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Getting Started in the CoP       

1. Login from http://www.ahima.org under myAHIMA.  Click on the Communities of Practice Logo 

  

 

2. You will be directed to your Personal Page and “What’s New” will appear.  These are the top 100 new items in the 
communties you belong to.  You can use the filters, (Views, Filter, Order By, and Page) to focus your review in a way that 
is most meaningful for you. 

 

 

3. Use the top blue Navigation bar to navigate to other areas.  “What’s Popular” are the top 100 items that are the most 
popular (based on rating, ranking and the number of times viewed) in all the public communities.  You can use the filters 
to better define what you want to review or look at. 

 

 

4. Next on the Navigation Bar is Notifications.  By clicking on Notifications, you can subscribe to receive notifications by 

email or RSS feeds from the communities you are a member of .  The Get Feed  can be set up to use any RSS reader 
or you can use you the RSS FEEDS folder in Outlook 2007. 

http://www.ahima.org/
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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  , just click. Microsoft Office 
Outlook 2007 will 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 will appear in your RSS folders. RSS items appear similar 
to mail messages. When you see a headline that interests you, just click or open the item. 

.  

5. Profile – Your profile page has more features.  You have the choice to share your addresses and e-mail (by default, 
these are set to “not show”) under My Profile Preferences.  You can upload a picture and also create a short bio.  My 
Communities are listed here and also My Contributions.  My contributions are 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. 

 

6. From the My Communities Module on the right of any page, click on the drop down icon, to navigate to a specific 

community. 
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7. Within each community are topics.  All the content is within the topic – links, resources, workspace, comments 

(discussions), and events.  There is only one place to look for information now. 

 

8. Opening a Topic –open a topic and then you will be able to see the content.  If there is a resource, you can open this.  
You will also be able to add a link, document, or provide a comment (discussion thread) from this page.  Click the Go 
Back at the top or bottom to close the topic. 
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9.  To add a topic, click on the “Add a Topic” link on your community page.  

  

The Topic Wizard will appear.  There are five screens of the Topic Wizard.  Use one or all of them to add a topic and all 
the content associated with it. 

Screen One, Basic Info: Add the topic title and description, choose the category and add key words.  If you are starting a 
discussion, use this screen only and then click Post Topic.  If not, click next. 

 

Screen Two. Advanced Options: Add an event or a workspace (Wiki) on this screen.  Events will show on the calendar.  
You can include a start and end date for the event on the 6

th
 screen, settings. 
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Screen Three, Resources: Add a resource (file or link) on the Resources screen.  Click 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. 

 

Screen Four, Document Collaboration: Next you can add a collaborative document if you like.  Then members can check 
out, edit and check back in. 

 

Screen Five, Setting: On this last page you have options to start a topic displaying on a certain date, allow members to 
add resources, allow/not allow comments, include an announcement in the community or feature a topic start and stop 
date.  This allows you more flexibility to have items displayed and when you choose. 
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10. Bookmarks – You are now able to bookmark (save) topics that you want to view in the future.  Click on the bookmark 
icon on the right side.  Store it in your Bookmark folders.  You can view your bookmarked topics by clicking on the 
Bookmarks on the top toolbar on your Personal Page. 

 

 

 

 

11. Search – from the top toolbar on your Personal Page you can also use the Search.  Now there are 3 types of Search 

that you can use from your Personal Page or any community page.  Click on the Search and you will have 3 search 

options come up. 

• Search Content 

• Search Members 

• Search Communities. 

All helpful to find the information, member or community for your needs. 

 


