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The JOL Chapter meets the second
Thursday of each month, 5:30 pm -7:00
pm, Marine Federal Credit Union
(MFCU), 4180 Western Blvd. Extension
(rear entrance).

“Confidence —
The Voice of Leadership”

Ronald Bower, Toastmasters, Inc.,
Past District 37, Governor

Your input is welcome. Please send
comments, suggestions, news items,
and articles to:  info@IAAP-JOL.org

What is the one thing that helps people
climb up that ladder of success more pre-
dictably than anything else? Aggressive-

ness? Nope. Putting in the
most hours? Guess again.

It's the ability to say the right thing, and
say it well, even under difficult circum-
stances. A company’s success depends
in large part on how well its employees
communicate— with each other as well as
with customers. The effects of a poorly
run meeting or an ineffective sales presen-
tation are last and expensive. How well do
your employees convey their expertise to
potential customers?

March 2008

"Business Grammar for Today’'s
Organization”, Nell Sligh, CCCC

April 2008

"Making Travel Arrangements for Busines
and Pleasure”, Lisa McManis, Omega
World Travel

For more meeting dates and Chapter information,
visit our website: www.JOL-IAAP.org

5th Annual Administrative
Professionals'
Celebration

Tuesday, April 29, 2008
8:00 am
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Breakfast and Awards Event
Marston Pavilion

LINDER MORTON

MARCH 13 Tickets: $12.00
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Alana Daniels, Editor

Can they lead meetings efficiently? Can they
offer constructive feedback and diplomatically
deal with a wide range of people? Good
communicators tend to be good leaders, and
chances are your company needs employees
with leadership potential.

If you are like most people, public speaking is
not your favorite pastime. Many people would
prefer to die than to get up in front of a room
to speak. Yet survey after survey shows that
presentation skills are crucial to success in
the work place. The person with strong com-
munication skills has a clear advantage over
tongue-tied colleagues — especially in a com-
petitive job market.

If it were as easy as sprinkling someone
with magical pixie dust everyone would be
great public speakers, according to Mr.
Bower, a member of Toastmaster Club for
sixteen years. Unfortunately, it is not that
easy nor is it that hard.

Public speaking is a learned skill. What it
does take to become a good even great pub-
lic speaker is practice, practice, practice. Mr.
Bower admits that even he still gets butter-
flies before getting up to speak. But the trick
is to control them.

Get the butterflies to fly in formation. Feeling
some nervousness before giving a speech is
natural and even beneficial. But too much
nervousness can be detrimental.

Administrative Professionals Week

Proclamation Signings

April 7, 2008  7:00 p.m.
County Commissioners
County Courthouse

April 8th, 2008 7:00 p.m.
City Council



Microsoft Office Excel 2007:
What Chart Type is Best for Your Data?

Microsoft Office Excel 2007 is a powerful tool you can  also use a line chart if you have a few evenly spaced
use to create and format spreadsheets and analyse numerical labels, especially years. If you have more than
and share information. Excel 2007 makes creating ten numerical labels, use a scatter chart

tables for your presentations, reports and documents instead.

fun and easy. Through Microsoft Office Excel's new
fluent user interface it is easy to scroll through the
charting options and preview your chart and find the
perfect chart format for your data. It is best to choose a
chart type that conveys the message in the simplest
possible way, but what chart is best for your and your
organisation’s data? Here is an explanation of the
various types of charts available in Microsoft Office
Excel 2007, so your charts will visually present the
right message to the reader.

Pie Charts

Data that is arranged in one column or row only

on a worksheet can be plotted in a pie chart. Pie charts
show the size of items in one date series, proportional
to the sum of the

items. Consider

using a pie chart

when You only have

one data series that

you want to plot.

Column Charts None of the values

Data that is arranged in columns or rows on a that you want to plot

worksheet can be plotted in a column chart. Column are negative.

charts are useful for showing data changes over a Almost none of the values that you want to plot are zero
period of time or for values.

illustrating comparisons

among items. In column Consider using a pie chart when you only have one data
charts, categories are series that you want to plot. None of the values that you
typically organised along the want to plot are negative. Almost none of the values that
horizontal axis and values you want to plot are zero values. You don’t have more
along the vertical axis. than seven categories. The categories represent parts of

the whole pie.
Line Charts
Data that is arranged in columns or rows on
a worksheet can be plotted in a line chart. Line charts
can display
continuous data
over time, set
against a common
scale, and are
therefore ideal for
showing trends in
data at equal
intervals. In a line
chart, category data is distributed evenly along the
horizontal axis, and all value data is distributed evenly
along the vertical axis.

Bar Charts

Data that is arranged in columns
or rows on a worksheet can be
plotted in a bar chart. Bar charts
illustrate comparisons among
individual items.

Consider using a bar chart when
*The axis labels are long.
*The values that are shown are durations.

Area Charts

Data that is arranged in columns or rows on a worksheet
can be plotted in an area

chart. Area charts emphasise

the magnitude of change over

time, and can be used to

draw attention to the total

value across a trend. For

example, data that represents

profit over time can be plotted

You should use a line chart if your category labels are
text, and are representing evenly spaced values such
as months, quarters, or fiscal years. This is especially
true if there are multiple series; for one series, you
should consider using a category chart. You should

]
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in an area chart to emphasize the total profit. By
displaying the sum of the plotted values, an area chart
also shows the relationship of parts to a whole.

XY (Scatter) Charts

Data that is arranged in columns and rows on a
worksheet can be plotted in an xy (scatter) chart.
Scatter charts show the relationships among the
numeric values in several data series, or plots two
groups of numbers as one series of xy coordinates.

A scatter chart has two value axes, showing one set
Of numerical data along the horizontal axis (x-axis) and
another along the vertical axis (y-axis). It combines
these values into single data points and displays them
in uneven intervals, or clusters. Scatter charts are
commonly used for displaying and comparing numeric
values, such as scientific, statistical and engineering
data. Consider using a

scatter chart when you want

to change the scale of the

horizontal axis.

You want to make that axis

a logarithmic scale. Values

for horizontal axis are not

evenly spaced. There are many data points on the
horizontal axis. You want to effectively display
worksheet data that includes pairs or grouped sets of
values and adjust the independent scales of a scatter
chart to reveal more information about the grouped
values. You want to show similarities between large
sets of data instead of differences between data points.
You want to compare large numbers of data points
without regard to time — the more data that you include
in a scatter chart, the better the comparisons that you
can make. To arrange data on a worksheet for a
scatter chart, you should place the x values in one row
or column, and then enter the corresponding y values in
the adjacent rows or columns.

Stock Charts

«Data that is arranged in

columns or rows in a specific

order on a worksheet can be

plotted in a stock chart. As

its name implies, a stock

chart is most often used to

illustrate the fluctuation of

stock prices. However, this

chart may also be used for scientific data. For example,
you could use a stock chart to indicate the fluctuation of
daily or annual temperatures. You must organise your

data in the correct order to create stock charts.

The way stock chart data is organised in your worksheet is
very important. For example, to create a simple high-
lowclose stock chart, you should arrange your data with
High, Low, and Close entered as column headings, in that
order.

Surface Charts

Data that is arranged in columns

or rows on a worksheet can be

plotted in a surface chart. A

surface chart is useful when you

want to find optimum

combinations between two sets of

data. As in a topographic map,

colours and patterns indicate

areas that are in the same range of values. You can use a
surface chart when both categories and data series are
numeric values.

Doughnut Charts

-Data that is arranged in columns or rows only on a
worksheet can be plotted in a doughnut chart. Like a pie
chart, a doughnut chart shows the relationship of parts to
a whole, but it can contain more than one data series.
Doughnut charts are not easy to read. You may want to
use a stacked column or stacked bar chart instead.

«Data that is arranged in columns on a worksheet so that x
values are listed in the first column

and corresponding y values and

bubble size values are listed in

adjacent columns, can be plotted

in a bubble chart.

For example, you would organise
your data as shown in the
following example.

Radar Charts
-Data that is arranged in columns or rows on a worksheet can
plotted in a radar chart. Radar charts
compare the aggregate values of a
number of data series. As you can

see, there are numerous ways for yot
and your organization to present your

data. Microsoft Office Excel 2007
offers you the ability to choose
exactly the right chart for your data.

This is just one of many new features that 2007 MSffice system can
offer you. Find more about how it can help streanihe the way you

do business visit: www.microsoft.com/demos.
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COMPUTER HEALTH—DEFRAG Don't forget -
Defragging your computer is an important task to
your computer's performance. Every time you run
a program, files are taken from your hard drive
and loaded into memory, then placed back on
your hard drive. However the computer does not
put them back where it found them in the first
place and files and applications on your com-
puter's hard disk are not always stored together
as one unit. It finds the first available space and
places them there.

SPRING FORWARD -
Sunday, March 9, 2008

Beginning in 2007 , Daylight Saving Time is
extended one month and begins for most of the
United States at:

If it doesn't fit in that space the file is divided into
smaller units or fragmented and saved in multiple
places and are often scattered around the hard
drive. After a while you have file fragments scat-
tered all over the hard drive. 2 a.m. on the
Second Sunday in March
This means that your computer has to search
longer and work harder to gather all of the small
units to perform the commands you give it. This
degrades your computer's performance as your
computer must perform multiple seek operations
to access a single fragmented file.

and lasts until

2 a.m. on the
First Sunday of November.

Dinner and a Movie Raffle

Winner: Brandon Hill,
Marine Federal Credit Union

Thanks to everyone who participated!

—————— S
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Officers 2007 - 2008

President
Debra Forney
City of Jacksonville

Vice-President
Norma Bain CPS/CAP
Jones-Onslow Electric Membership Corporation

Treasurer
Donna J. West
Department of Juvenile Justice

Secretary
Alana Daniels
Chief Administrative Officer/Owner
Creative Resources, The Virtual Admin Office, LLC®

Committee Chairpersons

CPS®/CAP® Service and Education

Norma Bain CPS
Jones-Onslow Electric Membership Corporation

Media/Newsletter/Website

Alana Daniels
Creative Resources, The Virtual Admin Office, LLC

Ways and Means Committee

Janet Tucker
Marine Federal Credit Union

Membership Committee

Debra Forney
City of Jacksonville
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Meets Second Thursday 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

If you would like to join us at our next meeting, please contact the Membership
Committee by e-mail at membership@iaap-jol.org or call (910) 938-5221
A JOL chapter member will gladly contact you with more information and
welcome you to your first meeting.

Certify Your Credibility
Future CPS®/CAP® Exam

Exam Dates  Application Deadline

5/2-3/08 2/15/08
11/7-8/08 08/15/08

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