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Do you ever
feel like eve-
rything is
stacking up
and you are
getting no-
where? Saying
you are overwhelmed seems
like an understatement? You

patient and abrupt. You are
drained and cannot focus on

the issues at hand during your

meeting.

Ot her than quité
an option.
Mar k Sanborn says

ple who change the worid

You have worked hard for suc- their companies, communities

cess, but

like success.

t hi s ardl tamikes éately dceoatof q u i

a sense of oppressive obliga-
tion. The people we call leaders

need a few extra minutes in the Having others place confidence almost always act out of a

day? It seems that everything
happens at once. Everyone
needs youight now The

phone is ringing. Someone is
standing at your door. You
have a meeting in five minutes.

You answer the phone and
your tone of voice gives you
away. You turn your attention
to the person at the dobim-

in you and your opinions and
being a value to your team is

sense of incredible opportunity.
They donét change

an immeasurable reward. How- because they have to; they

ever, it can also make it diffi-
cult to devote the time and at-
tention required to everything
and everyoné time and atten-
tion that they deserve.

This is something that we all
face. How do we deal with it?

change the world because they
want to. o

So when you think the circum-
stances are at the worst, try to
remembeii in every situation
lies an opportunity; an opportu-
(PLACE Continued on pagé)

Word,2007: Track Changes Safety T,ipDonna Gilliland, MOSTraining
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(applies to lower versions too)

Track Changes

Microsoft Word 2007 (and
prior versions of Word) con-
tains a great document col-
laboration feature called
Track Changes. When this
feature is turned onin a

Qu
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document any changes you or viewer. In addition, you have

colleagues make to the docu-
ment is tracked. This is ex-
tremely helpful when multi-
ple people must edit the
same document. The feature
allows you to view all
changes from everyone or
changes by a specific re-
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~ J. Willard Marriott

the option to accept one re-
viewer's changes but reject
another's review. There is
much you can do with this
feature. However, there are
some safety rules that you

(WORD Continued on pag?
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Chapter Celebrations

November Birthdays: Quarterly Social Event:

49 Susanne Wells CPS Baby Shower for Jody Sawyer
Thursday, November 5
4:30-6pm
Location: Stanley & Associates

7067 Old Madison Pike

116 Ivagene Baxley

276 Susan Crittenden

November Anniversaries: She is expecting a boy on December

Celesta Bridgeforih 1 year 18!
Jody is registered at Target and Ba-
A Chapter First! bies R Us.
Member Spotlight 25" wedding anniversary next year. She has one daughter, Whit-

ney. She also has one grandson, Keeton, and readily admits
"there's a reason they're called GRAND!" Her hobbies include
playing sand volleyball, bowling in the DRS Bowling League, going
to the beach with family and friends, eating out and, of course,
shopping!

This month's spotlight is on
Vicki Bevilan Executive Assis-
tant in the Productions Opera-
tions area of DRS Test & Energy
Management, LLC located here
in Huntsville. Vicki has worked
at DRS just over 1P/2 years

with 11 of those being in ad-
ministration, which includes
tboe:;g; r::::f\::;lggdcllg:kNAPsr;)r living within ten miles of her.

contractors NAS, Inc. and BAMSI. She is a graduate of Ard- . . .
more High School and has an A.A.S. in data processing fr()Mlckl loves her job and her aworkers. She is fortunate that some

John C. Calhoun State Community College. She was invite(g her coworkers will forever be life long friends. Our chapter is
by Suzanne Ivey, a DRSvearker and current IAAP mem-  fortunate to have to Vicki as a member

ber, to attend a chapter meeting in January 2009, and she

became a member shortly thereafter in March.

Vicki is actively involved in church, serving as a Nursery Director,
singing in the choir and teaching FAfe She loves working with
children of all ages. She is close to her family and loves spending
time with them. She feels blessed to have her parents and sisters

Vicki is married to Ken Bevil and they will celebrate their

Teresa Gowan Conversant

Virginia Payne Navigator Development Group

Welcome to...

Vicki Baker The Marketing Directors, Inc
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(WORD Continued from padg
need to be aware of when using this feature. Read on for the
details.

Is Final really final?

The Tracking feature has four display optionginal Showing
Markup, Final, Original Showing Markup , andOriginal .
People quite often choose th&inal option which shows how
the document will look if you accept all the proposed changes.
But is the document really final? The answer iBlo. Thefinal
option simply allows you view the document as it would ap-
pear if you accepted all the changes. Many people will choose
this option thinking their document is final and then send it
out. Changes araever final until you officially accept or re-
ject the changesThe Changegroup located on theReview
ribbon contains Acceptand Rejectbuttons used to go through

a document accepting and/or rejecting change©nce you

have officially accepted and/or rejected changes be certain to
turn off track changes and follow by saving your file with the
official final changes.

Be safe and use the Document Inspector

The Document Inspector is a new feature in Office 2007. Itis
used to inspect your document for hidden information (also
known as metadata). The Document Inspector will check your
document for track changes, comments, and a host of other
personal items that may exist in your document that you may
need to remove before sendingo others. Read on for the sim-
ple instructions on how to run the Document Inspector.

Running the Document Inspector
Office Button>Prepare >Inspect Document

The Document Inspector checks

for the existence of tracked changes,
headers, footers, comments and
more.

MOSTRAINING

GET THE MOST OUT OF YOUR TECHNOLOGY TRAINING

Printed with permission. All rights re-
served with Donna Gilliand,

MOSTraining, 2009.http://mostraining.com/

Message from Margaret -
How Am | Supposed to Do
That?

"Margaret, you share with us these
great tips for treating people with
compassion. You make sense when you remind us that
other people's behavior is about them. But how are we
supposed to really do this in the real world? Especially
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when someone is right in my face and | just want to yell
at them?"

Not only is that a fair and honest question, it is one |
hear frequently. If treating others with compassion was
easy to do all of the time, almost everyone would do it
all of the time. So with that in mind, here are some tips
to consider:

1. Select ONE person who is difficult for you and con-
centrate your efforts on this ONE person.

2. Do not select your absolute most challenging person
to work on first. Weight lifters don't bench press 300
pounds right away, they work up to it. Why should you
be any different?

3. Take some time and think about this person. Come
up with at least three good qualities they possess or
three positive statements that you can make about
them. OK, now here is where the difficulty might begin.
If this person is truly annoying to you, you might not be
able to see any good in them. Well | insist that you stay
at this step until you can complete it! Some ideas:

a. They have family and friends who love them

b. They are offering you an opportunity for personal
growth c. They are good at (fill on the blarkvorking
out, public speaking, product design...)

4. Now associate their name with the three good quali-
ties or positive statements you have for them. Memorize
this information in a statement that is easy for you to
repeat to yourself, like this: @ifficult Dan is a loving
father who adores his children, organizes the company
blood drive every year and is giving me an opportunity
to become even better at dealing with difficult people.

Next time you encounter Difficult Dan (or your difficult
person), remember the statement you memorized about
them. If you know you are going to encounter them,
then repeat the statement to yourself before the en-
counter. This puts you in a positive frame of mind and
you are approaching them thinking about their good
gualities, not their bad qualities. While you are with per-
son, keep your positive statement in your mind and
when they annoy you or become difficult, keep recalling

this statement. (Silently and to yourself, of course!)
(HOW Continued on padg®
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October 15, 2009
The Ledges

Acceptance speech on behalf of Mike Un-
derwood, DRS, winner of the Boss of the
Year contest
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Day winner prize golf package
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