
The table of contents 
can be used to help 

you find what you are 
looking for.  It can 

also be used to help 
you preview the text.
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Captions are found 
under, above or next 

to a picture.  Captions 
are used to describe 

the pictures or 
illustrations.  
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A graph is used to 
display information in 
an organized manner.  
They are used to help 

a reader visualize 
numbers and 

information given in 
the text.
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A diagram is a picture 
or drawing used to 
help make the text 

easier to understand.  
It helps a reader 

visualize what he or 
she is reading. It 

often contains labels.  
Labels are words used 

to tell about the 
diagram. 
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A chart that shows 
past events in 

chronological order.
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bold print,
highlighted words,

italics

Different font styles 
are used to 

emphasize specific 
words in the text.
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A glossary is found at 
the end of the text or 

book.  It contains 
important words 
along with their 

definitions.
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Headings and 
subheadings give the 
reader a clue about 
what the author will 
be telling about in 

each section.
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A map is a picture 
that shows a location 
being discussed in the 

text.  
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Photographs and 
drawings are used to 
support the ideas in 

the reading.
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An index tells the 
reader where to find 
information or key 

words.  Listed in 
alphabetical order.
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