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Publishing—How to be Accessible Compliant 
 

 
Formatting 

 
No italics or underlines 
No tables 
All text must be left aligned (no centering) 
 

 
Headings 

 
All headings should fall in order of H1, H2, H3 (large to small). The title on the page is automatically set to 
H1. In this example you’ll see that the subheadings are set to H2, and the subheadings within the H2 
section are set to H3. 
 

 
 

 
If you are using a Master Page table format for your page, the page title is automatically set to H1, and 
each cell title is automatically set to H2. You would then use the H3 heading for subheadings within each 
cell. 
 
Example:  
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Links & Linked Documents 

 
A link should have context to be understandable. Don’t simply use Read more, View now, Learn more, 
etc. Every link should answer the question, “If I look at the text of my link do I know where I am going?” 
 
If there are multiple languages, simply stating “Spanish” or “SP” and linking that word is no longer 
acceptable. 
 
Example: 

 
 
We also need to add an Advisory Title to every link—this will allow users to “hover over” any link for 
accessibility information as well as allow a screen reader to detect what exactly the link is to. Each 
advisory title for a link should begin with “Link to”. 
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The formatting options to use in this field are as follows:  
 
When linking to an external site (including other Sodexo_Net countries pages):  
Link to Sodexo LINK (new window) 
 
For the French pages: Link to = Lien vers; New window = Nouvelle fenêtre 
Example: Lien vers Sodexo LINK (nouvelle fenêtre)  
 
When linking to an internal Sodexo_Net page: Link to Food Safety page 
French translation: Lien vers la page Salubrité Alimentaire 
 
When linking to an email: Link to NorAm Communications email (new window) 
French translation: Lien vers le courriel de NorAm Communications (nouvelle fenêtre) 
If the email begins with a vowel use: Lien vers le courriel d'April Woodruff (nouvelle fenêtre) 
 

 
If a link contains a file it will need to state the file type and size. Use the abbreviations PDF, PPT, XLS 
or DOC and round to the nearest whole number. For example, if linking to the Employee Value 
Proposition poster PDF, the field would state:  
Link to Employee Value Proposition poster (PDF, 194 KB, new window) 
 
If the file is in another language, include the language in the parenthesis: (Spanish, PDF, 194 KB, new 
window) 
 
Examples:  
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Images 
 
There are three types of images: Informative, Decorative and Complex 
 
An informative image will need to have the text typed in the Alternative Text field under Image 
Properties. Begin each alternative text title with the word “Graphic:” 

 

 
 

This field can hold up to 80 characters. If the graphic’s text exceeds that, list this information under the 
image and leave the alternative text field blank. 
 
Example: (compare to Image Properties image above) 
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A decorative image adds visual appeal. It’s best not to have text, but is okay if it’s simplified and doesn’t 
need repeated. 
 
Example: This is one that when made compliant, it lost some of the visual appeal because the same 
exact text was repeated. It was cleaned up to simplify its purpose and still made it appealing. 
 
For decorative images, leave the alternative text field blank. 

 

 
 

 
A complex image is an image with graphics, maps, charts, details, etc. All information in the image 
needs to be described beneath the image. The advisory title needs to state what the graphic is and that 
the description follows. 
 
When writing out the description below the image, please begin the sentence with “Graphic:” so the 
reader knows the text pertains to the above image. 
 
Example: 
 
Advisory Title: Graphic: Empowerment & Accountability Chart (detailed description follows the image) 
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Linking Images 
 
In the rare case you’d like to link an image: 
 
Add the alternative text to the image  
Then add the advisory title to the link 
All linked images must have text added below the image and contain the same link 
 
Example: 

 
 
 
Image alternative text: Graphic: Career Center Login button 
Link advisory title: Link to Career Center Login (new window) 

 

 
Buttons 
 
If you would like to do buttons and can read HTML, use the following source code (you’ll need to change 
the URL, text and advisory title): 
 
<p class="block-btn" style="text-align:center"><a class="btn btn-primary" data-referencedlink="false" 
href="/cms/{mode}/{lang}/sites/sdxnet-ghq/home/hr-center/compensation-benefits/compensation.html" 
style="color: white;" title="Link to Compensation page (new window)">Compensation</a></p> 
 
Example: 
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Quotes 

 
All quotes should be displayed in the Jahia quote component. 
 
Example: 
 

 
 
 
Videos 

 
All videos must contain subtitles, closed captioned or a linked transcript. 
 
If there is not already a descriptive sentence about the video to link the video to, please place a 
sentence similar to this before the video: Watch the video (insert video title) or read the video 
transcript. And don’t forget the advisory title! 
 
*Only use “or read the video transcript” as needed. 
 
Example: 
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For pre-existing videos that are awaiting a compliant version, please place the following sentence 
beneath the video: For accessibility issues with the video please contact NorAm Communications. 
 
 

Mobile View 
 
Check your work in mobile view. Use the icon found in the bottom left of the edit screen in Jahia. Edit 
pages as needed if they are unable to be viewed and read correctly. 

 
 
Word, PowerPoint, Excel 
 
When creating something in Word, PowerPoint or Excel, use the Check Accessibility button under the 
Review tab. 
 

mailto:communications.noram@sodexo.com
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If your version does not have the button, type “Accessibility Checker” in the “Tell me what you want to do” 
box. 
 

 
 

Note: Other applications such as In Design, Photo Shop, Acrobat all have built in Accessibility Checkers – 
please refer to your source for help using these applications. 
 

 

Sodexo Style Guide 
 
And as always, please make sure to follow our previous guidelines when publishing. 
 
Below is a quick list of the main ones that affect publishers: 
 
All caps: Only use all caps for an abbreviation (ACE), not for emphasis 
 
Ampersand: Resist the impulse to replace and with &. Use the & when it is part of an organization’s 
name: Sports & Leisure. 
 
Bullet points: Bullets generally don’t need a period at the end. The bullet structure makes it clear that 
one thought has ended and another has begun. Try to limit bullets to one simple statement—use 
subbullets if necessary. Use parallel construction for bullets—start all bullets with a verb or a noun—don’t 
mix styles. 
 
Click here: Avoid using these words. Reword the sentence to flow better and hyperlink the appropriate 
areas. Example: Click here to view the upcoming events. Reword to: View the upcoming events. 
 
Commas (,): Do not use a comma before and/but/or in a simple series. (Example: I love bananas, apples 
and strawberries.) 
 
Dates: When a date includes the day, month and year, set off the year with commas: The event will be 
Jan. 17, 2014, in the courtyard. When a date includes only the month and year, do not separate with 
commas: December 1990 was a cold month. When a date includes the day, abbreviate Jan., Feb., Aug., 
Sept., Oct., Nov., Dec. Avoid using st and nd following a date: The event will be held Sept. 2. If no date is 
included, then always spell out the month. My birthday is in April.  
 
Dashes: Use the em (the long dash) to denote an abrupt change in thought or an emphatic pause: I will 
buy a new car—if I get a raise. Do not put a space on either side of an em dash. Use the en (the short 
dash) in place of a hyphen for separating information. From 7 – 11 a.m. Put a space on each side of an 
en dash. 
 
eBulletin: Do not capitalize the e at the beginning of a sentence: eBulletins are sent out to nearly 23,000 
management employees. 
 
ecard: Not eCard. Do not capitalize at the beginning of a sentence. 
 

https://us.sodexonet.com/files/live/sites/sdxnet-us/files/News/Sodexo-Guide-to-Style.pdf
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email: Not E-mail or e-mail. Do not capitalize at the beginning of a sentence 
 
Exclamation point (!): Use very sparingly. The exclamation point is reserved for informal writing. It is 
placed inside the quotation marks when used in quoted material. Do not use a comma or period after an 
exclamation in quoted material: “Stop!” she yelled. 
 
Fiscal Year: Sept. 1, 2018, through Aug. 31, 2019 = FY19. The Fiscal Year for Sodexo is always Sept. 1 
through Aug. 31. It can be written as fiscal year 2019, FY2019 or FY19. FY19 is preferred for charts, 
headlines or an audience who is very familiar with the concept (finance, DMs+), while fiscal year 2019 is 
preferred for general audiences. 
 
Numerals: Avoid referencing a numeral twice. Wrong: I ordered two (2) calculators. Right: I ordered two 
calculators. Spell out one through nine and use numerals for 10 and above. Exceptions: Use numerals at 
the beginning of a sentence or in casual uses: A thousand times no. Twenty-three students interned this 
summer. Use numerals with million or billions: there are 1 million people in the metro area. See AP 
Stylebook for more examples. 
 
Period (.): Put one space between periods and the following sentence. 
 
State names and abbreviations: Spell out the names of the 50 U.S. states when standing alone. Use 
postal abbreviations with city names: Kansas City, MO. Four states are legally commonwealths, not 
states: Virginia, Kentucky, Massachusetts and Pennsylvania. 
 
Telephone numbers: Do not put “1” in front of the area code. Use dashes to separate numbers, not 
spaces or periods: 301-987-4200. If extensions are given: x44465. Avoid wrapping telephone numbers 
from one line to the next, or breaking them within text. The numeric equivalent must be listed when using 
vanity phone numbers—855 SodexoHR (855-763-3964)—immediately following in parenthesis. With this 
format, phone numbers on Sodexo_Net will be linked and users of mobile devices or any Skype user can 
click to call. 
 
Time: Use numerals like 2 p.m. or 7 a.m., except for noon and midnight. Avoid the repetitive 12 noon or 
12 midnight. Either midnight or noon is sufficient. For U.S. times, use the abbreviation: ET CT, MT, PT. 
Generally, times are expressed in Eastern Time (ET). Do not specify Standard or Daylight time (EST, 
CST, MST or PST or EDT, CDT, MDT or PDT) unless it’s important for understanding. When expressing 
a time range, you do not need to repeat a.m. or p.m. The meeting will be from 2 to 3 p.m. The meeting 
will be from 10 a.m. to 2 p.m. 
 
Underline: Only a hyperlinked word or phrase is underlined. 

 


