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Editing Lists 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
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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 Bullet and Numbered Lists

1. Inthe 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.

Search for Library Materials

£ Contents Resource Spotlight E d t P
brainfuse
Default Settings Categorization Dates Ownership Layout
VefNow LIBRARY CATALOG
— Title =
[+] Add new...
’fp/ / Library of Things
HERITAGE

Summary MY AGCOUNT

< Display i\lgTeaChm_gBOOkS' Items you can borrow from the library
- for Libraries Search the Missouri Evergreen Catalog
_ 5
&5 Manage portlets Placeholder Search Term
~

4 03/02/2026 1:11:13 PM Text \
8 Sharing New books! = nsert Tzble ' our Library Location
e R Jan 15, 2025 ® i1 < I, [Bdinsertimage | Paragraph v~ 12pt v S

- Fishing Poles

Example News ltem ﬁ‘ .
Apr 03,2024 - Wi-Fi hotspots
- Laptop/Chrome books

& Missouri State Library »

Upcoming Events

Memorial Day: Library Closed

25 12:00 AM

MAY

Independence Day: Library Closed

12:00 AM

- Cooking supplies

P

text/html

POWERED BY TINY

~

£

Missouri State Library

Address
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Enter a comment that describes the changes you made

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

Phone Numbers
(123) 123-4567

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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Numbered List dropdown menu and select the option that best fits your list.
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If your list should be a numbered list, make sure to not type out the numbers before your list items. Instead, go to the
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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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LIBRARY CATALODG
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Missouri State Library
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600 W Main St Ste 200, Jefferson
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Monday - Friday 9:00 Am - 6:00 PM
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