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Introduction

Under the Australian Government's Web Accessibility National Transition Strategy, any
content published on IHPA’s website must comply with the Web Content Accessibility
Guidelines 2.0 (WCAG 2.0).! These guidelines were developed by the World Wide Web
Consortium (W3C) to improve website accessibility.

By using the guidelines, content becomes accessible to a wider range of people with
disabilities, including blindness and low vision, deafness and hearing loss, learning
disabilities, cognitive limitations, limited movement, speech disabilities, photosensitivity and
combinations of these. It also makes web content more usable in general.

To comply with WCAG 2.0, agencies are required to:
e publish an alternative to all PDF documents, preferably in HTML

e not rely on Microsoft Word as proof of WCAG 2.0 conformance as Word documents
may not be accessible and therefore are not a suitable alternative to PDF documents

e publish alternative formats at the same time.

Further, it is not appropriate for agencies to publish information in inaccessible formats and
rely on complying with WCAG 2.0 obligations by providing alternative formats on request.

Compliance with WCAG 2.0 is also important in terms of ensuring IHPA meets its
requirements under the Disability Discrimination Act 1992.

Providing documents in Word format and in compliance with the accessibility requirements
of WCAG 2.0 will enable IHPA to create and publish alternate formats such as HTML.

! http://www.w3.0org/WAI/WCAG20/quickref/
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How to use this guide

As stated in IHPA's Accessibility policy for online documents, IHPA will publish online
documents in the following formats:

1. IHPA generated content - content developed by IHPA will be provided as an
accessible Word document or Excel file and published in both HTML and PDF
formats as a best practice approach.

2. Third party content — reports and publications provided to IHPA through contractual
arrangements will be provided as an accessible Word document and published as
accessible Word and PDF formats (HTML will not be produced for third party
documents).

What does that mean for IHPA consultants and contractors?

All procurement contracts include a requirement that any content produced for IHPA must be
compliant with WCAG 2.0. This Guide has been developed to help consultants and
contractors with these requirements. Consultants and contractors are required to provide
content to IHPA as a fully accessible Word document.

These guidelines provide consultants and contractors with guidelines regarding how to
create an accessible Word document. Further advice can also be obtained by speaking to
your IHPA project manager.

These guidelines provide the minimum requirements that third parties must comply
with when producing content for publication on the IHPA website. It is not meant to be
an exhaustive list of the conformant requirements that exist under WCAG 2.0.
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Creating an accessible Word document

Microsoft Word is currently the most common program used to create files that become
PDFs. This guide provides key features to assist in making your document accessible.

1. Specify document language
The English (Australian) language should be the standard default for word documents.

1.

2
3.
4

Go to menu item: File

Select Options from the list in the left window pane

Select Language from the list in the left of the Options dialogue

Under Choose Editing Languages, select English (Australian).

General

DHsplay

Proafing

Save

Language

Advanced
Customize Ribbon
Quick Access Toolbar
Add-Ing

Trust Center

'F_ = %et the Office Language Preferences,

Choose Editing Languages

Add additional languages to edit your documents. The editing languages sef language-specific
features, inciuding dictionaries, grammar checking, and sorting

s : mar...
Ihngﬂmuumum} <default> Enabled %7 Installed I

] i 3

Add additional editing languages Z

Choose Display and Help Languages

Set the language priority order for the buttons, tabs and Help
Disp g Help Language

3y Languag
1. English =default= - 1. Match Display Language <default
—— [ e—— —— |2, English

- - |

] +

2. Turn on automatic language detection
1. Go to menu item: Review

2. In the Language section, select the Language button

3. Select Set Proofing Language

4. In the Language dialogue, select the Detect language automatically check box
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Arabic (Algeria)
Arabic (Bahrain)
Arabic (Egypt) -

The speller and other proofing tools automatically use
dictionaries of the selected language, if available.

Do not check spelling or rammar_j
Detect language automatically

[ Set As Default ] [ OK ] ’ Cancel ]

3. Turn on navigation pane

It is important to turn on the navigation pane so that you can see whether the heading
hierarchies are correct and identify other issues with spacing and formatting.

1. Go to menu item: View
2. Tick Navigation Pane

3. Below the search box click the first icon on the left (browse the headings in your
document)

sut References Mailings Review View
J| Ruler -__ | } _.,._|J One Page
Gridlines I:h' i |_J_]] Two Pages
Zoom 100%
|| Mavigation Pane =] Page Width
Show Zoom

4. Use heading styles

Styles should be used for titles, headings and paragraphs of text to provide the document
structure.

Heading styles must follow an order where heading 2 is subordinate to heading 1 and
heading 3 is sub-ordinate to heading 2 etc. Heading levels should not be skipped.

Most organisations will have templates created with the organisation’s heading styles.
Alternatively the standard Word headings styles can be used.

To apply headings to selected text:

1. Select text with mouse
2. Right-click and select Styles

3. Select the heading style from the list
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R yles toolbar
[% Paste Options:

=
A Font.
J =1 Paragraph.. —
T Bullets |+ aaBbcel AzBbcel AaBL A aaBbc

wes

-

v |

Mumberin ¥ || T List Para... T Normal T Subtitle ...  Title Plain T Version ... |
I . syl ’
e AaBbC AaBbCc + AaBbC + AaBbC AaBhbl
1% Hyperlink.. fVesion a.. T No Spaci.. TListBullet TlistBull.. Headingl |
o Look Up | »
,  AaBbC AaBbCc AaBbCcl AaBbCcl AaBbCcl

Heading 2 Heading 3 Heading 4 Heading 5 Heading &

Synanyms
e

EE Translate

; sdaitional actions » | AaBbCel AaBbced: AaBh AdLbE AaBl

To apply headings using the Styles toolbar
1. Select text with mouse
2. Goto menu item: Home
3. Inthe styles section at the top of the page select the heading you wish to apply
e o FATEE Tl e e e oo R g s

2aBpcel ssmvcen AaBh AR AABl asBbC maBbCo sa8hcol AsBeCol AaBbCel AaBbCol AaBbCel AaBhi

sng B T Ovganis

5. Styles for presentation

Styles must also be used for document presentation. For instance to bold a word, go into
the style box and choose ‘Strong’.

Likewise, to italicise a word go to the styles box and choose ‘emphasis’.

This assists a screen reader when translating the document.

6. Formatting

The layout of the document should not contain multiple characters for formatting e.g.
returns, spaces or tabs as these are perceived as blanks by people using screen readers.

Use paragraph settings, page breaks or column breaks to control spacing and format.
Columns are formatted using section and column breaks, not tables or text boxes.

Text boxes are inaccessible and should not be used. A similar effect to a text box can be
generated using paragraph borders.
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Paragraph

Indents and Spading | Line and Page Breaks

General

Qutline level: |Body Text

Indentation
Left: 0" $
Right: 0" =

[ Mirror indents

paang
Befaore: 0pt

e | 4w

After: 10 pt

Preview

Alignment: IZ|
[-]

on't add space between paragraphs of the same style

Spedial: By:

{none) |Z| =

Line spacing: At:

Single |E| 2

[ Tabs. .. ] [SetAsQefauIt] [ OK ] l Cancel

Go to Page layout options

L

Page Setup

Margins Paper Layout

Go to menu item: Page Layout

Select Margins

Select Custom Margins at the bottom of the list
Select Layout tab

Set the vertical alignment as required

T

Section
Section start: New page

Suppress endnotes

Vertical alignment:

Headers and footers
[ pifferent odd and even
[ Different first page
Header: 0.45" |5
From edge:
Footer:  |0.49" z
Page

s et [3]

Set As Default

7. Lists

If the Style Set of your document includes a Bullet List and/or a Numbered List style to

create an ordered and unordered list then use the bullet or number function.
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1. Onthe Home tab, in the Paragraph group, click on the Bullets icon

References Mailings Review

8. Links

Hyperlink text should provide a clear description of the link destination and not just provide
the URL For word documents that may be printed you should place the URL in a footnote,
appendix or include the URL in brackets after the descriptive text, e.g. See Vision Australia:
Complex Data Table Markup Toolbar (http://www.visionaustralia.org/business-and-
professionals/digital-access/resources/tools-to-download/complex-data-table-markup-
toolbar).

Hyperlinks should contain meaningful text, that is, they do not contain ‘click here’ or ‘at

To add a hyperlink:

1. Select the text with your mouse
2. Go to menu item: Insert (or press CTRL+K)
3. Select Hyperlink
4. Type or paste the URL in the Address field.
Insert Hyperlink @
Link to: ﬁextm display: [Hyperlinks I [ ScreenTip... ]
; Look in: . Process Documents |Z|
Existing File or
Web Page 8] 01032012 media monitoring set up details.dac e Bookmark...
Current Iﬂ_1 210512 Enquiries to IHPA management protocol. doc w
Tl El] 210512 Enguiries to IHPA recording sheet. xls
Place in This Iﬂ_] Advertising or Public Notice Process.doc =
Document Browsed Iﬂl] Campaign and Mon campaign advertising guidelines.doc

Pages |l Guidelines on accessibility for consultatants.docc
I&l1 Photo library images.doc

Create New Recent | 2] Producing Promotional Merchandise or Material.doc
Document Fies | Publication Preparation Timelines. doc
@1 Reporting framework for IHPA.doc 5
Address: Ihttp: Jfwoww.ihpa.gov.au| Iv |

E-mail Address

[ OK ][ Cancel ]

Note: Email addresses, which are also a form of URL, should be displayed in full
e.g.: Paul.Smith@health.gov.au
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9. Tables

While sighted users can visually scan a table, non-sighted users cannot make these visual
associations unless a table has been marked-up correctly. A marked-up table allows non-
sighted users to hear the column and row headers associated with the appropriate data.

A correctly marked up table should:

e Specify column header rows in tables

¢ Identify tables through captions or headings
e Provide meaningful alt text

e Check the reading order.

When creating a table ensure that related data are in the same row and mark column and
row headers. Don’t use paragraph returns to align text in adjoining columns. Think of how
the text would read if tabbing.

Empty table cells must be avoided wherever possible. Instead use appropriate words such
as 'not available', 'not applicable’, or 'unknown' instead of a blank cell. Avoid using a dash (-
"), which may not be read out by screen readers by default.

For column and row headers:

1. Highlight the table and select Insert

2. Select Table

3. Select Table Tools — Design

4. Tick Header Rows and/or First Column

at
W Hd9-0E-

File Home Insert Page Li
| Header Row il ¥ First Column

Total Row Last Column

¥ Banded Rows Banded Columns

For tables that split across pages:
1. Got to menu item Table Tools- Layout

2. Select repeat as header row at the top of each page
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Table Properties 7=
Table Row Column Cel Alt Text

Rows 1-2:
Size

Spedify height: |0 cm +| Row heightis: |Atleast

Options

Allow row to break across pages
[V]iRepeat as header row at the top of each page!

|‘ Previous Row | |' MNext Row

Provide meaningful Alt Text / table summaries

e Create a text summary of the essential table contents. Any abbreviations used
should be explained in the summary.

e Table descriptions should answer the question "what is the table's purpose and
how is it organised?" (e.g., "A sample order form with separate columns for the
item name, price and quantity").*

Note: In the Alt Text fields neither the spelling nor grammar checker work, so it is safest to form the
text in the document, then copy and paste your entries into the Alt Text fields.

*Please refer to the next chapter which provides examples on providing alternative text for tables.

Check the reading order
To test the table structure, do the following:

1. Select the first cell of the table.

2. Pressthe Tab key repeatedly to make sure that the focus moves across the row and
then down to the first cell of the next row.

Other issues

Avoid using blank cells for formatting

Tables should only be used for tabular information and not for formatting. When building a
table you should avoid leaving empty rows—or even empty cells. Use appropriate words (in
empty cells) such as 'not available’, 'not applicable’, or ‘'unknown' instead of a blank cell.
Avoid using a dash (-), which may not be read out by screen readers by default.

If a table (such as a form) requires blank cells place in your alt text a description that the
table is a template and has empty rows and columns.

Avoid using merged or split cells

Tables should be simple avoiding merged cells, nested tables (e.g., tables within a table)
and where possible avoid dividing complex data sets into separate smaller tables.
Alternative text must be included for all tables and these tables must be identified in the alt
text i.e table 1 is
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10. Provide text alternatives for images, graphical objects and

tables

Alternative text should describe the meaning of an image or table rather than its appearance.

If an image is too complicated to concisely describe in the alternative text alone (artwork,
graphs, flowcharts, etc.), provide a short text alternative for the alt text box and a longer
description. Decorative images should contain a blank alt text i.e.” “.

Option 1

To add alternative text to images and graphical objects

Fill in the Title. If more description is required (e.g., for a chart or graph), provide a short

description in the Title (e.g., a summary of the trend) and more detail in the Description.

1. Right-click the object
2. Select Format Picture
3. Select the Alt Text option from the list
Format Picture 7=
Fil Alt Text
Line Color Title:
Line Style
Shadow Description:
Reflection
Glow and Soft Edges
3-D Format
3-D Rotation
Picture Corrections Titles and descriptions provide alternative, text-based
representations of the information contained in tables, diagrams,
Picture Color images, and other objects. This information is useful for people
X with vision or cognitive impairments who may not be able to see or
Artistic Effects understand the object.
Crop A title can be read to a person with a disability and is used to
determine whether they wish to hear the description of the
Text Box content.
Alt Text

A separate sheet can be provided to the IHPA project officer providing the Alt Text
separately to the document for insertion during publication. This must be provided in a
separate Word document clearly marking which table or image it relates to (by number).

For example:

Figure/table Alternate text
Figure 1 Figure 1 describes
Table 1 Table 1 contains

Independent Hospital Pricing Authority
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Example of alt text for an image

< Ministor for Hoalth >

Pricing Authority — Shane Soloman, Chair

Chiof Executive Officer—Tony Sharbon

Astivity Based Funding (ABF] —James Downie SES1

F=Y
. Oecupiod f\ ) Vacant
e

The following alt text describes the org chart in IHPA’s annual report:

Figure 1 Independent Hospital Pricing Authorities organisational structure at 30 June 2014
First tier: Minister for Health
Second tier: Pricing Authority Chair — Shane Solomon

Third tier: Chief Executive Officer — Tony Sherbon

Fourth tier: (below the Chief Executive Officer), from left to right
Activity based funding (ABF) — James Downie SES 1,

Office of the CEO—-Jane Barry EL2

Corporate Service—Peter Hadfield EL 2 and

Dispute Resolution & Industry Engagement—vacant SES1

Fifth tier (below Activity Based Funding (ABF) and from left to right.
Classification and Coding Standards—Mick Turner EL 2,

Hospital Costing—Efstathios Tsangaris EL 2,

Data Acquisition — Sheldon Le EL 2,

Technical Funding and Pricing Models — Bruce Cutting EL 2,
Policy Development — Luke Clarke EL2,

Mental Health Care — Jennifer Nobbs EL2.

Example of alt text for a table
Table 7: Legal services expenditure 2013-14

Legal Service Expenditure (Incl. GST)

Total external legal services expenditure $ 197,745.63
External expenditure on solicitors $196,427.24
External expenditure on counsel n/a
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Legal Service Expenditure (Incl. GST)

Other disbursements on external legal services $1,318.39
Total internal legal services expenditure n/a
Total legal services expenditure $ 197,745.63

Alt text - Table 7 consists of 2 column headings: column 1. A list of Legal services
expenditure and column 2 shows the expenditure (which includes Goods and Services tax
(GST) in Australian dollars.)

Note: there is no need to specify the number of rows as a screen reader can tab across each cell to
read the tables content.

11. Set images and objects as ‘inline’

Objects that are not in-line with text are challenging to navigate and are inaccessible to
users with vision impairment.

Images and objects inserted into Word 2010 documents should default to an ‘in-line object’.
In-line objects keep their position on the page relative to a portion of the text. Any ‘floating’
objects should be set to inline.

Avoid placing drawing objects directly into the document (e.g., as borders, to create a
diagram). Instead, create borders with page layout tools and insert complete graphical
objects. Do not use text boxes.

To prevent an image or object from “floating”
1. Select the object

2. Go to menu item: Page Layout

3. Select Position from the Arrange section
4

Select In Line with Text
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pt 5
|| |Position| Wrap
2 pt = - Text = [y Selection Pane

* | | In Line with Text

With Text Wrapping -

=] [ Za| T

& @ | @

@-| @ @

@ More Layout Options...

12. Flow charts

Where flow charts are required, these should be included as an image as screen readers
cannot logically read charts created in Word using text boxes. A text alternative describing
the flow chart needs to be included.

To do this save the flow chart separately as a JPEG and re-insert into the document.

13. Contrast

A common sensory impairment is colour blindness. Therefore make sure there is sufficient
contrast between a background and foreground colour and avoid writing ‘Required fields
are in red’ or ‘error messages are shown in red’.

It is important that colour is not used as the only way to convey information.

The visual presentation of text and images of text should have a contrast ratio of at least
4.5:1. To help you determine the contrast, here are some examples on a white background:

Very good contrast (Foreground=black, Background=white, Ratio=21:1)
Acceptable contrast (Foreground=#767676 (dark grey), Background=white, Ratio=4.54:1)

Unacceptable contrast (Foreground=#AAAAAA (lighter grey), Background=white,
Ratio=2.32:1)

Also, always use a single solid colour for a text background rather than a pattern.

There are a range of useful tools on the web which can be used to check whether content
has sufficient colour contrast for accessibility, many of which can be downloaded for free,
such as the Paciello Group’s Colour Contrast Analyser for Mac and Windows.
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14. Colour alone and sensory characteristics

Colour should not be used as the only visual means of conveying information, indicating an
action, prompting a response, or distinguishing a visual element. In order to spot where
colour might be the only visual means of conveying information, you can create a screenshot
of the document and then view it with online grey-scale converting tools.

Information that is conveyed using text colour is also styled using bold or emphasis or is
described in text.

Information that is conveyed using colour (e.g. information in a pie chart where the colours
and associated labels in the legend are the only way to distinguish sections) is also available
in text.

Content that mentions the size, shape or position of an element within a document (e.g. "the
guote on the right") contains additional information that allows the item to be located and
identified without any knowledge of its shape, size, or relative position

15. Microsoft Word accessibility checker

The Microsoft Word accessibility checker should be activated to check your document for
issues. All word documents must be in the docx format to use the accessibility checker.
The accessibility checker will check your file against a set of possible issues and classify any
problems as Errors, Warnings or Tips.

Note: The accessibility checker doesn't pick up all accessibility issues; it assists in finding general
issues. If you are unsure about anything contact the IHPA project officer.

To run the accessibility checker:
1. Select File
2. Select Check for issues

3. Select Check for accessibility.

Home COReDOC Insert Page Layout References Mailings Review View Add-Ins

Information about Draft-A dilettante guide to accessibility
SHNCOVOATSIHNSENBMUN Comms & Web Admin\Communication Strategies\Draft-A dilettante guid...

L Permissions
I?-i ;I Anyone can open, copy, and change any part of this document.

Protect

Recent Document =

New

Prepare for Sharing
Eefore sharing this file, be aware that it contains:

Print ( ﬂ

- Revisions
Check for

Save & Send [ Document properties, author's name, related dates and cropped out image
data
Help I" y Inspect Document
=}/ Check the document for hidden properties ext
23 Options or personal information.
O Ty ties are unable to read
@ Exit _@ Check the document for cntent that people

with disabilities might figl difficult to read.

] ST E ity
] Check for features not supported by earlier

versions of Word.

All Errors need to be addressed, as they make it difficult or impossible for people with
disabilities to understand.
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Where possible, Warnings and Tips should be addressed, which help to improve the

reader’'s experience.

Inspection Results

Accessibility Checker o

'f Errors

Bl Missing Alt Text
Picture 8
Picture 9

|Picture 10

El Unstructured Document
This Document

E Unclear Hyperlink Text
hitp:/fwww.ausaid,gov.au

El Objects not Inline
Picture 21
Picture 30

[l Repeated Blank Characters
7 Characters
7 Characters
4 Characters

@ Ties

[l Check Reading Crder
Table
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