
Wow, how did 
we get to mid-
February so 
quickly? Time 
seems to be 
flying as 
usual.  I hope 
you had a 
good January 
and stayed 
warm.   

 
Our February speaker 
will be Mr. Riad Ar-
dahji, Director of In-
dustrial Engineering at  
Syndicate Systems, 
speaking to us on 
“212 The Extra De-
gree”.  I think you will 
want to hear this pow-
erful motivational 
presentat ion.  My 
thanks to Janet Fink 
for contacting Riad. 
 
As a reminder, Chap-
ter, you had some 

homework from last 
month’s meeting.  
We will continue our 
discussion of our “30 
second elevator 
speech”.    Have you 
given thought to how 
you want to educate 
acquaintances, co-
workers and friends 
about Maple Chapter 
and IAAP in a quick, 
30 second line?  
Bring your ideas to 
the Chapter meeting.  
We have a start—-we 
just need to finalize 
the wording.   
 
Our annual Open 
House/Impact meet-
ing is just around the 
corner (March 15).  
Invitations will be 
available by hard 
copy at the February 
Chapter meeting as 
well as electronically.  
If every member 

would bring one 
guest—we could make 
quite an “impact”.   
 
Finally, it’s about that 
time where we begin 
asking members to 
step into Maple Chap-
ter leadership roles  
for the upcoming  
year.   I encourage you 
to say “yes” when 
asked, or better yet, 
volunteer.  Being part 
of the Maple Chapter 
board is a great ex-
perience.  The tasks 
are not difficult or 
t ime consuming.  
Please consider giving 
it a try! 
 
Happy Valentine’s Day!  
 
  “Embrace the Vision” 

                                                                   

          Beth 
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• The February issue of the Indiana Division Board Letter can be found on the Indiana 

Division website. 
• Plans continue for the Indiana Division Annual Meeting and Education Forum May 4-6, 

2007 in Lafayette.   Please note Leadership Conference is scheduled for Friday after-
noon, May 4.  Room reservations are now being accepted at the Best Western Lafay-
ette Plaza and Conference Center. 

• Indiana Division will be holding their first Indiana Professional Educational Conference 
on Saturday, October 6, 2007 at Indiana Business College.  Be sure to mark your cal-
endars to attend this first-time educational conference. 

Building Our FutureBuilding Our Future  
Indiana Division Indiana Division   
IAAPIAAP®®   

P A G E  2  

International Update (www.iaap-hq.org) 

Indiana Division Update (www.indiana-iaap.org) 

 
 
 
 
 
 
 
 

• “Shaping the Future” is the international theme for Administrative Professionals Week 
2007. 

 
• The 2007 International Convention and Education Forum will be held at the Tampa 

Convention Center in Tampa, Florida July 29-August 1, 2007.  Hotel reservations can 
now be made.   

 “You will always be your best advertisement.” 
 

Dr. Suzanne Metzger 
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Computer Tips…provided by Denise Goveia  

For those of you who have computers at home and are hesitant to invest in Microsoft Office there is now an 

alternative and I’ve spent some time testing it. There is a free office suite program on line that you can 

download to your computer and use to open any of your Microsoft Office Word, Excel, Access, or Power Point 

documents. Even better, you can use this same office suite to make your documents into an easily shared PDF 

file! 

 

Simply go on line to www.openoffice.org click on the green box that says GET OPENOFFICE.ORG. Click the 

green banner at the top of the next page and choose your operating system. The next page will be where they 

advertise for funds, just go to the bottom of the page and click on CONTINUE TO DOWNLOAD. When the win-

dow appears, click SAVE, and choose MY DOCUMENTS from the drop down menu of places (write down or re-

member the name of the program). Click to save. You have saved the program on your computer once it is 

done downloading. Close your internet browser, then go to your desktop and double click. Follow the prompts to 

install the program. Once the program is installed you will find it in the list of PROGRAMS on your START menu.  

 

There are six modules : 

OpenOffice.OrgBase = Database like Microsoft Access 

OpenOffice.OrgWriter = Word processor like Microsoft Word 

OpenOffice.OrgCalc = Spreadsheet like Microsoft Excel 

OpenOffice.OrgImpress = Presentation like Microsoft Power Point 

Open Office.OrgDraw = Drawing Program 

OpenOffice.OrgMath = Calculations Program 

 

If you open the modules called OrgWriter or OrgCalc, it will look similar to the Microsoft modules you’re accus-

tomed to using. Go ahead and create a test document in OrgWriter.  Click FILE / SAVE AS / in the drop down 

menu SAVE AS TYPE choose MICROSOFT WORD 6.0 (or the version of Microsoft Word you use).  Close the 

document, then open Microsoft Word.  Go to your saved document and open it ... you'll find the transition is 

seamless.   

If you need to save the document as a PDF, on the tool bar at the top you'll see the familiar ADOBE PDF icon. 

Click on it to export your document as a PDF. 

If you need help to get the program downloaded and running on your computer at home, just let me know and 

I'll be glad to come and help you. I recently stumbled on this free office suite program, downloaded to my com-

puter and fully tested it successfully. I have complete confidence in the site and the software. 

 

One more note ... this article was written in the program OpenOffice.orgWriter. 
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Butter Braid orders and payment should be brought to the February 15 chapter meeting.  Delivery will take place 
at the March 15 meeting. 
  
The last of the Terri Lynn products will be brought to the February meeting, you can all race to get the last 4 bags 
of honey roasted peanuts and yogurt raisins!   
  
Many thanks for your continued support of our fundraising projects. A full report will be submitted in an upcoming 
newsletter. 
 
Denise Goveia 
Finance Chair 

Finance Committee Report 

February 6—Casey Bechtel 
February 22—Evelyn Wagner 
March 10—Denise Goveia 
March 15—Janet Fink 
March 19—Sally Biller 

Membership            Membership            Membership            
RenewalsRenewalsRenewals   

   
Michele Cripe 

Debra Mayfield 

We’re on the Web! 
maplechapter.org 

APD Committee Report 
The Administrative Professional's Day committee met February 5th to begin planning for this event to be held at 
Maplecrest Country Club on April 25.  The theme will be Maple Chapter's theme, "Embrace The Vision".  Each 
member is encouraged to begin collecting donations for door prizes and goodie bags.  Please submit a list of your 
donations with the donor's name and address.  Watch for more information in the next two months. 
 
Doris Schwartz 
APD Co-Chair 
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EDUCATION SPOT — provided by Gretchen Neely (Articles from Avery Great Results February Newsletter) 
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Education Spot—continued 
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Education Spot—continued 


