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How to Modify the Title of a Publication

e This document will guide you through changing the title of a publication in
your publication list on your school home page.
e Publications can be found in the bottom middle of your school home page.

ities in Bloom

urrey Elementary received r ecug ition at the summer Awards
al Gal

were pesemed with a frame dcer\ icate to hang

Read more »

QUICK LINKS

CALENDAR

Dec 06, 2011
First Report Card

itment to cling and
bl e S Dec 07, 2011 - 3:00 PM

Student Lead Conferences
Parents should re

ss
schedule the student lead
parent/teacher conferences

+Add new event
it this page to update the
xt

Our school

Edit the page to update this
area

Newsletter Subscription

S —

e Publications allow you to share documents with visitors of your school

website.

Note: Only staffs that have permissions to change a publication will be able to change publications

titles 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. Click on the
PUBLICATIONS title.

Type Mame
% edcom201109
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3. The publications page
will appear and list the
documents currently
uploaded as publications
on your school home

page.

Point to the publication
you would like to change
the title for.

The title of the
publication will be
highlighted and a drop
down arrow for a menu
will appear to allow you
to open a menu to edit
properties of a
publication. Click on the
arrow.

Click on Edit Properties
in the menu that
appears.
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Share a document with the team by adding it to this document library.
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A message window will
appear. Modify the
NAME field to update the
title of the publication.

Click on SAVE to save
the new title of the
publication.

Publications - Spring Carnival Flyer.pdf

HB8 BL X
- B3 copy
Ssve  Cancel  Paste Delete

Item
Commit Clipboard Actions
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Title I

You will be returned to
the publications list.
Click on School Home
to return to your school
home page.
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The updated publication
list should include
changes to the title of the
publication you modified.

Click on the publication
title to ensure the
publication will still be
accessed by the link.
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