EDUPHORIA NEWS SUBMISSION FORM

Completing a Website, News, and Radio Submission Form
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1. Begin by opening Internet Explorer
(IE).

2. Click Eduphoria

S e i A 18 s gty = 407 AT ety B e e

3. Log into Eduphoria. phoria
?choolObjects:

Enter your username and password to begn,

-----------

€Y ““Hiyapplications

4. Select formspace.
® ;FMana;;::;n;rY‘, reservations, and public
calendars

I rmspace
Create and submit online forms.
- he
Request support and manage al of your

requests.

orkshop
; Professional development course registration and
tHoli

portfolio,

A Log Off G My Profile
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5. Eduphoria formspace opens.

6. Click Submit New Form

7. Click Next

8. Select Website, News, and Radio
Submission Form.

9. Click Next.
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Cick Next > to contrue.

Wi eduphona!

@ ‘Uaowaformspace

& Cument Forms.
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Subsmit New Form Wizard

Select a form from the st below and ciick the Nest Button:
Webnite, Mews, and Radko Sebmmsien Form (wrict-Wide)

This form i used to submit iberms for the Websste, Newspaper, and Radio.

kot > 5 contrue
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10. Click Begin Editing Form o e

£ PastForma
Click the button below 1o begin eding sed submet your form.

Documerts  Por

11. Complete the form e T e
A. Enter name ] Do ot
B. Select desired submissions : i s S S e e ke
C. Select Campus Name
D. Enter Name of Organization !
Date to Start the run:
A A = September 2008 _ = £ 2
12. Enter the publication Start and End Sun Mon Tue Wed Thu Fri Sat . :
dates. % é é i i i E You must submat
R the form at least
IMPORTANT! 2225111 seven (7) davs
ZatEto E“dStehpT:e'l-'::e:r 2008 = blpngr tod t
YOU MUST SUBMIT THE Sun Mon Toe Wed Thy Fri sat e
REQUEST FORM AT LEASE L L LD st = /
SEVEN (7) DAYS PRIOR TO 2 224227
PUBLICATION DATE. e r e s R

Title of Information: .
13 Tltle the Informatlon Write up entry or attach Word docum fiebd: (This field will be copied directly to the web, newspaper, or radia)

14. Write the entry that is to be
publicized, (THIS FIELD WILL
BE COPIED DIRECTLY TO
THE WEB, NEWSPAPER, OR
RADIO) or attach a Word )
Document in the next field. ; '

Attach file {or pictures) T, Attach File
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15. Click the paperclip to attach a word
file or picture file.

A. Enter a description for the file.

B. Click Attach File

C. The file is now attached to the
submission. To view the file,
double click the file.

16. Run Spell Check.

17. You may save the form and work on
it at a later date.

18. When you are ready to send the
form, click the submit button.
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Select a file from your computer:

C:\sersijacksond\Documents Pictur
Enter a description for the file:

Tiger LDgD| 4

Attach File || Cancel |
%, Attach File

Attach file (or pictures) %, Attach File

] Iiger2.qif i

I save Draft for Later  [B] Submit Form | 3 Delete Form | 4 Spell Check
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