Surrey
Schools

Unified Communications Project

Training Document

How to Modify a Special Announcement

e This document will guide you through modifying a special announcement on
your school home page.

e Special announcements appear in a banner at the top of the page when

they exist.
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Appointments for next weeks teacher meetings must be received no later than this Friday afternoon.

Manage special announcements.

+ Add new special announcement

Featured Images

Content editors can add new items by selecting 'Add new image' below
To modify or delete existing items select 'Manage images'

e Special announcements allow you to communicate directly with visitors of
the website urgent items they should be aware of.

e An expiry date is entered to remove the announcement from your web-
page once that date is met.

e Announcements can NOT be formatted on the school home page.
SurreySchools.ca has a default format for announcements.

Note: Only staff that has permissions to modify a special announcement will be able to modify special
announcements 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 MOD | FY an 0 Appointments for next weeks teacher meetings must be received no later than this Friday afterncon.
announcement click on
the Manage special
announcements link.

+ Add new special announcement

NOTE: the link will not be displayed if you do not have permission to
modify special announcements OR if you are not signed into
SurreySchools.ca

3. The special
announcements list will
appear.
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Special Announcements » aiems-

Use the Special Annogcements list to postimportant messages on the home page of your site.

Click on the title of the

item you would like to o e ot
modlfy Parent Appointments for next weeks Ifyou are unable to attend and still wish 12/31/2011
Teacher teacher meetings must be to speak with a teacher, please contact
Meetings received no later than this the office or speak directly with your
Friday afternoon. childs teacher about an altemate time.

Both current and expired
items will appear in the
list

pecial Announcements - Parent Teacher Meetings

4] Version History ‘il Alert Me

4. A special announcement
dialogue box will appear.

£ Manage Permissians

Actions

Parent Teacher Meetings

Click on the Edit Item A S

bUtton to make Changes Summary Appointments for next weeks teacher meetings must be received no later
than this Friday afternoon

to the announcement.

Details Ifyou are unable to attend and still wish to speak with a teacher, please
contact the office or speak directly with your childs teacher about an alternate
time

Expiration 12/31/2011
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5. An edit ribbon will appear
that allows you to make
and save changes to the
existing announcement.

Spedial Announcements - Parent Teacher Meetings

% cu
HE 0. XHh ¥
Save  Cancel  Paste Deiew  Amsch | Speling

Item

Commit Cipboard Actions speling

Title « |Parent Teacher Meetings

Alert =

Announcement Content

Summary Appointments for next weeks teacher meetings must be recsived no
Ister than this Friday aftsrnoon.
Displayed below the title on the special announcement summary list
and detail pages

Details If you are unable to attend and still wish to speak with a teacher,

please contact the office or speak directly vith your childs teacher
sbout an slternate time.

NOTE: Formatting (color and picture that appears with the
announcement) is determined by the announcement type. (see options
below)

o Information | Warning ‘0 Alert
Animal ﬁ Hot Weather

Snow

Transport

——

2

i

6. Once you have made the
desired changes click on
SAVE to return to the
special announcement
list.

[1ziz1/2011 ]

Expiration *

indow. Use this scroll
tton.

NOTE: A scroll bar exists on the right side
bar to scroll down to see the SAVE and cancel
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7. Changes made will
appear in the Special
Announcements list.

Click on School Home
to return to the school
home page.
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Special Announcements » aiiems-

About the School
Use the Special Announcements list to post important messages on the home page of your site.
Administration M Tite Annguncement Content  Sumimary Details
Contact Info Parent Information Appointments for next weeks [fyou are unable to attend and still wish
Teacher teacher meetings must be to speak with a teacher, please contact
Hours & Closures Meetings received no later than this the office or speak directly with your

Friday afternoon. childs teacher about an alternate time.
Waps & Directions

+ Add new item
Policies & Procedures

8. The modified
announcement will
appear on the school
home page until the
expiry date entered.
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Parent Teacher Meetings
Appointments for next weeks teacher meetings must be received no later than Friday afternoon.

Manage special announcements

= Add new special announcement
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