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Points of Interests

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).

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

Calendar of Events

October 9, 2008
“Front Page” Software Demonstra-
tion—Managing the website with Front

ist, City of Jacksonville

October 18, 2008
Rise to the Challenge Meeting—
Goldsboro, NC

November 13, 2008
“Hospice Volunteering” Presented by:
Kelly Korney, Onslow County Home
Health & Hospice

For more meeting dates and Chapter information,
visit our website: www.JOL-IAAP.org
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Tips For Admins Who Train Others

Admins are frequently asked to train others on new software applications. Here are
some tips that might be helpful to you as you plan that next training session.

* Treat the audience as adults. Adult learners have different needs and expectations
than “kids.”

» The more the audience is involved in
the training, the better.

* Survey them and find out what they
know already, what they need to know,
and how they will be using the
technology. Adults want practical, “use-
it-now” info.

« Avoid lectures. Get the group to
participate as much as possible. People =
learning by doing, not hearing about doing.

» Teach them what they want to know to do their jobs, even if you have to deviate
from your plans.

» Get them out of the work setting for the training (at least get them where there won't
be interruptions or where they will be thinking about unfinished work). If you can’t do
that, insist that all phones be turned off or forwarded.

» Get the managers to support this training. Meet with them first and share an outline
of the sessions. Let them know what you intend to accomplish and by when. Remind
them that there will be a lag time where employees are learning how the system
works — encourage them not to expect overnight results.

» Match up the quick learners with the slower learners. It's also good to have this
connect ongoing after the training session. So if the slow learners need help or have a
guestion, they can go to a colleague (and not all come to you).

» Have good detailed handouts that take the group step-by-step though the training.
But insist that they also take personal notes.

* Provide them with help desk phone numbers and web sites where they can get
additional support after the session.

 Get an “assistant” if the training is hands-on so that person can circulate and
troubleshoot as you explain.




Now There Is No Excuse For Not Having A
Computer Backup
By Vic Thomas

This article explains what a (PC or
Laptop) computer backup is and
how it can now be done quickly
and easily and hence why there is
really now no excuse for not
having a computer backup.

In this article having a computer

backup means taking a copy of all

of your software and all of your

data held on all of the hard drives

inside your PC. Having a full

backup of this type means that

should any or all of your hard

drives fail or your computer is stolen, you stéiie a complete
copy of everything that was on your computers ftaines.

Hard drives are very reliable, but they can go \grokso viruses
can corrupt the data on your hard drives. If anémwé hard drive
problem occurs you will be glad you took the treutd keep a
full system backup. The alternative is reloadind eanfiguring
all of you software again and then there is theenlifficult
problem of all that lost personal data such as s@ddcuments,
spreadsheets, PowerPoint presentations, Musicp¥jd#hotos
etc.

In the past computer backups would have been diffand time
consuming as they might have involved using a idloppy disc.
Alternatively you could have gone for either aremtl or
external tape backup unit. A tape backup wouldhgocomplete
system backup for you, but it might take severairedo backup
everything on a system containing perhaps only nmaegabytes
(MB) of data, but systems today often have gigaby@&B) of
data. (Note, 1GB is 1024MB i.e. over a thousanesifnigger.)

One method to backup your complete system theseiddy use
a DVD writer, if your computer system contains #datle DVD
drive. You can buy software that will backup yoomplete
software and saves it to the hard drive in a nurobeompressed
large files. Usually two of these large files candaved to a
4.7GB DVD.

So if your full system backup produced eight ofstnéarge files
you would then have to save these files to four BVRII this
can be done, it just takes time and effort andllecon of
rewritable DVDs. You must also remember to do #tisegular
intervals, and to keep 2 or 3 sets of these baERYPs, so that
you are never overwriting your current backup diskswever,
there is now a better way and the next method istivbre really
is no excuse for not having a computer backup.

You can now get external hard drives that can sirbpl
connected to your computer (PC or Laptop) via cotiors such
as the USB connector. These external hard driamde used to
store even more data, but another very good ughdon is as

backup devices. When you purchase one of therenattieard drives it
may well come with software that allows you to dt backups as
described above. These backups can be done eadityuickly in one
step as all of your software and data is storembtopressed and
possibly encrypted files on the external hard drissecryption of these
backup files on the external hard drive is a vargdjidea as it means
any sensitive personal data that is backed upcigrsgjust in case this
external hard drive is stolen.

If you purchase an external hard drive that doésome with its own
backup software then all you need to do is purchizssame type of
backup software that was mentioned above whenitdasgihbacking up
to DVDs, but in this situation the software willgily backup directly to
the external hard drive eliminating the need toyciilps to DVDs.

So now you can do full backups easily and quicklgegular interval.
There is however, another very useful featureshatild come with
these types of backup programs and that is to fypsoecific directories
that you want monitored and if any file in theseediories is updated or
a new file is created then these files would be&kbdaip
immediately/dynamically to the external hard driv&o for example on
a Windows system you might specify that your “MydDments”,
Desktop and Favorites directories be backed uprdigaly. If you
then created a new document and saved it in theDilguments”
directory a backup would also be saved to the patdrard drive. If you
then updated this document and saved it, the sodtwauld
automatically backup the file again, possibly giviha version number
on the external hard drive so that if need be yamdcgo to the backup
and choose from a list of backed up copies of &maesfile.

This could be useful if you
deleted something for example
from a saved Word document, but
then later wished you still had
that content, in which case you
could go back to the older backed
up version and retrieve the
deleted text.

One other thing to consider is that

if you keep your external hard drive permanentigrexted to your
computer there is the possibility that a virus doedrrupt this hard drive
or if your computer is stolen the external hardelmnay also be stolen.
To guard against this situation you could alsol#oDVD backup
strategy as described above occasionally, or yalddovest in a second
hard drive that is only

used for the full backups and disconnected ané&dtsomewhere safe
between backups. If you decide to only connect yoternal hard drive
to you computer when you do a full system backap, gould use the
same external hard drive to backup any other coenpybu have,
assuming the external hard drive has the storgugcds.

You may well have paid hundreds or even thousah@®bars/Pounds
etc for your computer hardware and software. Yduhaive spent many
hours configuring and adding data to your systeteiims of documents,
spreadsheets, music, photos, videos etc. So ifalaiall of this into
account and look at the relative cost of purchasimgxternal hard drive
just for backing up you system, you should now edghat there is no
excuse for not having a computer backup.
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Are You A High-Tech Trendsetter?

According to a survey conducted by OfficeTeam and the International Association of Administrative Professionals
(IAAP), a little technical know-how can help you move forward in the administration field. Forty-six percent of
executives polled felt technological advances will play a key role in shaping how

business is conducted over the next five years. With technology progressing at the

speed of light, professionals who keep on top of the latest software and hardware trends

will have a definite advantage over those who don't.

In addition to the Microsoft Officee suite of applications, in-demand computer programs
include contact management, accounting, payroll applications and personnel software.
Here are some suggestions to help you become your office’s tech-savvy trendsetter:

Keep ahead of the curve. Read mainstream technology publications and visit
computer-industry websites. These resources can give you a detailed overview of
emerging software and hardware and help you determine how the tools might apply
to the workplace.

Take classes. There are many classes available that allow you improve your technical skills. Online training can be particularly
convenient. Don’t forget to ask your manager if your company has a tuition reimbursement program to help with the cost.

Offer suggestions. Once you have improved your technical skill set, apply what you have learned to your job. Provide
suggestions on how to best to use existing technologies or on new tools the company should consider adopting.

Share what you've learned. Take what you have learned back to work. By teaching others, you can improve the efficiency of
the whole office and increase your visibility. Many companies rely heavily on administrative professionals to serve as early
adopters of new technologies and be willing to share their knowledge with others. By becoming a technology guru, you can
significantly increase your value to your firm.

Provided by the career experts at Office Team

Cont’d from page 2
Tips For Admins Who Train Others

 Get a big screen projection system, even if you have
to rent one for the day. Don’t have folks crowd around
a small image. They need to see you doing the moves
— equally true if you have computers for all the
audience members.

» People will learn best if they have handson. If you
can’'t commandeer a room and move in a few
computers for the group training, consider going to a
college or tech school and renting a computer lab.

Everything will be set up and networked nicely and staff will be on hand to help you with any glitches. Believe me, it is worth
the money (it's also off-site and people see it as a day out and are away from their workplace interruptions).

« Do follow up after the training. E-mail them a questionnaire to see what problems they are having, what additional
info they need and how their work has improved as a result of the training. It's an excellent move to schedule more training in
the future!

Many admins move from administration into the training field. Apply these techniques successfully and you might find a new
career for yourself!

Source: IAAP

- ____________________________________________________________________________________________________________________________________|
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Take Advantage of Early Voting

How many times have your carefully planned
your workday, only to have the unexpected
interview? What if it happens on election
Day, and you can't make it to the polls?

Early voting is a great way to make your voice
heard without worrying about complications
that may arise on Nov. 4.

Many states offer two ways to vote early, withep@rson or via
email with an absentee ballot. The periods allofeedoth vary.
For example, in Arizona, early voting is availabigperson and by
mail. Early voting in person begins on Oct 2 andsNov. 4. If
you would like to vote early by mail, you must apfdr an absen-
tee ballot by October 24 and return it completedNby. 4.

Some states that offer early voting require yomeet certain cri-
teria to be eligible (e.g. you will be physicallgable to go to the
polling place for various reason), so you must eyhis reason
on the application for the absentee ballot. Otlerst require an
excuse in order to cast your ballot before Elecbay.

Early voting rules may vary by stat, so check yspecific state’s
rules. Go to www.NFIB.com/politics and select “€otnforma-
tion/Registration” to find out the specific earlgting require-
ments in your area.

Accomplish Two Tasks at Once with the Paste
Special Command (Microsoft Excel)

The Paste Special command offers several options for
effectively controlling what and how you paste your Excel
data. One of those options includes performing calculations
with the data you're ready to paste and the data in the

cells to which you're pasting.

For example, let's say you'd like to copy the Quarter 1 Sales
to another cell in your worksheet and then add the copied
value to the figure in the cell where you're pasting. You can
do it all in one step:

Select the cell and press [Ctrl] C to copy it.

Then, select the cell containing the value with which you'd
like to sum the copied data.

Choose Edit | Paste Special from the menu bar to access
the Paste Special dialog box.

Then, select the Add option button in the Operation panel
and click OK.

The new cell's original value is overwritten with the sum of the
two values. So, as long as you're aware that you can't
preserve the value in the cell or range to which you're pasting,
you can perform simple operations while you move data. In
addition to summing, you can also multiply, subtract, and
divide.

International President's Book Discussion

From International President Barb Horton CAP:

I love to read. And | love to share books.
And | wanted to find a way to connect with
each member in a way that had purpose and
significance. What better way to merge my
love of books with my passion for IAAP with
you than to create a series of book
discussions?

Over the course of the next year, I'll give you

the titles of 12 books that will help you develop as a leader.
Each quarter I'll announce the next three books. If you love
reading, then read all 12. If you don't, then aim for at least one.

Each discussion will be held from the 15th of each month to the
15th of the next. After that, the discussion will close (but

stay archived) and the new one will open. You can find all the
discussions on the forums. Here are the next three books:

September — Never Check E-Mail in the Morning And Other
Unexpected Strategies for Making Your Work Life Work by
Julie Morgenstern (2004).

October — The 7 Habits of Highly Effective People — Powerful
Lessons in Personal Change by Stephen R. Covey
(2004).

November — The Five Dysfunctions of a Team: A Leadership
Fable by Patrick M. Lencioni (2002).

Every couple of days, | will review your comments about the
current book. However, | encourage you to direct any
comments or questions to those participating in the forum. It is
my hope that over the course of the Excellence in Action

year that you will enjoy these titles as much as | enjoyed
choosing them.
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GET YOUR
COPY FROM
ANY JOL
MEMBER
TODAY!

PRICE: $25.00
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Officers 2008 - 2009

President
Donna West
Onslow County Health Department

Vice-President
Janet Tucker
Marine Federal Credit Union

Treasurer
Karen Beblo
Marine Federal Credit Union

Secretary
Melinda Ward
City of Jacksonville

Committee Chairpersons

By-Laws & Standing Rules

Norma Bain, CPS/CAP
Jones-Onslow Electric Membership Corporation

CPS®/CAP® Service and Education

Miriam Appleton CPS
Campbell University

Media/Newsletter/Website

Alana Daniels
Creative Resources, The Virtual Admin Office, LLC

Membership Committee

Debra Forney
City of Jacksonville

Ways and Means Committee

Janet Tucker
Marine Federal Credit Union
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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

11/7-8/08
5/1-2/09
11/6-7/09

08/15/08
02/15/09
08/15/09

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.or
p-ng.org tered on Saturday.

www.iaap-nc.org
www.iaap-jol.org
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