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Logging in to the CoP 
There are 2 ways to login to the CoP.  On www.ahima.org, choose Communities on the top toolbar or the myAHIMA on 
the right side.  You enter your AHIMA ID and password. 
 

 
If you use myAHIMA, you will choose Communities of Practice from the list of your member only benefits. 

 
  

http://www.ahima.org/
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1. Personal Page: When you first login, you will be directed to your Personal Page. The Whatôs New Topics feature 
will appear, listing the top 100 new items in the communities to which you belong. Use the filters (Views, Filter, Order 
By, and Page) to sort items accordingly and then select Go. Use the filters to check out the newest items in the 
communities you facilitate, or go directly to those communities by using the dropdown menu under My Communities 
on the right. 

 
2. Topics: Topics are listed within each community. All content is listed according to topicðlinks, resources, workspace, 

comments (discussions), and events. Facilitators may add content by selecting the topic title or the edit pencil on 
the left side of the topic. 

 
3. Opening a Topic: Open a topic by choosing the title. If a resource is present, you can open it as well.  Add a link, 

document, workspace, collaborative document, or provide a comment from this page. Select the Community name 
on the left or the Browser back button. 
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4. Editing a Topic: For facilitators, the edit pencil icon appears next to each topic. 

 
 

When you choose the pencil, it opens the Topic Wizard. You can add or edit content on any of the pages. If you need 
to edit a specific page, just pick that page. (See below, under Add a Topic, on all the available screens.) 

 
5. Add a topic: To add a topic, activate the Add a Topic link on the community page. Note: you must be in a community 

to add a new topic. You cannot add a topic from the Whatôs New or Whatôs Popular pages. 
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You will see the first screen of the Topic Dashboard. 
Screen One: Basic Info: Enter the topic title and description, and then select the category and enter tags (keywords). 
If you start a discussion-only topic, use this screen and then select Post Topic Now (bottom left). If you want to add 
additional items, select Post topic and Continue to More Options and the complete Topic Dashboard will appear. 

 
Topic Dashboard pages: Each dashboard page provides options for adding content. If you want to delete your topic, 
you can do so from this page. Add or edit content on any of the pages. If you need to edit a specific page, simply 
select that page. 

 
Screen Two: Advanced Options: Add an event or a workspace (whiteboard) on this screen. Events are displayed on 
the calendar which you can access from the communityôs home page. 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. 
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Screen Three: Resources: Add a resource (file or link) on the Resources screen. Choose Add File or Add Link to 
add a file or a link to a Web site. Add text to describe the document or link in the Display Text box.  The character 
limit is 99 characters. 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. 

 

 
Choose either Add File or Add Link and this screen will appear.

 
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. 
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Screen Five: Facilitator Settings: The last page offers options to allow or not allow members to add resources or 
post comments; include an announcement in the community; or feature a topic start and stop date. This allows you 
more flexibility to have items displayed when you choose. 
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Topic authors and Facilitators may also delete topics. 

 
  



Page 8 of 14 
FacilitatorGuide05051 

Additional FunctionsïRemoving HTML code and Adding Embedded URLs. You can remove HTML code or add a 

URL in the Editor box on the Basic Info page or the Facilitator Settings. 

 
When you click on the chain icon, the link box will appear. Add in your URL and it will become a live link. (See screen 
shots on next page.) 
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6. Facilitator Link: The link is on the top blue toolbar. Choose this to discover additional facilitator features. 

 
a. Categories: Categories are created to classify the type of information being posted making it easier for members 

to find specific topics. To add or edit categories, select Facilitator on the top toolbar and then Manage 
Categories. Select the community you want to add or edit categories in, and then press Go. 

 
Your categories will appear. Select the edit pencil for the category you want to change. All communities have a 
General and AHIMA category. See the screen shot for additional explanation. 

 

To add or remove a category, select the icon. 

 
Type in the new title for the category or the one you want removed. When removing a title, select the check box and 
designate which category the items should be transferred to. 
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b. Community Membership: You can see the members by selecting Facilitators. Scroll down to the Members 
section, select the drop-down menu for Community, and choose the community. A list of members will appear. 

 
 

c. Adding and Deleting Members: Select the Facilitator link. The community list will appear. The edit pencil is on 
the right side of the communities you facilitate. Select the pencil icon. 

 
The edit community screen will appear. 
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When the memberôs name appears, select his or her name. The member will be added to the community. City and 
state are listed with the memberôs name. 

 
To remove a member, type the name in the Manage Member box and click search.  Select the X to remove the 
member. 

 
For community membership lists, see the handout ñFinding Members of a CommunityïFor Facilitatorsò 

 
7. E-blast members: To e-blast your communityôs membership, select Search and then search for members on the top 

blue toolbar. 
a. Select Search for Members 
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b. Select Go to Advanced Search 

 
c. Select Community: Using the drop-down, select the community to receive the e-blast. See the screen shot for 

further explanation. 

 
d. E-blast: When the list of members appears, select BlastEmail on the bottom of the page. 

 
e. Create the e-mail and then send it out. You may set up the message to go out at a future date also. The e-
mails will go to membersô e-mail addresses on file in AHIMAôs database. Responses will come to your e-mail box 
including out-of-office and undeliverable ones. You might want to create a rule in your e-mail so that these 
messages are automatically deleted. 
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8. Notifications: Notifications are on the top blue toolbar of your Personal Page.  By setting your Notifications, you 
can subscribe to receive notices of topic posts by e-mail or RSS feeds from the communities youôve joined.  
RSS (most commonly expanded as Really Simple Syndication) is a family of web feed formats used to publish 
frequently updated worksðsuch as blog entries, news headlines, audio, and videoðin a standardized format. An 
RSS document (which is called a "feed", "web feed", or "channel") includes full or summarized text, plus metadata 
such as publishing dates and authorship. Web feeds benefit readers who want to subscribe to timely updates from 
favored websites or to aggregate feeds from many sites into one place. Find out more on RSS. 

The Get Feed  can be set up to use any RSS reader, or you can use 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 read content or 

follow links for additional information. Whenever you see a link to a feed, or an RSS icon , just select it. Microsoft 
Office Outlook 2007 automatically subscribes you to that RSS Feed. Using Microsoft Office Outlook 2007 to subscribe 
to an RSS Feed is quick and easy. After subscribing 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, open the item. 
You may also use the e-mail function to subscribe to community content using the buttons on the right. The e-mail is 
the one you have in your AHIMA Profile. You can update your profile at Update My Profile. See the Notifications Help 
Guide as well. 

 
9. Profile: Please be sure to create and update your My Profile too!  You can share your addresses and e-mail (by 

default, these are set to not show) under My Profile Preferences. Upload a picture and create a short bio. 

a. Choose the ñMy Profileò link on the top toolbar on your Personal Page and then My Profile Preferences. 

 
b. 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.  

http://en.wikipedia.org/wiki/Rss
https://secure.ahima.org/Login/Default.aspx?AppletId=Profile

