6/22/2010

Save the presentation as a Macro-enabled
presentation named
Lastname_Firstname_p09_Standards_Macro. Add the password 2010Success!

MEETING MINUTES AND AGENDAS

+ Use template on shared drive for all agendas and minues
Be clear and concise
+  Proofread for grammatcal and formating errors
+ Ask another person to proofread
«  Use Ofice 2010 Proofing Tools

WRITTEN COMMUNICATION

STANDARDS FOR ASPEN FALLS EMPLOYEES

Remove all timings from Macro-enabled
presentation.

BUSINESS LETTERS

* Use block format

EMAIL COMMUNICATION

+  Use a greeing
+ Templates and sample letiers on shared drive +  Be brief
+ Beclear and concise «  Link important information
+  Use arespectful and polie tone +  Use arespectful and polie tone
+  Proofread for grammafical and formatting errors « Do not use a casual fone — this is not your personal emaill
+ Ask another person to proofread

+  Use Ofice 2010 Proofng Tools

«  Use a closing

«  Use a signature

1. Add a 3 x 2 ActiveX Textbox to Slide 4.
2. Use the Properties pane to change the

Aspen Falls Community College offers a reasonably priced one-day seminar on

butmess wiing. name of the text box to tbxDiscussion Change
the MultiLine property to True.

3. Create a macro sub procedure that copies
all of the text in the ActiveX Text Box to the

clipboard.

4. In Slide Show view, on Slide 4, in the
ActiveX control, type Aspen Falls Community
ST College offers a reasonably priced, one-day
seminar on business writing.

Add a Command Button to lower right corner
of the Slide 4 and change the command button

Add the file name to the Notes and Handouts text to Copy Input.
footer for all pages.
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Skills for Success
1.  Add a 3 x 2 ActiveX Textbox to Slide 4.
2.  Use the Properties pane to change the name of the text box to tbxDiscussion Change the MultiLine property to True.
3.  Create a macro sub procedure that copies all of the text in the ActiveX Text Box to the clipboard.
4. In Slide Show view, on Slide 4, in the ActiveX control, type Aspen Falls Community College offers a reasonably priced, one-day seminar on business writing.


Skills for Success

Skills for Success
Add a Command Button to lower  right corner of the Slide 4 and change the command button text to Copy Input.


Skills for Success

Skills for Success
Save the presentation as a Macro-enabled presentation named Lastname_Firstname_p09_Standards_Macro.


Skills for Success
Remove all timings from Macro-enabled presentation.


Skills for Success
Add the password 2010Success!


Skills for Success
Add the file name to the Notes and Handouts footer for all pages.


Skills for Success


Slide 2

Al Update to Town Hall Meeting Minutes?
Author, 6/22/2010

Change the User Name and Initials back to the
original settings and then submit the files as
directed.
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Skills for Success
Change the User Name and Initials back to the original settings and then submit the files as directed.





