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Guide to Using Graphic Elements

Introduction

The objective of this guide is to provide information and helpful tips for creating graphics in Microsoft Word 2016.
Hopefully, it will give you all the guidance you need to create effective graphics. However, the Editing department
is always available to help.

Graphic Elements—When Should We Use Them?

We all love graphic elements. They can provide additional information to the reader and make a report look more
interesting. However, more is not always better! Using too many graphic elements can make the report look messy
and make the information hard to follow. The key question we should ask ourselves is this:

Is this graphic adding something important to the report?

* Let’s take a look at some examples:

During our audit period, 69% of the auditee’s revenue came from bake sales and 31% from snow

shoveling.

Revenue Sources

W Bake Sales Snow Shoveling

In this example, the chart illustrates information that is already in the body of the report. Readers don’t need the
same information twice. While the graphic may look nice, the information is much simpler and easier to read when
included within the text of the report.

During our audit period, the director of the Massachusetts Chocolate Regulation Board inappropriately used over
$3 million of state funds to purchase vehicles for himself and his employees, as detailed below:

Cars Purchased by Director

Car Make and Model Cost
Koenigsegg Regera $1,900,000
Mercedes-Benz SLR McLaren AMG 500,000
Aston Martin Vanquish Zagato 653,000
Total $3,053,000
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In this example, the table does provide additional details that are not included in the body of the report. However,
the information isn’t entirely relevant to the finding. Although it might be interesting to know the exact details, the
major point of the finding can be made by simply stating in the text that the funds were spent inappropriately on
vehicles.

The auditee had three different owners, as shown in the chart below.

1995: Founded by 2001: Purchased 2012: Purchased

Jimmy Novak by Bobby Singer by Sam Winchester

In this example, the graphic provides new information that is relevant to the finding. However, the same
information could be easily conveyed in the body of the report, making the information simpler and easier to
understand.

Creating Tables

Tables are one of the most common types of graphic that we use in our reports. They are effective because they
allow us to lay out detailed information in a clear and concise way. However, as we discussed in the first section,
we need to be careful not to use them when they aren’t really adding information to the report.

This first step will apply to tables, charts, and graphs. In Word, in the bar at the top of the page, click on the Insert
tab as pictured below:

a

Q. Share
Find =
“* B0 Y sembcepc | AaBbCeDe| AaBbCeDe AsBbCcD: AABBC 1. AaBl AaBbCc a. AaBl 2 Replace

= 1=- &H-0 - | BlockQu. | BodyTex.| BodyTew. BodyTex. Headingl Heading2 Heading.. 1 Headin. . Select -

Clipbaard 3 Fan ] Faragraph ] Styles . Editing ~

[Auditee Name|
DRAFT—SUBIECT TO REVISION

OVERVIEW OF AUDITED ENTITY

: = = L 4+ _100%
ﬁ —

Next, click on Table. A drop-down menu will appear. This drop-down will allow us to build a table with the number
of rows and columns that we need.
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Design layout References Mailings Review View Devel

Bi Cover Page - I-— 1 »
b } Store
[) Blank Page (mgF 2 Il 5. @
v Page Break Table Pictures (.Jnhne Shapes SmartArt Chart Screenshot & My Add-ins Wiki
i Pictures  ~ .
Pages Insert Table Add-ins
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3 Insert Table
-

| Draw Table

T@ Excel Spreadsheet
£ Quick Tables

* Note: Be sure to take into account header rows and total rows, if they are needed.

Drag the mouse to highlight the appropriate number of cells. Clicking in the bottom-right cell you’ve highlighted
creates the table:

File Home (DB Design Layout Ref e
B Caver Page * — ) [add ) ™ 1 I G @sos W ,,, Hyperlink + 1 [ Header~ A—| [E] Quick Parts
[ Blank Page e = = - ¥ Bookmark |] Footer - A WordArt -

ol = .
\lpageBreok 126l Pictures Online Shapes SmartArt Chart Screenshot | gy add-ins - Wikipedia Ccross-reference ™™™ [ page Number+ 1
- Pictures - - ; 22 Box *
Pages 2x7 Table Add-ins Media Links Comments  Header & Footer
5. Basic Template 09-01-15 [Auditee Name]
[ ] w of Audited Entity DRAFT—SUBJECT TO REVISION

I I OVERVIEW OF AUDITED ENTITY

0 Insert Table..
B Draw Table

0 Excel Spreadsheet

FT Quick Tables

Now we have a table that is the exact size that we need. However, it doesn’t look much like the tables we’re used
to seeing in our reports.

The first step to making an OSA-approved table is changing its style. To do this, we first need to go to the Design
tab, located under Table Tools.

* Hint: If these tabs aren’t visible, try clicking somewhere on the table. This should make the tabs appear.

Now we should see a wide menu with many different table styles. To get to the one we want, click on the drop-
down option in the bottom-right corner of the box, as illustrated below.
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This will bring up an even bigger list of style options. Choose “List Table 6 Colorful — Accent 1”.

H S-04%- -

File

Home Insert Design

+ Header Row | First Column

— 4
Total Row Last Column Yopt—— = &
Shading Border —, Borders Border
v rd -
Banded Rows | Banded Columns Styles - am Pen Color = Painter
Table Style Options Borders

[Auditee Name]
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7 Modify Table Style..

% Clear

| New Table Style.

After clicking this option, our table should have the correct colors and borders.

However, there’s still one more aspect we need to change to make our table fit the OSA standard: text style.

To do this, we first need to highlight our entire table by clicking the box in its upper-left corner. Then, in the Home

tab, look for the section labeled Styles and click the drop-down in the bottom-right corner.
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e

This drop-down will give us a list of all of OSA’s text styles. For a table, choose _Table Text.

Now, our table should have all of the appropriate styles applied and be ready for us to insert our data. The picture
below shows an example of a finished product.

OVERVIEW OF AUDITED ENTITY

Narnia Housing Authority Purchases for Fiscal Year 2017

ltem Purchased Cost
Electric Kabob Skewer® 3 7575
Cat Apron 47.00
Case of Ramen Noodles 53.21
Darth Vader Toaster 61.95
Extra-Large Cookie Jar 22.05
Total 5 260.00

These were later recalled because of risk of electrical shock, and were returned to the retailer for a full refund.

* A few things to note:

e Table title — If your table has a title, use text style _Table Title. Remember to be consistent: if one table in
the document has a title, all of the others should as well.

e Headings — Our tables will almost always have column headings. Word will automatically put them in bold
if the table is in the _Table Text style.

e Table notes — If you are including notes on a table, do not use footnotes. Instead, put them directly below
the table and use the Table Note style.

e Alignment — General text is center-aligned. However, note the second column in the sample table;
because it contains dollar amounts, it is right-aligned.
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last amounts should have

e Dollar amounts — When a column contains dollar amounts, only the first and
dollar signs. You should also insert a tab (click Ctrl+Tab) after the dollar sign.
e Totals — Any totals should have a double underline (available under the Home tab in the Font section) and

subtotals a single underline. If the line above a total is not a subtotal row, it should have no underline.

Creating Graphs and Charts

There are a lot of different types of graphs that we could include in a report, but we’re going to focus on two of the

most common types: bar graphs and pie charts.

Using bar graphs

For any type of chart, we’ll start by clicking on Chart in the Insert tab.

Mode] - Word

tables [Compatibility

=/ Quick Parts
A WordArt -

A

Blank Page -
Table  Picturg Toxt
- Box-

s | Header B Faoter Text

#=IPage Break ™ 2] Page Number -

Links

[Auditee Name]

DRAFT—SUBJECT TO REVISION

OVERVIEW OF AUDITED ENTITY

¥ Signature Line -
7 Date & Time
) Object -

T Equatio
€2 Symbol «

This will bring up a dialogue box with all of the chart options listed along the left side
Columns.

. For a bar graph, click on

As we can see in the picture below, along the top of the box, there will be several options for bar graphs. Toward
the end of the list, we’ll see some very fancy-looking options with awesome 3-D effects: DO NOT USE THEM!!!

They may look super-cool, but they do not fit OSA standards.



Guide to Using Graphic Elements
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After we choose the graph type that best fits our needs, Word will automatically bring up an Excel spreadsheet
where we can input our data.

H o~ - - . bility

Fle  Home Insett Design Layout References Mallings  Review

1} B e e ) ) i EREsT) 11
Add C"h-art Quick Cha.ngc' |I || h h |\ I| l |\ e bl b | ||I|Il|l|||| || || h || Switch Row/ Select  Edit Change

out = Colors = Column  Data Data~ Chart Type
s Data Type A
-7

B

i 1 Series1 |Series2  Series3

. 2 Category1
3 Category2
4 Category3
5 Category4
6
7

Chart Title

5 7
7 ’.I I |
- 3
- 2
N 0

Category 1 Category 2 Category 3 Category 4

As you can see in the above photo, the default labels are all generic (Series 1, Category 1, etc.). Make sure that you
replace these in the Excel spreadsheet with the correct labels. You can also use more/less rows/columns if you
need more. Also, don’t forget to change the title of the chart.

Once our data is in, Word will generate our chart. However, the default color scheme is not the OSA standard. To
fix this, we need to make sure that we have the entire chart selected and that we’re in the Chart Tools tab, then
click on Design.

* Hint: If this tab doesn’t appear, click on the chart.

You may notice that the chart above does not have the same colors that you are used to seeing in an OSA report.
It’s fine to leave the colors as they are, and the Editing department will adjust them.

Below is an example of a finished product.
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2014 2015 2016

M Cat Toys Dog Toys Rat Toys

Toys Purchased for Fiscal Years 2014-2017

8
[
a
.
]

2017

*A few things to note:
e Graph titles — Graphs should have titles to help the readers understand the context of the information.
e Axis labels — Both axes in the table need to have scales and/or labels so readers can understand the

information.

If your graph is missing the axis labels, start by right-clicking the axis. On the menu that pops up, select “Format
Axis.” This will bring up another set of menus on the right side of the page as shown below.

-
? O
Toys Purchased for Fiscal Years 2014-2017
1
a8
e
f1g e Tk
2 —— |Vertical (Value) ~
Fill  Qutline
o
o]
8
i Delete
4 B Resetto Match Style
2 A Font.
079 1l Change Chart Type...
2015 2016 2017
% Edit Data
CatToys = DogToys mRatToys

Add Minor Gridlines

Format Major Gridlinesg,

31}

Asis Options ¥ Text Options
SO = ol

4 Axis Options

Bounds

Maximum 200 Auto
Units
Major 20 Auto
Minor 04 Auto
Horizontal axis crosses
* Automatic
Ais valug

Display units Hone

Logarithmic scale 10
Values in reverse order

I Tick Marks

I Labels

© Number

You can use the dropdown menu to display the correct units. Keep in mind that your axis labels should start at 0.

This is what readers expect, and anything else is misleading.

An important but often neglected aspect of graphs is the caption. We can find the caption box in the Audit Report
Template and simply copy and paste it to where we need it. Captions are essential for helping readers understand
graphs and are required for all graphs. The key to creating a caption is to ask ourselves what we want the reader to
take away from the graph and summarize it in one sentence. Below is an example of a caption that would work

well with our sample graph.
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During the audit period, the auditee purchased more rat toys than either cat toys
or dog toys.

Using pie charts
The steps for creating a pie chart are almost identical to those for creating a bar graph.

First, go to the Insert tab and click Charts.

From the list of options on the left side of the dialogue box, choose Pie. DO NOT choose one of the options with 3-
D effects.

Then, insert the data in the spreadsheet and update the color scheme to fit OSA standards. Note that the title of
the chart appears at the top of the second column in the spreadsheet.

There is one extra step with pie charts. The default style places white space between the sections on the chart,
which is not standard OSA style. To fix this, go to the Chart Tools tab and click the Format tab. Click on the option
for Shape Outline (in the Shape Styles area) and choose No Outline, as shown below.

Developer  ACROBAT

=

A Position Wrap Selecti

- [7 Shape Outline ~

7! Theme Colors Text~ Pane|
" EEENEN WordArt Styles Amsage

Standard Colors
L L) EEEEm

Recent Colors

L6 TR

Auditee Name
DRAFT—SUBJECT TO REVISION

[ &

Toys Purchas 1-2017
+

Y

w2014 %2015 w2016 2017

These steps will give us an OSA-approved pie chart. Below is an example of a finished product.

10
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Toys Purchased for Fiscal Years 2014-2017

m2014 © 2015 = 2016 @ 2017

While this is a perfectly nice chart, now we’re going to talk about something extra that we can add that is

especially useful in a pie chart: percentages.

To add percentages to our chart, right-click on the chart and select Add Data La

bels.

o

Toys Purchased for Fiscal Years 2014-2017

-

Fill

[7-
Outline

\

Delete

# Edit Data

Add Data Labels

m2014 ©2015 w2016 A

Format Data Seri

Series "Cat Toy ~

Reset to Match Style

Change Series Chart Type...

(b

.‘.
-

4

€S...

This will label the chart with simple numbers. To change them to percentages,

Data Labels.

This will bring up a menu with options for changing our data labels. We can
“value.” There are also other options to create different types of labels.

11

right-click again and select Format

select “percentages” and de-select
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Format Data Labels Y
Labed Options ¥  Text Options
CReR - |
4 Label Options
Label Contains
LD

i AL Value Erom Cells
wudited Entity DRAFT—SUBJECT TO REVISION

Senes Name:

Toys Purchased for Fiscal Years 2014-2017 =
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« Show Leader Lines

Legend key
Separator
o0 & Reset Label Toxt
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Y Label Position
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nside End
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e o Bestfr
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If you don’t want the percentages to appear inside of the pie chart, you can choose the option to use leader lines.
Click the boxes marked “Show Leader Lines” and “Outside End” as shown below.

Format Data Labels e
Toys Purchased for Fiscal Years 2014-2017 Label Options Test Cptions
8% SO ®E M
4 Label Options
Label Contains

Value Erom Cells
22% Series Name
Category Name
46%

Value

| Percentage
Show Leader Lines
Legend key

Separator
Reset Label Text
24% Label Position

Center

W2014 ©2015 w2016 @ 2017 Inside End
® Qutside End
Best it

I Number
Almost half of the auditee’s toy purchases were in 2017.

The finished product will look like this:

12
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Toys Purchased for Fiscal Years 2014-2017

2%
46%

24%

m2014 © 2015 w2016 2017

Almost half of the auditee’s toy purchases were in 2017.

Note that for this chart, we’ve used a slightly different caption. Most likely, if we’re using a pie chart, we’re more
interested in the relationships specific categories have to the whole than in the amounts. Thinking about why we
chose the type of graphic that we did can help us determine what to include in our caption.

Using Photographs or Scanned Documents

In some cases, a finding might be easier to understand if we include photographs or scanned documents. These
types of graphics are acceptable according to OSA standards; however, as with any other graphic, make sure that
photos and documents are relevant to the report and add something to the text.

For both photos and documents, an important OSA rule to remember is to always put these graphics in an
appendix rather than in the body of the report. Because these graphics take up a lot of space, they can distract
from the finding if not placed in an appendix.

Using photographs
When using photographs, it is important to include captions that describe what is in the photos and give the
reader an idea of why the photo is being included.

To insert photos, follow these steps:

First, create a table with two columns, and as many rows as we need (one row per photo). Keep this table plain,
without any styles or formatting. (See the Creating Tables section for more information.)

Once the table has been created, insert the photos in the left column by using the “Insert” option and type the
captions into the right column.

13
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APPENDIX A

During our audit period, units owned by the
Mordor Housing Authority had not been inspected
in over two years, and had numerous issues,
including holed in roofs, leaky plumbing, broken

windows, and structurally unsound fixtures.

After our audit, the Mordor Housing Authority
completed inspections of all units and repaired the
issues our audit identified. All properties owned by

the Authority are now up to code.

After our photos and capti

e

int: If these tabs aren’t vi

ons have been added to the table, navigate to the Table Tools tab and click on Design.

sible, click on the table and they should appear.

Click on the drop-down labeled Borders and select No Borders. This will make the outlines of the cells invisible.

ote: The entire table must be highlighted/selected before we can remove the borders.

HE SR

File Home Insert
Total Row

V| Banded Rows

Last Column

Table Style Options

Design

v Header Row | First Column

Banded Columns

tables [Compatibility Mode] - Word

layout References Mailings Review View Developer

4
t

n Color *

- -
Borders Border
Painter

= -
Shading Border
Styles =

L Per

Borders

6 [ 0

ORAFT—SUBJECT TO REVISION
APPENDIX A

During our audit period, the units owned by the
Mordor housing authority had not been inspected
in over two years, and had numerous issues,
including holes in roofs, leaky plumbing, broken

windows, and structurally unsound fixtures.

After our audit, the Mordor Housing Authority

completed inspections of all units and repaired the
issues our audit identified. All properties owned by

the Authority have been brought up to code.
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Using documents

Including a document in the report follows similar rules, but with a slightly different format than photographs. We
should still place the image in an appendix and include a caption that describes the document and tells readers
what they should know about it. However, because a document is likely to be larger than a photograph, we
wouldn’t use a table format.

APPENDIX A

The Cuddly Buddy Application Form that the Department of Doting Chums uses to screen its potential
cuddle buddies lacks a field requesting background-check information. This information is required by

Section 5 of Chapter 270 of the Massachusetts General Laws.

CUDDLE BUDDY APPLICATION FORM

Name: Age:

Why you'd like to be my cuddle buddy:

Can we watch movies while we cuddle? [TJyes [JNo
Are tickle wars alright? [JYes [INo

Pillow fights? [Jyes [INo

Anything else?

Legible Signature:

As this example illustrates, one easy way to include a caption for this type of graphic is to write a brief paragraph
before the image that provides the necessary information.

*Note that in this example, the caption directs the reader by pointing out exactly what aspect of the document is
problematic, explaining why we’ve chosen to include it.

Considerations for Readers Who Are Visually Impaired

Recently, OSA has been working on making reports more accessible to people with visual impairments, as required
by law. Graphic elements can be particularly challenging, so this section will provide some guidance.

Problematic types of graphics

People with visual impairments typically use devices called screen readers to experience texts. These devices read
the text aloud. Certain types of graphics are nearly impossible for these devices to read because of the way they
function.

One example is maps. Because screen readers read text from left to right across the page, maps are particularly
challenging. Look at the graphic below and try to imagine how a screen reader would interpret it.

15
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Households Using Netflix in Fiscal Year 2017

Franklin

Because of how difficult it would be for a screen reader to interpret this map, we discourage using them in reports.
Instead, explain the important take-away points in the body of the report. If you think a map would be helpful and
important to the report, make sure to include a caption.

Issues with charts and graphs

Charts and graphs, such as the bar graphs and pie charts discussed in the previous sections, can raise problems of
their own. (This is why we recommended earlier that graphic elements be used only when necessary.) For
example, the chart below would pose problems for a screen reader:

Streaming Services Used in Fiscal Year 2017

15%

35%

B Netflix Hulu Amazon Other

Luckily, it is possible to make this chart accessible to people with visual impairments. The answer lies with our old
friend, the caption. Because captions are formatted as standard text, screen readers can easily read them as they
would any other text.

16
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A majority of consumers use either Netflix or Hulu streaming services.

However, note that while the caption is useful for helping the reader understand the main point of the text, it still
can’t give them all of the detailed information that the graphic does. For this reason, it is still important to use such
graphics sparingly.

The same applies to photographs and documents. While captions give the important take-away points, they do not
allow the reader to fully experience the graphic.

Issues with tables

Of all graphic elements, tables are the least problematic for screen readers. Because text in tables is laid out in the
typical left-to-right orientation, people using screen readers can more easily navigate them. However, there are
still some problems to be aware of. For example, take a look at the table below:

Days to Comply with Blender-Ownership Law
District Number of Days
Narnia 122
I -
Tatooine 72
I
Pandora 101
.
Winterfell 87
Atlantis 71
R -
Average 67.8
I In compliance with 60-day timeframe

This is a standard table using OSA-approved styles. However, the table illustrates certain information by
highlighting certain cells in a different color. Screen readers cannot recognize differently colored cells, so this
information would not be accessible to people using screen readers.

One way to fix this would be to include an additional column giving the same information:

17
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Days to Comply with Blender-Ownership Law
District Number of Days In Compliance?
Narnia 122 No
Panem 59 Yes

Tatooine 72 No
Mordor 15 Yes
Pandora 101 No
Storybrooke 55 Yes
Winterfell 87 No
Atlantis 71 No
Camelot 28 Yes
Average 67.8

This version of the table is fully in compliance with OSA standards and is entirely accessible to readers with visual
impairments.

One final note about tables: Try not to put too much information into a table. Your OSA colleagues are responsible

for converting all of that information into a screen-reader format, so keep them in mind when putting together
tables.
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