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Press Releases Feature 
Press Releases is a feature that is universally available to all websites to 
present up-to-date news directly from the agency website. Details include: 
seal image, sub title, title teaser, content to include links and press 
conference videos if applicable.  

Agency sites will have a press release results page where your press 
releases will be housed.

Step 1: 
Locate the press release results page for the agency site.

Step 2: 
Add a Press Release page by right clicking the Agency Press Release Results folder. 
Choose Agency Press Release Page from the insert list.  



Step 3:  

Add your content and press release data. 

Publish Date: Set the date and time that your Press Release will be published.  

Seal Image: If this image has not been pre-selected for the agency website, please 
proceed to click Browse and navigate to your site media folder to insert the appropriate 
agency image. 

Sub Title: This is optional. You can add a sub-title that will display right below the Press 
Release title on the article page.   

News and Press Title: This will be the main title of your Press Release. It will display at the 
top of the Press release right below the Seal Image.



Step 4:  

News and Press Teaser: This is the lead copy that draws the reader to click on the Title 
and go to the Press Release page where the main content is located. This teaser will 
appear on the Press Release Results page. Use the  Show Editor of this field to insert the 
content.

News and Press Content: This is the main content and will appear on the Press Release 
page. Click on the Show Editor option and add all the descriptive copy needed for the 
Press Release article. 



Step 5: 

Video (Option 1): Insert a Call to Action link. To add a video link to the News and Press 
Content, select the copy to add the External Link hyperlink for the video in the Show 
Editor option. Click OK, Accept (in the Rich Text Editor) and Save your work. 

Video (Option 2): Embed a YouTube video. To add an embedded video to the News and 
Press Content, go to the YouTube link and click on the Share icon. In the Share panel, 
select the Embed option and copy the iframe code. Return to the News and Press 
Content, open the HTML editor and paste the iframe code in the section of the page  that 
you choose. Click Accept and Save your work.



Step 6:  

Publish: Click on Publish Item, and publish the new Press Release page. It will be live and 
automatically be added to the Press Releases search results page. 
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