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We have. al xeady seen mat conmicatjng of in umafcion takes place
througu three main nedia: oral, witten and vi Sual and nunmber. In
this handout we are discussing the |Iast nmentioned " vi Sual and
nunber .. inirelation to the advantages and di sadvant ages of each
i -specific exanple of visual and number conmm catim
1. 11m GRAPHS
Advant ags .
a) Excellent for identifying
upward and downward novenent
b) Good fof cgnparing 3-4 itens in
' a oorrespcnding tine-scale
c- ¢) Good at indicating trends
(predication/pl anni ng)
W
a) Visual inmpact suffers if
1 graph is overloaded with
1) more than-ivtr’or’ 5 lines
1.413) Not very accurate and it
1,1lis jdifficult toread off
' totals fromvertical axis _
i in any fins detai
d) Lendin’tself to col our presentatim
2. BARCHART
" Advahfagg. s
"a) Exeoell ent visual inpact
3 .b) Good for conparision between
a few products , itens etc
c) Good fO1l; colour presentation
(1) Good for relaying data via
transparency if itens are
ciearly different in total,
8126 or anount
Di sadvant ages
a) Difficult to. interpret
"ifmany itens are to be
conpared and if the scale
of ve' krt/zioal axis does
not shdw si gnificant
difference in totals i.e.
items from any distance
€e..g. on' a transparency,
| od( al nost equa
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3. PI CTOGRAMS AND DI AGCRAMVE

Advant ags

- Present statistics sinply and

inavisually attractive way

H. PIE (HARTS

Edvant gggs

a) Good for show ng shares of

known tota

b) ESpecially useful if there are

appreci abl e differences between

total s

c) Good for colour presentation
NB: The total involved nust be

known if proportions are to be

presented in pie chart form

5. TABLES AND NUMBERS

Advant ages

a) Capable of storing a great dea

of detailed information, especially

in mnfilmmcro-fiche form

b) Nunber information is extrenely

accxmate; e.g. numbers up to

14 deci nmal places can be indicated

(299. 05%

Di s advant ages

Tendency to oversinmplify ,

i nformati on and pictograns

can distort data visually

Di s advant aggs , .

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 woul d beurepresent ed

by 450 etc.

Poor visual inpact when

the shares of me tota

are many and simlar

in total - the chart

' takes- the appearance

of acar mheel

Di s advant age

. a)

b)

c)

Difficult to interpret

when many coluns or item

are recorded

Difficult to identify

trends, and see peaks

and troughs in tables

CGeneral | y poor visual

i mpact ’
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?abl e 4.1: | nfonmumstorage systens

ii :UPERSONAL . | LIMTED ACCESS i PUBLIC FACI LITY
- Information Information i . _ Information

.. - .4 used at . used at , used at
"t individual departmental national and
level . _ and corporate internationa
. -0 level.- level
Devi sed by the person
who uses the storage
system
I nt er nati onal
classification
.asyejtents;
Devi s’ ed by the person
i n charge of
i nformati on _s orage.
VWHGSE si Y’ sl st
WHO " _’.. The peteon who uses Understood by all hAn’yon’ e who under -
UNDERSTANDS i’ the system - and enpl oyees who need stands system and
THE SYSTEM? h possibly no one else. to store and retrieve V jl phabetical 'and?
information ' nunerical order
Public - within
an organi sati on-
J."
Mai nt ai ned and-
[
S . ..
i EIl E SYSTEM? : updated by the updated by enpl oyees updated by full:-
-. one person. -sonetines one time, trained,
person’ s responsibility. professional ’

[

g staff.

? HOWIS . Files, folders, Folders, box files. Books. nagazi nes

3 El FORVATI ON , cardboard boxes. filing cabinets, newspapers, mnicro-
; STORED? -. ' . briefcases. imcrot’iche, conmputer filnms, filns,

i h1 H. tape and disc. i records. tapes,
, cassettes. CDs.
5 WHERE 1S 11' h . Place of individual’s Area designed for 'iOne floor of a
I STORED? " choosing. _ .9 this purpose. Sizet 7 building - whole
WHAT SI ZE? Portable. will depend on size building - nmore than
of organi sati on. one buil di ng.
The person who
, devised the system
, Personal reference
" Al personnelL
aut horised to refer
to information stored.
Or gani sati onal
ef ficiency.
Al and any menbers
of’ the public. To
"satisfy educationa
and recreationa
needs.
A study aid. To
WHAT IS THE An aid to efficient To provide inform
PURPOSE OF preserve completed work. To preserve ation for business
THE SYSTEM? work and study notes correspondence, and pl easure.
" for future reference. invoices, bills, notes.
i reports, catal ogues

" etc.

WHAT IS ""8 It only has relevance Itserelevance is to It is as relevant as
u..- it ""5? for the one individual the business of the nmenbers of the
and the one course of

st udy. .

one organisation. i public choose to

make it.
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Dewey book classification outline

600 Gonoral Wrko 630 Agriculture

030 Encycl opaedi as ' 635 Ganeni ng

070 Journalism_ 9 Vs : , 640 Househol d. Managenent

150 Psychology 1' 1 _ "953 ’ac’
658 Managenent

zoo Religion , v 660 Chem cal Technol ogy

, 220-280 Christianity 670680 Manufacturing

I 290 Non-Christian Religions 1 690 Buil ding

' 300 Sochl Schncea 700 ThoArts

310 Statistics 710 The Landscape Town Pl anni ng

320 Pol ni catsci enoe 720 Architecture

330 Economics . f . 1 1 730 Scul pture, Metal work

340 Law ' U . 740 Draw ng
350 Public Administration . _ ' 745 DecorativeArts
355-359 Arned Forces ' ' 745.5 Handicrafts

360 Soci al Servi oes 1 746. 44 _Enbroi dery .
370 Education .. 1 9 150 Painting ,2

380 Commerce - 760 G ans Arts

385 Railways - - . 9770 Phot ography

390 Customs. Fol kbre 780 Music

391 Costunme - ' 1 790 Recreations

1’ 792 The Theatre

m.

420 LEanpl ngi sut hanguagae , _ , . 793-799 Sporls and Ganes
430 Germani ¢ Languages _ 800 Literature 1
' 6440 French , _ 810 AnericanLnerature
"450 Mnn * ' ' 820 English Literature
460 Spanish . , 830-890 O her Ut orat uree
470 Latin ' ' 899 400-490 Languages

480 Greek -

. 990 www. unorv.

490 O herLanguages 910 CGeognphy. Trave

- soo-Sclonco . - v _ 913 AncientWnd, Ar

X ,5109Mat h9mallcs ' 914 European Ceography and Trave
1 520 Astronony ' , 915-919 O heGCl’ ni nom

i 530 Physses 899 930-990 H stovy

1 540 Chemistry ' . , 929 Geneal ogy

"" Tianh Sciences _ 9 _ 930 AndenH stny

_ 3 ' 5515 Meteorology ' . 94.0 Hi story. Ennpe

: 560 Pal aeonwiogy _ . * 9 1 '950 A919

; 570 Life Sgienoes ' .. . 960 _Nrica-

-. '- SBOBotanical Sciences 1 . a’' 970 NorthAmerl ca
i 590 200109de _. 1 980 Sout hAnorica
, 990 Austral asi a
3?: mm 999. me Pol ar Regi gns .
620 Engineering ' . ' . B Bi ographyandAuhbl ognphy



