How to Make Visuals: Guidelines

Guideline 1: Show Images

Show the audience your information by changing words and numbers into images.
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® Change a confusing table of numbers into a graph.
BEFORE AFTER

Attendance at East and North Parks

Attendance at East and North Parks
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Name/Month

East Park

East Park

North Park

=
North Park

January  April July October

® Change a list of locations into a map.

BEFORE

New offices opened in Asia this year

Regional Head Office Hong Kong China
Information Technology Sapporo Japan
Regional Head Office Tokyo Japan
Regional Head Office Osaka Japan
Asian Headquarters Seoul Korea
Research & Development  Pusan Korea

Logistics Singapore Singapore

Regional Head Office Manila Philippines

® Change words into a flow chart.

BEFORE

Training Schedule Traiping Schedule
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- One month of orientation. 1 month

- All personnel receive six months of
general skills training.
- Technicians receive specialized

6 months

5 months BEile=IRIEalisTe] Sales Training
h Management and
T mont Leadership Training

First Assignment

technical training, while sales personnel
receive specific sales training.

« One month of management and
leadership training.

The Visual Message




Guideline 2: KISS (Keep your Information Short and Simple)

® Simplify sentences into easily remembered key words and phrases.

BEFORE AFTER

Scuba Diving Safety Rules Scuba Diving Safety Rules

Always dive with another
person, a “buddy,” so that you
can watch over each other.

® Dive with a Buddy
Remember to calculate bottom
time to allow enough time for
decompression if necessary.

® Watch the Bottom Time

Don't put your hands on ® Don't Touch Marine Life

marine animals. You could
injure them or yourself.

® Eliminate unnecessary information.

BEFORE AFTER

Number of Food

Time is money.
Smart shoppers save
time as well as
money by using

Number of Food Co-op Users

-

ly 7A7ugiust77 September

® Eliminate unnecessary details. Round off numbers and eliminate extra words
to make easily remembered key points.

BEFORE AFTER

3 Good Reasons to Work
with ACME Corporation

3 Good Reasons to Work
with ACME Corporation

- 1,236,427 Items in Stock - 1.2 Million Items

- 149,650 Customers Last Year - 150,000 Customers

- $28,435,954.94 in Sales Last Year - $28.5 Million in Sales

Figures are for last year
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