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It’s Easier than You Think! 

Using HTML codes to make your One Voice Network online notices look catchier
HTML codes sound scary. But they are nothing more than little abbreviations, tucked inside angled brackets. They tell a website how you want your text to look. And by knowing just a few of them you can lay your notice out smartly, just like a web professional.

On our website, you can use HTML codes in the part of the notice-creation page where you put the full details of your notice. Just tick the box that says ‘Use HTML’. 

In this document you’ll learn how to use five codes. At the end of page two there’s a handy quick list of codes.

1 Break your text up into paragraphs

It’s easier on your reader’s eye if there are spaces between paragraphs. To achieve this just put



<p>

at the beginning of each paragraph.

And close each paragraph with



</p>

4 Make headings

At the beginning of your heading write



<h3>

At the end of your heading write



</h3>

On the One Voice website, this will give you larger, blue text for your heading.

3 Bold text

At the beginning of the text that you want to make bolder, write



<strong>

At the end of it write



</strong>

4 Make a bullet list

To do this, you need to tell your computer two things. First tell it ‘I want to make a bullet list’ by writing



<ul>

at the beginning of the list. Then, for each of the items on the list you have to tell it ‘this is a list item’ by writing



<li>

at the beginning of the list item. 

At the end of each list item, you have to tell it that the item has ended, by writing



</li>

And then at the end of the whole list, you have to tell it that the list is finished, by writing



</ul>

Here’s an illustration:

If you were to write



Shopping list



<ul><li>Bacon</li>



<li>Eggs</li>



<li>Cheese</li></ul>

You would get:

Shopping list

· Bacon

· Eggs

· Cheese

5 Make a numbered list

Once you know how to make a bullet list, a numbered list is easy: just use



<ol>

at the beginning of the list instead of <ul>. And don’t forget to close the list at the end with 



</ol>

instead of </ul>

(If you want to know, ‘ul’ stands for ‘unordered list’ and ‘ol’ stands for ‘ordered list’.)

Two things to remember before you start

· Use html codes just in the ‘details’ part of the notice-creation page. You need to tick the box marked ‘use HTML’ 
· Codes must go at the beginning and at the end of every piece of text that you want to use them on, just like quotation marks must go at the beginning and the end of a quotation. The code at the end always has a slash in it, eg </p>
Quick list of codes

Paragraph:



<p> (with </p> at the end)

Bullet list:



<ul> (with </ul> at the end)

Each item on the bullet list:
<li> (with </li> at the end)

Numbered list:


<ol> (with </ol> at the end)

Each item on the numbered list: <li> (with </li> at the end)

Headings:



<h3> (with </h3> at the end)

Bold text:



<strong> (with </strong> at the end)

