd like to sample other courses by the same instructor. All you have to do is go to the Author menu in the navigation bar, click the first letter of the author's last name, and locate him or her in the list. To the right of each name, you will see the number of courses that author has recorded for us. Clicking the name takes you to that author's landing page, where you can read a brief biography and browse through a list of the author's courses. Rolling over the name of a course will give you a brief description of that particular course. This list can be sorted by the title of the course, by the skill level, by the duration, by the release date--which is the default sorting scheme--and you can also see whether each course has closed captioning and whether it's available to be purchased on CD or DVD. Clicking any of these headers a second time reverses the order of the list. To see a complete list of all of our authors, go back to the Author menu and choose All Authors. On this page, you can either click to scan through each author bio one at a time, or you can scroll down through the list and see which products and subjects each author has taught at lynda.com. Again, clicking a name will take you directly to that author's landing page.  
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Although you're free to jump around a training course, clicking and watching any movies in any order you like, there will be times when you'll want a chapter in its entirety, and in order. To do so, click the first movie in the chapter, or whichever movie you would like to start with. (Male Speaker: All right, so we've managed to apply a handful of graphic styles.) And in the movie playback window, next to the Player controls you will find the Play Chapter button. Clicking it turns the button white, indicating that you have chosen to play the rest of the chapter. So when this movie reaches its end, instead of just stopping and you having to manually close the window and open the next movie, it will immediately load and play the next movie in the chapter. Let me just skip ahead to show you how this works. (Male Speaker:--modify them in order to achieve better effects in the next exercise.) And you can see it now loads the next movie. (Male Speaker: So here I am, still staring at this shockingly appallingly low-resolution image.) Notice the Play Chapter button is still selected here, and it will continue to play each subsequent movie until the last movie of the chapter is reached, at which point you can click the Next Movie button to start playing the first movie of the next chapter, or you can close the window to browse through the table of contents and find another movie you'd like to watch.
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The playback speed of our movies can be adjusted on the fly if you're using the QuickTime Custom Player or the Windows Media player. Again, from any course page go to the Preferences tab and make sure you have either QuickTime Custom or Windows Media selected and then click Apply. Now Windows Media, again, will only show up as an option if you're on Windows. Let me return to the table of contents and play a movie. (Male Speaker: In a previous exercise, I showed you how to load the--) The Speed Adjustment controls appear here in the lower left-hand corner of the window. You can increase the speed of the movie to either one-and-a-half times the regular speed or up to twice the original speed. With most courses, you will find that the author still perfectly understandable at either these faster speeds and you will get through the movies a lot quicker this way as long as you don't mind the author sounding a little bit like a chipmunk. (Male Speaker:--best workflow color settings. In this exercise, I'm going to walk you (Male Speaker: through how I created those settings) Contrarily if you're having trouble comprehending what an instructor is saying and you need to slow things down a little bit, click the far-left end of the slider to reduce the movie to half-speed. (Male Speaker:--so that you have a sense of what's going on. Now this may seem like it's a bit over your head.) In some cases, this might help you better understand what is being said. And of course reset the playback speed to its default setting to hear and see everything at regular speed again. (Male Speaker:--at this point in time. After all, I haven't showed you a thing about how Illustrator works at this point.) And that's how you adjust the playback controls in our movies.
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Here is a quick overview of the player controls you will see while watching movies at the Online Training Library. Now, as mentioned previously, some controls will only be available when certain player types are selected. I currently have the Flash Player selected, so let's go back to the table of contents and start a movie playing by clicking its name. (Male Speaker: Alrighty, let's recap.) All right, so I am just going to pause that for now. Now in the bottom-left of the window, you'll find the volume controls. Slide to the left to decrease the volume and to the right to increase the volume. Now this volume control is independent of your computer's volume controls. So if you have the volume turned all the way up in a movie and it's still not loud enough for you, try turning your computer's overall volume up. As with most other video players, you also have a playback progress area, and this is the playhead that let's you know how far along you are in the movie. You can drag or scrub it to the left or right to move forwards or back in the movie. When using the Flash Player, if the movie is paused and you drag the playhead. (Male Speaker: Now together these two numbers.) The movie starts playing again, so I have to pause it each time so I can keep talking to you. Notice that the time indicator reflects your position as you move the playhead around the scrubber bar. You can also click anywhere in the scrubber bar itself to jump that section of the movie. (Male Speaker: a smaller aperture. Now, believe it or not, if your--) And here at the bottom-center we have the playback controls. You have already seen me play and pause the movie several times using the center button. Now don't confuse the buttons on either side of the Play/Pause button as rewind and fast-forward. Clicking these buttons will take you to the previous and next movie in the course, so only click them if you are ready to stop watching the current movie. For instance, if I wanted to go back to the movie that appears before this one in the table of contents, I'll just click Previous Movie. (Male Speaker: So you've seen how the shutter is used by--) So you can see now I'm watching the movie called "The aperture." Now a feature unique to the Flash Player is the Maximize button. Clicking that expands the movie to fit your entire screen. At that point the button becomes the Minimize button, which you can click to take the movie back to its default size. And also with the Flash Player, you can drag the lower right-hand corner of the movie window to manually adjust its size. Notice how the movie scales right along with the window. This can be convenient if you have limited screen real estate and want to work along with the movie. You can try reducing the size of the movie and maybe just placing it in a corner, so you can see other windows. Notice though that with such a small window size the playback controls get cut off, so you have to make the window bigger to get back certain controls. To return the window to its regular size, click the Maximize button and then click minimize, and again this resizing capability is only available when you have the Flash Player selected. So that's a quick overview of the basic playback controls. Now there are other features found in the player window, like the Closed Captioning button and the Play Chapter button, but we will look at those and others in their own movies.
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The movies you find in the Online Training Library are available in multiple formats, giving you the ability to choose the video player type that best suits your needs. While signed in to your account, go to my account > site preferences to view and select the video player of your choice. The choices of Flash, QuickTime Standard, and QuickTime Custom are available on both the Mac and Windows operating systems. If you're on Windows, as I am here, you will have the additional choice of Windows Media. Now, your choice of player may boil down to simply wanting to select a player that's native to your operating system and doesn't require you to install any additional plug-ins. For instance, if you are on Windows, you will have to download and install the Adobe Flash and Apple QuickTime plug- ins from their respective sites, get that adobe.com/flashplayer and apple.com/ quicktime in order to view videos in those formats. But if you choose Windows Media, you'll be able to play our videos without any additional plug-ins. Similarly, if you're on a Mac you will be able to select either QuickTime format, but you'll need to download the Flash plug-in. These days though, it's probably unlikely you don't have the Flash plug-in installed, regardless of what platform you're on. So you should also take a look at this table. Notice each player type has certain features unique to itself, as well as features shared with some or all of the other players. For example, all of the players support closed captioning. QuickTime Standard is the only player that doesn't support adding bookmarks from within the player window, and it's also the only one that's not compatible with 64-bit operating systems. QuickTime custom and Windows media are the only two that allow you to adjust the speed of playback, and Flash is the only plug-in that allows you to increase the size of a video. So I currently have QuickTime standard selected, but its features are pretty limited when compared to the other players, so I am going to select QuickTime Custom. And I am going to click Save, and you can see I have the message here that my player preferences have been updated to QuickTime Custom. And now if I go back to a course-- I will just go to our homepage here and click on a course--and if I start a movie playing-- (Male Speaker: The palettes in AutoCad give us access to a lot of functionality.) I'll just pause that for a second here, but now I see the QuickTime custom interface. Here you can see the speed controls. If I want to speed up the playback, I can just speed I can just speed that up to two times. (Male Speaker: However, they take up a lot of space too. Or I can slow it down. (Male Speaker: Using a single monitor, it doesn't take long before your palettes completely take over your--) So speeding up the playback is a nice way to get through the movies a little more quickly. You can see over here are my bookmark buttons. I can bookmark the movie or timecode directly from right here in the movie player. We will talk more about bookmarks later. Now, if you change your mind about which player you want to use, or if you find yourself having trouble loading movies with a certain player, you can always try another player. While on a course page, you can go to the Preferences tab, which is another way to access your site-wide player preferences, and from here maybe I will select Flash and click Apply. Now, if you are not a member of the Online Training Library, or if you are but just aren't logged in, you can still access this Preferences tab to try out different player types. So now I want to go back to the table of contents and select another movie. (Male Speaker: When using AutoCad in production--) Now you can see the window looked similar at first glance-- I can add movie bookmarks or timecode bookmarks--but notice with the Flash player I don't have any speed controls. And also unlike the QuickTime custom player, I now have this maximize button here, which allows me to zoom my movie to full-screen size. Similarly, I can minimize to go back to the default size. So those in the various player types available to you, and how you go about setting your player preferences.
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As previously mentioned, each new course released on the Online Training Library includes transcripts of each movie, which are usually added anywhere between a few days to two weeks after the course is released. If you see the little CC icon in the course's Details page, that lets you know that the course has transcripts added. And again, closed captioning has multiple purposes. First, it allows our members with hearing impairments to be able to follow along with our training, but closed captioning can also be convenient if you're in an environment where you can't listen the audio, or if you don't have headphones and don't want to bother people around you. In those cases you can simply turn your computer's volume off, turn on closed captioning, and you'll still be able to learn. Now you can turn closed captioning on and off in two ways. First, you can click the On button here in the Course Details page header area and with that selected, all movies will play with closed captions on. (Male Speaker: So you've seen how the shutter is used by your camera to control the amount of (Male Speaker: light that strikes the image sensor. Now, let's take a look at the aperture.) So notice the CC Closed Captioning button is highlighted here in the Playback controls. So I can turn closed captions on and off by toggling the CC button. Now, even if I have closed captions turned off when I close this player window, notice it's still turned on here in the header. So if were to play another movie right now, close captions would still be on. (Male Speaker: Alrighty, let's recap. You can speed--) So I will go ahead and close this window and turn off closed captioning. And now when I open a movie-- (Male Speaker: As we discussed earlier--) You can see closed captions are turned off by default. But again, I can turn them on at anytime by clicking the CC button. And that's how you work with closed captions in any course that includes them.
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[bookmark: _Toc297716021]Getting Started Courses
Our Getting Started series of courses are short instructional introductions that cover both the new and existing key features and abilities of software applications. They are designed to help you become familiar with what a software application can do, and to help you learn a few key tasks and workflows. Throughout the Online Training Library, you will find Getting Started courses for many important topics and software products, like Search Engine Optimization, Final Cut Server, Dreamweaver CS5 and Business Catalyst, Maya 2010, and many, many more. Getting Started courses are ideal for anyone who might not have the time to invest in our longer, more in-depth Essential Training series, but who needs a short crash course and overview of what a software application is for.  
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Our series of New Features courses is aimed to quickly getting you up to speed whenever software companies release new versions of their products. As its name implies, a New Features course focuses primarily on the new additions to software applications and will often make references to previously existing features that have changed or even features that have been removed. So that being said, New Features courses are intended for people who have more than a passing familiarity or a more intermediate level of skill with the software being covered. Very little time is devoted to getting you oriented or talking about basic topics, like what the software is for and who it's aimed at. In addition to seeing how a software application's new features work, a New Features course can also help you determine whether or not the latest version of the software is worth upgrading to.  
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First Look courses are designed to give you a look into the current state of important software or technologies that are either due to be released or are in a state of flux. For example, a course like HTML5 First Look offers insight into the current state of a new HTML5 standard and what web developers and designers can expect from it in the future. This particular course offers a high-level description of the HTML5 specification in its current state, how it differs from HTML4, which features are currently supported in which browsers, and how the specification might be supported in the future. Other courses from the First Look series include Web Fonts First Look, Windows  Phone 7 App Development First Look, and CSS3 First Look. First Look courses may also be periodically updated as new information becomes available, and might also be replaced with a full Essential Training course once the technology being covered is more fully developed.  
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Our series of Migrating courses are designed to give anyone who's decided to switch, or who is considering switching, from one software application to a newer version, or to a similar but separate application. For example, we have courses on migrating from Excel 2003 to Excel 2010, or migrating from Entourage 2008 for Mac to Outlook for Mac 2011 or AutoCAD 2011 migrating from Windows to Mac. Migrating courses are structured to show how to access the features and how to perform the most common tasks you're familiar with in the previous versions of the software, and then they show you how to access similar or identical features and tasks in the new version.  
 

 
[bookmark: _Toc297716025]Creative Inspirations Series
If you spend much time browsing the Online Training Library, you are probably aware that our courses are not only about teaching how to use a software product. However, you might not be familiar with all the different series or types of courses that we offer. So in this chapter, we are going to take a closer look at the many types of courses that are available at lynda.com. And we are going to start with our Creative Inspiration series, which you will find highlighted near the upper right-hand corner of the lynda.com homepage. Creative Inspirations is our flagship documentary series, featuring top creative professionals who share with us how they think and work, and how they got to the pinnacle of their respective fields. We feature exemplary individuals and companies in the fields of design, photography, music, and many other creative walks of life. Told entirely in their own words, each installment gives you an inside perspective to experience firsthand what makes our subject unique and most of all, inspiring. So this Creative Inspirations menu lists each of our subjects in the fields in which they work. Select any one of our subjects to go to that documentary. As you can see, the Creative Inspiration titles are they laid out just like any other course in the Online Training Library, with tabs for the table of contents, description, author, and so on. And as usual, just click on any video to watch it. (video playing) (music playing) (Mark Mothersbaugh: We're at beautiful Sunset Strip, West Hollywood. This is Mutato Muzika,)  (Mark: ground zero for most things creative that I do these days. Well, come on into the building.)  (Mark: I'll show you around a little bit.) Now initially our Creative Inspirations titles were divided into smaller movies like you see here, but our more recent courses offer you the ability to watch the entire documentary as a single, uninterrupted piece. For example, I will go to the New menu in the navigation area and select Documentaries, and here I will filter to just show our Creative Inspirations series, and that gives me a chronological list of all of our Creative Inspiration documentaries, with the most recently released pieces listed first. So I will select one of our more recent movies, and here you can see that you have the option to either watch the full movie in its entirety, or you can still choose to watch individual chapters in any order you like under Viewing Option 2. (video playing) (music playing) (Doyald Young: To learn to draw a letter well takes a lot of time. I've been drawing letters since 1948,) (Doyald: and I'm still learning how to draw. Jan Van Krimpen, one of my great heroes,)  (he says, "I do not want to draw a beautiful letter. I want to draw a good letter.") So if you haven't yet watched any movies from our Creative Inspirations series, you will definitely want to take some time to do so. You will undoubtedly walk away feeling re-energized and inspired.  
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Our In Depth series of courses is designed to focus on a particular feature beyond what was covered in an Essential Training course. The feature may have been covered only briefly or only at a high level in one or more chapters in Essential Training, but is a substantial enough topic that it deserves additional coverage. Examples of courses from the In Depth series include Photoshop CS5: Selections in Depth, Excel 2010: Marcos in Depth, and Flash Professional CS5 Code Snippets  and Templates in Depth.  
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As a lynda.com member, you can use the Bookmarks feature to mark any courses, chapters, individual videos, or even specific parts of videos you find especially important or useful, so that you can easily find them again later. Let's start with a look at how bookmarks work. While logged in to your account, roll your mouse over the My Training menu at the top of the page and select bookmarks. Here I can see some bookmarks that I previously created. Clicking on a bookmark can take you directly to that course, chapter, movie, or timecode. For example, clicking a movie name immediately opens that movie and plays it form the beginning. (Male Speaker: Another extremely effective way of reusing code in Dreamweaver--) Now, let's take a look at how we create bookmarks by opening a course page. I already have one open here. Note the bookmark icon that appears by the course's title, by each chapter, and by each individual movie. To bookmark any of these items, simply click the bookmark icon next to its name. Notice the bookmark fills in, making it easy to see which items you've marked. You may be bookmarking items so you can watch them again later, or you might also want a bookmark unwatched chapters or movies based on their names to remind yourself to watch those movies at a later time. So adding a bookmark is as simple as clicking the bookmark icon next to an item, but when browsing through your bookmarks later, you might not remember why you marked a particular chapter or movie. You can add details to your bookmarks by clicking the arrow next to the bookmark icon, which opens a Details window. I'll scroll down a little bit, so you can see that. So here you can leave the default name or change the name to something that will better help you remember why you are book-marking the movie. I will just leave the default name. In the Description field, I might enter something like, "has good tips on coding shortcuts," or anything else that will help put this movie in context for me later. You can use up to 300 characters in the Description field. We also suggest you add tags to your bookmarks, which will help you categorize and locate your bookmarked movies later. You can create your own tags with each tag separated by spaces-- so for instance "work website." If you're entering a tag that contains more than one word, contain it with quotes. So, for example, "code hinting". You can also click any of the suggested tags that appear below. So maybe I want to make sure I remember this and that it's important, and then just click save when you're done. Again, you can see that the Code hinting and code completion movie that I just bookmarked has the filled-in bookmark icon. The process for adding bookmarks to entire courses or chapters is identical to adding bookmarks to individual movies. You just click the arrow next to the bookmark and fill in the information. Now, the fourth type of bookmark you can add is a timecode bookmark. These are bookmarks you add while watching a movie. Now to take full advantage of timecode bookmarks, you need to use any player other than the QuickTime standard player, which doesn't have the rich functionality of the other video players. As we've seen already, you can go to the Preferences tab of any course page to select which video player you're using. So you can see I do have QuickTime Custom selected here. This will also work with Flash, and if you're on Windows, it will also work with the Windows Media Player. Let's go back to the table of contents. So let's say I am watching a movie. I'll start playing. (Male Speaker: As web designers, we're likely to get caught up in writing styles for the screen--) So let's say I am about halfway through this movie and I learned something I want to make sure I'll remember later. (Male Speaker: you have the self-closing tag done right. Space, forward slash, and the end of the tag.) So at any point while watching a movie, whether the movie is playing or whether it's paused, you can click the time code bookmark to bookmark that exact moment in the movie. Notice a bookmark icon has appeared in the playback scrubber area, so you can see exactly where you placed your time code bookmark. You can continue adding more time code bookmarks if you come across other information in the same movie you want to remember. So maybe later in the movie I come across some more useful information. (Male Speaker:--working on the style sheet. So again, I can see the Design view to the right of me.) (Male Speaker: It's showing me my print styles.) And again, I can click the time code bookmark, and there is my second bookmark. Additionally, you can also bookmark the entire movie by clicking the movie bookmark button above time code bookmarks. That's just so you don't have to close the movie and bookmark it from the Course Details page. But again, I could just as simply closed the movie and then bookmarked the item from here in the table of contents. All right, now to view the bookmarks I just created, I once again go back to My Training menu. Select bookmarks. The bookmarks are displayed with the most recently created bookmarks listed first. So I can see the two time code bookmarks I just created, and if I want to watch that movie at that particular time code, I just click the time code. The movie opens up, and you can see it jumps me right to that section. Now it will only jump you to that section if you're using one of QuickTime players. If you're using Flash, you will still see the bookmark icons, but you will have to manually drag the playhead to that bookmark. Again, time code bookmarks are great way to remember very specific information in any movie. Now, while viewing your bookmarks, you can choose between a simple or a detailed view of your bookmarks, with detailed being the default. Here in the Detail view, you can see the name of the item you bookmarked-- whether it's a course, chapter, video, or timecode--as well as any descriptions or tags you added. So here is the video I bookmarked and added the descriptions and tags to. There's the description I added. It has good tips on coding shortcuts. And down below are all the tags. One of the really nice things here is clicking on the tag, for instance remember, displays all the bookmarks that share that tag. So you can see actually I have two movies I bookmarked that both have the remember tag. You can continue filtering your results by clicking additional tags to display all the movies that have those tags in common. So now I am seeing all movies that have both remember and important, and really in this case it's just the one movie. Click the tags with the Minus signs in them to remove those tags, or click See all of My Bookmarks to view all of your bookmarks once again. Similarly, click see all tags to browse through all of the tags used in each of your bookmarks. Now, if you have a great number of tags, you can use the letters to navigate to your tags alphabetically. And return to your bookmark list once again by clicking return to my bookmarks. Other ways to search through your bookmarks include using the Filter by type menu to display all types of bookmarks or only courses, chapters, movies, or timecode bookmarks. You can also type search terms in these Search my bookmarks field. So for instance I will type "website" and that will display any names, descriptions, or tags that contain your search terms. So you can see that the website tag is now highlighted. Let's go back to all of our bookmarks again. Lastly, there may be times when you want to edit your bookmarks, which you can do by clicking the edit link next to the bookmark you want to change. So you can see that gives us fields we can work with. So maybe I want to add a tag here, and I'll come up with a new one of shortcut. Click update and now a shortcut tag has been added. You can also click delete to remove a bookmark that's no longer needed or one that you may have accidentally created. So I'll click delete. You have to confirm that you do want to delete it because deleting bookmarks can't be undone, so be sure you really want to
 
 

 
[bookmark: _Toc297716029]Certificates
Certificates of completion make it easier than ever to share success and progress at lynda.com with your coworkers, friends, and employers. As you work your way through a training course, an eye icon automatically appears next to each movie you've watched, making it easy to keep track of your progress. And these icons remain associated with your account no matter how many times you've logged in and out, so you can always come back and find your place right away. And with each course you finish, a new certificate of completion will appear in your account. Just go to the My Training menu at the top of the page, and choose Certificates of completion to see a list of your completed titles. You can sort this list by column headers, such as completion date, to see your certificates in chronological order. Certificates of completion are a great way to let your friends, coworkers, and current and potential employers see the value and diversity of your skills. You have three ways of displaying and sharing your certificates. Click view/print to see your certificate. Then click save as PDF to save your certificate in the Adobe PDF format. You can then open and print the PDF to your printer. The second option is to email your certificate of completion. Click email, and in the window that opens, enter the email address of the person to whom you'd like to send your certificate. If you would like to send your certificate to multiple recipients, separate their addresses with a comma. Then type a short message in the Personal Message field. Click Preview to see what the email will look like, or if you are happy with the email as is, click Send. If you have your own web site or blog, you can also link to, or embed, your certificate of completion into a web page. Click share options. To create a link to your certificate of completion, click Copy URL under Certificate of Completion URL. Then paste the address into your web page as a link. Visitors to your web site will be able to click the link to view your certificate. You also have the option of embedding your certificate into a web page. You can choose from three different banners and decide whether the banners, when clicked, will display your certificates page to viewers. Select link banners to my certificates page if you would like your web page visitors to see all of your certificates. Select do not disclose certificates page if you prefer to just display the banners on your web page without linking to all of your certificates. Then select and copy the code next to the banner type you'd like to display. Then paste the code into your web page, blog, or social networking profile. If you chose to link your banner to your certificates page, your visitors will be able to see all the courses you've completed at lynda.com by clicking your banner. And you can repeat this process for each of your certificates of completion. While you're checking on the status of your certificates of completion, you can also check on the progress of other titles you've watched but haven't yet completed by clicking the in progress tab. Here you'll find the history of what you've studied on lynd.com, even if you've been a member since our earliest days. So keep watching videos at lynda.com and start earning those certificates of completion.
 

 
[bookmark: _Toc297716030]Resuming
Anytime you sign back in to your lynda.com account, it's easy to pick up where you last left off. Start by logging in. By default, you're taken to the My Training section of the site, and here under the Training History tab, the recent Activity tab is selected, showing you all the movies you viewed, with the most recently watched at the top of the list. From here, you can click on the movie name to launch the movie right from here without even having to navigate to the course details page first. (Male Speaker: As we discussed earlier--) You can also click the author's name to see other courses by that author or the course name to go directly to the course page, or even the chapter name to go to the course page and to be scrolled down to that exact chapter. You can see that automatically scroll me to chapter
2. So it really is easy to pick up where you last left off. You can get back to your list of recently viewed movies at anytime, by going to the My Training menu, and selecting recent activity. Also found here is the Movie History tab which lists just the movies, and that basically provides you with a more compact version of your recent activity list. Again, you can click on the movie name to launch the movies directly from here, or click the course name to go to the course page. You can also click the column headers to resort the movies. By default, they are all sorted by date, but I can click the Movie column header to sort the list alphabetically by the movie names. Or I can sort by the course name. Clicking a header that's already selected reverses the order of the items, and you'll also find the Course History tab here, and as its name implies, this is the list of your most recently viewed courses. So instead of seeing the individual movies from each course you've watched, you see just the courses themselves. But you can click view movie details to see a list of all the movies you watch in any of these courses, and again you can play them right from here. (Male Speaker: In this exercise, I'll show you how to combine the--) Return to course history to see the master list again, and click any course name to go directly to its Details page. So those are the three tabs found under the Training History section of the My Training area, and they're all designed to help you locate, watch, and review the courses and movies you've recently viewed.
 

 
[bookmark: _Toc297716031]Stay Logged In
By default, our system automatically logs you out of your lynda.com session after four hours of an activity. If you're finding it inconvenient to have to log in again, when you return to lynda.com be sure to check Stay Logged In the next time you log in. With that option checked, you will remain continuously logged in when you use that computer and browser again to access lynda.com. Be aware though that there is a two-week time limit. So if you don't access your account for two weeks, you will have to log in manually with your username and password again. Also bear in mind that this feature is browser dependent. So if you access lynda.com from two different computers or two different browsers on the same computer, you will have to log in again. We also recommend against checking Stay Logged In if you share your computers with others or if you are accessing your account from a public computer due to the risk of someone else accessing your account information. After accessing lynda.com from a public computer or a computer that is not your own, be sure to click the Log Out link when you are done.
 

 
[bookmark: _Toc297716032]Logging In Multiple Times
Occasionally, when you log in to your lynda.com account you may see this Already logged in message. This simply means you were logged in to your account from another computer or browser recently and you didn't log out. For example, maybe you are watching lynda.com videos while at home earlier this morning, and then hour later when you are trying to log in from your work computer, you see this message telling you that your account is still logged in-- in this case to your home computer. Just click Yes to log your account out of which ever other computer you are previously logged in to, and to log yourself into your current computer. You are always free to access your lynda.com account from as many computers as you like, but you can only access from one computer at a time. To prevent the Already logged in message from appearing in the future, just make sure you click Log Out whenever you are done with your current session.
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[bookmark: _Toc297716033]Managing Your Account
 
[bookmark: _Toc297716034]Changing Plans
 
If you would like to upgrade your account to a different membership level, simply log in to your account, then go to My Account > Account + Billing. Here you will find the Upgrade my membership button. On the following page, choose the subscription type you would like to switch to, and then if necessary enter or update your billing and credit card information. Then read and agree to the terms and conditions and click submit order. Any existing credit on your account will be prorated towards your upgrade.   
 

 
[bookmark: _Toc297716035]Cancelling Your Account
If you need to cancel your account at lynda.com, first log in and then go to My Account > Cancel My Membership. Under the Account Detail section of My Account page, click cancel membership. If you wish to, select a reason for canceling and then click yes, cancel my membership. Under Account Details, you will see that your account status has been set to cancelled, but you still have access to the Online Training Library until the end of your billing cycle. Your course history and bookmarks will remain safe, so when you are ready to reactivate your account, just return to lynda.com and click the reactivate link at top of the page, follow the registration instructions, and you will be able to pick up where you last left off.  
 

 
[bookmark: _Toc297716036]Reactivation
To reactive an expired or previously cancelled account, first go to lynda.com and then click the reactivate link in the upper right-hand corner of the page. On this screen enter the user name and password of the cancelled account, and then click submit. Then select the subscription type you would like to purchase, update your billing information or credit information if necessary, agree to the terms and conditions, and then click submit order to reactivate your account.  
 
[bookmark: _Toc297716037]
News and eMail Options
Also found under the My Account menu when you're logged in is the news+email options link. This is where you come if you need to change the email address associated with any newsletters you opted to receive from us. Just click change to enter your new email address. Again, note that this only changes your newsletter subscription's email address.
 
[bookmark: _Toc297716038]Changing your eMail Address
To change the email address associated with your Online Training Library account, you'll need to go to My Profile and change the email address under Contact Information. Let's go back to news+email options. Now if you receive newsletters from us at an alternate address, you can click manage a different email address and then type that email address into this field.
 
[bookmark: _Toc297716039]Selecting Newsletters to Receive
Basically, whichever email address is displayed or entered in the email address heading here on this page is the email address that will be affected by what you check or uncheck under Newsletter Subscriptions. So here you're free to select which newsletters you'd like to receive or not receive from us.
 
[bookmark: _Toc297716040]Getting Newsletter Descriptions
You can roll over each newsletter for a description of its contents. And once you've made your choices, you can click Save.  
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[bookmark: _Toc297716041]Troubleshooting
 
[bookmark: _Toc297716042]Searching
If you ever run into any difficulties in playing our videos, or if you are experiencing any other problems with our service or with your account, you can start troubleshooting by going to the Support menu at the top of the page and selecting frequently asked questions. This takes you to our searchable database of common questions and their solutions. You can either type a search term into this field or choose a category from the Filter by menu to see a list of questions. So, for example, if I were experiencing some playback issues with the movies on the Online Training Library, I might type in 'playback issues' and click Search. Now I see a list of questions that might suit my needs. For instance, I am using Firefox 3.5 or higher, and occasionally the pages or movies don't load properly, or it has sporadic playback failures. How do I fix this? Clicking any of the questions shows me the answer. So in this case I see suggestions to log out and back into my account, and if that doesn't work, I can try clearing my browser's cache and cookies, and you can see that instructions for doing so are provided here, for both Mac and Windows users. Some FAQ's even have accompanying videos demonstrating the list of steps to a solution. (Male Speaker: If you're using Firefox 3.5 or higher--) Boy, that voice sounds familiar. Now if you are not sure what to type in the Search field, you can also try narrowing down the list of questions using the Category and Sub-Category menus. Let me go ahead and clear the Search field here, and I will choose, say, Technical Help from the Categories menu. That gives me a long list of FAQs to look through, but I can narrow it down by selecting, say, Movie Playback Issues from the Sub-Category menu. And again, from here, I can just click on any question to see the answer.  
 

 
[bookmark: _Toc297716043]Customer Service and Tech Support
If you are experiencing a problem that you can't find a solution to by searching our Frequently Asked Questions, you can also email our customer service or technical support team by going to support > contact us. Just fill out the Send us an email form and begin by selecting the proper department to make sure your question reaches the right support staff in a timely manner. As you can see, our Customer Service Department can help you with questions related to activation keys, trial memberships or discounts, billing/receipts, canceling your membership, your login information, creating new accounts or reactivating accounts, questions you may have about the CDs or DVD-ROMs you have purchased from us. Or if you have any other customer service related questions--which as you can see is anything regarding your account, billing, or shipping--you can select Other. Our technical support team can help you with content questions, meaning the content of our courses, exercise file issues, playing your content on your mobile devices, problems you may be having with playing back our videos, any other site performance issues you may be experiencing, and you can choose Other for any other technical issues you may be experiencing. Once you have selected the category for your question, just fill in the rest of the appropriate fields. Note that the asterisks do indicate required fields. If your question relates to a particular course you have watched, please do select its name from the Course menu. Your course history will appear in the Course menu. If you are not signed in to your account, you won't see this menu. As you can see, that fills in the rest of the information: the last movie you viewed, the author, and the release date. Then just type your question in the field below. After you have done that, complete the CAPTCHA field area by typing in the words that appear in this image. Unfortunately, this step is necessary to prevent automated web bots from abusing our system. Once you have done that, you can click Send to submit your question. Customer service and technical support questions are answered within two business days. If you need more immediate help, you can also call us at the numbers listed here. Note that our customer service hours are Pacific Standard Time.  
 

 
[bookmark: _Toc297716044]Making Requests
 
If you have been browsing through the Online Training Library but haven't found exactly what you are looking for-- maybe you feel like a particular course or subject is missing from our library or if you would just love to see a certain software product covered--you can send us a course request. Just go to support > contact us, and then in the send us an email form, select New Course Requests under the Feedback heading. Then fill out the rest of the required fields and let us know what you would like to see on the Online Training Library. If the product or training you are looking for already exists and you just missed it, we will direct you to the right place on our site. But if you really have found a gap you think we need to fill, we will add your suggestions to our ever-growing list of potential and future courses.  
 


 
[bookmark: _Toc297716045]Feedback Form
Please fill out this form to provide feedback:
 
Top of Form
Enter Full Name:   
 
eMail Address:      
 
Please rate your overall satisfaction with regard to our site:
 
Extremely Satisfied  Very Satisfied  Not Very Satisfied   Unsatisfied N/A 
 
Check if you have joined lynda.com in the past year 
 
Please select your membership level: 
 
Please add any additional comments:

 
  
Bottom of Form
 
 
Troubleshooting

 
[bookmark: _Toc297716046]Feedback Form
Please fill out this form to provide feedback:
 
Top of Form
Enter Full Name:   
 
eMail Address:      
 
Please rate your overall satisfaction with regard to our site:
 
Extremely Satisfied  Very Satisfied  Not Very Satisfied   Unsatisfied N/A 
 
Check if you have joined lynda.com in the past year 
 
Please select your membership level: 
 
Please add any additional comments:

 
  
Bottom of Form
 
 
Feedback Form

[bookmark: _Toc297716047]Glossary
N
Navigation Bar: Black and yellow banner across the top of the screen containing links to: the lynda.com homepage, the subject section, software section, author section. new courses section, and the search field for custom searches.
Glossary
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