
 

 

 

   

 Sending out your press release 

  
 

 

 

 

 

 

 

 

 
 

 

 

 

 
 

  

 Send your press release to 

multiple contacts 

 Avoid duplication 

 SEO as standard 

 Uses your email address 

 Includes personalisation options 

 Complete tracking allowing you to 

see when you sent the release, 

where it’s been delivered and 

viewed 

 

 

 

 

 

  

    

 
 



 

   

 

  

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

To send out a press release click on Distribute and New. If you have unfinished drafts simply click the drafts 

option and select the name of your previous project: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

How it’s done 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Adding your press release 

 

Add the name of your distribution, this is something only you will see. Choose a code system or a one 

word description. There are the options to add in a client name and link the press release with the 

client and or an issue. You cannot add a client from this section, you must first go to ‘private’ see 

below. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

To add clients in to your PR MAX go to Private and select Clients. 

 

 

 

 

 

 

Adding clients to your system 

Click the + symbol, add client 

details. You can also add a 

free client newsroom which is 

automatically populated every 

time you send a press 

release. See PDF for creating 

newsrooms. 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

One of the number one questions we get asked is will it come from my address, absolutely yes! 

 

The first step is to add your press release. Click choose file from your own pc 

 

 
 

       

 

 

 

 

Adding your press release 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Fill out the fields and insert hyperlinks and attachments as required. Using the merge field will insert the 

journalist’s first name. You can add a boilerplate on the bottom of your press release including your details 

and a sign off as you would normally if you were sending a single email. 

 

 

 

 

This is where you add your own email address 

Adding your details 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

By clicking next at the bottom of the page you will then be taken to a screen where your media lists are 

stored. Clicking on the arrow next to the name of the list will allow you to move the list from the right to the 

left, effectively selecting them as the chosen lists for this distribution. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Adding your distribution lists 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

On this example you can see David Chan works  

on three titles, to remove this simply click the red 

cross. 

 

PR MAX will automatically remove any pure duplications, meaning that if publications and journalists 

exist on two or more of the selected lists they will be removed. It is worth noting that often journalists 

work across two or more publications. To check that there are no duplications where this is the case 

simply click on the header of the email column and sort by email. 

Adding your distribution lists 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

As part of the standard and professional editions of PR MAX, at no extra cost, you will automatically have 

Search Engine Optimisation, increasing your chances of your press release getting picked up. By adding 

your details your PR MAX system will distribute your press release to all major search engines. This can be 

added to the freelance package as required. 

 

 

 

 

 

 

Search Engine Optimisation 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

This is the final screen you will see in this five step process. It will allow you to send a preview to your client, 

or to yourself or a team leader, add an additional reply name and schedule the delivery should you wish to 

embargo the press release. Click on send and your press release will be sent. 

 

 

 

 

 

 

Sending out your release 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

By going to Lists at the top and selecting distributions from the options you will be able to see when you sent 

your press release, by opening the list you will be able to look in further depth checking who has received it 

and where it has been opened. 

 

 

 

 

 

Tracking your success 


