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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 

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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2. This will take us to the Edit Page screen for that page. 

 

 

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.” 

 

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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Editing Bullet and Numbered Lists 

1. In the Text box of the editing page, identify your lists. For our example, we went to the Library of Things page under the 

Services dropdown menu. In this example, the list of Library of Things items is marked with a dash in front of each list item. 

 

 

2. Like headings, you must use the toolbar to set the list, so a screen reader can interpret it as a bullet or numbered list. Since \ 

the dash symbols were typed in, this is not an accessible list. 
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3. To make this list accessible, select and highlight the list and then go to the horizontal three dots on the right side of the Text 

box toolbar, which is called “More…”. 
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4. You will select either the Bullet list dropdown menu or the Numbered list dropdown menu, depending on how you want the 

list to appear. For our example, we will choose the Bullet list dropdown menu. 
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5. Choose from one of the three options for the bullet list in the menu that appears under the dropdown menu. For our 

example, we will select the first option of solid circle bullet points. 
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6. If your list should be a numbered list, make sure to not type out the numbers before your list items. Instead, go to the 

Numbered List dropdown menu and select the option that best fits your list. 
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7. Once you select your choice in the dropdown menu, to hide the additional toolbar rows, select the three horizontal dots 

again. 
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8. Our list is now set as a bullet list; however, our dashes are still in front of the list items. We will need to remove the dashes 

and extra space before saving. 
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9. Now that this looks how we want and is set as a list for screen readers, select the Save button. 
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