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Upload the Product Button Image to the Site Assets Folder

1. Go to the home page of your site and click on your name in the bottom lefthand corner.
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2. Click Root Folder Contents in the pop-up menu
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3. Go to the Site Assets folder.

Contents
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4. Then, select the Images folder.

) Contents

Missouri Standard Template 24
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5. Select the Upload button.

Contents
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6. In the Upload here pop-up menu, either Browse your files to find the database button image or drag and drop it into the pop-
up menu.
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7. Once you select or drop your image(s), they will appear under the Choose File section. Select the Upload button.
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8. Once they are uploaded to the site, the Upload button and the images you uploaded will disappear from under the Choose
File section.
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9. Your image will automatically go to the end of the list, so once it has uploaded, check the last page of the Images folder to

find it.
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Navigate to Edit the A to Z Database List Page

1. Through your navigation bar, go to the A to Z Database List page.
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2. Once on the page, select the Edit button.

-

iiif
PLOUD
(o774 rary

Contents
est. 2018

# Edit

@ View

°I, State: Home Services Catalog

% Actions

3 Enfold Documentation Folder
w Display

il

Manage portlets b

05/04/2026 2:06:02 PM Resource Spotlight

o

2 Sharing

I

brainfuse

VefNow

DIGITAL HERITAGE

TeachingBooks’

for Libraries

New books!
Jan 15, 2025

b

Example News ltem
Apr 03,2024

ssouri State Library »

Events ~

Contact Us

Missouri Standard Template 24

E-Books/E-Audio Online Resources ~ Programs ~ About Us ~

Blog

Home / Online Resources / AtoZ List / Ato Z List Horizontal Buttens

A to Z List Horizontal Buttons

by hulbej — last modified May 04, 2026

A sortable table of major library databases ordered alphabetically. The buttons
are displayed horizontally.

Show 10 ~ entries Search:

A to Z Databases B

Page |12

Search Site

[ Search ]

Search for Library Materials

LIBRARY CATALOG

Search the Missouri Evergreen Catalog

Placeholder Search Term

Academic Search™
Elite

Academic Search Elite offers core resource for scholarly information. The
database contains more than 2,100 journals and over 1,700 peer-reviewed, full-
text journals.

Go to the Table of Contents

Your Library Location
Missouri State Library m A~




Page | I3

3. This will bring you to the editing page for the A to Z Database. For this tutorial, we will focus our attention on the Text box to

add new databases.
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Add New Rows to the A to Z Database List Page

1. To add more rows to the table, place your cursor in the table. Your cursor placement helps determines where a new row will
be added. If you have a sortable table, you can add a new row anywhere as long as the new row is added under the header
row. In our example, we’re adding a new row under the last cell in the table. To start adding a new row, go to the Table button
in the toolbar.
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2. Then, go to Row in the dropdown menu.
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3. Then, select the Insert row after option to add new rows.
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Insert the Product Button Image to the A to Z Database List Page

1. With your cursor in one of the rows you added, you will select the Insert Image button.

TN i o

brainfuse

Default Settings Categorization Dates Ownership Layout
VefNow LIBRARY CATALOG

Title =
Ato Z Databases List
°[, State:
& Actions " Summary
= EATeaChlngBOOks A List of Databases Sorted Alphabetically
< Display =&\ for Libraries

‘Search catalog for. H Search |

£ Manage portlets

Used in item listings and search results.

Text
£ 04/09/2026 8:26:20 AM g Eay 2 2 Your Library Location

Insert  Table

b ST SU MO TU WE TH FR SA ‘i
oo Insert image aragraph v 12pt v & q
26 27 28 29 30 1 2 “ Ed Your Location ~
-

Academic Search Elite offers core resources for scholarly information. The database

110 N1 12 13 14 15 16 contains more than 2,100 journals and over 1,700 peer-reviewed, full-text journals.

17 18 19 20 21 22 23

24 25 26 27 28 29 30 Photo of Your
31 1 2 3 4 5 6 Library.

Upcoming Events

A Il Your Location
Memorial Day: Library Closed =
12:00 AM ] 5 Address
25 3 TABLE = TBODY » TR = TD = P POWERED BY TINY ;. ##4# Street Number, CIT)' Name‘
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Change Note Phone Numbers
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2. This will pull up the Insert Image menu.

Insert Image X

Specify an image. It can be on this site already (Internal Image), an image you upload (Upload), or from an
external site (External Image).

Internal Image Upload External Image

Search Current path: @ / online-resources / online-resources / a-to-z-

databases-list

Browse

Size
Medium

Alternative Text

Show Image Caption from Image Description

Image Caption

Align

Inline

Enable image zoom

Go to the Table of Contents
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3. We will need to use this menu to select our image. The easiest way to do that is to select the home icon.

Insert Image

Specify an image. It can be on this site already (Internal Image), an image you upload (Upload), or from an
external site (External Image).

Internal Image Upload External Image

Search Current path: & Monline-resources / online-resources / a-to-z-
e

Browse

Alternative Text

Show Image Caption from Image Description

Image Caption

Align

Inline

Enable image zoom

Go to the Table of Contents
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4. This will pull up the main folders. From here, we select Site Assets’ arrow.

Insert Image

Specify an image. It can be on this site already (Internal Image), an image you upload (Upload), or from an

external site (External Image).

Internal Image Upload External Image

Site Assets )

Go to the Table of Contents




5. Then, select Images’ arrow.

Insert Image

Specify an image. It can be on this site already (Internal Image), an image you upload (Upload), or from an

external site (External Image).

Internal Image Upload External Image

Current path: & / site-assets

@ One level up
© >
/site-assets

| Images

AlEINAUVE TEAL

Show Image Caption from Image Description

Image Caption

Align

Enable image zoom

cance' @

Go to the Table of Contents
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6. Next, find and select the database Product Button image.

Insert Image

Specify an image. It can be on this site already (Internal Image), an image you upload (Upload), or from an
external site (External Image).

Internal Image Upload External Image

Current path: @ / site-assets / images

@ One level up
© >
/site-assets/images

_0e50d439-e7bd-4ba7-ac2b-8113ae813260.jpeg

/site-assets/images/0e50d43%-e7bd-4ba7-ac2b-81132e813260.jpeg

Actions-menu-define-action.png
/it ts/images/action: define-action.png

cookie-the-pom-gySMaocSdgs-unsplash.jpeg

/site-assets/images/cookie-the-pom-gysmaocsdqgs-unsplash jpeg

Facebook_Logo_128x128.png

/site-assets/images/facebook_logo_128x128.png
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We had to scroll down to the end of the list to select the Hobbies & Crafts Source image we uploaded in Upload the Product Button
Image to the Site Assets Folder section of this tutorial.

Insert Image

Specify an image. It can be on this site already (Internal Image), an image you upload (Upload), or from an
external site (External Image).

Internal Image Upload External Image

Search Current path: 4 / site-assets / images ¢ Favorites ~

libcatbuttonoswaldboldfont.png
ts/imagesflibcath Idboldfont p

ng

myacctbuttonoswaldboldfont.png
Jsit ts/imag Idboldfort png

Libby by OverDrive.png

/site-assets/images/libby-by-overdrive-1.png

Photo of Your Library.PNG

/site-assets/images/photo-of-your-library.png Photo of Your

Library

Hobbies & Craft Source Button 240x100.png

/site-assets/images/hobbies-craft-source-button-240x100.png

Go to the Table of Contents
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7. Once you select your image, you will be taken back to the Insert Image pop-up menu, and your chosen picture will appear

under the Search and Browse buttons.

Insert Image

Specify an image. It can be on this site already (Internal Image), an image you upload (Upload), or from an
external site (External Image).

Internal Image Upload External Image

W Current path: & / site-assets / images

* Hobbies & Craft Source Button 240x100.png

/site-assets/images/hobbies-craft-source-button-240x100.png

Size
Medium

Alternative Text

Show Image Caption from Image Description

Image Caption

Align

Inline

Enable image zoom

Go to the Table of Contents
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8. You can select a baseline size for your photo as either Large, Medium, or Small.

Size

Large v
Size

Medium v
Size

Small ~

Go to the Table of Contents
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9. The Title section adds a description that will appear when a cursor hovers over the image. Otherwise, when a cursor
hovers over an image, it will show the image’s file name. For example, if we didn’t add the title of “EBSCO Hobbies &
Crafts Source,” the name would appear as “Hobbies & Craft Source Button 240X100.png” when a cursor hovers over the
image.

Insert Image X

Specify an image. It can be on this site already (Internal Image), an image you upload (Upload), or from an
external site (External Image).

Internal Image Upload External Image

Current path: @ / site-assets / images

* Hobbies & Craft Source Button 240x100.png

/site-assets/images/hobbies-craft-source-button-240x100.png

Size
Medium

Title
EBSCO Hobbies & Craft Source

Show Image Caption from Image Description

Image Caption

Align

Inline

Enable image zoom

Go to the Table of Contents
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10. It is important to include alternative text (also called alt text) for ADA Compliance as this allows screen readers to describe
the photo. Since these database Promotional Buttons are going to be linked to the database site, we will need to indicate
it’s a button in the alternative text by writing the database name followed by button and a period.

a. Here are two helpful resources for writing alternative text with examples.
i. “Authoring Meaningful Alternative Text” by Section508.gov
ii. “Write Helpful Alt Text to Describe Images” by Harvard University Information Technology Digital

Accessibility Services
b. In our example, the alternative text is “Hobbies & Crafts Source button.”

Insert Image

Specify an image. It can be on this site already (Internal Image), an image you upload (Upload), or from an
external site (External Image).

Internal Image Upload External Image

Current path: & / site-assets / images

* Hobbies & Craft Source Button 240x100.png

/site-assets/images/hobbies-craft-source-button-240x100.png

Title
EBSCO Hobbies & Crafts Source

Alternative Text

Hobbies & Crafts Source button.

Image Caption

Align

Inline

Enable image zoom

Go to the Table of Contents



https://www.section508.gov/create/alternative-text/
https://accessibility.huit.harvard.edu/describe-content-images
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11. Once you are done, add the photo on the page by selecting the Insert button.

Specify an image. It can be on this site already (Internal Image), an image you upload (Upload), or from an
external site (External Image).

Internal Image Upload External Image

Current path: & / site-assets / Images

* Hobbies & Craft Source Button 240x100.png

/site-assets/images/hobbies-craft-source-button-240x100.png

Size
Medium

Title
EBSCO Hobbies & Crafts Source

Alternative Text
Hobbies & Crafts Source button.

Show Image Caption from Image Description

Image Caption

Align

Inline

Enable image zoom

Go to the Table of Contents
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12. This is an example of what it might look like.

T i o

Contents
brainfuse

4 Edi Default Settings Categorization Dates Ownership Layout

Edt VefNow LIBRARY CATALOG
@ View Title =

{J[{}{' Ato Z Databases List
State: HERITAGE
Summary

Actions

w Display

i\lgTeaChingBOOks. A List of Databases Sorted Alphabetically

for Libraries ‘Search catalog for. H Search |

£ Manage portlets

Used in item listings and search results.

Text
& 05/13/2026 11:23:46 = MAY 2026 »

AM Insert  Table
SU MO TU WE TH FR SA

Sharing I o I Insertimage | Paragraph v 12pt v 7 e i
26 27 28 29 30 1 2 e . H Your Location ~
:
3 4 5 6 7 8 9
110 N1 12 13 14 15 16 Academic Search Elite offers core resources for scholarly information. The database
17 18 19 20 21 22 73 contains more than 2,100 journals and over 1,700 peer-reviewed, full-text journals.
24 25 20 27 28 29 30 Ph oto Of Your

njrjz]3|als]e Hobbies & Library.

Crafts Source

Upcoming Events

(] Your Location
Memorial Day: Library Closed =
12:00 AM ] 5 Address
25 3 TABLE = TBODY » TR = TD » P » IMG POWERED BY TINY ;. ##4# Street Number, CIT)' Name‘

o text/html h State Initials #####

Change Note Phone Numbers
S, Missouri State Library » Independence Day: Library Closed (123) 123-4567
I 1 >0n AM 123-123-1234

13. Repeat as necessary in the other new rows for any other databases you are adding to your A to Z Database list table.

Go to the Table of Contents
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Insert the Link to the Product Button Image

1. Click on the Product Button image, so that a blue border appears around it.

CE=TN o

& Edit brainfuse
: Default Settings Categorization Dates Ownership Layout
o VeiNow LIBRARY CATALOG
Title =
°L State: ( /A{fffl{;{ Ato Z Database List
. " 5iGITAL HERITAGE
Actions
Summary
ey i\lgTeaChm_gBOOKS' A List of Databases Sorted Alphabetically
& Manage portlets - for Libraries y ‘Search catalog for. H Search |
Used in item listings and search results
4 05/18/2026 9:22:48 AM « N > Text
. = = Your Library Loc:
 Sharing Insert Table
SU MO TU WE TH FR SA
% | 27 |28 | 20 | 30 | 1 2 2 ¢ T, [dinsertimage = Paragraph v~ 12pt & Your Location @ ~
‘
3 4 5 6 7 8 9
Academic Search Elite offers core resources for scholarly information. The database
10 N1 12 13 14 15 16
17 e 19 | 20 |21 | 22 | 23 contains more than 2,100 journals and over 1,700 peer-reviewed, full-text journals.
24 25 26 27 28 29 30 Photo of Your
101 2 3 4 5 6 Hobbies & Library.

Crafts Source

Upcoming Events '

Your Location

Memorial Day: Library Closed =
12:00 AM E > Address
25 ‘ Tadle - THORY - TR=TD» P » MG POWERED BV TINY ### Street Number, City Name,
text/html v -
MAY State Initials #####

Missouri State Library » Change Note Phone Numbers
Independence Day: Library Closed (123) 123-4567

Go to the Table of Contents




2. Click the horizontal three dots in the Text tool bar.

Contents
# Edit

@ View

°I, State:
Actions
< Display

£ Manage portlets

4 05/18/2026 9:22:48 AM

2 Sharing

Missouri State Library »

Resource Spotlight

brainfuse

VetNow

Mg

L HERITAGE

@ATeachingBooks'

for Libraries

« MAY 2026 »

Upcoming Events

Memorial Day: Library Closed

25 12:00 AM

MAY

Independence Day: Library Closed

Edit Page

Default Settings Categorization Dates Ownership

Title =

AtoZ Database List
Summary

A List of Databases Sorted Alphabetically
Used in item listings and search results
Text

Insert  Table

2 ¢ T, [dinsertimage = Paragraph v~ 12pt v

Layout

D)

=

Academic Search Elite offers core resources for scholarly information. The database
contains more than 2,100 journals and over 1,700 peer-reviewed, full-text journals.

Hobbies &

Crafts Source

4

TABLE » TBODY » TR » TD » P » IMG
text/html

Change Note

Go to the Table of Contents

»

POWERED BY TINY

~

v
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Search for Library Materials

LIBRARY CATALOG

‘Search catalog for. H Search |

Your Location % ~

Photo of Your
Library.

Your Location

Address
### Street Number, City Name,
State Initials #####

Phone Numbers

(123) 123-4567



3. Select the Insert Link button, which looks like a chain link.

Contents
# Edit

@ View

°I, State:
Actions
< Display

£ Manage portlets

4 05/18/2026 9:22:48 AM

2 Sharing

Missouri State Library »

Resource Spotlight

brainfuse

VetNow

L HERITAGE

Mg

@ATeachingBooks'

for Libraries

« MAY 2026 »

Upcoming Events

Memorial Day: Library Closed

25 12:00 AM

MAY

Independence Day: Library Closed

Edit Page

Default Settings Categorization Dates Ownership Layout
Title =

AtoZ Database List
Summary

A List of Databases Sorted Alphabetically
Used in item listings and search results
Text

Insert  Table

2 ¢ T, [dinsertimage = Paragraph v 12pt v e
B J U x*X, E = =EE AvLv EviZzvEE

alns more Than £, 1UU journals and over I,/UU peer-reviewed, TUI-TeXT journais.

Hobbies &

Crafts Source

4 »

TABLE » TBODY » TR » TD » P » IMG POWERED BY TINY

text/html ~
Change Note

Go to the Table of Contents

v

£
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Search for Library Materials

LIBRARY CATALOG

‘Search catalog for. H Search |

Your Location % ~

Photo of Your
Library.

Your Location

Address
### Street Number, City Name,
State Initials #####

Phone Numbers

(123) 123-4567
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4. In the Insert link pop-up screen, select the External tab.

Insert link X

Specify the object to link to. It can be on this site already (Internal), an object you upload (Upload), from an
external site (External), an email address (Email), or an anchor on this page (Anchor).

g—
Internal Upload ' External ' Email Address Anchor
—

Search Current path: & / online-resources / online-resources / a-10-z-
databases-ist

Browse

Target

Open in this window / frame

Title

Go to the Table of Contents
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5. Type or copy and paste your site-specific link to the database in the External URL row.

Insert link X

Specify the object to link to. It can be on this site already (Internal), an object you upload (Upload), from an
external site (External), an email address (Email), or an anchor on this page (Anchor).

Internal Upload External Email Address Anchor

External URL (can be relative within this site or absolute if it starts with http:// or https:/)

Target

Open in this window / frame

Title

Cance' @

Go to the Table of Contents
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6. Since this is an external link, change the Target to “Open in new window.”

Insert link X

Specify the object to link to. It can be on this site already (Internal), an object you upload (Upload), from an
external site (External), an email address (Email), or an anchor on this page (Anchor).

Internal Upload External Email Address Anchor

External URL (can be relative within this site or absolute if it starts with http:// or https:/)

https://search.ebscohost.com/login.aspx?authtype=ip,uid&profile=ehost

Target

Open in new window

Cance' @

Go to the Table of Contents
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7. Inthe Title text box, write “Go to [Database Name].” For our example, we wrote “Go to EBSCO Hobbies & Crafts Source.”

Insert link X

Specify the object to link to. It can be on this site already (Internal), an object you upload (Upload), from an
external site (External), an email address (Email), or an anchor on this page (Anchor).

Internal Upload External Email Address Anchor

External URL (can be relative within this site or absolute if it starts with http:// or https:/)

https://search.ebscohost.com/login.aspx?authtype=ip,uid&profile=ehost

Target

Open in new window

Title
Go to EBSCO Hobbies & Crafts Source.

Cance' @

Go to the Table of Contents
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8. Select Insert to add the link to the image.

Insert link X

Specify the object to link to. It can be on this site already (Internal), an object you upload (Upload), from an
external site (External), an email address (Email), or an anchor on this page (Anchor).

Internal Upload External Email Address Anchor

External URL (can be relative within this site or absolute if it starts with http:// or https:/)

https://search.ebscohost.com/login.aspx?authtype=ip,uid&profile=ehost

Target

Open in new window

Title
Go to EBSCO Hobbies & Crafts Source.

Cancel

9. Repeat as necessary for the Product Button images of other new databases you add.

Go to the Table of Contents
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Add a Database Description Under the Button and Save

1. Inthe same cell as the Product Button image in the A to Z Database List table, add a database description under the image.
Use the Text tool bar to align your text, change the size, or color as needed to match your other entries. If you are copying
and pasting a description, make sure to press CTRL, Shift, and V on the keyboard simultaneously to paste as plain text.

o W VETNOW B Ittt i LIBRARY CATALOG
/ Title =

£ Contents
f Ato Z Databases List
& Edit HERITAGE
o Summary
©@ View A
@ATeachmgBooks A List of Databases Sorted Alphabetically
T, State: - for Libraries y Search catalog for. H Search |
% fal Used in item listings and search results.
& Actions
Text

< Display £ pai202¢ z Your Library Location

Insert Table
&5 Manage portlets SU MO TU WE TH FR SA

" : >
2 27 128 | 23 |30 | 1 2 @® I < I, [Bdinsertimage | Paragraph v 12pt v 7 e Your Location .

4 05/18/2026 9:22:48 AM 3 1 s | e P I B I Ux*X, =T = == Av#&v iZviZv == -
82 Sharing 1011 12 13 14 15 16 & & N

17 18 19 20 21 2 23 _
24 25 26 27 28 29 30 Hobbies & Photo of Your
1

Crafts Source

2 3 4 5 6

Library.

Hobbies & Crafts Source is a do-it-yourself (DIY) database that offers creative ideas and
Upcoming Events detailed how-to instructions from full-text hobby and craft magazines, hobby profiles, recipes,

and videos. Topics include a variety of popular hobbies and crafts, such as textiles, Your Location
Memorial Day: Library Closed performing arts, baking, and more. v
12:00 AM : : Address
25 S it oo e ### Street Number, City Name,
text/html v -
MAY State Initials #####
Change Note Phone Numbers

Independence Day: Library Closed (123) 123-4567

12:00 AM 123-123-1234
04 Enter a comment that describes the changes you made.
JuL Hours

Enter your hours of operation here
& Missouri State Library *»
e N Fa Monday - Friday 9:00 Am - 6:00 PM

Go to the Table of Contents




2. Select Save for your new databases to appear in your A to Z Database List page.

Contents
# Edit

@ View

°I, State:
Actions
< Display

£ Manage portlets

4 05/18/2026 9:22:48 AM

2 Sharing

Missouri State Library »

P

Used in item listings and search results

« MAY 2026 »

SU MO TU WE TH FR SA
26 27 28 29 30 1 2
3 4 5 6 7 8 9

Text
Insert  Table
2 ¢ I, [BJinsertimage = Paragraph v 12pt v 7 e
B I UxXX Z==ZE AL EviEYE S -
£ LN

Hobbies & Crafts Source is a do-it-yourself (DIY) database that offers creative ideas and
detailed how-to instructions from full-text hobby and craft magazines, hobby profiles, recipes,
and videos. Topics include a variety of popular hobbies and crafts, such as textiles,
performing arts, baking, and more.

Upcoming Events

Memorial Day: Library Closed

25 12:00 AM
MAY

Independence Day: Library Closed

04 12:00 AM
JuL

Labor Day: Library Closed

07 12:00 AM
SEP

Columbus Day

12:00 AM

v

Home Improvement

4 »
TABLE = TBODY » TR = TD = P POWERED BY TINY ;.

text/html v

Change Note

Enter a comment that describes the changes you made.

Cancel

Go to the Table of Contents
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{ |usau Latay 1w

|| wemn J

Your Library Location
Your Location % ~

Photo of Your
Library.

Your Location

Address
### Street Number, City Name,
State Initials #####

Phone Numbers
(123) 123-4567
123-123-1234

Hours
Enter your hours of operation here

Monday - Friday 9:00 Am - 6:00 PM
Saturday 11:00 Am - 5:00 PM

Sunday - Closed

Mailing Address
PO BOX 340
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