ReADING VISUAL AIDS

B

ooks magazines, newspapers etc., contain both printed information and visual aids such as graphs, tables. Diagrams, and pictures.  The general purpose of visual aids is to explain processes, condense detailed material, compare related ideas, show change over time and otherwise support the printed information.

Guidelines to interpreting and understanding visual aids:

1. Get an overview of the visual by observing the title, captions, units of measurement, terms used, years covered etc.

2. Next, read the printed information that relates the visual such as the legend. The legend is an explanation found near the visual that helps to interpret the meaning.

3. Carefully study the visual for details.

4. Try to summarize the information based on the visual in a few short sentences.

Reading Graphs

Graphs show comparisons and contrasts between two or more items. There are 3 common graphs that are more frequently used: the line, bar and pie graphs.

Line Graphs

To read a line graph

·  Information is plotted using a horizontal and vertical axes. The major 

use is to show changes over time and or patterns and trends.  

· To read a line graph, take a point on the line, and trace down to the

information on the horizontal axes and across the information on the vertical axes.  This will tell you how the 2 variables relate.

Bar Graphs

To read a bar graph

·  Lines or bars of various lengths, arranged either horizontally or 

vertically are displayed to show comparisons among quantities or 

amounts.

· Different colors or shadings may be used to represent different parts of a 

larger category

· First read the title and any explanation given in order to understand the 

main idea

· Look at the vertical and horizontal labels to determine what is being 

measured and the units of measurement

Pie Graphs

To read a pie graph

· Pie graphs are in the shape of a circle

· Each slice of the circle represents a percentage with the whole pie 

representing 100%

· Pie graphs quickly show you how each part relates to the whole

· To read a pie graph, look at how large each slice of the pie is 

(the percentage) compared to the whole pie.

READING TABLES

Tables are a list of percentages, facts, numbers or other related information set up in rows or columns.  This allows you to see comparisons easily. 

To read a table

· First read the title in order to find out what the subject is

· Next read the labels at the top of the columns, these tell you how the subject 

is broken down for analysis

· Next read the descriptive information under the labels form left to right

READING DIAGRAMS

Diagrams include drawings or illustrations used to represent processes, ideas, the operations or working parts of an object, system of the human body, plans for the future, etc.

To read a diagram

· Look at the title or heading first

· Next, read labels and view the pictures to get an overall idea of what is 

represented in the diagram

· Next, study the diagram, trying to see how each part fits into the whole 

picture or system

To read flow charts

·  Another type of diagram is the flow chart.  A flow chart shows a step by step 

procedure or the top to bottom line of command in an organization

·  Diagrams of this type are usually read from top to bottom, although 

sometimes they are read from left to right

·  Connecting lines and arrows will guide you as you move through the process

·  Often boxes and circles and other shapes represent the stages or steps on the 

 process

PROCEDURE FOR CREATING A GRAPH UTILIZING THE COMPUTER

Working in Word

1. Click on graph icon located on tool bar (it looks like a bar graph)

2. If icon is not on tool bar

2.1 click on insert

2.2 click on insert object, object dialog box appears

2.22 scroll down the object type list and click on graph 97 chart
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A graph, see below, and a data sheet will appear

3.1. highlight and delete the information that is on the data sheet

3.2 enter your data onto the data sheet

3.2 as you enter, the graph will correlate to the data

GUIDELINES to Utilizing the Graph Program

The graph program only works inside the word program so you must transfer back and forth

· Once you are in the graph program, you can get back to word by 

clicking on your desktop away from the graph; to get back the graph 

program double click inside the graph

· Note that when you are in the graph program a different tool bar appears

· You will need to click on the various menu options in order to practice 

your options. For instance, if you want to change your graph from a bar to a pie chart you would click on Chart and then chart type, chart options allows you to make changes to other parts of your graph

· Don't forget you can always click on help for assistance
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