Common Types of Graphs and Charts and Guidelines for Presenations

Line graph 
Line graphs are good at showing trends over a period of time. They can be used to forecast future trends based on a visual analysis of the graph’s lines.
Bar chart 

A bar chart is a method of presenting discrete data organized in such a way that each observation can fall into one of mutually exclusive categories. The frequencies (or percentages) are listed along the Y axis and the categories of the variable along the X axis. The heights of the bars correspond to the frequencies. The bars should be of equal width and they should not be touching me other bars. 

A stacked  bar chart ( also called component/compound bar chart ) is a variant: here the bars are cut into various components depending on what is being shown. If percentages are used for various components of a compound bar, then the total bar height must be 100% . The compound bar chart a little more complex but if this method is used sensibly, a lot of information can be quickly shown in an attractive fashion. 

Pie chart 

This is a circular diagram (can be shown as 2-D or 3-D) divided into segments, each representing a category or subset of data (part of the whole). The amount for each category is proportional to the area of the sector (slice of the pie). The total area of the circle is 100% and it represents the total population that is being shown. 

Guidelines for making good presentations 

1. Before making a graph/chart, decide on the point that you wish to present and then chose the appropriate method. 

2. Emphasize one idea at a time in a figure; too much information in a graph or a chart defeats the purpose of the entire presentation. Keep it simple and straightforward! 

3. Use conventional graphing methods; e.g., time is almost always plotted along the X axis. 

4. Pay careful attention to the scaling of the graph; use equal increments as far as possible. 

5. Graphs and tables must be self-contained and must stand on their own without reference to the text Clear labels of the-graph is a must; make sure you mention the what, when and where of your data. 

6. Specify the units that are being used clearly; for example, if rates are being shown, mention whether the rates are per cent, per 1000, per 100000, etc. 

7. If colours are being used in the graphs, make sure too many colors are not used. 

8. Be consistent in the use of colours and fonts in a series of graphs and tables.

Graphs and Charts: three guidelines

If you have decided that using a graph is the best method to relay your message, then there are four guidelines to remember:

1. Define your target audience.

Ask yourself the following questions to help you understand more about your audience and what their needs are: 

a. Who is your target audience?

b. What do they know about the issue?

c. What do they expect to see?

d. What do they want to know?

e. What will they do with the information?

2. Determine the message(s) to be transmitted.

Ask yourself the following questions to figure out what your message is and why it is important: 

a. What do the data show?

b. Is there more than one main message?

c. What aspect of the message(s) should be highlighted?

3. Experiment with different types of graphs and select the most appropriate.
a. pie chart (description of components)

b. horizontal bar graph (comparison of items and relationships, time series)

c. vertical bar graph (comparison of items and relationships, time series, frequency distribution)

d. line graph (time series and frequency distribution)

e. scatterplot (analysis of relationships)

