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Posting News and Press Releases



Posting News and 
Press Releases

• 2 Step Process

• Post Documents (PDF)

• Post Articles (Announcements, Press 
Releases, etc)

• Authors' contributions will not be published 
immediately. 



Your Username and Password is the same as your 
Active Directory login information. 

Login - https://dphss.guam.gov/user



Click Add Content

How To Post



If you have a PDF, click Document

How To Post



Upload your document in 3 steps. 
Remember your document title. 

Posting a PDF Document



If you see this page, your document has been posted.

Success!



Let's post an Article. Click Add Content again.

Next Step



This time, click Article.

Post an Article



Add a Title and Body Text.

Article - Required Stuff



If you'd like, click Preview to see what your post looks 
like before saving. 

Article - Optional Stuff



Your Article has been posted. It is unpublished until a 
Publisher reviews and publishes it. 

Success!



Let's take a look at the status of your content. 
Click My Content. 

View Your Content



See a list of your content, published and unpublished. 
Click an Title to view or edit your content. 

Your Content Summary



Summary
• Posting an Article is a 2 step process if you have a Document 

(PDF) 

• Step 1 (optional): Post your Document (PDF).  

• Step 2: Post the Article. Attach the Document from Step 1 if 
necessary. 

• AUTHORS : Notify a Publisher that you have posted content. It 
will be up to them to publish it to the website for the public to 
see. 

• You may review your content at any time by clicking "My Content" 
on the sidebar. 


