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Step 1 Log in to the Chamber Portal

https://www.mygulfcoastchamber.com/
https://www.mygulfcoastchamber.com/


Step 2 Select News Releases

From the Home page, select News Releases on the left navigation menu.



Step 3 Choose Add News Release

To submit a press release, select Add News Release.



Step 4 Populate the General Fields

Employ the formatting tools to 
make your news easy to read:

• Use separate paragraphs to 
organize your message

• Add headings and bullet points 
to make it easy to read 

• Include bold typeface or color 
to add emphasis 

• Avoid using ALL CAPS as this 
indicated yelling in the digital 
world. 



Step 5 Select Category & Add Image

Categories
Select a category that best aligns with the 
topic of your news release.

Search Results Logo
Click Add  Image, then browse your 
computer to select an image that best 
reflects your news.



Step 6 Share Contact Information

Use the drop down box 
to select a contact from 
your organization who is 
listed with the Chamber. 

Contact Person, Title, 
Phone, and Email will 
auto fill. 



Safe as Draft 
to work on 
the details 
later

Step 7 Save, Cancel, or Submit

Submit your 
event for 
approval

Cancel 
your event 
post

Choose to:



View News Release

After you submit the news release, it will be reviewed by the Chamber team. Once it has been approved it 
will appear on the News Releases page.


