Writing and Scheduling a Blog Post — Standard Operating Procedure
Ask Hercules · Website Blog · for platform admins
Create a post, schedule when it goes live, and confirm it appears on askhercules.app/blog — click by click.
This procedure covers creating, writing, scheduling, and following up on a blog post using the Website Blog screen in Ask Hercules. Follow the steps in order. The one rule behind everything below: nothing goes live until the scheduled time, and the latest version you save is the one that publishes.
Stage 1 — Open Website Blog
1. Sign in at askhercules.app.
1. Click the person icon in the top-right corner, then click Website Blog. (Direct address: askhercules.app/admin/marketing-blog.)
Stage 2 — Create the post
1. Press the + New button.
1. Type the Title. The web address under /blog/ (the Slug) fills itself in from the title — leave it as filled unless it is very long; keep it short with hyphens between words.
1. Write the Excerpt: one or two sentences summarizing the article. This is what shows as the short summary.
1. Write the SEO description: the text that appears in search results (optional, but recommended — keep it under about 160 characters).
1. Paste a Featured image URL: a link to an image already hosted somewhere public (for example on your own site). There is no file upload here — the image must already live at a web address.
1. Paste or write the article in the Body box. It accepts Markdown: leave a blank line between paragraphs; start section headings with ## and sub-headings with ###; use **text** for bold; use [text](https://...) for links.
1. Save it as a Draft first: set Status to Draft, then press Create. Drafts are invisible to the public.
Stage 3 — Schedule the publishing time
1. Open the draft from the Posts list on the left.
1. Set Status to Scheduled. A Goes live box appears.
1. Pick the date and time the post should go live, in your own time zone. The time must be in the future.
1. Press Schedule, then confirm in the Schedule this post? box.
1. The post now shows a scheduled badge in the Posts list with its goes live time.
How the timing works
The publishing check runs four times a day — 01:00, 07:00, 13:00, and 19:00 New York time. Your post goes live at the first check after the time you picked: never early, and up to about 6 hours later than the exact time you chose. While it is scheduled you can keep editing the article or move the time as often as you like — the latest version is what publishes. If you move the status back to Draft or delete the post, it never appears.
Stage 4 — Verify and follow up
1. After the scheduled time passes, open the Posts list — the badge should now say published.
1. Click the View live icon on the post to open it on askhercules.app/blog and confirm the article renders correctly.
1. If it still says scheduled after the next check has run, open it, confirm the publish time has not been moved into the future, and press Schedule again.
Changing your mind
Editing a scheduled post: open it, make your changes, and press Schedule again — the newest version wins. Canceling a schedule: open it, set Status back to Draft, and press Update (or set a new time and Schedule again). Deleting the post cancels the schedule permanently. Editing a live post: open it, edit, and press Update — changes go live immediately, with no schedule. Unpublishing a live post: set Status to Draft and press Update; it disappears from the blog.
Rules and reminders
1. Nothing publishes before the scheduled time — never early, never automatic.
1. Always save a Draft first; a scheduled post cannot be previewed on the public site until it goes live.
1. Title, web address (Slug), and Body are required; a scheduled post also needs a future date and time.
1. Do not re-schedule just because the exact minute passed — wait for the next check (up to about 6 hours late is normal).
1. Once a post is published, every Update goes live immediately — there is no schedule for edits.
1. The timing clock is fixed in UTC, so the four New York clock times shift by one hour when New York changes clocks in March and November.
