Creating Tables

Tables are easy to set up, interesting to the eye, and far more concise than sentences can ever be. They instantly reveal relationships that would require many words to express.

When should I use tables?

Look for text that presents complex numbers. comparative data, or a series of if...thens. 

Before
Ferrier has 11 years of experience with Vigil technology, has bid $29 million, and estimates completing the work in three years. Their key personnel have Top Secret clearance. Sokol has 5 years of experience with Vigil, has bid $27.5 million, and estimates completing the work in 30 months, but their key personnel have only Secret clearance. Crane has 8 years’ experience with Vigil, had bid $28.2 million, and estimates completing the work in three years. Crane’s key personnel have Top Secret clearance.

After
	Contractor
	Experience
	Bid Price
	Clearance
	Completion

	Ferrier
	11 years
	$29 million
	Top Secret
	36 months

	Sokol
	5 years
	$27.5 million
	Secret
	30 months

	Crane
	9 years
	$28.2 million
	Top Secret
	36 months


Before 
Immediate tax relief will be determined in the following manner. If the filling status on the return is “Single” or “Married Filing Separately,” the amount of the check will be the lesser of $300 or 5% of taxable income. If the filing status is “Head of Household,” the amount of the check will be the lesser of $500 or 5% of taxable income. If the filing status is “Married Filing Jointly” or “Qualified Widow(er),” the amount of the check will be the lesser of $600 or 5% of taxable income.

After
	If your filing status 
on your return is
	Then the amount of your check will be 
the lesser of

	Single, or Married Filing Separately
	•
$300, or

•
5% of your taxable income

	Head of Household
	•
$500, or

•
5% of your taxable income


	Married Filing Jointly or
Qualifying Widow(er)
	•
$600, or

•
5% of your taxable income


Is creating a table hard?

If you use Microsoft Word, you have several options: enter text and choose Convert to table, insert blank rows and columns, or draw tables. See Help for formatting options.

How should I format tables?

When setting up a table, it’s a good idea to make the type in the table different from that in the surrounding text. It’s also best to highlight the headings at the top of columns in some way. Use a larger pitch, boldface, or both to make the heading stand out. 

Where can I learn more about using tables?

Edward Tufte’s The Visual Display of Quantitative Information (2001) is a classic. For a quick, practical introduction, try Presenting Numbers, Tables, and Charts by Sally Bigwood and Melissa Spore (Oxford Press, 2003).
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