
A letter from the Chapter President 

Thank you everyone for joining us at our annual picnic and your 
continued support.  I am honored to be your President of our Chapter.  
Although I truly wasn’t expecting to take on this role so soon, I will do 
so with pride and guidance from past presidents, and you, to lead this 
wonderful group into the future, wherever it may lead. 
 
As we’ve shared at the board meetings, we do not have any new 
information to impart at this time.  We believe, and chatter has pretty 
much confirmed it, that HQ is waiting to make announcements at 
EFAM in July.  We will learn the news from Wendy G., Cindy & Wendy 
R. as they will be there attending the annual conference. 
 
I want to encourage all of you to keep the faith, to believe in us as a 
Chapter and to continue to support IAAP for at least another year and 
see where the revitalization will take us.  I know there is hurt, some 
anger and some confusion as to the revitalization project and there has 
been a lot of negative chatter on the websites these past months 
regarding the upcoming changes.  Please don’t buy into it until we 
know what the plans are.  As soon as we know, we will share with the 
Chapter members.  The decision to stay an active member is yours, 
however I hope you will continue to be a part of this group no matter 
what the future holds.   
 
We will continue as we’ve always have and we will disband our 
Chapter with dignity and grace.  What the future holds is still unclear, 
but we will continue to be a group, whether as IAAP members, or just a 
bunch of women getting together to enjoy each other’s company.  We 
will wait and see. 
 
Please remember to save October 17th for our Professional 
Development Seminar (PDS) as we are holding it again at Twin Lakes 
Lodge and plan to have some awesome speakers attending.  We will 
also do a Christmas Dinner/Potluck on December 11th at NW Michigan 
Works.  Please let me know what the best way to contact you is or 
what method you prefer: email (which one - work or home), phone, or 
Facebook, please provide this information to me.   We want to make 
sure everyone gets the information at the same time and I find the 
best way is via e-mails, our e-groups & Facebook.  Don’t have either, 
well then I will call you!  
 
Thank you again for your support and encouragement.  I will try to be a 
great leader to you all. 
 
Make it a great summer everyone!  
 

True Joy Comes When You Inspire, Encourage, and Guide 
Someone Else on a Path That Benefits Him or Her – Zig Zigler 

Joyce  
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Upcoming Events 

• Friday, August 29, Networking Dinner 
• Thursday, September 18, Board & Chapter 

Meeting 
• Saturday, September 20, MDEW 2014 
• Friday, September 26, Networking Dinner 
• Thursday, October 16, Bosses Day 
• Friday, October 17, Professional Development 

Seminar 
 

 

 
Supplies Needed 
Art paper 
Coloring books 
Crayons 
Envelopes - legal size 
File folders – letter size hanging 
Hula Hoops (not the flimsy ones) 
Kleenex 
Labels 
Markers – dry erase 
Napkins 
Paper – copy, letter size 
Paper Products – plates, cups, silverware (paper please 
for the plates and cups) 
Paper Towels 
Pencils 
Pens 
Post It Notes 
Racks for letter size file cabinet (to put hanging file 
folders on) 
Seeds – vegetable, flowers 
Stamps 
Water – gallon jugs 

Professional Development Seminar 
October 17, 2014 

 
Food 
Canned – vegetables, fruit 
Chocolate Bars 
Graham Crackers 
Marshmallows 
Rolls, frozen 
Snacks – granola bars, oatmeal to go 
 
General Wish List 
http://www.reininglibertyranch.org/garden-wishlist/ 
 
Stable and Equine Wish List 
http://www.reininglibertyranch.org/stable-equine-
wishlist/ 

REINING LIBERTY RANCH 

A Great Volunteer Time at the 2014 National Cherry Festival 

Pictured left to right:  Jack & Debbie 
Poltorak, Wendy Gauthier, Dawn Gilbert, 
Michelle Trumble and Joanne Tuck 
 
Not pictured but joined the fun:  Charity 
Sawyer, Sharon Maxwell, Joyce & Mike 
Pleva, Marcia Barrette-Rushton, Sue Tock 
and Mary Wangseng 

http://www.reininglibertyranch.org/garden-wishlist/
http://www.reininglibertyranch.org/stable-equine-wishlist/
http://www.reininglibertyranch.org/stable-equine-wishlist/


EFAM Speakers 
If you missed the recap of EFAM events that Wendy 
Gauthier, Cindy Lokovich and Wendy Roberts shared 
at the last meeting, here are some links to the 
speakers.  
 
Jason Dorsey ~ http://jasondorsey.com/ 
 
Here is a link to a summary video of Jason Dorsey’s 
speech on Gen Y’ers.   
 
Here is a Millennials report with a bonus section. 
 
Karyn Ruth ~ http://karynruth.com/ 
 
Susan Leahy ~ http://www.susanleahy.com/ 
 
 
 

Navigate your documents quickly 
6. Seek, find and replace 
Ctrl+f opens a search bar so you can find a word or phrase. Ctrl+h 
lets you replace text and specific formatting. 
 
7. Create a new document 
To open a blank document while keeping another open, use 
Ctrl+n. 
 
8. Highlight to your heart’s content 
• Double-click anywhere in a word to highlight it. 
• Hold down Ctrl and click once to highlight any sentence. 
• Highlight a whole paragraph by triple clicking the blank space to 
the left of the desired paragraph or by triple clicking within the 
paragraph. 
• Highlight all the contents of the page by hitting Ctrl+a. 
 
Word up! 
Whether you’re aiming to become a Word expert or simply 
looking to brush up your admin skills, these Microsoft Word 
shortcuts should help you save a little time without causing any 
major headaches in the process. 
 
(This article originally appeared on the OfficeTeam Take Note 
blog.) 
 
 OfficeTeam is the world’s leading staffing service 
specializing in the placement of highly skilled administrative and 
office support professionals. The company has more than 300 
locations worldwide, and offers online job search services at 
www.officeteam.com. For more career advice, connect with us on 
Facebook, LinkedIn, Twitter, Google+ and the OfficeTeam blog.  
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Microsoft Word Shortcuts: 8 Tips Every Admin Should Know 
 
If you work in an office setting, chances are you use Microsoft Word. 
Mastering the basics of the program may seem easy, but there’s more 
to it than meets the eye. In fact, a multitude of Microsoft Word 
shortcuts are available that will save you time if you know how to use 
them. 
   
The following simple tricks will help you create, navigate and edit docs 
more efficiently on your device, and they should work for anyone 
with recent versions of Microsoft Word. Note that many, but not all, of 
these Microsoft Word shortcuts can be performed on a Mac using Word 
for Mac by substituting the Command key for the Ctrl key.   
 
Use formatting shortcuts  
1. Change case 
Change text from lower case to CAPS and back, or flip a phrase into title 
case (capitalizing the first letter of each word) using Shift+F3. 
2. Switch up line spacing 
Ctrl+1 changes existing spacing in a paragraph (or entire doc, if you 
highlight it) to single-line, Ctrl+2 changes it to double-line and Ctrl+5 
changes it to 1.5-line spacing. 
3. Add bold or italics 
Bold selected text with Ctrl+b or italicize with Ctrl+i. 
4. Center or align text 
Use Ctrl+e to center selected text. Ctrl+l aligns it to the left, and Ctrl+r 
aligns it to the right. 
5. Remove formatting 
Click the word or select the text you want to un-format and hit 
Ctrl+space. If character and paragraph formatting have been applied 
with a style, Ctrl+shift+n will switch it back to the normal style. 
 

http://jasondorsey.com/
http://jasondorsey.com/4genwforce/index.php
https://s3.amazonaws.com/cgkebooks/Secrets+for+Unlocking+Gen+Y+Talent+at+Work+%C2%A9+2013+Jason+Dorsey.pdf
http://karynruth.com/
http://www.susanleahy.com/
http://blog.officeteam.com/microsoft-word-shortcuts-8-tips-every-admin-should-know
http://blog.officeteam.com/microsoft-word-shortcuts-8-tips-every-admin-should-know
http://www.roberthalf.com/officeteam
http://www.facebook.com/officeteam
http://www.linkedin.com/company/officeteam
http://twitter.com/@officeteam
https://plus.google.com/116831173451815878810/posts
http://blog.officeteam.com/
http://blog.officeteam.com/microsoft-word-shortcuts-8-tips-every-admin-should-know
http://office.microsoft.com/en-us/word-help/training-courses-for-word-2013-HA104030981.aspx
http://office.microsoft.com/en-us/word-help/training-courses-for-word-2013-HA104030981.aspx
http://www.officeteam.com/


 

Northern Michigan Chapter Officers 2014-2015 
President ~ Joyce Pleva Treasurer ~ Dawn Gilbert 
joyce.pleva@gmail.com / 231.935.8264 dgilbert2@mhc.net / 231.935.9255 
 
Communications Secretary ~ Judy Smith, CAP-OM Recording Secretary ~ Wendy Roberts 
judeintc@gmail.com / wroberts@nwm.cog.mi.us / 
 

Immediate Past President ~ Wendy Gauthier, CAP-OM 
raegauth5@aol.com / 231.941.4908 

 
 

Michigan Division Offices 2014-2015 
 

President ~ Jan Stewart, CAP-OM President-Elect ~ Denise Haselhuhn, CAP 
Vice President ~ Sue Fresorger Communications Secretary ~ Joanna Hodges, CAP-OM 
Recording Secretary ~ Patricia Zachos, CAP-OM Treasurer ~ Wendy Gauthier, CAP-OM 
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International Board of Directors 2014-2015 
President ~ Antoinette Smith, CAP-OM President-Elect ~ Wendy S. Melby, CAP-OM 
 
Vice President ~ Kristi Rotvold, CAP-OM Secretary ~ Dortha Gray, CAP-OM 
 
Treasurer ~ Sharon K. McPherson, CAP-OM Canada District ~ Dawn E. Becker, CAP-OM 
 
Great Lakes District ~ Susan E. Straub, CAP-OM Northeast District ~ Cathie Hoke, CAP-OM 
 
Northwest District ~ Carol L. Hardin, CAP-OM Southeast District ~ Jenny Stewart, CAP-OM 
 
Southwest District ~ Nora Onishi, CAP 

Please email any suggestions or comments to 
poltorakda@interlochen.org 
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