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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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Teur dcurta Far of damand
rgwd that matters most to
yow

Live auction of 4-H and FFA grand and resarve champion market animals Q Subscribe
" HOPEINSVILLE NATIVE BRICE LONG TO OPEN FOR TRACE ADKING AT THE ﬁ Unsubscribe
EENTUCKEY STATE FAIR Alrasdy have & Kentudy.goy
Thisrsday, Asgust 25, 200% ascownt? Add a Hews Cantar
Country music singer/songwriter Brice Long has been added as the opening act for Bubseription hars.
Trace Adkins on Saturday, August 27 i Cardinal Stadium at 8 p.m. it T :
jcdiitio o o) Teife oo ptten
" Governor Ernie Fletcher appoints six members to the kentucky Bicycle and
Bikeway Commission
Thusrsday, Ausgust 25, 2005
Gowvernar Emie Fletchar has appointed three new and three retuning membars to -
the Eentucky Bicycle and Bikeway Commission, " What iy the News Canter?
|&] ritpc A ksnbucky gov M stlachy RS g cdonation him =




2.0

3.0

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.

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.



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/

Kentucky.gov CMS Login

Please login using your Content Management
Server username and password below,

~Login

Username: |

Password: |

| Login to cMS

Forgot wour Password?
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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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Smart™ sign is now installed at the eat of Fort Boonesborowgh State Park,

' Cardboard manufacturer Multicorr wins Govamor's Safety and Health Award
Thisrsday, August 25, 2005
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' Kentucky Mansions Preseryation Foundation Donates Money To The “People’s
Houge”
Thusrsday, Ausgust 25, 2003
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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.

Commonwealth ‘@ e -
News Center -

w:mm

Agency Newsrod

Below you will find an organizational breakdown of Kentucky government. For gach e
agency, a kst of avadable newsrooms is provided, To enter a specific agency
newsroom, click on the newsroom tithe lnk '
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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.”

Commonweaiih'
News Cenfer

News by Agency
Muewes by Topic
All Headlines
Archived News

Subscription Informatio

= Kantucky.gov > Center > Kentucky Histoncal Society > Recent Headlines

¢

slendar ¥ I (nlel |

Kentucky Historical Society - Recent Headlines

Below you will find a st of recent press releases. Chck on the titlhe to view the full text of the press release.

To view more headlines or archived press releases, use the green navigation options on the laft,

¥ Historical Society Notes Passing of Dr, Thomas D, Clark
Jugne 28, 2085
The passng of Dr. Thomas D, Clark, Kentucky's histonan lauréate for bfe, this moming was marked by reflectne

slance and tears at the Kentucky Histoncal Society.

* July 9 "Hats Off Lo History™ Celgbrates Benaming of Kentucky History Center, Clark’s 102nd Birthday

Friday, hane 18, 2085

On Saturday, July 9, the Kentucky Hstorical Society will host “Hats Off 1o Kentucky History," a public unveiling
of & new name for ks 160,000-square-foot, five-year-old Frankfort headquarters, forméry known a3 the
Eantucky History Center. The facility will now carry the name of Kentucky Historian Laureate Dr. Thomas D
Clark . ..

" Grant Money Allows Southeastern Kentucky Students to Visit Frankfort

Thisrsday, Apedl 87, 2005
& gift from the Stesle-Reese Foundation gives schoolchildren from 27 southessterm Eentucky school distncts an

opportunity to visit the Kentucky History Center and thewr state capital city

Eentucky History Awards Recognize Best From Around the State
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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.

|

iy oy ¥ Go

Switch To Live Site Prayusw | Proghuction Manager | Page Propartias

Page Status: Published | Creste s New Prasg Belesse !.-'-.L'L"I'J'.'j'. Azsistant Banngion History
Lock Status: Mot Lacked | Edit | Bgource Mansoer

i

* Kentucky.gav > News Center > Kentucky Historical Society > Recent Headlines

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]



* Kentucky.gov > News Center > Kentucky Histarical Society > Press Release

v

Issuing Agency: Commerce Cabinet

Issued By: |Kentucky Historical Society

=0

Press Release Titla: I

Press Release Date: |semamher_ﬂ|1 '_'_" 2005 :_I —
Contact Information:

L]

Summary:

e sl el o e s
=
i B
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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.

e 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.

e 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.

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

e Press Release Date. Select the official date for the press release in the
month, day and year drop down menus.

e 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.

e 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.

e 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.

e 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

-10 -



uncheck the box.

e 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.

Please select from the following categories those that apply to this press release, You
can choose more than one but not more than five.

[~ Business and Economy [~ Health [~ Public Safety, Law and Courts

Business, growth, jobs,
ecanomic developrent,
conducting business in
Kentucky, licensing,
parmitting. ..

Madical, health cara,

insurance, nutrition,
public health, public
zafety, services...

Hormeland Sacurity, orime, prison,
law enforcement, dizaskers,
amargancy managamant,
ermergency preparedness, ethics
raform, adult institutions, justice,
rmilitary, national guard...

[T Consumer Protection [T History, Arts and Recreation, Tourisn and Trawvel
Cultura

Consumer action, Musaurns, libraries State Fair, gaming, hunting, fizhing,
publications, cradit, aeneslogy, ethnie, outdoors, stata parks,
cornplaints, scams.. tendiions: . entertainmnent, spors, avents...

[~ Education [ dobs Science and Technology
Public and private education, Ermnploymeant, Biclogy, engineering, spaca,
zchools, secondary education, braining, carears, inmowvation, infrastructure,
secondary education, studant workforce, labor, communications. ..
and teacher rezources, anling wages and salaries,
laarning... workplaca...

[~ Envirenment, Energy and [ Legislature Transportation
Agriculture
Farms, food praduction, Panding lagislation, Transportation, highway
o itardl FesoUrCaE policies, procedures, maintenance, highway constroction,
conzeryation, weather, laws, ragulations, infrastructura, air, train, road,
agriculture, energy resources. statutes and rules... international...
environmental educakion,
farestry, utilities...

[~ Family, Home and Community [~ Money and Taxes VYoting and Elections
Family. childran, housing, Budget/Fiscal. Voter ragistration, elected officials...
hurnan semices, community Unclairmed

davaloprent, traditions,
culture, homelezs, minoriky
empowerment..,

government moneay,
cradit, saving,
retirement. ..

-11 -
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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.

al:.-r.nau-:.ln.-.- go; - D, Claik passes - Micioeall Intemmnel Eeplosed

Fle Edt View Favoies Took  Heb | &

Ofedt -0 - A} B Hsewch CrFariee (50 Bl - i &3 S|

Adds [ ] pitpa fcms keentucky, pow NP fesetes/ 7194 200C-B48 - 48 DIC-GF 20-CBCBDAR TOM50 sameless himHAMODE sUrpublisheAWBCMODE ~PresentatiorlInpublahedtwbe_ps %] | Ga | ks #|
Merriam Wehster = | =] 1M Dire Dicsonary [ Orline Thessus [T wiord of the Dy

Keeitucky.gov KY Agencies | kY Services | Search [N IRl

CME Wabh Author Console

Bage Properties
Eavision History

Wiew Bevisigns by Date
Channel Proparties

Broduction Manyger
Approval Assistant
Epsgurce Managar

Switch To Live Site
Page Status:

Commonwealth @
News Center

| News Center | ch | How Do |
Kentucky.gov > News Center > Kentucky Histonical Society > Press Release —

@E@ﬂ Kentucky Historical SI:cIat'r s = z
Kentucky Historical Society Notes Passing of Dr. Thomas

D. Clark

Pross Bolesse Date: Tussdaey, Juns 20, 2009

Recent Headlings
mews by Agency
MNews by Topic
All Headlines tontact Information: =lits Rogers
S0Z-TE4-1752 axt, 4476

Archived News Alice. Rogarsiky. gov
Subscription Informatio

FRANKFORT, Ky. (June 28, 2005) - The passing of Dr. Thamas D. Clark, Kemucky's hislonan ksureate fos B, this moming
was marked by reflective silence and tears a1 the Kentucky Historical Society. S1af members were informed of his passing al a
ntucky Historical called menting Tussday at 200 am

]|

“A0 of uz & ihe Kentucky Historical Socsety are deeply saddened by the passing of Dr. Thomas Do Clark. We are gratefid for
the vigion and inspiration of this beloved man,” said. Ker Whitworih, executive director of the Kenucky Histoncal Society, "A
gfted historman and scholar, hi ingisbed on taking histary 1o the public. In thes way, he bved the mission and values of the =

0 1 T —
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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.

Esplosed

Kontuckrgor % | RS

Commonwealth @¥

News Center

-.gm'r::» Hm:- . w-;.mum
Eantucky Historical Society
Kentucky Historical Society Notes Passing of Dr,
D. Clark

Pruss Rolosse Date: Tussday, Juns 20, 2009

Contact Information: =ce Rogers
SOZ-FEA-L7FT wuk, 44TE

Alica. Ragarsfiky. gev

FRAMKFORT, Ky. (June 28, 2005) - The passing of Dr. Thamas D. Clark, Kemucky's histonan kaureate fos W, this moming
was martked by reflective silence and tears &1 the Kentucky Historical Soceety. S1aff mambers were informed of his passing ol a
called menting Tussday at 200 am

m- Headiines | “AN of u= & the Kentucky Historical Society are deeply saddened by the passing of Dr. Thomas D Clark. We are gratefid for
E the vigion and inspiration of this beloved man,” said. Kenl Whitwordh, executeee director of the Kentucky Histoncal Society. "A
gfted histornan and scholar, he ingisbed on taking histary to the public. In thes way, be bved the mission and values of the
Kertucky Histoncal Seciety. Whal a pralege it has been for all of us st the Kentucky Histoncal Society to have known and
warked with him for the bettermant of the commonwealth he loved.  Our thoughts and prayers are with Dr. Clark's family at this
tarmep of great loss. Wi join with them in & desp desane to honor his miemary in & way thal is consestént with his gracsous and
sagnificant fie *

Wamen Rosenthal, presidend of the Hentucky Histoncal Society Foundation Board of Directors, noted, "FHenlucky history
and the state haee log1 a magnificent ewel that can niver be replaced ”

Dr. Clark, 8 longtene advocate and sctvist for Kentucky history woeked closely with the Kentucky Historcal Society in the
dewedopment of its collections, cutreach and educational program. He was a member of the Hentucky Histoncal Socely's
exgcutd board and was instrumental in the development of the Society's headquartérs builldng, constructed in 1993

T A mmbann b N T S I T S VT T T 8

@ s S e

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.

-13 -




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.

R Kantucky, gov: - Preashaloasn - Micsosedl Inlamed Exploes =181 =
Bla ‘EdE View Eswolis 1 Hek |
QBack ~ £ - (=] F] [ FSemch Faryos B minpe
ml{,‘l Titper e kentucky, gow MR fexeres ASEA0 e

MeamamWebster= [ = m Create New Page
| = =] [Verdars =l Save New Page

#lems kentucky gov - Muciozofl Conlent Managomord Sorved - Miciozall Intornsl Explosss M= I

Karihacky. g

Name

[lovwer e

CMe s At hor Console

Display Name

Hamn Az Nama

|Erammaticaity Cosacy

Commonwealih @
News Center '

nced Search | How Do 1

ky.gov tucky Hestorical Society > Press Rolease

Kgﬂfu&g}- Issuing Agency: Commerce Cabinet ﬂ_

Recent Headlinas twsund By: [ientucky Historical Society

Mews by Agency Pross Releass Tite [-_n ] Eg_aled Contant

Waws by Topic Press Release Dated [Ayqust = |26 =[2005 =] T &E0
[ =1

> Hows Conter > Ken

o

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 ftitle.

-14 -



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)

Kentucky.gov

CME Web Author Console

Switch To Live Site Breyiew

Page Status: Saved reate Conre
Lock Status: WinNT://DMZ/keeler [ Edit Press Pelease

= Kentucky.gov > News Canter = Kentucky Histoncal Society > Prass Release
Thoa T

-15 -



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.

Ve -
Back > 84 Ti=liali i e taal A Mtpa frems kentucky, goy - Miciozoll Content Managoment Serves - Miciazolt Internet Explorer
H‘ﬂ-tl{l btV omin kentucky gov /MR ]

Merriam Webster» [ ' Srj _Pa ge Properties

Kartucky.gav Name : [aretank]
CME Waeb Author Console Display Name : [I:lr Clark passes Bame Az Name
Switch To Live Site WAL : Mewsroomhistory [Or.+Clark+passes
Page Status: Published I Template Path : [Memplateskygov/pmofagency/PressReleass
Lock Status: Not Locked
Standard 1l|| Cuglam 1‘|
= Description : =]
ommonwealth |
Publishing Dptions
Start Publishing : T Immediately
>y & [E2a2005 N [FETE
Kfﬂff«fﬂ_:?/ E kel | stop Publishing : = Maver
eocont Headlines | r el |
ews by Agency
oves by Topic___ M I W s
1 | Last Modified : @OOS 3:19:06 PM
Il Headlinas ta
L IS Con Crow Links
2 e ™ Hide When Published ¥ web Robots Can Index This Page
subscription Informatio
requently Asked
DQuestions
|:||.llu|::lu‘I Histarical | o I Cacal I
Bociaty
e 2] Dore | [ 15 [ intenet i
T e I q.’.pﬂ TiSIonNan ang SCholar, NE INGISIe0 0N 14 %ing ms'.on_f To Ihe puE IC. In §has way, e Ived Thg MISSION and values orine I -
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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”.

Kentucky.gov KY Agencies | KY Services | Search [CHEUSVETERG| for

CME Web Author Console

Page Status: Saved Te s | Appe Assistan sigion Histor
ew Bevisions by Date

Switch To Live Site Broduction Mans bt } pOs Properties
ol ekt ; 3 x
hannel Properties

Lock Status: WinNT://DMZ/jkealer & BEsource Manage

= Kentucky.gov > News Canter = Kentucky Histoncal Society > Prass Release
Thoa T
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5.0 How Do | 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.

Kertucky.gow =

Sawe Brnigw
Sawd And Exif | Cance

er | Advanced Search | How Do 1

* Kentucky.gov > Naws Center > Kentucky Histonical Society > Press Release

Kﬁﬂiﬂw Issuing Agency: Commerce Cabinet m
b

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.

“Nu:urmal leimesNewHDman ;"10 j| [ ™ g B "
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KY Agencie:

Kentucky.gov

CMS Web Author Console

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 | Add a Press Release”, Step # 1)

Step # 2: Navigate to Newsroom Web site

(Please see “How Do | Add a Press Release”, Step # 2)
Step # 3: Enter Edit Mode

(Please see “How Do | 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.

|®

KEnhocky. gov = (2

switch To Live Site | B Page Propartios

Page Status: Published | Create Connected & Approval Assistant tayEsion History

Lock Status: Not Locked | Edit Press Beleasa & fams View Bavisipns b a
Delote Channal Properties

L

= Kantucky.gov > News Center > Kentucky Historical Society > Press Release —
Thunte smbss ab 5

You can view each of these press releases by clicking on the “Go To” icon.
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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 | Add a Press
Release”, Step # 10 for more information.)
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7.0

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.

How Do | 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 | Add a Press Release”, Step # 1)

Step # 2: Navigate to Press Release

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

Step # 3: Enter Edit Mode

(Please see “How Do | 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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8.0

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.

How Do | 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 | Add a Press Release”, Step # 1)

Step # 2: Navigate to Press Release

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

Step # 3: Enter Edit Mode

(Please see “How Do | 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.
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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.”
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FRANKFORT, Ky. (June 28, 2008) — The passing of Dr, Thomas 0. Clark, Kentucky's

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 | 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 | Add a Press Release”, Step # 1)

Step # 2: Navigate to Press Release

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

Step # 3: Enter Edit Mode

(Please see “How Do | 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 | 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.
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Hint: Please bookmark the Login URL. This will save you valuable time as you
return to the site to manage your press releases.
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