
Adding/Updating Press Releases 
 

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. When you click the wrench, the following popup window will 
appear: 

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


 

 

6. Click on the pencil icon for the year you would like to update. 
7. In the table that displays, 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. 

8. Enter the date for the Release in the first column. 
9. Click inside the 2nd column to add the new Release. 

 



There are two ways to add a link to a document: 
 

Document central option 
 

Pros: quicker 
Cons: You cannot customize the link label - it will always be 
the same as the document name. 

 
Steps 
o Select Document Central in the menu options at the top of 

the window (the one with the paperclip): 

 

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

o Click at the end of the new Press Release name in the 
table, add a space and click to add a PDF note: 

 
 

o Click Save. 



o Click Publish at the top of the page. 
o 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. 

 
 

Hyper link manager option: 
 
Pros: the link label can be whatever you wish 
 
Cons: takes a little longer to do 
 
Steps:  

o Select Hyperlink Manager in the menu options at the top of 
the window (the one with the globe): 

  



o In the Hyperlink Manager popup window, click on 
Document Manager 

 
 
 

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

o Add the Link Text to be used to connect to the new Press 
Release. 

o Click at the end of the new Press Release name in the 
table, add a space and click to add a PDF note: 

 
 

o Click Save 



o Click Publish at the top of the page 
o 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. 

 
 

Updating a Row in the Table: 
 

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. When you click the wrench, the following popup window will 
appear: 

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


 

 

6. Click on the pencil icon for the year you would like to update. 
7. In the table that displays, click inside the row you would like to 

update. 
8. Make the changes. 
9. Click Save. 

 

Deleting a Row in the Table: 
 

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. 

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


  

5. When you click the wrench, the following popup window will 
appear: 

 

 

6. Click on the pencil icon for the year you would like to update. 



7. In the table that displays, right-click in a blank spot inside the row 
you would like to delete and select to Delete Row. 

8. Click Save. 

 

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


