
Click on "Create" entry. 

 
 
Once in the Edit mode you will have 5 sections where you can enter or modify data. 

For simple article editing and additions all you need to complete is the Summary section consisting of the Title, Publish 

To and the Summary. 

Give your entry a Title, and assign your entry a Publish Location. Available Publish To locations will vary depending on 

your website and the function of the Content Publishing module you are working within. 

 

The Summary section can contain your entire entry or just a brief summary. In general, if your entry is only a few 

paragraphs the summary section is fine, for lengthy entries use the summary section to get the reader started and place the 

rest of your entry in the "Details" section. 

 
 



Once you finish entering your information for your entry just click on the Save & Publish link. If you do not have Publish 

permissions the Publish & Save link will read "Submit for Approval". If you submit your entry for approval you will receive 

an email after it has been approved. If you would like to return and work on your entry later use the "Save" link. 

 

Advanced Features 

Scheduling 

Scheduling allows you to specify the time and date you wish your entry to be published and expire. By default your entry 

will be published on the time and date it is created. Expiring your entry does not delete it, it place it in the archives.  

Publish Date - The date your entry will be published. Use the "Calendar" link to be certain your date is formated correctly.  

Expiration Date - The date your entry will expire to the archive. 

 

Appearance 

Featured - Marking an item as “Featured” will position your entry based on the specific module settings. The typical 

configuration would position featured articles above non-featured entries regardless of their publish date.  
Secure - Do not select this option unless directed to do so by your Site Administrator. Secure entry details are only visible 

to authorized users. 

 

Image (Available based on Permissions. Not all users will be able to use this feature)  
Images can be associated with any entry if the site administrator has enabled this option. Based on your permissions you 

can select from the existing image library or upload images at the time you create your entry.  

 



Linking  

“Linking” can tie your entry to another website (URL), a page on your site (Page) or a file for download (File). Linking your 

entry will give it a "Read More" style link allowing your visitors to access the linked item. 

None (Default) - This is the default setting. If you are entering something into the details section select this. 

URL (A link to an external resource (another website)) - Selecting this option will refresh your page and allow you to enter 
the destination websites address. It’s a good idea to placed a check mark in the “Open Link in New Window” box when 

using this option  

 

 

Page (A Page on your site) - Selecting this option will refresh your page exposing a drop down list which will allow you to 

select any page on your site. 

 



File (A File On Your Site) - Based on your permissions, selecting this option will refresh your page and display files available 

for linking on your site. If your administrator has granted you write permissions you may also be able to upload new files. 

This option works excellent for linking to Adobe Acrobat files or for delivering sermon audio. 

 

Details - Placing content in the “Details” box will give your entry the “Read More” link. Note that if you link your entry using 

any of the above methods your article will also have a “Read More” link. If you “Link” your entry anything you place in the 

“Details” section will not be visible.  
 

 


