
Setting or Updating an Expiration Date and Time to Any Post (Slide): 

1. Open the post editor and add your content. 
2. On the right sidebar, go to the “Post” Tab. If you do not see the sidebar, click on the 

settings square   in the top right corner.  
3. Expand the “Future Actions” section.  
4. Check “Enable Future Action” 
5. Set the Time and Date. 
6. Set Action to “Change status”.  This can be the change to draft or delete to remove 

the post. 
7.  Finally click publish/update.  

 

  



Quickly Updating an Expiration Date and Time to an Existing Post: 

1. Go to all posts. 
2. Hover over the post in the list and select “Quick Edit.” 
3. Check “Enable Future Action” 
4. Set the Time and Date. 
5. Set Action to “Change status”.  This can be the change to draft or delete to remove 

the post. 
6.  Finally click update to confirm the changes.  

 

 


