Surrey Unified Communications Project
Schools Training Document

How to Delete an Announcement

e This document will guide you through deleting an announcement to your
school home page.
e Announcements can be found in the bottom left of your school home page.

»

Surrey Elementary -

Me My Office My Groups My School District

Students | Teachers & Staff | News & Other

Families Learn and Play

QUICK LINKS

Note: Only staff that have permissions to delete an announcement will be able to delete
announcements from the school home page.

? Help & ILikeit ™ Tags&Notes  Marilyn J Black -

1. Once you have signed
into SurreySchools.ca lementary
§elect the MySchooI tab Me  MyOffice My Groups
in the top right corner of

your page to begin work

on your school website.

Al Sites | | searchthis site P

My School

News & Other
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ANNOUNCEMENTS

Poinsettias are here! ¢
Poinsettias ordered for
at 4pm in the Gym.

2. To DELETE an existing Communities in Bloom N _
. Surrey Elementary received recognition at the summer Awards night
announcement click on

for our Centennial Garden and commitment to recycling and
the TITLE of the composting. We were presented with a framed certificate to hang in
announcement you the school.

would like to remove.

aiser are here and can be picked up

+ Add new announcement

3. A*News &
Announcements” window
will appear with the
announcement you
selected displayed.

Click on the Delete Item
option on the left of the

ribbon that appears.
NOTE: If you do not have permission to delete announcements the edit
ribbon will not display.
Message from webpage ﬂ
4. Click on OK to move the '@ Are you sure you want to send the item(s) to the site Recycle Bin?

selected announcement
to the recycle bin (delete
it).

Cancel
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5. You will be returned to Communities in Bloom

the school home page. Surrey Elementary received recognition at the summer Awards night
The deleted for our Centennial Garden and commitment to recycling and
announcement will no composting. We were presented with a framed certificate to hang in
longer appear on the the school.

school home page.

+ Add new announcement
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