Keeping EA’s Organized

How Superstar EAs
Organize, Standardize,
and Optimize

Spotlight Session

Administrative Professionals Conference



Molly Denham

CEO/Founder

e I'ma22year Air Force veteran. | have trained as

an Administrative Assistant my entire career.

e |started my own l-woman admin company
providing support to retired military and DoD
members. | then expanded and created VEXA

Services.

o Today's software wasn't helping me do my job
effectively. | teamed with a much smarter

friend and created VEXA Software.




VEXA Software

Software for Executive Assistants build by Executive Assistants

. Meet my principals
. Make it work
. Your “make it work” moment(s)

« VAST introduction







Micro-Detailer

e Wants all the minutia for every event
e Whois hosting

e \Whatis herrole

e \What does the event look like

e Who is she seated with

e Doesshe need to bring a gift




International Traveler

e All travel must be tracked

e Hasgovernment clearance
so it must also be reported

e Flight

e Visa

° Immunization

° Hotel

e Ground transportation

° Local contacts

e Embassy information

e STEP




Independent
Consultant

Invited to multiple events
Dinners

Guest speaker

Media engagement

Meetings




The Assistant

e | need to know everything about everyone
e Spouses and kids

e School

e Vehicle information

e Allergies

° Drink preference

e Travel preference
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As SMRs inch ever<Closer 10 maret-readiness, the industry is hiting milestones in research, design, and
manufacturing every month. In this session, reactor developers update the community on

* The latest innovations and disruptions in the science of reactor development
* The expected manufacturing and deployment timelnes
* Their Gevelopment jJourney 0 1ar and lessons learned

Speakers: Tom Samason (CEQ, Rolis Royoe SMR), Dr. Jose Reyes (CTO, NuScale), Mr Robert. Braun (Senior Vice
President & Chief Operating Officer, ARC Clean Energy)

Moderstor: Hon, Jeffrey Merrifield



Fvent Card Template -

Compatibility Mode » Saved 1o this PC

iphasis

EVENT CARD

Date/Time: 12 July 2022, 0920 - 1015
Event: Retrement Ceramony (g XXXX
Holl [nama company, tithe]

A||||o BIH‘FIDII Attiro

Gum*_muw of Apouia allﬁnn.ng‘?i
Attendess: Approx 185

Gift: ramad photo (5:7) = wiapped wiag
speaking: No (you are guast of the honores)
Format: Relirement Comomony

Madia: Alr Force pholographer

Weather: §1/54 (pm thundershowers expecied)
POC; [nama, tite, coll emai]

Sequence of Events:

0920 You arrve at the Auddonum, greeted by event staff and escorled fo your
seat

Note: family mombers are escoried fo their seats duning ihis time
0936 Catemony commences

Arival of the Official Party

Musical Honors

Halignal Anthem

Invocation by Chaplan

Opening namation

Remarks by

Medal Preseniabon

Pinning

Re-affamation of oath

Hemarks by

Clasing narration
1015 Catomony concludes, you depart as desited

Heading 1

Ofind ~

Nomal Strong Subtitle * 2 Replace
T I Select

Styles % Editing

1 2 f 1 ' 4

Eamily members attending:
Spouza._ Mes. (Cindy) iast nama
Daughter - brs. (Samaniha) last name
Daughter - s (Rebecca) last name
Son - Mi. Danssl 13t name

Famity Frignd - M3. (Regina) last name
Mother-in-Law = Ms_ (Lib) lasi name
Sigtér-n-Law - Ms (Erika) last name

Tha Honarable s A Blanchird, Gadne
hi Al Foca

Goneral Carmol H. Chandler, USAF, Vice Chial of Stalf of the U.5. Aif Force
and Mrs. Chandiet

Vich Adrital Brugs USH, Dapity Chiel of Naval Operations
fof Operations. PMans and Sirategy (NJNS)

Tha Honorable Enn C. Cg Undar Secrotary of the Air Force

Tha Hohorable Michael B. Donley, Secrelary of the Alr Force
And Mrs, (G}

Tha Honorable Danil B. Ginsbarg, Assistan! Secrotary of e Air Force for
Mang<wer and Reserve Altais

Llwumlnt Glﬂﬂ'llsh‘.m:m Harding, USAF, Judge Advocate Genaral

s LS. Al

Omul Tom Hobbing, USAF (Rel) and Mrs. Hoblens

Ambassador Enc John

Lievienant Genoral Darrell Jones, USAF, Deputy Chief of Stafl for Manpawer,
Parionnal and Services, Headquaners U.S Arr Fofce

Gaoneral Craig Mckinkey, USAF, Chiof, Nabional Guard Bureau

General Duncan McNabb, USAF, Commander, U S. Transporation Command

Lisuienant General Chiisiopher Miler, USAF, Doputy Chief of Siafl for Strategic
Plang and Programs, Headquarters U S Al Fores

Tha Honorabda Jamia M. Monin, Assistant Secrolary of tha Ax Force for Financial
Managemani and Compirolier

Admiral Michael G. Mullen, USN, Chairman of the Joini Chiefs of Siaff

General Richard Myers, USAF (Rel ) and Mrs. (Mary Jo) Myers

Lisutenant Ganeral Richard Newton, USAF, Assistant Vice Cheaf of S1af and
Director, Alr S1afl and Mrs. Newton

The Honorable James Rioche and Mrs, Roche

Lieutenant General Marc Rogers, USAF, inspecior General of the Air Force,
Office of the Secretary of the A Force

Vice Admaral Bl Sulivan, USN, (Ret )

Lisutenant Genaral Harry Wyatl i, USAF, Diecior, Alr National Guard

Thia Honorabda Torry A Yonkers, Assislant Secrotary of the A Foroa 1oi
Instaiabons, Envirenment and Lagistics

Coundal of thie U.S. Dapaitmaent o

Aflachmenls:
Biograptyy of Lisutenant General Dreediove
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Adobe PDF  Signatuies

hdobe Aaobat Vaice Editor  Reuse Files i
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X Travel - UK

International Traveler

Event Details Find a Time

1) Add notification

2

Free =  Default visibility ~ (&)

i

B by (V) = = o T

@ Create meeting notes

London Marmioft Hotel Kensington

147¢ Cromwell Road, Kensington London SWS5 0TH United Kingdom
Phone: +44 20 7973 1000

#71820621 (16-19 Jul)

London Marriott Hotel Marble Arch

134 George Street London W1H SDN United Kingdom
Phone: +44 20 7723 1277

#70884420 (19-20 Jul)

London Marriott Hotel Kensington
147¢ Cromwell Road, Kensington
Phone: +44-20-7973 1000
Confirmation: 83744805 (20-25 Jul

Guosts

Add guests

Guest permissions
[0 Modify event
Imvite others

See quest st




[ Vi book template - Compatibility Mode » Saved ta this PC ~

Traveler Name

Visit to

City, State/Country
City, State/Country
City, State/Country

27 May = 15 July 2022

Ul Embasay, UK

33 Nins Elms Lans
Lendan W11 TU
=44 0 20 7499 9000

US Emba Bulgaris
18, Kegak Strest
Bofia 1408, Bulgaria
+359 2937 5100

[ Test Precictions: On T Accessibility: Unavailable

2200

110

1630

1915

EEEH

Monday, 27 June 2022
Washington DC

Drass: Tra:

Washington DC: 78/ 5%

Dapart Dulles snraits Frankfur

o United 932

o Confirmation: VQDI0

¢ FT: B:20 min (ADV elock & hours|

Tuecaday, 28 June 2022
Sofia, Bulgaria
Dreas. Traval Casunl
Selia: 82/39
Arrive Frankfurt
1P3 Weakly Update w/BDD

o Via Google Mast

Dapart Frankfurt snrouts Sofia
o United 5270 (Lulthansal

o Confirmation: VD20

o FT: 2110 min

Arvive Sofis

Dapart snrouts Senss Hetsl
o Via Ubee/Tani
o DT 010 mine

Arrive Sance Hotal

o 16 Tear Qxrobodital Boulevard Sofis 1000 Bulgaria
¢ Front Deak: =359 2 446 2500

o Confirmation: 84151609

Mally Denharm 0 & =

= Comments

£

DOFind = [um £2

* | GoReplice | o undShie Request | Dictate | Gder
T Iy Seleat+ Adobe POF  Signatures
L] Lditing Adobe Acrobat Voice Editor  Reuse Files

Wednesday, 29 June 2022

Sofia, Bulgaria
Sofia: §4/60
At Laizure  Dapart snrouts Eligfl Center for Education and Culture
Ulba/ Taxi
e DT: 0:15 min

1330 Arvive Elialf Canter, 1700 Srudentali Komalaka
Adantie Club Energy Dissected 2.0
1400 Walcome Remarks

o Dr Balomon Passy, President Atlantic Club
o David Evans, President Amancan University in Bulgana

wader Soalar Wak

1430 Foadmapt to Action: What ix required to

e anargy security
»

P Atlantie Club

1550 Aligning the Enargy Palicies = Transier of Teehnelog: and Buyiness
Modals from Seuth io Hor
& Modarator: Andrey Bachyasgy, CEO Bigs Servicas and Anthil
o Pt Kot R, Liakia Maid), Dirk Beiilils,
Edward Frisdman, Kuil Boghex

n Volatile Energy Markets
Chisl Economizt EM]

17e0 Fenewables as Invesun:
o Moderator; Kalaxan b
o Panelivie Amb Dean Vasiler, Milks Koxashex, Boyks Hitsay,

Aligiana dmara

1815 Adjourn

(@oipysetings Drecs B 0 B - L




Independent Consultant

Get Invitation

Follow up

. Create Folder
Invoicing

Thank You Route through
Notes Office

Get Principal
Input
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EVENT DETAILS

ok Doa WP Test Co
Aqinigal & July Celateahon
Washengion DC

Dd-Jui-21
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INVITATION INPUT FORM
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EVENT DETAILS

ATTENDANCE
il Tos [ W )
Yes [ N [

ot Do, VP Test Co

I —— Giuest Attena?
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Homarks  Trei i 10 e v ww Fitos Eeiisr Fredesd 56
parhonate o SRl G Wt yedr dus 1o s bt
B T s B PRI

Home Page [

el L b D Aol oy ey




RSVP and Coordination Input

EVENT DETAILS SCHEDULING RSVPIPOC INFORMATION
& John Do VP Test Co
From ’ Aferalaree? v N Eaniats i T ET
Evarit Areusal £ July Casetrater Gueit Intted? B Mo [ Intelei  ohiack
Guwst Aftarad? . o
Lelamin Washingion DC Evund confact Jomtve, g Soplinampie Som
FS—— Thet o i 8 Uy wed 1 ri el mal dubetie]
Date ket £ Tene  Epm e wall e gty gy Fopl b
o T BT T Pep—
B Pt g
Drass Casual Cost SEG 00
B Crsee [ b Paqured

Esguierges

Fenans  This s B Terd yodr we have
partcpate. iou dd nod 9o
i Gt i

o) Frled 10

Corficts  Vou sre curmnlly memssiie phouid you i o sflend




oe Smith
Business Development « VEXA Services
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Cantact details
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Gy MiEAAn Rogas

Wil - UEGTE3S

WA ATZI40ETE

adlengies garlic

[t Coloe (doesn® B coffes)
Favorie nestaursnl when in DG Old EDbitt Grill
Prefers United Arline [alsle seat only)
D5 ol TaiE meetings on Fridays

Irtroductssn from Amandas {Dec 2019 UK trig)
Ea Lisa Pémm



‘Make it
Work” Moments







VAST

e Created byEAs forEAs

e Sits on top of Google and Outlook

e No need to transfer to an entire new system

e Easy, intuitive forms

e Getrid of homegrown templates, forms, spreadsheets and databases

e Make your work life easier and better organized




B oo -

RSVP:Yes ~  Addnote / guests

Guests
i Add guests
jal Motification = 10 minutes * X
Guests you invite will receive an invitation, but
won't appear in the guest list after you save this
Add notification o PP g y @
3 shaunroberts @ ~ 1 guest
-| o
yes
(] Busy ~  Defaultvisibility ~ @) °~/ Tony Le

Availability might be shown in other Google apps (3

III
m

I U = = o ¥

Open in VAST




Micro-Detailer

— el e VEXA Services ~
/ uAsT

Main Menu
Event Detais v s

Events Event
Travels Title
g Contacts Sample event title,
Date & Time
G tuations May 10,2022 10:00AM to May 10,2022 11:00 AM
@ Expenses and Location
Reimbursements

Pete's Coffee on Addison

Description
Quick Menu Meeting about new client project at usual coffee place meet up. Table is already reserved.
{&) pending items
[1] Upcomin
peoming Event Contact g
E] Bookmarked
First Name Last Name
Eric Jones
Email Address Phone Number

ejones@domain.com 773-123-4567

Note

§3  Settings

(> Logout

Favorite coffee is White Chacolate Mocha.
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Q @ @ Month -

International Traveler e

b ocreate - 30 a1 2
July 2022 9
s oMot owoT
% 27 2 B N e
R
)
Wonoeom o on o
7 18 19 D N »n B 3 4 5 6 & 2 9
2 25 26 27 28 29 3 Independence Day
a1 2 3 4 5 ¢ +
Meet with..
o
2, search for people
My calendars ~
0 n 12 13 14 15 16
Tony's Calendar ‘Sample Meeting
Z B8 : x
[ sirthdays
O reminders ® Sample Meeting
Moncay, July 11
[0 Tasks
8 g Takemeeting notes
Start a new document to capture notes
Other calend: 5
orcalondars 3 @ Tonys Catendar 18 19 20 2 2 2
Holidays in Unied Sti
Open in VAST
T
ki 25 26 a7 28 29 30

3 g " R . 5 6



Quad b era

Sig

Tethe

Date 8 Torme
(8. )

et aripitson

Flight Information

Confirmation B

Teme Chaeuge



B cmeses

™ 4
g =

(=

Invitations - Create Invite

Invite Details

Atlantic Council

Reception iho John Doe
The Metropolitan Club, Washington DC

4 Nov 2022

Business Attire/Cocktail Dress

Creghe bvte

gt

30 Jul 2022

EEVF By

13 Oct 2022

Pharea

202-555-0001

.
You regretted last 2

invites from Atlantic
Council

Corfigts

No current conflicts



Vvast

Main Menu

£ cerdr
Cantacts

Espenses and
Reimbursements

Quick Menu

@ Pending ltems

E Upcoming

H Boakmarked

Honorarium

Guest Inuited?

Mo

Inwice Required

No

Link

hitp: rssummitchicagouorg

=, Final Approval Ddded To Calendar —~.,
\ Y

Attendance
Attending?
Oves (O ne

Guest Attending?

Comments




i Contact Details ~ (uborm Pk Erabed

First Maima

Qs Masrns

f‘;‘f o Family Details '
St Fry Mame i LA NI

Spauss Dale of Birth



Wrap Up

Software for Executive Assistants build by Executive Assistants

. Meet my principals
. Make it work
. Your “make it work” moment(s)

« VAST introduction




Keeping EA's Organized

_M_ _a_ m_...

info@vexasoftware.com

Q
(703) 609-9464



	Slide Number 1
	Slide Number 2
	Slide Number 3
	Slide Number 4
	Slide Number 5
	Slide Number 6
	Slide Number 7
	Slide Number 8
	Slide Number 9
	Slide Number 10
	Slide Number 11
	Slide Number 12
	Slide Number 13
	Slide Number 14
	Slide Number 15
	Slide Number 16
	Slide Number 17
	Slide Number 18
	Slide Number 19
	Slide Number 20
	Slide Number 21
	Slide Number 22
	Slide Number 23
	Slide Number 24
	Slide Number 25
	Slide Number 26
	Slide Number 27
	Slide Number 28
	Slide Number 29
	Slide Number 30
	Slide Number 31
	Slide Number 32

