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This Month’s Theme:  Your “Basic Black” Items 

There are a few things that every professional woman needs to have in her basic business work kit so that 

tasks are easier, projects get done more efficiently, and your ideas are shared with style.   You will find that 

you use these resources and techniques every day. You’ll find them invaluable.   

To your extraordinary success, 

 

“What Makes You Say That?” Opens Doors 

If you've ever been given a compliment, you know how 

great that makes you feel.  However, here's a clever 

phrase that will give you even greater insight and more 

joy. 

No matter what you think the compliment meant (or 

why it was said), first say "Thank you"…  and follow it 

with an ever-so-slight pause and the words (casually 

said) "What makes you say that?" You'll be 

guaranteed to hear specifics that will make you smile 

and give you much better information. 

For example, if at work, your boss says, "Great job".  You're pleased. 

But you don't know what caused him (or her) to make that 

declaration.  You may have thought it was because you were on time 

and presented thorough information.  But they may have been really 

impressed with the insight you came up with.  You'll never know, 

unless you ask. 

This phrase (Thank you ... what makes you say that?) will give you 
enlightening information every time. 

 

These words also work 

wonders in any discussion.   

If you want someone to open 

up about what they are 

really thinking, try (in a 

gentle way) saying, "What 

makes you say that?" 
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Email Signature Blocks Builds Brand 

What impression does your email 

signature make? Notice the powerful 

difference in these two, real life examples?  

One is very simple; the other provides a lot 

of information. 

 

 

Are you undermining your image each 

time you send an email by not having a 

well- crafted signature block? If so, you are 

missing opportunities by not strategically 

using this subtle, yet powerful form of 

communication. 

Because email is one of the most pervasive 

tools we use, it is often the first impression 

others have of you and your talents. 

Decisions are based on the image you 

project – even in email.  

Having a well thought out signature block 

not only makes it easy for others to reach 

you quickly, it raises your level of 

professionalism in their eyes. 

What Should Be In Your Signature Block? 

At a minimum, consider these elements in your 

signature block: 

• First and Last Name 

• Position / Department 

• Company / Organization Name 

• Phone and Fax 

• Web Page (optional) 

• Social media contact info (optional) 

Don’t assume your colleagues and customers: 

1) Know who the email is coming from 

2) Have the information they need to reach you 

3) Know your web address 

Set up your signature block so that it is used 

automatically in each and every email you send. 

Add Pizzazz To Your Signature Block 

You will also want to add formatting to your signature 

so it is graphically pleasing to the eye and communicates 

key messages. Here are some key ideas for you: 

• Put a line above your signature block to 

separate it from the body of the message (you 

can use the underscore character to make the 

line). 

• Use italics or bold for ONE line such as the 

company name or your title. This breaks up the 

block so that every line shows up more easily. 

• Add a tag line that conveys your organization’s 

vision. 

• Keep the block short (in depth) -- put several 

elements on the same line such as the phone 

and fax. 

Reputation-Building 
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Protect Your Life … Carbonite 

Have you ever crashed your computer and not had 

a backup? Imagine how devastating that could be - 

the product you just spent days working on is gone, 

as well as all of your other files. You have to re-

create it all from scratch. 

Well, if you haven't had that horrific experience, 

statistics show it is just a matter of time. Four out 

of five computers will experience a major hard 

drive crash where your data is unrecoverable. 

Now, wouldn't it be wonderful if you could be 

backing up automatically throughout the day -- without having to do one thing? That's what Carbonite can 

do for you! And it is "dirt cheap". 

Protect Your Files with Carbonite 

With many online backup tools to choose from, it can be 

confusing. We found one that is simple to use -- AND 

affordable!  

Choose Files 

Carbonite will choose which files to backup for you -- and does so very comprehensively. You can make 

changes (and add or delete) selections at any time. 

As in the example to the right, in your Windows Explorer a 

yellow-orange dot shows you the folders that have been 

tagged to be backed up. When the dot turns green, you 

know your files are safely copied. Each time you make a 

change to a document, the dot will turn orange again letting 

the system know it needs to make updates. You can scan 

down your file list and see that your folders are backed up. 

Choose any files you want, including: 

• My Documents 

• Pictures 

• Video 

• Music library 

• CRM and Bookkeeping folders 

• Outlook files 

• And any other file types you designate

Money-Preserving 
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Speed 

Does it slow down your machine while it’s backing up so you can't use it? No! The training video tells you 

that depending on the speed of your internet connection and the number of files you are backing up, it may 

take several days -- or up to a week initially to do a comprehensive backup, but that it will 

work continuously until complete. Carbonite will actually slow its process down so that it won't interfere 

with your work. When your PC is idle it picks up speed again. After the first complete backup, Carbonite 

will copy files as they are updated. 

In our evaluation of Carbonite it took literally less than 10 minutes from start to stop to set up. 

From now on, you won't have to worry that you have a current backup of your files -- they will be secure off-

site so that in case of theft or a hard drive crash OR if flood, fire, earthquake or hurricane hit -- your data is 

protected. For approximately $59/year (for a personal plan) and peace of mind -- it is the best deal in town! 

 

Shortcut Highlighting Makes Editing Faster 

Have you ever seen people work in various Microsoft Office 

programs that appear to use the keyboard or mouse 

magically? With a few clicks they highlight, move text 

around or apply formatting without even using the tool bar.  

Well, it's not magic, but knowing what keyboard or mouse 

shortcuts to use - and how to use them - can save you loads 

of time! 

Quick Highlighting 

You may be aware that certain movements or clicks with your mouse within a document can result in an 

easy way to select text. For example, you may want to highlight a word or a whole sentence, but when you 

use your mouse to select a particular section, the results are not always what you intended. 

Instead of spending more time than you want moving your mouse to each and every change in your text, 

here are some ways to save yourself a lot of time. Simply use double clicks, the Control key and the Shift 

key.  

You'll use these keys to quickly highlight: 1) a word, 2) a sentence, 3) a line of text, 4) a paragraph, or 5) a 

section of text -- whether it is in a Word document, an Outlook email or a PowerPoint presentation slide. 

Productivity-Enhancing 
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To select: 

• A Single Word - Double-click anywhere within the word. 

 

• A Sentence - Place your cursor anywhere 

in the sentence, hold down the Ctrl 

key and click once. 

 

• A Line of Text - Move your mouse 

pointer to the left margin beside the text 

until it changes to an arrow and 

then click your mouse. 

 

• A Whole Paragraph of Text - Triple-click (rapidly) anywhere within the paragraph. 

 

• A Whole Section of Text - Place your cursor at the start of the selection, hold the Shift 

key down and then click at the end of the text you would like to select. 

The best way to learn these shortcuts is to practice a few times until it becomes second nature. 

TIP: These shortcuts not only work in Microsoft products, but in other tools such as in blogging or email 

programs. 

 

 

 

 

 

  


