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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” 

NOVEMBER 2020 

Dates To Diarise 

 

GROUP MEETING 
 
 

Wednesday, 2 December 
Chinese Auction 
Broadgreen House Meeting Room 
Nayland Road, Nelson 
This is our end-of-year social event 
 

 

MANAGEMENT TEAM MEETING 

Tuesday, 3 November 5.30pm  

Tuesday, 24 November 5.30pm 

Venue to be advised 

 

OTHER EVENTS 
 

AAPNZ Professional Development Forum 

A week of webinars from 17 November.  

Please register as per the email from NET. 
 

 

 

 

 

 

 

NEWSLETTER 
Deadline for articles to be included in the  

December Newsletter, the last for this year,  

is Friday, 13 November 2020. 

Please e-mail Margaret Bartlett at 

bushrunner@xtra.co.nz 

 

TUESDAY, 17 NOVEMBER 

Technology, Fermentation and Sprouting!  

Many of us in Nelson are familiar with Debbie 

and her work. You can always count on her for 

new quick tips that can save you heaps of time 

and stress. 

At our November meeting Debbie will give us five or six of her 

top software tips that you’ll love. 

Debbie is going to add an unusual additional element to our 

session, covering some how-to’s and tips on sprouting and  

fermentation (of all things!) 

Though not an expert by any means, Debbie has been growing 

sprouts and microgreens for years as well as making probiotic 

fermented sauerkraut, kefir, kombucha and ginger beer. 

Both sprouting and fermenting cost pennies and save significant  

dollars (over store bought) and more importantly are beneficial 

for your health, immunity and vitality. 

Don’t miss this session with Debbie Mayo-Smith. 

 

When: Tuesday, 17 November 2020  

Where: By Zoom and face-to-face in the Summit Meeting Room 

Time: 6.00pm - 7.00pm Presentation 

Cost $5 members, $10 non members to zoom in 

RSVP:  Susan Sparrow robinwhalleyoffice@gmail.com by  

Friday, 13 November if you are attending 

https://www.aapnz.org.nz/EmailTracker/LinkTracker.ashx?linkAndRecipientCode=q%2f4G8uPYHBAG%2ft6lqP4O%2fIov4DqQrwRQBmDgGBwUHdG4LW%2bP2EccONBaMVFrOeHUyATSSuyefN%2fOSzoZ3UIpf6eii9sb1gqCIp8qtvBH6po%3d
https://www.aapnz.org.nz/EmailTracker/LinkTracker.ashx?linkAndRecipientCode=q%2f4G8uPYHBAG%2ft6lqP4O%2fIov4DqQrwRQBmDgGBwUHdG4LW%2bP2EccONBaMVFrOeHUyATSSuyefN%2fOSzoZ3UIpf6eii9sb1gqCIp8qtvBH6po%3d
https://www.aapnz.org.nz/EmailTracker/LinkTracker.ashx?linkAndRecipientCode=q%2f4G8uPYHBAG%2ft6lqP4O%2fIov4DqQrwRQBmDgGBwUHdG4LW%2bP2EccONBaMVFrOeHUyATSSuyefN%2fOSzoZ3UIpf6eii9sb1gqCIp8qtvBH6po%3d
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President’s Report 

 
Greetings Fellow Members 

 

What a wintery month we have had with the heaviest 

snowfall of the year!  Interesting Spring weather!  

My husband and I have enjoyed a long-overdue 

couple of weeks of annual leave touring round South 

Island.  Although the weather was wet on the West 

Coast, we enjoyed some good days elsewhere 

including Invercargill with clear views of Stewart 

Island.  Lovely to have some time away but good to 

be home again ready for the countdown to the end of 

the year.  It is hard to believe Christmas is less than 

two months away. 

In Dunedin I had coffee with Shelley Hawke and 

enjoyed catching up on her news.  We also visited 

Ann James who was a member of our Group a 

number of years ago – some of you may remember 

her.  Both are well settled in Dunedin. 

You will have received an email from the National 

Executive Team (NET) asking for your opinion about a 

new trading name for the Association.  Please do 

respond before 31 October 2020.  It is important for 

us all to give feedback on this proposal, together with 

any suggested names. 

The Professional Development Forum due to be held 

on 20 and 21 November has been changed to a 

week of webinars starting on 17 November. Please 

register for the webinars you wish to attend as per 

the email being sent out by NET. 

We are sorry to hear of Patti Rizer’s accident and 

wish her a speedy recovery. 

Please join us for our November meeting with Debbie 

Mayo-Smith. 

Have a good month! 

 

 
 

Kathy Webb 
President 
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November Newsletter Contributors  

Thank you to this month’s contributors  

Margaret Bartlett Kathy Webb 

Patti Rizer Margaret Black 

Susan Sparrow Irene Buchan 

  

Perseverance is a great element of 

success. If you only knock long 

enough and loud enough at the gate, 

you are sure to wake up somebody. 

 

 Henry Wadsworth Longfellow 

https://www.brainyquote.com/authors/henry-wadsworth-longfello-quotes
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In the president’s absence, Margaret Black welcomed us and introduced our presenter, Sarina Barron, who is 

the Library Manager.  

Sarina spoke with passion about the many different reasons why public 

libraries matter to the community. Sarina gave us a tour of the library 

including the behind-the-scenes areas.  

Nelson’s Public Library, the Elma Turner Library, is the oldest in New  

Zealand. It started in 1841. It also has one of the highest turnover rates 

of books. The national average for a book being taken out is 3.11;  

Nelson’s is 4.8. 

As well as books, Nelson also has sewing machines to use in the library; it 

also has a seed library. The library runs classes on research, knitting and 

internet use, to name a few.  

Each month the library hosts different events. This month there is a live 

music series, poetry, Te Reo for beginners, and more.  

Please see their website for more details.  

www.nelsonpubliclibraries.co.nz 

Carol Foote thanked Sarina and 

presented her with a small gift 

from us all. 

OCTOBER GROUP MEETING REPORT by Susan Sparrow 

Research library room Listening to the information presented by 
Sarina Barron, Library Manager 

Carol Foote thanking Sarina with a gift for her 
excellent presentation and very knowledgeable 
tour through the library. 

http://www.nelsonpubliclibraries.co.nz
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BIRTHDAYS AND MORE 

 NOVEMBER BIRTHDAYS 

W arm birthday wishes to the following birthday girls: 

Katrina Aldridge 1 November 

Dulcie Carson 14 November 

Patti Rizer 19 November 

1. Marla needs snacks for the students on her field trip. 
She bought 9 boxes of granola bars containing a total 
of 88 bars. She wanted variety, so she bought 3 differ-
ent  
flavours, which happened to come from 3 different  
companies. 

 The Coconut Almond bars were packaged 8 to a box. 
The Chewy Chocolate Chip bars came 10 to a box. 
The Oats ‘n Honey package contained 12 per box. 

 She bought the most boxes of Coconut Almond but had 
the most Oats ‘n Honey bars. How many of each did she 
buy? 

2. Noreen doesn’t have a driver’s license and goes the 
wrong way on a one-way street, then turns left at a 
corner with a “No left turns” sign. A policeman sees her 
but does nothing. Why?  

3.  There are many English words that you can add an “s” 

to make it plural. But far fewer words become singular 
when you add an “s”. What are two examples of these 
much rarer words?  

4. Twice four and twenty blackbirds sitting in the rain. 

I shot and killed a quarter of them. How many do  
remain? 

5. How is the letter T like an island?  
6.  I have wood but no bark, And leaves that don’t fall, 

I am made up of branches, and come in sizes of all. 
I am completely devoured many times, over and over 
by a worm of a kind. If you want to know the answer of 
mine, look for the secret that I’ve stored inside. What 
am I? 

7. I wear you down, yet you will mourn me once I fly. 

You can kill me, but I will never die. What am I? 
 

BRAIN TEASERS 

 

See answers elsewhere 

8. Why doesn’t a mountain covered with snow catch cold?  
9. In the past, men believed that it moved like the tide. 

Till its movement desists, we will always be this. What is 
it? 

10. I am located in the middle of nowhere. What am I?  
11. My first is in FLOWER and in ROSE 

My second is in FORK as well as HOSE 
My third is in CROCUS but not in GNOME 
My fourth is in RAKE never in HOME 
My fifth is in HOE and also in WEEDS 
My sixth is in SHEARS though not in SEEDS 
My seventh is in LADYBIRD not in CREATURE. What am I? 

12. We hurt without moving. And poison without touching. 
 We bear truth and lies, But are not judged by size. 
 What are we? 
13. When liquid splashes me, none seeps through, 

When I’m moved a lot, liquid I spew,  
When I am hit, colour I change, 
And colours I come in, quite a range, 
What I cover is quite complex, 
Yet I am very easy to flex.  What am I? 

14. I have a face but no eyes and hands but no arms. What 
am I?  

15. First I am one, then I seem none, In death I birth new life. 
What’s raised exceeds me, For on bent knee, 
I add to a world that’s rife.  What am I? 

16. What loses its head every morning only to get it back 
every night?  

17. I go around in circles, But always straight ahead 
Never complain, No matter where I am led. What am I? 

18. It can be cracked, It can be made, It can be told, 
It can be played.  What is it? 

19. I sit in a corner and travel around the world. What am I?  
20. The sun bakes them, The hand breaks them, The foot 

treads them, The mouth tastes them. What are they? 
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AAPNZ NELSON GROUP 30TH ANNIVERSARY 

It is easy to hate and it is difficult to 

love. This is how the whole scheme 

of things works. All good things are 

difficult to achieve; and bad things 

are very easy to get. 

  

   Confucius 

A nation that destroys its soils  

destroys itself. Forests are the 

lungs of our land, purifying the 

air and giving fresh strength to 

our people.  

 

  Franklin D. Roosevelt  

https://www.brainyquote.com/authors/confucius-quotes
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Prepositions are very common words in our language. They are usually short - from two to six or seven letters.   
The following are prepositions: 

 
Prepositions can never stand alone.  They must come with an object, which always comes after the preposition. The  
object of the preposition is always a noun or pronoun.  When the object of the preposition is a pronoun, the pronoun  
must be the objective case, not the nominative case.  When the pronoun is the subject of the sentence, it is always the  
nominative case. 
 

Objective case pronouns include me, him, her, us, them 

Nominative case pronouns include I, he, she, we, them 
 

Between is a preposition; therefore, you must say ‘between you and me’ NOT ‘between you and I’.  Me is the objective 

case and I is the nominative case.  A pronoun following a preposition must be in the objective case (me, NOT I). 
 

Don’t be fooled by extra words added to a prepositional phrase.  For example, in the sentence, ‘The dilemma for us  
non-grammarians is that we need to know the difference between the objective and nominative case’, the word for is a  
preposition and must be followed by an objective case pronoun - us, NOT we.  Mentally eliminate ‘non-grammarian’ 

when deciding whether to use us or we - the dilemma for us is that we need to know……. 
 

Note:  If you were to rewrite this sentence to, ‘We grammarians must understand the difference between the objective and 
nominative case’, you have changed the subject of the sentence to ‘We grammarians’ (from ‘The dilemma) and you must 

use the nominative case we, not the objective case, us. 
 

Try these: 

1.  (We, us) administrators are the backbone of business.   

2.  The dilemma for (we, us) administrators is to keep our office going cheerfully without showing our stress.  

3.  Please give the documents to Rossana and (I, me).   

4.  Did you receive the cheques from Alma and (I, me)?  

5.  Susan made a copy of the letter for Katrina and (I, me). 

6.  All members of the Management Team will attend the Southern Gathering except Margaret and (me, I). 

 

Answers: 

1.  We - nominative case ‘we’ because ‘we’ is the subject of the sentence. 

2.  Us - objective case ‘us’ because ‘us’ is the object of the preposition ‘for’. 

3.  Me - objective case ‘me’ because ‘me’ is the object of the preposition ‘to’. 

4.  Me - objective case because ‘me’ is the object of the preposition ‘from’. 

5.  Me - objective case because ‘me’ is the object of the preposition ‘for’. 

6.  Me - objective case because ‘me’ is the object of the preposition ‘except’. 

between but* by except 

for from in like 

of to at on 

GRAMMAR TIP – USING PRONOUNS AND PREPOSITIONS by Patti Rizer 



 

 

AAPNZ Nelson Notes — November 2020 Page 7 

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. 

Word Doc Margins 

Do you fiddle with your margins? Resetting each new Word Document because you don’t like the default margin? Or you have  

several document styles that require different margins? 

You know you can change the margin setting for a document in the Layout Ribbon > Margins in the Page Set Up Menu. When you 

make the change, save it – give it a name. You can even set it as your new default. However, if you use different margin settings, 

Right click Margins. One of the options is Add To Quick Access Toolbar. Select it, and a new icon appears in the Toolbar. Next 

time you want to set the margins, all you have to do is click the icon and select it. See image below.  
 

Focus - Get More Done 

Stop incoming email notice prompts or sounds from distracting you. 

Aside from the obvious of closing your email program, here’s the fix to turn 

off the notifications: 

File>Options>Mail>Message Arrival. Uncheck all four boxes (play a sound; 

briefly change the mouse pointer; show an envelope icon; display a desktop 

alert). 
 

Windows: Open Programs With A Number 

You can pin any program icon to the black bar across the bottom of your 

Windows screen (the taskbar). Example: Chrome, Word, Cut & Snip;  

Dropbox, PowerPoint. You do this by right clicking the program in the  

opening menu. 

Clicking a pinned program will open it. The better trick is to use the keyboard 

shortcut Windows key + [Number key]. The number key corresponds to the 

position of the program icon on the Taskbar.  If Word is the fourth icon along, 

you would hit the keys Window + 4.  If Dropbox is the ninth, you hit Window + 9. 
 

Chrome Keyboard Shortcuts 

Chrome features a number of great keyboard shortcuts that can surely make things faster for you. Here are the most useful ones. 

(For Mac users, replace the "Ctrl" key with the “Command” key and "Alt" key with the “Option” key). 

1. Ctrl+Tab: This keyboard shortcut lets you switch to the next tab on the right. Alternatively, move to the tab on the left 

with Ctrl+Shift+Tab. 

2. Ctrl+N: Quickly open a new Chrome window with this shortcut. 

3. Ctrl+Shift+N: Open Incognito mode with this shortcut. 

4. Ctrl+Shift+T: Accidentally closed a tab? Hit this keyboard shortcut to quickly reopen it. You can also hit the key multiple times to 

restore multiple tabs. 

5. Ctrl+Shift+Delete: This keyboard shortcut takes you to the “Clear browsing data” page, where you can clear Chrome’s cookies, 

cache, history and other data. 

6. Ctrl+W: You can quickly close a tab with this keyboard shortcut. 

7. Ctrl+T: This keyboard shortcut lets you open a new tab. 

8. Ctrl+1-9: You can switch between different tabs: 1 is the first tab and 9 being the last (although it might take you longer to 

count across to find the right number than to mouse up to the Tab you want). 

https://www.debbiespeaks.com/
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NELSON GROUP MANAGEMENT TEAM 2020/2021  

Group President 

Kathy Webb 

545 1755 h 

021 134 3736 m 

skwebb@xtra.co.nz 

 

  
Financial Officer 

Kathy Tatlock 
 

021 409 631 m 

Kathytatlock@gmail.com 

  Administration Officer  

Historian 

Margaret Black 
 

027 615 5141 

blacklamont@gmail.com  

  

Newsletter Editor 

Margaret Bartlett 

547 7759 h 

027 3099 655 m 

bushrunner@xtra.co.nz 

  Education Officer 

Membership Officer 

Patti Rizer 
548 7232 h 

021 053 2953 m 

patti@ts.co.nz 

  
Social Media Officer 

Rossana Rogers 

542 2100 h 

027 372 5087 m 

rossanarogers@xtra.co.nz 

  

Events Co-ordinator  

Susan Sparrow 

546 9535 

027 473 3567 m 

robinwhalleyoffice@gmail.com   

  
Photographer 

Irene Buchan 

021 122 5312 m 

ibuchan@ihug.co.nz 

    

 

 

Answers: 
1. Coconut Almond: 4 boxes×8 in a box = 32 bars, Chewy Chocolate Chip: 2 boxes×10 in a box = 
20 bars, Oats ‘n Honey: 3 boxes×12 in a box = 36 bars.  2. She was walking.  
3. Cares -> Caress; Princes -> Princess. 4. Rest would fly off, so remaining birds shot by you, would be: 
(2x(4+20)) /4=12.  5. It’s in the middle of waTer.  6. A library or bookstore.  7. Time.  8.  Because it 
has a snowcap.  9. Blood.  10. Letter ‘h’ is in the middle. 11. Rockery. 12. Words. 13. Skin.  
14. A clock.  15. A seed (Gardeners care for plants on bent knee and each new plant helps make the 
air fresher.)  16. A pillow. 17. A wheel. 18. A joke. 19. A stamp. 20. Grapes. 

mailto:Kathytatlock@gmail.com

