Surrey Unified Communications Project
Schools Training Document

How to Modify a Featured Image

1 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 oselsitegs for
the featured image.

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 fromyou r web -page
once that date is passed

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

Note: Onlystaff that hagpermissions tanodifya featured imagevill be able tomodifyfeatured
imagesonthe school hompage.
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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
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NOTE:the linkwill not be displayed if youadnot have permission to
modifya featuredimageOR if you are not signed into SurreySchools.c
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Highlight and feature information on your site by adding images, text and links.
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5. Each field associated
with the image and stc
willappear and allow
editing Modifythe fields
that require a change.

Title |New Surrey Elementary Scholarship

Display On 12/23/2011 |

Expire By i

Caption The Surrey Elementary PAC has voted to support a bursary for a former Surrey Elementary

P student who is graduating in the current year.  Click on READ MORE to see the details for

applying for the scholarship.
Used as caption text for the story.

Link https:/fwww._surr: hoals hool I yiStudents/!

Save Caneel

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 solool 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 onthe school home page.

Link: A link(appears as a READ MORE button) to another page with a full story of
reference to another wetage.

6. Click orsaveto return t
thefeatured stories list

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

Lsed as caption text for the story.

Link |https:waw.surreyschools_ca!schoolsfsurreyeleme ntary/Studlents/¢

7. Click orschool Home
to return to the school
home page.
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