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\Welcome to the 2011 i 2012 IAAP year! Athens Chapter hopes to have a
Ar emar k gelrlweghdots of educational programs, fun times and hard work.
Our theme for the year is:

Celebrate and Educate

in honor of the Altahniversary! CheAtheneChdpter chafiered
on April 29, 1962 with 18 members. To celebrate this year, we will host the 2011 -
2012 Certification & Development Workshop/Student Conference, February 10-12,
2012, at the Georgia Center for Continuing Education. Planning continuesi be sure to attend all
upcoming Chapter meetings as we work on the details i your help is needed! See Jackie Harrington
and/or Wanda Weldon to volunteer. They are our CDW/SC co-chairs.

Our Program Chair, Evelyn Lee, CPS/CAPhas already been working hard to bring great
speakers to Athens (Bonnie Judy, CPS/CAP Georgia Division Treasurer; Donna Mitchell CPS/CAPR
past Georgia Division President; and Jenny Stewart CPS/CAR Georgia Division PresidentElect) to
name a few. We have or will apply for re -certification points for seven (7) of our educational
programs this year. This is one of the criteria for the SHIP Award. Another criteria | hope we can
reach this year, is having 7% or two (2) of our members attain Member of Excellence status. |
challenge each of you to step up and become a MOE this year!

Welcome new members: Christy Bynum and Mieka Bourne. These two new members were
installed at our August meeting and have hit the ground running. We are so excited to have them.
Wedbre in for another busy year tihre AtUpecnosmi nbge Es
newsletter. If you have any photos or articles to submit, please send them to our award -winning
newsletter editor, Wanda Weldon.

Rhonda C. Bray, CPS/CAP
President
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CHAPTER AND COMMUNITY

N\
Upcoming N
Events:
Chapter Level
October 14 , 2011 i
SPEAKER: K. E. i \BcD uffie, h «

Director of Public Transit, Athens
Transit System MMTC
PROGRAM: Executive Appre
ciation Breakfast

LOCATION : University of Georgia
Center for Continuing Education
TIME: 7:30 a.m.

November 15,2011 i
SPEAKER: TBD

PROGRAM: New Member
Orientation

LOCATION : University of Georgia
Center for Continuing Education
TIME: 5:30 p.m.

December , 2011 ¥
PROGRAM: Holiday Social and
Gift Exchange

LOCATION: TBD

TIME: 5:30 p.m.

Division Level/
International Level

October 9 -12,2011 7 Fall
Conference, San Diego, California.
Sheraton San Diego Hotel and
Marina. Click here for more
information and advance
reservations.
November 4, 2011

Exams
For more information click here.

i CPS/ICAP

To check on

meetings and events, please clicl

to view the events calendar
at Georgia Division.

Community Projects

er October/

November

project

benefits the

Mercy Health Center.
Some examples of
items that are needed by the center
are Clorox wipes,
books, jumbo rolls of toilet tissue
and copy paper. Please be sure to
bring your donations to our Execu-
tive Appreciation Breakfast on
October 14 or our New Member
Orientation meeting on Novem-

ber 15.

Our next Chase Street o
cleanup is scheduled b

for October 22. Please (g‘
plan to participate as

often asyoucan.Do n 6t

forget, as always, parking is on the
right hand side lot of Athens Animal
Hospital located at 1400 N. Chase
Street.

ot h

CELEBRATE & EDUCATE!

(ome Celebrate with (he Georgia Division and Its Fleet
Lel’s Educate our Captains, First Mates and Crew
TAAP: Ship of Success

2012 Cerfification and Development Workshop/Student Conierence
Athens, Georgia
February 10 - 11
Hosted by Athens Chapter INAP

Congratulations Athens Chapter 50" Anniversary!

- DS 2R

Celebrate!!!

Birthdays:

Nancy Cochran**

Kendra Goode

Lynn Gosnell

Gay Jones, CPS/CAP 11/21
Bethany Burns 12/04
Michele Cox 12/28
Membership

Anniversarie s:

Juanita Smith * 10/72
Evelyn Lee, CPS/CAP 10/00
Elizabeth Thompson 10/02
Cora Wright 10/01
Carolyn James 10/10

* Retired Members
** Former Members Retired
*** ATC Student Chapter Advisors

Wedre o

Athens Chapter invites
you to visit us at:
www.iaapathens.org

Please submit articles, pictures, etc.
to Wanda Weldon by e-mail:
wsweldon@southernco.com

Newsletter Committee: Wanda Weldon.

Deadline for article submission for the
October, November, December
newsletter is November 15.

Bulldawg Tales
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CHAPTER AND COMMUNITY

NEWS

Quarterly Meeting  Recap

Thi s past quarterds meetings ht
off in July with our Georgia Division Treasurer, Bonnie Judy,
CPS/CAP.

How do you make a peanut butter and jelly sandwich?
Sounds simple enough, but we found that assumptions can get us
in big trouble. Bonnie walked us through the keys to effectively
communicating with others. We learned that healthy c ommu-
nication in the workplace includes:

e Being Specific e Getting Feedback
e Asking Questions e And Actively Listening

In August, we were confronted with the question, Am / a Survivor?
Welcome to the jungle! Our guide for this tour was led by
Ms. Althia Johnson with a lesson on How to Survive the Jungle!

Members and guests of the Athens Chapter IAAP received
great lessons on how to survive the jungle of day to day tasks in the
workplace. Our lessons included how important it is to have a good
attitude: You have the choice to have a good attitude. Be flex ible:
Work with the changes that come from day to day! She provided us
with survival kits too. Ms. Althia was in character, and it made the
program very informative and fun.

We definitely had a full and exciting night that night. We
had our first new me mber installation for this year and pictured to

the left are three of our

newest members.

From left to right:
Mieka Bourne, Christy
Bynum, Kendra Goode
and Athens Chapter
President Rhonda Bray,
CPS/CAP.

Athens Chapter had the
pleasure of hearing Georgia
Division PresidentElect,
Jenny Stewart, CPS/CAP,
speak at our September
chapter meeting and mem-
bership drive. To our delight,
she gave an inspiring presen-
tation entitle
Leadership Edg
outlined and discussed 16

leadership qualities and

told us that, #Alnspiring otherts

ment of a | eader. o She al so sha

books by Author, John Gardner and encouraged us to read these
books. We look forward to next ye ar as Jenny takes the helm of
Georgia Division to lead us with joy and enthusiasm.

Congrat s to Our Recent Graduates !l

Ebonee is a 2011 Graduate of Spelman College in
Atlanta, GA. Her
major was Econo
mics with a minor

in Public Relations.
Sheis continuing
her education in

the law arena. Con
gratulations to
Ebonee and her
parents Reginald &
Elizabeth Thompson
who is a member of
our Athens Chapter.
Pictured above from left to ri ght are Ebonee and her
very proud Mom, Elizabeth.

Aehley Camille Harrington
graduated from Monsignor
Donovan Catholic High School
in Athens, GA.

She is currently
attending college at Alliant
International University in
Mexico City, Mexico seeking
a degree in International
Business. Congratulations to
both Camille and her very
proud Mom, Jacki e
Administrative Assistant.

Harring

Congratulations to Evelyn Lee, CPS/CAP!

Our very own Prest
dent-Elect, Evelyn
Lee, CPS/CAP, has
been honored with
GRPA's (Georgia Rec
reation & Parks
Association) Distin
guished Administra-
tive Support Staff
annual award. This
award is presented to
an individual who has
made outstanding and lasting contributions to the
administrative aspect of the recreation profession.

Mayor Nancy Denson will formally present
Evelyn with her award at the November 1, 2011, Mayor
and Commission meeting.




TECHNOLOGY TIPS AND

CHAPTER NEWS

Managing time with an iPhone Calendar and tasks can be viewed from the iPhone,
but we recommend that you print the monthly calendar (3
months) and task list when away from the office. The
reason...it is easier to see the calendar rather than
trying to view each day on the iPhone. Tasks can be
quickly written down and added later to Outlook. This
simple system allows easy access to
information when traveling or in meetings.

Since many of our corporate clients now use
an iPhone, it was time for us to explore this new
PDA. It was important to look at this as a
tool for managing time and informa -
tion as we do with the Blackberry. While
everyone agrees it is an awesome gadget
with cool apps, it is also a great produc -
tivity tool € flou know how to use it!

What we found out

Sync hing with Outlook® T You can synch
with Outlook® . You will need the account set-
tings and your IT department can help with this.

What synched 1 The calendar, contacts and
emails from Outlook® automatically synched. There
was a notes app on the phone and Outlook® Notes
did sync the first time. In order for them to con tinue to
synch, log into your iTunes account. You will need to use
the cord that came with the iPhone to access your device
settings. Under Info, find Advancedthen check the box next

Summary
Just like the Blackberry, the iPhone is a

great communication tool. Combing this tool
with our Wal king Dest

you work smarter when away from the

computer. We are still learning and will

be passing along new tips and shortcuts
to improve your personal efficiency and
productivity.

Need more help? Asalways it would be my
pleasure to share our powerful solutions to managing time and
information.

Regards,
to notes. ) Daphene "DJ" Jones
More about Notes 1 In the notes app the only choice you
have for viewing is by date created. After some research, iPhone® and iTunes® s a registered trademark of Apple, Inc.
we found if you opened the notes app and touched the very Outlook®  is a registered trademark of Microsoft, Inc . time and
top (almost in the black) a search box woul d open. information. )
Good...but not great. Wal ki ng Bamgistered trademark of DJ Consultants,

. . Inc.
Contacts 1 Make sure you have a clean contact list! Do not

combine people (John and Jill Smith). Each person will need
their own contact record. Spending time cleaning up,
deleting and adding new contacts will pay off. ©0000000000000000000000000000000

Outlook® Tasks, Notes and Out of Office 1 We found a
free app called imExchange 2 that would synch

Outlook® Tasks and Notes, as well as provide an out of the
office utility. The first try did not go well.  The settings that
worked for email did not work for imExchange 2. After
several support calls, we decided the app would not wor k.
By the way, DO NOT PURCHASIhe paid app... It does not
work and Apple gave us a credit.

Second try imExchange 2 i A few days later our IT
department had another solution. They asked us to delete
the app, download it again, and this time use a different
server setting. Using mail (our server name).net worked for
us. Outlook® Notes, Tasksand the out of the office feature
appeared. The benefit in this feature is the ability to view
tasks and notes by name or subject and categories.

How we use the iPhone and the Walking

De s k(Butlook® in aprinted format) i If you are
familiar with our training, you know that we create folders
under the Inbox to help manage emails when away from the
computer. Folders such as READ and FILE can eliminate
double processing of emails. For example, if you receive an
email to be read, simply file it in the READ folder. Reading is
now grouped together and can be viewed when time

permits.

DJConsultants, Productivity Tips Newsletter, July 2011

W& had three members that were awarded the
AMember of Excel | ein20ELD
Congratulations go to Rhonda Bray, CPS/CAP,
Athens Chapter President, LaVonne
Goldschmidt, CPS/CAP, Georgia Division
Secretary and Cora Wright, Athens Chapter
Secretary. Way to go, Ladies!!!

Members, the example has been set!
Letds all strive this
receiving this recognition and Making the
Leap to Remarkable!




PRODUCTIVITY TIPS for

THE OFFICE

Productivity Tips
Aword from Daphene "DJ" Jones, Editor of DJ
Consultants, I nc. Newsl e:

John Tudor, a major league baseball player
said this, "“Technology makes it possible for people
to gain over everything, except our technology.”
Wise words! Especially when technology
seemsto be outdated the minute it is relea sed.
While software, computers and phones continue to
change, one thing remains true. We need to
understand how to utilize these tools to manage our
time and stay productive. At DJC we are committed
to finding shortcuts and tips to make your work -life
more productive and less stressful. Our topic this
month is about our upgrade to Office 2010. Enjoy!

Upgrade to Outlook 2010

Since many of our clients were switching to
Office 2010, we decided it was time for DJC to
upgrade. Here is what we found out:

Microsoft button . This has been replaced with the
FILE tab. Save, Save ASand Options can be
accessed by choosing the FILE tab.

Previous settings.  First some good newsé a | |
our customized settings converted over! For
example, we had customized our simple list view in
tasks, and we did not have to reset them. In fact,
this was the easiest upgrade for us to date.

Where did it go!  We asked that question many
times. The bad newséthini
before are now hidden. All of the features are there,
you might have to search more than you like.

Folder List View.  When you choose the Folder List
View, things are grouped differently. For example,
the Inbox, Drafts, Sent and Deleted are together.
Then the Outlook folders such as Calendar,
Contacts, Notesand Tasks will be listed below the
Inbox folders.

Quick Access Toolbar.  Be sure to customize the
Quick Access Menu located at the top left corner.
Click on the down arrow to add QUICK PRINT. To
add SAVE AS, choose MORE CAWANDS. You can
customize this with th e features you frequently use.

Recover Deleted Items.  This is now under the
FOLDER Tab. By highlighting the DELETED ITEMS folder,
and selecting RECOVER DELETED ITEMS icon, you can
view emails deleted over the last two weeks. Highlight

the RECOVER SELECTED ITEMS icon to retuemail to

the deleted folder.

Views. Choose the VIEW tab to turn on or off the
following features i NAVIGATION PANE, READING PANE
and TO-DO BAR to reduce eyeclutter.

Add-In Tab. - We use www.gotomeeting.com. To make
it available in Outlook, right click on the RIBBON toolbar
and choose CUSTOMIZE THE RIBBON. Under MAIN
TABS, make sure ADDIN is checked. This is where tools
such as GOTOMEETING will be located.

As we use Outlook 2010, we have discovered
many useful features such as Quick Steps. In the next
newsletter, we will explore how this feature can help
manage the Inbox.

Upgrade to Word 2010

Save as PDF . There are two ways to create a PDF in
Word 2010.' Select SAVE AS and MY DOCUMENTS will
appear. Locate the folder to save the documentin. In
SAVE AS TYPE, use the pull down arrow and choose
PDF. The second way s to choose the FILE tab, select
SAVE & SEND, then sact CREATE A PDF/XPS
document.

Paragraph spacing. \We noticed that the default
spacing for a paragraph for 2010 was different than

2007. There are two ways to change this. Highlight

the paragraph and then select in the top toolbar NO
SPACING. If you want to change the default, select the
HOME tab, chaose CHANGE STYLES, select PARAGRAP
SPACING and then NO PARAGRAPHPACE. Choose
SAVE AS DEFAULT.

Summary

Learning new software programs can be time consum-
ing, however, the new features in Office 2010 are well
worth the effort. Need more help? As always it would
be my pleasure to share our powerful solutions to
managing time and information.

Regards,
Daphene "DJ" Jones

DJ Consultants, Inc. Newsletter, September 2011
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PRODUCTIVITY TIPS for

THE OFFICE

Electronic and Paper Filing

How many times have you saidél know | put omewher e
Employees typically spend about one-hour per day looking for lost or misplaced items.
Having a good foundation in place for storing and retrieving information
is important. We recommend using the same or similar filing structures for email,
Shared drives, paper or My Documents.
You need to follow these steps:
Il Create a new AFile Cabinetod
Create a file cabinet in OUTLOOK®.
V Highlight INBOX or PERSONAL FOLDER and right click
V Select NEW FOLDER
V In the NAME field, type _File Cabinet*
V Select OK
Note: The underscore will allow it to be first folder under the Inbox or Personal Folder.
Important: Lotus Notes users in name field type FILE Cabinet.

Create a file cabinet in MY DOCUMENTS.

V Highlight MY DOCUMENTS

V Select FILE, NEW, then FOLDER

V Type _File Cabinet

Note: The system can be created in a Personal Drive or Shared Drive.

)

I Brainstorm the new foundation
Brainstorm the new foundation.
In this new system, it is important to group like items together.
V Review existing folders in OUTLOOK® and WINDOW EXPLORER or SHARED DRIV
Videntify broad categories that all ow i
V Record these categories or new folder names on paper
Suggested folders you may want to consider.

V ASSOCIATIONS/ORGANIZATIONS/GROUPS V MEETINGS

V BUDGET/FINANCIAL V NEWSLETTER/PUBLICATIONS
V COMPANY INFORMATION V PERSONAL

V CUSTOMERS/CLIENTS V PROJECTS

V DEPARTMENT V REPORTS

V HUMAN RESOURCES V TRAINING

V KEY PEOPLE

I Implement the new system
Implement the new system.

V Highlight _File Cabinet, right click, select NEW and create the new folders.
Note: You can drag and drop existing folders into the new file cabinet once they are named well.

1 File
File
Reorganize and file old folders into your new system. This is a great time to clean house and delete information no
longer needed.

DJ Consultants, Inc. Newsletter, March 2011, Edition 13

i S never found
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WORKFORCE

Looking for a new job or just starting a ne

|nteresting reading from a recent publication of Tulsa World.
Being the new kid on the block is never a comfortable feeling, especially when it comes to walking onto
a new job.
Those first few weeks are the hardest, work experts say, because people want to fit in as they
try to understand the culture of their new workplace as much as thei r job duties.
With the economy on the mend and jobs to follow, however, many are bound to find themselves
in the enviable i or unenviable i position of beingthat #Anew ki do at wor k.
Although some employers provide an orientation, oftentimes new employees are left on their
own to | earn what is ank isndt appropriate on the
fiGetting acclimated to a new job hopefully star
~ knows about the company they are going to work for, the better. Most companies offer some sort on on-boarding
processto helpnew hiresget comfortable with their new surroundings, 0 sai
for the Tulsa Metro Chamber.

Prior to starting the job, confirm where parking is located and dr ess appropriately. Reid suggests on that first day arriving a
few minutes early for work so you doné6t feel rushed.

Get a tour of the facility and identify essential areas i break room, lunchroom, restrooms, mailroomi and f i nd oul
a lunchroom with fridge, microwave, vending machines or other perks, Reid said.

Inappropriate dress is one of the main employer complaints, said Rachel Wagner, founder and director of Tulsa-based Rachel
Wagner Etiquette and Protocol. Society has become more casual, andpeople often dress unprofessionally for their job, showing up on
casual Fridays wearing denim with holes and stains.

Find out if you will be paired with someone in your department such as a buddy, ambassador or mentor i someone who can
show you the ins and outs of your department or company operations, Reid said.

Some organizations pair new employees with a team member who can be that go-to person. If that is not done, people really
need to choose someone who is in a position above them they feel comfortable with and can ask questions, Wagner said.

People may be afraid to ask what they feel are unimportant questions, but those questions are important if they want to fit
into that companyds culture, Wagner added.

ifiMake a point to mee tnyanfistfey adayseon thenjobyaral learn vehat araas of expertise they cover.
These team members could become incredible resources to you. Plus being interested in their work and understanding how your job
complements your co-workers hopefully createsbett er under st anding of how you all work

Also, check to see if the company has employee activities or groups, softball league, wellness committee, United Way,
employee resource groups, for example, to become involved quickly, Reid said.

Find out if the company supports any local community organizations or foundations and get involved.

If the CEO wants employees to get involved in the community and the company, for instance, is forming teams to participate
in the Komen Race for the Cure, then sign up. It shows that you recognize what is important to the company, Wagner said.

Just as networking is the best way to find a job, networking on the job also is important, said Kevin Kennemer, founder of
The People Group inTulsa.

Research the organization as much as you can ahead of time, but also learn from other co-workers, including informal
leaders of the company, said Kennemer. Go to lunch or grab a coffee with co-workers to learn about the company.

Also, be awilingte am pl ayer . AShow them that you are a hard worker
your sl eeves. You want that employer to get the idea t hatheit he
invest ment ,id Wagner sa

She also suggests using the appropriate forms of address and titles. For example, does everyone call the boss by his or her

first name or address that individual as Mr.or Mrs.so-and so. fAMake sure youdre usingwihosce
Wagner said.
During those first few days or weeks, pay attention to pe

department meeting. Does there seem to be bureaucracy and politics involved or do people act as if they can fr eely share their ideas
and suggestions without any repercussions, Wagner said.

Therebébs a reason people have two ears and one mouth, s
Donét act | ike you know it the]jobwithahigh dedree orpnofessiongl saundeng resuneent e r i
Wagnersaid. ( St ay tuned for next quarter when Ms. Winslow shares rAWhat not 1

By: Laurie Winslow, Tulsa World Staff Writer, June 19, 2011




HEALTH FACTS AND TIPS

* Know Your Cholesterol Numbers

“............................’...........................O.............

Do you know what your cholesterol level is?
Many of us do i Butevanyaduk shauld c |
know what his or her cholesterol level is and how to

make it healthier.
Under 200: Healthy range
Good for you!

o

even lower.

\f You are at risk for a heart attack or stroke. You

need to exercise more and make some changes in
the food you eat. Eat fewer foods high in saturated fat and
cholesterol. See your doctor if you have two or more other risk

factors for heart attack or stroke.

Keep it healthy by getting enough exercise and
eating foods low in saturated fat and cholesterol.
If you have had heart problems in the past or if you have
diabetes, your doctor may advise you to get your cholesterol

Warning Signs of Diabetes

There are 18 million Americans with diabetes. Nearly one-third of

t hem d#&nowwhy they have it! If you can check two or more of
the boxes below, talk to your doctor about having a blood sugar test
for diabetes.

A 1 am overweight

A 1 do not get enough exercise

A 1am over 45 years old

A 1 am a woman who has had a baby weighing more than
nine pounds

A 1 have a parent, sister or brother with diabetes

Insulin-dependent diabetes occurs more often in children and young
adults. Look for these CAUTION signs and see your doctor right
away:

Constant urination

Abnormal thrist

Unusual hunger

The rapid loss of weight

| rritability

Obvious weakness and fatigue

Nausea and vomiting

Non-insulin dependent diabetes tends to occur after 40 but can
affect anyone. Look for the CAUTION signs above as well as these

family history high blood pressure other signs of DIABETES:: ‘
diabetes tobacco use Drowsiness
older than 45 for men older than 55 for women I tching

HDL (healthy cholesterol) < 40

240 or higher: High cholesterol

A family history of diabetes
Blurred vision
Excessive weight

Danger!

o

So your doctor

You have a higher risk for a heart attack or stroke.
Work with your doctor to lower your total
chol est er oli.caljaeunddctor righe dwayy

Tingling or numbness in feet

Easy fatigue

Skin infections and Slow healing
Any of these signs can mean diabetes. See a doctor right away! If you are
not at risk for diabetes, get your blood sugar checked every three years.

Blood Pressure Basics

says your blood pressure is creeping up a

attack and stroke. What lifestyle changes can you make to get your blood pressure down to a healthy range?

Get_more exercise

Lose Weight i cont 6d.

Exercise at least 30 minutes 3 times a week. You can do this all Choose lean meats, chicken without the skin and fish. Grill or
once, or you can break it up into two or three segments during bake,donodt fry.
the day. For example, walk ten minutes before work, ten more Eat less sugary foods.

on your lunch break and ten when you get home.

Eat le ss salt

Read food labels and eat less than 1500 mg of sodium each

Eat smaller servings of all foods.

Limit alcohol
Only have one drink a day or less if you are a woman, or two

day. Don6t add salt when you ¢ drinks a day or less if you are a man.

Rinse canned vegetables before you use them.

Give yourself some time to get used to the taste of food instead
of the taste of salt. It may taste bland at first, but you will

adjust and enjoy your food again soon!
Lose Weight

Eat more fruits and vegetables without added sugars, butter or

cheesyv sauces

Deal with stress
Try stress relievers such as deep breathing, walking or watching
a funny movie.

Stop smoking
Make a plan to quit. Get support at a class or with an on -line
group. Use nicotine replacement patches or gum to improve your
chances of success.

—




