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Format for Tables in Reports Made Using Microsoft Word

Introduction
Tables are usually comprised of rows and columns of numbers and words, mostly numbers. Often information from Microsoft Excel ® is cut and pasted into Microsoft Word ® documents in the form of tables.  They may also be constructed “from scratch” in Word using the Table menu.  If table data is simply pasted into Word from Excel, it will not meeting the format requirement for tables in reports.  This document discusses the formatting requirements for technical reports.

Uses for tables  
Although tables primarily are used to display numerical data other situations involving text or equations also benefit from the organization and clarity tables provide.  

Inline tables   
Tables which are uncomplicated and contain only a few rows can be centered and put directly into the text with a blank line above and below the table.  In-line tables do not need to be numbered but this limits being able to reference the table data later.  In-line tables follow the same format as full tables with the exception of having no number or caption. 

Checklist for table format.

1. Tables appear centered in reports.  
2. Table titles (captions) appear centered over the table.  In the case of multi-line captions, the text should be left adjusted and carried over the number of lines required with appropriate indenting (see example below).
3. The first word of the title is capitalized with the remainder of the caption in lowercase.  Usually the caption is a descriptive sentence describing the table’s significance and ends with a period. 
4. Refer to the table in the text just preceding the table. Explain the significance of the data in the table but do not reiterate all the data.  Do not expect readers figure out why the table data is being presented.
5. Tables are numbered sequentially using Arabic numerals. The correct format to refer to a table is “Table 1” (note the capitalization).  
6. In the report proper, don't overwhelm readers with monster 11-column, 30-row tables.   Simplify the table data down to just that amount of data that illustrates your point.  When there is a need to discuss large collections of data, put the full data in the Appendix and refer to this table using the format “Table A-1”.   Items in the Appendix are numbered sequentially without regard to the type of information; hence Table A-1 could be followed by “Figure A-2”.
7. Column headings are centered over the columns.  Headings are often multi-line so that the width of the column can be minimized.  Column headings are frequently displayed in a bold font.
8. Numerical data is always aligned so that the magnitude of the number and decimal information is clearly visible.  This is so-called “decimal alignment” (even if a decimal point is not explicitly used).  The data is then generally is centered in the column directly under the column heading.   For example:

	Year
	Percent
Type A
	Percent
Type B
	Number
Type C1

	1960
	1.5
	0.002
	1000

	1970
	62.123
	0.13
	103

	1980
	64.8
	15.5
	2


1.  Includes hydropower, nuclear, geothermal energy and others.
 
9. Text data is either left-aligned or centered depending on the appearance the author wishes to achieve.
10. When there is some special point you need to make about one or more of the items in the table, use a footnote instead of clogging up the table with the information.  See example above. 
11. Don't put the word or abbreviation for the unit of measurement in every cell of a column. For example, in a column of measurements all in millimeters, don't put "mm" after every number. Put the abbreviation in parentheses in the column or row heading. 
12. Vertical lines dividing columns are usually not necessary, and should be avoided.  This can be accomplished using the “Borders and Shading” option.  In the example above, there are no vertical lines.  What you may see if viewing this in Microsoft Word are “guidelines” which do not show up when printed (use Print Preview to see this issue demonstrated).  
13. Carefully consider the number of digits reported in tables.  Include only a reasonable number of significant digits in tabulated data.  Generally data should have the same “precision” or same number of “digits”.  By default, Excel will produce numbers with different number of decimal digits because of dropping “zeroes” at the end of some numbers.  Make sure you format all data (using Format Cells Number) before cutting and pasting.  
14. When the table needs to be inserted in the landscape orientation (wide), remember that the “top” of the table should be positioned at the “left” edge of the report.  Despite the fact that the page is oriented in landscape mode, the pagination must still appear at the “bottom” of the page in portrait mode.  In order to accomplish this, employ the following method:
a. In the original report, leave a completely blank page where you intend the landscape table to appear.  Because this page is blank, it will receive a page number at the bottom of the page, just like any other page of the document.
b. Remove this blank but numbered page from the report or memo, and print the landscape table on it making sure you have suppressed page numbers so you don’t doubly number the page in two locations.
15. Tables should be wholly on the page they start on.  Backfill text as necessary to achieve this.  In the case of multi-page tables, the start of the table should start at the top of a new page.  Again, backfill text to avoid white space.
16. Tables should be adjusted to remove extra white space.  Columns should only be of a width necessary to contain the data provided.  Do not span from margin to margin unless the table requires this much space.

Examples of Tables

The examples below were selected from various textbooks and demonstrate many of the formatting issues discussed above.  Note:  There may be minor differences between the department’s format and what the examples show.
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Table 9.1-1

VALUES OF «, CONVERSION FACTOR IN THE FANNING

PRESSURE DROP EQUATION

“
[+ 4

P u (m/s) u (m/hr)
N/m? or Pa 1 ; 7.72 x 108
bar 10-5 7.72 x 10713
atm 9.87 x 10°° 7.62 x 10713
2 9
kgf/m l _ 1 - 0102 7.87 x 10°
& 9.81
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TABLE 2.3
TypicaL COMPOSITION OF DISSOLVED SALTS IN SEAWATER

Tons Weight %

Positive
Na* 30.6
Mgt+ 3.7
Catt 1.2
K+ 1.1

" Negative
Ct- 55.0
SO;- 7.7
HCO; 0.4
Br- 0.2
99.9
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Table 7.5  Sonic limitation for metal vapor heat pipes [30].
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Evaporator exit Sonic heat flux limit, kW/cm

temperature, °C Cesium Potassium Sodium Lithium
—_— . e sl e eeitiium
400 1.0 0.5 — -
500 4.6 2.9 0.6 -
600 14.9 12.1 3.5 —
700 37.3 36.6 13.2 —
800 : 38.9 1.0
900 94.2 3.9
1000 ’ - 12.0
1100 31.1
1200 s 2 A 71.0
1300 , 143.8

o ——— ...
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Table 6.4 Long-wavelength (A > 2.8 um) and short-wavelength (A < 2.8m) transmission
for selected glazing materials [3].

Solar Radiation Transmission (%)

Long-Wavelength Versus Angle of Incidence (Degrees)

Transmission

Cover Material ' (%) 0 14 30 45 60 67
Glass, double-strength, 3 mm 3 80 89 88 85 82 74
Flat fiberglass, 25 mil 12 87 84 8 8 73 57
Corrugated fiberglass, 40 mil ‘ 8 83 83 82 8 62 43
Polycarbonate, 1.58 mm 6 8 85 84 83 80 72
Polyester, weatherable, 5 mil 32 88 88 88 8 81 72

Polyethylene, 4 mil, UV-resistant 80 92 91 88 86 82 67
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Table 2.4.3-1
COMPARISON OF THE DIFFERENTIAL AND INTEGRAL METHODS
AT 285°C

k (kmol/kg cat. hr) K, (atm™) K (atm™) K (atm™)

Differential method with
linear regression 1.66 0.40 2.23 0.49

Integral method with
nonlinear regression 2.00 0.39 3.17 0.47
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TABLE 4.4
ACENTRIC FACTORS, @

Simple, nearly spherical molecules
Argon
Xenon
Methane
Oxygen
Nitrogen
Carbon monoxide
Hydrocarbons and small nonpolar molecules
Ethane
Propane
Acetylene
. Cyclohexane
Isobutane
Neopentane
n-Butane
Benzene
Carbon dioxide
n-Pentane
Toluene
n-Heptane
Polar molecules
Ammonia
Water
Methanol
Ethanol

—0.002
0.002
0.013
0.021
0.04
0.041

0.105
0.152
0.186
0.186
0.192
0.195
0.201
0.215
0.225
0.252
0.252
0.352

0.250
0.348
0.556
0.635




