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Drupal Tips/How-To Guide 
A menu link to Drupal Tips for functionality on your site can be found in your Admin 
Nav Bar in the Content section.  This should be used for any basic Drupal questions that 
you might have that are not in the below manual.  This will include Terms and Concepts, 
how to log in and out, how to use the WYSIWYG editing tool, misc. Content items, 
administrative settings at the bottom of the edit screens, Url Redirects and Aliases, 
Broken Link module, Nodequeues, Blocks, Webforms and Users.  Not all items are used 
on your site. 
 

Web Style Guide(s)  
A menu link to a style guide for the theme of your site can be found in your Admin Nav 
Bar in the Content section.  There is also a link to a pdf with tips on how to enter content 
as well as Fonts and colors used on the site. 
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The following icon options are available: 
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Contact Us Webform 
Note that one Main Contact form with conditional fields has been added to the site in the 
Contact Us link within the Contact & Engage section and in place of adding a new 
webform – you may wish to incorporate the items into the contact us form.   
 
Note that if you want to create a section without the submit button on the webform, use 
the following rule: 
Create a top level Fieldset with only a markup field within it – the submit button will be 
hidden. 
 
If you need to link to a specific topic within the contact us form, use the following 
format: 
contact-engage/contact-us?topic=record 
 
Note “record” is the topic value from the webform, current list of topics: 
areaplan|Comment on Conservation Area Management Plans 
regulations|Comment on Regulations (Wildlife Code of Missouri) 
foresthealth|Emerald Ash Borer 
jobs|Employment 
fish|Fish, Fishing and Fisheries 
updates|Get Email Updates 
cards|Heritage Cards 
ed|Hunter Education 
animals|Hunting, Wildlife and Nuisance Animals 
invasive|Invasive Species and Plant Identification 
mag_subscribe|Magazine Subscription Issues 
mag_photo|Magazine - Submit Reader Photo 
mobile_app|Mobile Apps 
record|Open Records Request 
permits|Permits 
id|Plant & Animal Identification 
privatelands|Private Lands Management 
illegal|Report Illegal Activity 
shooting|Shooting Ranges 
trees|Trees and Forestry 
web|Web Site 
wildlifehealth|Wildlife Health 
general|Other - Misc. 
 

Area Plan Commenting Webform (Node/10013) 
Note that if you want to create a Url to use in a PDF on an area plan for commenting, use 
the following example to build the URL: 
http://mdc.mo.gov/node/node/10013?ap=10609 
 
the ap# would be the node number of the area plan 
-the one above is for Dan and Maureen Cover Prairie Conservation Area - note the Node 
number is 10609 and the webform is node/10013 
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The Content Edit Screen 
Once you select an existing content item to edit or create a new item, you will enter the 
information you want using the edit screen. Below is information on fields that are used 
on different content types.  Some fields are not addressed as they are self-explanatory in 
the edit screen.   
 
Titles 
 (used and required in all content types) 
Titles are used to create the URL’s, the page titles, filters and the title placed into the 
node reference fields throughout the sites edit screens. 
Some content types also have subtitle fields. 
 
 
Teaser & Thumbnail Images  
Teasers are an important part of leading visitors through your site.  They give the visitor 
an idea of what is on a node before they click on it to learn more.  Teaser text will only 
show up in certain children views.  Don’t add images, links, bolding, ads, or italics to a 
teaser.  The point of a teaser is to quickly and clearly convey what’s on a page.  Extra 
formatting and links can confuse the issue.  Additional teaser information can be found in 
the Style Guide.  If there is no teaser field on a content type, you can add summary text to 
be used in teaser areas, if desired. 

 
 
The thumbnail is the image that will show up in certain children views and lead site users 
to the full node.   With thumbnail images as well as all other images uploaded through the 
image fields in the content types, once uploaded you should add Alt text for screen 
readers, search engines, or when the image cannot be loaded.  This should be a short 
description of the image.  You can also add a Credit or caption for image fields that will 
be shown on the detail page under the image.  If a teaser view requires a thumbnail image 
and one is not uploaded, the view will show a default thumbnail.  Note that other fields 
will be shown when you add images.  You should fill out all the information as well as 
determine if it should be shown in the media gallery as the image may be used in other 
situations and all the information will be shared wherever the image is used and shown. 
 
 
Text Fields (& Body text)  
Body text is typically the full information that you are sharing with your end users.  
Typically these text fields will have the WYSIWYG editing tool shown below. 
Additional information on using the WYSIWYG can be found in the Drupal Tips link in 
your Admin Nav bar and in the section later in this manual.  
 
Some text fields will be plain text and not allow any formatting. 
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Look through the images and choose the image you desire OR filter by file name, caption 
or other option. 

 
 
Once you select the image (click on it), travel to the bottom of the page and hit submit: 

 
 
Once the image is in the field, you can edit the information.  Note this will be changed 
everywhere the image is used, except in the body areas of the text. 

 
 
 

Video Gallery 
When adding a video, you can classify it as one of the following: 
 
AskMDC 
Nature’s Calling 
Fish Stories 
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If you choose to share it – the image will display its download in certain views as well as 
ask if they need a larger size and courtesy sentence in the image below. 

 
 
If you choose not to share it – the download will not be displayed and it will say:  Use of 
this image is restricted to MDC only.  This will also apply to any image that is tagged 
N/A or not tagged at all. 
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Banner Images 
Banner Images are not part of the media library and will need to be uploaded each time.  
For full page width nodes, we recommend adding images that are horizontal in nature.  
Using an image that is 1000 X 300 pixels will fit the area nicely. 

 
 
 
For two column width nodes, horizontal images will still work, but the proportion will be 
a bit different.  Using an image that is 1000 X 500 pixels will fit the area nicely. 
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Body Text Images 
You can insert images within the body text field on pages by using the Image insert field 
displayed next to the body text area in the edit nodes.  Images that are entered this way 
will become a part of the media options elsewhere but cannot be used in the insert 
function. 

 
 
Browse and upload the image that you wish to add to the body text area.  Once uploaded 
– add alt text, Caption and Credit, etc.  This will be part of the Media options.  If this text 
is edited in the Media module, it will not change it to the image used in the body text 
area, only when used in the file upload fields. 
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Related Content  
 
Within different Content Types, you will be able to select related nodes/taxonomies in 
order to tie items together.  Each field is a bit different, but this explains how to use these 
node reference fields in order to select items correctly.   
 

Node Reference: 
Start to type the title (uses the title from the title field) of the item that you want to relate 
in the text box.  All items that are the specific content type allowed in the field and 
created on the site will start to autofill.  As you type more letters, the list will narrow.  
Travel to the correct selection and choose to insert it in the box.  Note that the content 
type and nid have been added to the view to help you with selecting the item. 

 
The field is a node reference field that will display any of the nodes that has been created 
on the site and allowed to be referenced.  If you desire to have an item show up that isn’t 
currently being displayed, you must enter them in as the specific content type.  Simply 
open up another tab and choose to create the new item from the Create Content in your 
Admin Nav bar.  Once it is submitted, it will become available in the node reference 
field.  If you are not sure if the Item has already been entered, refer to the content list 
which can be found in your Admin Nav bar. 
 
When you have chosen correctly, a Node ID will be displayed behind the title (nid: 
201175).  This is for internal use only and will not be visible by site users. 

 
 
In some cases, terms may be used so many times and Drupal Core only allows 10 items 
to be displayed in node references.  You can always simply add the node number in the 
following format of the item that you want to reference and once the node is saved, the 
node id will be displayed. 
 
Use the following format:  [nid:47] directly into the field (note only nid’s that are allowed 
will show up once the node is submitted) 
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Link Fields   
(used in multiple content types) 
Link fields will vary depending on the specific field in each content type, but the same 
rules will apply to all. 
 
To link to a page within the site, enter the full path, excluding the domain root (i.e.: 
contact-us instead of http://website.com/contact-us.  To link to an external page, use the 
entire URL (i.e.: http://www.google.com/research).  Links to the other mdc sites need the 
full URL’s added. 
 
THIS IS ESPECIALLY IMPORTANT TO USE WHILE WORKING ON THE 
DEV SITE! 
 
If the link field includes a title input field, add the title that you would like displayed to 
your end Users. On many content types this title should be the action. 

  
 

Direct Link 
This is a link where a title is not needed.   
 
To link to a page within the site, enter the full path, excluding the domain root (i.e.: 
contact-us instead of http://website.com/contact-us.  To link to an external page, use the 
entire URL (i.e.: http://www.google.com/research).   
 
Example: 

 
 

File Attachments 
We recommend that before you upload a file, that it be named without any spaces.  
Example:  In place of:  2011-2012 budget.pdf use 2011-2012_budget.pdf.  End users may 
still be using a browser that would have an issue with the space in the title. 
 
Upload any file(s) that you want on the node that are listed as allowed file types.  Once 
added, enter in the title of the document that will be displayed to end users.  The type and 
size are generated automatically.   
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Note the variations of what you enter will be displayed: 

 
 
Field Collections are also used on the Homepage Pod content type. 
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Editing Tool Notes specific to your site 

Small Tables 
To tighten up tables, you can also use the small table style. 

 
 

Table Tips 
You should format the table borders in Word before copying the table to the website. 
When you create a table in word, you see the table grid, but it might not show up or print 
in other formats unless you change the setting. 

 Select the entire table in the word document. 
 Right click and select "Table Properties" from the drop down menu. 
 Click the "Borders and Shading" tab in the Table Properties menu. 
 Select "all" under "setting", a solid line under "style" and black (or whatever it 

should be) under "color." 
 Hit OK. 
 Copy the table into the way you normally would. 
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Also, if you've already brought the table into the website, and you find it has no borders - 
and you would just like to have a simple line border, you can do the following:  
 
Click on "Disable rich-text" 
Look for the table definition.  It looks like this: 
    <table border="0" cellspacing="0" cellpadding="0"><tbody>... 
Change the first "0" to a "1" so it looks like this: 
    <table border="1" cellspacing="0" cellpadding="0"><tbody>... 
Click on "Enable rich-text" 
 

Video Embed Field 
Use the embed button to easily add YouTube and Video Embed codes and not have an 
editing tool that tries to strip out misc. code.  Place your cursor where you want to add the 
video and then click on the embed button. 

 
 
Insert the embed code and hit ok. 

 
 
There is also an embed field area on certain content types to also be able to add items 
easily to those nodes.  Videos can also be added to the media area on some content types. 
 
 

Button Class 
If you want to add a call to action button, enter in the text and link the text to the URL 
desired.  Highlight the link and within the styles section, you will have the option to 
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create a button.   

 
 
End users will see: 

 
 

Highlight 
If you want to add a highlighted area to the body text area, enter in the text.    Highlight 
the text and within the styles section, you will have the option to highlight the area. 

 
 
 
End users will see: 
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Note the highlight is not intended to be for multiple-elements (like a header plus a 
paragraph).  The only way to accomplish fixing this is to wrap the items in a div and 
manually change the html. 
 
Example of changing the html code and wrapping it in a div: 
 
<div style="background: #f4f2e9"> 
<h3 class="highlight">Application Workshops</h3> 
 
<p style="padding: 15px; padding-top: 0">Workshops are scheduled around the state to 
assist new or returning grantees. Please check the TRIM Events calendar on this page, or 
get in touch with your local MDC Forester.</p> 
</div> 
 

Saving in Drupal 
Always SAVE before moving away from a node.  NOTHING IS SAVED UNTIL YOU 
PRESS THE SAVE BUTTON. 
 

Events 
The events pull from Kevin’s module.  A view has been set up that is used to pull events 
in and are placed as a page on the main events page.  The view can be found at:  
/admin/structure/views/view/mdc_events 
 
The events page will allow your end users to filter as they wish to find an event.  The 
Mega menu will direct end users to the page filtered to the selected region. 
 
 

Heritage Program 
The heritage program module was rewritten from Drupal 6 and uses the same non-drupal 
tables that you used on the D6 site.  Annually update the tables as you have done in the 
past. 
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All items in the mega menu are placed by using the link content type with variations.   
 

 
 
The first two columns are links that are added to the mega menu links nodequeue for each 
section.  If a link is added and an icon is selected – then it will be displayed in the first 
column in nodequeue order.  If no icon is selected – it will be displayed in the second 
column in nodequeue order. 
 
The last two items are links with thumbnail images added and placed in the mega menu 
features nodequeue.  Make sure and add a thumbnail when featuring an item. 
 
The call out feature (poaching or other notice) is a block that can be edited. 
 
Each section of the mega menu has three components which build the functionality.  Two 
nodequeues and one block.  The Contact area does not have the option for featured items 
as that section contains the Public Contact filter. 
 
All blocks are placed in the Mega Menu regions on the block page. 
 

Revisions 
Revisions are kept automatically when changes are made on specific Content Types:    
Magazine Articles, Magazine Pages, News, Pages, Watersheds & Wildlife Code. 
 
If you do not want to keep a revision, when in an edit screen – simply uncheck “Create 
new revision” in the collapsed section titled:  Revision information before saving your 
changes.   
 
If you want to keep a revision on the other content types that are not set by default to 
keep a revision, you can do so by expanding the collapsed Revision Information section 
and check the “Create new revision” 
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You can also add comments to what you are changing which will be for internal use only. 

 
 
If you need to view a past revision, go to the revisions tab at the top of the page.  The tab 
will only show up if there is a revision to the node.

 
 
The comments that were entered when a new revision was completed are listed there and 
you can revert back to a previous version or delete revisions.  

 
 
If you want to compare two revisions, check the two to compare and select the compare 
button.   
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If you want to revert back to an older revision, choose the date of the Revision you want 
to revert too and choose to revert it. 
 

Menus 
Most items should be added to the menus (other than the Mega Menu items) by using the 
Node Hierarchy section in the node edit fields.  If you have to add something manually, 
typically the menu items that you will need to manually edit or add through the menu 
system and not the node hierarchy section will take place in the Main Menu.   
 
Enter the list links for the Main menu under the Structure area of your Admin Nav Bar. 
 Choose the section that you want to manage and click on the title.  The menu will 
expand and show you the items that are in the menu 

 
 
If you want to edit the title, choose to enter the edit area and make the needed changes.  
Note menu items added through the Node Hierarchy section in the node edit screens will 
not show a delete next to it.  If added this way, you cannot change the path – only the 
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Menu link title and positioning in the menu system. 

 
 
If you want to add a new menu item, use the Add link at the top of the page and enter in 
the desired information and placement.  Once it is saved, you can also move it around 
using the drag and drop options when viewing the menu links. 
 

Footer Menus 
There are two menus in the Footer Area:  Inside MDC & Resources.   
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URL Default Path Settings 
The following Patterns are set up for the site and should not be changed as blocks, 
breadcrumbs and views rely on the standardized paths: 
Default for any content type not noted below:  
[node:nodehierarchy:parent:url:path]/[node:title] 
 
Area Plan:  about-us/conservation-area-management-plans/area-plans/[node:title]  
Blog:  blogs/[node:title] 
Blog Post:  blogs/[node:field_blog_category]/[node:title] 
Donation:  contact-engage/donate/[node:title] 
Downloads:  [node:nodehierarchy:parent:url:path]/resource/[node:title]  
Feature:  feature/[node:title]  
Gift:  contact-engage/donate/[node:title]  
Homepage Banner:  hp/[node:title] 
Homepage Pod:  hp/[node:title] 
Homepage Popular Tool:  hp/[node:title] 
Link:  [node:nodehierarchy:parent:url:path]/resource/[node:title] 
MDC Office:  mdc-offices/[node:title] 
Magazine:  [node:field_magazine_type]/[node:field-magazine-date:custom:Y-m] 
News:  newsroom/[node:title] 
Regional Contact:  mdc-contacts/[node:title] 
Reminders:  contact-engage/reminders/[node:title]  
Watershed:  property/watersheds/[node:title] 
Wildlife Code:  about-us/about-regulations/wildlife-code-missouri/[node:title] 
 
Taxonomy:  [term:vocabulary]/[term:name] 
 

URL Redirects 
The site is set up to create automatic redirects when a node title is changed.  There are 
sometimes when a user titles a page, changes it to something else and then decides they 
like the original title and change the page back.  When this is done, an infinite loop is 
created and will not allow users to access the page.  If this happens you will see the 
warning when accessing the node, logged in: 

 
 
Enter the edit area of the node and expand the URL redirect section and simply delete the 
offending redirect.  Note it would be the one that is the same URL as what the page 
currently is. 
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How to view a list of existing content  
Most content in the system can be navigated to the same way a public site user would.  
 
Multiple views have been created to help you maintain your site.  All should be 
accessible within the Content area of the Admin Nav bar.   
From this area, you can also mass change items using the Bulk Operations field: 
 

Children Views on your Website 
Placing children on the site is discussed on the page title “Administrative settings at the 
bottom of the edit screens” if you go to the Drupal Tips link in your Admin Nav Bar. 
 
If a child has been placed onto a parent item and they are not showing up, it most likely 
means that a view has not been selected for how the children should be displayed.  Most 
views are set to populate new content, but you may need to add a view or change the way 
something is displayed.  To do this - enter the edit screen of the parent item that is not 
displaying its children.  Do NOT add a child view to pages with special views attached to 
them.  Do Not use the magazine children views as these are being used to populate and 
build the magazine pages. 
 

1. Expand and enter the Node Hierarchy section.   
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2. Choose the view for the way that you want children to be displayed.   

 
 

Node hierarchy children – Teaser Grid (no images)   
(displays children in the order that you have them in the children list as 
teasers) 

 
 

Node hierarchy children – Title list   
 (displays children in the order that you have them in the children list as a list) 
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Node hierarchy children – Image Grid   
 (displays children in the order that you have them in the children list as 
images with title and subtitles) 

 

Node hierarchy children – Title Grid   
(displays children in the order that you have them in the children list as a list) 
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Node hierarchy children – Deluxe Grid   
 (displays children in the order that you have them in the children list as 
images with title and subtitles)**  This should be used on full-width pages 
with consistent content types under it.  Important to have short same length 
titles so all images line up.  You also want to make sure and upload an image 
for all children when using this children view. 

 
 
 

Node hierarchy children –Teaser Grid  w/images 
 (displays children in the order that you have them in the children list as 
images with title and teasers) 

 
 
 

Node hierarchy children – Teaser Grid Reversed (no images)   
(displays children in the opposite order that you have them in the children list 
as teasers.  This is helpful if adding new items that should sit at the top of the 
list and be more in “date” order versus children order) 
Example:  being used for Plan comments as will place the newest one at the 
top rather than having to drop & drag it into the correct order:  /about-
us/conservation-area-management-plans/previous-area-plan-comments 



 

Nod

 

de hierarc
(displ
Exam
/wildl

 

chy child
ays children

mple:  separat
life/nuisance

dren – Chi
n as a section
tes the Nuisa
e-problem-sp

92

ildren_Gr
n with the gr
ance from In
pecies 

randchild
randchildren 
nvasive speci

dren   
within that 

ies at:  
section) 

 



 

Tax
Taxo
The C
adjus
the li
 
You c
under
 
Enter

 
To de
if you
group
 
Add t
title a
askin
 
Save 
 
 

Nod
There
the ho

xonomy 
nomy is use

Counties, Re
st.  The other
st of the icon

can manage 
r Administer

r the “list ter

elete any of t
u delete an it
ped by that t

the new term
and a descrip
ng for.  Field

the term.   

dequeue
e are multipl
omepage or 

d for multip
egions and W
r vocabularie
ns that can b

the items by
r in your Ad

rms” link to m

the terms or 
tem, anythin
term. 

m by choosin
ption (if desi

ds vary depen

es 
le nodequeue
the compon

ple items. 
Wildlife Cod
es are not be
be selected o

y going to th
dmin Nav Ba

manage the 

edit any of t
ng associated

ng the link at
ired) as well
nding on the

es on the site
nents of the m

93

e are the one
eing used and
on the homep

he Taxonomy
ar.   

list.   

the terms, en
d with it will

t the top of t
 as any othe

e vocabulary

e.  All are us
mega menu.

es that you m
d simply imp
page banner.

y link found

nter the list t
l no longer h

the page:  “a
r informatio
. 

sed to either

may want to 
ported over 
..   

d in the Struc

terms link.   
have that pla

add term”.  E
on that the vo

r build the co

edit and 
or compile 

cture section

 Remember
ace to be 

Enter in the 
ocabulary is 

omponents o

n 

 

r 

of 

 



 

 
You c
“Nod
can b
 

Com
Anon
in a q
autho

 
Comm
30 da
 
 

can change t
dequeues” lin
be found by u

mments
nymous user
queue waitin
or know whe

ments are se
ays the optio

the order on 
nk under Str
using the Dr

s on Blog
rs will be abl
ng for your ap
en a new Blo

et up so that 
on to add a co

the individu
ructure and v
rupal Tips lin

g Posts
le to post com
pproval to g

og Post has b

for 30 days i
omment will

94

ual items wit
viewing the n
nk in your A

mments on t
go live.  An e
been posted a

individuals c
l be turned o

thin a nodeq
nodequeue.  

Admin Nav B

the Blog Pos
email will be
and is await

can commen
off and comm

queue by goin
Additional 

Bar. 

sts which wi
e sent letting
ting approva

nt on a blog p
ments will b

ng to the 
information 

ill be placed 
g the node 
l. 

post.  After 
e read only.

 



 

 
 
 
All co
bar. 
 
To vi

 
Enter

 
Once
ready
 
 

omments wi

iew commen

r the edit link

e in the edit l
y to be publi

ill be listed a

nts waiting fo

k to view, ed

link, you can
shed, open th

and can be fo

for approval, 

dit and appro

n edit the com
he Administ

95

ound at the C

enter the Un

ove the comm

mment or su
tration link a

Comments li

napproved c

 

ment. 

ubject line, if
at the top of 

ink in Your A

comments lin

f desired.  O
the page: 

Admin Nav 

nk.

Once it is 

 

 



 

Chan
comm

 

nge the Statu
ment, if desir

us to “Publish
red. 

hed” and the

96

e comment wwill go live. YYou can also

 

o delete the 



 

This 

 
 
 

Sch
There
of the

 
Keep
We a
unpub
doesn
 

places the it

heduled 
e will be a li
e website.  Y

p in mind tha
ask that your
blishing and
n’t run until 

tems in the c

Publish
ist of items w
You can trave

at Cron has t
r server be se
d scheduling
each hour – 

comment are

hing/Unp
waiting to be
el there thro

o run in orde
et up to run C
.  If you set u
the item wil

97

a on the nod

publishi
e published a
ugh your Ad

er to trigger 
Cron hourly.
up an item to
ll not publish

de: 

ing 
and unpublis
dmin nav Ba

the publishi
.  So this wil
o unpublish/
h until cron 

shed in the C
ar 

ing and unpu
ll affect the t
/publish at 1
runs at 15:0

 

Content area 

ublishing.  
time of 
4:32 but cro

00. 

 

 

on 



 

If you
run C
Conte

 
 

SAM
Users
shoul
 

1
2

 

u need to run
Cron, you can
ent in your A

ML Setti
s will need to
ld be used in

. Have them

. Once they
informatio

n cron in ord
n do so by g
Admin Nav B

ings  
o log in to th

n order to giv

m log in usin
y are logged 
on in the peo

der to have s
going to the R
Bar.  Do not

he site using
ve users adm

ng their SAM
in, a User w

ople area of 

98

something pu
Run Lightwe
t change any

g their SAML
min privilege

ML credentia
with the supe
the site and 

ublished and
eight Cron fo

ything in the 

L credentials
es on the site

als 
er admin role
assign them

d can’t wait f
for Scheduler

settings tab

s.  The follow
e. 

e will need t
m a role. 

for the site 
r link under 
. 

wing steps 

o find their 

 


