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How to add, edit and archive a Basic
Content on the Content Library?
This guide is also available as a video. Click the link below to watch:

scribehow.com/embed-preview/How_to_add_edit_and...

GO Libraries have all staff, event, content, and venue data
from the client that populates on guest facing materials.
Users have the ability to add, edit and archive Content Library
items through GO.

1 Navigate to your GO Software URL and open the Content Library.

2 Click "Create Content" to add new content.

https://scribehow.com
https://scribehow.com/embed-preview/How_to_add_edit_and_archive_a_Basic_Content_on_the_Content_Library__MMppSZf9QtidvP_LdYqD8w?as=video&size=flexible
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3 Click "Basic".

"Basic" content is used for the Print Program.

4 In the "Name" field, write an internal name to identify the Content Blurb.
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5 In description section, write exactly what should populate including a title if
needed. Users have the ability to change the style of the text.

6 Add "Tags" to the content to make it easier to identify when using the content in
the future.
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7 Click here to add a URL for the content blurb. This URL will populate and be
accessible when this piece of content is displayed in the Digital Endpoints.

8 Insert/Edit the URL link and label.
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9 Review Endpoints. If this content should be hidden from other endpoints by
default, you can "hide" the endpoint by clicking on the eye.

10 Click "Create Content" when finished.
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Tip! For instructions on how to create Offers, Messages and Information please
see the "How To" instructions in the Multi Channel Management section.

11 To edit content, double click on the content you'd like to edit or click the "edit" icon
and make necessary changes.

Click "Save Changes" when finished.
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12 To duplicate the content, click the "duplicate" icon and make the necessary
changes.

Click "Save Changes" when finished.

13 Content cannot be deleted but users have the ability to archive the content blurbs.
Click the "archive" icon.
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14 To confirm the action, click the second "archive" icon with the checkmark.

15 To unarchive a content, click "View Archived".
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16 Click on the "archive" icon and then click on the "archive" icon with the checkmark,
to confirm you'd like to unarchive the content.

Tip! Click "Export to CSV" on the left hand side to if you want to download all event
data to a CSV file.


