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There are two ways to edit a PDF file. The most common way is to convert PDF to Word, Excel or other editable file types and change the content of your PDF document there. But if you want to have that document in PDF form, you will need to convert it to PDF again. There … Read more
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Only particular scanner machines has the option to scan multiple pages into one PDF file. Investing in such machines can be expensive, especially if you don’t need a scanner on a regular basis. In the following guide we will show you how to scan multiple pages into one PDF even if you don’t have a … Read more
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According to Statista, 1.25 million accountants and auditors were employed in the USA in 2016. It is predicted that there will be 1.44 million accounting professionals by 2022. The accounting industry in the UK is expected to reach £5 billion in 2018. But let’s forget about stats and answer one question.   What does every … Read more
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				How to Remove Formatting in Word
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When writing in MS Word you are usually more focused on the content than on the technicalities. What you write is more important than how you write it, what font do you use for different content sections. That is the first phase of the work. But when the content is finished and the images are … Read more
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				How to Change Slide Size in PowerPoint
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According to some stats, 30 million presentations are created daily. PowerPoint is the most popular tool for creating a presentation. If you have ever created a presentation, you probably tried this amazing program. When you learn PowerPoint skills and finish your presentation, that is not the end. Another thing may come up and you need … Read more
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Using citations is very useful, especially in PowerPoint. Presentation slides often contain less text than a Word document, so it is hard to include everything in them. If you use citations, you can refer your presentation audience to additional resources. In case you didn’t know, citations are sources you used to write a presentation or … Read more
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When you need to deliver a presentation it often requires some additional skills apart from PowerPoint. Assuming you know how to make a presentation in PowerPoint, the only skill you need to learn is related to printing such presentations. In some situations, it is not acceptable to send a PowerPoint presentation via email, and you … Read more
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PowerPoint is often used for making various presentations. Business people, teachers and students are often in need to present their business, work or research. Most presenters rely on technology and use projectors to show their PowerPoint presentation. But in certain situations it is necessary to print your presentation and hand it out. It is a … Read more
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Highlighting is useful when you want to emphasize specific parts of a presentation. If you rely on Microsoft Office to create presentations, here is a guide on how to highlight in PowerPoint. First we will explain how to highlight in PowerPoint 2016 (only for Office 365 subscribers), and then we will show you some secrets … Read more
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				How to Spell Check in Excel
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When working in a Word document, users have a good habit to check for spelling and grammar mistakes. It seems very unprofessional to send a document to your business partner or a client, with spelling mistakes. But people often forget to do that when they deal with Excel spreadsheets. Excel cells contain mostly numerical data … Read more
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