
USER MANUAL 



Easy-peasy: follow the steps 

2. Get started- My desk 
 

3. Create Media list 
 

4. Create the Press release 
 

5. Add Picture 
 

6. Schedule and Payment 
 

1. Registration  
 

The guide is designed to help and support users in utilizing all features in B2B PRESS. 

Do not hesitate to contact us at HelpMe@B2BPRESS.com .  

Please refer to recent updates in the Community site. 
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Registration 

Select Sign up and enter your details. Later you can access all data you have entered. 
 

Please note the country code!  

 



Registration 

A confirmation email will be sent to your inbox. When you have confirmed 
your registration via the link in the email, you will be logged into B2B PRESS. 

After filling in your data, you 

will be redirected to the home 

page 



Get started-My desk 

You can create 

the elements in 

any order 

 
Everything you have created 

will be visible here for re-use. 

 



Create media list- Select countries 

Click on the regions one by one… .. and select one or several countries… ..until you have chosen all the countries you want. 
 



Create media list: Select industries 

Media is sorted into 4 

levels in each category. 

Click on + or – to 

expand or collaps  

 

Number of selected unique 

media 

 

Enter any single email address and 

choose the recipient’s language. Add! 
 

Give your media list a descrptive name 

 

Click on the + sign to see the names of 

the media. To deselect media, click the 

x sign 

 



Create media lists: Select languages 

The system will automatically suggest languages according to 

your chosen countries. If you dont have texts in all suggested 

langauages,  you can select a replacement language for each 

version. 



Create the Press release 

Select and Add all languages indicated by your media list (see My 

Desk). Keep English or remove it. 

 

Save your text when you are done! 



Add picture(s) 

Upload one by one the images you want to include in your press release 



Add picture(s) 
To add a caption, select one language at the time from the drop 

down list and click Add 

 

Add captions in all languages required by the 

selected media lists(s) (see My Desk). 

 



Preview your work 

Click on Preview, to see your press release 



Schedule and Payment 

Click here to view 

all selected media 

in your list 

 

If you need 

to edit the 

text, select 
the pen icon 

You can publish all language versions at once or 

define different times for each text 
 

Send a preview of your release to 

yourself or your collegues for final 

approval. 

 
Proceed to payment 

 



Schedule and Payment 

You can pay with a credit card or by PayPal. Once the payment is complete, your pressrelease will be delieverd at 

the time you have chosen. 

 



Smart tip: 

 Consequence in languages 
This is an example of a mismatch between required 

languages by the media selection and the provided 

material. 

 

Solutions 

 Recommended: Add the text and 

caption in the missing languages 

Finnish and German 

 
 Open the media list and remove the 

magazines that require those languages. 

 
 Not recommended: Add the 

required language tabs and 

captions and relace them with 
English or another language. 



Success! 

You have just become your own PR expert 


