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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” 

FEBRUARY 2020 

Dates To Diarise 

 

GROUP MEETINGS 
 

Tuesday, 17 March 2020 

Steve Smith 

New Features Microsoft Office 2019 
 

 

MANAGEMENT TEAM MEETINGS 

Wednesday, 4 March 5.30pm 

WSP Ltd Meeting Room, Nelson  

 

 
 

OTHER EVENTS  

Administrative Professionals Day 

Wednesday, 22 April 2020 

12noon-1.30pm Trailways Hotel, Nelson  

Guest Speaker Annette Milligan NZOM 
 
 

 
 

 

 

NEWSLETTER 
Deadline for articles to be included in the  

March newsletter is Friday, 15 February 2020. 

Please e-mail Margaret Bartlett at 

bushrunner@xtra.co.nz 

 

WEDNESDAY, 19 FEBRUARY 

Learning Te Reo Maori as a Second Language 

My Language Learning Journey 

By Simon Linton Pimm 

 
 

At 15 percent of New Zealand’s population, 

Māori are the country’s second largest ethnic 

group, after Pakeha, even though many do not speak the language. 

In 1996, a quarter of Māori said they could hold a conversation 

about everyday things in the language. That fell to 21.3 percent in 
2013.  Many of the very fluent speakers of Māori were likely to be 
over 65 years old. 
 

Simon Pimm, Nelson Group’s February guest speaker, grew up in 
Timaru where he spent time on his marae, 15km from his home.  His 
grandfather was the chief at his marae and fluent speaker of te reo. 
 

Both his poua (grandfather) and taua (grandmother) were fluent 

speakers of te reo Māori  However, they were told not to speak    

Māori to their 18 children, or they would not be able to learn  

English. In just one generation, their indigenous language was lost.   
 

Simon decided to recapture his native language and today, is Head 

of Languages at Garin College and the te reo Māori teacher.  He 

has taught at Garin College since 2003 and is the teacher  

responsible for Māori customs and culture school-wide.  He  

campaigned for the introduction of a Māori  Dean, a Māori Whānau 

Class and Māori School Leaders, all of which are in place now.  
 

Having started learning te reo Māori at the age of 28, Simon says 

he is now a ‘fairly fluent’ second language learner.  Join us to listen 
to Simon’s interesting language journey to learn his lost language. 

When: Wednesday, 19 February 2020 

Where: Richmond Library Meeting Room, Queen Street, Richmond 

Time: 5.30pm - 5.45pm Socialising, networking and light snacks 

 6.00pm - 7.00pm Presentation 

Cost $7 members, $10 non-members 

RSVP:  Kathy Webb skwebb@xtra.co.nz by Friday, 14 February 

Simon Pimm and his best buddy, pepper 
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Management Team Report 

 

Greetings Ladies  

 

 

 

I hope you all had a safe and happy Christmas and 

are all set for another year.  And I hope that you’re 

managing to cope with these hot days!   

 

Some of you will have been back at 

work for a while, and your holiday a 

distant memory.   

 

At the time of writing this we are already three 

weeks into the New Year.  It looks like being a 

good year for our group.  We have a great 

programme of meetings scheduled, so hopefully 

you’ll be able to attend a few of them.  A reminder 

to notify Kathy Webb, our Group Events 

Coordinator, if you will be attending, or wish to 

have an apology recorded.   

 

The year kicked off with our annual dinner in 

Havelock.  Five of us headed over the hill and met 

with six ladies from the Marlborough Group.  It was 

good to catch up with them again and also renew 

some old connections and make some new ones as 

well.  As always, the meal at the Slip Inn was very 

nice.   

 

 

 

We look forward to seeing you and catching up 

with you at some stage during the year.  

 

Management Team 

    Inside This Issue 

 Page 
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February Newsletter Contributors  

Thank you to this month’s contributors  

Margaret Bartlett Patti Rizer 

Kathy Webb Irene Buchan 

Rosanna Rogers  

 

The will to win, the desire to succeed, 
the urge to reach your full potential... 
these are the keys that will unlock the 

door to personal excellence. 

Confucius 

https://www.brainyquote.com/authors/confucius-quotes
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DECEMBER 2019 MEETING AT LEMONGRASS RESTAURANT  

A  total of 15 attended the Christmas meeting on 4 December at The Lemongrass Restaurant in Richmond.  

We were delighted to have special guests Patron, Cathy Knight; Honorary Member, Jo Greig; and Kathy 

Tatlock, a founding member.  Among the 14 women, Mike Johnson, Terri Johnson’s husband, bravely joined us. 

Our dinner began with a Christmas cracker filled with a hat, toy and Christmas joke.  Pre-ordering was a good 

idea; our meals came quickly.   

 

 

 

 

 

 

 

 

 
 

We had two challenging Christmas quizzes.   

The first quiz was a Christmas word scramble created by Margaret Bartlett.  Mike Johnson proved to be a 

challenging competitor and won a set of champagne flutes.   

The second quiz was a Christmas trivia quiz.  This quiz was won by Susan Sparrow, who received a lovely glass 

vase.  Thank you, Alma, for donating these gifts. 

 

 
Nelson Group members 

 
Carol Foote is challenged 

by the Christmas scramble quiz. 

 
Jandy Butler tries to remember 

Santa’s eight reindeer. 

 
Mike Johnson, winner of the 

Christmas word scramble quiz 

 
Susan Sparrow, 

Christmas trivia quiz winner 

 
Patti Rizer reads how Santa 

goes up the chimney. 

The most difficult thing is the decision to act, the rest is merely tenacity. The 

fears are paper tigers. You can do anything you decide to do. You can act 

to change and control your life; and the procedure, the process is its own 

reward. 

  Amelia Earhart 

https://www.brainyquote.com/authors/amelia-earhart-quotes
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A macron is a line above a vowel to indicate that it should be spoken as a long vowel: ā, ē, ī, ō, ū, Ā, Ē, Ī, Ō 

and Ū.  The Māori word for macron is ‘toor pō’- hat. For more detailed information on its use, see Māori  

Orthographic Conventions a  ī, ō, Ē, Ī, Ō and Ū.  The Māori word for macron hat). For more detailed  
 
Windows Vista and Windows 7/8/10 
On Windows Vista, the Māori keyboard driver is already installed. You just have to activate it as follows: 

 Start Control Panel. 

 Click Change keyboards or other input methods (under the Clock, Language and Region heading). 

 Click Change keyboard. 

 If it already says English (New Zealand) - Māori, then it's already set up. Don't continue! 

 Otherwise, click Add. 

 Scroll down to English (New Zealand), expand Keyboard, click Show More. 

 Find Māori in the list and tick it, then click OK. 

 Change the Default input language to English (New Zealand) - Māori. 

Now you can easily enter a macronised vowel by pressing ` (the key with ~ on it) and then the vowel. To enter 
a macronised capital vowel, press `, then hold down shift and press the vowel. 

 
Typing Macrons 

Now you can easily enter a macronised vowel by pressing (the key with ~ on it) and then the vowel.  

 a = ā 

to enter a macronised capital vowel, press ~ then the vowel. 
 A = Ā 
 

Writing in Te Reo Māori in Microsoft Word 

If you've followed the above instructions, you can already type macrons in Word. However, if you have Word, 

you may be able to install the Māori language interface pack or proofing tools. 

For Office 2013: http://office.microsoft.com/en-nz/language-packs/ 

For Office 2016: https://support.office.com/en-nz/article/Language-Accessory-Pack-for-Office-2016-

82ee1236-0f9a-45ee-9c72-05b026ee809f  

If you are a fluent speaker, you can configure Word to change the menus from English to Te Reo, but for those 

less fluent it is still useful to install because it includes a Te Reo Māori spell checker. To use the Spell Checker, 

you need to mark the text in the document as either English or Māori.  

To mark text as Māori, select the text, go to Tools (for older versions of Word) or Review (newer versions), 

then Language, Set Language, select Māori and choose OK. If you usually type in Māori rather than English, 

you can click on the Default button before clicking OK. 

However, the above is a bit laborious if you regularly mix Te Reo Māori and English in the same document. To 

easily switch between the two languages as you type, you can set up another Input Language. After doing this, 

you can simply press a key combination to switch to the other language you are about to type in. To set up 

two Input Languages: 

1. Start, Control Panel, Regional and Language Options. 

2. Click on the Languages tab. 

3. Click on Details. 

KEYBOARD SET UP FOR MACRONS 

http://www.tetaurawhiri.govt.nz/our-work/language-development-and-advice/maori-orthographic-conventions/
http://www.tetaurawhiri.govt.nz/our-work/language-development-and-advice/maori-orthographic-conventions/
http://office.microsoft.com/en-nz/language-packs/
https://support.office.com/en-nz/article/Language-Accessory-Pack-for-Office-2016-82ee1236-0f9a-45ee-9c72-05b026ee809f
https://support.office.com/en-nz/article/Language-Accessory-Pack-for-Office-2016-82ee1236-0f9a-45ee-9c72-05b026ee809f
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4. Use the Add and Remove buttons to set up your system so 

that you have English and Māori languages, both using the 

Māori keyboard.  
 

5. In the top drop down list, choose either English or Māori  

depending on what language you use more. 

If you wish, click on the Language Bar and Key Settings buttons 
for more options. By default, if you press Left-Alt + Shift  

together, it will switch between the two languages. 
 

This is useful in Word as the text you type next will be marked as 

either Māori or English and spell checked accordingly. Also, Word 

indicates in the status bar at the bottom of the window which  

language it is using for that portion of the text. 
 

Why use the Māori keyboard for both English and Māori? So that 

you can type macrons in the middle of an English sentence without 
having to switch languages, that is, so that the ` + vowel key com-

bination creates macrons regardless of the language setting. 

 

Apple Mac 

To set up your Mac so that you can type macrons: 

 Click on the Apple logo in the top left and choose System Preferences. 

 Click Language & Region. 

 Click Keyboard Preferences. 

 Click the + icon and find Maori in the list. 

 Click Add. 

Optionally, tick Show input menu in menu bar. 
 

To type a macronised vowel on a machine thus configured you simply hold down Alt / Option and then the 
vowel. You can also do this in conjunction with the Shift key to type an uppercase macronised vowel. 
 

Online keyboard 

If you can't change the keyboard setup of the device you're using (e.g., if you have no administrative access or 

if it's a device like a smart phone with no macron support), you can use this handy online "keyboard" to enter 

macrons. 

http://maori.typeit.org  

 

Font support for macrons 

Some font families have support for macrons and others don’t. If you are developing a web site or going 

through a rebranding exercise, make macron support a mandatory requirement of the project before you start. 

FontMagic, a division of The Tuatara Press Limited, may be able to add macron support to fonts that don’t  

otherwise support it. 

KEYBOARD SET UP FOR MACRONS Cont’d 

http://maori.typeit.org/
http://www.fontmagic.co.nz/
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  A New Word for 2020 - Paraprosdokian 

 

Do you know what a paraprosdokian is?  It’s a clever, surprising saying, where the ending presents an  

unexpected twist.  It is frequently used for humorous or dramatic effect, sometimes producing an anticlimax.  

For this reason, it is extremely popular among comedians and satirists.  

Below are some paraprosdokians to get the idea: 

1. Silence is golden; duct tape is silver. 

2. The last thing I want to do is hurt you.  But it's still on the list. 

3. Always borrow money from a pessimist.  He won't expect it back. 

4. Light travels faster than sound.  This is why some people appear bright until you hear them speak. 

5. To steal ideas from one person is plagiarism.  To steal from many is research. 

6. Do not argue with an idiot.  He will drag you down to his level and beat you with experience. 

7. Knowledge is knowing a tomato is a fruit.  Wisdom is not putting it in a fruit salad. 

8. Some cause happiness wherever they go.  Others, whenever they go.  —Oscar Wilde 

9. The only thing that interferes with my learning is my education.  —Einstein 

10. Before you criticize a man, walk a mile in his shoes. That way, you will be a mile away and he won’t 

have any shoes. 

11. If everything seems under control; you're just not going fast enough.  —Mario Andretti 

12. I asked God for a bike, but I know God doesn't work that way.  So I stole a bike and asked for  

forgiveness. 

13. Evening news is where they begin with 'Good evening' and then proceed to tell you why it isn't. 

14. In the end, it's not the years in your life that count.  It's the life in your years.  — Abraham Lincoln 

15. Why does someone believe you when you say there are four billion stars but check when you say the 

paint is wet? 

16. Going to church doesn't make you a Christian any more than standing in a garage makes you a car. 

17. Any man who can drive safely while kissing a pretty girl is simply not giving the kiss the attention it  

deserves.  —Einstein   

18. Marriage is a great institution, but I'm not ready for an institution.  —Mae West 

19. He taught me housekeeping; when I divorce, I keep the house.  —Zsa Zsa Gabor 

20. The difference between fiction and reality is that fiction has to make sense. 

21. It has been said that democracy is the worst form of government except all those other forms that have 

been tried. 

22. A bus is a vehicle that runs twice as fast when you are after it as when you are in it. 

NEW WORDS FOR 2020 

https://en.wikipedia.org/wiki/Climax_(rhetoric)#Anticlimax
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SAVE THE DATES FOR 2019 

S AV E  T H E  DAT E  

ADMINISTRATIVE  

PROFESSIONALS DAY  
Wednesday, 22 April 2020 

12noon-1.30pm  
Trailways Hotel Nelson 

Guest Speaker: Annette Milligan NZOM  

will be the guest speaker at the Administrative  

Professionals Day luncheon.  Annette was made 

an Officer of the New Zealand Order of Merit 

because of her services to health. 

We hope to see you there! 

T he Member of the Year (MOTY) award is in  

recognition of quality of membership, dedication and 

involvement with the Nelson Group of the Association. 

Your nominee may have been involved in one or more of 

the following ways: 

 AAPNZ National Officer 

 Management Team Member 

 Past Management Team member 

 Project Team member (APD, seminars, group  
meetings, etc.) 

 Attendance at meetings, conferences, workshops 

 Volunteer work on special AAPNZ assignments 

 AAPNZ promoter in education, community, etc. 

 Outstanding service to and generous involvement in 
the Nelson Group and AAPNZ as a whole. 

You may have other reasons for nominating a member 

for this award. 

Nomination letter 

When making your nomination, please: 

 State the nominee’s name (The first sentence could 
read “I nominate_______ as the  
Nelson Group Member of the Year”)  

 List the reasons you feel this person should be 
MOTY 

 Expand on these reasons 

 Give examples of this person’s efforts 

MEMBER OF THE YEAR—NELSON GROUP 

 Limit your nomination to one A4 size sheet of  
paper 

 Please sign your nomination 

 

Nominations may be posted or e-mailed. 

· E-mail to Margaret Black 

(blackamont@gmail.com)  

· Post to MOTY Committee, PO Box 1350,  

Nelson 7040 (Please mark “Confidential” on the 

envelope.) 
 

Deadline for nominations: E-mailed or postmarked,  

no later than Friday, 3 April 2020. 

Note:  There does not have to be a MOTY every 

year.  No seconder for the nomination is necessary.  

If a MOTY is selected, the award will be presented 

at APD on Wednesday, 18 April. 

 

Former Members of the Year include:  

Barbara Gardner, Correne Brewerton, Patricia 

Hunter, Patti Rizer (x2), Trudy Tyler (x2), Jo Greig, 

Wendy Bee, Amie Brewerton, Diane Bennett, Kathy 

Webb, Margie Laubscher, Margaret Black,  

Margaret Bartlett (x2),  Shelley Hawke, Carol 

Foote, Irene Buchan and Terri Johnson. 

FEBRUARY BIRTHDAYS 

W arm birthday wishes to the following birthday 

girls: 

Irene Buchan 7 February 

Diane Bennett 19 February 

Barbara Gardner 27 February 
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BUSINESS WRITING TIP 

Business Writing Tip #1—You Tone 
 
Of all the principles stressed over the years, probably none has been 
stressed  more than the  “you” tone.  So far, no new research has contradicted 
the old principle of I-You communication:  If I want to persuade you to do 
something, the best way is for me to show you how and why you benefit from 

doing it. 
 

Nothing related to business correspondence is more important than this point of view, known for many years as 
the you attitude:  we can most readily persuade others to do what we want them to do by demonstrating that 

it is to their advantage to do it. 
 

We fool ourselves by thinking that everyone is interested in our problems, our wishes, and our products.  In  
written communication it is a good principle to forget yourself and go back to one of the fundamentals of all 

communication—remember your reader. 

 

Tips to achieve You-Attitude: 

 Focus on what the reader receives or can do.  In positive or neutral situations, stress what the reader wants 

to know. 

 Refer to the reader’s request or order specifically. 

 Don’t talk about your own feelings unless you’re sure the reader wants to know how you feel. 

 Don’t presume that you know how the reader feels or will react. 

 In negative situations, avoid the word “you”.  Protect the reader’s ego.  Use impersonal expressions and 

passive verbs to avoid assigning blame. 

 

Contrasting We- vs You-Viewpoint sentences 

 
 
 

Rewrite the following sentences keeping in mind the you rather than the I or we.  Place the emphasis on the 
reader, not the writer.  Make an effort to explain how the reader may profit, benefit, or enjoy.  Use your  

imagination!  

1 We allow 2 percent discount for cash payments. 

2 I want to send my congratulations to you on your recent promotion. 

We Our policy requires that you pay by the 10th of the month in order to earn the dis-

You You will earn the discount by paying by the 10th of the month. 

We We are offering a special discount to all our loyal customers 

You As a loyal customer, you will receive a special discount. 

We Send us your cheque for $741 today so that our records will show you are current. 

You Your cheque for $741 will keep your account current. 

We I worked seven years as an office manager for Tasman District Council. 

You My seven years of experience as office manager for Tasman District Council will 
enable me to handle your administrative work. 
________________________________________________________________ 
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3 May I take this opportunity to express my thanks for the policy you recently bought from AMI Insurance. 
 

4 Our policy allows us to extend this offer until 1 July only. 

 

5 So that we may complete our file records on you, we ask that you submit to us your February report. 

 

6 We require that you sign the sales slip before we will charge to your account. 

 

7 We have been selling real estate in this area for over 30 years. 

 

8 On 15 March we will deliver the Office Max desk and chair set you ordered. 

 

Suggested Answers: 

1. Take advantage of the 2 percent discount by making a cash payment. 

2. Congratulations on your recent promotion (then state what the promotion is). 

3. Thank you for the policy you recently bought from AMI Insurance. 

4. You may take advantage of this policy until 1 March. 

5. By submitting your February report, your file will remain current. 

6. For your protection, please sign the sales slip so your account will be charged correctly. 

7. You will be able to take advantage of our 30 years’ experience selling real estate in your area. 

8. You will receive the Office Max desk and chair set you ordered on March 15.  

BUSINESS WRITING TIP Cont’d 

F ive Nelson members went to Havelock on Friday, 24 January, 
to join five members from Marlborough Group for a meal at 

the Slip Inn restaurant.  We had a very pleasant evening with 
lots of laughter and chatting. It was a great opportunity to  
reconnect with out colleagues ‘from the other side of the hill’.  

 

  

   

 

 

 

 

 

 
 

Back Row: Margaret Black, Patti Rizer, Margaret Bartlett, Dulcie 
Carson, and Michelle Simpson. 
Front Row: Sandy Inwood, Faye Partridge, Kathy Webb, and 
Janice Thompsett. Sandy Snell left before photo. 

JANUARY 2020 MEETING 
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SKILLS BASE by Debbie Mayo-Smith 

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. 

 

Outlook Email Tip 
You can have an automatic different (i.e. shorter) signature 

for your replies and forwards.  

In Outlook = File>Options>Mail>Signatures.  
Gmail sorry, you can only use one signature  (Settings 
> General > Signature).  

 
A Great Outlook Calendar Tip 
Need to set an appointment or meeting in the future? Don’t scroll, 
scroll, scroll to the date. Instead hit Control + G to open Go To 
Date. You can enter terms or dates. By terms I mean as in the 
image below next Tuesday; or three weeks from now.  
 

 

Excel Tips 
If you use Excel functions, you might like to go to the fx icon  

to open the Functions dialogue box.  

Go into the cell you’d like to start the function, type the equal sign 

then start typing the function name you want.  

As you see, Excel brings up a list. Select the one you want and  

hit tab to enter the function into your cell.  

 

Do you hate wrapping text but want to see all the text in a cell? 

Create a Link Break. That is having the information  

appear on separate lines within the same cell with line breaks. 

Double-click the cell in which you want to insert a line break. 

Click the location where you want to break the line. 

Press ALT+ENTER to insert the line break. 

 

Word Tip 
Have you ever wanted to run a title or heading across the page but it was just a touch too long? You can make 

it fit by compressing the spacing between the letters.  

Microsoft: Font Ribbon > click the small down arrow >Advanced>Character Spacing. 

In PowerPoint it’s an AV symbol with double arrows 

Google Docs: Not Available  

https://www.debbiespeaks.com/
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NELSON GROUP MANAGEMENT TEAM 2019/2020  

Group President 

Vacant 

 

  
Financial Officer 

NMIT Representative   

Katrina Aldridge  

027 262 5592 m 

Katrina.Aldridge@wsp.com 

  
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 m 

robinwhalleyoffice@gmail.com   

 
 
 

  

 

 

 


