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Letters, numbers, tabs and grids....Oh, my!
Microsoft Excel and Access Basics Overview

You have been asked to enter data in an Excel spreadsheet or an
Access database but you have never worked with either. Or, you
have worked in them a time or two but still wonder how to do some of
the basics. Have no fear. The only thing to fear is fear itself.

Brenda is a firm believer in working smarter, not harder. These two
powerful Microsoft Office applications will help administrative profes-
sionals achieve this philosophy. But first a few basics to get you
started.

Microsoft Excel Workbooks.  In Microsoft Excel, a workbook is
the file in which you work and store your data. Because each work-
book can contain many sheets, you can organize various kinds of
related information in a single file.

Excel Worksheets. Use worksheets to list and analyze data.

You can enter and edit data on several worksheets simultaneously
and perform calculations based on data from multiple worksheets.
When you create a chart, you can place the chart on the worksheet |1
with its related data or on a separate chart sheet. |

Excel Sheet tabs. The names of the sheets appear on tabs at q
the bottom of the workbook window. To move from sheet to sheet, |
click the sheet tabs. You may add or delete sheets. Sheet tabs
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- Friday - Saturday, March 3-4, 2006,
Leadership Development and Education
Forum, Clemmons, N.C.

(Basics Overview cont'd on page 2)

- Tuesday, March 7, 2006, JOL Chapter
meeting. JOL Chapter meeting agenda
to include a program entitled "Continuing
Education is for you..." presented by
Layne Harpine, Director, Professional
Development Training and Terrance
Dunn, Computer Training Coordinator,
and Small Business Center representa-
tives, Ann Shaw, Director, and

(Points continued on page 2)

JOL Lighthouse - Alana Daniels

tion providing Administrative Support
Services to a variety of clients and busi-
nesses from an off-site office. | have held a
wide range of administrative positions that
have equipped me for this entrepreneurial
endeavor, from Receptionist to Office Man-
ager to Executive Assistant.

Enjoying the “family” atmosphere of the

| am Alana Daniels and |
hail from the Crescent City,
New Orleans, LA. | gradu-
ated from the Orleans Par-
rish Public School System
and served eight years in
the United States Marine Corps following
graduation. While serving, | married my

wonderful husband, William A. Daniels, Jr., a
former Marine and helicopter mechanic.
We are blessed with three wonderful chil-
dren: Delisha, a freshman at the UNCG; Wil-
liam lll, a freshman at White Oak High
School and Jasmin, who attends Hunters
Creek Middle School.

In August 1999, | realized a dream and
became the Owner/Chief Administrative Offi-
cer of Creative Resources, The Virtual
Admin Office. A Virtual Assistant Organiza-

area, my husband and | have decided to set-
tle in Jacksonville and raise our children. |
am a member of New Covenant Ministries, \
where | serve as the Church Administrator
and teach Sunday School. As a nhew mem- |
ber to JOL, | encourage any administrative
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professional to consider joining. Member- v TEE (g
ship provides the latest certification news, = S
professional and educational programs, and L

the opportunity to network with other admin- i .
istrative professionals.




(Basics Overview cont'd from page 1)
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can be renamed.
Column headings (1) are letters.
Row headings (2) are numbers.

The intersection of columns and rows are

cells. o _ NG0B

The active cell is highlighted with a black A w A

border. o I NCH
Excel allows you to: 22

create simple or intricate spreadsheets. 4

Enter and edit text and numbers. i

Insert and delete columns and rows. s

Create visual representations of your data with charts.

Use Excel’'s many built-in functions, and formulas to do much of

the work

Create “what if” scenarios to make decisions.

Microsoft Access. Do you want to manage sales and inventory
numbers? Student records for a school? Committee members for
an organization? Or perhaps your home collection of DVDs, CDs,
and videotapes?

A database may be your answer. A database can help you en-
ter data easily, find it quickly, use it to create labels or mailings, and
summarize it in printed and online reports.

The beauty of an Access database is enter data once and use it
many times in a variety of combinations through well-defined tables,
links, relationships and queries that answers various questions.
How many employees are in Dept X? What are the positions at-
tached to Dept Y? What is the total salaries budgeted to Dept Z?

So, you see with a little basics and some practice you will be
amazed as to the power of these two Microsoft applications. Ac-
cording to Brenda one of the best
ways to learn more about Access or
Excel is to play with it - break it and
then fix it. But remember to always
make a copy first. Never play with
your original.

You can also take a course on-
line, at your local community college;
or, visit Microsoft Office’s website for
free on-line help and training.

Schedule

(Points continued from page 1)
Diana Reyes, Coastal Carolina Community College, Jackson-
ville, NC.

- Tuesday, March 21, 2006, Proclamation signing and presenta-
tion in honor of Administrative Professionals Week 2006 during
City of Jacksonville Council Meeting.

April 2006

- Tuesday, April 4, 2006, JOL Chapter meeting. JOL Chapter
meeting agenda to include a program entitled "The Stronger the
Team the Brighter the Beam" presented by Sholanthé Gordon,
JOL 2005/06 Chapter President. Also, presentation of procla-
mation in honor of Administrative Professionals Week 2006 by
0O.C. Board of Commissioners representative and installation of
new JOL members.

- Monday-Friday, April 24-28, 2006, Administrative Professionals
Week.

JOL Eases Onto
Information Superhighway
http://www.iaap-jol.org

After several at-
tempts to get its web-
site up and running
JOL members invite
you to visit its newly
unveiled website.

It is the hope of
JOL members and
webmaster, Alana
Daniels, that the site
will become a source
of information for Ad-
ministrative Profes-
sionals and others.

We welcome your comments and suggestions for
improving our website to better address your adminis-
trative needs.
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JOL Wants to Salute You

JOL Chapter is soliciting digital photos
of Administrative Professionals “in ac-
tion” at their work place. The photos
would possibly be used in various Chap-
ter promotions, upcoming newsletters, on
JOL'’s website, and various other JOL
publications — as examples of actual administrative profession-
als at work.

If you are interested in submitting your individual photo or a
photo shared with a co-worker(s), please send a good quality
digital photo (at least 300-dpi, if possible) in jpeg or bitmap for-
mat, size approximately 4” x 6”. Send your digital photo(s) to
the Media/Newsletter/Website Committee at: info@iaap-jol.org

The setting should be at your actual work place/station,
with your "tools of the trade" visible -- such as your computer,
telephone, various paper reports, files, items relating to your
type of business, etc. Your desk doesn’t have to be neat and
tidy and this is not a beauty contest — we want real examples
of busy professionals. We want to see you in action while still
exercising confidentiality for those in sensitive job functions.

Optional: You can send two photos — one photo of yourself,
and one of you together with your executive/manager/
supervisor (working together as a team). Another option: If
you have a group of admins (two, three, four or more) at your
office, a group shot may also be submitted (make it some sort
of work collaboration pose -- such as an "action" shot of a
presentation leader in a meeting room with other participants
or group gathered around a project table or PC, rather than a
group portrait).

In the text of the e-mail with your file photo attached, in-
clude your full name, your city/state, chapter name (if applica-
ble), company name, and job title. If you take a photo of your
executive/manager or group photo, provide names/job titles of
all participants. Also, before submitting, be sure to receive per-
mission from all participants to use the photo in JOL promo-
tions/publications.

In honor of the upcoming Administrative Professionals
Week we simply want to pay tribute to you.

is our loyalty to each other because that is what inspires our
team to be great performers.

Some call this chemistry. | call it loyalty. When one of us
isn't a saint and does something wrong or stupid, | believe
loyalty trumps everything and you should do whatever it
takes to protect each other. Nan, | am sincerely interested in
your thoughts about the limits of loyalty. Like you, | am a
business leader who happens to be female.

P.S. | promise no one will get fired because of this dis-
agreement.

Would you side with the boss's opinion? Or, would you
side with the opinion of the Assistant? Either way, please
explain your reasons. Perhaps you may even wish to share
some personal experiences which have helped formulate
your philosophy on the limits of loyalty in today's workplace.
Many thanks for your input.

P.S. My response (incorporating some of your com-
ments) will be featured in the May issue of OfficePro Maga-
zine. Send your ideas to Nan DeMars at dearnan@office-
ethics.com.

Office Ethics

OfficePro Express

February 9, 2006
Dear Reader:
Ms. Ethics would like your opinion on a topic that has been
bandied about lately in the press: loyalty! | recently received
this letter from a business executive asking me to define
"loyalty" between the executive and the assistant today. |
would appreciate your reaction.

Dear Nan:

My assistant challenged me to get your opinion, so here
goes. | think a boss deserves unconditional loyalty and she
disagrees with me. As a boss, | value loyalty above all else. In
fact, loyalty is my simple definition of professionalism. The fact
is, none of our jobs are so tough that 100 other people could
not do them. The only really special thing we bring to the table
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An excellent administrative professional, but some of the
qualities we especially appreciate about him/her are his/her
professionalism, his/her attitude and pleasant demeanor. <fill
in the blank> is not only creative but also, punctual in carrying
out his/her responsibilities, while going above and beyond
his/her job requirements. He/She has the foresight, work
ethic and intellectual ability that all executives strive to retain
in a person that is in this position. He/She is very attentive of
overall office efficiency, and is also a gracious leader of the
other administrative staff. He/She always did an excellent job
and | can highly recommend him/her with confidence.”

If the paragraph above describes you or someone in your
office then credit should be given where credit is due. The
Greater Jacksonville/Onslow Chamber of Commerce is busy
finalizing celebration plans to recognize the 2006 Administra-
tive Professional of the Year. In the meantime, look in the
mirror or look around you to see who you will nominate for
this distinction.

Be on the lookout for additional information.
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Officers 2005 - 2006

President
Sholanthé Gordon
Coastal Carolina Community College

President-Elect
Cynthia Burley
AdminSupport ®
Administrative Support & Consultation

Vice-President
Brenda Brown CAP
Onslow County Health Department

Treasurer
Tina Glover
Marine Federal Credit Union

Secretary
Debra Forney
City of Jacksonville

Committee Chairpersons

CPS®/CAP® Service and Education
Norma Bain CPS
Jones-Onslow Electric Membership Corporation

Media/Newsletter/Website
Brenda Brown CAP
Onslow County Health Department

Membership
Julia Clark
Marine Corps Base, Camp Lejeune

Program
Cynthia Burley
AdminSupport ®
Administrative Support & Consultation

Ways and Means
Donna J. West
Onslow County Health Department

Meets First Tuesday Each Month
Marine Federal Credit Union
4180 Western Blvd., Extension (Rear Entrance)
Jacksonville, NC

5:30 pm — 5:45 pm (networking)
5:45 pm — 7:00 pm (education/Chapter business)

Benefits of attending include

Tips and techniques to apply immediately

Increased credibility

Get an edge on others

Stay on top of your profession

Become visible to others

Networking with other administrative professionals in our area

What you will learn

How membership in IAAP® can enhance your career

How others in your profession deal with work stresses

Resources to assist in continuing education

What CPS and CAP stand for and what attaining this distinction can do
for you

Future activities to develop and sustain the JOL Chapter

How to join this professional organization

Who may attend

All administrative staff including:
Administrative Assistants
Customer Service Representatives
Technical Support Personnel
Financial Systems Support Staff
Business Educators and Students
Data Entry Specialists
A newly relocated member
A member at large
Anyone who just wants to know what the association is all about

Please contact Julia Clark, Chair, Membership Committee by e-mail:
julia.clark@usmc.mil or call (910) 451-2526, if you would like to join us. A
JOL chapter member will gladly contact you with more information and wel-
come you to your first meeting. JOL Chapter e-mail: info@IAAP-JOL.org

Certify Your Credibility

Future CPS®/CAP® Exam
Exam Dates and
Application Deadlines

Exam Deadline

5/5-6/06 2/15/06

11/3-4/06 8/15/06

5/4-5/07 2/15/07

. 11/2-3/07 8/15/07

www.iaap-hg.org
Www.iaap-nc.org Part 4 of the CAP exam is administered on Friday after-
Www.iaap-jol.org noon, Parts 1-3 of the CPS and CAP exams are adminis-

tered on Saturday.
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