How to publish a template and unpublish a document
Log into PIER 

Click on New Document, a drop down menu will appear 

Click on Default

From the drop down menu titled “Select Template” pick the desired template

Copy and paste the document headline into the “Headline”

Fill in any information regarding a date or time in the headline if necessary

In the drop down menu titled “Folder”, select the folder you wish to save the document in. 

Fill in any information regarding a time or date in the copy

Scroll to the bottom of the page and click either publish or publish & send 


Publish
· Click on the button publish
· You’re done. The document has been posted to the site.


Publish & Send

· Click on the button publish & send

· Leave the e-mail boxes checked

· Enter news@unc.edu in the from address box

· Find the mailing list in the recipients box (Media List for Siren Notification (01.26.09))

· Click next

· Review the information is correct

· If not click back and correct

· If so click the distribute button

· You’re done 

Unpublishing
Click on the DOCUMENTS tab
Find the folder where you saved the document

Click on the little + button beside the folder to open it, there may not always be a folder that is okay

Click on the blue number on the row of the document type you wish to unpublish (it will be a published document)
Find the correct document 
Click on the red arrow button (if you scroll over it, it will say unpublish to edit)

Click okay when the window pops up asking if you wish to unpublish the document

Your done
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