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PASTG ANNUAL MEETING
June 9-13, 1997, in East Lansing, MI. If you have any items of concern, please feel free to contact any task group member. 

TRAINING
Marie Bishop has information on the following from the USDA Graduate School. Self Study Courses Catalog Schedule of Training - Communication, Administration and Business Skills 

For further information, the USDA Graduate School can be reached on the Internet - http://grad.usda.gov 
The Midwest training Center classes in Chicago are listed there. 
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"Tips for Getting Things Done"
from "Getting Things Done," by Kristine C. Brewer.

1. Use lists - writing things down keeps one organized and reduces worry of forgetting to accomplish something.
2. Maintain a time-management system. The best system allows one to keep lists and notes together with the time-management calendar. Make it a habit to check your calendar every morning and transfer any information to or from the family calendar at home.
3. Set goals and priorities. Write goals down (both long- and short-term) and keep these goals in your time-management organizer. Seeing goals daily helps keep one on track to accomplish the goals, and crossing them off the list makes one feel like progress is being made!
4. Do the worst things first. By doing the worst tasks first, other jobs will go faster. Worrying about a job wastes time; once it is done, it is easy to move on with the less-stressful tasks.
5. Eliminate time-wasters. Know what causes you to waste time and eliminate those things (i.e. Do you make several trips a day to the copy machine or mail room? Try to group things at your desk and make fewer trips. Are you using the most efficient equipment and methods? Do you think about short-cuts that won't affect quality?)
6. Learn how to delegate. Think about things that can be delegated both at work and at home. Don't wait until you need help to build good working relationships with others. Build those relationships daily so that they are in place when you need them.
7. Learn how to say "No." Before you agree to do something, consider how it fits with your overall priorities. Gracefully saying "No" may be better than doing a poor job and resenting the time spent on the task.
8. Organize. One big time-water is not being able to find things when you need them. Organize your home and office so that everyone knows where to find things and where to return them. 
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Mr. Ronald D. Plattner has replaced Dr. John L. Richard (retired) as the acting Research Leader of the Myctoxin Research Unit at NCAUR. 

NCAUR has a new Technology Transfer position in the Center Director's Office. The position was filled by Dr. Andrew Watkins. 
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Deborah K. Bitner is the 1996 Midwest Area Secretary of the Year. 
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To all of you born during January, February, and March. Hope you all have a great Birthday! 
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CHECK THIS...

TIPS FOR USING THE NEW WINDOWS VERSION OF RMIS
Submitted by Sara Harris, Secretary at NADC in Ames, IA 

On-screen keys
This is the yellow (or other color depending on your windows color settings) set of keys at the bottom of the RMIS screen. They start with DP, then 1-16, and finally H, C, E, and CR. 

Y Keys 
For clarification during this column, when I am referring to the keys on the keyboard, I will refer to the "F" key, e.g., F6. When I am referring to the keys at the bottom of the screen, I will refer to them as "Y" keys, e.g., Y8. I hope this will help lessen the confusion. 
YH Key 
The Y "H" after the Y16 is the "Home" key. If you are typing the title in the 115 and want to go back to the beginning of the line, use the mouse and click on the Y "H" key. 

YC Key
The Y "C" is the Clear Key. If you enter three digits in the phone number in a field and realize that you forgot the area code, use the mouse and click on the Y "C" key and it will clear that field. 

YE Key
Like the YH key, this puts you to the end of a line. Use the mouse and click on the Y "E" key. 

YCR Key 
This key is the Carriage Return key. Instead of hitting the [Enter] key on your keyboard, you can use your mouse and click on the Y "CR" key in place of an "Enter." 

Menu Bar 
These are the options at the top of the RMIS screen. They are File, Edit, Connections, Scripts, and Defaults. The underlined letter is the one to use if trying to access them using keystrokes, i.e., to open the Defaults option, use the [Alt] key and then press the [L] key. 

Menu Option: FILE
This is where you go to exit RMIS after disconnecting. Use the mouse to click on FILE, then EXIT. 

Menu Options: CONNECTIONS
If you have problems getting into RMIS or get a busy signal, use the mouse to click on CONNECTIONS, then choose REDIAL, or DISCONNECT. Redial will work if you still have a connection with your modem. If it doesn't seem to redial, then do a DISCONNECT. This will mean you will have to CALL. When you click on CALL, it will ask you to pick the calling "file." Use RMIS.COM. Please Note: Normally, when you get into RMIS, it automatically gets this calling file without you having to choose it from the list. 

This is also where you go at the end of a RMIS session to disconnect the modem. After doing a #16 Logoff, you must do a CONNECTIONS, DISCONNECT. This releases your modem from the call. 

Menu Option: DEFAULTS
This is where you can change your keyboard. The default keyboard is the 10/12 Function Key option. 

You can access different keyboards from the DEFAULT menu. Click on DEFAULTS and the pull down menu will have SETUP KEYBOARD... Click on it and a keyboard Setup window will open with four options: 10/12 Function Key, Wang WLOC, Wang Model 723, and Wang Model 724. Please Note: An optional keyboard for the eight key DOS-like keyboard is not available. That is where the F keys were used and #16 was [Shift] + F8, #24 was [Ctrl] + F8m and so on. 

The10/12 Function Key option allows the use of the F keys; however, instead of an eight key format, it is a ten key format. That is where #16 is [Shift] +F6, #24 is [Ctrl] + F4, and so on. SHIFT = 10, Ctrl = 20, Alt = 30. This can be confusing at first, but it is one way to use only the F keys for RMIS. 

The Wang WLOC option is a little different. It uses the F keys, but it is more random. It uses the F keys for the first 10, then the alt keys for the next 6. WAY CONFUSING! I don't recommend this keyboard. 

The last two options do not work with the keyboard. They are only for using with the mouse. If you choose one of these, the F keys do not work at all. 

No matter which keyboard setup you choose, the Y keys using the mouse and the [shift] key for the upper 16 will always work. The translation for the Y keys are list below.
	Y1 = 1
	[Shift] + Y1 = 17

	Y2 = 2
	[Shift] + Y2 = 18

	Y3 = 3
	[Shift] + Y3 = 19

	Y4 = 4
	[Shift] + Y4 = 20

	Y5 = 5
	[Shift] + Y5 = 21

	Y6 = 6
	[Shift] + Y6 = 22

	Y7 = 7
	[Shift] + Y7 = 23

	Y8 = 8
	[Shift] + Y8 = 24

	Y9 = 9
	[Shift] + Y9 = 25

	Y10 = 10
	[Shift] + Y10 = 26

	Y11 = 11
	[Shift] + Y11 = 27

	Y12 = 12
	[Shift] + Y12 = 28

	Y13 = 13
	[Shift] + Y13 = 29

	Y14 = 14
	[Shift] + Y14 = 30

	Y15 = 15
	[Shift] + Y15 = 31

	Y16 = 16
	[Shift] + Y16 = 32



#31 VsCOM
Transferring of ASCII files to the RMIS system and printing 115s, etc. from the RMIS system has changed a little. Choose #31 (either by keyboard or [Shift] + Y15). This will go to the VsCom window with four options and a #16 Return. 

#1 SENDING
1. Create the documnet in WPWIN using Courier New, 12 pt, 0.5 L margin, 0.5 R margin.
2. Save using ASCII DOS Text format to the RMIS default directory - C:\VISCOM\ directory
3. After choosing #31, then #1, the next window will allow you to SELECT your file. Click ACCEPT. Then follow the on-screen directions. 

#2 RECEIVING PRINT
The next window will bring up a list of the files you have created to print on the bottom half of the screen (below the line). Place the cursor underlining the first letter of the file you want to print. Click on the Y1 Key. Repeat as necessary. When complete, press the [Enter] key or click on the YCR key. Follow the remaining on-line instructions. 

