
Required training for contributors of www.cabq.gov

Web Tra ining 2025  

http://www.cabq.gov/


Erika Eddy, Ann Gleason, Jonathan Sadler

WebTeam@cabq.gov

Please contact us anytime with any questions or ideas! 
We prefer to support you from the start of your project.
We are happy to help you with any questions big or small.



Agenda
• www.cabq.gov Overview

• Annual Training Purpose & Our Responsibility to All Users
• Web Content Accessibility Guidelines - Overview & Screen Readers

• WCAG – PDFs, Alt Text, Plain & Robust Language, Formatting, Links
• Link Formatting & Content
• Decisions Based on Data

• Google Analytics & Crazy Egg
• User Behavior Overview
• What makes the site?

• Section Blocks, Page Formatting
• Resources & Knowledge Base



We b Te am Formatting 
Knowle dge  Base

Link to Web Team 
Training and 
Resources

https://sharepoint.cabq.gov/dfas/isd/WebTeam/_layouts/15/start.aspx#/


Knowle dge  Base  Example s

• Contents view
• Documents – adding, deleting, 

replacing, WCAG
• News & event items
• Folders
• Writing Guide
• Design: Icons, boxes, buttons, images, 

maps, textboxes, forms, custom URL
• Languages in their language

• All Digital Engagement Team 
Resources

• Boards & commissions
• How to cache
• documents.cabq.gov password
• Images - Banner 
• Images – Alt text, Banner images
• How to login and password



We b Te am Conte nt 
Knowle dge  Base
• Plone Cheat Sheet
• Writing Guide
• Basic formatting
• Languages in their language

www.cabq.gov/website

Note: new time format for am and pm

http://www.cabq.gov/website


All Digita l Engage me nt Re source s
• Webforms - Webform with custom fields 

submitted to City Outlook. 
• Survey Monkey as another option, managed 

by DTI www.cabq.gov/servicedesk
• Custom URL - Custom URL beginning with 

www.cabq.gov ex. cabq.gov/youth-
connect/one-albuquerque- youth-job-
volunteer-fair/one-albuquerque-youth-job-
volunteer-fair to cabq.gov/jobfair

• QR Codes
• MailChimp - Enterprise email sending platform 

for all City departments

• FreeABQImages.com - High quality, license 
free, local images and videos.

• OneABQ Media YouTube - Video Hosting for 
Sharing. 

• OneABQ Promo Files Access - One ABQ 
Logos, PPT, Letterhead, Brand Guide. 

• Website Icons - Icons that match CABQ 
branding cabq.gov/assets

• Analytics for cabq.gov - Google, Crazy Egg, 
Pixels

• Google Maps for Website - Create a Google 
map with pins 

http://www.cabq.gov/servicedesk
http://www.cabq.gov/
http://www.cabq.gov/youth-connect/one-albuquerque-youth-job-volunteer-fair/one-albuquerque-youth-job-volunteer-fair
http://www.cabq.gov/jobfair


Ove rvie w
Your Powe r to  Re ach Thousands

• The website had 14.4 million+ page views 
and 3.9 million+ users calendar year 2024

• Think of the website as another tool in 
your tool box to reach all audiences.

• SEO
• Mobile

Your Support
• webteam@cabq.gov
• DTI Support Desk
• Web Team Training and Resources: 

tutorials found on eWeb.

https://www.cabq.gov/technology-innovation/city-of-albuquerque-service-desk
https://sharepoint.cabq.gov/dfas/isd/WebTeam/_layouts/15/start.aspx#/


Annua l Tra ining Purpose
The website is a lot of varied information from 
many content experts. It is essentially many 
websites in one.

We  re quire  ce rta in s tandards  across  the  
we bsite :
• To keep the very wide variety of information and 

services accessible to all users.
• Because users have expectations of how an 

official government website should look and be 
used.

• To help users more easily find information.
• To stay in compliance with Federal website 

requirements.



Our Re sponsibility to  All Use rs
Accura te : a ll information must be  up-to-
da te ! 

Outdated information is found first. 
Folks will find your outdated PDFs, 
pages, images … everything. Remove or 
update information regularly.

Public: a ll curre nt public information, or 
how to  re ce ive  information from the  City, 
should be  pos te d to  the  we bsite .

Acce ss ible : Must be  acce ss ible  to  a ll use rs  
no matte r the ir phys ica l ability or de vice  
the y use .



WCAG – Ove rvie w
Equal e xpe rie nce  for a ll

Web Content Accessibility Guidelines is the 
equivalent of ADA compliance for websites. 
WCAG compliance is federally required.

• Equal experience for a ll
• Function over form
• Tools overview

Screen Readers, more
Alternative Text
Language - Plain & Robust
Format



WCAG – Scre e n Re ade rs

• Screen readers convert content to synthetic speech.
• Information must be presented in linear order, brief, 

and not redundant.
• Finding, navigation & orientation

Think WebCrawlers like chatbots, siri, google seo – the 
things we use to make the site more accessible also 
helps everyone

The  most acce ss ible  information will a lways  be  te xt 
on a  page !

HTML first



WCAG – PDFs
We have more than 12,000 PDFs on the 
website.

Do you need a PDF?
• A PDF is for or printing, otherwise use text 

on a page.

PDFs have to have the same formatting 
structure as a webpage. 

99% of PDFs a re  unusable  to  anyone  us ing 
an ass is tive  de vice .

Every PDF will need to be updated or 
converted to: 
• Text on Page
• Fillable Form
• Accessible PDF

Ask us about a template! 



WCAG – Alt Te xt for Image s
Eve ry digita l image  has  to  have  an Alt Te xt a ttribute

Alt Text Should:
• Conve y Me aning
• Be Accurate & Equivalent
• Be Succinct
• Not be Redundant 

• Null attribute – open and closed quotes (“”), 
Screen reader skips over image

• All text should be on the page

Ask yourself, if the image were deleted, what important 
content would be lost?

Null = “”



WCAG – Alt Te xt Che a t She e t
Photograph, Informationa l

Explain the meaning of the photo, in the 
context it is used, using one or two 
sentences.

Photograph, De cora tive
Name the photo or [“”]



WCAG – Alt Te xt Che a t She e t

Flye r
All meaningful text and 
description of meaningful visual 
elements must be included on the 
page or in the alt text.

Copy/Paste text from flyer 
creation process



WCAG – Alt Te xt Che a t She e t
He adshot

Name of person



WCAG -
Alt Te xt Che a t She e t

Graph, or Table
Provide overview of the table as alt text.

If more than two sentences needed, then the 
alt text must be provided on page – as a link 
to a separate page, as a table, or as text.

Still describe the general content of the 
image.



WCAG -
Alt Te xt Che a t She e t

Map
May be the most useful Alt Text that can be 
provided

Think of the map as extra



WCAG – Alt Te xt Che a t She e t

Logo 
Company name

One  ABQ Logo
One ABQ Logo in [color]

Icon
Should never convey meaning.
Name of icon or [“”]



WCAG – Alt Te xt Che a t She e t

Ne ws or Eve nt Ite m
Image meaning is probably on page.
Use caption as alt text.

List all events in a series using text 
on the page.



WCAG – Alt Te xt Re cap

Photograph, Informationa l
Explain the meaning of the photo, in the context 
it is used, using one or two sentences.

Photograph, De cora tive
Name the photo or [“”]

Logo 
Company name

One  ABQ Logo
One ABQ Logo in [color]

Icon
Should never convey meaning
Name of icon or [“”]

He adshot
Name of person

Ne ws or Eve nt Ite m
Description or provide image. Image meaning is 
probably be on page

Flye r
All meaningful text and description of meaningful 
visual elements must be included on the page or 
in the alt text.
Copy/Paste text from flyer creation process

Map, Graph, or Table
Provide overview of the table as text on page.
If more than two sentences needed, then the alt 
text must be provided on page – as a link to a 
separate page, as a table, or as text.
Still describe the general content of the image.

All Image s  Re quire  Alt Te xt - Conve ys  Me aning
Ask yourself, if the image were deleted, what important content would be lost?
Update existing images



WCAG – Pla in & Robust Language
Cle ar, Concise  & Common

Avoid jargon & idioms
8th grade reading level
Avoid extra words
Modified A.P. Style

Robust
Add all needed information.



WCAG – Formatting
This formatting is required, not optional 

• Logical Order
• Headers in order – as many as you need as 

long as they are in order and begin with 
Header 2

Header 1 is the Title of the page. 
Header 1 to header 2 is ok. 
Header 1 to header 3 is not.

• Bullets and numbering only used for lists. 
• Do not underline text, underlining is for 

links only.

See cabq style guide



WCAG – Links
Link Te xt

Link text should be meaningful 
when read out of context.

Links should be body text, never 
headers

Conte xt in Link
• Contact the Help Desk
• April 25, 2023
• Zoom link for next meeting

No Conte xt in Link
• Contact the Help Desk here.
• Learn more.
• April 25 
• https://cabq.zoom.us/j/81037XXXX

https://cabq.zoom.us/j/81037


Links  - Formatting
Link text needs to be highlighted then 
added, not copy and pasted from a 
document. This will break links!



Links  - Conte nt
All links must be internal, lead to .gov 
we bsite s  or a  dire ct partne r of the  
City.

The web team manages hundreds of 
broken links weekly.

We are not replacing google.

Most found of Broken Link Checker are 
news outlets and links on resources lists.



De cis ions  Base d on Data
What information do users want to find?

What information do you want to share?

What information are users finding?

Tools  
• Analytics – Google & CrazyEgg
• G4 for PDFs
• Formatting, content and wireframe – web 

team and PIOs
• User flow



Google  Ana lytics
• Current & Historical Data
• Bounce Rate
• Overall Numbers
• Number Of Clicks 



Crazy Egg Ana lytics
• Not Historical
• Scroll
• Taps
• Interaction on 

Page



Use r Be havior, Flow & Planning
Why Do Users Visit cabq.gov? People visit 
cabq.gov to get something done.

Knowing why users visit your site helps to 
determine how to organize your information.

Below is some of the most sought information on 
the website. It shows the task users want to 
accomplish and the tool they use to do it. Notice 
that it is not information about a service that is 
needed, but how to complete the task and 
answers to questions.

Task: ge t to  work, tool: bus  route s
Task: go to  the  zoo , tool: hours  & ticke ts
Task: build  a  porch , tool: submit a  pe rmit
Task: go for a  hike , tool: parking info
Task: adopt a  puppy, tool: vie w photos
Task: cle an up , tool: trash sche dule
Task: s tay he a lthy, tool: a ir qua lity re port



What Make s  the  Site ?
Formatting Tools
• Section blocks 
• User flow: navigation of folders and pages
• Wireframe: layout of pages
• Content: words, images, icons, buttons, boxes, 

lines, bullets, and numbering.

Function over form



Se ction Blocks
Se ction Blocks
• Serve as a table of contents 
• Can be added to any folder
• Must be created and edited by web team

Landing Page  
• Header image
• Text below department name
• SEO!



Page  Formatting
Columns
Image s
Boxe s
Buttons
Imbe dding

Coming soon … Accordions
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