
Publish Issue 
 
The Publish Issue tool, available from the Website Administration main menu, is 
only to be used in rare circumstances – for instance, if you need to manually 
change the current date on your website. However, running Publish Issue can 
have serious repercussions on your site. If you change the current date, for 
example, it may appear to your readers that there are no stories on your site. For 
this reason it is recommended that you contact an Our-Hometown representative 
to make the desired change, unless you have been specifically trained to do it 
yourself. 
 

 
 
The window above shows the Publish Issue options you have access to as a 
publisher. Each element will be described below. 
 
 Next Issue: 

If this box is checked, a new dated folder will be created for the next issue 
(i.e. for the date noted in the Next Date field) when Publish Issue is run. 
This folder will include empty subfolders for each of your news categories 
(which new stories can then be saved into from the editor). 
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Index: 
If this box is checked, any new stories on your site will be added to the 
searchable index of stories when Publish Issue is run (i.e. readers will now 
be able to find these stories by entering an appropriate search term in 
your website’s search form). 
 
Archive.html: 
If this box is checked, the date of the issue you are publishing will be 
added to your paper’s Archive page. 
 
RSS: 
If this box is checked, an XML RSS feed will be generated for the issue 
you are publishing.  
 
Date: 
The date of the issue you wish to publish must be entered here. 
 
Next Date: 
The date of the next issue of the paper must be entered here. Generally 
this will be one week from the date in the Date field.  
 
Complications/Notes: 
A note explaining why you are publishing the issue can be entered here 
but is not required. 
 
Process: 
Click this button after entering the required information above to publish 
the issue. 


