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President's Column  

 
Pilar McAdam    
GLA Chapter    

  

Well, my record center transition project is nearly 
complete.  More than 97,000 boxes have been moved 
and boy, are my arms tired (JOKE)! 
 
My office has been located inside our supplier’s storage 
warehouse since I started as a RIM manager back in 
1998.  Now that the records have moved, so will I.  But, 
I’m not moving with the records to our new supplier’s 
facility:  I’m moving back in with the employees whose 
records I support.  Mainly, that’s a good thing.  I support 
an organization of approximately 6,500 employees, but 
have been located 5 miles away from their operations … 
and it’s been lonely. 

 
However, I’m moving from a roomy hard-walled office into an area best characterized as Dilbert 
space.  You know, somewhere in the middle of a large block of office cubicles.  The building I’m 
moving into was first constructed to house the manufacturing operations for Nash-Rambler 
automobiles (back in the 1940s, I believe), and is close to a quarter of a mile long. 
 
As I sit at my desk and look at the “wilderness of free-association” around me (that’s how I once 
heard a messy desk described in a movie), I have to face down the same demons that my 
customers do:  
 
How do I segregate the wheat from the chaff? 
How do I deal with the “separation anxiety” when I send the wheat to storage? 
How do I say a fond farewell to the chaff? 
What am I going to do with all my personal items?  There’s not enough room for them in my new 
office space, nor is there room for them at home! 
 
The theory is pretty clear, and makes a lot of sense, both common and sophisticated.  The 
emotional issues aren’t nearly as easy to deal with. 
 
I want to be brave and courageous, casting all fears aside, and boldly discard those items that I 
can’t link to a valid retention period (the chaff).  As a RIM manager, I really believe it’s my duty to 
lead by example; if I can’t do this, how can I ask my customers to do it? 
 
But I find I’m fighting my own inertia.  Every molecule of my body is trying to do something else, 
ANYTHING ELSE.  Aren’t there 30 or 40 memos waiting to go out?  What about those employees 
who still haven’t received system training?  And then there are the ARMA activities awaiting my 
action.  Yeah, … those are certainly more important, aren’t they? 
 
Are you buying any of that? 
 
Deadlines are wonderful things, really.  They’re inescapable.  Regardless of how strenuously I 
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resist, the move date is a tangible boundary between Pilar-can-hoard-all-her-junk and Pilar-will-
purge-the-stuff-she-no-longer-REALLY-needs. 
 
When you see me next, ask me how I did. 

  

Advertisement 
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Register Now for Our June 15, 2005 GLA Chapter 
Dinner and Awards Ceremony  

 
Lisa Shimamura      

GLA Chapter     
 

Join us for our chapter's 11th annual silent auction and the installation of next year's GLA 
board of directors.  Spend those ARMA Buck$ you've worked so hard to earn!  Bid on lots 
of GREAT PRIZES!   
 
Make sure that you submit your P.A.C.E. form to get those ARMA Buck$.  Submittal 
deadline is Wednesday, June 8, 2005. 
 
This is always a fun event.  Donations to the silent auction get better every year, and the 
quantity of items always seems to exceed the number of bidders.  So, even if your stock of 
ARMA Buck$ is low, don't stay away!  
 
In addition to the silent auction, we'll also be raffling off at least one item to raise funds for 
the ARMA Educational Foundation. So don't miss this meeting -- register now.  
 
The meeting will also present our 2005 – 2006 Board of Directors and include our annual 
Greater Los Angeles Chapter Awards Ceremony.  
 
Location  
The dinner meeting will be held on Wednesday, June 15, 2005 at the Ayres Hotel, 14400 
Hindry Ave., Hawthorne, CA 90250. The Ayres Hotel is located off the 405 freeway at 
Rosecrans Ave. (just south of the junction with the 105 freeway). 
 
If you're headed south on the 405, make sure to use the ROSECRANS EAST exit (it's the 
second southbound Rosecrans exit); the hotel will be on your right when you get to the 
bottom of the exit ramp.  
 
 
If you're driving north on the 405, take the Rosecrans exit; make a left turn onto Rosecrans 
at the bottom of the exit Ramp and pass underneath the freeway; the Ayres Hotel will be to 
your left behind the gas station; you can enter the Ayres parking lot either from Rosecrans 
or by turning left onto Hindry Ave. (but be prepared to cross heavy traffic either way).  
 
 
· For more driving directions, go to http://www.mapquest.com/ and type in the 
address.  The hotel has a large parking lot; no validation is required. 
 
Times  
Registration and networking will be from 5:30 to 6:00, the silent auction will take place 
between 6:00 and 7:00, dinner will be from 7:00 to 7:30, and the installation of officers will 
run from 7:30 to 8.00. 
 
Menu 
This month's menu selections are Roast Pork Loin or Grilled Chicken Breast. (Notify a 
board member if you have special dietary needs.) 
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Pricing  
Register by 6/13/05 and meal costs are $30 for GLA members; $35 for non-members. 
Registering after 6/13, or at the door? Add $5. There is no cost to attend the meeting itself.  
 
Again, you are welcome to attend just the program only for free, but program registration is 
required to ensure adequate seating. 

On-line registration is available NOW at www.arma-gla.org. 

Advertisement 
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AIIM 2005  

 
Michael Adler    
GLA Chapter   

Issue Cover and Article Photos by    
Oscar Einzig Photographers    

The big conference and expo for electronic imaging, document management, content 
management, and workflow is the AIIM Expo and Conference.  AIIM stands for the Association 
for Information and Image Management, International.  Originally founded in 1943 as the National 
Microfilm Association, AIIM’s scope of interest has expanded to include the management of all 
forms of content – scanned images, e-mail, graphics, instant messages, Web pages, digital 
media, as well as the management of documents from the familiar desktop applications like 
Microsoft Word and Excel.  In the web page content management arena, several AIIM vendors 
include web page management and creation tools.   
 
This year the AIIM Conference and Exposition was held in Philadelphia.  It used to be that the 
AIIM Expo rotated from city to city each year, frequenting Anaheim and San Francisco every few 
years, but it now seems stuck on the east coast.  For the third year in a row, AIIM was combined 
with the electronic printing Expo “On Demand.”  Many vendors such as Kodak, Xerox, Oce', and 
Bell + Howell work attendees from both sides of the Expo. 

 
The size of the show was down from last year and the crowd was noticeably thinner.  I think this 
may well be a result of being in Philadelphia rather than in NYC.  This year the combined AIIM 
and On Demand show had 350 exhibiting companies (down from 448 last year) and about 21,000 
visitors.  Even though the traffic was down, the vendors I talked to were very pleased, in that their 
staff were kept very busy, but were not overwhelmed by crowds that they could not appropriately 
respond to. 
 
More of the Same from Last Year  
In the past I have written about breakthroughs, such as: 
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·  The first imaging software with workflow 
·  The first web based imaging systems 
·  Web content management systems 
·  The first imaging and document management systems to integrate records management 
·  Application Service Providers hosting systems offsite through the web 
·  Integrated collaboration 
·  E-mail management and IM management 
·  Major price / performance advances in scanners 

 
This year I saw many improvements, but nothing that I would call groundbreaking.  If there was 
one major trend that I observed, it would be industry consolidation, with more companies 
continuing to buy up other companies.  Also, you could not help but notice the proliferation of big 
flat panel displays at the booths.  Not exactly relevant, but they were impressive.   
 
Records Management 
For years I have been encouraging the American imaging and document management software 
giants to take a lead from their Australian counterparts and add integrated records management.  
In the 1990's the response was always "Why should we develop a product that sells for five 
figures when we are working on six and seven figure installs with our core product?"  In the wake 
of DoD 5015.2, Sarbanes-Oxley, IRS 97-22 and 98-25, SEC Rule 17a-4, and so on; all of the 
major imaging and document management vendors are now including a records management 
module in their suite of products.  In fact, most have their second generation products or are 
working on them. 
 
While virtually all of these products are 5015.2 certified, most do not do space management or 
other warehouse management functionality.  Most do not have the ability to print bar coded labels 
with color coded text.  Buyers still needs to look carefully at what out-of-the-box functionality can 
actually be delivered by these companies when they claim to have integrated records 
management. 
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Interwoven has purchased and integrated the TRAX product from Software Intelligence into their 
product line, so they can provide a full RIMS to their customers.   
 
FileNet has nicely integrated basic records management functionality into their new release.  
Once the file plan is set up and the classification schema is entered into the system, any 
document added to the system (image, Word, e-mail) can be automatically entered into the RIMS 
with their "ZeroClick Records Capture".  FileNet's core product is still missing some features for 
paper records management.  For these, they have partnered with OmniRIM.  The demonstration 
that I saw indicated that OmniRIM had been well integrated with FileNet, but it was only a 
demonstration. 
 
I also saw the records management implementations by Stellent, Hyland (OnBase), 
Hummingbird, and Documentum (including ApplicationXtender).  All of these vendors offer 
integrated out-of-the-box records management functionality with DoD 5015.2 certification.  While 
the extent of this functionality varies, none of them have integrated out-of-the-box space 
management or the capability to print labels with color coded text and bar codes.   
 
If your company is committed to one of these vendors keep an eye on their RM offerings; they are 
getting better!  
 
IBM Integrating Records Management Software with St orage Hardware 
A few years ago IBM bought the TARIAN Records Management engine.  This was a unique 
product, in that it had no front end.  It was designed to provide records management after being 
integrated with your existing enterprise systems, like SAP or PeopleSoft.  The demonstration I 
saw of the product 2 or 3 years ago was one of the most unfortunate that I have ever seen.  Now 
IBM has combined a records management engine with access control and storage hardware to 
create the IBM TotalStorage DR550.  A different sort of solution for records management 
challenges, the DR550 utilizes IBM's Tivoli software to ensure appropriate retention on an 
attached Redundant Array of Independent (or Inexpensive) Disks (RAID). 
 
Collaboration   
Again this year there were improvements in the collaboration tools and their integration with the 
vendors' document management products.  AIIM has a "Best in Show" category now for 
collaboration, which was won this year by Documentum. 
 
E-Mail Management – Still No Magic Bullet 
While almost every large vendor offers a way to save e-mails as records, nobody I saw at AIIM 
had a perfect system.  The options are to either have the computer attempt to classify the e-mail 
or make it as easy as possible for individuals to drag and drop e-mails into the system.  My 
observations are that the automated approach tends to put way too many e-mails on the system 
(which may be to the delight of storage vendors like EMC) and having individuals trained to 
recognize and classify records requires lots of training and auditing -- and even then generally 
produces less than desirable results.  Given these limitations, the systems from the major 
vendors continue to improve with features to take care of attachments any way you want, full text 
indexing, better integration with their Records Management and Document Management 
products, and so on.  Even the automated classification is providing more and more options. 
  
Workflow  
While many of the vendors were demonstrating workflow, FileNet's Business Process Manager 
seemed to be the most evolved.  This makes sense, since FileNet was one of the first vendors to 
provide Workflow engines roughly a decade ago.  One-time workflow stalwart Staffware was 
bought last year by TIBCO and I did not see them at the AIIM Expo this year.  Here is still another 
example of consolidation. 
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New From Kofax 
Kofax Ascent Capture has become a de facto standard for scanning software.  Last year Kofax 
bought Neurascript which provided artificial intelligence software for forms recognition.  Kofax has 
advanced on this to allow users to train their systems in a way that can eliminate separator 
sheets.  In other words, the scanning software can potentially recognize the end of one document 
and the start of the next one!  This could be a great breakthrough, since it is time consuming to 
insert and remove separator sheets between documents within folders when you need to index at 
the document level.  Of course it worked great during the canned demonstrations.  They have 
also announced release 7 of their popular Ascent Capture product. 
 
Scanners – Smaller, Faster, Cheaper 
Xerox was showing the DocuMate 272 that looked like a little personal desktop scanner with a 6" 
x 13" footprint.  Who could tell that it can scan up to 33 pages per minute on both sides (66 
images per minute)?  It will list for around $1300 and come with Kofax Virtual ReScan (VRS), 
PDF conversion capabilities, color capability, as well as ScanSoft's PaperPort and OmniPage.  
OK, the document feeder only holds 50 sheets, but it will go through them in less than 2 minutes.  
Pretty impressive. 
 
Kodak and Fujitsu were also showing new scanners.  I was told that Fujitsu was showing a new 
high end production scanner to try and compete more effectively in Kodak's high end territory, but 
that I would need to sign a non-disclosure to see it.  I decided not to see it, because then I could 
not talk about it.  Pretty much all of the scanners are now color, duplex, and capable of scanning 
directly to PDF. 
 
No Macintosh 
I have a new client who uses the Macintosh personal computers on the desktop and needs an 
integrated DM solution.  This is my first Mac client (pun intended) in the 21st century.  Not one of 
the major players at AIIM could provide tight Word integration on the Mac.  Quark, famous for 
their design tools, does have some products, but they are really oriented towards designers and 
artists and not towards the business environment.  Other vendors provided web based products, 
but without tight integration on the Mac.  It really showed me how completely corporations have 
abandoned the Macintosh over the past decade. 
 
Microfilm Is Not Dead 
Microfilm can still have its place in the world of records management.  When I attended my first 
AIIM show it was at least half microfilm.  Now they are a small minority of the vendors.  I had two 
pieces of microfilming equipment I was looking for on behalf of my clients.  One was a scanner to 
digitize aperture cards with 35mm film.  Aperture cards have been a common way to store 
engineering drawings since around WW II.  It was great to find an aperture card scanner at the 
Vidar booth.  I also had a client with the need to archive scanned engineering drawings to 35mm 
microfilm.  At the AIIM expo, I found both equipment and service bureaus to take care of this 
requirement.  So while Macintosh may no longer be around in the world of records management, 
microfilm still is. 
 
Best Marketing 
OK, I am still overwhelmed by Hyland's huge baseball stadium (a portion of which is shown on 
the next page) and their even larger sports bar booth -- with the smell of fresh popcorn wafting 
out to bring the customers in.  One of my friends really enjoyed the FedEx Kinko's booth in the 
On Demand side of the show with NASCAR race cars, drivers, and mechanics. 
  
My personal favorite this year was a bicycle themed booth from Datacap.  They had a charity 
drive to get the big players (FileNet, Fujitsu, Hyland, Xerox, etc.) to send in their best bicyclists to 
compete on a virtual bicycle course consisting of a very high-end titanium bicycle on a trainer 
hooked up to a computer that controlled the resistance to simulate going up and down hills.  No 
relationship to imaging, but it certainly kept a steady stream of visitors coming over.  Datacap has 
some photos of their booth here: http://www.datacap.com/cycletime/ . 
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Plan for Next Year 
All of the hotels for the show were sold out this year.  Even booking a couple of months in 
advance I ended up at a hotel on the far side of Old Town Philadelphia about 15 blocks from the 
convention center.  It turned out to be perfect walking distance in the great weather that we had 
that week.  On my way to the show I passed Independence Hall, the Betsy Ross House, and a 
dozen other attractions.  There were also plenty of great restaurants nearby.  In many ways 
Philadelphia beat out New York City, especially considering the bad weather the past two years in 
NYC.  Next year's event, AIIM + ON DEMAND 2006, will take place again in Philadelphia on May 
16-18, 2005, at the Pennsylvania Convention Center.  Over ninety percent of the vendors that 
were displaying this year are said to have already signed up for next year, so make your hotel 
reservations now! 
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Musings of a CRM  

 

Kay Schardein, CRM  
GLA Chapter    

  
In the last column, I explained the benefits of earning your CRM.  
This time around, I want to share some suggestions regarding the 
exam process.  Some of this information is on the ICRM website:  
www.icrm.org while much of it comes from my own experience and 
observations. 
 
Your first step should be to carefully read the application 
requirements.  Make sure you meet the requirements before 
spending your time and money to apply.  If you don’t meet them, 
decide whether you want to overcome the gap.  Next, create a 
schedule or “to do” list of all the steps you need to take.  Map out 
the dates - when is your application due?  What are the exam 
dates?  Do you want to take Parts 1-5 in the first sitting, or do you 

want to spread them out?  Consider your obligations at work and at home, and be realistic in 
planning study time.  Believe me; no matter how long you have been in the field, there is no 
substitute for thorough, focused study. 
 
Having said that, many applicants take the first five parts without time to study thoroughly, and 
are pleasantly surprised when they pass all or most of them.  Others decide to sample the test so 
they have a better idea of what it will take to pass in the next round, and may not do as well. 
Determine what strategy makes you most comfortable and apply accordingly. 
 
Draft your application and ask a CRM to review and comment on your draft.  If you don’t know 
one personally, check out the list on the ICRM website or contact me.  Having this review may 
save you the possible frustration of not being accepted, and the appeal process is not a 
recommended step! 
 
Check for study groups at various ARMA levels - nearby local chapters, nearby regions, and the 
annual international conference are all possibilities.   I have participated for the last two years in 
the Orange County ARMA Chapter’s CRM Workshop - an opportunity that has been extremely 
successful in preparing applicants for all six parts. Check out their website:  www.ocarma.org   If 
you don’t find an organized opportunity, consider studying with other applicants in your Chapter, 
or ask a CRM to mentor you.  There’s also a link for mentors on the ICRM website.  
 
Another “must” is to locate items on the exam bibliography, available at: 
http://icrm.org/exam_bibliography.pdf  Again, there simply is no substitute for quiet, focused study 
of the recommended materials.  When I took the exam, there were no CRMs yet in my local 
Chapter, and no study groups.  So it is possible to succeed if you study alone, but having a 
mentor and/or attending workshops or the annual conference are highly recommended.  Writing a 
practice exam will give you confidence and will identify areas you need to focus on further, and 
this is part of the Orange County workshop and the international conference as well.   Call any of 
the CRMs in our Chapter if you have further questions, and good luck! 
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Our April Panel Discussion  

 
Michael Adler    
GLA Chapter    

  
Photographs by:    
 Lisa Shimamura    

GLA Chapter    
 
Attendees at the April chapter meeting were treated to a panel discussion on the topic: Retention 
Schedules: Departmental versus Functional for Managing Organizational Records (including E-
Records).   
  

 
The four panelists (left to right) were:  
Janet Hodges, CRM – Manager, Mattel Corporate Records & Document Imaging 
Sharon Hyder, CMC, CRM - Consultant & Owner of Hyder & Associates 
David Farneth, MLS, CRM - Head, Institutional Records and Archives, J. Paul Getty Trust 
Barbara E. Nye, CRM, Principal, Ictus Consulting, LLC 
 
Jan and David manage the records departments for large organizations.  Sharon and Barbara are 
experienced consultants.  David and Barbara advocated functional classifications and retention 
schedules.  Jan and Sharon promoted a departmental approach.  The moderator was Wendy 
Shade 
 
The four highly qualified local RIM Practitioners first defined their methods and then discussed 
the advantages of their approach.   
 
Some of the advantages presented for the functional methodology include: 
Fewer document classifications for the enterprise as a whole. 
Common understanding of document classifications between different organizations. 
Easier document sharing when setting up electronic systems across the enterprise. 
 
The incentives for the departmental system that were noted by the panel include: 
Faster to develop. 
Easier training. 
More consistent adoption by end users. 
 
Barbara went on to add that while there is extra time that needs to be spent up front to develop 
the functional classifications, it results in fewer classifications.  Therefore legal research, ongoing 
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maintenance, and roll-out are all usually easier.  Training material and documentation is 
consistent throughout the enterprise.  In addition, Barbara stated that the functional method is 
now recommended within ISO 15489, the international records management standard. 
 
Sharon noted that while there will usually be more classifications developed when working 
departmentally, she always makes sure that the typical classifications (memos, correspondence, 
employee records, etc.) are common between departments, thus mitigating some of the concerns 
with using this methodology.  In addition, she reiterated that training is easier and adoption is 
more consistent, since users typically only need to reference documentation regarding their 
department's limited number of documents and they are already familiar with these.  Also, there is 
less analysis required, so the retention schedule can be complete in less time and results can be 
shown more rapidly. 

 
The members in the audience asked many questions, proving that this is an important topic for 
records management practitioners. 
 
Barbara has posted the handouts that she provided that evening as well as a bibliography on the 
functional approach to records retention schedules, links to additional resources, and an invitation 
to view an interactive functional RRS sample at www.ictus.com.  Sharon Hyder can be found on 
the web at www.hyderandassociates.com.  There you can find her contact information and 
examples of how quickly she has been able to help past clients using the departmental method. 
  
The program was held at the Hacienda Hotel in El Segundo.  Thanks to all the panelists 
for their insights and also to Wendy Shade for a great job moderating.  It was one of 
GLA-ARMA's best programs yet! 
  

 
  
From left to right: Jan Hodges, Sharon Hyder, Barbara Nye, David Farneth, Wendy Shade, and 
Lisa Shimamura, our GLA Program Director. 
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How to Use the ARMA International Membership 
Roster  

 
By Penny Kaufhold    

GLA-ARMA    
Director of Directory and Placement    

 
 

During my early years as a GLA-ARMA member, I always kept a well-worn copy of the annual 
Membership Roster at my desk.  The chapter roster is no longer printed in hard copy form, 
because we can now search a worldwide database of ARMA members by company, city, chapter, 
or industry-specific group. 
 
To use the member database, you will need to know your ARMA Member ID number.  This 4-6 
digit number can be found in the last line of every email message you receive from ARMA 
International (hq3@arma.org).  Contact me at pkaufhold@linkline.com if you are unable to find 
your member ID. 
 
Visit the ARMA International website at www.arma.org.  Click on "Your Membership" (near top of 
the home page).  Scroll down to "Search for Members". 
 
You will be prompted to enter your Member ID.  If you are using the ARMA site for the first time, 
your password will be "guest".  You will be asked to enter your last name for verification and to 
establish a password for future visits. 
 
When you click on "Search for Members", you have the option of searching by first name, last 
name, company, city, chapter, industry-specific group or a combination of categories.   
 
If you don't want your email address to show up in the online directory, select "Update Profile" 
and click on the "ARMA" tab.  Here you will find several choices you can make about the use of 
your email and postal address information.  Be sure to check your own listing to verify that the 
information is accurate.  You can update your entry and select your industry-specific group(s) 
online. 
 
The ARMA Member Directory is intended for personal networking use only.  It may not be used 
for marketing purposes.  Vendors are directed to contact ARMA International about purchasing 
mailing lists. 
 
Although the subject matter in ARMA programs and publications is valuable, networking is one of 
the primary benefits of membership.  Most members are happy to help educate and encourage 
others who find themselves managing the world's information resources. 
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Apply now for your ARMA Bucks!  

 
Lynette Allen 
GLA Chapter  

Actually they are GLA Participation, Achievement, Charity, Education (PACE) points.  As our 
experienced members know, it pays to be involved with chapter activities.  The Greater Los 
Angeles Chapter of ARMA rewards members with GLA ARMA Buck$ for GLA, RIM, Archival, and 
Local charitable professional activities and achievements.  Your P.A.C.E. submissions and 
supporting documentation will be used not only to award you with GLA ARMA Buck$, but also to 
prepare our 2004/05 Chapter of the Year application.  The Greater Los Angeles Chapter has 
been recognized as Chapter of the Year six times by ARMA International.   
 
The Award Categories and Award Values reflect supporting and active Members.  GLA ARMA 
Buck$ script is earned at all official GLA sponsored events (meetings, seminar and Fast Track.  
Tallies of the Buck$ you earned at Chapter Meetings will be kept by the PACE Volunteer and 
Official Registrar.  It will be your responsibility to complete the GLA ARMA Membership Form with 
your additional achievements in the award categories listed (see Example page).  At the June 
“Awards and Silent Auction Night Meeting,” you will be issued a “Cashiers Check” in the amount 
of the GLA ARMA Buck$ you have earned. 
 
Instructions for filling out and returning the form can be found by clicking here and then clicking 
Open if asked. 
 
The form can be opened by clicking here and then clicking Open if asked. 

 

May Program Recap  

 

Alan T. Schroeder, Jr.  
GLA Chapter  

  
On Wednesday, May 18 Alan T. Schroeder, Jr. gave a lunch time presentation entitled “Ethical 
Considerations for Records Management Professionals” at Nestle, USA in Glendale.  The lunch 
buffet was attended by 33 records management professionals from GLA-ARMA, who engaged in 
a lively discussion of various case study scenarios with Mr. Schroeder acting as the moderator.  
The attendees were divided into groups and assigned a case study after a brief introduction to the 
ARMA and ICRM Code of Ethics.  Attendees were instructed to discuss the cases with these two 
organizations code of ethics as benchmarks. 

All of the GLA members who attended received gifts, courtesy of the GLA-ARMA Chapter.  This was the 
Chapter's first annual Member Appreciation Day. 
 
Thanks to Mo Hanna and Nestle for hosting and a big thank you to Alan for facilitating.  
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Top Technical Tips  

 
Michael Adler 

GLA-ARMA Chapter 
 
Many of us need to spend a good portion of each week working with 
Microsoft Word.  Over the years I have developed a love / hate 
relationship with the good, the bad, and the ugly parts of this product.  
As everyone knows, one good thing is that Word has a lot of great 
features.  The bad part is that it can be overwhelming and very 
confusing, with features changing and moving around with each 
release.  The ugly is that many features do not work the way you 
expect them to or interact in ways that are not what you want.  This 
article attempts to explain how to use some of the powerful, but 
sometimes confusing, features in Microsoft Word.   
 
Comparing Documents 
Comparing documents used to be pretty straight forward in the old 
versions of Microsoft Word.  Then along came Tools / Compare and 
Merge Documents, in which two documents get merged and it is never 

quite clear which one is which.  Luckily, we can still access the old compare function – although it 
is not too obvious!  In Word 2003 go to Tools / Compare and Merge Documents…; then check 
the box next to Legal blackline.  Select the document that you would like to compare your open 
document to and presto, a new window opens with the comparison.  It assumes the open 
document is the newer one and treats the changes between it and the other document just as 
Track Changes would, with the items missing in the open document being indicated with 
strikethrough formatting (like deletions) and the items missing in the other document underlined, 
as though they were additions within the new document.  Who knew that "Legal blackline" meant 
compare? 
 
Format Painter 
The Format Painter is a great way to copy a format you like from one place to another, even 
between different documents.  Highlight the portion of text that has the format attributes that you 
want to copy, click the Format Painter icon (it's the paint brush in the main toolbar between paste 
and undo), then highlight the text that you would like to adopt the formatting.  It is just that easy.  
If you select just a portion of a paragraph before hitting the icon, then only the font formatting 
(color, size, font type, etc.) will be applied.  If you select an entire paragraph before hitting the 
icon, the formatting for both font and paragraph (indents, paragraphs spacing, and so on) will be 
applied.  If you need to apply the formatting to multiple sections, then double click on the Format 
Painter icon and it will stay selected until you single click on it or another toolbar icon.  Note that 
this feature may not work the way you expect when you select a section with multiple formats 
before hitting the icon – it will just use the first format encountered in the "copy from" text. 
 
Tables 
When typists first switched to computers, they loved the way they could use tabs instead of 
spaces when they needed to set up columns.  Over a decade ago Microsoft added tables to Word 
as a better way to set up rows and columns.  However, I find that many users still have not yet 
started to use this great feature.   
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There are many ways to insert a new table, but I think the easiest is to put the cursor where you 
want to insert the table and then click on the Insert Table icon on the standard toolbar, a couple of 
icons to the right of undo and redo (it looks like a miniature calendar with a heading row at the 
top).  Then, with the left mouse button depressed, drag the mouse down and to right until you 
have selected the desired number of rows and columns.  That’s all that is required to insert a new 
table.  You can select the vertical or horizontal lines on the table and drag them to resize the rows 
and columns.  Use the tab key to move to the next cell (and Ctrl+Tab should you want a real tab 
within a cell).  When you tab out of the last cell in a table, Word is kind enough to add another row 
for you to fill in.  Also, you probably don't want to hit the Enter button unless you really want to 
start a new paragraph within a cell.   
 
If your table goes beyond a single page, and your first row is a heading row, select the heading 
row (or rows) at the top of your table and then from the menu bar select Table/ Heading Rows 
Repeat.  Now the selected row (or rows) will appear at the top of each page. 
  
To prevent a row from splitting across pages, go to Table / Table Proprieties, select the Row tab 
and remove  the check in the box "Allow row to break across pages." 
 
Control Keys 
In the last issue we presented a couple of control keys to help speed up your work in Word, and 
in this issue we present a few more. 
 
To insert a page break (that is to start a new page) hold Ctrl and press Enter. 
 
To insert a line feed without starting a new paragraph, hold Shift and press Enter.  This is very 
useful when you need to start a new line in a numbered or bulleted series, but you do not what to 
insert a new number or bullet.  If your paragraph has both sides justified, you may want to switch 
it to align left when using line feeds. 
 
Press F12 for Save As, or Shift + F12 for save (and do save often). 
 
Ctrl + B Makes the selected (highlighted) text bold. 
Ctrl + I Makes the selected (highlighted) text italic. 
Ctrl + U Makes the selected (highlighted) text underlined. 
Ctrl + Spacebar removes the formatting from the selected (highlighted) text. 
 
 
Ctrl + Home will take you to the start of the document. 
Ctrl + End will take you to the end of the document. 
 
Pressing F5 gives you a "jump to" menu, that lets you jump to any page. 
Shift + F5 lets you toggle through the last few places you have edited within a document. 
 
To select an entire document with a single mouse click, take the curser to the left of the document 
so that the cursor turns into an arrow facing up and towards the right, then press CTRL and left 
click the mouse. 
 
Try these out now and see if they don't help you later to help you finish your Word documents a 
bit faster! 
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Stretch Out Your Hands  

 

Edited by Michael Adler 
GLA Chapter  

 
No, not for charity; but to protect your hands, wrists, and forearms. 
 
This month we are focusing on exercises to loosen up those parts of the body that may suffer 
when you work excessively at the keyboard.  This issue's stretches come with permission from 
Ellen Serber.  You can do these in the office during the course of the day to help prevent carpal 
tunnel and repetitive stress injuries.  Hold the positions for a few breaths and let the stretch 
increase but do not force it. The most important part of each exercise is to become aware of your 
body and your breath.  You can find out more about Ms. Serber by clicking here. 
 
Please note that on the web the figures below are animated.  To see the animated versions, 
please visit: http://www.arma-gla.org/publications/newsletters/CMS/index.php/77, or go to  
www.arma-gla.org, click on PUBLICATIONS, Online Newsletters, 2004 – 2005 News and Views, 
and then navigate to this issue and article. 
 
Stretching the fingers  

  
   
Place the index finger on the edge of your desk, keeping your wrists straight. Gently push into the 
desk and hold for a few breaths. Repeat with each of the fingers except the thumb.  Then repeat 
with all the fingers together (again without the thumb). 
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Stretching the thumb  

  
  
  
Place your right palm on the desk top with your wrist straight. Relax all your fingers. With your left 
hand slowly stretch the right thumb away from the forefinger. Hold for a few breaths and then 
release and do the other hand. 
  
  
Stretching the wrist 

 
  
  
Make fists of your hands and place them, thumb up, on the desk top. Support your lower arm on 
the desk. Slowly stretch the fist to the right, without moving your lower arm, and then to the left.  
  
 

  
  
 
Lift your arms off the desk top and make slow circles with your wrist, keeping your hands in 
closed fists. Circle both directions.  
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 Stretching forearms  

 
Bring your palms together in front of your chest in a prayer position stretching all the fingers fully. 
Relax your shoulders. Slowly stretch the heel of your palms down until they are the level of your 
wrists. If you can do this stretch without discomfort you can increase the stretch by moving the 
hands over to the right and holding for a few breaths. Repeat to the left. Stretch slowly and 
carefully, observing the sensations of your forearm and wrist. 
  
Shaking out tension  

 
Shake out your wrists and arms, letting them dangle from your shoulders.  
  
  
 
Relax the eyes and breathe 

 
Turn your head right and left, looking into the far distance with your eye gaze. Close your eyes 
and take some deep, slow breaths with your belly soft. 
 
Now get back to work!  Seriously, don't feel guilty taking a couple of minutes off to do these 
exercises.  You will be able to work more effectively if your body is healthy and injury free. 
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Computer & IT Skills for Records Managers - 
Rescheduled for June 17, 2005  

 
����������	
��  

OC Chapter  

Orange County ARMA and the Greater Los Angeles ARMA  Chapters co-sponsor a One-
Day Workshop presented by John T. Phillips, CRM, CD IA, FAI on a NEW DATE!! June 17, 
2005. 

Computer & IT Skills for Records Managers  
Everyone who creates or manages records knows changing business models, electronic mail, the 
internet and the universal use of desktop computers have forever changed the traditions 
influencing records storage and retrieval. There is a growing importance to provide educational 
programs to help RIM Professionals evolve into new business areas and new technologies. One 
of the most important interactions is with Information Technology, or IT, and this requires a 
knowledge of their vocabulary, procedures and practices. Today's RIM Professional needs to be 
able to communicate effectively with all levels and areas of IT in order to ensure that both the 
"tools" and the "rules" work together in managing the important information assets of an 
organization. This seminar will give you the knowledge and the background to do just that. 

Some of What you Will Learn:   
·  How technologies like e-mail, personal computers, and the internet impact records.  
·  Examples of working with IT personnel in establishing RIM Programs.  
·  Knowledge of the computer systems, IT skills and knowledge required for e-record 
programs.  
·  Industry standards and best practices that impact the preservation of digital records.  
·  Hot topics and future trends affecting record keeping programs and professions.  

Typical individuals who will attend a seminar include: Records Managers, Information Technology 
Personnel, Electronic Document Managers, Legal Counsel, and Executive Management. 
 
June 17, 2005  
Registration: 8:30 am 
Workshop: 9:00am to 4:30 pm 
 
Where: Orange County Sanitation District • 10844 Ellis Ave • Fountain Valley, CA 
 
Cost: $150.00 - includes lunch 
 
To register, go to http://www.ocarma.org.  You may pre-register online and pay by check OR 
register with PayPal now. 
 
John T. Phillips, CRM, CDIA, FAI 
Management Consultant, Information Technology Decisions 
 
For over 25 years John Phillips has made a major difference in the ability of many individuals to 
remain knowledgeable about changing information management methodologies and 
technologies. He is a management consultant, author and educator who has assisted clients, 
given informative presentations, taught seminars, made contribution to professional associations, 
and authored numerous articles and books. His career illustrates how information management 
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professionals can grow and transition as their work environments and professional opportunities 
change over time and the scope of their professional activities increasingly includes electronic 
systems. He has worked for the University of Tennessee, Union Carbide Corporation and 
Lockheed Martin as a contractor to the US Department of Energy, as well as state governments 
and additional private corporations. His technology and information management articles have 
been well known for identifying cutting edge issues that face the information management 
profession. 
 
John is a member of the Board of Directors of ARMA International. During the Fall 2001 ARMA 
International Annual Conference in Montreal, Quebec, Canada, John was inducted into the 
ARMA International Company of Fellows. In addition, he was also awarded the Emmett Leahy 
Award for 2001 by the Institute of Certified Records Managers, the most prestigious international 
award in the profession of Records and Information Management, for his outstanding 
contributions to the information and records and management profession over many years. 
 
Advertisement 
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Trudi's Tidbits for June  

 
Trudi Tropp 

GLA Chapter 
 
WHO'S ON THE CARPET THIS MONTH?  
We rolled out the Red carpet to welcome Coraline Sutherland, 
Uniscribe Records Manager.  She has been contracted by 
Hilton Hotels and arrived on Andy Cogan's arm.  I hitched a ride 
with them to the meeting.  While Andy was in the Z zone, 
Coraline and I got to chit chat. 
 
GOING LIVE!  
Andy Cogan, Records Supervisor at Hilton is going live with 
MDY's File Surf.  From those of us that have been through 
implementing a new software, we all wish you a smooth 
transition. 
 
ONE'S LOSS IS ANOTHER'S GAIN  
Jim Higdon, Past President of GLA, is no longer with Uniscribe 
and has settled in as the Operations & Project Manager at 
MDY.   

 
MISS THE MEETING, MISS THE GIFTS  
Our May meeting was in honor of Member Appreciation.  All attendees had a choice of two movie 
passes from one of four theaters.  GLA also raffled off full registration to our 50th Annual ARMA 
Conference in Chicago.  The recipient was Susan Coffman, Deputy City Clerk for the City of 
Santa Clarita.  Congats to you Susan.  Our thanks to the GLA board members for thinking about 
all of us.  We love and support you (gifts or not). 
 
HOME ALONE?  NOT THIS GAL  
Judith Butler, retiree, took to the road.  She drove 7500 miles across the county in five weeks.  
Although alone, she was not lonely and enjoyed the peace and serenity of the scenic tours along 
the way.  Way to go, Judith. 
 
SOME LIKE IT HOT!  
Like taking a five week trip across country isn't enough "good" for one person, Judith Butler also 
purchased a home in Palm Springs.  Thank goodness for air conditioning. 
 
DISNEYLAND IS IN GOOD COMPANY FOR CELEBRATIONS  
File Keepers, Inc. (off-site storage facility) is celebrating its 30th Anniversary this year.  Their 
parent company, Rally Enterprises is celebrating its 50th.  File Keepers has several members in 
GLA and supports us with donations for special events.  Thanks to Michael Huff, their Director, 
who attends our meetings and conferences, and keeps our name and reputation in good 
standing. 
 
IRON MOUNTAIN'S PROUD AND APPRECIATIVE  
We just got word that Bob Brennan has been elected as the new President of the North American 
Region of Iron Mountain. Iron Mountain also hosted a Golf Tournament for their clients of the 
Southern California Region as a Customer Appreciation Event. 
 
Any tidbits for us, please contact me at gtropp@foley.com 



May June 2005 News and Views  Page:  28 

 
See you all later this month for our Silent Auction.  IF YOU OR YOUR COMPANY HAVE ANY 
ITEMS TO DONATE, PLEASE CONTACT LYNETTE ALLEN ASAP at lynettea@sbcglobal.net 
  
Advertisement 

  


