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Assorted Software Tips&Tricks

Microsoft Office

MS Word

Set default page size for new documents

“_L] =| = Breaks - Margins  Paper | Layout I
— [0 Line Numbers = Paper size:
Size Columns -
i e bt Hyphenation = IM j
D Letter - width: [21 em =
2153 em x 27,94 cm

Height: [29.7 em =4
Letter Small
2159 cmx 2794 cm

Paper source

First page: Other pages:
Tabloid
27,94 cm x 43,18 cm Hhotm M tmal
1 . Manual Feed Manual Feed
Ad *'-_ = =
D A ecmx297 cm _I _I
El Legal Applyto: |Whole document j Print Options... |
21,5% cm 135,56 cm

3.

oK | Cancel |

More Paper Sizes,., — =iff——

MS Windows

Date&Time and Number Formats

Symptom: Excel and other programs use non-preferred format for dates and numbers

Solution: It must be set system-wide - go to Windows settings via Control Panel » Region &
Languages

Details:

Set formatting via dialog:
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