News Management
June 4, 2014
1) If you have not done so already, go to the Civica CMS Administration login page;
http://civicaweb.santabarbaraca.gov/civica/admin/login.asp

2) Login with your User Name and Password.

3) Click on the News icon.
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4) Click on the Add New Entry button.
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5) Article Type is always News and Language is always English.

6) * Date News Goes Live - This is the first day you want the news item to display. The default is today.

7) Date News Dies - If you do not put a date in this field the news item will not clear itself and may remain on the news feed indefinitely. It is strongly recommended that you always put a date in this field. 
a) Time News Dies - You may or may not want to specify the exact time the news expires.

8) Event Date - This is an optional field. If the news item has a date, enter it.

9) *Title - Make this field short and descriptive.
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10) Sub-title - This field is not used.

11) Alternate Link - Use this if you are linking to a PDF or page on the website or another website for more information. When this field is used, the “Read More…” link opens this link in a new browser window.

12) * Front Page Summary - This must be very short. This text is shown on the main news feed.
a) This should only be the first paragraph or less of the article
b) Do not include images in this field
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13) Body - This is the text that is displayed in the “Read More…” link, if there is not an Alternative Link specified.
a) This should be the entire article, including the opening paragraph from in the Front Page Summary field
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b) Use HTML Editor for more complex layouts
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c) You may included images
d) If you copy and paste from Word, make sure to use the Clear Formatting button after you paste to clean the code of Word nonsense.
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14) Search Keywords - This field is not used.

15) Image - You may upload a thumbnail image to be placed to the right of the new item.
a) If you upload an image, you must have an Image Description of at least 8 characters.
b) Thumbnails should be of a square aspect ratio (250 x 250 pixels or smaller)
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16) Image1 and Image 2 - These fields are not used.

17) PDF Link Text and PDF Link - If you would like to link to a PDF in addition to using the Body field to “Read More…,” then use these two fields.

[image: ]

18) Show On - You must select a target from the Show On list, otherwise you news item will not show.
a) Always use Priority 3 - Middle. This will keep the newest on the top. If you make everything important (1 - Top) then nothing is important.

19) Click on the Submit button.
Congratulations! You have successfully entered a news item.
http://moss/Departments/Administrative_Services/Information_Systems/Computer_Training_Library/Civica CMS/News_Management.docx
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Santa Barbara Airport Director Appointed

Hazel Johns Appointed Airport Director

As Airport Director, Ms. Johns will oversee the operations, maintenance, fiscal management, and long-term capital
planning for the Santa Barbara Airport with a staff of 54 employees. Over 700,000 passengers begin or end their
travel at the Airport. In addition to the airfield, the Airport’s 950 acres is comprised of 400 acres of wetlands and 95
acres of commercial/industrial property.

Ms. Johns has served as the Assistant Airport Director since 1987, managing the business and marketing services for
the airport. With an $18 million operating budget, she was responsible for the fiscal management of all airport
funding sources, including tenant rents, user fees, and federal funding. Under her leadership, the Airport provided
property management services for 135 commercial and industrial leases. She played a significant role in the long-
term planning and financing for numerous airport capital improvement projects over the last 27 years, including the
recently completed Afrline Terminal Improvement Project. Prior to joining the Santa Barbara Airport, Johns was the
Business and Property Manager for the Oklahoma City Department of Airports.

She received a Bachelor’s degree from the University of Oklahoma and is an accredited airport executive through the
American Association of Airport Executives.

According to Jim Armstrong, “Hazel brings extensive knowledge of airport operations and finances to lead the airport.
She has a good understanding of the airport’s needs and the community’s interest in improved air service options.”
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Marketing Consultants Receive Top Awards

Santa Barbara Airport (SBA) announced that
marketing partner, BBM&D Strategic Branding, has
won an American Advertising Award for their design
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