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How to  Modify  a  Featured Image  
 

¶ This document will guide you through modifying  a story or setting attached 

to a featured image.   
 

NOTE: to change the picture portion of the item the item must be deleted and a new 

picture uploaded.  Modifications can be made to the attached story or date settings for 

the featured image. 

 

¶ 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 you r web -page 

once that date is passed . 
¶ SurreySchools.ca has a default format for images and stories.  

 
Note:  Only staff that has permissions to modify a featured image will be able to modify featured 

images on 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. 
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2. To MODIFY a featured 
story click on the 
Manage images link. 

 

 
 

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

modify a featured image OR if you are not signed into SurreySchools.ca 
 

 
3. The featured stories list 

will appear.  Double 
click on the image and 
story to be modified . 

 
 

 
 

 
 

4. A preview of the 
image/story selected will 
appear.  A ribbon will 
also appear that will 
allow editing of the item 
selected.   
 
Click on Edit Item in the 
ribbon on the top left of 
the screen. 
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5. Each field associated 

with the image and story 
will appear and allow 
editing.  Modify the fields 
that require a change.  
 

 
 

 

 
Title:  Highlighted text at the top of the story. 

Display On:  Date the story will begin to appear on the school home page. 

Expire By: the last date the featured will appear on the school home page. 

Caption:  A brief story to describe the picture or introduce the link 

 
Note:  The number of characters to display is limited to approximately 250 

characters.  You will be able to add more text but the story will not display 

correctly on the school home page. 

 

Link:  A link(appears as a READ MORE button)  to another page with a full story or a 

reference to another web-page. 

 

 
6. Click on Save to return to 

the featured stories list  

 

   

7. Click on School Home 
to return to the school 
home page. 

 
 


