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Nelson Notes 
Newsletter of Nelson Group, Association of Administrative Professionals NZ Inc 

PO Box 1350, Nelson 7040 
 

“Promoting professional development and excellence” 

AUGUST 2019 

Dates To Diarise 

 

GROUP MEETINGS 
 

Tuesday, 17 September TBC  

Wednesday, 16 October TBC 

 
 
 

MANAGEMENT TEAM MEETINGS 

Tuesday, 3 September 5.30pm  

WSP Opus Meeting Room, Nelson  

Tuesday, 1 October 5.30pm 

WSP Opus Meeting Room, Nelson  

 

 

 

 
 

OTHER EVENTS  

AAPNZ Professional Development Forum 

Saturday, 14 September, Dunedin  

 

 

 

NEWSLETTER 
Deadline for articles to be included in the  

September newsletter is Friday,  

16 August 2019. 

Please e-mail Margaret Bartlett at 

bushrunner@xtra.co.nz 

 

TUESDAY, 20 AUGUST 

CHRISTMAS CARD MAKING 
WORKSHOP - FREE MEETING 

It is always nice to receive a handmade card and the personal 

touch makes the recipient feel more valued.  Our August  

meeting will be making your own Christmas Cards.  

We have managed to obtain the services 

of Marloes Aynsley and Diane Bennett.  

Diane’s daughter Kristal will be helping 

out too. 

Two cards will be Christmas themed and 

the third a Thank You card plus Gift Tag. 

Please come along for an enjoyable evening making cards 

and gift tags. 

When: Tuesday, 20 August 2019 

Where: WSP Opus Meeting Room, Nelson  

Time: 5.15pm - 5.40pm Socialising, networking and light snacks 

 5.45pm - 7.00 Christmas Card Making 

Cost Free to Members - Non members - $10  
 

RSVP:  Kathy Webb skwebb@xtra.co.nz by Friday, 16 August 
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Management Team Report by Alma Kelleher  

Greetings  
 

Welcome to the August edition of the Nelson AAPNZ 

newsletter.   Nearly end of July already!  Over half way 

through the year,  another  146 days to Christmas.  You 

probably don’t want to be reminded.   So much to do 

before then.  But, at least, the weather will be better. (We 

hope so). These days one cannot talk about the weather 

without also talking about global warming.  I read 

somewhere recently that in the year 2050 the Auckland 

climate will be akin to that in Sydney.  So, for those wanting 

to migrate to warmer climes, stick around. 

While we are still exposed to the Nelson weather, make 

sure you don’t catch a cold, but if you do, take the 

necessary time off work, look after yourself. 

During one of our last group meetings, Cynthia Pratt’s 

workshop on health in the workplace provided some 

wonderful tips on how to stay mentally and physically 

healthy. This was followed up by the group meeting in July 

during which Meredith Cornelius told us how to keep our 

finances in a healthy state.  At the July meeting we learned 

from Steve Smith how to keep our computers healthy.   

Coming back to the June and July editions of the newsletter 

in which I mentioned the AAPNZ national conference 

scheduled to take place 14 September in Dunedin. What I 

omitted to mention is that AAPNZ Nelson would be 

prepared to make a contribution to the cost of attending 

this conference, should any members be interested.  Please 

contact any committee member for further information. 

Please also remember to read the National President’s 

newsletter and the AAPNZ website for some interesting tips 

and hints, training courses and workshops, nationwide, to 

help you further your knowledge and skills as a professional 

administrator.   

Last but not least, AAPNZ National Website is offering free 

access to the international newsletter “The Executive 

Secretary” Magazine.  You can download copies for free of 

the magazine.  If you don’t already have a login, contact 

membership@aapnz.org.nz  and they will organise one 

for you. 

That’s all from me this time.  I’ll leave you with a hopefully  

light-hearted afterthought. “ I find it ironic that the colours 

red, white, and blue stand for freedom - until they are 

flashing behind you.” 

 

Alma Kelleher, Membership Officer 
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August Newsletter Contributors  

Thank you to this month’s contributors  

Margaret Bartlett Patti Rizer 

Alma Kelleher Kathy Webb 

Irene Buchan Margaret Black 

Did you know?  

The Andes, which is the world’s longest mountain range, 

stretches for approx. 7,200km along the western side 

of South America. The range goes through seven coun-

tries: Argentina, Chile, Bolivia, Peru, Ecuador, Columbia 

and Venezuela.  
 

The deep sea is a mysterious place. Sunlight starts  

fading around the 200m mark below the ocean’s  

surface. By 1,000m there is almost no light, making  

photosynthesis impossible. 
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JULY GROUP MEETING REPORT by Margaret Black 

 

 

 
STEVE SMITH - TECHNOLOGY-WHERE ARE WE GOING 
 

Margaret Black welcomed the group and presented Pam Meadows and Carol 

Foote with their Professional Development Certificates from last year.  Alma then 

introduced our guest speaker and long-time supporter of AAPNZ, Steve Smith. 

Steve’s topic this meeting was ‘Where are we going?’ in relation to technology.  

He started with a short video clip on the not-too-distant future of cell phones.  

These phones have OLED (Organic Light-Emitting Diodes) screens that fold up!  If 

you have a phone now with a cover, imagine opening that cover and the 

whole area is screen.  As with anything new, it’s not known how long the 

screens will last with lots of folding, but they certainly looked  

amazing. 

5G technology is the next best thing and the main advantage is speed.  It  

will drive so much more technology – think driverless cars – and will reduce 

the delay in download speeds.  Around the world there is some resistance to 

Huawei as the main provider of 5G as they are controlled by the Chinese 

Government.  No longer will Big Brother be watching you but everyone’s  

brother will be watching you. 

 

Apart from folding screens, cell phones will have other amazing features  

including: 

 Multi high resolution cameras 

 More hard-disk space, ram and processors 

 Ability to share to a big screen and keyboard to replace laptops and 

desktops 

 Microsoft is developing software to run on cell phones. 

 

As always, security on phones is a major issue.  In 2017 there were 116.5 million 

attacks.  In 2018 this had increased up to 66.4 million.  In 2018 there were  

increases in attacks using mobiles for malicious crypto currency mining (you might want to Google that).  Also, in 2018, 

there was an increase in banking trojans detected.   

 

Steve’s advice for these threats: 

 Buy apps from genuine locations 

 Do not jailbreak your phone (To jailbreak a phone is to modify it so 

that you have unrestricted access to the entire file system. This  
access allows for changes that aren't supported by the phone in its 

default state) 

 ALWAYS update to the latest operating system and updates 

 Install a Malware app 

 If you have Malware on your computer, you may be able to 

download a copy for your phone or at least buy it cheaper if you have a subscription. 

 

Margaret Black welcoming everyone 

New foldable phones 

Steve Smith explaining how the phones will fold 

https://www.lifewire.com/what-is-a-file-system-2625880
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There is so much more going on in our homes now: 

 Routers are now multi-user; multi-input and multi-output 

 Our fibre connection is currently <200mps (megabits per second) 

 Internal home networks could be much faster 

 It’s likely we’ll move to 5G cellular connections over fibre to speed 

things up 

 There are currently several voice-activated home systems: 

 Alexa – Amazon Echo 

 Siri – Apple Homepod 

 Google Home 

 Remember – they are listening all the time!!! 

 And they are cloud based, not home based, so be careful. 

 We are getting closer and closer to smart homes and smart  

devices – fridges with screens where you can order your groceries to 

be delivered to your door; heat pumps, washing machines and  

dishwashers that can all be controlled from our smart phone. 

Windows 7 is EOS – at the End of Service.  The support for this operating 

system will end on January 14, 2020.  You will need to upgrade to  

Windows 10 or buy a new computer with Windows 10 already installed.   

Windows 10 is the last operating system Microsoft will produce.  From now 

on they will release interim updates and every 3-4 months they will produce 

complete upgrades.  Office 10 runs Microsoft Office 365 which is a  

subscription-based package and updates automatically, so you are  

constantly working on the latest version, currently 2019 version.  You  

may notice that some things may disappear from Office 10 or Office 

365 after an update, if not used by a high percentage of users.  

As always Steve was a wealth of knowledge and an absolute pleasure  

to have as part of our group. 

JULY GROUP MEETING REPORT Cont’d 

Margaret Bartlett thanking our guest speaker Steve 
Smith for the great information we received from 
him and presenting him with a gift.  
Not sure we will see some of the new foldable 
phones in our lifetime, but you never know. 

Steve answered any questions he had received before 

and during the meeting.  
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AUGUST BIRTHDAY 

W arm birthday wishes to the following birthday 

girl: 

Kathy Tatlock 9 August  

  

MANAGEMENT TEAM MEMBER PROFILE  

Margaret Black - Administration Officer, Historian 
 

1. Where were you born? 

Rotorua – New Zealand 

 

2. What different industries have you worked in? 

Finance/banking, wine, farming, apple/pear, spirits/beverage/food, and property valuation. 

 

3. What is your current employment? 

Last year I became a Registered Financial Adviser.  Although not strictly administration, my skills and  

experience have certainly helped me in setting up good processes and procedures. 

 

4. How long have you been a member of AAPNZ and why did you join? 

Member for 12 years.  I joined with the encouragement of a colleague to learn and grow as a professional 

administrator – and I feel that I have done her proud.  

 

5. As an administrative professional, what do you enjoy most in your job? 

Stationery!!!!  I enjoy working for people, assisting them in whatever way I can.  I enjoy working on a  

computer and completing tasks (especially tricky ones) in a professional efficient manner.   

 

6. What do you do for fun outside work? 

A bit of a mixture:  In the summer I ride a mountain bike and Harley Davidson motorbike. In the winter I’m a 

home body enjoying hand crafts such as knitting, crochet, sewing, and I’ve just discovered diamond dainting.  

I go to the gym most days of the work week.   

EXECUTIVE SECRETARY MAGAZINE 

I know you will have read about this in the 

Management Team Report on page 2.   

When you login to the National Website, click 

on ‘Resources’ and go the ‘Executive Secretary 

Magazine - Members Only Section’ and click 

on this.  

Down below there is an https:// link - click on 

this and it shows all magazines from July 11, 

2019 down to September 5, 2016. Once you 

click on one pdf magazine, you can print off 

relevant information that interests you.  

Trivia Answers: 
1. Turkey, 2 Full of grace, 3. New 
Zealand, 4. 29, 5. Daydreaming 
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What Those F1 – F12 Keys Actually Do* 

Look at your computer’s keyboard and you’ll notice the cluster of function  

keys labelled F1 to F12. You might press them to adjust the volume 

on your computer, or for playback features on video applications. 

Maybe you’ve never used these keys because you were unsure what they were for. These keys perform multiple actions 

when used within operating systems and browsers. 

Add on to your existing knowledge of Ctrl + Alt + Del and other mouse-free advanced tricks. With this list below, you’ll 

be endowed with a set of shortcuts and easy fixes once you get the hang of them.  
 

F1 

Activates the help menu immediately.  On a Windows menu, when pressed with the Windows key it will bring up  

Microsoft’s help and support menu.  Ctrl + F1 hides and displays ribbon menu in Microsoft Excel and Word. 
 

F2 

Enables you to edit a selected folder or file name in Windows Explorer. In Microsoft Office, pressing Alt + Ctrl + F2 

opens the Documents Library. 
 

F3 

Allows you to search files in Window Explorer. Opens the Find feature in web browsers like Mozilla Firefox, Google 

Chrome.  Shift + F3 is used to change case in MS Word, including all caps, lowercase, or uppercase. 
 

F4 

Duplicates your action within a program like drawing a line.  Alt + F4 closes active program windows quickly 

In Windows Explorer, places the cursor in the address bar. 
 

F5 

Refreshes internet browser pages or the screen in Windows. Opens “Find and Replace” in Microsoft Office. 
 

F6 

Moves cursor to address bar in web browsers. Microsoft Word, jumps to next pane in a split screen. 

Ctrl + F6 allows you to toggle between multiple Word documents. 
 

F7 

Shift + F7 prompts the Thesaurus function to open in Microsoft Word. Alt + F7 checks spelling and grammar in MS Word 
documents. 
 

F8 

Launches safe mode when Windows boots up.  In MS Excel, enables Extend Mode for arrow keys. 
 

F9 

Updates fields in Microsoft Word.  Ctrl + F9 inserts empty fields in Word. 
 

F10 

Opens the menu bar.  Shift + F10 operates as a right click.  Ctrl + F10 maximizes a window in MS Word. 
 

F11 

Enters and exits full screen mode in web browsers.  Shift + F11 adds a new spreadsheet in MS Excel. 
 

F12 

Opens the “Save As” command in MS Word. Shift + F12 saves the document in Word.  Ctrl + F12 opens a document in 

Word. 
 

Keep in mind that on many laptop PCs, pressing the “Fn” on the keyboard will enable functions to use with F-keys on your 

computer such as those for multimedia. If those options are already enabled on your computer, you can deactivate them 

by going to the control panel.  With the number of computers out there, many ways exist to customize your system’s  

programs. Therefore, some of these tips may not work on your computer.  Try them and you can cut down on keystrokes 

and mouse clicks by using a few of these handy functions.     *Internet article from Tip Hero 

FUNCTION KEYS—PROFESSIONAL DEVELOPMENT 

https://tiphero.com/how-to-keep-your-laptop-cool/
https://tiphero.com/how-to-clean-a-laptop/
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SKILLS BASE by Debbie Mayo-Smith 

Debbie gives speeches, seminars and trains on technology and personal productivity. Sign up for her monthly quick tip  

newsletter here. http://debbiespeaks.com/newsletter/newsletter-sign-up/  

To have Debbie speak at your next event or train your team call 64 27 575 5359 or visit her www.debbiespeaks.com 

Published by SuccessIS. Debbie Mayo-Smith International Motivational Business Speaker and Author, 35 Chelmsford Ave, Glendowie, Auckland 
NZ. Phone 64 9 575 5359. Copyright 2017 SuccesslS.  All rights reserved. SuccessIS is committed to protecting your privacy.  

We do not sell, trade, rent or otherwise disclose any personal information you provide to us. 

EMAIL 

Problem: You get loads of emails but don’t want to use rules to sort them. Or you 

need certain emails to stand out immediately because of the source, or whom they’re 

from. Or perhaps emails arrive with certain types of problems you need to address 

immediately. 
 

Solution: Automatically Colouring Your Emails (and Calendar and Tasks)! 
 

Outlook: A fabulous, but hidden feature is Conditional Formatting. You set a  

condition to look for (such as email address, word, subject line). Next specify the  

colour, font, size of font and bold or italics for the email to automatically change into 

when the condition is met. For example, I have every email that arrives with the word 

training in it turning green, bold, and with a larger typeface than the others.  
 

Outlook 2010-2019 View Ribbon>View Settings> select Conditional Formatting. A 

window opens and you have three steps- 1. Give it a name. 2. State the condition 

you want met. 3. Select your font, colour, size.   Even better, when you set one up, 

it will work retroactively on emails already in your inbox!!!  
 

Calendar & Tasks - If you would like to use conditional formatting on these items, the result and the action steps are the 

same for email. You simply have to complete the steps for each of the Outlook programs (it doesn’t move across)   
 

Gmail: I’m sorry to say there are three steps to accomplish this feat in Gmail (and they’re a bit advanced) - see image 

below  

1. Create a label (the equivalent of folders) from the top navigation bar across Gmail 

2. Click the three dots on the label and assign it a colour 

3. Create a filter that sets the condition to look for in an email to 
apply to the label. When the new email arrives it will have the 

label name and colour preceding the subject line. 
 

SPREADSHEETS 
Problem: You have a large spreadsheet of information and you need to find specific data quickly. You need patterns of 
data to stand out, or certain information highlighted in some manner. For example, certain post codes. Who has done 
what training. The top 10% of sales. All the sales by one person. Amounts over or under a certain amount or even a  
coloured view based on range of values (top, middle, bottom). 
 

Solution: You can with (low and behold) Conditional Formatting. 
 

Excel - Home Ribbon>Styles Menu> Conditional Formatting (then follow the drop-down menu) 
 

Google Sheets: Use advanced conditional formatting  

1. On your computer, open a spreadsheet in Google Sheets 

2. Select the cells you want to format 

3. Click Format Conditional formatting 

4. Under the "Format cells if" drop-down menu, click Custom formula is. ... 

5. Click Value or formula and add the formula and rules 

6. Click Done. 

https://www.debbiespeaks.com/
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NELSON GROUP MANAGEMENT TEAM 2018/2019  

Group President 

Vacant 

 

  
Financial Officer 

NMIT Representative   

Katrina Aldridge  

027 262 5592 m 

Katrina.Aldridge@opus.co.nz 

  
Group Events  

Co-ordinator  

Kathy Webb 

545 1755 h 

021 134 3736 m 

skwebb@xtra.co.nz 

  

Newsletter Editor 

Margaret Bartlett 

547 7759 h 

027 3099 655 m 

bushrunner@xtra.co.nz 

  
Membership Officer  

Alma Kelleher  

547 6681 h 

021 020 38840 m 
 

info@nelsonsecretarial.co.nz 

  
Education Officer 

Patti Rizer 

548 7232 h 

021 053 2953 m 

patti@ts.co.nz 

  

Website Officer 

Rossana Rogers 

542 2100 h 

027 372 5087 m 

rossanarogers@xtra.co.nz 

  Administration Officer  

Historian 

Margaret Black 

027 615 5141 

blacklamont@gmail.com  

 

  
Group Photographer 

Irene Buchan 

021 122 5312 m 

ibuchan@ihug.co.nz 

 

MT Member 

Susan Sparrow 

546 9535 

027 473 3567 

robinwhalleyoffice@gmail.com   

 
 
 

  

 

 

 

Doing the best at this  

moment puts you in the 

best place for the next 

moment. 

 

Oprah Winfrey 

Trivia:  (from Coffee News) 

1. The yurt has its origins in what country? 

2. If Monday’s child is fair of face, what is Tuesday’s child? 

3. The Southern Alps mountain range is located in what  

country? 

4. In a leap year, how many days are there in February? 

5. If you are woolgathering, what are you doing? 

 

See Answers elsewhere in the Newsletter 


