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Checklist for
Content Creation

This guide provides content managers with a checklist of formatting items for
use when creating content for your website. These ten items are important for
accessibility compliance and will alleviate website accessibility flags from
Editorially and Aquia Optimize, allowing your pages to score higher.

Alt Text

e Provide useful alt text for non-text content. This helps to ensure that
non-decorative images, media, applets, and other non-text content can
be understood by users of assistive technologies.

e All images and video need alt text. Alt text should be short and
appropriate. Alt text may need to be long if the text describes charts or
maps. This ensures clarity and supports inclusivity for users with visual
impairments.

o If the image contains text, check if the text is decorative.

o If the text is not decorative, check if the text appears elsewhere in
the document content.

o Any text included in an image should either be provided in the alt
text (unless the image text appears elsewhere in the document) or
be purely decorative/redundant and not essential for understanding.

o If the image is decorative, use 'decorative' as the alt text, or put “”
(two quotes) in the field.

e Review Writing Tips for Alt Text Best Practices

e Alt Text Decision Tree



https://docs.google.com/document/d/1RdEKjnAKvD18j7D4yIg4Xq6CvNm46igyuNdgS62wEfk/edit?usp=sharing
https://docs.google.com/document/d/1RdEKjnAKvD18j7D4yIg4Xq6CvNm46igyuNdgS62wEfk/edit?usp=sharing
https://www.w3.org/WAI/tutorials/images/decision-tree/

Block Quotes

e When creating a "Quote," use the blockquote styling on the WSWYIG bar.
Using the blockquote styling will insert the quotes for you and tag them
in a way for the screen reader to understand this is a quote. Do not use
quotation marks. (")

e Review and confirm that the blockquote is associated with a quote and
is not used just for indentation. Open the page(s), find the text that is
inside the blockquote - confirm that the text is a quote.

Caption Videos

e Ensure visitors with certain audio and cognitive/learning disabilities can
enjoy your content.
e Utilize video captioning tools

Document Title

e Title describes the document.
o Is your document title unique? Not a duplicate? Does the title make
sense and is understandable?

Headers

e Use headers to structure content
e Headers should be descriptive and have a clear and understandable
name.

o Assess the headers to determine if each header accurately describes
the content that immediately follows it.

e Headers should all be formatted as h1, h2, h3, h4, h5. There should only
be one h1on a page.

o Do not use header styles for applying visual formatting only - Header
codes like the html tags <h1>, <h2>, <h3> etc. must not be used to
apply visual formatting to any text that is not a header.

e Headers should be in a hierarchical order - h1, h2, h3, h4, h5.

o In the content editor, you can view and hover over each of the
bolded words to confirm h4 follows an h3 and not immediately after
an h1or h2.

e Learn more about headings



https://dxtraining.iowa.gov/accessibility/accessibility-tips-social-media#utilize-video-captioning-tools
https://dxtraining.iowa.gov/content-types/how-do-i-basic-pages/example-basic-page#headings

Link Text

Link text should describe where the link will land when clicked.

Link text must always be unique (no two the same). Never use "Click
Here," "Learn More," "View Video." If link text is "Click Here," it is
considered suspicious by Google. Link text could be 'View Video of
Accessibility Training for MS Word,' or 'View Video of Accessibility
Training for PDFs.’

Create a Link | Digital Experience

List Items

List items should be formatted as a bulleted list (for general list items)
or a numbered list (for specific, usually shorter lists) that may require
steps or a stated number of things. Don’t use dashes or asterisks to
create lists.

List items must not be used to format text.

Basic Page Elements with Micro-content, Tables, Images, Headings,
Lists, and Remote Video | Digital Experience

Page Title

Write a unique page title. The HTML page title needs to be descriptive,

unique, short, and accurately reflect the content that appears on it.

o You can sort the Title column so you can see page titles in
alphabetical order. You can scroll through the list to see if you have
duplicate page titles or pages with very similar names. There should
be no duplicates. You should be able to easily understand what the
information is you will see on the page based on the title.

o Page title defines a title in the browser toolbar, provides a title for
the page when it is added to favorites, and displays a title for the
page in search engine results.

Content Quality Checklist | Digital Experience



https://dxtraining.iowa.gov/how-do-i-linking-internal-and-external-links
https://dxtraining.iowa.gov/content-types/how-do-i-basic-pages/example-basic-page
https://dxtraining.iowa.gov/content-types/how-do-i-basic-pages/example-basic-page
https://dxtraining.iowa.gov/style-guide/content-quality-checklist

Tables

Only use tables for data that fits in rows and columns and for
information that’s easier to see in a grid.

Tables should have captions to identify information in the table. The
caption appears above the table.

Use headings at the top of columns (and sometimes at the start of
rows) to tell people what the information is about. (For simple tables,
you can just use column headings.)

Learn about working with tables

White Space

Do not insert extra carriage returns or spaces to create extra white

space. Use caution when doing a copy and paste from MS Word as there

could be extra white space. Visually your eye can skip over extra white

space, but a screen reader may be forced to read blank character or

carriage returns as "carriage return, carriage return."

Do not use white space characters to create multiple columns or to

format tables in plain text content.

o Use tables for data that fits in rows and columns and for information
that is easier to see in a grid.


https://dxtraining.iowa.gov/how-do-i-tables
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