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It’s everywhere... electronic communication by sending and receiving information over the
Internet, whether by PC, laptop, palmtop, or even cell phones or pager-like devices. “Give me
your e-mail address and I'll send you the electrons...” and “Just down-load it from our web site
when you have time,” are likely to be the words used today to pass on presentations, proposals,
interesting data or documents, pictures, even sound and video. Are you using e-mail and web
sites to keep in touch? Here are a few tips — on how to make sure that you stay “connected” with
AAMA, friends, family, and/or peers... no matter how limited or vast your experience has been

so far with the Internet.

- Get a permanent e-mail address. This is especially important for military members or
anyone who moves frequently — no reason to constantly change your e-mail address,
accidentally dropping out of touch with many people who don’t get the word... Just
do a search on the Internet for “Free e-mail” and you will see many sources of e-mail
boxes that you can sign up for and keep — forever — no matter which Internet Service
Provider (ISP) you use.

- You can open separate accounts for different reasons — one for business related e-
mails and one for family e-mails, for example. I keep a separate e-mail address
for use in articles — so that the “family & friends” address isn’t published for
everyone to see.

- You can keep these accounts when you move, change ISPs, change jobs... just
keep the accounts active, or you may be dropped. Some sites have discontinued
accepting new members, but there are still others out there.

- If you can stand the advertisements — you may want to try a free ISP... especially if
you don’t use the web very often. Save 10-20 dollars per month on ISP fees! Do a
search for “Free ISP” — there is even a guide comparing the free ISPs features.

Again, some have stopped offering free service, but there are very low-cost

alternatives in most areas of the country.



- Make sure that you provide your e-mail address to AAMA so that you can receive
notifications, publications, reminders and inquiries from them by e-mail. It saves
time, postage, and actually makes it easier for you to respond!

- Don’t forward hoaxes or annoying chain letters; be cognizant of who you are e-
mailing to — don’t send chain letters to business e-mail addresses, keep jokes to a
minimum — and keep them clean... there is no telling who they will be forwarded to
eventually, with your name somewhere on the message! My recommendation is to
combine or attach appropriate humor with the text of business and personal e-mails,
rather than just forwarding “jokes”... it provides a healthy dose of humor, but puts
more meaning into the e-mail.

- Watch out for “free computer if you forward this to X number of people” or other
wild claims — check out this site about hoaxes: http://HoaxBusters.ciac.org/

- This site covers the more sinister topic of fraud: http://www.fraud.org/

- For health related hoaxes and rumors, see: http://www.cdc.gov/hoax_rumors.htm

- Check your e-mail regularly. Don’t forget your password(s)... write them down and
keep the list somewhere safe. If it makes you feel more comfortable, make a code to
scramble your password before recording it.

- Watch your e-mail etiquette. That’s right, there are rules of etiquette when sending
messages, such as;

- DON’T SHOUT (typing words in all caps) unless you mean it!

- Don’t give out other people’s e-mail addresses without their permission

- Remember that although e-mail text is generally informal, messages can come
across with emotion — choose your wording carefully.

- Use attachments for more formal writing, using the e-mail text as an introduction
or to pass on informal comments.

- Check your spelling — if your e-mail service doesn’t include spell check, type
your text in a word processing program, run spell check (and grammar check if
necessary), then copy and paste the text into your e-mail. The extra time it takes
could avoid making a bad impression!

- Delete e-mail from your account when it’s no longer needed (clean your in-box).
Most accounts will have limited storage space for you to keep your messages — watch
out for pictures and other attachments — they often take up a lot of memory.

Web sites can be remarkably useful or ineffectual, extremely complex or remarkably simple... so

it helps to watch for sites that you like, and keep track of them.



- Start a file of bookmarks and a backup file of web sites in a simple word processing
document on a disk. This disk will allow you to take your favorite sites with you,
whether you are using a temporary computer during a business trip, or moving to a
new location. To save carrying the disk, just e-mail the file to yourself at your
permanent e-mail address, and keep it for reference.

- Bookmark your professional associations, and check for updates periodically.

- Example; http://www.aameda.org/ We’ve come a long way... and more
improvements are coming! You can now join the Academy or a college, pay
your dues, register and pay for conferences, find points of contact to call or e-
mail, and links to other health care resources on the web... all right on the NEW
Improved AAMA web site!

- Bookmark other businesses that are similar to yours, whether peers, collaborators,
competitors, or benchmarks. Watch for opportunities to establish a business
relationship using the Internet. This is known as B2B -business to business or e-
business, as opposed to B2C — business to consumer, or e-tailing.

- Watch for more information on great web sites to visit in the new feature: “On the
Web” — a site review and commentary column composed of submissions by AAMA
members. You, too, can contribute for future publications! The Executive is a
perfect forum for sharing sites that could improve productivity, stimulate

imagination, and increase resources useful to AAMA members.

The bottom line is, if you want to keep up with current events, research an important topic,
communicate with far off friends, relatives or associates — or just document a discussion between
you and someone at the next cubicle... you can do this using the Internet and/or e-mail services.
In order to maintain a competitive edge in today’s health care environment... you need to become

“e-ducated” about the world of e-mail and e-business — stay connected!
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www.aameda.org

Of course, this is our very own AAMA website... and it has a brand new look! There are new
features, updated information, links to other healthcare resources, and you can interact with the
academy headquarters in many ways right here on the web...

Join AAMA and/or it’s colleges, pay dues, change your address, register and pay for conferences,
see information on advancement including applications, download a study guide for the
credentialing exam, find points of contact for various groups including the executive committee

for the AAMA and each college — and more!

There are plans for future additions/changes to the site, of course — web sites must evolve over

time or they become “stale” — or even obsolete. Some of the improvements coming;:

- Career Services (January 2002); an online resource that may include features such as resume’
advice, postings of position openings and/or resume's of those seeking new positions, career
advice, and links to other helpful resources.

- Members Only Section (Anticipated June 2002); access information that the Academy deems
“member domain” — such as reference materials, on-line versions of the Executive articles
and/or other publications, or statistics on membership.

- Bulletin Board (Anticipated December 2002) — Bulletin board or list serve type

communication service for members to keep in touch.

Colleges can provide input to the web site for their own members to keep in touch — or to recruit
new members. For example, the Managed Care College (ACMCA) plans to add an interactive
“questionnaire” with a listing of opportunities for involvement in the college itself, and a
mechanism for volunteering or asking questions of the executive committee. The Academy
accepts suggestions for improvements through links on the web, e-mail directly to staff members

listed on the site, or by phone, fax — or even “snail mail.”

http://www.iTools.com/lang/
iTools! is a welcome bookmark for anyone who uses a computer... whether you type

correspondence, deal with terminology involving the legal profession or information



technology, translate terms into foreign languages, or just need a dictionary and
thesaurus. It’s hard to believe that this site is free... it provides instant access to a very
large selection of resources that make your common desk references practically obsolete.
The “Languages Tools” section is first of three areas that appear on the front page of the
site. Once you enter the “Languages Tools” section, you have the choice of:

Searching your choice of eight dictionaries, encyclopedias, or even a tool for hearing the
word sounded out.

Searching for alternate words or forms of the word, using one of ten choices of
thesauruses and other conversion tools.

And finally, searching a 188 language translator! The list of languages you can translate
from is extensive... 188 tongues - from Abkhazian to Zulu! A weakness is that you can’t
specify which language you want to translate zo. This site allows users to add
translations, which may be why some words result in more translations than others.
Back to the front page, the second choice is the “Research-it” page, which provides
instant access to a variety of choices, starting with a link back to the “Languages Tools”

area, but also including tools grouped under the headings; Library, Geographical,

Financial, Shipping & Mailing, and Internet.

And finally, on the front page, an internet search page called “Find-It” (Not a repeat of
the Internet section of the “Research-it” page). “Find-It” is a page where you can access
six internet tools — three web search engines for general searches, a newsgroups search, a
people search, and a software search — which allows you to locate freeware.

This site brings together resources that allow users, with one bookmark, easy access to a

plethora of valuable information!



http://www.AISHealth.com/

Self-billed as a “one-stop source for news, data, and strategic information on the business
of health care” - Atlantic Information Services, Inc. (AIS) is a publishing and information
company that has been serving the health care industry for more than 15 years. It
develops highly targeted news, data and strategic information for managers in hospitals,
managed care plans, medical group practices, pharmaceutical companies and other health

care organizations.

Five free e-mail newsletters, many tools, directories, alert services, and other resources
dealing with managed care, e-health, compliance issues (yes, HIPAA resources t0o)...
this site has so much information that it cannot be reviewed in total within the confines of
our space! This site definitely is a one-stop source — for more information than anyone
could read in a single visit. I will attempt to cover a couple of the many features from the
front page of the site in this review, and will leave it up to the reader to visit the site for
more...

The e-mail newsletters available for free subscription include Business News, E-Health

Business, Drug Pipeline Alert, MD Practice Alert, and Government News.

Not everything is free on the web, of course, and there are some good examples on this
site. From the front page of AIS, click the button marked “Market Data” and you will see
some free reports at the top of the screen, with some more sophisticated reports for sale.

When you look at the free reports, they are potentially useful, but not very detailed. Of



course, the sponsors hope that these free reports will get you interested enough to pay for

a fully detailed version.

Thinking about your career, and want to explore what else is “out there”? Using the AIS
web site, click on “Health Care Career Center.” Here you will find valuable information
such as Salary comparisons, resume’ assistance, information on schools, taxes, cost of
living and other relocation information for areas all over the U.S. If you want to follow
this a level deeper, click the link to “About.com” and then click on “Healthcare” from the
menu of professions presented. Here is a “guide to over 700 sites” hosted by Keith
Rasmussen. Click “Guide to Important Health Care Links” and you will see another
whole list of resources... some of which you may see reviewed right here, in the next

1SSue.
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