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Creating tables & graphs







Year Your salary,
€ yearly

2020 30 000
2021 40 000
2022 50 000
2023 60 000

Mean salary in the
country, € yearly
50 000
80 000
130 000
180 000

Inflation rate,
annual %
3%
1%
15%
20%



General rules (I)

Any Table or Figure must be able to stand alone
and be interpretable. It should be:
– sufficiently clear
– well-labeled
– described by its legend

Table legends go above the body of the Table
and are left justified. Tables are read from the top
down.

Figure legends go below the graph. Graphs and
other types of Figures are usually read from the
bottom up.



General rules (II)

Size your figures and tables to be easy to
read (figures usually half page)

Never use color simply because it is pretty!
(what if printed in grey scale? Color has to
mean something)

NEVER leave a table or figure unedited
(especially if copied from other programs)!



When would you
use a table in
your text?



Tables (I)
Typically:
– Created manually (by Text editing program)
– Copied from other program (Excel, SPSS, etc.) or

text

Do not put too much information into one
table!

Do not make a table with one row!

Do not leave empty grids in the table (unless
you explain it in footnotes)



Tables (II)

Line up decimal points (if there are any).
Whole numbers should line up on the right

Column titles should be brief and descriptive

Units are specified in column headings (in
brackets) wherever appropriate (N, %, etc)

Lines are used to set legend, headers, data,
and footnotes apart from one another



Tables (III)

The legend should tell what the table is about
and how it is organized

Footnotes are used to clarify points in the
table or to denote statistical differences
among groups

Large tables (over one page) are usually put
in the end as appendixes and not in the text





Tables (IV)

Tables should be:
– Centered on the page.
– Numbered in the order they appear in the text.
– Referenced in the order they appear in the text.
– Labeled with the table number and descriptive title

above the table.
– Labeled with column and/or row labels that describe the

data, including units of measurement.
– Set apart from the text itself; text does not flow around

the table.



No



No



No



No



No



No title
Non-standard format of text

No footnote to explain
the symbols */**/***

Too many lines No explanation of the
coloured rows

Text is
too small



When would you
use a graph in
your text?



Graphs (I)
Typically:
– Created directly by the text editing program (Excel data

needed)
– Copied from other program (Excel, SPSS, etc.) or text

Do not put unedited graphs directly into a text!

The most important consideration for figures is
simplicity

Graphs should include proper labels, a legend
explaining symbols, and vertical or horizontal tick
marks.



Graphs (II)
Figures should be:
– Centered on the page.
– Labeled (under the figure) with the figure number

and appropriate descriptive title
– Numbered in the order they appear in the text.
– Referenced in the order they appear in the text (i.e.

Figure 1 is referenced in the text before Figure 2
and so forth).

– Set apart from the text; text does not flow around
figures.



Bar charts





No



No



No



No



No



No



Grouped/clustered bar charts



No



No



Stacked bars
The achievements of Formula 1 drivers in 2000



No



Centrally divided horizontal bar charts



Line graphs



No



No



No



No



Pie charts



No



No



No



Scatter plots



No



Compound figures

Use a compound figure when you have multiple
graphs, or graphs and others illustrative materials that
are interrelated

Compound figures are counted as one figure and
share a common legend

Each figure must be clearly identified by capital letter
(A, B, C, etc) and is identified by that letter in a text,
e.g., "...(Fig. 1b)“

The legend of the compound figure must also identify
each graph and the data it presents by letter





Group task

Create a table and a graph from the given data

– Decide what should be presented in the table and what
is better to present in the graph

– Decide what type of graph is best for the chose data

– Create a table and a graph

– Edit them properly


