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Chapter 4: Publishing News Stories

About Publishing Marine Corps News to a Unit Web Site

AFPIMS provides a powerful, on-demand reporting solution to share information from
the front lines to the public minds. Using AFPIMS, Marine Corps Public Affairs staff can
deliver the instantaneous flow of information that is produced during a 24-hour news
cycle.

> Create News Story back

If your News Story includes photos, you should follow the instructions in Chapter 3 -
News Story Photo Uploads before creating the article.

Use the following instructions to create a news story in an AFPIMS unit site:

Step Action

1 Access and login to your AFPIMS unit site.

2 Navigate to the News area of your unit’s site.

HOME NEWS PHOTOS UNITS LEADERS

Unit Home News Photos Units Leaders Family

Result: All news stories for your unit display.
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HOME > HEWS > HAVIAII NEVIS
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o U.S. Marine Corps Forces, Pacific
\ _/ In Any Clime and Place

MARFORPAC ARCHIVE NEWS

» April 2012 (13

U.S. MARINE CORPS FORCES, PACIFIC - HAWAII NEWS

O submitacle & Ly Aticles Hoderate » February 2012 (1}

» January 2012 (3)
2034 5 49
» December 2011 (5)

Mulitnational audience pays homage to Australia-New » November 2011 (2

Zealand Army Corps sacrifices @
April 25, 2012 — Aussie. Kiwi. Yankee. Military and civilians from each background all

» October 2011 (4

s 2011 (
came together to commemorate MORE » » September 2011 (10}

= 0 Comments » August 2011 (9
Events bring Philippine, U.S. forces together with Crow F ) » 02011 (1
Valley community/@ ) -

April 24, 2012 — While supporting Exercise Balikatan 2012 in Crow Valley, Amned Forces » June 2011 (8
ofthe Philippines and U.S. MORE » » May 2011 (7
20 Comments

3 Click the Submit Article link.

& Submit Article
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Step Action

Result: The Article Content interface displays.
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| R B A B B N P A Bl
= Content
Title al * Required
unit @ [Marine Forces Pacific
Dateline 7] * Required
Byline 7] | Required
Editor: a ¢ Basic Text Box & Rich Text Editor
EXTNEECE - @ @ CustomLinks -la-@- %2 B0
| B I U ae ' % B AS Ay Fontlame -Se-r == ==
| Poragraph Style = Apply €55 Cl. ~ F - |
Body: 7]
4 Enter the Title (Headline) of your News Story in the Title field.
Media Type:| Photo b

Ensure the name in the Unit field is correct.

Enter the Dateline in the Dateline field.

Enter the News Story Author’s name in the Byline field.

W N & U

Copy and paste the body of your News Story into the Body space.

Note: To prevent time-consuming modifications in the editor, please be sure to
select “Paste from Word” if you are copying text from a Word document or “Paste
Plain Text” if you are copying text from a website (i.e. - DVIDS).

Paste

Paste from Word

o €8 L¥

Paste Plain Text

il

o Paste As Html

i Paste Html
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Step

Action

If there are photos associated with the article, search for and select each image
by clicking on it.

User Media - All photos uploaded by you that have all metadata fields complete
Portal Media - All photos uploaded to your unit’s AFPIMS site

All Media - All photos uploaded by all units within the USMC

Note: You can also use the Media Search field to locate a photo by VIRIN,
keyword, byline, etc. Additionally, your photos will not show up in the search
results until all required metadata fields have been completed.

Once you have selected the photos, click the Add Selected Media link.

Add Selected Media

10

Scroll down to the Category section and enter the article’s keywords in the Tags
field, separated by commas.

Tags: [}

Separate tags with commas, example: "movies, action, Arnold Schwarzenegger

11

Select one or more categories from the Categories drop-down list.

Categories 7] =

=1~ marine categories

- [ Artillery

[ Aviation

] Base or Station

[ BicPhoto

[ Career

- [] Ceremonies/Events

[ Combat

- [ Combat Suppert 2

12

Enter or select a story date in the Publish Date & Time field.

Publish Date & Time: | 31

Note: If left blank, the story date will be reflect the date that the story is
published.

13

If you have Approver permissions, click the Publish link.
*. Publish

Otherwise, click the Save Draft link.

™ Save Draft

Result: The news story will be uploaded to the unit site in AFPIMS. If you have
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Step

Action

Approver permissions, its status will be Approved. If you do not have Approver
permissions, it will require approval before it is published to the public servers.
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