Surrey Unified Communications Project
Schools Training Document

How to Add a Featured Image

1 This document will guide you through adding a featured image to your
school home page.

1 Featured images allow you to place front and centre a series of photos and
related stories about your school on your school website.
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1 Featured images allow you to include an image, a small related story or a
link to a larger story to match the image.

1 An expiry date can be entered to remove the story from your web-page
once that date is passed.

1 SurreySchools.ca has a default format for images and stories.

Note: Onlystaff that hagpermissions to add featured imagevill be able to addeatured imaget
the school hompage.
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1. Once you have signed
into SurreySchools.ca lementary

,SeleCt the MySchooiab Me My Office My Groups My Schoo! District
in the top right corner of

your page to begin work News & Other

on your school website.
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Families Learn and Flay

Pre-schoolers and their families living in vibrant, multicultural areas of
Surrey will have access to two new StrongStart BC early learning
programs this September that will work hand-in-hand with existing
programs to support families new to B.C

2. To ADD a new featured
story click on the Add
newimagelink.

Manage images  + Add new ima

NOTE:the linkwill not be displayed if youadnot have permission to ad
afeatured imag®©R if you are not signed into SurreySchools.ca

3. A window will appear that
allows you to identify
where to find the image
to use (on your
computer). Enter the
location of the file on e
your computer OR intend to uploed. fi Browse,,

[V Overwrite existing files

Featured Stories - Select Picture

Upload Document
Name:

Click on the Browse
button to use your
computers navigation
tools to find the image
you would like to upload.

NOTE:the image selected will be stretched or shrunk to fit the image
location on the featured images weért. You may want to edit your
photo to ensure its size meets the requirements of the featured imag
web-part (approximately 300x200 pixéls

Click on OKwhen the
image file you have
selected appears in the
name field.

Revised: January 23, 2012 Adding a Featured Image to your School Home Page.docx Page 2



g<
&7 Surrey Schools

Name * [scholarships ipg

Preview

4. Once the image file is
selected the Nameof the
file as well as a preview
of the image will appear. = I

The Nameof the image Bty O =

is used only to identify ——— —
the featured image in the
list of images in the web-

part. NOTE:Some images may bepyrighted or have students included wh
need to approve the use of the photo (under the freedom of informat
laws in the province). Be sure to only include photos appropriate for
your school website for ALL site visitors to see in this-pasth. Thisis

an OUTWARD facing wepart.

Caption [ ‘

Name = |scholarships Jpg

Preview

5. The Titleis the text web-
site visitors will see when
they visit the school web-

site.

Title New Surrey Elementary Scholarshig|
Enter the Title(for the Diog 3
story).

NOTE:If the title is too long the story will not display correctly. Choo
a brief titlefor the story.
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6. The image and story can
be displayed on the
school site for a specific
range of time. Select

the Display ordate

(date to begin displaying Title [New Surrey Elementary Schola
the image and story) Display On FEFEETTe |

and an Expire Bydate Expire By @
(when the story and Caption

image should no longer

display).

The date can by typed or | NOTE:if no Display On date is entered the image will appear
selected by clickngon | immediately on the school home page. If no Expire by date is entel
the calendar icoto the | the story will remain on the school home page until a date is entered
right of the field. until the image and story are deleted from the featureyes list.

Caption The Surrey Elementary PAC has voted to support a bursary for a
former Surrey Elementary student who is graduating in the current
year. Click on READ MORE to see the details for applying for the
scholarship.

7. Enter the Captiorfor the
image selected (a short
story to describe the
image).

Used as caption text for the story.

NOTE The caption is limited to the space that appears in the feature
story welbpart.

8. Enter a LINKto create a
READ MORttton and
allow a school site visitor

year. Click on READ MORE to see the details for applying for the
scholarship.

to visit another location Used as caption text for the story.
on the school website (a Link |nttps:/fwww_surreyschools_ca/schools/surreyelementary/Student:
larger story or a link to Save Ganes!

more information).

year. Click on READ MORE to see the details for applying for the
scholarship.

9. Click on Saveto return to
the school home page

and VieW the new Used as caption text for the story.
featured image StOl’y you Link Ihttps:Hmvw.surreyschools.ca!schools:’surreyeIementarya’Studknts!E
have created.
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