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March 2009 

2008-2009 Officers 
 

President: 
Chris Lyles CPS/CAP 
Phone:  806-379-6411 

Chris@amarilloedc.com 
 

Vice President: 
Janet Howe CPS/CAP, MOS 

Phone:  806-372-6785 
Jhowe@proag.com 

 
Secretary: 

Jo Ann Haddock 
Phone:  806-345-7703 
Jhaddock@afiama.com 

 
Treasurer: 

Roxy Williams 
Phone:  806-350-7503 
Rwilliams@proag.com 

 
Director: 

Emily Garner CPS/CAP 
Phone:  806-353-7321 

Mastersonmgmt 
@sbcglobal.net 

 
T-L Division Contact 
Traci McIntosh CPS 

Secretary 
Phone:  817-927-6176 

TraciMc@BaylorHealth.edu 

Newsletter Committee 
 

Chair: 
Janet Howe CPS/CAP, MOS 

Howe2@suddenlink.net 
 

Gina Garrett PLS 
rrgarrett@actx.edu 

 

IMPACT Your Career... 
Through a membership in the 
International Association of 

Administrative Professionals®, 
a professional organization 

created just for YOU! 
 

Learn: 
¨ The benefits of IAAP® Membership: 

¨ WIIFM (what’s in it for me) 
¨ How your employer will benefit 

from your membership 
 

Thursday, March 12 
11:45 a.m. to 1:00 p.m. 

West Texas A&M University 
Enterprise Center 
2300 N. Western 

Across from Tascosa Country Club 
 

Free Admission - lunch provided 
Reservations required 

Please RSVP by March 5 to 
Chris Lyles CPS/CAP at chris@amarilloedc.com 

Janet Howe CPS/CAP, MOS at jhowe@proag.com 
Please reference IMPACT in the subject line of your email. 

www.iaap-amarillo.org 
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2008—2009 
International Board of Directors 

 
President ······························································ Barb Horton CAP 
President Elect ·····································Susan K. Shamali CPS/CAP 
Vice President ·····························Mary A. Ramsay-Drow CPS/CAP 
Secretary ·······································Janine Joy Riemersma CPS/CAP 
Treasurer ················································Karlena Rannals CPS/CAP 
Southwest District Director ··················Antoinette Smith CPS/CAP 

 
T-L Division Board of Directors 

 
President ················································Suzanne Dunbar CPS/CAP 
President Elect ··································Donna M. Shotwell CPS/CAP 
Vice President ································ Michelle A. Spradley CPS/CAP 
Secretary ······················································ Traci L. McIntosh CPS 
Treasurer ················································Carla S. Flowers CPS/CAP 

While visiting with a business associate and asking if my contact information for his administrative assistant is 
correct, he said something that I think we all know some people believe. Receptionists are not a vital member 
of any office team! They are “just a receptionist”… Now let me clarify that he does not think this way. He ab-
solutely realizes how valuable his administrative assistant is to his company. Sadly not every company does, 
nor does every receptionist. 
 
In my “previous life”, I was the receptionist at a large corporate office, over 200 employees. I answered a 
multi-line telephone system, directed calls, greeted visitors and guests and assisted employees when the need 
arose. I cannot tell you how many times people commented “I don’t know how you do this job. I wouldn’t 
want it.” To me, that indicated the importance of that position and how valuable that employee felt I was in 
that position. 
 

Receptionist must be able to multi-task. And that is the least they should know. They must be friendly, organized, punctual, reli-
able, accountable, and continuously striving for professional and personal growth. Actually, everyone in every field should be 
striving for growth. 
 
I challenge you to let your office receptionist know how valuable you feel they are. Unfortunately I think this kindness is shared 
too seldom. But I guarantee it will be greatly appreciated. Remember when you were in that position? 
 
And not to forget the importance of what is upon us…Happy St. Patrick’s Day. And unless you enjoy being pinched (do they 
still do that?) you’d best wear some green!  
 
Chris 

Chris Lyles CPS/CAP 

CPS/CAP Summary as 
of November 2008 

 
CPS 
Number taking exam:  956 
Number certified:  618 
Total CPS holders:  27,948 
State ranking: 
       #1 Tennessee  2,981 
       #2 Texas  2,378 
 
CAP 
Number taking exam:  463 
Number certified:  407 
Total CAP holders:  4,600 
State ranking:  #1 Texas  471 

 IMPACT Lubbock 
 
An IMPACT meeting was held at TTUHSC in Lub-
bock on February 25 as part of their Administrative 
Professionals Team meeting. There were 19 ladies pre-
sent, including our own Melanie Clevenger and Silvia 
Ballejo. Roxy Williams, Carla Banks CPS/CAP and 
Janet Howe CPS/CAP, MOS presented information 
about IAAP and briefly described the steps to forming 
a Lubbock IAAP Chapter. 

 
 
 

If you purchased 
the Microsoft Of-
fice Specialist 
(MOS), Certified 
by Summer 
vouchers offered 
by Certiprep last 
year, your time to 
redeem the vouch-
ers and take the 
exams is getting 
short. 
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Question of the Month 
 

My boss and I are close to the same age and have a lot of things in common, so we tend 
to get along very well. Lately, she has been complaining a LOT about a couple of my 
coworkers' attendance and attitudes. The problem is she seems to have a hard time 
reprimanding them as she should. She's just too nice. How can I help her understand this 
issue so that she will act on it? 
 
¨ Has she ever reprimanded someone before? If not, she may not know how to do it. Perhaps visiting with her 

about how you would want to be approached if it was you or roll playing the conversation would help her 
proceed with disciplinary action. Or maybe she doesn't intend to do anything and is simply venting. If that is the 
case, I would consistently reply with, "So what are you going to do about it?" She'll either do something or quit 
whining to you. 

¨ This is an opportunity for your boss to grow as a supervisor and to demonstrate leadership. First she needs to 
clearly understand why attendance and attitudes are important to meeting your company's business objectives. 
Then she needs to understand why her direct reports may be having trouble meeting expectations around 
attendance and attitudes. This can be a wonderful learning experience for your boss and your co-workers. Rather 
than blaming and punishing them for their attendance and attitudes this can be a chance for everyone - your boss, 
your coworkers and even you - to figure out what's not working and to find an approach that will work. Even 
employees with attendance and attitude problems still have important things to contribute to the company. Your 
boss can demonstrate genuine leadership by helping them to figure out what they have to offer and helping them 
to overcome their attendance and attitude problems. When she helps her direct reports succeed, she succeeds as a 
supervisor. 

¨ You could make up a fake scenario that you have a friend and ask her advice on how to handle it. If she doesn't 
have any ideas try and brainstorm. You never know, one might stick. 
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COMPUTER CORNER 
Submitted by Janet Howe CPS/CAP, MOS 

 

If you create the same report or budget worksheet each week or each month 
and type the same data each time, such as department, employee, or product 
names, you can save time by typing common data just once in one worksheet, 
instead of retyping the same data over and over again in multiple worksheets. 

You do this by first grouping together as many worksheets as you want to create. How you 
group the worksheets depends on how many sheets you want to group together. To group: 

¨ Two or more adjacent sheets - Click the tab for the first sheet, and then hold down SHIFT and click the 
tab for the last sheet. 

¨ Two or more nonadjacent sheets - Click the tab for the first sheet, and then hold down CTRL and click 
the tabs for the other sheets. 

¨ All sheets in a workbook - Right-click a sheet tab, and then click Select All Sheets on the shortcut menu. 

[Group] will appear in the title bar at the top of the worksheet to let you know that you have grouped worksheets. 

Then enter all the data on the first sheet that will be common to all the sheets. While the sheets are grouped, you can 
also apply all the formatting that will be the same; insert the same number of cells, rows, columns, and worksheets; 
or set up the same headers and footers. 

When you are through doing all the work that is the same, ungroup the sheets by clicking any unselected sheet. If no 
unselected sheet is visible, right-click the tab of a selected sheet, and then click Ungroup Sheets on the shortcut 
menu. 
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Information Center 
On Your Calendar 

 
March 9—11 

Professional Education Conference 
Nashville 

 
March 12 

IMPACT Your Career 
 

April 16 
“Stepping Stones on the 
Pathway to Excellence” 

 
May 1 & 2 

CPS & CAP Exams 
 

May 15—17 
T-L Division Annual Meeting 

Shreveport LA 
 

July 26—29 
International Conference and 

Education Forum 
Minneapolis 

 
September 26 

IAAP University 
Las Colinas 

 
May 14—16, 2010 

T-L Division Annual Meeting 

Invocation 
April—Emily Garner CPS/CAP 
May—Roxy Williams 
June—Chris Lyles CPS/CAP 
 

Inspiration 
April—Lisa Thomas 
May—Patsy Wells CPS/CAP 
June—Chris Lyles CPS/CAP 
 

Door Prizes 
April—Emily Garner CPS/CAP 
May—Patsy Wells CPS/CAP 
June—Ann Stanford 
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February Membership:  28 

Question of the Month Continued 
 
In these tough economic times, our training budget has been severely cut. 
Any suggestions of great, on-line training sites for technology and soft 
skills? 
 
¨ One of the best ways to learn any software is to go through each menu 

item to see, first of all, the available options. Further information and 
examples can usually be accessed through the software’s Help tab. Of-
ten a tutorial is provided as well. Setting aside an hour or two per week 
for just this purpose can ultimately boost productivity at very little cost. 

¨ I think www.janeboucher.org. is a great website for soft skills. www.
slipstick.com is the ultimate Outlook resource. Microsoft's Crabby Of-
fice Lady (http://office.microsoft.com/en-us/help/FX101679371033.
aspx) offers "solid advice with an attitude." Crabby is informative and 
entertaining. Certiprep/Certiport offers good training for anyone work-
ing toward an MOS. 

¨ None that aren't within our business. 
¨ IAAP online University 

Reminders… 
CMOTY applications are due by 
March 31. All members are eligible 
with the exception of the last three 
recipients. 
 
Scholarship applications are due 
April 1. 
 
Both applications are available on 
our website www.iaap-amarillo.org. 

NEW IAAP Mission Statement 
 
Enhancing the success of career-minded administrative professionals 
by providing opportunities for growth through education, community 
building and leadership development. 
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