Civica CMS: Press Releases
July 7, 2014
Sending press releases is a single procedure. When a press release is posted, the notification is queued to send within 15 minutes without further intervention.
Creating a Press Release
1) Login to the Civica CMS website:
http://civicaweb.santabarbaraca.gov/civica/admin/login.asp 

2) Click on the Press Releases icon.
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3) Click on the Add New Entry button.

4) Agency Name: City of Santa Barbara

5) PR Number: This field doesn’t matter, but needs to contain something. My suggestion is to put the “reverse date.” For example, if it is July 1, 2013, enter 20130701 for the PR Number.

6) Display Style: City of Santa Barbara

7) Template: Official City of Santa Barbara for most releases. If you have a Police Department release where the Nixle logo is required at the bottom of the release, use the Police Department template.

8) Date: this is the date that will be printed on the press release.

9) Time: this field is not used in the press release, but can be  used to let others in the Civica CMS administration system the time the press release was issued.
10) Title and Sub-Title appear in the press release as illustrated below. If there is not sub-title, then no vertical space is used.
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11) Main Body: This is the main body of the press release. When copying and pasting from a Word document or email, follow this sub-procedure.
a) Switch to the document or email with the original press release text, select the original text, and copy it.
b) Switch back to the new Press Release page, place the cursor into the Main Body field, and select one of two paste options: Paste from Word cleaning fonts and sizes or Paste Plain Text. You might experiment with each to see the results, using the Undo ([image: ]) button to undo the initial paste.
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c) When you use either paste button, you will be prompted to allow access to the webpage. Click on the Allow Access button.
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d) As a rule you want as little formatting as possible.
12) Contact Name: enter the full name and title of the person as you want it to appear on the press release.
e.g. Scott Nelson, Webmaster

13) Contact Phone: enter the contact phone number with area code.
e.g. (805) 897-2510

14) Contact E-Mail Address: enter the contact email address.
e.g. SNelson@SantaBarbaraCA.gov

15) Alternate Contact Phone:  this field displays as the FAX number.
e.g. (805) 564-5556

This is the resultant display of the Contact Name, Contact Phone, Contact E-Mail Address, Alternate Contact Phone:
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16) The following fields are not used in the press release, and do not need to be completed.
a) Contact Title
b) Contact Department
c) Alternate Contact Name
d) Alternate Contact E-Mail Address
e) Alternate Contact Title
f) Alternate Contact Department

17) If you have images, you may upload up to two. The images are displayed side-by-side at the bottom of the page. The Image description will render underneath the corresponding image.

18) Both the Is article Approved and the Is Article Active checkboxes need to be checked.
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19) Click on the Submit button to instantly post the press release. The notification will be sent automatically within the next fifteen (15) minutes.

http://moss/Departments/Administrative_Services/Information_Systems/Computer_Training_Library/Civica CMS/Press_Releases.docx
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