Surrey Unified Communications Project
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Training Document

e This document will
home page.

How to Delete a Quick Link

guide you through deleting a quick link from your school

e Quick links can be found in the middle right section of your school home

page.

Communities in Bloom

our Centennial Garden and

+ Add new announcement t

Manage images  +Add new image

ANNOUNCEMENTS CALENDAR

Surrey Elementary received recognition at the summer Awards night for First Report Card

Surrey Elementary

Welcome

Families Learn and Play

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

Road more_» (]

QUICK LIN

Dec 06, 2011

We were presented with a framed centificate to hang in the school

to recycling and

Dec 07, 2011 - 3:00 PM
Student Lead Conferences
Parents should reivew student
planners to determine how each + Add new link
class will schedule the student
lead parent/teacher
conferences

Our mission

e Quick links allow you to share links to areas of specific interest you would
like to share with your school web-page visitors.

e Quick links can NOT be formatted on the school home page.
SurreySchools.ca has a default format for quick links.

Note: Only staff that have permissions to delete a quick link will be able to delete quick links 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.

All Sites LI Search this site j el

Office My Groups My School District

Teachers & Staff | News & Other
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2. To DELETE a quick link o _
click on the QU|CK = District Parent Advisory

i I:DL |

+ Add new link

3. Alinks page will appear
that lists all of the quick
links listed on your
school home page.

? ) versian History
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B 1tem Permission:
s
em [ Delete ltem
New Manage Actons Share & Track Workfiows Tags and Nates

@ @ IR

Amsch Change em et Workfiows Approve/Reject  Ilike Tags &
File Orter Me~ & Nows

mentary

As your mouse hovers Links » aturie-
over the |ink you Would ’-’*bUU“hE sefal Use the Links list for links to Web pages that your team members will find interesting or useful
like to change the item o o == =

will turn blue a check box

will appear to the left of c

the item selected o

i

Ministry of Education This is a link to the Ministry of Education for BC. It is intsnded to give visitors a
direct link to the Ministry site

Policies & Procedures
Council

Programs. + Add new link

Click on the check box

to select the item to
delete. Note: ALL items in the list can be selected by clicking in the checkbox at

the top of the list.

4. The tools ribbon on the 4 -
top of the page will QN BR, - L8 @ ¢ ¥ 99

view  Eon fnach  Change htem Men  Workiows Approve/Reect  Ilike  Tags 8
hem  hem X Delete Iter File Order Me Ik Notes

change and offer you U
options for the items
selected.

SURREY ELEMENTARY

About the School
Use the Links listfor links to WeDb pages that your team members will find interesting or useful

Administration

Click on the Delete Item
option to delete the quick
link selected. R

[T Iwpe Edit URL Hotes

N | k4 BC Ministry of Education This is a link to the Ministry of Education for BC. It is intended to give visitors a
direct link to the Ministry site.

0 B Unscheduled School
Closure News
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5. A message box will Message from webpage X|
appear asking you to

confirm you would like to N

delete the item you had '@ Are you sure you want to send the item(s) to the site Recycle Bin?
selected.

Click on OK to complete

the deletion of the quick Cancel
link.
7 4 s El t A1l Sites x| search s site »
I’Surrey Schools Wg;rfey ementary
6. Clle on the SCHOOL LEADERSHIP IN LEARNING Me My Office My Groups My School District

HOME menu option (in SRR s o L
the top right corner of :

your page) to return to About the Schoal
your school home page.

SURREYEL ' .

LInkS » All Links ~

Use the Links list for links to ¥eb pages that your team members will find interesting or useful.

T Twpe Edt URL Notes

7. The updated quick web @ Unscheduled Schoal

part will appear with only Closure News
the items remaining on = District Parent Advisory
the quick link list. Council

+ Add new link
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