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Editing Hyperlinks in Text Boxes on Ploud(6) Sites
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Defining Text Box

Though this tutorial discusses editing text boxes on pages, this tutorial applies to editing rich text boxes anywhere on a Ploud site.

Rich text boxes are the sections of a page, news item, event, portlet, or collection titled Text as well as the Form Prologue and

Form Epilogue found in a Form item.
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Navigating to Edit a Page

Page |2

1. To add or edit headings on a page, select the Edit button while on the page you want to update. It is located on the left
side of the screen. For our example, we navigated to the Library Cards page in the Services dropdown menu.
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How to get and use a Library Card

Use your library card to check out a wide variety of materials such as books, magazines, DVDs,
eBooks, audiobooks and more. A library card also grants you access to databases and internet.
For questions regarding library cards, please visit your local library or call 573-526-1087

How do | Get a Library Card?

Stop by the Library and present photo identification, such as a driver's license, showing your name
and current address. If the photo ID does not include your current address, another document,
such as a recent utility bill, can be used. Library cards are free to those who live in or pay property
taxes in the county.

Non-Resident Card Option:

Residents who live outside of the county obtain a non-resident card at the cost of $20 per family
for 12 months. Some restrictions to databases and digital materials may apply to non-resident
cardholders. Additionally, Interlibrary Loan Service is not available to non-resident users.
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2. This will take us to the Edit Page screen for that page.
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You are editing the default view of a container. If you wanted to edit the container itself, go here.
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3. Near the top of the Edit Page screen, there may be an alert box that says, “You are editing the default view of a container.
If you want to edit the container itself, go here.”

You are editing the default view of a container. If you wanted to edit the container itself, go here.

Ignore this as this isn’t relevant to editing a rich text box.
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4. Instead, we want to focus on the Text section since that is where we need to add heading levels.
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Use your library card to check out a wide variety of materials such as books, magazines, DVDs,
eBooks, audiobooks and more. A library card also grants you access to databases and internet.

For questions regarding library cards, please visit your local library or call 573-526-1087.
How do | Get a Library Card?

Stop by the Library and present photo identification, such as a driver's license, showing your name
and current address. If the photo ID does not include your current address, another document,
such as a recent utility bill, can be used. Library cards are free to those who live in or pay property
taxes in the county.

Non-Resident Card Option:

Residents who live outside of the county obtain a non-resident card at the cost of $20 per family
for 12 months. Some restrictions to databases and digital materials may apply to non-resident
cardholders. Additionally, Interlibrary Loan Service is not available to non-resident users.
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Editing Hyperlinks in Text Boxes

1. While it is beyond the scope of this tutorial to go over all possibilities for hyperlinks on your Ploud site, it is important to try to
ensure your linked content is accessible. Below are a few resources with guidance on how to make links more accessible to
users of your site.

a. Understanding Success Criterion 2.4.4: Link Purpose (In Context) | WAI | W3C
b. WebAIM: Links and Hypertext - Introduction to Links and Hypertext

c. WebAIM: Links and Hypertext - Link Text and Appearance

d. WebAIM: Links and Hypertext - Hypertext Links

2. In the Text box of the editing page, identify any links that may need to be made more accessible.

3. If you only need to change how the hyperlink appears on the page, move your curser to the link text and edit the link text as
you would other text.

Go To the Table of Contents



https://www.w3.org/WAI/WCAG21/Understanding/link-purpose-in-context.html
https://webaim.org/techniques/hypertext/
https://webaim.org/techniques/hypertext/link_text
https://webaim.org/techniques/hypertext/hypertext_links
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4. When editing the link text, a blue highlight box will appear around linked text when you place your curser in the text and it
will stay while you edit the link text.
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Apr 03,2024 An eBook is a book presented in a format which allows it to be read on a computer or smart
. device such as a tablet or iPhone.
[+] Add new...
> Why read an eBook?
ate:
- * Accessible Everywhere: Many books can be downloaded on a single device, making it easy
% Actions X
Memorial Day: Library Closed to car_ry around and taking up less space. And books can be downloaded from anywhere,
< Displ meaning you do not have to leave your home to get a new book.
=Py 12:00 AM oo N I :
25 « Accessibility Options: Most reading apps allow for increased font size, changing of the font . N .
—_ 3 ) Missouri State Library
£ Manage portlets MAY style, and read-aloud features. Digital book platforms also have a wider selection of
audiobooks. Address
8 02/23/2026 2:30:56 PM « Interactive Elements: Reading apps also have features where you can highlight text, 5{_)0 W Main St Ste 200, Jefferson
Independence Day: Library Closed bookmark pages, take notes, and search for dictionary definitions. You can even search the City, MO 65101
. Sharin ; text and use hyperlinks to access extra information.
2 04 12:00 AM 4 Phone Numbers
Assign password JuL Where do you get eBooks? (123} 123-4567
Missouri Libraries 2 Go :"l”’s Lo of eperaton
i nter your hours of operation here
Labor Day; Library Closed You can borrow eBooks and audiobooks from your library's Missouri Libraries 2 Go collection.
07 12:00 AM You can read or listen to downloaded books through the free app Libby. This is a free app created Monday - Friday 9:00 Am - 6:00 PM
by QverDrive and is available for Android, 10S and some Amazon Fire Tablets. Libby also can be Saturday 11:00 Am - 5:00 PM
E=F accessed at through the Libby App Website You can even have eBooks delivered to a Kindle or .
) . Mailing Address
Kindle App through Libby.
Past events.. Euture events.. PO BOX 65

How to use Libby

EBSCO eBooks

You can also download and borrow eBooks through EBSCO to read on your computer or reader
app. EBSCO eBooks also have the added feature of being able to download PDF versions of their
available books.

ssouri State Library » How to get EBSCO eBooks
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5. To edit the link destination, whether it opens in the same or a new window, or the title of the link, select and highlight the

text.
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What is an eBook?

An eBook is a book presented in a format which allows it to be read on a computer or smart
device such as a tablet or iPhone.

Why read an eBook?

* Accessible Everywhere: Many books can be downloaded on a single device, making it easy
to carry around and taking up less space. And books can be downloaded from anywhere,
meaning you do not have to leave your home to get a new book

Accessibility Options: Most reading apps allow for increased font size, changing of the font
style, and read-aloud features. Digital book platforms also have a wider selection of
audiobooks.

Interactive Elements: Reading apps also have features where you can highlight text,
bookmark pages, take notes, and search for dictionary definitions. You can even search the
text and use hyperlinks to access extra information.

Where do you get eBooks?
Missouri Libraries 2 Go

You can borrow eBooks and audiobooks from your library's Missouri Libraries 2 Go collection.
You can read or listen to downloaded books through the free app Libby. This is a free app created
by OverDrive and is available for Android, I0S and some Amazon Fire Tablets. Libby also can be
accessed at through the Libby App Website You can even have eBooks delivered to a Kindle or
Kindle App through Libby.

EBSCO eBooks

You can also download and borrow eBooks through EBSCO to read on your computer or reader
app. EBSCO eBooks also have the added feature of being able to download PDF versions of their
available books.

How to get EBSCO eBooks
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Missouri State Library

Address
600 W Main St Ste 200, Jefferson
City, MO 65101

Phone Numbers
(123) 123-4567

Hours
Enter your hours of operation here

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

Mailing Address
PO BOX 65




6. Click on the Insert button below the Text box title.
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What is an eBook?

An eBook is a book presented in a format which allows it to be read on a computer or smart
device such as a tablet or iPhone.

Why read an eBook?

* Accessible Everywhere: Many books can be downloaded on a single device, making it easy
to carry around and taking up less space. And books can be downloaded from anywhere,
meaning you do not have to leave your home to get a new book.

Accessibility Options: Most reading apps allow for increased font size, changing of the font

style, and read-aloud features. Digital book platforms also have a wider selection of
audiobooks.

Interactive Elements: Reading apps also have features where you can highlight text,
bookmark pages, take notes, and search for dictionary definitions. You can even search the
text and use hyperlinks to access extra information.

Where do you get eBooks?
Missouri Libraries 2 Go

You can borrow eBooks and audiobooks from your library's Missouri Libraries 2 Go collection.
You can read or listen to downloaded books through the free app Libby. This is a free app created
by QverDrive and is available for Android, I0S and some Amazon Fire Tablets. Libby also can be
accessed at through the Libby App Website You can even have eBooks delivered to a Kindle or
Kindle App through Libby.

How to use Libby,

EBSCO eBooks

You can also download and borrow eBooks through EBSCO to read on your computer or reader
app. EBSCO eBooks also have the added feature of being able to download PDF versions of their
available books.

How to get EBSCO eBooks

Go To the Table of Contents
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Missouri State Library [

Missouri State Library

Address
600 W Main St Ste 200, Jefferson
City, MO 65101

Phone Numbers
(123) 123-4567

Hours
Enter your hours of operation here

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

Mailing Address
PO BOX 65

”~
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7. Then, select the Insert link option in the dropdown menu that appears under Insert.
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=7 accessed at through the Libby App Website You can even have eBooks delivered to a Kindle or

Kindle App through Libby. Mailing Address
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How to use Libby

EBSCO eBooks

You can also download and borrow eBooks through EBSCO to read on your computer or reader
app. EBSCO eBooks also have the added feature of being able to download PDF versions of their
available books.

How to get EBSCO eBooks

Missouri State Library *»

8. Update any links in this menu first by making sure to select the correct tab for the type of hyperlink you are adding.
a. Internal tab is for adding a hyperlink to something from your website.
b. Uploads tab is for files that you add to a page, such as your library policies documents.
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c. External tab is for all other links not hosted on your site, such as a link to Wolfner Talking Book and Braille Library’s

site.
d. Email Address tab is for email addresses.
e. Anchor tab is for adding an anchor (or a link to a specific section of one of your site’s pages).

Add a title that will appear when you hover over the hyperlink in the Text box. You can also determine if the link should open
in a new window or in the same window in the Target dropdown menu. A general recommendation is to have internal links to
your site open in the same window and external links and documents to open in new windows.

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://help.libbyapp.com/en-us/index.htm

Target
Open in new window

Title
Libby Help Guide

cance' @
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10. When you are done, select the Insert button to save your changes.

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://help.libbyapp.com/en-us/index.htm

Target

Open in new window

Title
Libby Help Guide

Cancel
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11. Finally, select the Save button.

« Interactive Elements: Reading apps also have features where you can highlight text, 600 W Main St Ste 200, Jefferson
Independence Day: Library Closed bookmark pages, take notes, and search for dictionary definitions. You can even search the City, MO 65101
04 12:00 AM text and use hyperlinks to access extra information.
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Actions Kindle App through Libby.
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& 02/23/2026 2:30:56 PM app. EBSCO eBooks also have the added feature of being able to download PDF versions of their
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£2 Sharing
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Change Note

Enter a comment that describes the changes you made.
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