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This project is supported by the Institute of Museum and Library Services under the provisions of the Library Services and 

Technology Act as administered by the Missouri State Library, a division of the Office of the Secretary of State. 



P a g e  | 2 

 

Go to the Table of Contents 

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. 
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4. Then, select the Images folder. 
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5. Select the Upload button. 
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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. 
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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. Repeat as needed. 
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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. 
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2. This will pull up the Insert Image menu.  
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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.  
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4. This will pull up the main folders. From here, we select Site Assets’ arrow. 
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5. Then, select Images’ arrow. 
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6. Next, find and select the database Product Button image. 
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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. 
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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. 
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8. You can select a baseline size for your photo as either Large, Medium, or Small. 
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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. 
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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.” 

https://www.section508.gov/create/alternative-text/
https://accessibility.huit.harvard.edu/describe-content-images
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. 
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12. This is an example of what it might look like. 

13. Repeat as necessary in the other new rows for any other databases you are adding to your A to Z Database list table. 
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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. 
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2. Click the horizontal three dots in the Text tool bar. 
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3. Select the Insert Link button, which looks like a chain link. 



P a g e  | 33 

 

Go to the Table of Contents 

4. In the Insert link pop-up screen, select the External tab. 



P a g e  | 34 

 

Go to the Table of Contents 

5. Type or copy and paste your site-specific link to the database in the External URL row. 
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6. Since this is an external link, change the Target to “Open in new window.” 
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7. In the Title text box, write “Go to [Database Name].” For our example, we wrote “Go to EBSCO Hobbies & Crafts Source.” 
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8. Select Insert to add the link to the image. 

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



P a g e  | 38 

 

Go to the Table of Contents 

Add a Database Description Under the Button and Save 

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