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How to... Post News Items in
Parent Passport

1. From the left-hand tool bar click [ e |

SN rACKEr oo fom ro sotngn punipnsgon
E Add News ltem
) Unread Messages:

& supportatinytracker.co.uk

2. Choose the date you want the TR

. =HINY rACKer ovcion rom wpes sotogs prent s
news to be published.

This means you can prepare and 5 O e
post things in advance if s

ool for the

ime this year.. They have all been absolutely. Abbrevistad tax (previaw) Attachment

(own up. Well done Duckings!
el . ‘
Valid From Until
Permanent Ll Ll
16-Oct-202 &
N d Date Ful Text

B [ A ] R A neiedtony |9 Goberitedsize
&~ O

Choose whether the news if going
to be available permanently or .

select the date you want it to end.
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3. Give the news item a title and P
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optionally a brief summary of the
news.
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Abbreviated text (preview)

Half Term Holiday coming up!

If left blank, Full Text will be used

If you want to upload a file, . Sl
photograph or video clip, click

Select Attachment .
and use your file

browser to locate the file you
want to use.
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4, Add the text you want to appear
in your news article - this can be
as long or short as you like.

You can use the text-editing
tools to format the text in the
same way as you would in Word.

When you have finished click
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5. Any news items can be edited
or deleted by clicking on the
item in the list on the left of the
“Add New Item” page.
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o will bo inishing for halftorm on Friday 23rd October. Wo will b sending the chidren home with new reading books and|
the holiday. School will

Holiday club will be open each day and you can book places with Mrs Archer at main Recoption.

. This i the text visible In the expanded view of Parent Passport

6. In Parent Passport, news will be
posed to parents on the main
dashboard.

News from your organisations
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Welcome back to the new term
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Half Term Reminder

Half Term Holiday coming up! We are really excited to welcome our new Reception
Ducklings to school for the first time this year... They have all
been absolutely amazing and so grown up. Well done
Ducklings!
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