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Dates To Diarise
GROUP MEETINGS
Tuesday, 16 February 2021
Time Management
Tuesday, 16 March 2021
Steve Smith

MANAGEMENT TEAM MEETING
Wednesday, 3 February 2021 5.30pm
Venue to be advised

DECEMBER MEETING
Wednesday, 2 December 2020
Broadgreen Centre Meeting Room
Nayland Road, Stoke 5.30 – 7.30pm
Join Nelson Group members and guests for a night of laughter,
disappointment and triumph when we host another Chinese
Auction at Broadgreen in Stoke. You may learn more about the
Historic House by going to http://www.theprow.org.nz/places/
broadgreen-house.

If you’ve never joined in a Nelson Group Chinese Auction before,
it’s an entertaining (sometimes ruthless) game of gift exchange.
The rules will be revealed before the play starts.
Admittance is a wrapped gift of no more than $10.
Refreshments Although wine and juice will be provided, a plate of
fingerfood to share will be appreciated, but not mandatory.

NEWSLETTER
This is our last newsletter for 2020.
We hope you all have a fantastic Christmas
and wonderful New Year.
We look forward to seeing you all
again in 2021.
Deadline for articles to be included in the
February newsletter is Wednesday,
20 January 2021.
Please e-mail Margaret Bartlett at

Attire In the spirit of the season, please consider adding a touch of
holiday cheer by donning a Santa hat, reindeer horns, holiday earrings—use your imagination!
At the beginning, or the end of the evening, you may like to stroll
around the Samuels Rose Garden. You may learn more about this
and how it got its name by visiting http://www.theprow.org.nz/
places/samuels-rose-garden/
Attendance When Susan Sparrow sends out your invitation, please
reply with your attendance. We hope to see many of you there for
an hilarious evening.

bushrunner@xtra.co.nz
January 2021
Nelson Group has traditionally met with Marlborough Group in
January. Our get-together will be held on Friday, 29 January
2021 at the Captain’s Daughter, Main Road, Havelock.
We generally car pool, so please let us know if you would like to
join us.
You will receive an e-mail announcing the meeting early in 2021.
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President’s Report
Greetings Fellow Members
Here we are at the end of what can only be
described as a most unusual year! Let’s hope that
2021 is more peaceful and less stressful.
Our first dual-mode group meeting (face to face and
Zoom) with Debbie Mayo-Smith was a great success.
Thank you to Margaret Black for arranging the venue,
the technology and liaising with Debbie. Thanks to
Rossana for setting up the Zoom meeting. It was
good to have our first such meeting with Debbie, who
has so much experience with webinars and virtual
meetings. Please let us know if you have any
suggestions to improve this type of meeting - a
learning experience for all of us. Thanks to everyone
who attended either in person or by Zoom.
Our annual end-of-year meeting, the Chinese Auction
at Broadgreen Meeting Room, should be great fun, so
put on some Christmas-themed attire and join us on
Wednesday, 2 December. Unfortunately, this type of
meeting doesn’t lend itself to virtual attendance.
Thank you to everyone who has contributed to our
Group over the past year. Your contributions make
our Group successful. We hope that the New Year
will bring renewed enthusiasm, and we encourage
each of you to invite a new member to add vitality to
the Group.
Lastly, my thanks to the wonderful members of the
Management Team for the smooth running of the
Group and best wishes to you and our valued
members, and your families for a happy and relaxing
festive season and a healthy, happy and successful
2021.

Kathy Webb
President
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December Newsletter Contributors
Thank you to this month’s contributors
Margaret Bartlett

Kathy Webb

Patti Rizer

Margaret Black

Pam Meadows

Irene Buchan
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MEETING FEES
Meeting fees are $7 each month members and
$10 for guests. Payment may be paid in cash
at the meeting or using direct debit into the into
the AAPNZ Nelson Group bank account.
Bank account: 12-3193-0013054-00
Reference: Please ensure your name is entered
thank you.
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NOVEMBER GROUP MEETING REPORT by Pam Meadows
Eleven members and one guest met together at the Nelson Summit office for our November
meeting to hear Debbie Mayo-Smith share more pearls of knowledge and wisdom via
video link. Four other members joined in from the comfort/convenience of their own home.
Kathy welcomed all and reminded us of the webinars that AAPNZ were running in place of
the national forum, normally held at a nominated NZ city each year. She thanked Margaret Black for organizing the
meeting and the use of the Summit office.
After Margaret’s introduction, Debbie proceeded with her comprehensive list of business and
personal tips, focusing firstly on the features that Google has to offer. Google emulates
Microsoft and has apps for Smartphone. Some of these are:
• Drive: Most of us know about Dropbox. However, with Dropbox you are restricted
to only 2 GB free. With Google Drive you have a total of 15 GB!
• Calendar:
Like an online scrapbook – same as OneNote
 Can share with others such as family so all can keep up with what each other is
doing. Click on the three dots to the right and select Share.
Can colour folders – accessed via Settings.
• Sheets (like Excel)
• Docs (like Word)
• Maps: Allows you to create MyMaps and upload a Google Sheet based on pins,
e.g. all the places that may be of interest, including directions. It also uploads a
spreadsheet.
• Art & Culture: Enables you to explore a wealth of museums, galleries, etc.
• Earth: Allows you to travel the world without leaving your seat and see sights from
different angles.
• Voice Typing: Enables you to dictate letters, etc. Access under Tools.
• Quick Parts
• Invitations: Enables you to ask various questions via email.
• Forms: Allows you to create online surveys. Creates a link you can email and
recipients can just fill in the blanks.
• Boolean: A language you can use to narrow down your searching in Google by
using quotes and +/-, e.g. to find all office managers in Blenheim and their contact
details, put “office manager” Blenheim + phone + email -jobs. Note: Be sure not to
have a space after “-“ but do have a space after “+”.
Debbie then shared some home productivity tips about fermenting and greens:
• Kombucha: Made from tea (green or black), sugar and ‘scoby (the culture)
• Ginger beer: Made from 1 TBS grated ginger and 1 TBS sugar added to water.
Put in a jar and feed once a week.
• Kefir: (similar to yoghurt but more liquidy).:Made from milk, grains and air.
• Sauerkraut: Made from grated cabbage and salt - leave in a big bowl and keep
under liquid.
For more information and to access cultures, etc. go to the Facebook page: Fermenting Freaks Forever! New Zealand.
• Sprouting: Seeds can be grown in a jar covered with nylon stocking and secured with a
rubber band. Soak seeds for 8 – 24 hours, rinse everyday and put somewhere warm. Don’t
allow to sit in water though.
• Microgreens: Unlike spouting, needs soil and time with four or five hours of sunlight. Can use a
Chinese takeaway container. When ready, cut above the dirt line. Can reuse dirt but because
of all the roots it is probably best to put into compost and use fresh soil. Microgreens have the
highest nutrition.
Access to seeds can be purchased online through King Seeds or South Pacific Seeds.
One final tip on saving money is on tomato plants: When doing that necessary pruning, cutting out
the laterals on a tall-growing tomato (that needs staking) retain those shoots and put into water for 3-4 days to grow
roots then pop into soil, then voila – a new plant (hopefully)!
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SAVE THE DATE, BIRTHDAYS AND MORE

S AV E T H E D A T E
ADMINISTRATIVE
PROFESSIONALS DAY
2021
Wednesday, 21 April 2021

The Member of the Year
(MOTY) Award
Is in recognition of quality of
membership, dedication and involvement
with the Nelson Group in many ways.
More information will be available next year,
but start thinking about this now!
A presentation is made at the
Administrative Professionals Day luncheon.

12-1.30pm Trailways Hotel
Nelson
We hope to see you there!

DECEMBER/JANUARY BIRTHDAYS

W

arm birthday wishes to the following birthday girls:

Megan Clark

5 January
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AAPNZ NELSON GROUP 30TH ANNIVERSARY
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GRAMMAR TIP –NOVELS, BEST FIRST LINES by Patti Rizer
Best First Lines from Novels
The Pros Know Concise Writing Is Good Writing
Good writers, whether a best-selling author or an administrative professional, know keeping their
writing concise is vital. Some of the best-selling books of all time begin with a sentence that has
as few as 3-4 words. Below is a list of first lines from 17 well-known books. How many do you
recognise?
Instructions: In the Answer column, write the letter of the Book/Author that corresponds to the Opening sentence. Some
are easy; some are challenging. I’ll give you the first one: No 12 is J.
No

Answer

1
2
3
4
5
6
7
8

9
10
11
12
13
14
15
16
17

J

Opening Sentence
Who is John Galt?
The cosmos is all that is or ever was or ever will be.
In the beginning, God created the heavens and the
earth.
My suffering left me sad and gloomy.
A long time ago, in a galaxy far, far away.
The Mole had been working very hard all the morning,
spring-cleaning his little home.
Call me Ishmael.
It is a truth universally acknowledged, that a single man
in possession of a good fortune, must be in want of a
wife.
Lolita, light of my life, fire of my loins.
Happy families are all alike; every unhappy family is
unhappy in its own way.
It was a bright cold day in April, and the clocks were
striking thirteen.
I am an invisible man.
Mrs. Dalloway said she would buy the flowers herself.
All this happened, more or less.
Elmer Gantry was drunk.
It was love at first sight.
You better not never tell nobody but God.

Book/Author
A
B
C
D
E
F

Jane Austen by Pride and Prejudice
1984 by George Orwell
The Wind in the Willows by
Kenneth Grahame
Elmer Gantry by Sinclair Lewis
Anna Karenina by Leo Tolstoy
Cosmos by Carl Sagan

G
H

Catch-22 by Joseph Heller
Slaughterhouse 5 Five by Kurt
Vonnegut

I
J

Life of Pi by Yann Martel
Invisible Man by Ralph Ellison

K

Atlas Shrugged by Ayn Rand

L
M
N
O
P
Q

Mrs. Dalloway by Virginia Woolf
Herman Melville by Moby-Dick
Lolita by Vladimir Nabokov
The Color Purple by Alice Walker
Genesis
Star Wars by George Lucas

See answers elsewhere

Quotes from Famous Writers


To write simply and clearly has been my only purpose, and one has to work very hard for it.
–W. Somerset Maugham



I write as I walk because I want to get somewhere; and I write as straight as I can, just as I walk as straight as I can,
because that is the best way to get there.
–H G Wells



To write in the fewest possible words, as clearly as possible, exactly what one meant - that is his only lesson in the
art of writing.
–Virginia Wolf



Whenever you can shorten a sentence, do. And one always can. The best sentence? The shortest.
–Gustave Flaubert



There are few things in life as beautiful as a simple sentence or as rare.
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SKILLS BASE by Debbie Mayo-Smith
Changing Outlook’s Unread Email Default
Are your Outlook emails turning to ‘read’ too soon? You can change this. Don’t bother going deep into the options menu.
Instead in Outlook Email
View Ribbon >Layout Menu > Reading Pane.
Click Options. As the image shows, you can then change to the number of
seconds that best suits you.
For Gmail, there isn’t a general time change. On each email (as you can with
Outlook) you can change the status to unread.

Fantastic Google Maps Phone Tip
Why are so very many cool features in software hidden? You can Zoom in or
out with one finger on Google Maps!
 Simply centre the map so your focal point is in the middle.
 Double-tap anywhere on screen, keeping your finger in contact on the second tap.
 Slide your finger up to zoom in or down to zoom out.
This tip is for one handed use.

Home Productivity Tip One – Google Shared Calendar
For many, one of the most hectic jobs is keeping track of schedules and the many commitments of an entire family. Appointments.
Travel. Sports. Meetings. Things to do. The problem is – everyone keeps different diaries/software. With the holiday and vacation
season upon us, keeping track is so important.
Why not consider creating your own family Google calendar to share?
In your Google Calendar,
Share click on the three dots to the right and select share
New - create a new calendar in Settings>Add calendar > Create New
You might remember that I wrote that we created a Google calendar for our motorhome and shared the calendar with our six
children. This allows them to book use of it/see if it’s free. Each calendar can have it’s own colour so in a flash you can tell who set
the item. In the image below, you can see the motorhome is yellow; Debbie’s is red and Steve’s green.
A few family ideas:

Highlight school holidays for 2021 so you can see in a snap when
something might conflict


Add committee meetings, parties, school meetings, planned time
off of work, etc.



Birthdays of friends and relatives



Important work dates



Add on a To-Do list



Schools, day care - events, fundraising, holidays,
teacher only days.....

Debbie Mayo-Smith aka Ms Effective is one of New Zealand’s most sought-after motivational speakers and trainers. 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.
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NELSON GROUP MANAGEMENT TEAM 2020/2021
Group President

Financial Officer

Kathy Webb
545 1755 h

Kathy Tatlock
021 409 631 m

021 134 3736 m

skwebb@xtra.co.nz

Kathytatlock@gmail.com

Newsletter Editor

Education Officer
Membership Officer

Margaret Bartlett
547 7759 h

Patti Rizer
548 7232 h

027 3099 655 m

021 053 2953 m

bushrunner@xtra.co.nz

patti@ts.co.nz

Events Co-ordinator

Photographer

Susan Sparrow
546 9535

Irene Buchan

027 473 3567 m

ibuchan@ihug.co.nz

Administration Officer
Historian
Margaret Black
027 615 5141

blacklamont@gmail.com
Social Media Officer
Rossana Rogers
542 2100 h
027 372 5087 m

rossanarogers@xtra.co.nz

021 122 5312 m

robinwhalleyoffice@gmail.com

Answers:
1. K, 2. F, 3. P, 4. I, 5. Q, 6. C, 7. M, 8. A, 9. N, 10. E ,11. B, 12. J,13. L, 14. H, 15. D, 16. G, 17. O
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