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Learning Objectives

• Role of information technology in 
the ED office

• Definitions
• Tools

– PC applications
• Word Processing, Spreadsheets, Databases
• Screen Capture
• Contact Management
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Learning Objectives
• Web based applications

– Site and Building databases
– Client tracking
– Research

• Internet Marketing
– Web Sites
– Direct Email

• Useful Web Sites
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Role of Technology in ED 
Office

Use of (?):
email web sites intranet extranets GIS 

desk top publishing database 
management  word processing  

spreadsheet Internet  voice mail  cell 
phones  laptops servers  routers search 
engines contact management  mail 
merge  PDF files Yahoo Dogbyte AOL  

Road Runner  Compuserve Netscape  etc  
etc  etc
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Efficiency

Speed

Differentiation

© Copyright, 2005, ED Solutions, Inc.

Other Sites of Interest
• Libraryspot.com

– Almanacs, online 
calculators, etc.

• Britannica.com
– Encyclopedia
– Has ads

• Everyrule.com
– Rules about tons of 

stuff

• Dictionary.com
– Clean, uncluttered, plus 

good links

• CIA’s World Fact book
– www.odci.gov/cia/public

ations/factbook
– International statistics, 

maps, and other data

• Webtionary.com
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Office Suites

• Word processing
– PDF’s
– File Sharing
– Publishing to the 

Web
• Spreadsheets
• Databases

For Palms!(www.adobe.com)
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PDF’s
• Creates PDF’s form 

MS Product 
formats

• Converts PDF’s 
back to MS Format

• Optimizes



5

© Copyright, 2005, ED Solutions, Inc.

Screen Capture

• Presentations

• Insertion in 
Documents

• Grabbing 
Graphics

http://www.softwarelabs.com

http://screencapture.comConversions Plus
From

DataViz ($69)

PC World Best Buy-

Print Screen Deluxe

www.americansys.com
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CRM Softwareclay@proactive-is.com Phone: 512-891-7880 
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Contact Management 
Considerations

• Must customize
• Need to use it regularly
• Very powerful enterprise wide
• Import lists
• Sync with handhelds
• Mail merge
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Idea: Conduct Prospect Tours 
Online!

•GotoMyPC.com
•WebEx
•Centra, Placeware
•NetMeeting
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Web Based Surveys

• Zoomerang
– http://www.zoomerang.com

• I-OP.com

• Perseus
– http://www.perseus.com/ 
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Uses for Surveys 
(conversations)

• Web site analysis

• Association satisfaction

• Ally/prospect interests

• Others?
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Memory Devices

• Keep essential files with you

• Prices keep falling

• Frees up hard drive

• Memory devices as back-up
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www.shopping.com
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Communication

• VOIP- Vonage
• Cell Phone/PDA convergence---

there yet?- Treo 650
• Blackberry—king of email?
• Ultra portable- Vaio
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What to Get?

PDA’s
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What to Get?

Phone-PDA combo
BlackBerry 7100t 
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What to Get?

Phone-PDA combo
Treo 650
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What to Get?

Ultraportable- Dell
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What to Get?

• Think pricing plans-
– Changing providers
– Interoperability
– Buy on own or with plan

• Need to look at attachments?
• Wi-Fi, Bluetooth coverage is a must
• How about these….?
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Yikes!
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Future Trends

• Internet II

• Three D Displays

• Anytime, anywhere access

• GPS everything (RFID tags, cell 
phones, etc)
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http://www.cardscan.com
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$249 $149
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• Types-
– Outlook, Yahoo
– Hotmail, Hushmail, Ziplip
– AOL

• Use
• Netiquette-

http://www.albion.com

Get email on the road with 

www.mail2web.com

Post date your emailEmailAlibi.com
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http://www.xequte.com/maillistking/

-Does Opt-in

-Verifies email 
addresses

-Nice statistics

$49 or $89
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http://www.mailloop.com

-“King of email marketing 
software

-Spammers delight
-$375 or $625
-Harvests names and email 

addresses
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Headsets

• Plantronics

www.plan
tronics.

com

(don’t pay a ton….)
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Mapping
Sites

www.maps.google.com
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Site and Building databases
• Loopnet

• CoStar

• ProCure®

• LOIS

• GISPlanning
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Ceoexpress.com

Hoovers.com

DnB.com

Company Research
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Essential Tools
• ZoneAlarm.com

• Ad-Aware- Lavasoft.com

• Norton’s
Antivirus 

• Good back up Utility- BackUpMyPC-
$79
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Key issues are-
Access
Communication
Understanding

Trends-
Faster
Smarter
Smaller

Freebies- just for you!
Anonymizer- Search the Internet inconspicuously. Small fee
Http://www.anonymizer.com

Megaconverter- One of best conversion sites I’ve seen.  
It’s free.    http://www.megaconverter.com/Cv_start.htm

Shareware.com- Has over 250,000 files of free software for
a variety of platforms and products. http://www.shareware.com/

Freebies- just for you!
Search for NAICS listings-
http://www.naics.com/search.htm

SurfSecret- Surf the web anonymously- $40 one time fee.
http://www.surfsecret.com

Computer Virus Central-
http://www.cert.org

Great shopping comparisons, plus forums
http://www.cnet.com
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Freebies- just for you!
Free fire wall, security software-
http://www.zonelabs.com

Free phone calls over the Internet-
http://www.net2phone.comNearl

y
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