| | AHIMA [,
Getting Started in the CoP

Communities of Practice m

1. Login from www.ahima.org under myAHIMA. Click on the Communities of Practice logo.

< myAH‘iMA Kimberiy Active ltems =p Edit Preferences |
<"AHIMA ™ember Login

Below are the active items that you are currently logged into. Click on an item to access it. 1

preferences, click here.
1D
. Communities of Practice COP . My Profile | Dues Renewal
Password: |

AHIMA Body of Knowledge

| Forgot my Distance Education Campus
PaEEWord [ Remember me Login @

Meetings

2. You will be directed to your Personal Page and What’s New will appear. Here you'll find the top 100 new items in the

communities you belong to. You can use the filters, (Views, Filter, Order By, and Page) to focus your review in a way
most meaningful for you.

LoGout
What's New ‘What's Popular MNotifications My Profile

Bookmarks Suggest a Community Search Help

You are at MyPages > What's New

What's New TOPiCS{ [y CaimLTRnES
View Filter Order By Page /
[All Topic Items | [All My communities v [Date (Recently Added) |+
* Winter Meetings Coming Soon AR T
Join your peers for one of two Winter Team Talks, Hill Day, and the Coding Quality and RAC meetings

Check out thi Ethics Self
Receive CEUs for all these meetings e e

Aszessment to see how you are
[:'& @ doing

Click here for assessment.

Tags: team talks,

Comments: 1 View

d: 02/08/10 15:02 FM By: Carolyn Guyton-Fingbloo

Ethics Resources

0 Here are quick access to some ethics resources AHIMA Code of Ethics, revised 2004 Standards for Ethical
Coding Ethics Self Assessment

— Inin wnur Peers for cnme prear Winter

3. Use the navigation bar on top to navigate to other areas. What’s Popular lists the top 100 items that are most popular

(based on ranking, rating, and the number of times viewed) in all the public communities. You can use the filters to better
define what you want to review.

What's New What's Popular Motifications My Profile

Bookmarks Suggest a Community Search Facilitator Help

You are at MyPages > What's Fopular

What's Popular Topics

Order By Page | N |

v| |AII Communities v| |H'|ghest Ranking v| |1D v|

View Filter

|AII Topic Items

[+ Feedback on new CoP
ﬁ Would this be a good place to gather feedback?

Tags: L[T":'

Comments: 7 Views: 10 Created: 02/10/10 13:02 PM By: Margaret Williams Updated: 02/10/10 13:02 PM
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4. Notifications: The next link on the navigation bar is Notifications. By selecting Notifications, you can subscribe to

receive notifications by e-mail or RSS feeds from the communities you belong to. The Get Feed 2l can be set up to use
any RSS reader, or you can use you the RSS FEEDS folder in Outlook 2007.

RSS readers, such as the one built into Office Outlook 2007, allow you to subscribe to RSS Feeds and then read content

or follow links for additional information. Whenever you see a link to a feed, or an RSS icon 3 , just select it. Microsoft
Office Outlook 2007 can automatically subscribe you to that RSS Feed.

Using Microsoft Office Outlook 2007 to subscribe to an RSS Feed is quick and easy and does not involve a registration
process or fee. After you subscribe to an RSS Feed, headlines appear in your RSS folders. RSS items resemble e-mail
messages. When you see a headline that interests you, just open the item, or, use the e-mail function to subscribe to
community content by using the buttons on the right. The e-mail will go to the e-mail address you provided to AHIMA.

Or you can subscribe by Email. Choose what content you would like to receive and the frequency. Then on the bottom of
the page, click Update.

What's Mew What's FPopular Motifications My FProfile Bookmarks Suggest a Community

You are at My Pages > Notifications

Community Subscriptions and RSS Remowe Item Subscriptions

Content Email Frequency

& Mone O\’u‘eeklv Summary
;EF1 E‘:;;neiigmun BLESE Er":’Get Feed ) Mew Items ODa'lIV Summary
O Mew Items and Mew Comments O Every Post
@None OWeeklvsummarv
Acute Care Edcet Feed ' Mew Items ) Daily Summary
O Mew Items and New Comments O Every Post

5. Profile: Your profile page has additional features. You can share your addresses and e-mail (by default, these are set
to not show) under My Profile Preferences. You can upload a picture and create a short bio. My Communities lists all
your communities here. My Contributions shows all the content you posted in your communities, making it easy for you
to see your work. You can opt to allow others to see your contributions, allowing them to see your work and learn more
about you.

What's New What's Popular Notifications My Profile Bookmarks Search Help

You are at MyPages > MyFrofile

My Profile/ ‘/ ‘/

My Communities My Contributions My Profile Preferences

View Order By Page
All Communities (Default) v Alpha Ascending (Default) (v 10 v
Name Type Facilitators Member Status
N N R Carolyn Guyton-Ringbloom -~
- e Fernando Guerra b R
Robert G
Alabama Public B Member

. R Ann Waters ~
Alaska Public VR Sl = Member
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Click on My Profile Preferences to go to your profile. If you would like to share a bio, photo, contact information, or your
contributions, bookmarks, or communities, click Edit My Preferences at the bottom. See below for additional help.

Carolyn Guyton-Ringbloom

DISPLAY THIS INFORMATION TO THE PUBLIC

AHIMA.

2000.
CoP as well as

Committee.

Hi, I am the Volunteer
Services Manager at

I have been with
the association since

I work with the

Professional Ethics

Image
Bio

The default for all
display information
is off, but you can
tum it on to share
with other
members. (Your

will always display
for you.

’ ’-\ Profile information

|[ Browse.. ]

MBA,RD
Business Address

Business Address

Thenyou cantypeina
short Bio and upload a
photo. Browse to your
hard drive to capture the
photo.

233 N Michigan Ave Fl 21

Chicago, IL 60601-5519

O other address
Other Address

148 Gage Rd

Riverside, IL 60546-2360

Email
Email

carolyn.guyton-ringbloom@ahima.org

Contributions List

Communities List

When you are
done, click Update
and your changes
will be saved. |

O participatian Statistics
Bookmarks List

Update

6. Bookmarks: You can bookmark (save) topics for future viewing. Choose the bookmark icon on the right side of a topic

to store it in your Bookmark folders. View your bookmarked topics by selecting Bookmarks on the top toolbar of your
Personal Page.

What's Mew What's Popular Motifications My Profile Bookmarks

Suggest a Community

You are at MyPFages > What's New

What's New Topics

View Filter Order By Page

[All Topic Items ~| a1 My communities | [Date (Recenty Added) ] [10 %] o |

X

)

Comments: 0 Views: 0 Created: 02/27/10 20:02 PM By: Patricia Maccariella-Hafey Updated: 02/27/10 2

Code Write February 2010
0 General CodeWrite, February 2010 Created By Mela...

Tags:

0:02 PM

My Bookmarked Topics

Here you can manage your bookmarks

My Communitiies

[Ethics (v Go % Add new bookmark folder 8 Remove this folder and its bookmarks
Ethics Resources @P @
0 Here are quick access to some ethics resources

Self assessment and Code
1. AHIMA Code of Ethics, revised 2004

2. Standards for Ethical Coding

3. Ethics Self Assessment

FH

Tags: ethics, self asssesment, code, standards, ethical coding =

Comments: 1 Views: 10 Created: 2/8/2010 3:04 PM By: Carolyn Guyton-Ringbloom Updated: 2/8/2010 3:10 PM
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7. Search: Three types of searches are now available on your personal page or any community page. Choose Search in
the top toolbar and three search options will come up.

e Search Content
e Search Members
e Search Communities

All ease the process of finding the information, member or community you're looking for.

Management AssoCiation®

My Pages Search Content Search for Communities Search for Members Facilitator Help

You are at Search > Content

Content Search Results

| ” Search ]

8. My Communities: My Communities appears on the right side of any page. Select the dropdown icon, to navigate to a
specific community.

What's New What's Popular Motifications My Profile Bookmarks Search Help

You areat MyPages > What'sNew

What's New Topics \W

View Filter Order By Page b
[411 Topic items | [411 Wy Communities ~| [Date (Recently Added) ¥
Profile not updatin AHIMA Announcements
3 WMy Profile » Edit My Profile » uncheck address and e-mail = click update Profile updates do not appear to Check out the new Exhice Saff
s&ve. Address is still visible. Aseesment to KPR how ¥l Are

9. Topics: Within each community are topics. All content is listed within the topic—links, resources, workspace,
comments (discussions), and events. All the information rests in one place. Use the icons to see what is included within a
topic, especially the Topic Icon Guide.

All content is consolidated ‘
View resources and more. Order 8y paps My Communities
[V} % Winter Meetings Coming Soon
Join your peers for one of two Winter Team Talks, Hill Day, and the Coding Quality and RAC meetings.
0
doing.
Comments: 1V En\'EftE:: 02 15:02 PM By: Carolyn Guyton-Ringbloom Updated:
V] Ethics Resources

Topic  Calendar  Archive Related BoK  About
AHIMA under a topic:
discussion/comments, links,
[All Topic items ~| [an Categ,g)fé/ ~| [Date (Recently Added) | AHIMA v
&
= add New Tapic 4
Receive CEUs for all these meetings.
Check out the new Ethics Self
FH Tags: team talks, % @l Assessment to see how you are
5:0 Click here for assessment.
Here are quick access to some ethics resources AHIMA Code of Ethics, revised 2004 Standards for Ethical
0 Coding Ethics Self Assessment
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Opening a Topic—open a topic to view its content. Resources may be opened here as well. You can add a link or
document, or provide a comment (discussion thread) on this page. Choose Go Back at the top or bottom to close the
topic. You can add to a current topic by opening the topic title either from your Personal Page or from a community page.

AHIMA

View Filter Crder By Page

|AII Topic Items v| |AII Categories v| |Date (Recently Added) v| |1D v|
'E'Aclcl New Topic

|| S Winter Meetings Coming Soon

loin your peers for one of two Winter Team Talks, Hill Day, and the Coding Quality and RAC meetings.
Receive CEUs for all these meeti

0 r Click on the topic
o Tags: team talks, | fo open. |

Comments: 1 View

2 PM By: Carolyn Guyton-Ringbloom

) Ethics Resources

Here are quick access to some ethics resources AHIMA Code of Ethics, revised 2004 Standards for Ethical
0 Coding Ethics Self Assessment

Tags: ethics, self asssesment, code, standards, ethical coding

Comments: 1 Views: 10 Created: 02/08/10 15:02 PM Bv: Carolvn Guvton-Rinzbloom Undated: 02/06/10 15:02 PM

Here is an example of a topic that is open.

Ethics Resources

E Here are quick access to some ethics resources

2] 1. AHIMA Code of Ethics, revised 2004
2. Standards for Ethical Coding
- 3. Ethics Self Assessment

From this page, you can
add a link or file to the
topic. Be sure to include
a description in Display
- kText and click the Add

Resource button.

/

Also, you can openthe ™

~ Tags: ethics, self asssesment, code, standards, ethic
Add File o Add Link ’:’%

DisplayTest| | resources that have
_- been posted by clicking
Add Resource Clear o
=) s /'\_ on the titles
~- i
Resources: Resource Uploaded By Uploaded Date
1 AHIMA Code of Ethics Carolyn Guyton-Ringbloom 2/8/2010 3:06:14 PM
> AHIMA's Standards of Fthical Coding Carolyn Guyton-Ringbloom  2/8/2010 3:07:11 PM
3 Ethics Self Assessment Carolyn Guyton-Ringbloom 2/8/2010 3:08:01 PM
|
@ Oldest First O Newest First DISCUSSION L il
1 Add Comment
1 . 4 "
Friday, February 18, 2010 3:44 P [ —
Chproie
EDcontzct  Links to documents are easy to access in the new format. £ You can also add a
et commert to the
i discussion on this

topic.

R

1 Total:1comments

Add Comment

Subscribe to this topic
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10. Add a Topic: To add a topic, select the Add a Topic link on top left of your community page. ¥ Add New Topic
You can only add a new topic from within a specific community. Choose the community you want to add topic to and click
on the community name from the My Communities drop down.

MY PAGES SEARCH FACILITATOR HELP

You are ar COMMUNITY > Topics

Topic Calendar Archive Related BoK About

AHIMA
view Filter Order By Page
[Ail Topictems 9] [Ail Cotegories ] [oote Recentiy Addedl 9]
e My Communities.
# add New Topic
pro prac AHIMA v
hi there
Togs: :;,’. &
*
Comments: 0 Views: 1 Crested: 01/12/10 14:01 P By: CATOIYN GUYLON-RiNgDIOOM Updated: 03/12/10 13:01 P
V4 Information on Applicat
V] hello for AHMA Elected Positior
B hi there Nominate yourself or o
o The nominations for the
Tags: coding _U.'h &, positions are due Januar

Comments: 0 Views: 2 Crested: 01/12/10 14:01 P By: Carolyn paate 1101201 Pt

weeeseeeseneceees

The first screen of the Topic Dashboard will appear.

Screen One: Basic Info: Add the topic title and description. Then choose the category and tags (keywords). If you are
starting a discussion-only topic, go to this screen and then select Post Topic Now on the bottom left. If you want to add
additional items, choose Post Topic and Continue to More Options. See the screen shot below for more explanation.

COMMUNITY: AHIMA

Basic Info Include your description,
informtion or question in the

Type your topic title in this box.‘\‘
description box. ‘

© Topic Title: | | Re--quir-e‘c

 Topic Description: @ gditor: * Require:

‘ O gasic Text Box @ Rich Text Editor

4

Jns1EE = @
@ Category: [eneraL v * Required (" Choosea categoryforthe
7 . i = topic from the drop down
S | | " add Tag l and add tags - keywords. J
- Choose either post topic
[ Post Topic Now ] [ Cancel ] now or to EO?}tiRUE.D J P Post Topic and Continue to More Options
6
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Dashboard pages: If you choose to continue from the first page, the follow “dashboard” page will appear. This dashboard
page provides options for adding content. If you want to delete your topic, you can do it on this page. See the screen shot
below for more explanation.

There are 4 pages you can choose from to add more content.

COMMUNITY: AHIMA See the bullet points beneath each page for a description of

what is available. You can choose to add some to each page
or just one page.

TOPICTITLE: Test

Easiclnfo Besources Collaboration
» Title ® Display Dates = Files ® Document forcheck
® Deseription s Warkspace ® Links infout
® Category = Event # [DocHistory
» Tags

Screen Two: Advanced Options: Add an event or a workspace (Wiki) on this screen. Events are displayed on the
calendar. You can include a start and end date for the event on the sixth screen, settings. See the screen shot below to
define the options for this screen.

On this page, you can:

1. choose to have a starting and ending date for when you want the
topic to appear in the community.

2.You can add a workspace (whiteboard) and work with others on
COMMUNITY: AHIMA creating a document.

3. You can make this topic an event. By including an event date, it
will show up on the Calendar with the topic title and description
information.

Advanced TOPIC TITLE: Summer Meetings
Options

Advanced Options allow you to control a time period for this topic to be visible to members. You will always be able to see the topic, however. Also, there are options for displaying the topic as an event
and activating the workspace, where all community members can make notations.

——
4/13/2010 Stop Display:

& Start Topic Display:

Leave blank for continuous display

Activate Workspace: [ pisplay Collaborative Workspace?

€ Event Date:
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Screen Three: Resources: Add a resource (file or link) on the Resources screen. Choose to add a file or link. Add text
to describe the document or link in the Display Text box. Be sure to click the Add Resource button to have your
resource included. See the screen shot below to define the options for this screen.

COMMUNITY: AHIMA On this page, you can choose to include a

file (word, PowerPoint, excel or PDF) or a

link with your topic. Just click the icon for
. : the one you would like to add.

Resources  TOPIC TITLE: Summer Meetings y

The resources feature provides all community members the ability to upload documents or provide URL links which are relevant to this topic. Attached resources are shared with all
viewers of the topic.

e
0 Add File - 0 Add Link

When you click on the Add File, this new window
COMMUNITY: AHIMA appears. Type inthe Display Te;t you would like to
appear for members to see and click on to open the
file. Then click the browse button to retrieve the file.
Lastly click Attach Resource. When the progress bar
finishes, click Return.

Resources TOPIC TITLE: Summer Meetings

The resources feature provides all community members the ability to upload documents or provide URL links which are relevant to this topic. Attached resources are shared with all
viewers of the topic.

13

O Add File - a Add Link

Display Text:

* Required

|
File: | H Browse ] * Required
|

progress har

l Attach Resource H Clear ]

Screen Four: Document Collaboration: Add a collaborative document that members can check out, edit, and check
back in. See the screen shot below to define the options for this screen.

The collaboration feature allows you to post a file that you can
COMMUNITY: AHIMA work with others to edit. The file is uploaded and then other
members can check it out, edit it and then check it back in.
While it is checked out, others cannot check it out. You will
see who has it checked out too. It is great for documents that
a group of members are working on together.

Collaboration TOPIC TITLE: Summer Meetings

The collaboration feature provides a file manager option where your community team members may successively check-out, change and then check-in a single document. The history of
revisions remains available for review.

O Activate Document Collaboration

© Collaboration * Required
Description:
© Document Note: | |== Required
File: | | * Required

progress har
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