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Schedule

 When users want to publish content, but wish to do so at a later date, they can utilize the 

Scheduled Publish tool. A scheduled publish can only be canceled or modified by the user who set 

the schedule or an administrator. “Schedule” is part of the Publish dialog. 

Clicking “Schedule” will bring up a screen in which the scheduling can be completed.

1. Select the date.

2. Select the time.

3.  Indicate whether or not the publish should repeat.

4. Create an optional email message to be sent upon completion of the publish to the 

Dashboard. 

-  Keeping the checkbox next to “Send Copy to Email” checked will send the completed 

publish message to your usf.edu email address as well as within the USF CMS. If this is 

unchecked, the message will be sent through the USF CMS only.

5.  Click Schedule.


