& Unified Communications Project

Training Document

How to Add a Link to an Announcement

e This document will guide you through adding a link in an existing
announcement on your school home page.

e Links can be added to direct site visitors to pages related to the content in
the announcement.

e Announcements can be found in the bottom left of your school home page.

e Announcements allow you to communicate directly with visitors of the
website items of interest that you want to communicate.

e An expiry date can be entered to remove the announcement from your
web-page once that date is met.

e Announcements can NOT be formatted on the school home page.
SurreySchools.ca has a default format for announcements.

Note: Only staff that have permissions to modify an announcement will be able to modify
announcements.

1. Once you have S|gned ry All Sites |  searchthis site e
into SurreySchools.ca
select the MySchool tab MyOffice My Groups Istrict
in the top right corner of ‘
your page to begin work
on your school website.
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2. To MODIFY an existing
announcement click on
the TITLE of the
announcement you
would like to add a link
to.

Poinsettias are here! @ wew
Poinsettias ordered fi

picked up after scho

ndraiser have arrived and can be
/m until 4pm.

Communities in Bloom
Surrey Elementary received recognition at the summer Awards
night for our Centennial Garden and commitment to recycling and
composting. VWe were presented with a framed certificate to hang
in the schoal.

+ Add new announcement

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

Click on the Edit Item
option on the left of the
ribbon that appears.

Edit _b‘_v
Tem 3 Dekete ltem
Manage Actions.
Al Site: -] se e
” Surrey Elementary Il Sites ~| arch this sit »p
¥ Surrey Schools Welcome
LEADERSHIP IN LEARNING Me My Office My Groups District

Abot e School News & Announcements: Poinsettias are here!
Administration
. Poinsettias are here!
Contact Info Tlﬂe
Bod Poinsettias ordered for the fundraiser have arrived and can be DICKEG up after school in the aym
Hours & Closures y until 4pm.
Maps & Directions Expires 12152011

=1

NOTE: If you do not have permission to modify announcements the edit
ribbon will not display.
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Editing Tools
=
. . = & Verdana AT I R LN
4. Click in the Body field to =l o, 57 gaen » == -
see a ribbon at the top of R | Syes | Matkup
. ) WA A Lt Styles~ 52 HTML -
the page Wlth an Insert Clipboard Font Paragraph Styles Markup
tool.
Title * [Painsettias are here
The tools that appear in Body Poinsettias ordered for the fundraiser ved and can
s up after school in the gym until 4pm.|
the ribbon at the top of
the page change with the

field selected.

NOTE: You CAN modify the format of the body text using the tools that
appear on the top of the window. HOWEVER the formatting will only
show when a user selects the announcement and chooses to see more
detail. The school home page will only display an announcement using
default text formatting.

Editing Tools

A
ol

Picture Link Upload Reuszble
A File. Content ~

=

Table

5. Place your cursor inside
the body text where you
would like the link to

Content

mentary

appear. : .
About the Schoo News & Announcements: Poinsettia
CliCk on the INSERT tab R Title + IPomsettias are here!
in the tools ribbon and R - e,
0 settias ordere o.rt =] ur.| raiser have armi
Choose LlNK from the Hours & Closures y until pm. For mere information about peoinse
options that appear. Vs s retons
Policies & Procedures
o £3
6 Enter the TEXT you Text to display: |Caring for Poinsettias
. WOUld ||ke tO dISplay in Address: |http:ﬂgardening_ahout_co 'winterinthegarden/z
your announcement.
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7. Enter the |Ocati0n Of Text to display: |Caring for Poinsettias
addreSS Of the Web-page Address: Ihttp:ﬂgardening_ahout_conﬂodfwinterinthegarden
you would like the user to
be routed to when they
click on the link and click
on OK. o ) )
NOTE: you can visit the web-page you would like to link to and cut the
address (URL) from the top of the web-page. This can be pasted into the
Address field to ensure the text entered is accurate.
. . . Poinsettias ordered for the fundraiser have arrived and can be picked up after school in
8. The |Ink WI” appear In the ::T;L:‘:::;IEJFOF more information about caring for poinsettias click on this link: Caring f
Body text of your
announcement.
|
Expires [12hz2/z011 esee | ‘
9. Click on the SAVE button e
to save your changes.
10. The formatted
announcement will

appear on the school
home page with the new
link available for use.

Click on the link to
confirm it is working as
expected.

Poinsettias are here! & vew

Poinsettias ordered for the fundraiser have arrived and can be
picked up after school in the gym until 4pm. For more information
about caring for poinsettias click on this link: Caring fo
Poinsettias..

Communities in Bloom
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