
This guide provides instructions on how to participate in any Forum created by 
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Forums User Guide – External  
Forums are a new feature built within California’s Department of Public Health (CDPH) Technical 
Assistance Inquiry and Grant Management Equity Portal (Equity Portal), designed to be used as a tool to 
enhance peer to peer communication and knowledge sharing, among Local Health Jurisdictions (LHJs) 
and community partners. Each Forum will have a Moderator assigned from the Office of Health Equity 
(OHE), and that Moderator will be responsible for adding and removing participants, protecting privacy 
of individuals and upholding the Forum code of conduct, as well as generally maintaining a safe space 
for discussion and the sharing of resources.  

As a Forums Participant, access the Forums from the Equity Portal 
1. Navigate to the Equity Portal and sign-in, using your existing username and password 

a. If you do not have an existing username or password and have never signed into the 
Equity Portal before, please email EquityPortalSupport@cdph.ca.gov with your request 
for an invitation to register 

 

2. Select Forums from the navigation bar at the top of the screen  
a. All the Forums that you have access to will appear here on a dashboard. If you don’t see 

any Forums, or suspect you are missing a particular Forum that you should be invited to, 
please contact EquityPortalSupport@cdph.ca.gov 

b. Before you navigate into any of the Forums, you must agree to the Code of Conduct 
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To accept the Code of Conduct, select “Accept”: 

 

Once you have accepted, you will have access to the Forums you have been invited to. If you select 
‘Decline’, you will not be able to access the Forums. If you unintentionally selected ‘Decline’, please 



reach out to your Award Manager and work with them to reset the Code of Conduct Acceptance link for 
you and try again.  

Create a Thread 
You can start a discussion, ask a question, or share resources at any time by starting a new Thread. It 
might be helpful to scan existing Threads first to see if there are any related to your question or 
discussion before starting a new one.  

1. Select a Thread from the list of Forums you have access to 

 

 

2. To Create a new Thread, select the Create a new Thread button 



 

3. Title the Thread with a short summary or a few words that describes your Post 

 

4. Select the Thread Type 
a. Discussion 

i. Choose this option if you want to start a conversation among your peer 
participants in a Forum. For example, you could start a conversation about best 
practices around equitable hiring 

b. Question 
i. Choose this option if you have a specific question that you need answered and 

you believe that another Forum participant could answer it for you. For 
example, you could ask what the date of the Statewide Convening is 

c. Event 
i. Choose this option if you want to invite Forum participants to an event that 

you know about or are hosting 
d. Resource 

i. Choose this option if you have a resource you want to share with other Forum 
participants OR if you have a specific resource you are looking for from other 
Forum participants 



 

5. Type out the Content 
a. Enter your discussion topic, question, event, or resource here. Please write a complete 

and thorough content description. Remember, this is public to all Forum participants, 
and it is important to write in a professional manner, avoiding slang and acronyms 
when possible 

 

Note: Any Post or Thread that includes any of the prohibited content below will be either edited or 
hidden by the Forum Moderator to remove or hide offensive or private information that is in your Post. 
The Post will be reviewed by the Office of Health Equity (OHE) legal team to assess if it should remain 
public or not on the Forum. Individuals who consistently post prohibited content might be removed 
from the Forums, pending a review from legal.  

• Defamatory, as defined as, false or misleading information and harmful words intended to 
damage the reputation of another person(s) 

• Indecent, as defined as, the inclusion of obscene language, foul language and/or pornographic 
material 



• Harassment, as defined as threatening, harmful and/or abusive, including comments 
insinuating, or directly displaying, forms of racism, sexism, homophobia or other forms of hate-
speech 

• Invasive of privacy rights, as defined, as the inclusion of any personal information about yourself 
or others 

• Illegal, as defined as, posted with an unlawful purpose or is in any way related to unlawful 
activity taking place, or having taken place, in the past, present or future 

• Spam, as defined as, commercial, political or personal promotion which does not relate and/or 
contribute to the discussion 

• Inappropriate, as defined as, something that is off-topic and detracting from the quality of the 
overall discussion 

Please make sure your Posts don’t violate this Code of Conduct and don’t share any personally 
identifiable information.  

6. Attach any necessary files 
a. If you are attaching multiple files, you must choose them all and upload them together. 

This is important, because if you got back later to try and upload an additional file, it will 
write over the first file and replace it.  

b. Please make sure you do not upload any sensitive, personally identifiable, or any other 
private data or information!! This is a breach of the Code of Conduct, and your Thread 
may be subject to editing or hiding by the Moderators. 

 

7. Determine whether or not to subscribe to the Thread 
a. If you subscribe to the Thread, you will get notifications sent to your email every time 

someone responds to the Thread. If you do not subscribe, you will not get these email 
notifications 



 

8. Create the Thread 

 

Respond to a Post or Thread 
1. Open a Thread 
2. To respond to a Post, select the Post a reply button 

 



3. Type out the Content of the Post, attach any and all necessary files, then select Post this reply 
a. Make sure to upload ALL necessary files at once, to ensure that they all attach 

(remember, uploading any files later will override the original attachment) 

 

Unsubscribe from a Thread 
1. To unsubscribe from a Thread, open the Thread you were subscribed to  
2. Select the Unsubscribe button 

a. This will prevent you from receiving ongoing notifications from additional posts in the 
Thread 

 

Propose a New Forum 
If you feel like you and fellow participants would benefit from an entirely new Forum that does not 
currently exist, you may submit that request by emailing EquityPortalSupport@cdph.ca.gov. Please 
include in your email:  
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• Contact information for the requesting user 
• Reason for the requested Forum, including topic of discussion and/or specific question to be 

answered 
• Any specific dates you’d like this Forum to be active 
• Name/title of the requested Forum - please note there is a 50 character limit  
• Which participants will be added to this Forum (ex: LHJ Equity leads, list of specific external 

community partners, attendees of a particular meeting series 

The Equity Portal Team, along with relevant members of the Office of Health Equity will regularly review 
these requests and make decision regarding the creation of new Forums. You will be notified if you 
request has been approved or not.  

Remember, Forums are for peer connection and conversation! If you have questions for the internal 
Office of Health Equity team or your TA specialists, you are welcome to submit an TA Inquiry. 

 

Report an Issue or Breach of the Code of Conduct 
When you entered the Forums for the first time, you agreed to a Code of Conduct, as did all other 
Participants.  

If you come across a Post or reply that you find offensive, or otherwise seems to breach the Code of 
Conduct, please email EquityPortalSupport@cdph.ca.gov and identify the exact post that you are 
reporting. All reports will be kept completely anonymous. Depending on the nature of the violation, 
posts may be edited, hidden or possibly even deleted, pending a review from OHE legal team. Repeat 
offenders may be removed from the Forums, depending on the outcome of legal review. 

You can also reach out to EquityPortalSupport@cdph.ca.gov if you: 

- Need help editing your post 
- Want to lock or unlock a thread you started 
- Otherwise need help accessing and using the Forums 

Access Forum User Guide, Participant Guidelines, Code of Conduct, and 
Other Resources 
There will be one Forum specific to Forum support, named “Equity Forum Support". In this Forum, you 
will find resources posted such as this user guide, a copy of the Code of Conduct, more information 
about participant guidelines, and other related resources.  

In this Forum, you can post questions, as well as review other people’s questions about how to access, 
use, and participate in the Equity Portal Forums. 
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