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Think Outside The Slide

Tips and Techniques to Design Fabulous PowerPoint Presentations

Susan is a Spoken Impact
principal and Vice President of
Visual Communications. She
has been designing and
creating effective business
communications with impact
for more than 19 years! Her
talent - and challenge - is to
successfully cut through the
typical "jungle" of information
and create graphic visuals that
support a presenter's mission
to succinctly communicate
their concepts and ideas.

Marriott Minneapolis West
9960 Wayzata Blvd.  St.
Louis Park, MN
952/544-4400

Members At The Door $25.00

Members Using PayPal $26.06
Guests At The Door $28.00
Guests Using PayPal $29.15

Susan’s philosophy on

PowerPoint? Simple. Make It
Visual! Her mission? To save people
from creating or having to endure

another toxic PowerPoint presentation. Registration deadline is Friday, March 7, 2008. Ir.)
the event you become unable to attend, cancellations

Her goal? That audiences will jump for must be received by Monday, March 10. No shows

joy after a presentation because it was will be billed for the registration fee. If you have any

so memorable and visually exciting! questions, please call Debi Cain-Rivord at 952/848-
6302.

For more information on Spoken Impact,

please visit them at

www.spokenimpact.com.

You can help a hungry family by bringing a bag of groceries to our March
_ f\;\ ,{3111;&_\0[@ meeting. A cash donation is also appreciated. Each $| donation made to
1 A0 4+~ Community Emergency Assistance Program Inc. (CEAP) in March is matched
E{ '\'()\_1 "Q\,Al(li\ . " 5 A a q
- A\ by Minnesota FoodShare and the Feinstein Foundation in proportion to the
#7 \arch 1t;|;'1;1;.,,;‘,:‘ total amount collected during the month! Each pound of food counts the

same as a $| donation (to be matched by Minnesota FoodShare).
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Captain:

Capt al.nos

What is creativity and Here are 10 steps you can do to help boost
how do you get it? your own creativity:

Creativity is defined as I. Listen to music

the ability to rise above 2. Brainstorm

Dawn Staycoff

(President)
612/844-5003

8 dawn.staycoff@thrivent.com

1st Officer:

L traditional ideas, rules, 3. Carry a small notebook and pen with
Debi Cain-Rivord CPS/CAP patterns, relationships you for the moment a great idea hits
(PresidentElect) and to create meaningful 4. When you're stuck for an idea, open a

952/848-6302

8  debi.cain-rivord@novartis.com

new ideas, forms or dictionary, randomly select a word,
methods. Sounds hard and try to see what you can come up
doesn’t it! with

Define your problem

Go for a walk. Sometimes you need to
step away to shake up the brain cells
Don’t watch TV

Ask an outsider for their opinion;

1st Mate:
Heather Kolstad

(Vice President)
952/405-7962

8  hkolstad@meristemmfo.com

uv

In order to be creative, you need to be able 6.
to view things in new ways or from a

different perspective. Among other things,
you need to be able to generate new 8.

N

possibilities or new alternatives. Tests of

sometimes a set of fresh eyes helps

Purser: creativity measure not only the number of 9. Read as much as you can about
Janice Paulson CPS/CAP alternatives that people can generate, but anything. Reading exercises your brain
(Treasurer) tht.a.uniqueness of those‘ alternatives. The and fills you with informa'Fion that
763/595-59 14 ab.l|lt)' to generate new ideas or to see . allows you to m.ake creative
8 Janice_paulson@gage.com .thlrmgs uniquely does not occur by chance; it conne.ctlons easﬂx .
- is linked to other, more fundamental 10. Exercise your brain. Just like your

Assistant Purser:
Patricia Romanko

(Assistant Treasurer)
763/420-9459

8  promanko@stifel.com

qualities of thinking, such as flexibility,

tolerance of uncertainty or unpredictability,
and the enjoyment of unknown things. As

administrative professionals, we are well
versed in the ambiguity or the

unpredictability of any situation. It’s hard to

be creative on cue; you can’t just point a

body, your brain needs exercise to
keep fit. Talk to clever people or play
Suduko—even arguing with someone
can give your brain a workout

Some people don’t think of themselves as
creative, everyone is creative; you just need

Ships Log: . « S ; .

P 9 finger at someone and say “be creative” just to set it free. So spend some time each day
Roxanne Rychly as you wouldn’t point a finger and say “be  challenging yourself to be creative and soon
(Secretary) funny.” It’s something you have to work at. it will become second nature.

612/844-4386

8 roxanne.rychly@thrivent.com

Navigator:
Gayle Petrie CPS
(2nd Year Director At Large) Division 6/30/2007 1/30/2008

7521377-5504 Washington-Alaska Division 582 597
8  gandspetr@yahoo.com
Navigator: MN-ND-SD Division 767 765
Kaye Park Idaho-Oregon-Utah Division 347 339
(1st Year Director at Large)

763/315-2247 CO-WY-MT Division 380 386
8  kaye.park@upsher-smith.com

lowa-Nebraska Division 552 529

Navigator:
Kathy Hincher CPS At Large 450 410
(1st Year Director at Large) Northwest District Totals 3,078 3,026

763/488-6875
8 Kathy_hincher@archway.com
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“l am reaching out to see if any

of you have an answer which
basically tricks the Master Slide function.
If merging multiple presentations into
one final ppt. means giving the right of
the design to the main Master Slide, is
there a way to achieve integrity from
each new merging presentation where
its master slide remains intact and does
not fold into another?” ~Gladys Tripp

“Open one file; then go to

Insert, Slides from File; and make
sure you're on the Find Presentations
tab; then use the Browse button to find
the other presentation you want to
merge into the first one. Check the box
that says Keep Source Formatting; then
Insert All, or click the slides you want,
and insert. It will put them into the

original PPT and keep its own
formatting.” ~Joan Gatzmeyer CPS/CAP

“It may depend on the version

of Office. We are still on Office
2003. If I'm merging presentations and
trying to keep the format of each added
presentation, | use the Insert pull-down
menu, "Slides from files" feature (which
pulls up a "Slide Finder" window) and
then click on the browse window to
select the presentation | am
adding. Then | select the slides | want
from the presentation and just before |
click on the button to add them to the
presentation | am working on, | click the
"Keep Source formatting" box on the left
side of the "Slide Finder" window.” ~Rita
Dahlke

Buy A Card And Help The Fight Against AIDS

Hallmark just introduced its (PRODUCT) RED™ Caollection. By buying a RED
Collection card you can help people living with AIDS in Africa. Eight percent
of the net wholesale sales will go to the Global Fund. That means that sending
just one Hallmark (PRODUCT) RED Card With Sound results in a

contribution equal to a single-dose treatment used to reduce the risk of HIV
transmission from mother to child during childbirth or to buy the mud cloth
bag to boost an African economy—they’re Mali’s largest export of craft items.

Learn more at http://www.Hallmark.com/RED and
http://www.JOINRED.COM.
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MARCH
BIRTHDAYS
2 Catherine Lecy
6 Patty Romanko
I3 Diane Schmidt
|6 Debbie Daly
16 Yvette Kanzler
|7 James Rivord
25 Rhonda Yeager
31 Roberta Jones
31 Carole Mills

If we missed your
birthday or anniversary,
we apologize and ask
that you enter your info
I nto the i
Onl yo ar ea
website for inclusion in
the future
Charter.

MARCH
ANNIVERSARIES

Sharon Hoffman
I'l Years

Teri Kornberg CPS
9 Years

Dawn Staycoff
4 Years

Shaun Freeburg CPS
2 Years

Gayle Rapoport
| Year

Diane Schmidt
| Year

o


http://www.hallmark.com/RED
http://www.joinred.com/
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Continuing Education:

Earn Continuing Education Credit
(CEUs) and/or CPS/CAP
Recertification Points at Chapter,
Division, and International meetings

or conferences.

Networking:
Meet and exchange ideas with other
office professionals.

Professional Growth:
Enhance your career and develop
self-confidence.

Certified Professional
Secretary® (CPS’) and
Certified Administrative
Professionaf (CAP®)
Programs:

Attain the recognized standard of
measurement of secretarial and
administrative assistants’ proficiency
through an extensive written

examination.

Leadership Development:
Learn team-building and
organizational skills as a committee
member, committee chair, and/or

chapter officer.

Technology Updates:
Keep up to date on industry trends

and technological advances.

Professional Publications:
Receive timely information on issues

facing business professionals today.

Contact Dawn Staycoff, at

dawn.staycoff@thrivent.com, and

ask that an IAAP informational
packet be sent to you. Better
yet, attend one of our meetings
and see for yourself how IAAP
can help you achieve success in

the administrative profession!
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' You can help a hungry family by bringing a bag of
groceries to our March meeting. A cash donation is
also appreciated. Each $1 donation made to
Community Emergency Assistance Program Inc.
(CEAP) in March is matched by Minnesota FoodShare

and the Feinstein Foundation in proportion to the total amount collected
during the month! Each pound of food counts the same as a $1donation (to
be matched by Minnesota FoodShare).

Last year in Anoka and Hennepin Counties, during the March campaign, an
astonishing 260,000 dollars/pounds were raised and shared with those in need.

In 2006, there were 1.8 million food shelf visits statewide distributing 42
million pounds of food. Food shelf use is at record highs across the state: 52
percent higher now than in 2000. More than 50 percent of adult food shelf
visitors work; in the Twin Cities suburbs alone, the working poor make up 60
percent of the people who use food shelves. So far food shelves have been
able to keep up with the ever-increasing demand for food due to Minnesotans’
generosity. Let’s show CEAP our TwinCities West IAAP generosity by
collecting at least 200 pounds of food. Get more information at: http://
www.gmcc.org/foodshare/

Submitted by Bonnie Marten CPS/CAP
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Fundraising with the Girliriends

TwinCities West’s fundraising program through My Girlfriend’s Kitchen
(MGFK) makes it easy for you to have healthy, delicious, home-cooked meals
ready in minutes and give money back to IAAP, too! Stop by MGFK Monday—
Friday from 10-7 and Saturday 10-5 (walk-ins welcome!) and choose from a
|4-item menu; use promotion code IAAPfun07 for your purchases,
and 3 percent will be donated to TC West. MGFK is located in
Waterford Plaza just off Highway 55 by Rainbow Foods in Plymouth.

Is your schedule too crazy to even stop by? Then let MGFK bring the meals to
you! Call owner Stephanie Moe to find out about their no additional charge
office delivery program. Meals purchased by IAAP members through office
delivery are eligible for the fundraising program. For more information, go to
mgfk.com, or contact Stephanie at 763-546-3333 or
plymouth@mygirlfriendskitchen.com.



http://www.gmcc.org/foodshare/
http://www.gmcc.org/foodshare/
mailto:plymouth@mygirlfriendskitchen.com
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Elly Anderson’s father who passed away on February 2. Cecil Spencer

“Whit” Whitworth died at the age of 85 in his home in Crystal of
cancer and heart disease. TwinCities VWest sends our heartfelt prayers

and sympathy to the family.

If you are interested in receiving a
copy of job postings sent to our
chapter, please contact me at
DebiCain@Rivord.org. Be sure
to include the email address you
want postings sent to. Once your
name is on the list, you will
automatically receive any
employment-related emails that |
receive. This is a handy network
for people actively seeking
employment or just “keeping their
eyes open.”

Likewise, if you know any
openings or have a job posting
you would like to share with
other IAAP members, please let
me know and | will route only to
those interested.

If you are a chapter member, your
name will remain on this routing
list until you ask to have it
removed. If you are a

nonmember, your name will
remain on the list for a two-
month “trial membership” period.
Please note that the number of
routings varies depending on what
| receive. Sometimes | don’t have
anything to share for several
weeks and other times, | will send
out a few a day. The more
postings | receive, the more you
will receive!

By Debi Cain-Rivord CPS/CAP
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January Scoreboard

Chapter Total
Members

TwinCities West 8l

Saint Paul 84
North Suburban 8l

Skyway 77
City of Lakes 55
South Suburban 46
SouthWest Metro 44
MN-ND-SD Div. At Large 43
St. Cloud Quarry 34
Red River 37
MN River Valley 34
Crow River 23
Rochester 21

Brainerd 2]

Sakakawea 19
Katoland 17
Detroit Lakes 16
Valley Ridge 15
Honeywell Minneapolis 5

Twin Forks 8

Minn-Arrow 4

MN-ND-SD Division Total 765

IAAP Membership Recap as of 1/31/2008.
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If you are interested in joining a committee,
please join at any time! Please contact the
committee chair or chapter President, Dawn
Staycoff.

2008 Spring Division Meeting
Co-Chairs: Georgann Bestler Wenisch CAP,
Kaye Park

Membership Committee

Chair: Genista Park

Members: Yvette Kanzler, Patty Romanko,
Melissa Lidberg CPS

Newsletter Committee

Editor: Vicki Orwick

Members: Joan Gatzmeyer CPS/CAP, Janice
Paulson CPS/CAP
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ACFCAP Committee Kelcia Cannon 8/2007
(0Student Conf er en c MNaminating Committee
Chair: Kaye Park Chair: Bonnie Marten CPS/CAP
Members: OPEN Members: OPEN Pat Henderson 10/2007
Byl?tws & 'Stapdir?g Rules Committee Prqgrams & I?ducation Committee Janet Herder 10/2007
Chair: Debi Cain-Rivord CPS/CAP Chair: Kathy Hincher CPS
Members: Joan Gatzmeyer CPS/CAP, Members: Heather Kolstad, D] Herbert, .
Heather Kolstad Joan Gatzmeyer CPS/CAP, Kaye Park Debra Martin 10/2007
Certification Committee (CPS/CAP) Public Relations/Marketing
Chair: Jo Tynen CPS/CAP Chair: Joan Gatzmeyer CPS/CAP Barbara Sato 10/2007
Members: OPEN Members: Yvette Kanzler, Kathy Hincher
c  Service C e CPS Michelle

ommunity Service Committee
Chair: Bonnie Marten CPS/CAP Retirement Trust Foundation Van Stone 10/2007
Members: OPEN Chair: Shaun Freeburg CPS

L . Members: OPEN Lynne Johnson 10/2007
Historical Committee
(Scrapbook Committee) Sunshine Committee .
Chair: Heather Kolstad Chair: Gayle Petrie CPS LeighAnne
Members: OPEN Members: OPEN Moscovitz 10/2007
Hospitality & Registration Committee Ways & Means Committee . .
Chair: Debi Cain-Rivord Chair: OPEN Marie Divine 1172007
Members: Kathy Johnson, Pat Lynse Members: OPEN
Impact Event Committee Web-Master Janet Ouellete 2/2008

Chair: Genista Park

Members: DJ Herbert, Heather Kolstad,
Kaye Park, Marci Wallingford, Joan
Gatzmeyer CPS/CAP, Debi Cain-Rivord
CPS/CAP, Kathy Hincher CPS

TwinCitidée s t

Chair: Teri Kornberg
Members: OPEN

ONO

Just a reminder that “no shows” will be billed for the monthly fee unless canceled prior to the
reservation deadline stated on the reservation RSVP (usually the Friday prior to the meeting).

Showd

Pol i c

y

We understand that “life happens”... especially in our line of work! Sometimes registrants are not able
to make it at the last minute. However, the hotel still requires payment for your meal, whether or not
you are there. For this reason, we must collect from you if you are unable to attend at the last minute.
(You will receive a receipt upon request if needed for tax or expense reimbursement purposes.)

Your help and understanding is truly appreciated. If you have any questions, please contact any board
member.



|l nternational Association of Admi

International Association of

Administrative Professionals®
DE(] Program Program Sponsors
August 2, 2007 Summer Reunion at Angeno’s

September |3, 2007 Say What You Mean, and Mean What You Say
Rosemary Davis / Tips and techniques to reduce public speaking anxiety
using dozens of tips and techniques that have proven to be successful to

others.
October | I, 2007 The 100% Factor: Living Your Capacity
Jodee Bock / Learn how much of our lives we are actually living and OFFICETEAM’
obtain ideas for increasing our capacity to live life to the fullest. .
November 8, 2007 How to Find the Business Information You Need
Jim Poole, J) Hill Library / Tools to help you take better advantage of the (b\)’ﬁ

tremendous resources available to administrative professionals through
websites and databases and make each search more effective and faster. Rapid Refill Ink

December 13, 2007 Gotta Slow Down Quick

Lee Truer / Need help juggling priorities and finding a balance? This
workshop includes the pie-of-life time management exercise, creative
visualization, plus stress management and stress reduction tips.

January 10, 2008 Office Politics/Conflict Resolution Skills

Denise Franck Aboody / As Administrative Professionals, office politics
affect us everyday. Learn how to avoid getting trapped, leverage your
experiences and make the most of each interaction you have in the
workplace!

February 14, 2008 Humor in the Workplace: Improv with ComedySportz

Using skits and input from the audience, the ComedySportz troupe will
cover the humorous side of today’s business world and help us to ap-
preciate that there is more to life than just work.

March 13, 2008 Think Outside the Slide! Tips and Techniques to Design
Fabulous PowerPoint Presentations

Sue Stoen, Spoken Impact / Creativity on slides, alternatives to nothing
but bullet points, making sure the slides are more than just a
teleprompter of the entire presentation, etc.

April 10, 2008 Understanding Yourself and Others® Personality Profile

Val King (Anita Reed Seminars) / Develop a new awareness about
yourself and others. Create more effective team-building in your depart-
ment. Resolve conflict with others and realize that personality differ-
ences are to be appreciated.

May 8, 2008 TwinCities West Annual Meeting (Members Only)
Election of 2008-09 Officers and 2008-09 Strategic Planning
June 12, 2008 TwinCities West Annual Awards and Installation Evening and

Program on ldentify Theft — Speaker TBD / Information on identity theft
and the insidious impact it is having on both individuals and businesses.

All 2007-08 TwinCities West Educational Forums and Chapter Meetings are held at the
Minneapolis Marriott West, 9960 Wayzata Boulevard, Minneapolis, MN 55426.

5:30 p.m. Registration and Networking / 6 p.m. Dinner / 6:30 p.m. Educational Forum / 7:30 p.m. Business Meeting
Registration Fees (includes meal and educational forum):
$25 for IAAP Members, Students and Teachers; $28 for Non Members
To register, visit our website at www.iaap-twincitieswest.org. Pre-registration is required.
If you have questions about registration, please contact Debi Cain-Rivord at 952-848-6302.



http://www.iaap-twincitieswest.org/

Attention TWINCiti¥ge s t

Mark Your Calendars

to

Chart Your Course and Set Sail

for

IAAP MN-ND-SD 2008 Annual Division
Full Committee Meeting
Thursday, March 20,2008

5:45pm

LOCATION: TO BE DETERMINED

VERY IMPORTANT MEETING!
All subcommittee/crew members need to attend!
Contact Georgann (612/672-3727 or gwenisch@messerlikramer.com)
with questions or if you need more information.

Upcoming Voyages

March 6, 2008

TwinCities West Board Meeting
Time: 5:45 p.m.

Location: Davanni’s in Plymouth

March 13, 2008

TwinCities West Chapter Meeting
Time: 5:30 p.m.

Location: Marriott Minneapolis West

March 19, 2008
Deadline for submissions for the April
newsletter.

March 20, 2008

Division Meeting Planning Meeting
Time: 5:45 p.m.

Location: Davanni’s in Plymouth

March 28, 2008
Student Conference (ACFCAP)

Location: The Reserve in Plymouth

April 3,2008

TwinCities West Board Meeting
Time: 5:45 p.m.

Location: Davanni’s in Plymouth

April 10, 2008

TwinCities West Chapter Meeting
Time: 5:30 p.m.

Location: Marriott Minneapolis West

April 17,2008

Division Meeting Planning Meeting
Time: 5:45 p.m.

Location: Davanni’s in Plymouth

April 21, 2008
Deadline for submissions for the May
newsletter.

May I, 2008
TwinCities West Board Meeting
Time: 5:45 p.m.

Location: Davanni’s in Plymouth

May 8, 2008
TwinCities West Chapter Meeting
Time: 5:30 p.m.

Location: Marriott Minneapolis West

May 16-18, 2008

2008 IAAP Minnesota- North Dakota -
South Dakota Division Annual Meeting
Location: Minneapolis Marriott West

May 26, 2008
Deadline for submissions for the June
newsletter.

June 5, 2008

TwinCities West Board Meeting
Time: 5:45 p.m.

Location: Davanni’s in Plymouth

June 12,2008

TwinCities West Chapter Meeting
Time: 5:30 p.m.

Location: Marriott Minneapolis West



