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PIE CHART 

Definition: A pie chart is a circular chart that represents data as a whole by dividing it into 

segments (slices) to illustrate the relative proportions of various components. When used to 

represent the transfer of information, a pie chart can show how different sources or methods 

contribute to the overall distribution of data or information. 

 

Key Elements of a Pie Chart: 

Slices: The different segments of the pie chart, each representing a category or source of 

information. The size of each slice is proportional to the quantity it represents. 

Total Data: The entire pie represents the total amount of information, data, or items being 

transferred. 

Category Labels: Each slice is labeled with the name or category it represents, often located 

outside or within the slice. 

Percentages: Typically, the pie chart includes the percentage of each category relative to the total 

data. These percentages are calculated based on the size of each slice. 

Usage: 

Pie charts are commonly used to visually represent the distribution of information or data when you 

have distinct categories or sources. 

They are effective for illustrating the relative proportions of different components in a whole.  

Useful for showing the breakdown of, for example, market share, budget allocation, or data 

sources. 

Tips for Creating and Interpreting a Pie Chart: 

Data Preparation: Ensure that your data is organized and accurate before creating the chart. 

Limit Categories: Avoid overcrowding the chart with too many categories, as this can make it 

hard to read. 

Order Slices: Arrange the slices in order of importance or size, such as from largest to smallest or 

in a logical sequence. 

Labeling: Clearly label each category, and consider placing labels outside the chart to avoid 

clutter. 
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Legend: If there are many categories, a legend can be used to match colors or patterns to category 

names. 

Title and Explanation: Include a title and, if necessary, an explanation to help viewers understand 

the context and purpose of the chart. 

Common Mistakes to Avoid: 

Misleading Scales: Ensure that the segments are proportional to the data; otherwise, the chart can 

be misleading. 

Too Many Categories: A pie chart is not suitable for representing numerous categories, as it 

becomes visually cluttered and confusing. 

Lack of Clarity: Make sure that the chart is easy to read and understand. 

Example: Suppose you want to represent the sources of website traffic. You create a pie chart 

where each slice represents a different source (e.g., search engines, social media, direct traffic, and 

referrals). The sizes of the slices reflect the percentage of traffic coming from each source, and 

category labels indicate the source names. 

 

 

BAR CHART 

Describing a bar chart effectively involves providing a clear and concise account of 

the chart's key features, trends, and significant data points. Here is a step-by-step 

guide on how to describe a bar chart: 

Title and Source: 

Begin by mentioning the title of the bar chart and its source. This information 

typically appears above or below the chart. It's important to acknowledge the source 

to establish credibility. 

Orientation and Axes: 

Describe the orientation of the bar chart, noting whether it's vertical (with bars going 

up) or horizontal (with bars going across). Mention which variable is represented on 

the X-axis (horizontal) and the Y-axis (vertical). 

Categories and Bars: 

Identify and list the categories or items represented on the X-axis (usually the 

horizontal axis). These are the items for which data is being compared. For example, 

if the chart is about car sales, the categories might be different car models. 
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Explain the bars on the chart. Each bar corresponds to a category and represents a 

value, typically on the Y-axis. Specify what each bar represents. 

Data Values: 

Mention the data values for each bar. Depending on the chart, these values may be 

explicitly marked on the chart or may need to be calculated by estimating the length 

or height of each bar. 

Trends and Comparisons: 

Analyze the trends in the data. Are there any noticeable patterns, increases, 

decreases, or variations across the categories? 

Compare the values of different bars. Identify which categories have the highest and 

lowest values and the magnitude of the differences between them. 

Highlighting Key Observations: 

Point out any outliers, exceptions, or particularly noteworthy data points. Explain 

why these data points stand out. 

Units and Scale: 

Provide information on the units of measurement for the data on the Y-axis. If the 

scale on the Y-axis is not uniform, mention this. 

Explain whether the data is in absolute numbers, percentages, or some other unit of 

measurement. 

Time Frame (if applicable): 

If the bar chart represents data over a specific time frame, mention the time period it 

covers. This is particularly important if you are discussing trends over time. 

 

FLOW CHART 

Describing a flowchart with a diagram involves explaining the content, processes, 

and decision points within the flowchart while referencing and clarifying the 

components shown in the accompanying diagram. Here's a step-by-step guide on 

how to describe a flowchart with a diagram: 

Title and Purpose: 

Start by providing the title of the flowchart and briefly describe its purpose or what it 

aims to illustrate. 
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Orientation and Components: 

Mention the orientation of the flowchart (typically top-down or left-to-right). 

Identify and briefly describe the key components in the flowchart, such as rectangles 

(processes), diamonds (decision points), arrows (flow direction), and connecting 

lines. 

Start and End Points: 

Point out the start and end points in the flowchart. These are usually represented by 

ovals or rounded rectangles. 

Processes: 

Explain each process step by step. Describe what each process does or represents in 

the context of the flowchart. 

Refer to the specific shapes used to represent processes (usually rectangles). 

Decisions and Branches: 

Describe the decision points within the flowchart. These are typically represented by 

diamonds. 

Explain the conditions or criteria that lead to different branches in the flowchart. 

Make it clear how the decision points work and what choices they offer. 

Connecting Arrows and Lines: 

Explain the flow of the chart by following the connecting arrows or lines. Describe 

the sequence of events and transitions from one process or decision to another. 

Clarify how the chart shows the logical order of actions or decisions. 

Data or Information Inputs/Outputs: 

If there are data or information inputs and outputs shown in the flowchart, describe 

their sources and destinations, and how they are utilized in the processes. 

Loops and Repeats: 

Identify any loops or repetition points in the flowchart, where a process or decision 

may lead to a previous step or cycle through a set of actions. 

Annotations and Symbols: 

Mention and explain any annotations, labels, or symbols used in the flowchart to 

convey specific information or additional context. 

Diagram Reference: 
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As you describe each component and step, refer to the accompanying diagram. You 

can use labels or numbers to point to specific parts of the diagram while providing 

the explanation. 

Conclusion and Summary: 

Summarize the overall process or sequence illustrated by the flowchart. Emphasize 

the key takeaways and insights that the flowchart conveys. 

Clarity and Language: 

Use clear and concise language, avoiding technical jargon or ambiguous terms. 

Ensure that your description logically follows the flow of the flowchart. 

Describing a flowchart with a diagram is a valuable skill for conveying processes, 

workflows, and decision trees in a visual and easily understandable way. Your goal is 

to help the reader or audience comprehend the content and purpose of the flowchart 

by providing a thorough and well-structured description. 
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