
How to Add the Link to Your Uploaded Document to the Press 
Releases Webpage: 

1. If you are not already signed in, sign in to the 
CMS https://www.kerncounty.com/Admin/. 

2. Go to Pages from the Content Shortcuts or the Site Content 
dropdown menu 

3. Click on the Press Releases page and select Edit Design from 
the dropdown menu on the right. 

4. Click on the white wrench at the top of the Content Area 
containing the Press Releases to edit the Release information. 

 

5. Right-click on the top row (first listed Release) and select “Insert 
Row Above”. This will give you a blank row for the new Release. 

6. Enter the date for the Release in the first column. 
7. Click inside the 2nd column to add the new Release. 
8. Select Document Central in the menu options at the top of the 

window (the one with the paperclip): 

 

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


9. Find and select the new Press Release in the Document Central 
file structure. 

10. Click Save 
11. Click Publish at the top of the page 
12. When you browse to the Press Release page, you should 

see your new Press Release(s). Be sure to test the links to be 
certain that everything is working as expected. 

13. If you have any questions, please contact ITSHelpDesk at 
(661) 868-2200. 

 


