Types of Visuals

Tables and illustrations—graphs, drawings, photographs, charts, and maps—can increase the reader's understanding of what you are saying; they can express ideas or convey information that words alone cannot. To be effective, visuals must be appropriate for  your purpose and suitable for your reader's needs.

•
A table is useful for presenting a large amount of data in a brief space. A table makes it easy to compare numbers, in particular, because they are arranged in rows and columns.

•
There are several kinds of graphs.


Line graphs show the relationship between two or more sets of figures.



Bar graphs show varying quantities of the same item in a fixed period of time, quantities of the same item at different points in time, quantities of various items in a fixed period of time, or quantities of the various parts that make up a whole.



The circle of a pie graph equals 100 percent, or the whole, of an element. The wedge-shaped sections into which the circle is divided indicate percentages of the whole.



Picture graphs are modified bar graphs. Picture symbols represent the item for which information is given; each symbol corresponds to a specified quantity of the item.

•
Drawings depict the details of an object or the relationship between or among objects. 



A cutaway drawing is appropriate when you need to show the internal parts of a machine or other object.



An exploded-view drawing illustrates how parts fit together or shows the details of the separate parts.

•
Photographs show things as they are at a moment in time or depict the development of a condition over time.

•
A flowchart is a visual depiction of various stages of a process.

•
An organizational chart shows how the various jobs in an organization relate to one another or indicates lines of authority within an organization.

•
Maps display geographical location or distributions.

