
How to Upload a Document to the CMS Using Document Central: 

1. Sign into the CMS https://www.kerncounty.com/Admin/. 
o If you have been given access to the CMS, your username 

and password will be the same that you use to log in to your 
workstation. 

2. Go to Document Central and find Press Releases under District 
Attorney 

3. Navigate to the specific year that you’re updating and double 
click the year to view the current contents 

4. To add a new Press Release: 
o Click the add documents option 
o Select the document(s) you want to upload 
o On the next screen: 

 Choose the appropriate content group (DA) 
 If you want the link label to be something other than the 

document file name, change the document name 
 Select to save and publish 

 If doing a single document, use the button next to the 
document 

 If doing many documents, you can select them and 
then do the save and publish under bulk processing 

5. The new Press Release(s) are now ready to be added to the 
Press Release webpage. 

 

https://www.kerncounty.com/Admin/

