Mass Deleted Unneeded Content


Find & Eliminate Expired, In Progress & Undisplayed Content

Tools to Use

CMA: Browse Category (One Category at a time)
Display All Content
What to Look For

Status of Content

Number of pieces of content in category compared to number of pieces of content displayed.

Method

One category at a time

1. Browse to your site
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2. Choose a left nav category
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3. Choose a category
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4. Choose a content category
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5. Navigate to the Associated Content area and note how many pieces of content are in this category. Compare it to how many are actually displayed in the box. Can some of it be deleted if it isn’t being displayed? Click Display All to see all of the content.
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If you know how many are displayed in the Component Box, then you can easily see which ones are not displayed. They are listed in the same order as they are displayed online. 

· If the Box is set to display 5 items

· The first 5 LIVE items on the list are being used

· The rest of the items on the list are not being used

· The rest of these items can generally be deleted.


6. Note the status of the content. Do you need to keep the Expired content?
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7. What about In_Progress content?
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8. To eliminate undesired content, click Edit.
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9. Click the Delete button and follow the confirmation commands.
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10. To get back to where you were, click the down arrow next to the Browser Back button and select Category Walker.
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Using the DELETE Button on Browse Category

When using the Delete button on the Browse Category screen to delete content from categories, first select some or all of the content items to be deleted then click the delete button at the top or the bottom of the list.
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On the confirmation screen there is a question - "Keep existing category associations?" and a checkbox that is checked YES by default. 
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By un-checking the box, the content will be automatically moved to the recycle bin and removed from the original category. 
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