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Assorted Software Tips&Tricks

File Services and Backup

¢ MS Windows
* MS Office

Microsoft Office

MS Word

Set default page size for new documents

e [
“_L] ==| 'mBreaks- Margins  Paper | Layout |
_— (Y Line Numbers ~ Faper size:
Size  Columns =
i b bt Hyphenation = IM j
I:I Letter = Width: |21 cm =
5% cmx27% cm

Height: [29.7 em —
Letter Small
2159 cmx 27,94 cm

Paper source

First page: Other pages:

Legal
21,589 cm x 35,56 cm 2

Mare Paper Sizes,., — <iff—

Tabloid
27 cmx 4318 cm Mormal Mormal
1 . Manual Feed Manual Feed
Ad -l-_ - .
D A ocmx297 cm _I _I
D Apply to: |Whole document j Print Options... |

Ok | Cancel |

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:
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Set preffered date and number format via dialog:

¢ Region and Language

Formats I Location | Keyboards and Languages | Administrative |

Eormat:

| Czech (Czech Republic)

— Date and time formats

Short date: | d.Myyyy

Long date; [ d. MMMM yyyy
Short time: I H:mm

Leng time: IH:mm:ss

First day of week:  |pondéli
What does the notation mean?

Led Lef Lef Le] Lol

~ Examples
Short date: 4.5.2017
Long date: 4, kvétna 2017
Short time: 13:48
Long time: 13:48:37

Go online to learn about changing lanquages and regional formats

Additional settings...

And “Additional settings”:

OK

Cancel

&pnly
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ﬁ' Customize Format _ )

Mumbers |Currvanv.:!|-r I Time I Date |

Example
Positive: I 123 456 789,00 Megative: I -123 456 789,00
Decimal symbol: I I j
Mo, of digits after decimal: I2 Ll
Digit grouping syrbel: I Ll
Digit grouping: 123 456 789 |
Megative sign symbol: I = j
Megative number format: I-l,l Ll
Display leading zeros: ’[I,? Ll
List separator: I : ;I
IMetric j
Standard digits: 0123456789 |
Use native digits: INEI.rer Ll
Click Reset to restore the systermn default settings for Resat
numbers, currency, time, and date.

oK I Cancel | Appls |
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