
How to Submit News Items  
 

1. First click on the News header at the top of the page. 
 

 
 

2. Near the top right corner of the screen, click on Add a News Item 
 

 
 

3. Once on the Add a News Item screen, fill in each appropriate field. Fields marked with an asterisk require 
information. For example, in the General Information section, Headline, Date and Expiration Date, are 
required fields. When choosing a date, click on the date field and a calendar will appear. Choose the month 
by clicking the arrows in the top right and left corners of the calendar. Choose the date by clicking on the 
appropriate day. 
 

 
 
 

4. Fill in the Author Information. The Authoring Organization is required. 

 
 

 



5. Finally, please provide your email and fill in the numbers that appear to the right of the Verification section. 
Once you have checked through your information please click the Submit button. 

 

Once submitted, the administrators will check the event for approval.  
If you have any questions please contact SoCal@One-Justice.org  
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