Model OMS Computer Applications

1Model OMS Computer Applications

Applications:
1
Microsoft Word:
1
Shared/Workgroup Templates:
2
AutoText:
3
Password Protecting a Document:
3
Tracking Changes to a Document for Editing:
4
Macros:
5
Envelopes and Labels:
5
Organizational Chart:
6
Inserting a Field or a Bookmark:
6
Thesaurus:
7
Bookmarks & Hyperlinks:
7
Microsoft Outlook:
8
Creating and Synchronizing Offline Folders:
8
Drag and Drop between e-mails, calendar, tasks and contacts:
10
Outlook Bar:
10
Field Chooser:
10
Internet Explorer:
11
The Web: Internet & Intranet = OpenNet Plus:
11
Exporting and Importing Favorites:
12
Electronic Filing/Archiving:
12
Possible Advantages:
13
Possible Disadvantages:
13
Types of records:
13
Evacuation!:
13
Signature Documents:
13
Keep Documents on the Server:
13
Save Trees:
13
That’s the Fax:
14
Naming Conventions:
14
Windows Explorer:
14
Windows Search:
14
Briefcase:
15
Training and the Future:
16
Where to get more information:
17


- My job isn’t to know everything, but to know where to find everything and to create ways in which to make my office run smoother.

- OMSs are the bridge between the officers and technology. (paraphrase) U/S Green

Applications:

· Microsoft Office: (I'm covering underlined ones)

· Outlook
· Word
· Excel

· PowerPoint 

· Access

· Internet Explorer (the Internet, outside your computer)

· Windows Explorer (to surf inside your computer)

· Briefcase 

· Windows Search Tool

· Microsoft Office Shortcut Bar

· CableXpress

· Infoforms/FormFlow

· WinTA

· Gelco Travel Manager

Microsoft Word:

Note: These are just a few of the powerful tools that Word has, there are so many more.  For me, the problem is first of all even knowing that the tools exist, not to mention how to effectively use them once you discover them.

Shared/Workgroup Templates:

- Saves time from repeating the same information when filling out the same form over and over again.

- You can tab through the fields and fill in the missing information.

- Opening a template File ( New or double-click when in Windows Explorer you open a copy not the original.

- Use default text for those things that don’t change as often.

- Create them with office-specific information or for each officer.

- Word, Excel, & Outlook

- In order to share these templates with others, you need to create a folder that is accessible by all who will need to have access to the templates you create.  Then, you need to go into each user’s computer who has access to the shared folder where the templates are located and specify where the Workgroup Templates are located.  Tools ( Options ( File Locations tab ( Workgroup templates file type
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My examples:

Fax Cover Sheet Form.dot 

Fax Cover Sheet Form Pol to WHA-MEX.dot 

Letter on Embassy Letterhead.dot

Memo.dot

Pol-Econ Agenda.oft

Rep Voucher - Generic.dot

Rep Voucher.dot

Texas Sales and Use Tax Exemption Certification.dot 

Visa Referral A 2003.dot

Amb Garza Event Form.dot

Amb Garza Meetings and Events Info.doc

Counseling Form DS1974.dot

Country Clearance.dot

EER Form DS1829.dot

Fax Cover Sheet Non-Form.dot

Home Leave Request - TMTWO.dot

IPC Classified Computer Memo.dot

ISC NetAccess RequestForm MexForm-1.dot 

Itinerary.dot

IVA Form.xlt 

LADA Long Distance City Codes.xlt 

Mex 71 Form.dot 

MEX45 - FSN After-hours Access.dot 

MPP Mexico FY05 Final.dot

OF-206 Purchase Order.XLT 

Quick Travel Voucher.xlt 

R&R Request Form.dot 

Representational Guidance 051603.dot 

Request for Travel.dot

T&A Report of Overtime.dot 

Tax Exemption Info.dot

Texas Sales and Use Tax Exemption Certification Form.pdf

TM2 Form.dot

Visa Referral A 2003 Print Version.dot

Visa Referral B 2003 Print Version.dot 

Visa Referral B 2003.dot

Visa Referral Toolkit.dot

Other documents: StuffToDo.doc, Mexico Info.doc

AutoText:

- Store information you repeatedly type over.  

- Saves time from typing the same information in documents

- To create a new: highlight desired text ( Insert ( New – you can use any section of text you repeat, even a fax header 

- To insert from the established list: Insert ( AutoText
- Example: Fax header
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Password Protecting a Document:

- Password protect templates, list of passwords, EERs and other sensitive information, especially if in a public domain such as on the server or the Internet

- To password protect a document: File ( Save As ( Options, and choose either Password to Open or Password to Modify

- Password to Open protects information you don't want anyone to see in the documents and Password to Modify protects the information from being changed.

- WARNING:  IF YOU FORGET THE PASSWORD, YOU LOSE THE DOCUMENT so use easy passwords and share them with those in the need-to-know.

- I have one document for all of my usernames, passwords and account information for every account I have, including Travel Manager, Amazon.com, Yahoo!, United Airlines, e*phone, WebGram and HROnline.

- If you work on a document and want to make it publicly available, but don't want anyone to change the text, this is a good safeguard.

- One of my officers unintentionally changed one of my templates because he/she went File ( Open and opened the original so I added a password to protect it.

- My examples: StuffToDo, Budget 
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Tracking Changes to a Document for Editing:

- Helps supervisors sort through various changes to original documents so they can accept only those changes they agree with.

- In newer versions of Office, especially 2003, Microsoft is concentrating a lot of their changes to the programs towards an office where several people contribute to a final document, which is the way the Foreign Service works with drafters, clearances and approvers.  See Model OMS Computer Applications Reading.doc article "Microsoft Office 2003: A New Strategy" 

- As different people make changes to a document, Word can track who did what.

- To turn on or off go to Tools ( Track Changes ( Highlight Changes ( place a check in Track changes while editing to turn on and remove the check to turn it off.  In newer versions of Word, the Highlight Changes dialog box below doesn't appear, but the Track Changes dialog box does.  In the older versions, you can view the Track Changes dialog box by clicking on Options.

In older versions of Word: 
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 In newer versions of Word:
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Macros:

- Helps to do several steps in one.

- For example, changing all text in the document from Courier New 12 to Times New Roman 14.  

- It records all moves with the mouse to menus and buttons until you hit stop or pause recording.

- Go to Tools ( Macro ( Record New Macro or Macros 

- You can also use the Reviewing Toolbar if you right-click on the toolbar and choose it or View ( Toolbars ( Reviewing

- Security concerns sometimes prevents macros from running, but as long as you trust the source of the macro you can lower your security setting under Tools ( Macro ( Security.
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Envelopes and Labels:

- Use to make professional-looking envelopes, complete with a return address and a barcode on envelopes to be mailed in the US.

- Labels for frequently mailed addresses, such as the Foreign Ministry for Diplomatic Notes, your country’s Desk Officer back in Washington, or forwarding mail to section personnel who have moved on.

- Tools ( Envelopes and Labels then click the Envelopes tab or Labels tab

- Common labels are: Avery 5163 for addresses and 5266 for file labels. 

- Generally the last two digits in the Avery number is the same for each type.

- You can either include or omit a return address.

- You will probably have to experiment with your printer to feed envelopes through so it prints correctly.

Organizational Chart:

- Use to show the structure of your office, embassy, or other organizations you deal with.

- Insert ( Object, or in Office 2003 choose in Drawing Toolbar
- Example: Political Section Organizational Chart, State Organizational Chart.

- You will have to experiment with the different types of additions to get the boxes in the right formation.


[image: image5]
Inserting a Field or a Bookmark:

- Use to show important information about a document that's up-to-date as it changes: date saved, date printed, document name, document file path, page numbers, total words in a document, etc.

- Insert ( AutoText and choose from all of the available options.  There are several frequently used ones in the Header and Footer section.

- To insert them into a header or footer, go to View ( Header and Footer, navigate to the correct spot and Insert AutoText entries, date or page numbering information.

- Note: there are several different types of dates available that can automatically update themselves so be sure which one you want so you get the right one.

- Last Printed: obviously good for printouts to compare 2 hard-copy documents or to see online when the last time it was printed

- Current Date: Insert ( Date and Time ( choose a format and check Update Automatically if you would like it to; this is only the current date if you choose to Update Automatically or if not, then the date you inserted the field.

- Insert ( Field: this has several options, but if you would like to compare when two documents were saved, as opposed to all of the other options above, click Date and Time ( under Field Names SaveDate ( Options ( under date-time formats choose the option you like best.  I like the one with am/pm since some documents could have been saved within an hour of each other.  This is the best option whether the documents are printed or online because it shows when it was actually saved.  (see the footer on each page – this is the one I used there.)  This was not mentioned in my Word classes, or at least I didn't catch it at the time, but I just discovered this a few months ago.
- As you can see, there are tons of options depending on what you're looking for.
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Thesaurus:

- Shift + F7; or Tools ( Language ( Thesaurus
- Helps avoid repetitiveness in text by varying word usage

Bookmarks & Hyperlinks:

- This is a quick way to jump to select places within a document, or that will open another document or a web page.

- To jump to another place in the document, you first have to mark that text or place by placing a bookmark there. 

Example: End (click here)

- To place a bookmark, highlight the text you would like to come back to and go to Insert ( Bookmark.  You cannot have spaces or symbols in the names.  You next insert a hyperlink pointing to that space, from the top of the document for instance.  To insert a hyperlink to a Bookmark place your cursor where you would like it to be inserted and go to Insert ( Hyperlink or click the Insert Hyperlink button on the Standard Toolbar or  Ctrl+K ( and either type the exact name of the Bookmark in the Named location in file (optional): or click Browse to find it.

- To place a link to open another document or a web page repeat the steps above, except type the Uniform Resource Locator (URL) i.e., http://therestofthewebaddress.something, or click Browse to find the file you would like to link to.  Here's a link to my home page: http://www.geocities.com/mangus112 or http://www.richardmangus.com 

- If you would like to type a link to automatically send an e-mail you type is like this: mailto:mangusre@state.gov.
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Microsoft Outlook:

Keeping a calendar in Microsoft Outlook for a boss, yourself or a shared one for the section can be very productive if you use the powerful tools the program has.  

Creating and Synchronizing Offline Folders:

- Offline Outlook folders enable you to work with information stored in Outlook when you are not connected to the network (when you are offline).

- For example, you can read messages in your Inbox, compose new outgoing messages and manage appointments on your Calendar -- all without a network connection.

- are particularly useful if you are a laptop user who needs to access Outlook information from a location where network connectivity is inconvenient or impossible: an airport, a restaurant, a client's office, etc.

- are stored in an offline folder file which is located on your computer's local hard drive.

- are a mirror image of your Outlook folders stored on the Exchange server.  Offline Outlook folders kept current through a process called "synchronization" which also sends any outgoing mail that you compose while offline.

Create an offline folder file:

1. Click Inbox
2. On the Tools menu, click Services.

3. In the The following information services are set up in this profile box, click Microsoft Exchange Server.

4. Click Properties, and then click the Advanced tab.

5. Click Offline Folder File Settings.

6. In the File box, type the path to the file you want to use as the offline folder file.  Use a path on your local hard drive and give the filename an .ost extension (the default path and filename are usually good choices). 

7. Click OK. 

8. Put a check in the box next to Enable offline use and click OK. 
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- The Inbox, Outbox, Deleted Items, Sent Items, Calendar, Contacts, Tasks, Journal, Notes, and Drafts folders are automatically made available offline when you set up offline folders.  To use any other folder offline, you must specifically enable it for offline use by following the steps below. 

1. in the Tools menu, point to Synchronize, and then click Offline Folder Settings.

2. In the list, select the folders that you want to use offline in addition to your default folders. 

3. If you want to apply a filter to a specific folder, click the folder, click Filter Selected Folder, and then select the options that you want. 

4. If you want to use the Global Address List while offline, put a check next to the Download offline address book. 

5. Click OK. 

Synchronize offline folders:

1. To synchronize the selected offline folder, point to Synchronize on the Tools menu, and then click This Folder.

2. To synchronize all your offline folders, point to Synchronize on the Tools menu, and then click All Folders.

3. To automatically synchronize all folders when you close Outlook, select the When online, synchronize all folders upon exiting check box on the General tab in the Options dialog box (Tools menu).

Note: When you synchronize, a log file appears as a message in your Deleted Items folder.  This log file contains information such as the time you synchronized, the names of the folders synchronized, and the number of items added.

Tips 

- You can typically use the F9 key to synchronize all of your offline Outlook folders. 

- The offline folder file may be deleted during maintenance performed by IT staff.  The offline folder file will be recreated the next time that you synchronize.  However, you should still synchronize often to ensure that you changes are copied to the server in a timely manner. 

- Synchronizing for the first time (or when you haven't synchronized in while) can take a long time.  Be patient! 

- Only synchronize those Outlook folders that you really need to have available offline.  Having large numbers of offline Outlook folders will increase synchronization time. 

- Having Large numbers of offline Outlook folders also increases the possibility of a corrupted offline folder file, which will cause Outlook to stop functioning normally. 

- Outlook may sometimes appear to "hang" while synchronizing.  Again, be patient and give the process a few minutes to finish. 

- Synchronizing with a phone modem is much slower than with a network. 

Drag and Drop between e-mails, calendar, tasks and contacts:

- Drag e-mail to contact folder to create a contact

- Drag e-mail to calendar folder to create an appointment

- Drag e-mail to tasks folder to create a task

- Automatically inserts the contents of the e-mail into whatever is created

- This is good for covering yourself if things go wrong

Outlook Bar:

- To place and prioritize only those folders you use, saving space by not showing ones you may not use and/or putting those ones that you use less often at the bottom

- View ( Outlook Bar
- To organize it or add the folders you use, right-click over the Outlook Bar and you can choose between large or small icons and to Add to Outlook bar…
- You can also drag the icons (that are not the actual folders themselves) up or down to put the most important ones on top

Field Chooser:

- Since most of us deal with a size limit to our mailboxes and for other reasons, it is nice to put what information we need to know in the titlebar of folders such as Inbox, Sent Items, Contacts, Calendar, etc.

- In Mexico City we have a 70MB size limit on our folder so I add the size column so I can quickly sort by the size and delete the largest files.
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Internet Explorer:

- Internet Explorer is for accessing files and pages outside of your computer

The Web: Internet & Intranet = OpenNet Plus:

- My homepage www.richardmangus.com is the base of operations on the web for me.  As I find useful web sites I add them. When you sign up for a Yahoo! Account – no I’m not working on commission – you get not only 6MB in an e-mail account, but also a free home page, and a briefcase with 30MB of storage.  I put files and pictures in my briefcase when I’m working on something between work and home or on TDY – to an OMS Conference for example – so I can have the documents available when I need them.  

- Any Word or Excel document with important but sensitive information, if stored on the Internet, you should password protect it.  

- Here are some of the web sites I find more useful:  (Llywelyn will be covering some of his favorite web sites, also.)

Internet:

About: www.about.com 

EIU (Economists Intelligence Unit): www.eiu.com db.eiu.com 

Embassy World: www.embassyworld.com 

Embajada-Online: www.embajada-online.com 

FOIA: foia.state.gov
Google: www.google.com, images.google.com, local.google.com/lochp, translate.google.com/translate_t, catalogs.google.com, 

Gov’ts on the WWW: www.gksoft.com/govt 

How Stuff Works: www.howstuffworks.com 

Operations Center: http://ses.state.gov/seso/crisis/resources.asp 

RefDesk: www.refdesk.com everything you could ever want

Rick’s Pages: www.richardmangus.com all the rest of the best

Yahoo! Briefcase f1.pg.briefcase.yahoo.com/mangus112 & Photos photos.yahoo.com/mangus112 (for TDY)

Llywelyn's links : www.refdesk.com, teoma.com, dogpile.com,  en.wikipedia.org/wiki/Main_Page, www.un.org (white papers and treaties in force)
Intranet:

Ask Admin: askadmin.a.state.gov  

Directives Management: arpsdir.a.state.gov
Employee Services Center: aoprgsm.a.state.gov 

Executive Secretariat: ses.state.gov 

HR Online: hrweb.hr.state.gov/hronline 

MSMC (Main State Messaging Center): mso.irm.state.gov 

Office of Allowances: aoprals.a.state.gov/default.asp 

Records Disposition Schedules: infoaccess.state.gov/resources/records.asp 

S/ES InfoLink: ses.state.gov/execsecinfolink/paper.asp 

State Intranet: intranet.state.gov
Telegrams: telegrams.state.gov 

Webgram: telegrams.state.gov/posts/login.cfm 



Exporting and Importing Favorites:

- To share Favorites between two computers or to make them available while on TDY

- File ( Import and Export 

- I export my favorites and upload them to my Yahoo! Briefcase (http://briefcase.yahoo.com) so I'll have them available when traveling.
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Electronic Filing/Archiving:

This is my big push to avoid situations like in the picture to the right of me with 2002 file shredding.

Possible Advantages:

- Less hard-copy files

- Less shredding

- Faster searching

- Easier to share files, especially with large groups of people – Compare: 1 e-mail with attachments to 20+ people versus a whole lot of faxing with wrong numbers and bad copies

- Multi-generation faxes decreasing quality

- Cables not retired

- Evacuations: speedy exit for employees

Possible Disadvantages:

- You need to have a good filing system, officer participation, and naming convention or you may not be getting all of the right information and it will be harder to retire the records when the time comes.

- Not enough clear and specific guidance in FAM/FAH and Records Disposition Schedules regarding electronic filing and retiring

Types of records:

- Incoming action and informational cables

- Section and embassy outgoing cables of interest

- Important and relevant e-mails

- Biographical info: Internet articles and officer-written bio sheets

- Internet news articles

- Other records that will not be retired

Evacuation!:

- Mitsuko “Mitsi” Eustis, AMB OMS Windhoek was in Baghdad on August 2, 1990, when Saddam invaded Kuwait.  She was the only OMS.  Since all of the files were hard-copy, every officer in the embassy except the Chargé d’Affaires had to shred for 72 hours non-stop!  Were they to have been electronically filed, the personnel would have been able to evacuate post a lot sooner.  They could have instead spent more time at their residences trying to pack their personal belongings and deciding what to take with them.

- One-third of overseas posts evacuated are rated as low- or medium-threat.
- Electronic files are easier and more presentable to share with others.  

Signature Documents:

- One reason to keep hard-copies of documents is if there is an original signature, however it would be possible to keep just the signature page and reference where in the files the rest of the document is or you could scan the signature page.  If you need to share documents with a signature, if you have the signature page scanned you could send the whole thing by e-mail.  If not, you could send the other pages by e-mail and the signature page by fax, thereby only losing quality in one of the pages.  

Keep Documents on the Server:

- Warning!  Always keep files on the server and not/not on your C:\ drive since the server is backed up daily.  In my 1.5 years in Mexico five officers’ computers have crashed and they lost a lot of data kept on their hard drives.  The only exception would be filed that are copied to your Briefcase that have the originals on the server.

Save Trees:

- Most of the papers that are printed and then filed usually originate from the computer anyway, so why waste the paper to print them out?  

That’s the Fax:

- Faxing takes more time and you lose quality in the product.  Then if you need to make copies or fax it to someone else, each successive generation of copies and faxes decreases in quality, besides adding the header and footer information to the top of the faxes.  If you need to fax to an entire delegation, it could be really time-consuming, but with e-mails you can send files to hundreds of people at one time.

Naming Conventions:

- It is vital as we change to a paperless office that we have good naming conventions for the naming of documents.  I can't tell you how many Mexico.doc files I've found, which in an embassy with 1000 employees really doesn't help me identify at all what the document is about.

- In order to avoid problems in the filing of documents you need to consider:

- Keeping the name to a minimum, but with as useful information as possible to identify the records quickly.

- What elements of the documents do you need in the title: MRN (Message Routing Number), drafter, origin/Geographical TAGS, date, subject, etc.

- My first naming convention in Santiago:

First two letters are the Geo-Political TAGS for the place/country of origin (CI for Chile, SS for SecState, MX for Mexico)

Next six numbers are the cable MRN – place 0s in front to always use 6 so they will be put in numerical order

Place a period after the numbers

Put the first TAGS that appears: e.g., OTRA or PGOV

Put the drafter (always use first initial, middle initial, last initial)

Place “.doc” at the end to make it readable in Microsoft Word

Under type put Rich Text File (rtf) 

- Practice Search

Windows Explorer:

- For exploring inside your computer to find files and folders, and to organize.

- To access, right-click over the Start button or Windows Key (between Ctrl and Alt on left-hand side) + E

Windows Search:

- Use to find documents matching certain criteria, such as containing certain text inside the document or finding all Word documents or documents modified in a certain range of dates.

- Right-click over the Start button or go Start ( Find Files or Folders

- This is the best tool for finding documents, especially with electronic files.  I can find an archived cable in under 5 seconds.
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Briefcase:

- Useful if you have certain documents you work on all the time that are located in all different locations.

- Located on your Desktop so it's convenient.

- This makes a "sync copy" in the Briefcase that you can work on.  You must, however, update the original, usually upon exiting the system each day.
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Training and the Future:

- There are several options that people can pursue for professional development as well as several great initiatives coming from State that we can look forward to learning.
- Microsoft Office Specialist (MOS – formerly MOUS): http://www.microsoft.com/learning/mcp/officespecialist/default.asp 

- You can get a Master or Proficient in the whole MS Office or any one application, i.e., Word or Excel

- I took this from a document I made in 2002 while studying from the web site listed above.

Certification Tracks
The Office Specialist program offers certification tracks for a number of Microsoft Office suites. See the appropriate version below to learn about the exam requirements for each track. Office XP Office 2000   

The Office Specialist program also offers a certification for Microsoft Project 2000. Select the link below to learn about the requirements for Microsoft Project 2000 certification. Microsoft Project 2000 

Office Specialist Exam Objectives

Select an exam name below to view its objectives. Objectives are organized into skill sets, which represent the more fundamental aspects of using each Office application.  For a list of exams available in other languages, see the Localized Office Specialist Exams page. 

Office XP Track

Master Certification: Candidates must successfully complete all five of the required examinations.

Word 2002 Expert
Excel 2002 Expert
PowerPoint 2002 Core
Access 2002 Core
Outlook 2002 Core
Expert Certification: Candidates must successfully complete any one of the Expert examinations.

Word 2002 Expert
Excel 2002 Expert
Core Certification: Candidates must successfully complete any one of the Core examinations.

Word 2002 Core
Excel 2002 Core
PowerPoint 2002 Core
Access 2002 Core
Outlook 2002 Core
Office 2000 Track

Master Certification: Candidates must successfully complete all five of the required examinations.

Word 2000 Expert
Excel 2000 Expert
PowerPoint 2000 Core
Access 2000 Core
Outlook 2000 Core
Expert Certification: Candidates must successfully complete any one of the Expert examinations.

Word 2000 Expert
Excel 2000 Expert
Core Certification: Candidates must successfully complete any one of the Core examinations.

Word 2000 Core
Excel 2000 Core
PowerPoint 2000 Core
Access 2000 Core
Outlook 2000 Core
- You do not need to get a certification in all of MS Office since many applications are not used as much.  What I suggest to everyone is to start with either Word or Outlook and train yourself fully in one of those.  Then when you think you are ready you can take the Microsoft exams.  

- A+: www.comptia.org computer hardware and operating systems

- SWEET (Secure Wireless Extended Enterprise Technology) = basically PDAs

- CARS (Cable Archive Retrieval System)

- START (State Telegram and Archive Retrieval Toolset)

- SMART (State Messaging and Archive Retrieval Toolset)
- Remember SWEET CARS START SMART – it doesn't mean anything, but sounds neat

- SIPRNet (Secret Internet Protocol Routing Network?) = basically a classified Internet

- OSIS.gov http://www.osis.gov or http://www.extranet.state.gov = unclass version of SIPRNet

- OMS Web Master position: have great online places for OMSs to train

Where to get more information:

- Online: fsi.state.gov/fastrac 

- Training at FSI while in Washingon: fsi.state.gov/fsi/default.asp 

- Microsoft: www.microsoft.com or http://www.microsoft.com/learning/mcp/officespecialist/default.asp
- Read my supplemental document on different issues Model OMS Computer Applications Reading.doc

- Computer sections at post: ISC (unclassified), IPC (classified), or IMO

- Schools and businesses in host country

- Subscribe to periodicals or read online: www.cnet.com, Smart Computing, PC World, PC Magazine

- Friends and colleagues in the know

- Today at 4:30pm at the Question & Answer Breakout with Llywelyn, myself and IRM personnel

- E-mail or call Rick ( mailto:mangusre@state.gov or mailto:richardmangus@yahoo.com 

I made this presentation as a guide for my speech so I could go through it and then show actual examples of each thing and have just tried to put more information to give you some how to.  The purpose of my presentation was NOT to teach people things, but just to give you a glimpse of what tools I use in my job to make my office more efficient.  If you have suggestions to add to this document or find any errors since I am not perfect, please e-mail them to me.

I encourage everyone to take some kind of training or professional development and I will be more than happy to help anyone if you ask. Thanks and good luck. ( ♪♫♪

The End
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