Volume 52, Issue 6

February 2007

Special points of
interest:

Finance Update

Education Spot

Computer Tip

Int’l & Division Updates

INSIDETHIS ISSUE:

Int’l & Division Updates 2
Computer Tip 3
Finance Report 4
Education Spot 5-7

Fr

[EENAR ARERE. ~.

I A A P

TP
) NN\

International Association of
Yr Tonal

The Maple Leaf
Maple Chapter IAAP
Goshen, Indiana

Wow, how did
we get to mid-
February so
quickly? Time
seems to be

flying as
usual. | 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”. | think you will
want to hear this pow-
erful motivational
presentation. 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. | 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
time consuming.
Please consider giving

itatry!
Happy Valentine’s Day!

“Embrace the Vision”

Bethv

2006207 Maple Chapter Theme
aciON
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Building Our Future
Indiana Division

TIAAP®

e 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.

Shaping the Future

2006 2007

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

e 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

PAGE 2



VOLUME 52, ISSUE 6 PAGE 3

g Com puter 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.Orglmpress = 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. | 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

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

We're on the Web!
maplechapter.org

appy
| p Y _" | J =
Dirinaqay

February 6—Casey Bechtel
February 22—Evelyn Wagner

7/[; )6 ﬁ ,"‘T P March 10—Denise Goveia
\enewals March 15—Janet Fink TURNING JOBS
March 19—Sally Biller INTO CAREERS
Michele Cripe ° ’

Debra Mayfield
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EDUCATION SPOT — provided by Gretchen Neely (Articles from Avery Great Results February Newsletter)

The Power of Being

Positive

5 the qlass half empty or Ball full?

Wes'we all heard it 2 milllon timses,

And we ol know that astituds is
averything. How you soe things dajer-
mines how pou deal with them, Bul is
having a positive attitode really batier?
O should we all strive to simply ks
reniists-to sze things as thay wally are
and deal with them accondiegly,

W

Oee qood reasom to ultivate a
pesitive pttitude has roma to Hght
mily. Arrording to Mewrawak,
"Researchers at fale Driversdty found
thal people with an optimistle ootkak
lEwed 7.5 years longer than thass wiih
# gleomy view of what lies abaad. Tn
their ibady, 4 postive attitode was mone
Imipsctant than lower blood pressum
iz chodegtem| lewels ™

Bul [z sttitode predetarmimed, L
tha clan of oiif epes, or & it someiiing
wa can medesate? To fAnd cut, we talleed
o Chasles Kosess, authes. lectussr and
enzent. bn metivational Eehavion Charles
Bas dedicated 8% 1ifg to helpéng peopie
find the passion and positive speny

WEIERTILA FOOR

within them. jircording to Chares, "
artions ar= driven by our bedlafs. So hiw
we =ee things drives our bahavioe [T
we hiree negative feelings. we will bavs
regative behaviors ™

A positive attituds ls batter sags
Chmales, “becamse it glvas s greater
energy.” While negativity is dralning
o paralyxing, a positive artitade ghwes
ua the will to wark arund ohetade:
and mitimately mosead.

And the road to atiaining & positiee
inner attitude? ccsdlng (o Chares.
it's a challenging precess, “I's like
traiming to run a J6-mik marathon, It
requizes similay amounts of dedicated
work and repetition. The bey & o
understand halancw i lile. Therre mamnok
be prsitive without segative, There
ramnot be up withsul down.”

Charles offers tips for cultoreting
and maintaining a positive attitode.

Bacomw awate of peur feslings

and cheage positive. mot negatie
Initially you might fee] like you're
faking, but eventually it will be meal.

Remlnd yoursalf that thers =

always balance, You are bound to
meet ngative paople. Don® let then
throw yuo.

Be gratatol oy all sgperiences,

barapm wa grew threugh the
mqative mese Lhin the positive.

fiwt pome eparcise, Go take a walk!

a fitter you hecome, the less
negtivn daments impact you. And fit
nic Inersises our snemy sowe hawe
mass sfeny 1o handle whatewer the
unlvarss canes o throw at us

Tha haffor T is you on choee o
has a pasitive attitude. And when pou
da, chamods are you will have a longer,
healthiar ard more survesshil e, @

Tha s Biweih b d wellbresen wethatianed
wmaber 0nd mihar of PTG Raorke
Pk (g Huwin). To bsare so i on
Wil by el Ui 3 weea keesiacam.

“Newwreal, k@t Welk Dafosss, Lonary 5, 2504

Positively Inspiring

emembar Chat peality

tin look shghtly

different to each af us
depanding on aur paint of
wiew. Changs ys paiil of
Wigw afid yvu can change
your reality. Here are somn
postiiwe insplations by somes
namos o rkghl meergniae.

To different minds,
the same world {s a
hell and a heaven.

— Raiph Waldo Emarmn

An aptimist sees an
apportunity in every
calmmity: o pessimist
sees a colamity in

EVery opportunity
— Sir Werefon Chanchdll

You can compimin
becouse roses haove
tharns, or you can
refodce because thorns
have roses.

an ﬂm

Whether you think you
cmn o you think you
can’t, your're right.

— Hanry Ford

The way I see it, if
¥ou want the rafnbow,
you gotta put up with
the rain.

— Dally Fartan
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Education Spot—continued

Inspiring Others to Act

ure, wa'we all heard the term
S “natussl leaders,” bat what mally

makes somp peopls lead in a way
that makes athérs want to follow? How
o pou inspive athers bs pitch in, whethar
it’s cleaming wp the office. collecting for
charity or gatting ready for a big peesen-
tortion? How &3 poes get other peaple to
care about what gou care about?

To find ot we talleed 1 an expert

un leadership. Dr. Dansal Faldman of

Laaderihip Parfoomance Salutions i an
urganizational developmant comsltant.
Haa werks with organizatioes that indude
Amarics Ontine and the Food &rd Drug
hdministmtion to improve seanizational
aftactivenems,

0ir, Feldman dascritad the five
szntial keys to mothvating others;

Explain the purpose of the task e

activity that you want scmeane o
participate in, “When peaple understand
wity somathing iz beirg dosa. thay'ne
more likaly to want to pitch in;” saps
Do Feldman. Help them sze how whal
they ara diing will help accomplish
the highet gl of the cogardeation or
team. The mom they understard the
Benefits, tha mive (grerted they will
be im the project,

Allowr somesra as mroch Aeihility
amedl responsibility & poesible.
“Remember that thare are many ways
te accomplish semething,” advises
Dr. Feldman, To the extent that you allow
SOMRT i much say 25 possibia in how

FALL #nns

a taik is arcomplished, you build his or
her gmmership. pride and participarion,
Thisy may not do it as poo weald, bt
that doesn't really mattar a2 g & the
goal is reached. You can coach and sup-
et them throwgh the precsss, but it's
important that they foel ampewered to
di i thedr way,

“Maks & mnnection by kinking &
parsens involvement to something
. he or she thinks s important
of Enjoys,” sps O Feldmas
Thet means st wradorsad -
img who they ame and what
makes them tick. Make (e
eannection for tham, I you
know someane s a “pesgle”
person, accentuate the “pep-
P part of the task. Alss,
Before wou try bo Irvolve
smene in an activity, ty s
determine whe would maost
gy doing the task as mach
i who would be best at it

“Be authantiz, be yourself* advises

. Feldmam, People respand to that,
At and speak Trem your true vatoes and
beliefs. When you speak fram yaur haart
people recognize it and feel more con-
nected to you, Being suthentic alss moans
wou don't alwarys have 1o know the anewer
Sometimes saying, *T don't know” actually
makes prople wask bo belp you.

Practice respect. "You dow't have to

agree with how semeone does
things.” says Or. Faldman, “bot oo can
pespect the person,” g position.
Remember you can am fram ssmeane
higher, lawer, younger, older, smarter o
Tess smart than you. Be respactfuol of
whe they are. Don't praiie penple when
wou dor’t mean it (peaple Enser when
peit've not being sincess) but ackrowledge
contributions, small oe lamgs,

% Iir, Feldman poiots oul. his five

koays 1 inepizing otheas are alio past
of just being a good pexion, 50 put his
sgqestions tn use, Toull lesl good
about yous aetions, and so will everyone
oo 2o iR conkack with.

Tips for
Inspiration

he peopha wh mabs an

Impact an fhe werid e

g e by the
srartest of Mot talivad The
people wha maka an impact e
the: G whe can inspine others
te Eabe action, Remember thes
tigs when you an: tryisg e
frepire acthan.

Thit “wfy™ atders, Lot
Eagi i dhe by pictore.

Misos ssaor prwple wndcertand
kst their actioss really (an
make o differesce.

Exvearngy curersiip, Lot
g de & thedr o way,

HEQNTTGHE Hhe goad Hoke
SueE pasple wee the parts of the
dusk dbat Hhey Fed eafoabie

Ew hoawet, Pppple recepaiee
ond apaneciole the frath.

Ba reallitic iy yowr
erpit lboan.

Ei rmpertiud of peapic’s
aiffirent attitvdes ang valins.

e Filiman m artitere baaky a0
bmaclerchip, cra thirg aed aitial
thinkineg. T lasm mare o cun it
hiv ek thie of e iaderabip
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Education Spot—continued

Body Language

at Work!

i yoo knew thist a gaeat deal
af what ywou wasd bo sy s
comipsicated befoe you
Lspgins ko spemake? Besearch shams
that hiody language tells half your stary,
o yous stind. muve, gestups—even
hioew oo mave your eyes and facial mus-
chs—eommmicates in a hig way. I

man-verbal commumnication, but it adds a
lat to the stomy you'se teiling.

Bedy langquage i pawertul because
it plays om emotinns and imagination, i
emitances mierpenonal elatiors dia-
mstically, even thoogh the memon yow'm
apaking toisn't always aware of what's
aFfisctisg them, Based on your exques-
s mnd moeements, vour viower
arepathizes and extrgolstes. For mam-
ple, B you piies your lips oo knit your
braw, the pernn youe talking to will
g8 Loncern withomt even Teeding bo
hear yoir words, B poo're ot ease, the
paries—l pesple—you'te spealdng to
will know thiil as well. Bomwerhul inda-
matien amplifies yom womds and gees
1k maane acris faster and moee
ampeaticaly,

Voo zan s Tedy Bangeage o com
murocatas better and moee ceary. legs
focus o what e can dis to make vour

i imgdul and hle eeen
before you speak yoor St wonl,

To eliminate & meh ferstas tan-
o & posslile, good poilies is sgsen-
{fal. When yoo stend up straight (et
Baoard straight, et comfoctably stiaight),

with arms relaeid, it's apsier to hreathe
popextiy, Waii wigce will be wironger. To
thca waichéng, yeu'll sadiste monfidenca.
Ard whes yom am confident, whomewes
U e gpEaking to will bsten mome cane:
fully anil wills move pespact.

Movemernt o another important part
of by Language, Nothing is more boring
than smeone who stands
miokinnlees il the time.
Whather wu'ee moving acmss
& itaaye, of dajly moving your
beddy o face une pesson n a
small gavep and then another,
wou'll connist with the people
Wou'sd spaakieg be, Pluy, when
FOu dm the cemter af sttes-
tion, movamami keeps your Lz
turmrs focused on youl. Fo can
Lmarn to mow o ez o
point yoa are making. For
example, whes yon wani in
stress the mportasce of whal you're say-
ing, lean forward. Whan you'se seacled
the end of a sabject, lean hack; Az if 1o
[TVE everyone 4 momant to contemplate
the imrportance of what yoo've jos sail.
With practice, poull bearn te maks thss
mmenenty greefully and natusally,

The refized movenents yos nake
with your kands are an fmgartant Sady-
language teal. Shrog woor shouldars,
#0il your head. clap youx hands—you've
mile a statement shoot your statanen|
[I the gesture suits youwr massage ani
Teels nabwral, use it!

Finally. remember that your myes
Al yeoum Facinl mmscles are weny poiwe-
lul, Esep your syes an the peopla to
whom you are speaking. And whan
inioe in. a larger group, I pou el ks
Ehiue's someane who's not tstaning,
make gy contact o draw them bazk. [f
el making a point that makes you
hapgey, ssiile = people can see how you
frel. The mom you empie thrugh facial
exprekng and ey contact, the mose
wou connect. 1 bedy lerguage that
often speaks the loudsest, no maiisr who
you'ee talking bo! &

Your Body
Language
Spnlil:gfnr You

Evirpaie gets nerequs makieg
& mresawtatian-—n geEdn
5ot yeire called usen to get
vp and spuik, Labs worm Hp
Frinh Toaritmaaters. |rteraational
&0 e o nake ese of Body
puage.

¥ KHOW YOUE MATERLAL
Frochioe: yoar [pssch 55 poF
den't bave te read 1T That
WY PR Car ekt g
coataet with poar avdieee,
Wow b moat com ot g
fore wraising f remesiber
oar s,

¥ HAHND AN ENERGIIEE
Hhea your natine somesne (e
e partieace whus espeiaily
larenistind v what yoa boew
b iy, diilep 2 aon-verho!
e wribh Ehere Hvpigh oy
eenfoct and foohl expre i,
i your con wroke that gerion
lieagh fir fiel amy ametion),
e rpares wik! e coniDgROAE,

Fod e 1t bew b ke
wn T Doy g, Fouctwmtiorn
s praciared an entive Sosh calied

LU LRI
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