
or something.  While no public 

answer is required, we should 

be prompted to examine 

ourselves to see if we are 

giving back to our chapter and 

IAAP.  We must make sure 

that we make a declaration of 

commitment through our words 

and actions.  With a healthy 

heart, you can give of yourself 

completely for the betterment 

of the chapter.  Finally, 

Dogwood Chapterettes, let me 

encourage you to participate in 

every aspect of what the 

chapter has to offer.  Pray 

about it and know that IAAP 

and Dogwood Chapter 

deserves your best.  

Sonya Robinson 
Yes We Can Too 

 

 

 

 

 

This month I was recalling when  

February was solely dedicated to 

red roses, boxes of candy, cards, 

diamonds, and any other 

illustration of love that could be 

thought of or purchased.  All are 

outward expressions of a deep, 

inner feeling.  In today’s world, 

February is also the month 

dedicated to ensuring that 

people pay attention to their 

health-it is Healthy Heart 

Month.  I wanted to back track 

and talk about last month. 

Considering the correlation, I 

was vividly reminded of 

perhaps the most quoted 

scripture:  John 3:16.  God 

gave Jesus to us because He 

loved everyone.  His gift of 

love came from the hart with a 

specific purpose.  That is to 

say, when individuals declare 

their love for IAAP, then there 

should be total devotion and 

commitment.  Similarly, when 

Dogwood Chapter Members 

announce publicly that they 

support their chapter and 

chapter members, their actions 

should be aligned as well.  In 

other words, your heart must be 

in it if you really want to 

ensure the success of someone 

Presidential Talk 

EDUCATION FORUM AND ANNUAL MEETING 

2010: Boston, Mass. July 18-

21, Hynes Convention Center 
 

Registration is now open.  Key 

speakers for the event are Erin 

Brockovich and Vernice 

Armour.  Erin Brockovich 

started as a file clerk at a law 

firm and took on duties that 

went far beyond her job 

description.  Vernice Armour is 

America’s first African 

American female combat pilot 

and the first black woman to 

wear the gold wings of a 

Marine Corps aviator. The 

International Education Forum 

& Annual Meeting is IAAP’s 

premier event taking place 

during the summer with an 

average of over 1,800 

attendees. This event offers 

more than 50 education 

workshops focusing on topics 

from management skills to 

leadership development. 

Attendees will have the 

opportunity to see the inner 

workings of the association by 

attending the business sessions 

that highlight the association 

leadership. And don’t forget 

the numerous networking 

events that provide social 

gatherings with your peers. 
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Starting next issue we will 

learn the skills to help us plan 

better meetings and events. 

As administrative 

professionals sometimes we 

do not realize that we have 

the skills that will allow us to 

be more than we give 

ourselves credit for. Believe it 

or not, if you have ever put a 

meeting together for your 

supervisor or department, 

you are a meeting planner. Of 

course there are those who 

have more advanced skills for 

putting together more 

elaborate meetings and 

events but the same premise 

applies.  

I became a professional 

meeting planner five years 

ago even though I have been 

planning meetings and events 

for 20 years. I decided to 

make a career out of it when 

I realized I was pretty good 

at it. Let’s learn how meeting 

planners put together their 

meetings and events and how 

you can be better at it. 

We will learn what all of those 

acronyms means and what 

vital part they play in putting 

your meetings and events 

together. We will learn the 

three main phases of an 

event: Pre-Conference 

(commonly known as Pre-

Con), the event, and Post 

Conference. 

If you have ever thought 

about being a professional 

meeting planner, get the 

tools and skills you will need, 

and find out how being 

certified can help boost your 

Here's another trick worth 
trying.  
 
From inside the appropriate 
Office program, click File (for 
2003) or Office button (for 
2007) - Open. Change to the 
appropriate directory where 
your file is located. Click 
ONCE on your file (do not 
doubleclick!). Then look in 
the bottom right corner of the 
Open window at the drop 
down arrow next to the 
word Open. (Come on, fess 
up, you never even noticed 
that little arrow before, did 
you??? Admit it!!! You're 
among friends!!!).  
 
When you click that drop 
down arrow, you'll see sev-
eral options on the menu.  
 
In Word 2007 you will see:  
 
Open  - Duh, this just opens 
the file. ;) 

Have you ever had one of 
those horrifying moments 
where you open a file and get 
an error message that the 
document has been corrupted 
and only gobbledy gook 
shows on the screen??? 
Makes your heart stop, does-
n't it?  
 
Well there *may* be a solu-
tion. It's at least worth trying, 
though there are no guaran-
tees it will work.  
 
First, close the file without 
saving it. If this is a file off a 
network, you can certainly try 
asking your IT folks to restore 
a prior version of the file to 
see if that fixes it. If so, voila, 
you are done.  
 
But let's say, just for the pur-
poses of illustration that it 
doesn't work. The last saved 
version was garbage as well 
for whatever reason.  

 
Open as Read Only  - This 
opens the file as read only, so 
you won't be able to edit it 
accidentally.  
 
Open as Copy  - This creates 
a copy of the document. 
FABULOUS idea for opening a 
file that you plan to modify 
and save with a new name 
(It's all too easy to open a file 
with a plan to modify it and 
save it with a new name, only 
to accidentally save over our 
original file... sighs... don't 
ask me how I know this to be 
true) 
 
Open in Browser  - Allows 
you to open HTML (web files) 
in a browser window within 
Word. Yes, I know... why 
would you want to do it this 
way? I have no idea. ;) 

What does it take to plan a great meeting? 

On-going series starting next issue. 

Opening a Corrupted File in Office (and Other Opening Options) 
by Marie Herman 
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Please contact LaTonya Blount 

latonya.blount@choa.org in 

order to submit your article to 

the newsletter. 
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Monthly Chapter Program Topics  
 
September—Resume and Interviewing Skills 
(Luke Carreras)  
October—Executives Night/Image (Kamila 
Washington-Brown)  
November—Portfolios (Kay Rogers CPS/CAP) 
December—Holiday Extravaganza  
January—Coaching (Cathy Fox CPS/CAP)  
February—Professionalism 101 (Donna Mitchell 
CPS/CAP)  
March—Negotiation Skills (LaTonya Blount CPS/
CAP)  
April—Administrative Professional Week  
May—(CLOSED) Business Meeting/Election of 
Officers  
June—Installation of Officers  
 
 
Please consider coming out to our next meeting 
and joining our chapter as a member. If you are 
interested in joining, please contact Voncile 
Hodges CPS/CAP at 
vhodges@coxnewspapers.com. See you soon.  

 

 

Hello friend of Dogwood Chapter. Come out 
and join us at our chapter meetings the 3rd 
Tuesday of the month at the Holiday Inn 
Select South. We have great programs 
scheduled to enhance your skills. Please 
contact LaTonya Blount CPS/CAP at 
latonya.blount@choa.org to RSVP for our 
next meeting and directions to the hotel.  

  
Membership Chair, Voncile Hodges 
CPS/CAP and President Sonya 
Robinson CPS  

 
 

Crossword Puzzle Entertainment 

 

Annual Chapter Program Topics                                                        
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"I've learned that you 

shouldn't go through life 

with a catcher's mitt on 

both hands; you need to 

be able to throw 

something back."  

 

Maya Angelou  

"No one was ever ruined by 
taking a profit." Stock 

Exchange Maxim  
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Dogwood News 

Take advantage of the package deal 
today. Read More 

Continuation from Page 2, 

Corrupted Files  

Open with Transform  - Semi-useless 

feature for administrative professionals 

that lets you open XML formatted files in 

Word.  

Open and Repair  - OH YES!!! There's 

the lovely little option that  will try to 

repair our corrupted document before it 

opens. Variations of these options are 

available in all the Office programs. It's 

surprising what all lurks on those little 

drop down arrows, isn't it??? :)  Everyone 

should get in the habit of clicking them 

just to see what they say.  

Georgia Division  

2010 Georgia Division Annual 

Meeting, June 11 -13  

Fulton County Government Chapter is the 

hosting the upcoming Georgia Division 

Annual meeting .  The meeting will be 

held at the Holiday Inn Select, Atlanta 

Georgia. Please plan to represent 

Dogwood at this fun-filled important 

event, 

International  

Package deal for 2010 EFAM     
Join IAAP in Boston in 2010. Register 
for the International Education Forum 
and Annual Meeting and  book your 
hotel and get a 10 percent discount. 
Limited number of packages available 
for a limited time. Don't miss out! 

========================= 

Marie Herman CIWD, ATM-B MCAS is a 

member of the Two Rivers Chapter of  

IAAP and owns MRH Enterprises. She has 

recently begun offering private  

tutoring in Microsoft Office 2007 via the 

internet and is also  

preparing to lead webinars and Microsoft 

Office 2007 certification  

study groups on the internet. To learn 

more, email her at  

iaap@mrhenterprises.com. 

What’s Going on with Georgia Division and International 

Our newsletter reaches 1362 readers 
Weôre on the web!! 

www.iaap-dogwood.org 
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Chapter Meeting Dates for March and April 

http://www.iaap-hq.org/events/convention/hotel_reg_package.html
http://www.iaap-hq.org/events/convention/hotel_reg_package.html
http://www.iaap-hq.org/events

