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The following instructions will help you learn and navigate the Healthy 
King County website. If you have additional questions, please contact your 
project officer.

Sign Up

To access the entire Healthy King County site, you must first sign up as a member. To do this, 
go to http://www.healthykingcounty.org. In the upper right hand corner, click on the “Sign Up” 
link.

This brings you to the following window: 

To sign up, enter your email address (A), choose a password (B), select your date of birth from 
the drop down menu (C) and then enter the words shown in the CAPTCHA window (D). Pay 
attention to lower and upper case letters, punctuation, and spacing. Then click “Sign Up”

Invite Friends   

Once you have successfully signed up for the Healthy King County site, you can invite others 
to join. To do this, click on the “Invite” link in the main navigation bar.  You will be brought to a 
window that will let you import your contacts from various email accounts (A), or enter email 



addresses manually (B). Once you have entered your desired email addresses, you may enter 
a custom message, (C) and then click “Send Invitations” (D).

Create a Calendar Event   

Any registered member can create calendar events to alert other members to interesting 
events in the areas that are relevant to their issue. To add your own event, click on the
“Calendar” link in the main navigation bar (A). Then click on the “+ Add an Event” link at the top 
right of the page (B).

This brings you to the page which allows you to enter relevant information regarding the event: 
Name, Description, Date, Time and Location, etc. (C).  It also lets you set privacy settings for 
your event, which determine which members of the Healthy King County site can see the 
details. If you wish, you can disable the RSVP option, or “Hide the Guest List”, meaning others 
will not be able to see who has confirmed attendance (D). When you are finished adding 
details, click the “Add Event” button (E) to save and post your event to the calendar. 



**Please be thorough in your event description – noting whether it is a Tobacco and/or HEAL-
related event. This will ensure that everyone understands the event purpose.

Work Groups

Work Groups are online discussion groups for specific policy areas within CPPW.

To see a list of the work groups, click on the “Work Groups” link in the main navigation (A). 
Once at the Work Group page, you can click on the title of any Work Group (B) to see more 
information about that work group. 



You can then join any work group (C). You must be a member of a group to start a discussion 
forum (D), write a comment (E), or send a message to all the members in the group (F).  

The Discussion Forum should be used when you have a question and would like to get input 
from other work group members. 

The comment wall should be used when members want to direct others to articles, share good 
news or any other general issue announcement.  

Note: Discussions and comments are visible to anyone who joins a Work Group. If you want to 
discuss something more privately with someone in your Work Group, please use the “Send a 
Message” feature from that member�s page (under “Our Coalition”).

What We�re Doing

To write your own post (or to see others�), click on the “What We�re Doing” link in the main 
navigation bar (A). From there, you can add a post (B) or search all the existing posts for 
keywords (C).        

Once you click “Add a Post” you will be taken to the post entry page.  Posting your story is as 
easy as picking a title (D) and then typing the body of the post (E).  You can tag your post (F) 
with keywords (e.g., tobacco, HEAL, school nutrition, safe routes to school) that will help others 



find your post.  At the bottom of the page there are options for scheduling a post, adjusting 
privacy settings, and allowing comments on your post (G).

When you are finished, you can (H) preview your post to see what it will look like on the site, or 
publish it without review. It is then available to readers according to the privacy settings. 

Resources

Finding Resources

The Resources page of the site is where you will go to find useful articles, materials, and 
downloads posted by other members.  You can also share you own resources on the 
Resources page.

To get to the Resources page, click on the “Resources” link in the main navigation bar.  The 
site refers to these resources as discussions because there are options to post messages on 
the resources – please note that these terms can be used interchangeably. 



The first page displays several discussion topics that you can browse through to find relevant 
materials on your issue (childcare, community mobilization, etc.). There is also a featured 
resource (A) at the top, which will be updated based on what materials are being requested 
most often (recent training presentations, new research, etc.). You can also search by keyword 
(B) for various resources.  

Once you have clicked on resource to review, you can then reply with comments to the article 
(C) tell your Facebook and Twitter contacts about the posted resource by using the Share, 
Facebook or Twitter buttons (D), as well as send a message to the person who posted the 
resource or view other resources (“discussions”) the person has started (E).   

One additional feature of the Resources page is the “Follow” function, which allows you to 
receive email notifications when new resources are posted.  There are three levels of 
notification you can choose to receive. You may choose to receive an email each time 
someone (1) posts a new resource (starts a new conversation in a specific category) or (2) 
comments on an existing posted resource. You can activate this notification function by clicking 
on the “Follow” link at the bottom of each page (F). You�ll have the ability to receive 
notifications or “follow” any piece of content that was added to the network.



Uploading Resources

As well as searching other resources, you can upload your own to share with the Healthy King 
County community.  To upload your own resources, click on the “Add a Discussion” link from 
the “Resources” page (A).

From there, you can type the document title in the “Discussion Title” field and a quick 
description in the “Post” field.  You can then assign your document to one of the pre-
determined categories using the dropdown menu (e.g., schools, SLBs, CPPW news) (A), add 
tags (e.g., tobacco, HEAL) to allow others to easily find your post (B), and attach files (C) 
including photos, PDFs or Word documents. Your final step is to click the “Add Discussion” 
button at the bottom of the page and your resource will be available to other Healthy King 
County members (D).    


