Location Portlet Tutorial on Ploud Websites
By Jefferson Hulbert. Edited/Tested by Kathleen Schmidt
Special Thanks to Nora Wesselman, the Enfold team and their knowledge base
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Updating/Editing a Location
1. Find the Location Portlet. In the example template, it is located with the right portlets.

Floud Is designed to connect your patrons to your library's web presence,
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Presentation
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2. Select the link. In Ploud 6, this should be your library name.
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If you do not have this portlet, you can find another way to get to the location at the bottom of
this tutorial (link below)
Other Ways to get to the Location Items .

3. Once you're at the location item, you will want to select the edit button located on the left side

of the screen.
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4. You will then be brought to the menu where you can make your changes. The main branch

checkbox allows you to designate this library as your main library. This is useful if your library
has multiple branches. This is located in the middle of the screen underneath the library name.
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Home / Our Locations & Hours / Your Location
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5. If you have a PO box, we recommend that you do not put this in either address bar. Instead, we
recommend making space in your Hours text box after all of your hour information. Make the
section label bold and then put in your PO box information underneath it.
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Beneath the hours text box is a section for a description. This can be any information you

believe would be useful for your patrons to know, such as where to park, accessibility entrances,

etc.
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7. This will not show up on your portlet; however, it will show up on the location section.
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You may want to include an image of your library. This can be extremely helpful to people who
have not visited this location before. If you have not uploaded a picture in this section or

deleted it without adding in a new photo, there will be a choose file button. This will allow you
to choose a file from your device to use as your library image.
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Once you have your desired photo, select save and it will add it to the location.
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10. When there is already a photo in place, you will be presented with 3 options.
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11. Keep existing image will make no changes to the photo, Remove existing image will delete it and
Replace with new image, which allows you to change the photo with a new one. If you want to
change the photo, select the replace with new image radio button.
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12. This will enable the choose file button. You can use this button to upload an image from your
device. Then click save. This will change the photo for that library location.

Contents
£ Edit

@ View

°L. State:

% Actions

5 Manage portlets

© 09/17/2024 10:48:00
AM

Sharing

Jefferson Hulbert

13. Remember to save every time you make a change so that no information gets lost.
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14. To add a location rather than change an existing one, first select your admin button located near
the bottom left of the website.
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Presentation
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get your site functioning

Useful Links

ContactUs
The State Historical Society of Missouri
Wolfner Talking Book & Braille Library:

rary Location

Your Location m ~N

Your Location

Address
4118 FANNIN ST, Houston, TX
77004

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

Sunday - Closed

i M‘;fs"e"ﬁ'r'ﬁ(nubvary

SeRvices

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.




15. From here, you will want to navigate to the root folder content.
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16. Once there, you will want to navigate to Our Locations & Hours.
2 Our Locations & Hours

The exact location may vary depending on how you set up your site, but as an example, it is
located here on the standard template.
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17.

2 Our Locations & Hours
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20.

Once here, you will be able to fill out the location information, following the same guidelines as

editing the location information described above. Select save, and this will create a new location

item.
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21. Once the item is ready, you will need to change its state to publish. To change its state, you will
need to locate the state button on the left side of the screen while you still are on the new

i ’ i
location’s item.
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22.

Change the state from private to published by selecting the state button, then selecting publish
from the menu.

-
i}

=5 Contents " .
: SL;OUD we Missouri Standard Template 24
| Edit &7

[© View
Homea Servicesw  Catalog E-Books/E-Audio Calendary  Online Resourcesy  Programsy  AboutUsv  ContactUs

L. State: State:

& Actions + Publish «

== Manage portlets + Publish for Staff

& Hours / Example Library

= + Advanced...
(© 09/17/2024 12:40:51

PM

© info: Item state changed.

52, Sharing

Example Library

LIBRARY CATALOG

@ATcachingBooks‘ Example

for Libraries

Upcoming Events

Your Libr Locatis
Christmas: Library Closed EMAIL US ‘our Library Location
m m 12:00 AM Example@thisisafakeemail.ccom

Displaying a Location on Your Portlet
23. If you want this location to be displayed on your portlet, the easiest way to do this is to go to

your homepage. Use the breadcrumb located under your navigation bar.
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24. Select Home to go back to the homepage.

Home
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25. From here, you will need to select manage portlets located on the left side of the screen
underneath Display.

5 Manage portlets ’

O
mn
—

e PLOUD = Missouri Standard Template 24
£ Edit ém-agy

Contents

View

Home Servicesy  Catalog E-Books/E-Audio Calendarv  Online Resourcesy  Programsv  AboutUsvy  Contact Us

[+] Add new...
- Search Site

L. State: Enfold Decumentation Folder

w Display
5 Manage portlets .
Homepage

82 Sharing

(fottes Welcome to Ploud LIBRARY CATALOG

ITAL HERITAGE

Ploud is designed to connect your patrons to your library's web presence.

@QTCBCM%BOO“ Ploud Features

o m
Allow you to add content in a what-you-see-is-what-you-get environment

Powerful editing tools

Upcoming Events

Mosaic- Ploud6 introduces a new editor with easy-to-use drag-and-drop features.

+ Events Your Library Location
Christmas: Library Closed N
Add your library events in Ploud
25 12:00 AM - Enter an Event and it automatically displays in the calendar
e - Reoccurring events Your Location w ~
- Event Registration
* News
New Year's Day: Library Closed Post library rules and other important information using the News function

12:00 AM Portlets
Jefferson Hulbert Add a left, right, and footer portlet. Portlets are great for adding third-party widgets. Quickly

26. The option you select depends on where your location portlet is. In the standard template it is
with the right columns portlets
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Home Servicesy  Catalog E-Books/E-Audio Calendar v Online Resources v Programs v AboutUsy  Contact Us

Search Site

Enfold Documentation Folder

B Manage portlets Manage portlets

+ All. o .

Footer
Sharing

Left column

2773 Welcome to Ploud LIBRARY CATALOG

+ Right cnlumn‘ HERITAG
Ploud is designed to connect your patrons to your library's web presence.

\ TeachingBooks®
Q—’\g for Libraries PlOUd Features MY ACCOUNT

* Powerful editing tools
Allow you to add content in a what-you-see-is-what-you-get environment

Mosaic- Ploud6 introduces a new editor with easy-to-use drag-and-drop features.
* Events Your Library Location
Christmas: Library Closed
Add your library events in Ploud

25 12:00 AM - Enter an Event and it automatically displays in the calendar
e - Reoccurring events Your Location m ~

- Event Registration
* News

Jefferson Hulbert New Vear's Day: Library Closed Post library rules and other important information using the News function

13ge- &

If you are unsure which column your portlet is, you also can select all.

Welcome to Ploud LIBRARY CATALOG

Contents

HERITAGE
& Edit Ploud is designed to connect your patrons to your library's web presence.

‘L. State: Upcoming Events

Mosaic- Ploud6 introduces a new editor with easy-to-use drag-and-drop features
< Display R L * Events
. Add your library events in Ploud

\)\ TeachingBooks Ploud Features

for Libraries

- Powerful editing tools

B A Allow you to add content in a what-you-see-is-what-you-get environment

3 Manage portlets Manage portlets - Enter an Event and it automatically displays in the calendar

. Al « - Reoccurring events Your Location @ ~

09/13/2024 4:29:39 PM - Event Registration

Footer * News
. Sharing Post library rules and other important infermation using the News function
Left column + Portlets

Add a left, right, and footer portlet. Portlets are great for adding third-party widgets. Quickly
add portlets such as a calendar and location, events and news widgets

Right column

Presentation

Several themes are available to chose from
Memorial Day: Library Closed

26 12:00 AM

MAY

Each theme has a selection of color palettes to chose from Your Location

H Address
Get Started and Iogln 4118 FANNIN ST, Houston, TX
Before you start exploring your newly created Ploud Library site you will need to log in. At the 77004

BT EroETED bottom of the page select the login link and log in with the credentials Enfold assigned to you

Phone Numbers
(123) 1234567

Hours.

' .
Example News Item B Let's Get started! Enter your hours of operation here
Apr 03,2024 Now that you are logged in follow this link to obtain important information on how to work with Monday - Friday 9:00 Am - 6:00 PM
_ your website and learn how to get help in developing your site. Along with important first steps to Saturday 11:00 Am - 5:00 PM
Jefferson Hulber! aetyour site functioning.
psi/ portlets?_: Sunday - Closed

With either selection, you will see an info box in the middle of the screen.
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« PLOUD = Missouri Standard Template 24

Home Servicesy  Catalog E-Books/E-Audio Calendary  Online Resourcesy ~ Programsy  AboutUsv  ContactUs

. -

Enfold Documentation Folder

Manage portlets for “Homepage” Oterprte mansgers..

Return

Info
You are managing the portlets of the default view of a container. If you wanted to manage the portlets of the container itself, go here.

plone.rightcolumn
Manage Right Column Portlets

Add portlet.. v

Block/unblock portlets
Parent portlets:

Do not block v

Search for Library Materials

To ensure you are making the changes on the right level, select the go here option inside this
blue box

Info
You are managing the portlets of the default view of a container. If you wanted to manage the portlets of the container itself, go here.



28. This will bring you to one of two menus. This is the menu for the right portlets.

Search Site =

Enfold Documentation Folder

Home

Manage portlets for “Missouri Standard Template 24" Ot portiet managers..

Return

plone.rightcolumn
Manage Right Column Portlets

Add portlet...

Portlets assigned here

Search for Library Materials
Your Library Location

BEE

Block/unblock portlets

Parent portlets:

Do not block

Group portlets:
Jefferson Hulbert » Use parent settings o -

29. If you selected all. it will look like this
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ot PLOUD = Missouri Standard Template 24

Home Servicesy  Catalog E-Books/E-Audio Calendary  Online Resources v Programsv  AboutUsy  ContactUs

Enfold Documentation Folder

Manage Right Column

Manage Left Column Manage portlets for “Missouri

Portlets » Portlets
Standard Template 24
Add portlet... v Add portlet... ~
Return
Portlets assigned here Portlets assigned here

The portlet columns will first display portlets explicitly assigned in this context. Use the buttons Search for Library Materials

on each portlet to move them up or down, delete or edit them. To add a new portlet, use the drop-

down list at the top of the column. E]E]
boxes. Portlets that are included by these categories are shown below the selection box.
Your Library Location

If you wish to block or unblock certain categories of portlets, you can do so using the drop-down
[

Block/unblock portlets

Parent portlets:

O ootk .
Jefferson Hulbert
rann nartlate: w




30. In either menu, you will want to select the Your Library Location text.

Search Site -

Enfold Documentation Folder

Home

Manage portlets for “Missouri Standard Template 24" Other portiet managers..

Return

plone.rightcolumn
Manage Right Column Portlets

Add portlet... v

Portlets assigned here

Search for Library Materials

Your Library Location s

BiS

Block/unblock portlets

Parent portlets:

Do not block ~

Group portlets:
Jefferson Hulb Use parent settings v

O

i
est. PLOUD 208 Missouri Standard Template 24

Home Services v Catalog E-Books/E-Audio Calendarv Online Resources v Programs v About Us v Contact Us

Enfold Documentation Folder

Manage Right Column
Portlets

Manage Left Column

Manage portlets for “Missouri
Portlets

Standard Template 24"

Add portlet... v Add portlet... ~
Return

Portlets assigned here Portlets assigned here
The portlet columns will first display portlets explicitly assigned in this context. Use the buttons Search for Library Materials
on each portlet to move them up or down, delete or edit them. To add a new portlet, use the drop-
E]E] down list at the top of the column. E]
If you wish to block or unblock certain categories of portlets, you can do so using the drop-down
boxes. Portlets that are included by these categories are shown below the selection box. ) )
Your Library Location ‘
B

Block/unblock portlets

Search for Library Materials

BI

Parent portlets:

Do not block v

2, Jefferson Hulb

Grann nartlate:

31. Once here, you should see your new library location on the left side in the middle.



Missouri Standard Template 24

Home Servicesy  Catalog E-Books/E-Audio Calendary  Online Resourcesy  Programsy  AboutUsvy  Contact Us

Search Site

Enfold Documentation Folder

Edit Library Locations Portlet

This portlet displays a navigation tree.
Title

Your Library Location

Optionaltitle to be used for the portlet

Locations

Example Lbrary . % .

Select the locations that are going to be shown in the portlet.

Jefferson Hulbert »
' .t [} L B | x N

32. To import it into the portlet, you’ll need to select the location you want to add and then select

the right arrow button located by your new library location.
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est. PLOUD 2018

. Missouri Standard Template 24
-Q(Mxmy

Home Servicesy  Catalog E-Books/E-Audio Calendary  Online Resourcesy  Programsy  AboutUsy  ContactUs

CXTE. -

Enfold Documentation Folder

Edit Library Locations Portlet

This portlet displays a navigation tree.
Title

Your Library Location

Optional title to be used for the portlet

Locations

Example Library = ‘Your Location -

Select the locations that are going to be shown in the portlet.

Save | Cancel

2 Jefferson Hulbert b

33. Select save.
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e PLOUD 28 Missouri Standard Template 24

Home Servicesy  Catalog E-Books/E-Audio Calendary  Online Resourcesy  Programsy  AboutUsvy  ContactUs

Enfold Documentation Folder

Edit Library Locations Portlet

This portlet displays a navigation tree.
Title

Your Library Location

Optional title to be used for the portlet

Locations

Your Location

Example Library

Select the locations that are going to be shown in the portlet

| Save  Cancel
2, Jefferson Hulber
' e L P IR | : ]

34. Go back to the homepage to check if your library location has been added.

Upcoming Events

Mosaic- Plouds introduces a new editor with easy-to-use drag-and-drop features.

Christmas: Library Closed * Events Your Library Location
risimas: Lorary Lose Add your library events in Ploud
25 12:00 AM - Enter an Event and it automatically displays in the calendar
- Reoccurring events Your Location @ v
=Y - Event Registration
+ News Example Library A
New Year's Day: Library Closed Post library rules and other important information using the News function
12:00 AM + Portlets
01 Add a left, right, and footer portlet. Portlets are great for adding third-party widgets. Quickly
JAN add portlets such as a calendar and location, events and news widgets
¢+ Presentation E l
Several themes are available to chose from dep €
Memorial Day: Library Closed Each theme has a selection of color palettes to chose from
26 12:00 AM
Get started and login
MAY Example Library
Before you start exploring your newly created Ploud Library site you will need to log in. At the
Past events Futture svents. bottom of the page select the login link and log in with the credentials Enfold assigned to you Address
I e N/A, Not real, Fake
Ls
_ PthE Numhers
F-HE-RER-FAERR
1
Exarmple News ftem i Let's Get started! e
Apr 03, 2024 Now that you are logged in follow this link to obtain important information on how to work with 24 Hours per day
your website and learn how to get help in developing your site. Along with important first steps to
get your site functioning.

Location Useful Links

Enter the footer location here Contact Us

Mh"?gvu?ﬁ..ubrary
SERNCES

The State Historical Society of Missouri This project is supported by the Institute of Museum and
Wolfner Talking Book & Braille Library 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.
Jefferson Hulbert




35. You can also reorder the library locations if you like to do so. Go back to the Manage Portlets
menu (steps 23-31). Select the library location on the right side and then select either up arrow
or down arrow relative to the placement you want on the list.

Ein

O
m
est. PLOUD 2018

. Missouri Standard Template 24
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Home Servicesy  Catalog E-Books/E-Audio Calendary  Online Resourcesy  Programsvy  AboutUsv  ContactUs

Enfold Documentation Folder

Edit Library Locations Portlet

This portlet displays a navigation tree.
Title

Your Library Location

Optional title to be used for the portlet

Locations

= Your Location 4 ‘

. Example Library

Select the locations that are going to be shown in the portlet.

2 Jefferson Hulbert »
-

36. If you want to remove a location from your portlet, you can select it from the list and then select

the left arrow button near the box that says locations.

Missouri Standard Template 24

Home Servicesy  Catalog E-Books/E-Audio Calendar v

Online Resources ¥~ Programaw  AboutUsy  Centact Us

=]

Enfold Documentation Folder

me

Edit Library Locations Portlet

This portlet displays a navigation
Title

Your Library Location

Locations

- Vour Location 1
Example Library




37. Click Save once done.

Things to Note

38. Remember after every change you make, select save to ensure you don’t lose anything.

39. If you want to completely remove a library location and are not comfortable with removing the
block on deletion yourself, please contact the Missouri State Library or Enfold.
40. The email field also will not show up in the portlet, but it will show up in the location item.

41. This tutorial was designed with using a desktop screen in mind. Thus, it might be more difficult
to follow along using a mobile device to make these edits.

Other Ways to Get to the Location Items

1. If you do not have this portlet on your page, you can still find these items by going to your
Reset Folder Contents. This is located in your admin menu on the bottom left of the

website.
«l
B3 Contents
£ Edit
@ View
°f, State:
& Actions

5 Manage portlets

© 09/17/2024 9:37:36 AM

£ Sharing

& Jefferson Hulbert 3

Example News ltem
Apr 03, 2024

Jefferson Hulbert
3 Site Analytics
onfigure an emergency message
0 Theme Changer
@ Gethelp
2 Preferences
& Site Setup
oot Folder Contents ‘
) Site configurations

[ Log out

Fax number

Email
libraryEmail@mysite.com
Hours
Insert  Table

@ 3 <> I, [ Insertimage = Paragraph

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 #####, Houston, TX, 77004

text/html

Description
Insert  Table

® 3 <> T, [ Insertimage = Paragraph

a cool library for cool people

12pt

12pt

POWERED BY TINY

~

(123) 1234567

Hours
Enter your hours of operation here

Monday - Friday 3:00 Am - 6:00 PM
Saturday 11:00 Am - 5:00 PM

Sunday - Closed
Mailing address

PO BOX ####4#, Houston, TX, 77004

2. Once there, you will want to navigate to Our Locations & Hours. The exact location may vary
depending on you set up your site, but as an example, it is located here on the standard

template.

2 Our Locations & Hours




by admin

Contents

— last modified Sep 16, 2024

I

0 ‘ { 12 Rearrange ]

[;Up\oad ] ‘ X

[5[o]a]«]

[ag)
Title
[#] Add new...
% Actions
7 Services
< Display
£ Catalog

B Manage portlets

(© 09/16/2024 4:19:27 PM

£ Calendar
82, Sharing

03 Programs

£3 About Us

£ Site Assets (o o

£ E-Books/E-Audio

£ Online Resources

3 Contact Us

2 Our Locations & Hours (B e I «

£ Enfold Documentation Folder B

Last modified

Feb 29,2024,11:21:34 AM

Mar 19, 2024, 1:28:00 PM

Mar 20, 2024, 10:40:09 AM

Sep 16, 2024, 3:59:48 PM

Aug 22,2024, 11:24:37 AM

Mar 28, 2024, 2:05:38 PM

Sep 5, 2024, 417:00 PM

Mar 4, 2024, 4:24:34 PM

Mar 1,2024, 1:10:40 PM

Sep 13, 2024, 4:23:29 PM

Apr 2, 2024, 12:32:30 PM

Publication date

Mar 7, 2024, 3:34:52 PM

Mar 19, 2024, 1:06:38 PM

Mar 19,2024, 1:08:13 PM

Feb 29, 2024, 12:31:27 PM

Mar 5,2024,3:10:17 PM

Mar 19, 2024, 1:55:39 PM

Mar 4, 2024, 3:35:42 PM

Mar 1, 2024, 1:08:50 PM

Search

3. From here, there will be a list of locations. Select the location you want to edit using its text.

[+] Add new...
I, State:
& Actions

M

5 Manage portlets by admin

< Display

Enfold Documentation Folder

ssouri Standard Template 24

— last modified Sep 16, 2024

) 09/13/2024 4:23:29 PM

(-]

‘ i= Selected 0 ‘

[ |2 Rearrange ]

5]

[ 1, Upload ] | ¥

i : E

[o]e]e]

2 Sharing

Assign password Title

.:n’

8 Jefferson Hulber

2 Your Location

'}/ Our Locations &amp; Hours

Last modified

Show: 15 30 50 250 Page:1of 1shown

Location

Enter the footer location here

Sep 17, 2024, 9:37:36 AM

Publication date

Feb 29, 2024, 4:26:25 PM

Useful Links

Contact Us
The State Historical Society of Missouri
Wolfner Talking Book & Braille Library

Review state

published

.

‘

Review state Actions
published e ="
published @7 =
published e ="
published @7z
published @z
published @7z
published @z
published o7 =
published o=
published o=
private 7=
Search Site
Search
Actions
[N
Mu"?e"fv‘ﬁﬂubravy

SERVICES”

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.

4. Then, you'll be able to follow the steps for editing the location from there (starting back at

Step 3 link below).

the steps for editing the location




