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How to Add a Featured Image 
 

¶ This document will guide you through adding a featured image to your 

school home page. 
¶ Featured images allow you to place front and centre a series of photos and 

related stories about your school on your school website. 

  
¶ Featured images allow you to include an image, a small related story or a 

link to a larger story to match the image.   

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

¶ SurreySchools.ca has a default format for images and stories. 
 
Note:  Only staff that has permissions to add a featured image will be able to add featured images to 

the school home page. 

 

1. Once you have signed 
into SurreySchools.ca 
select the MySchool tab 
in the top right corner of 
your page to begin work 
on your school website. 

 



     

 

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

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

 

 
 

NOTE: the link will not be displayed if you do not have permission to add 

a featured image OR 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 
your computer OR 
 
Click on the Browse 
button to use your 
computers navigation 
tools to find the image 
you would like to upload. 
 
Click on OK when the 
image file you have 
selected appears in the 
name field. 
 

 
 

  
NOTE: the image selected will be stretched or shrunk to fit the image 

location on the featured images web-part.  You may want to edit your 

photo to ensure its size meets the requirements of the featured images 

web-part (approximately 300x200 pixels). 
 

1 
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4. Once the image file is 

selected the Name of the 
file as well as a preview 
of the image will appear.  
The Name of the image 
is used only to identify 
the featured image in the 
list of images in the web-
part.   
 
 

  
 

NOTE: Some images may be copyrighted or have students included who 

need to approve the use of the photo (under the freedom of information 

laws in the province).  Be sure to only include photos appropriate for 

your school website for ALL site visitors to see in this web-part.  This is 

an OUTWARD facing web-part. 

 

 
5. The Title is the text web-

site visitors will see when 
they visit the school web-
site.  
 
Enter the Title (for the 
story).   

  
 

NOTE: If the title is too long the story will not display correctly.  Choose 

a brief title for 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 on date 
(date to begin displaying 
the image and story)  
and an Expire By date 
(when the story and 
image should no longer 
display).   
 
The date can by typed or 
selected by clicking on 
the calendar icon to the 
right of the field. 

 
 

 
NOTE: if no Display On date is entered the image will appear 

immediately on the school home page.    If no Expire by date is entered 

the story will remain on the school home page until a date is entered or 

until the image and story are deleted from the featured images list.   

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

 
NOTE:  The caption is limited to the space that appears in the featured 

story web-part.  

 
8. Enter a LINK to create a 

READ MORE button and 
allow a school site visitor 
to visit another location 
on the school website (a 
larger story or a link to 
more information). 
 

 

   

 
9. Click on Save to return to 

the school home page 
and view the new 
featured image story you 
have created. 
 

 

   
 


