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f 3? VISUAL AND NUMBER C(IMJNICATION
1 INTRODUCTIOV .’ ’
We have.alxeady seen mat commicatjng of in umafcion takes place
througu three main media: oral, written and viSual and number. In
this handout we are discussing the last mentioned " viSual and
nunber .. inirelation to the advantages and disadvantages of each
i-specific example of visual and number commmicatim.
1. 11m: GRAPHSi
Advantags .
a) Excellent for identifying
upward and downward movement
b) Good fof cgnparing 3-4 items in
’ a oorrespcnding tine-scale
c- c) Good at indicating trends
(predication/planning)
W
a) Visual impact suffers if
1 graph is overloaded with
1) more than-ivtr’or’ 5 lines
1.413) Not very accurate and it
1,1is jdifficult toread off
’ . totals from vertical axis _
i in any fins detail
d) Lendin’tself to colour presentatim.
2.BARCHART
’Advahfagg. s
’a) Exeoellent visual impact
. 3 .b) Good for comparision between
a few products , itens etc
c) Good f01; colour presentation
(1) Good for relaying data via
transparency if items are
ciearly different in total,
8126 or amount
. Disadvant ages
a) Difficult to. interpret
"ifmany items are to be
compared and if the scale
of ve’krt/zioal axis does ’
not shdw significant
difference in totals i.e.
items from any distance,
e..g. on’a transparency,
lod( almost equal
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3. PICTOGRAMS AND DIAGRAMMS
Advantags
- Present statistics simply and
in a visually attractive way
H. PIE (HARTS
Edvantgggs
a) Good for showing shares of
known total
b) ESpecially useful if there are
appreciable differences between
totals
c) Good for colour presentation
. NB: The total involved must be
known if proportions are to be
presented in pie chart form
5. TABLES AND NUMBERS
Advantages
a) Capable of storing a great deal
of detailed information, especially
in mimfilm/micro-fiche form
b) Number information is extremely
accxmate; e.g. numbers up to
14 decimal places can be indicated
(299.05%)
Dis advant ages
Tendency to oversimplify ,
information and pictograns
can distort data visually
Dis advantaggs ,.
a)
b)
Difficult to interpret 31’2le
any given ’slice of pie,’
since the 100% total is
equated with 360% of a
circle. ’Jhus a 12.5%
share would beurepresented
by 450 etc.
Poor visual impact when
the shares of me total
are many and similar
in total - the chart
’ takes- the appearance
ofacarmheel
Dis advantage
. a)
b)
c)
Difficult to interpret
when many colums or item
are recorded
Difficult to identify
trends, and see peaks
and troughs in tables
Generally poor visual
impact ’



’Inforination stomge systems -
4 I
?able 4.1: Infomumnstorage systems
ii :UPERSONAL . I LIMITED ACCESS i PUBLIC FACILITY
.. - Information Information i . _ Information
’ .. - .4 used at . used at , used at
’ t individual departmental national and
level. _ and corporate international
. -0 level.- level.
Devised by the person
who uses the storage
system.
International
classification
.asyejtents;
Devis’ed by the person
in charge of
information _s orage.
WHGSE siY’sIst
WHO " _’.. The peteon who uses Understood by all hAn’yon’e who under-
UNDERSTANDS i’ the system - and employees who need stands system and
THE SYSTEM? h possibly no one else. to store and retrieve V jlphabetical ’and?
information ’ numerical order.
Public - within
an organisation-
_ J."
Maintained and-
i
s . ..
iEIE SYSTEM? : updated by the updated by employees updated by full:-
, -. one person. -sometimes one time, trained,
i person’ s responsibility. professional ’
g . . staff. .
? HOW IS . Files, folders, Folders, box files. Books. magazines
3 EIFORMATION , cardboard boxes. filing cabinets, newspapers, micro-
; STORED? -. ’ . briefcases._ imicrot’iche, computer films, films,
i h I H . tape and disc. i records. tapes,
, cassettes. CDs.
5 WHERE IS 11’ h . Place of individual’s Area designed for ’iOne floor of a
! STORED? " choosing. _ .9 this purpose. Size t 7 building - whole
WHAT SIZE? Portable. will depend on size building - more than
of organisation. one building.
The person who
, devised the system.
,Personal reference; _
’ All personneL
authorised to refer
. to information stored.
Organisational .
efficiency.
All and any members
of’ the public. To
"satisfy educationai
and recreational
needs.
A study aid. To
WHAT IS THE An aid to efficient To provide inform-
PURPOSE OF preserve com pleted work. To preserve ation for business
THE SYSTEM? work and study notes correspondence, and pleasure.
’ for future reference. invoices, bills, notes.
i reports, catalogues
’ etc.
wHAT IS "’8 It only has relevance Itserelevance is to It is as relevant as
u..- ’i t ""5? for the one individual the business of the members of the
and the one course of
study..
one organisation. i public choose to
make it.
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Dewey book classification outline
600 GonoralWorko 630 Agriculture
030 Encyclopaedias ’ 635 Gamening
070 Journalism _ 9 V s : , 640 Household. Management
150 Psychology 1’ 1 _ "953 ’ac’
. . 658 Management
’ zoo Religion , v 660 Chemical Technology
, 220-280 Christianity 670680 Manufacturing
I 290 Non-Christian Religions 1 690 Building
’ 300 SochlSchncea 700 ThoArts
310 Statistics 710 The Landscape Town Planning
320 Polnicatscienoe 720 Architecture ,
330 Economics . f . 1 1 730 Sculpture, Metalwork
340 Law   ’ U . 740 Drawing
350 Public Administration . _ ’ 745 DecorativeArts
355-359 Armed Forces ’ ’ 745.5 Handicrafts ’
360 SocialServioes 1 746.44_Embroidery .
370 Education .. 1 9 150 Painting ,2
380 Commerce - 760 Grams Arts
385 Railways - - . 9770 Photography
390 Customs. Folkbre 780 Music
391 Costume - ’ 1 790 Recreations
1 ’ 792 The Theatre
m .
420 LEanplngisuthanguagae , _ , . 793-799 Spor1s and Games
430 Germanic Languages _ 800 Literature 1
’ 6440 French , _ 810 AmericanLnerature
"450 Minn ’ ’ ’ 820 English Literature
460 Spanish . , 830-890 OtherUtoraturee
470 Latin ’ ’899 400-490 Languages
480 Greek - .
. 990 www.umorv.
490 OtherLanguages 910 Geogmphy.Travel
- soo-Sclonco . - v _ 913 AncientWond, Ar
x ,5109Math9ma11cs ’ 914 European Geography and Travel
1 520 Astronomy ’ , 915-919 OtheGCI’ninom:
i 530 Physses 899 930-990 Hlstovy
1 540 Chemistry ’ . , 929 Genealogy
"" Tianh Sciences _ 9 _ 930 AndemHlstmy
_ 3 ’ 5515 Meteorology ’ . 94.0 History. Enmpe
: 560 Palaeonwiogy _ . ’ 9 1 ’950 A919
; 570 Life Sqienoes ’ .. . 960_Nrica-
-. ’- SBOBotanicalSciences 1 . a ’ 970 NorthAmerlca
i 590 200109de _. 1 980 SouthAmorica
. . , 990 Australasia
3?: mm 999. me PolarRegigns .
620 Engineering ’ . ’ . B BiographyandAuhblognphy


