
Who will benefit: 

 Administrative Assistants                    

 Executive Assistants 

 Office Managers 

 Support staff 

 Anyone who is responsible for coordinating, 

managing or being an effective member of 

an office team 

Start Feeling Smarter about Your Software 
Approved for 6 recertification points 

 

presented by Microsoft Certified Trainer,  

Melissa P. Esquibel, MCT 
President, MPELLC 

 
 

Melissa Esquibel specializes in transforming those confused 
by technology into empowered users of these powerful 
software tools. As a Microsoft Certified Trainer (MCT) with 
more than 25 years in business application technology, 
Melissa has a unique ability to make learning programs en-
joyable and valuable. Whether teaching how to crunch numbers with Excel, deliver compelling presentations in 
PowerPoint or generate business-winning proposals and reports with Word, Melissa impresses clients with her 
knowledge and instruction. Melissa’s consulting career spans banking, manufacturing, telecommunications, energy 
and insurance, which allows her to provide real-world examples and applications. She has enabled everyone from 
rocket scientists to real estate brokers to put the “productive” back in office productivity software. 

IAAP-Evansville 
Fall Conference 

September 26, 2014 

September 26, 2014 

Southern Indiana Career Technical Center 

9:00a.m. – 4:00p.m. 

$40.00—Non Members     $25.00—Members 

Price includes light breakfast & lunch from Jason’s Deli 



September 26, 2014  ~ Evansville IAAP Educational Seminar 

APPROVED FOR 6 RECERTIFICATION POINTS   

Sessions 1 & 2 9:00—12:00 

Taming the Wild Inbox 
You know you need to do it. But, where do you start? Learn easy ways to identify what 
to keep and what to throw away. Then, when it’s all cleaned up, learn how to apply 
Outlook’s most powerful tools to stay that way. 

·         What do delete and why 

·         What to keep, why and where 

·         How archiving works and getting it to work for you 

·         Using the new conversation tools to manage runaway threads 

·         Easy tips for cleaning house 

·         Using filtering rules and Quick Steps to keep your Inbox tidy  

·         Organizing work with flags and categories 
 

Managing Projects without Project Management Software  
You may not think of yourself as a project manager, but managing projects you are. 
And, you can do it effectively without expensive project management software! Learn 
how to use the tools right on your desktop to create, track and memorialize projects. 

·         Using Outlook to create and manage repeatable projects 

·         Letting Excel do the heavy lifting with start and end dates 

·         How OneNote can be a one-stop shop for sharing project  

          information 

·         Using SharePoint as your project portal 

·         Integrating applications for a powerful multi-app solution 

Speaker/Trainer 

Melissa P. Esquibel, MCT 
(Microsoft Certified Trainer) 

President, MPELLC 
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Lunch—12:00—1:00 pm (included with registration) 

catered by Jason’s Deli (gluten free included) 

Sessions 3 & 4 1:00—4:00 p.m. 

Excel: Demystifying Formulas 
This very vital skill in Excel can set you apart from the pack. Crunching data is what Excel 
does best. And, this session will unlock the key function and formula-building skills you 
need. Stop pulling out the calculator when working in Excel and put the math and text pro-
cessing power of Excel to work for you. 

·         Shortcuts, tips and tricks for populating worksheets that turn hours into minutes 

·         The “missing manual” on formulas: order of operation and cell reference structure 

·         Must know functions that let you create data where there isn’t any: IF, VLookUp,  

           text functions 

·         “Gotchas” and “Whyzitdothats” that will eliminate trial and error formula building  

·         Reverse engineering a workbook that someone else set up  
 

Fast & Fabulous PowerPoint Presentations 
Does it take you hours and hours to create a PowerPoint presentations? Are you fighting 
legacy presentations that are frustrating and time consuming to modify and customize? 
This session will literally peel hours off your current process and show you how to turn 
those old, ugly presentations into new and nimble decks that can flex with your changing 
needs.  

·         Discover two methods to get content into your presentation quickly 

·         Learn how Slide Masters save hours of unnecessary tweaking 

·         How to use PowerPoint’s newest features to add pizazz and engage your audience 

·         Getting Excel data into PowerPoint the right way, the first time. 

·         Using the power of Word and PowerPoint together to create great handouts  
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IAAP Evansville Chapter 
Registration Information 

      September 26, 2014 
9:00 a.m.— 4:00 p.m. 

Please Print Legibly 

Name:   CAP or CAP-OM          Yes 

Company Name:   Email:   

Address:   City/State/Zip   

Business Phone:   Home Phone:   

Make checks payable to Evansville Chapter IAAP 
Please mail registration form along with payment to: 

Sharon Clark-Leer 
1819 Coker Avenue 

Evansville, IN  47714 
sharon.clark-leer@wowway.com 

 

     □      $40.00 for Non-Members 

 

       □      $25.00 for IAAP Members 

 
Please note that lunch is included with cost of program.   

Lunch will be catered by Jason’s Deli. 
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Melissa P. Esquibel, MCT 
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Melissa Esquibel specializes in transforming those 
confused by technology into empowered users of  
these powerful software tools. As a Microsoft Certified 
Trainer (MCT) with more than 25 years in business 
application technology, Melissa has a unique ability to 
make learning programs enjoyable and valuable. 
Whether teaching how to crunch numbers with Excel, 
deliver compelling presentations in PowerPoint or 
generate business-winning proposals and reports with 
Word, Melissa impresses clients with her knowledge 

and instruction. Melissa’s consulting career spans banking, manufacturing, tele-
communications, energy and insurance, which allows her to provide real-world 
examples and applications. She has enabled everyone from rocket scientists to 
real estate brokers to put the “productive” back in office productivity software. 

A Chicago native, Melissa attended both the University of  Illinois-Chicago and 
De Paul University with major studies in Accounting and Business Management. 
Her early career focus was internal controls for technology, first as an EDP Au-
ditor and then as a Data Security Specialist. Her “pre-technology” education and 
post-college technology experience made her a frequent translator between busi-
ness users and technology architects. 

Melissa seeks opportunities to empower the “non-geek” with technology tools. 
Her sense of  humor and passion for her vocation makes time fly in the class-
room. She facilitates Microsoft Experience Center sessions at Microsoft loca-
tions across the country. Melissa is also the primary content contributor for Of-
fice Technology Today, Business Management Daily’s monthly technology news-
letter and host of  the Office Technology Today Answer Center. 

 

Hope you will plan on joining us for this educational event  

hosted by the Evansville Chapter—IAAP. 


