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1.0 What is the Kentucky.gov Enterprise Newsroom? 
 
The Kentucky.gov Enterprise Newsroom is a high-profile component of the 
Kentucky.gov web portal and is part of the Microsoft Content Management 
Server (CMS) portal infrastructure.  The Newsroom allows all cabinets, agencies, 
departments, and other governmental organizations to post press releases and 
important news to the Kentucky.gov Website.  Participation in the Newsroom is a 
free service. 
 
The Newsroom can be viewed by going to Kentucky.gov and clicking on “News 
Center” on the top navigation bar.  
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2.0 How Do I Sign Up? 
 
The first step in getting your agency up and running with the Kentucky.gov 
Commonwealth News Center is to determine who in your agency will be the 
user(s) for the newsroom as well as what their user roles will be such as an author 
or an editor (see section 3.0).  Once you have identified these individuals they will 
each need to self register with the portal by visiting 
www.kentucky.gov/Register.htm.  Once the registration process is completed for 
these individuals, the Content Management Authorization Form (see attached 
Content Management Authorization Form for Newsroom) will need to be 
completed, signed by a responsible party for the agency and then faxed or mailed 
to Kentucky.gov.  
 
*PLEASE NOTE:  If your users have previously registered for either the 
Kentucky.gov Calendar or CMS (for a website) they do NOT need to re-register 
through the self-registration process.  The user ID that they were originally given 
by our office or the one in which they previously established through self-
registration will be their Newsroom user ID as well.   
 

3.0 What is the Difference between an Author and an 
Editor? 
 
All users of the Newsroom are classified as either an author or an editor.  These 
user roles provide a simple publishing workflow processes to be put into place in 
the event they are deemed necessary. 
 
An author is a content provider whose role is to create or edit press releases or 
news events for your Newsroom.  Once an author has completed a proposed 
press release or news event, a notification is sent to the editor for review and 
publishing. This review process provides editors with an oversight of authored 
content. 
 
An editor is a content provider, publisher and is allowed to create, edit, review 
and publish content to the Newsroom.  Their role is to ensure that press releases 
and news events published are accurate, approved and current. 
 
Your agency does not have to have an author and an editor.  Should you not 
need the workflow functionality, your users would be editors only. 
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4.0 How Do I Add a New Press Release? 
 

Please follow the steps below to add a new press release. 
 

Step # 1: Login to MCMS 
 
To add a new press release, the first thing you need to do is login to the MCMS 
system from Internet Explorer version 6.0 or above.  The login URL is: 
  
https://cms.kentucky.gov/Newsroom/ 
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Step # 2: Navigate to Your Newsroom Web site 
 
You will know that the login was successful when you see the “Switch To Edit 
Site” link in the upper left-hand corner of the page.   
 
Navigate to your newsroom by clicking on “News by Agency” in the left-hand 
navigation. 
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Step # 3: Navigate to appropriate “News by Agency” section 
 
After navigating to the “News by Agency” section, find your agency in the list.  
Please note that agencies are listed by Branch of Government (Executive, 
Judicial, or Legislative and Elected Officials).  Scroll down until you find you 
agency link in the list, then click on that link.  This will take you to your agency’s 
Kentucky.gov newsroom.  
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Step # 4: Enter Site Edit Mode 
 
You will now see a list of all of your recent press releases.  At this time, you 
should click on the “Switch To Edit Site” link to view the “Web Author Console.”   
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Step # 5: Creating a new press release 
 
You are now viewing the “Web Author Console”  
 
To author a new press release, click on the “Create A New Press Release” link. 
 

 

 

 
 
 
 
 
 
 
 
 

Step # 6: Enter Press Release Information 
 
You will now see an editable form displayed where you will enter your press 
release content.  If you have a press release that has already been created in MS 
Word, you must first copy the content from MS Word into Notepad, then from 
Notepad into the Newsroom.  (Notepad is an accessory that should already be on 
your computer.  Normally, you can open this tool by clicking on Start, Programs, 
Accessories, and then on Notepad.)  Copying your text into Notepad will strip the 
formatting from your content and leave you with straight text which can then be 
placed into the Newsroom application.  Your text will adopt the default 
formatting that has been established for the Newsroom.  Failure to utilize 
Notepad may result in non-compliant content (absolute font sizes, margins, etc.) 
[See following page for graphic] 
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*PLEASE NOTE: If this is the first time you have used the Newsroom system, 
you will be asked if it is ok to install an active-X plug-in and/or an html editor.  
These plug-ins are required in order to author a press release so please select 
“Yes” when prompted. 
 
*PLEASE NOTE: The newsroom has a 20 minute timeout on your session so 
please SAVE OFTEN to avoid losing any of your work. 
 
 
• Issuing Agency.  The Issuing Agency name will be established for you.  

This is an indication of what Branch/Cabinet/Office your agency is associated 
with.   

 
• Issued By.  The Issued By name will be pre-filled for you upon receipt of 

your Content Management Authorization Form for Newsroom.  If it is not pre-
filled, this is where you enter the name of your organization.   

 
• Press Release Title.  Enter the title of the press release in this area. 

 
• Press Release Date.  Select the official date for the press release in the 

month, day and year drop down menus. 
 

• Contact Information.  Contact information should be entered in this text 
box.  However, the contact information can be pre-filled for you upon 
request.  If you choose not to pre-fill this box, you can enter contact 
information such as name, title, phone number, email address and hyperlink 
manually.  For more information on inserting hyperlinks, please see the next 
section on formatting. 

 
• Summary.  A very brief summary of the press release should be entered 

here.  This summary is used on pages such as the Kentucky.gov home page, 
the Kentucky.gov Newsroom main page and your agency’s individual 
Newsroom.  Most commonly, users select the first sentence of their press 
release for the summary to entice the user to read more. You can enter up to 
700 characters into this text box. 

 
• Display on Kentucky.gov Home Page.  This box is checked by default 

and if left checked your new press release will appear on the Kentucky.gov 
home page.  If you do not want this to appear on the Kentucky.gov home 
page simply uncheck the box. 

 
• Display on Newsroom Home Page.  This box is checked by default and if 

left checked your new press release will appear on the Newsroom home 
page.  If you do not want this to appear on the Newsroom home page simply 
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uncheck the box. 
 

• Details.  This large section is where the main press release text is entered.  
This text box allows for full text formatting including the addition of 
hyperlinks, images, and file attachments.   

 

Step # 7: Select Categories for your Press Release 
 
Once you have entered the press release information, you are now ready to 
select from the various categories or topics that pertain to your press release. 
Please select at least one category, but no more than five. 
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Step # 8: Preview your Press Release 
 
Once you have completed the press release information, you are now ready to 
preview what the press release will look like once it is published.  To do so, click 
on the “Preview” link in the CMS Web Author Console in the  upper left-hand 
corner of the page.   
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A new window will be displayed showing what the press release will look like to 
your readers once it has been published.  
 
 

 
 
  
If you see problems with the press release, close the preview window and 
correct them before continuing on to the next step. 
 
To exit the preview feature, close the preview window that was created by 
clicking the “X” in the upper right-hand corner. 
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Step # 9: Save the New Press Release 
 
You now need to save your new press release.  This is done by clicking on the 
“Save New Page” link in the upper left-hand corner of the page.  In the event 
you decide not to submit the press release, you can alternatively choose the 
“Cancel” option. 

 

 
 
 
Once you have pressed the “Save New Page” link, you will be prompted to enter 
a name and display name for the new page. 
 
In the “Name” field, please enter a name for the new page/press release.  This 
name will appear in the URL that is used to access the page.  It does not need to 
be full title of the press release.  It should be a shortened version or a 
convention that you establish such as “pr082405a” or “books082405”.  Please do 
not include any spaces as this would result in a messy appearance to your URL 
and it is best practice to use all lowercase letters and avoid special characters 
such as underscores which may not be visible if the link is embedded in an e-
mail or Word document. 
 
The “Display Name” is used in the browser title bar.  You may make this the 
same name as your “Name” or you may title this a more specific title such as a 
shortened version of your press release title. 
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Click “OK” to continue. 
 
You will now see the press release that you created, with the CMS Web Author 
Console displayed at the top of the page.  If your role is that of an Author, you 
will now click the “Submit” link.  If you are an Editor, you may elect to click 
“Approve” and publish the release.  (See Step # 11) 
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Step # 10: Set Publishing Date (Optional) 
 
If you want your press release to be viewable immediately, you can ignore this 
step. 
 
Some users may want to create press release information prior to its actual 
release date and have it displayed on the website at a later time.  Users may 
also wish to put up older press releases.  These scenarios can be accomplished 
by editing the press release properties, which contains a section that allows you 
to input a past or future publication date.  To do this, click on the “Page 
Properties” link in the upper right-hand corner of the CMS Web Author Console. 
 
Once you have clicked this link, a new window will appear showing page options.   
There will be a section titled “Start Publishing”.  To have your press release 
publish at a past or future date, enter a that date and time into these form fields 
and press the “Save” button to close the window. 
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Step # 11: Submit or Approve Press Release 
 
You are now ready to either submit or approve the press release.  If you are an 
author, you will only be able to submit your new press release by using the 
“Submit” link in the web author console.  It will not be viewable on the website 
until an editor has reviewed and approved the press release.  If you are an 
editor, you can either submit the new press release and approve it later or 
approve the press release for publication now by clicking on the “Approve” link. 
 
You have now added the new press release to the Kentucky.gov Enterprise 
Newsroom.  At this time you can choose to add another press release by 
returning to your “Headlines by Agency” page and selecting “Create a New Press 
Release”. 
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5.0 How Do I Format Content? 
 
When entering a new press release (or editing an existing press release), you 
have the ability to apply text formatting into the contact, summary, and details 
field.  Below you will find useful hints on how to apply formatting to your 
content. 
 

5.1 Basic Text Formatting 
 
When you are either creating a new press release or editing an existing press 
release, you will see a row of text format controls added below the address bar 
on your browser.  For those who use Microsoft Word, these should appear 
familiar to you.  
 

 
  
 
These buttons allow you to perform basic formatting functions such as set font 
style (e.g. bold, italics, color) and alignment control (e.g. center, indent).  You 
can even spell check your content using the “Check Spelling” button.  You can 
also insert a table into the content area by pressing the “Insert Table” button. 
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Inserting Objects 
 
CMS allows you to include images, add hyperlinks, and attach files for download 
to your content.  To do so, use the top row of formatting control buttons. 
 
Hint:  To find out what a button does, place your mouse pointer on top of it.  A 
tool-tip will appear indicating what the button does. 
 
You may also elect to utilize one, or more, of the Related Content boxes located 
on the right side of the page.  The Related Content boxes offer an excellent 
means of highlighting information pertinent to your press release.  You can easily 
place images, hyperlinks, attachments, or even additional text in these boxes. 
(Note: The See Also box is used solely for hyperlinks) 
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5.2 HTML Edit Mode 
 
For the finest level of control, you can edit the HTML directly.  To do so, press 
the “Edit Source” or “HTML” button on the top row of formatting controls.  You 
will now see the raw HTML source in the text box.  This allows those fluent in 
HTML to format their content directly. 
 

 
 
 
 

6.0 How Do I Approve a New Press Release Created By 
An Author? 
 
If you are an editor, it is your job to approve press releases submitted by 
authors.  When a new press release is submitted, you will receive an email 
notifying you that it is available for review.  To review and approve a new press 
release, follow these steps. 

Step # 1: Login to CMS 
 

(Please see “How Do I Add a Press Release”, Step # 1) 

Step # 2: Navigate to Newsroom Web site 
 

(Please see “How Do I Add a Press Release”, Step # 2) 

Step # 3: Enter Edit Mode 
 

(Please see “How Do I Add a Press Release”, Step # 4) 
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Step # 4: Select “Approval Assistant” 
 
Once you have clicked on “Approval Assistant” you will see a list of press 
releases waiting for review.  
 

 
 
 
You can view each of these press releases by clicking on the “Go To” icon. 
 

 
 
Since you are an editor, you can also go to the press release and edit the 
content yourself.  Please refer to the next section for more information on editing 
a press release. 

Step # 5: Review Publishing Date (Optional) 
 
If you typically enter press releases at a time before they’re released and then 
use the future publishing capabilities of MCMS, you will want to review the “Start 
Publishing Date” under “Page Properties”.  (Please see “How Do I Add a Press 
Release”, Step # 10 for more information.) 
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Step # 6: “Approve” or “Decline” Press Release 
 
Using the checkboxes on the left of the Approval Assistant, you can choose to 
accept or decline a press release.  Alternatively, you can choose to view the 
press release and use the “Approve” and “Decline” links on that page. 
 
 

7.0 How Do I Edit an Existing Press Release? 
 
If you find that you need to edit a press release after it has been approved and 
posted to the website, you can do so by following these steps. 

Step # 1: Login to MCMS 
 

(Please see “How Do I Add a Press Release”, Step # 1) 

Step # 2: Navigate to Press Release 
 

(Please see “How Do I Add a Press Release”, Step # 2) 

Step # 3: Enter Edit Mode 
 

(Please see “How Do I Add a Press Release”, Step # 4) 

Step # 4: Select “Edit” Option 
 
Click on the “Edit” link in the CMS Web Author Console.  This will bring up the 
press release form filled in with the current content. 

Step # 5: Edit Press Release Content 
 
Make changes to the press release content where needed. 

Step # 6: Select “Save and Exit” Option 
 
Once you have edited the content of the press release, you can choose to 
preview the press release.  If you are satisfied with the press release, click on 
the “Save and Exit” link. 
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Step # 7: “Submit” or “Approve” Modified Press Release 
 
If you are an author, you will only be able to submit the modified press release.  
An editor will need to approve the changes before they are visible on the Web 
site.  If you are an editor, you may choose to approve and publish the changes 
immediately by clicking on “Approve”. 
 
Re-approving a press release does not push it back out to subscribers.  If you 
would like to notify subscribers of a change in an existing press release please 
see Section 8.0. 
 

8.0 How Do I Re-Release an Existing Press Release? 
 
If you find that you need to re-release a press release after it has been approved 
and posted to the website, you can do so by following these steps. 

Step # 1: Login to MCMS 
 

(Please see “How Do I Add a Press Release”, Step # 1) 

Step # 2: Navigate to Press Release 
 

(Please see “How Do I Add a Press Release”, Step # 2) 

Step # 3: Enter Edit Mode 
 

(Please see “How Do I Add a Press Release”, Step # 4) 

Step # 4: Select “Edit” Option 
 
Click on the “Edit” link in the CMS Web Author Console.  This will bring up the 
press release form filled in with the current content. 

Step # 5: Edit Press Release Content 
 
Make changes to the press release content where needed. 

 

 



 
 
 

- 24 -

Step # 6: Mark the Revisions Box 
 
Once you have edited the content of the press release, you can push the edited 
press release back out to your subscribers by checking the box that reads “Notify 
Subscribers that the Press Release has been revised?”   When you check that 
box a revision comments box will appear.  This box is where you can indicate the 
change to the press release for your users.  For example you might put in the 
revision comments something to the effect of “Statistics in paragraph two have 
been updated to reflect corrected amounts.”  
 

 

Step # 6: Select “Save and Exit” Option 
 
Once you have edited the content of the press release and inserted your revision 
comments, you can choose to preview the press release.  Once you are satisfied 
with the press release, click on the “Save and Exit” link. 

Step # 7: “Submit” or “Approve” Modified Press Release 
 
If you are an author, you will only be able to submit the modified press release.  
An editor will need to approve the changes before they are visible on the Web 
site.  If you are an editor, you may choose to approve and publish the changes 
immediately by clicking on “Approve”.  When you click “Approve” an email will be 
generated for subscribers. 
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9.0 How Do I Delete a Press Release? 
  
In rare situations you may want to delete a press release.  Only editors may 
delete a press release.  To do so an editor should follow these steps. 

Step # 1: Login to MCMS 
 

(Please see “How Do I Add a Press Release”, Step # 1) 

Step # 2: Navigate to Press Release 
 

(Please see “How Do I Add a Press Release”, Step # 2) 

Step # 3: Enter Edit Mode 
 

(Please see “How Do I Add a Press Release”, Step # 4) 

Step # 4: Select “Delete” Option 
 
Click on the “Delete” link in the CMS Web Author Console.  This will bring up a 
confirmation page asking you whether you really want to delete the press 
release. 

Step # 5: Choose “Yes” to Complete the Delete 
 
Once you have confirmed that you indeed want to remove the press release, the 
system will delete the press release and it will no longer be visible to Newsroom 
visitors. 
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10.0 How Do I Logout of MCMS? 
 
Once you have completed your session, please remember to sign out of MCMS.  
To do so, simply click the “X” in the top-right corner of your window. 
 

 
 
Hint:  Please bookmark the Login URL.  This will save you valuable time as you 
return to the site to manage your press releases. 


