Creating and Using Tables for Laboratory Reports

Tables are lists of numbers that are not conducive to graphing, or are secondary in importance to the topic, and therefore not worth graphing.

If at all possible, never use a table in your report when a graph could be used. Interpreting a graph is often an instantaneous affair; searching through many columns of numbers in a table to look for trends is tedious.
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Creating a table
There are two basic ways to create a table in Word. The first is most convenient if your data are already in a spreadsheet in Excel (fig. 1). If this is the case, select (block) the area that you want to make into a table, press ^C (copy), switch over to Word, click the cursor at the location where you want the table to be inserted, and press ^V (paste). 

The result of this procedure for the data shown in Fig. 1 are shown in Table 1. Note that the column headings look somewhat disproportionate to each other. Its not a great looking table, but more on that later. First, let's look at the second way to create a table, then we'll discuss how to make them presentable. [image: image2.png]A B C D E F
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The second way to create a table is done manually, via the Table feature in Word  (Fig. 2). Click and drag the cursor until the appropriate number of rows and columns are indicated. Remember to count all the rows and columns of data, as well as all the rows and columns of headings (typically one of each) that you'll need. If you make a mistake, you can add or delete rows or columns later. In the example indicated, a table of three rows and five columns would be created. Word doesn't know the width or height of the cells that you want, so it creates them to fit the current font height and to span the entire page:

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


To create the table illustrated in table 1, the initial result would be:

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


Clearly, this is an inappropriate use of space. However, I suggest leaving it as it is until all your data and labels are entered. That step would look like this:

	[Na+] (mM)
	peak voltage (mV)

	1
	-80

	30
	-30

	60
	-10

	90
	1

	120
	10

	150
	18

	180
	23


Now the data and headings are there, how do you make the table adhere to conventional rules and make it look presentable, too? In this case, the heading over the second column is quite long relative to the data, so my preference would be to make the heading into two lines, with only the units on the second line. Note that the units are in the column headings, not in with each datum. To balance things, you'd want to rearrange the first column, too. To do this, just put your cursor after the word voltage, delete the space and hit enter. Do this for the heading in the first column as well. This would be the result:

	[Na+]

(mM)
	peak voltage

(mV)

	1
	-80

	30
	-30

	60
	-10

	90
	1

	120
	10

	150
	18

	180
	23
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Clearly, these columns are much too wide. Put your cursor directly over the center vertical line (the cursor will change from an arrow to a pair of vertical lines with outward pointing arrows) and double-click. Do this for the right vertical line as well.

To centre the table, click the cursor into any one of the cells, then click on "Table | Select Table" then hit the Justify Center button on the toolbar. You don't necessarily have to centre the table, you can integrate it with the text, just as it appears to the right. To do this, first create a text box ("Insert | Text Box" then click where you want the upper left of the box to be, then drag to where you want the lower right corner to be located.) Click back on the table, then "Table | Select Table". Cut the table (^X), click inside the text box and paste (^V) the table there. To get rid of the text box border, right click on the border, click "Format text box", choose "Colours and lines" and choose "no line" under the colour option.

[image: image5.png]A B C D E F
Neuronal Action Potentials

The effect of extracellular Sodium ion concentration

Insert.
Deete.
Clear Contents

(3 Insert Comment

ES Formet Cels
Pick From List



[image: image6.png]HEH|B T o 2|0

o Border



Remember to put a caption above the table (use 10 point font). Inserting a caption above the text box is simply a matter of creating another text box (of the same with as the first), type in your caption, and align the two together. You can even group the two text boxes together so they'll act as one unit in the event you want to move them. Click on one box, then while holding the Shift key, click the other box. Right click any border, choose "Grouping | Group".

All that's left to do is remove the excess lines - no vertical lines appear in tables, and only the minimum number of horizontal lines, generally only those separating headings or categories. To remove lines, use the 'borders' feature illustrated in Fig. 2. If you select the whole table, click on the 'No Border' button and all of the lines in the table disappear. Then, highlight the two cells with the headings in them (the upper row) and click the 'Bottom Border' button. Also click the 'Top Border' button to add a line separating the caption from the table itself. Although you can apparently see all the lines in the table above, click on the “print preview” icon (usually right next to the “print” icon) to see that only two horizontal lines appear in the final product, those being the ones separating the column titles from the data and the caption.

Tables are oriented horizontally on the page, unless there is a very large number of columns. No one wants to keep re-orienting the pages to look at tables, then read text, etc.
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Fig. 1: Original Excel data
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Fig.  2: Altering lines





Table � SEQ Table \* ARABIC �1�: The first result in Word. 


[Na+] (mM)�
peak voltage (mV)�
�
1�
-80�
�
30�
-30�
�
60�
-10�
�
90�
1�
�
120�
10�
�
150�
18�
�
180�
23�
�






� EMBED MSPhotoEd.3  ���





Fig.  2. Creating a table manually
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Table 7. The effect of [Na+]e on the peak voltage of the membrane response.
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