
Web Editor Annual Workflow

Review Google 
Analytics report from 
University Marketing. 

Do you see any 
outdated or broken 

content?

Unpublish 
out-of-date content 
as soon as you're 

able. Submit a 
request for content 
you can't manage.

YES

NO

Are events, faculty 
bios, program 

curriculum, 
outcomes/enrollment 

figures current?

YES

Publish new student 
or alum testimonial - 
work with University 

Marketing for 
updated content if 

needed.

Set a reminder to 
review, refresh, and 

remove topical 
content.

Unpublish 
out-of-date content 
as soon as you're 

able. Submit a 
request for content 
you can't manage.

NO
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