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Most manuscripts are submitted electronically by authors for consideration for publication (Ame
Psychological Association [APA] Publication Manual, 2010). As such, understanding the design and prep
of data displays are an important component in the electronic submission process. According to th
Publication Manual (2010) guidelines, tables are created to display specific information; however, many ¢
do not submit manuscripts to journal editors tiratlude tables created through the autotable function, wh
can ultimately cause problems in an electronic submission, often contributing to manuscripts being r
(Onwuegbuzie, Slate, Combs, & Frels, 2009). In this article, atstegpep guide focreating tables in Microsoft
Word 200and an exemplar table presenting all relevant APA rules pertaining to tabpgsvided for authors
to use when designing, creating, and displaying data in manuscripts.

A significant proportion of published articles
contain one or more tables. For example, of the 264
articles that have been publishedResearch in the
Schoolssince itsinception in 1994 (Volume 1, Issue
1) through the previous issue in 2010 (Volume 17,
Issue 19 spanning 33 issués200 (75.8%) articles
have contained one or more tables. These 200 articles
contaned an average of 3.76 tables. As can be seen
from Figure 1, with the exception of four issues (i.e.,
5[2], 6[1], 92], and 13[1]), at least two hirds of the
articles in each issua & 29) contained one or more
tables.

Even in the field of qualitative research, where
tables often are underutilized (Onwuegbuzie &
Dickinson, 2008), tables can still play an important
role. For example, Onwuegbuzi20l1) documented
that, of the 570 articles published in the excellent
journal, The Qualitative Reporbetween its inception
in 1990 (Volume 1, Issue 1) through its most current
issue in 2011 at the time of writing (Volume 16, Issue
2), 154 articles (i.e.27.02%) contained one or more
tables. These 154 articles contained an average of
2.33 tables.

Correspondence should be addressed to Rebecc
Frels, Department of Counseling and Spec
Populations, Lamar University, 223 Educatior
Building, Beaumont, TX 77710

Email: rebecca.frels@gmail.com

Although all of the tables published Research
in the Schoolsconform to the edition of the
Publication Manualof the American Psychological
Association (APA) that was in effect when the article
was published, many of these tables had to undergo
one or more rounds of revisions before they
conformed to the APA style guide. However, as
demonstrated by Onwuegbuzie, Slate,nmbs, and
Frels (2009), the manuscripts submittedRtesearch
in the Schoolgver this period that have been rejected
have tended to contain tables that deviated to a
greater extent than have the 264 manuscripts that
ended up being published. Indeed, Onviuegie et
al. (2009) reported that incorrect formatting of tables
(alongside figures) represented the sixth most
common source of APA errors of the 60 types of
APA errors that emerged, with 40.0% of the 110
manuscripts submitted t®esearch in the Schools
over a 6year period containing one or more
formatting errors. Further, not only were APA errors
associated with tables (and figures) a statistically
significant predictor of whether a manuscript was
rejected, but this error type was the most practically
significant predictor, with manuscripts containing
one or more of these errors being 4.68 times (95%
confidence interval = 1.96, 11.14) more likely to be
rejected by the action editor. This led Onwuegbuzie
et al. (2009) to conclude that

failure to constructables and/or figures that are

clear, coherent, consistent, and, above all,

accurate can affect both the readability and

Fall 2010 XXXViii

RESEARCH IN THE SCHOLS



REBECCA K. FRELS, ANTHONY J. ONWUEGBUZIE, AND JOHN R. SLATE

integrity of the manuscript, which, in turn, might
increase the probability of the manuscript being
rejected. Conversely, tables arigures that are
we l | constructed make"
more effective communication devicédAPA,
2010, p. 126), thereby rendering an article more
appealing to reviewers and editors. (p. xxv)
It is clear, then, that (a) many authors, at least those
who submit articles td&research in the Schodldut
likely many authors in genefalhave difficulties
constructing tables that conform to the APA style
guide; and (b) that poorly constructed tables can
place a manuscript at risk for being rejected. Thus, it
is likely that these authors would benefit from some

guidance in how to construct tables appropriately and
effectively.

According to the Research in the Schools

amarsiscripe suldmisgion guideirreg, tallds eshould be

created using the autotable format (e.g., Tadble
menu in Microsoft Word) such that no column lines
(i.e., vertical lines) are used (see APA, 2010) and
only row lines (i.e., horizontal lines) are used at the
top, bottom, and heading of the table (cf. APA, 2010,
pp. 127150). Unfortunately, many audrs do not
conform to the APA style guidelines when submitting
manuscripts, which can delay amdight cause a
manuscript to be rejected (see Onwuegbwtial.,
20009).
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Figure 1.Proportion of articles with one or more tables publishe@ésearch in the Schools.
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EDITORIAL: A STEPBY-STEP GUIDE FOR CREATING TABLES

Mistakenly, many authors use methods other
than the autotable method when creating tables. For
example, authors incorrectly might utilize the tab key
to indent sections to be presented andUhéerline
keyto create the three lines of the table. Also, som
authors might use the tab key to indent sections to be
presented and tHeserttab to draw the three lines of
the table. Both of these methods cause internal
problems for editors and publishers when typesetting
final drafts and galley proofs of manuigts because
these tables are not easily rescaled and almost
impossible to cutindpaste from the end of a
manuscript to be embedded within the manuscript
when typesetting the gallgyoofs.

The sixth edition of théPublication Manual of
the APA(APA, 2010)0 hereafter calledPublication
Manuab presents the following principles for
creating tables: conciseness in tables (5.07, p. 128);
table layout (5.08, p. 128); standard forms (5.09, p.
129); relation of tables and text (5.10, p. 130);

Table 1

relation between tabs (5.11, p. 130); table titles
(5.12, p. 133); table headings (5.13, p. 133); table
body (5.14, p. 137); confidence intervals in tables
(5.15, p. 138); table notes (5.16, p. 138); ruling of
tables (5.17, p. 141); presenting data in specific types
of tables (5.18, p. 141); and a table checklist (5.19, p.
150). A visual and more suitable way to present these
principles, as opposed to a narrative, is via a table.

Table 1, which was created using the autotable
steps, depicts thePublication Manual principles
regarding tables. As seen in Table 1, Fhblication
Manual principleswith respect to tables are visually
portrayed in an organized manner through the three
main elements: principle, section, and page number.
Thus, the purpose of this document is to guide
authors through the specific steps of creating a table
using the autable function via Microsoft Word
2007.

APA 6th Edition Guidelines for Presenting Tables, Corresponding Sections, and Page Numbers

Principle Section Page number
Conciseness in tables 5.07 128
Table layout 5.08 128
Standard forms 5.09 129
Relation of tables and text 5.10 130
Relation between tables 511 130
Table titles 5.12 133
Table headings 5.13 133
Table body 5.14 137
Confidencentervals in tables 5.15 138
Table notes 5.16 138
Ruling of tables 5.17 141
Presenting data in specific types of tables 5.18 141
Table checklist 5.19 150
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Step 1: Insert Table

Left click the mouse cursortwo timesin the location of the manuscript so that the flashing cursor appears on
your screen in the location you would like to place the tédd#de Screenshot 1) eft click one timeon Insert

= Home | Insert | Pogelojout  References  Mailings  Review  View -
R (i ¥ ) o sk = > > ARG A signature Line -

ANH DO LBEPRE @ B B @40 54t e

Cover Blank Page  Table | Picture Clip Shapes SmartArt Chart | Hyperfink Bookmark Cross-reference  Header Footer  Page Text Quick WordArt Drop Equation Symbol

Page~ Page Break Y At - - = MNumber= | Box= Pats~ -  Cap- 'dObject~ - .

Pages Tables Hustrations Links Header & Footer Test Symbols

g

Place the mouse cursor dable Without clicking, you will see that the tab is highlighfede Screenshot.2)

Microsoft Word non-commercial

Home | Insert | Pogeloyout  References  Mailings Review
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Cover Blank Page  Table  Picture Clip Shapes SmartArt Hyperlink Bookmark Cross.reference  Header Footer  Page Test  Quick WordArt Drop Equation Symbol
Page~ Page Break v Art - 2 < Number~  Boxr Patst - Cap- 'SObject - - .
Pages Tables ustrations Links Header & Footer Text Symbols

@ Table

Insert or draw a tabie into the
document.

1 ' 2 - ' 3 - V 4 - Vo NNy,

Screenshot 2

| InWord, you can diso convert
existing text into a table.

1)) Press F1 for more help.

|
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EDITORIAL: A STEPBY-STEP GUIDE FOR CREATING TABLES

When youleft click one time on the arrow down within the tab, a drop down menu appears; with your defsor,
click one timeonInsert Table(Screenshot 3).

Home | Insert | MGelsyout  References  Maings  Review  View 2

JL] @U%@Dﬂ%@ﬁ @ (3| ) @ 4 AS Remernes L0
Cover Blank me le | | Picture Clip Shapes SmartArt Chart  Hyperlink Bookmark Crossreference  Header Footer me Text Qultk WordArt Drop Equation Symbol
Page~ Page Break = = = * | Box~ Parts - Cap - "8 Object = ~ s

Header & Foom Symbols
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Screenshot 3

3 InsetTable...

4 DrawTable

| Conyert Text to Table
3 €xcel Spreadsheet

2] Quick Iables

Page:lofl  Words:0 B

95 Home | Inset | Pogelojout  References  Mailings  Review  View L
| " | A | Slgnature Line ~
QU%DUB&@DQQQ L5} ) ) () 1) (3] Bopr | JU 2
Cover Blank Page Picture (Ip Shapes SmartArt Chart || Hypedink Bookmark Cross.reference | Header Footer Me Test Quick WordArt Drop Equation Symbol
Page~ Page Break mber~  Box~ Patst  + Cap * ect 5 >
Tables THustrations Links mnuafc«u Text Symbols
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Page:2012  Words:0 (5 |
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As displayed in Screenshot 4, the number of columns and the number of rows can be adjusted using the arrows
keys to the right of the numbers. Leaving theoin the lower box will allow for uniform cells in your table. By
clicking the arrow key, you can manually change the cell size.

Notice in Screenshot Helow, the table includes 4 columns and 8 rowedt click one time OK, and your table
appears in the location where you last placed your mouse cursor. The tool bar above your document has changed
and theDesigntab is highlighted (see Screensbht

V! HeaderRow V' First Column 2 SZS"NINV‘ - Z pu—
: : - [ | A — | 22 =

= Draw  Eraser
V| Banded Rows " Banded Columns 5 oL PenColor™  Taple

Table Style Options Oraw Borders

Total Row Last Column

A faster way to insert a table tiibutusing the procedure displayedSereenshot 4 arficreensho’ is to highlight
the number of cells both vertically and horizontahdleft click one time (Screenshot 6).

| Inzert | Page Layout

=l [ Elal 1 = A = A A= |Zsignature Line -
5l g - ] ] 3
) ) = . )8 EH =E o T
Cover Elank FPage | Table | Picture o Text Quick WordArmt Drop Equation Symbol
Page= Page Break - 4 = Box~* Pamsiv - Cap - " Object ~ - .
Pages Links Header & Footer Symbols

3

Screenshot 6

Insert Table...
Draw Table

Excel Spreadshest
J | Quick Tables

Page:2e3  Words:97 | b
—

Fall 2010 xliii RESEARCH IN THE SCHOLS



EDITORIAL: A STEPBY-STEP GUIDE FOR CREATING TABLES

Step 2: Design Table

In Step 2, you should be working under the tab labBlesign If at any time youneed to locate this talyou
can roll your mouse cursor over the upper left hand corner of your table and a small square will appear. Left click
two times on this square atite design tab will reappeésee Screenshot.7)

;[W %ipt - B

Home Insert Page Layout References Mailings Review  View Design. ayo o
Draw  Eraser

W HeaderRow ¥ First Column —
I Total Row [ Last Column f%l -
W Banded Rows || Banded Columns === sl PenColor=  Taple
| Table Style Options Draw Borders
.

By clicking

this square, you
can move your
tab to the
Designtab.

Fage:lof2  Words0 5|

In the left of the toolbar iBscreensho8, the default settings have three items checkisider Row, First Column
andBanded RowsBy rolling (not clicking) your mouse cursor over these items, aypopox allows you to see the
description for each of these options (see Screenshots 8, 9, and 10).

HeaderRow ' First Column G . Sasnacing - - Z _1

I Total Row I Last Column - = = = @ lordmﬂ ¥ pt v ==

. ESEE - Draw  Eraser
\ ¥ Banded Rows | Banded Coud — : ZPenColor™  Taple
| Table Style Optig Oraw Borders

Header Row

Display special formatting for the
first row of the table.
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¥ HeaderRow ¥ First Cg + dr shading - -y -
] Total Row - [Deodenl] g — - o;@ ej
: L
: Lencorr e Screenshot 9
Draw Barders g

Display banded rows, in which
even rows are formatted ﬂﬂlef!llﬂf
Tram add Fows.

This banding can make tables
eagier to read.

V! HeaderRow  [J] First Column / . Srshading - 4 Z —
v' " | : - A | f
Total Row Last Column EEAE @lﬂﬂnq ¥ pt ——

¥/ Banded Rows | Banded Columns — % LPenColor™  aple
Oraw Borders 5

Draw  Eraser

First Column . 2 . ) . . v IEEIEEEN IR 000

Display special formatting for the
first column of the table,
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Step 3: Adding Text

As seen in Screenshot 11, the 4 x 8 table has been moved dgreskig the left button without lifting the
mouseto drag the table to the desired locatemthat a title can be typed above the talbldne table does not allow
for typing above it, type the text below the table and move the table down afteAdswdthe text to be added
below the tableanbe cutandpasted into the individual cells. Alternatively, yoanalso type the informatiopou
would like to appear in the cells of the table. Leaving the lines on each individual cell at this stage of the table
creation process allows you to see the work in progress and the size of the individual cells (rows and columns).

Home Insert Page tayout References Maidings Review View

)
=~ -
% cut & W= == = 3 - 24 Fina ~
i Times New Roman 12 - (A& | === = )@ oAU [ aasoccoc] assbococ AaBbC: AaBbce AADB  aasbce. acsbecoc agsbeeod 2t PA IS i
opy [ ’ - 25, Replac
Paste Frormatpanter |B 4 U - abe X, X' Aav w-A-EE RN o 7 Normal | 7 No Spaci.. Headingl  Heading 2 Title Subtitle  Subtie Em... Emphasis gr;:(g_c 13 setect~
| Clipboard = Font D Paragraph = Styles i Editing
B et 0 E . 2 0 : . : . < KRS O

Table 1

Screenshot 11

APA 6th Edition: G for P Tables and Ce Sections and Page
Nuwnbers

conciseness in tables (5.07, p. 128), table layout (5.08, p. 128), standard forms (5.09, p. 129)

This information relation of tables and text (5.10, p. 130), relation between tables (511, p. 130), table titles (5.12,

can be presented p. 133), table headings (5.13, p. 133), table body (5.14, p. 137), confidence intervals in tables
" (5.15,p. 138), table notes (5.16, p. 138), ruling of tables (5.17. p. 141), presenting datain
better in a table specific types of tables (5.18, p. 141), and a table checklist (5.19, p. 150).

thanin a
paragraph.

Step 4: Insert Rows and Columns

The first row is called the header row and includes the text descriptors of the information to be displayed.
Notice that the fourth column %0 longer needed because the text to be added (see Screenshot 11) has only three
elementsi(e., APA principle, section, and page number). Also, you can insert text by highlighting text via the
mouse cursor and candpaste the text into the table celternatively, you can highlight the text amblagthe
text with the mouse into the table cells. As seen below, there should be more than eight rows to accommodate the
data. Byright clicking one time on the last row, a pepp box appears (see Screenst®jtthat will allow additional
rows to be inserted.

Home  Insert Page Layout References Mailings Review View Design Layout o

U] HeaderRow ¥ First Column L shading - = 3 fr—
Total Row tast Column = - | Borders) ¥ pt - J
= Draw  Eraser
V| Banded Rows 1" Banded Columns - ZPenColor~  Tapie
1 Tabile Style Options Oraw Borders
= : 0 e R I

Screenshot 12

APA 6th Edition Guidelines for Presenting Tables and Corresponding Sections and Page
= i Numbers
#
— ——

Header Row —p Pindile (e e o Tn x B 7 l: Page mumber
tablelayout | B 7 W - A - EEE IS - 128

standard forms 1509 p-129
relation ofta. £ p- 130
text ; <«—— 4th Column

2
relation betwW on  paste a5 Hested Table p-130
tables |

Right click the [table tae] | :::Rm . [p133
mouse with ding ‘ o 137), confidence intervals in tables (5.15
ablefieadings 4 spie cens... D , confidence intervals in tables (5.15, p.
the cursor on 38). table no| EZ:Q::M e 5.17.p. 141), presenting data in specific types of
e g
the last row tables GI8 H g text Owetion... p- 150)
one time to see Celt Alignment >
. AutoFrt >
this box. | = Tovie Properties...
[3= gunets »
i= Numbering »
| 2, Hyperdink...
! @, tooxup...
‘ Synonyms »
‘ Translate »
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As seen in Screenshot 13ape the mouse cursor (without clicking) over the wirskrt and a new box appears.
Move your mouse over the wortissert Rows Belowright click one time for each row you need to add.

Page Layout References Maiiings Review  View Design Layout

M| Times NewRoman - (12~ [ A" wT[45] |32 - 1= - - IR ] | aapocene] aseboenc AaBbCi AaBbee AAD agsetT acsvceo. apffbcen
ste F Format Painter B 7 U-aex XA Y-A- EES -1|7:7=__=:'|Q~-gr-3 | TNormal | %NoSpaci.. Headingl Meading2 Title, Subtitle  Subtie Em.,
Clipboard =

= place
Screenshot 13 =~

APA 6th Edition Guidelines for Presenting Tables and Correspoya#g Sections and Page
Numbers
Principle % cut 'age number
conciseness in{ iy copy . 128
table layout @ paste . 128

standard forms' n 170
relation of tabl loset > |l tnsert Cotumns to the Lert
text Delete Rows @} tnsert Columns to the Right

relation betwed & Merge Celis 24 Insert Rows Above K
tables |JE Distribute Rows Evenly 54 Insert Rows Below
i
Q

table titles Distribute Columns Eventy [3<] wnsget cens...
Borders and Shading...
I} Text Direction...
Cell Alignment »
AutoFit >
33 Table Properties...

1 1
TimesNew =12 - A" A" A~
tableheadings (1 B £ ¥ - A - iF ¥ i= -137), confidence intervals in tables (5.15, p.
138), table notes (5.16, p. 138), ruling of tables (5.17, p. 141), presenting data in specific types of
tables (5.18, p. 141), and a table checklist (5.19, p. 150).

Step 5: Deleting/Adjusting Columns or Rows

To delete the fourth columnight click one time on the last column. A pepp box appears. Move the cursor to
the wordsDelete cellsandleft click one time Left click and the circle appears by the woBldete entire column
andleft click one time OK. Screenshot 14 depicts this step.

| Home | Inset  Pagelayout  References  Mallings  Review  View  Design  Layout “
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Clipboard = Font "- Paragraph ) Styles o)

R

Table 1

APA 6th Edition Guidelines for Presenting Thbles and Corresponding Sections
Numbers
Delete
Principle ection |

conciseness in tables | 5.07 (0 shft cels left

table layout 08 || Ogfftesisie
standard forms 5.09 Q entire fow
relation of tables and | 5.10 || ©Delete entre cohem]
text

relation between
tables

table titles

table headings

table body
confidence intervals
in tables
table notes
ruling of tables
presenting datain
specific types of
tables
table checkli
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At this point, the column width should be adjusted to accommodate the text that is in the first column. Manually
drag the first column line and the cell size of the first column is smaller or l&8gmenshot 15 illustrates the
column width adjustment.

Home | Inset  Pageloyout  References  Mailings '\ View  Design  Layout @

= % Cut 2 R O P N ) . 2 Find ~
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* e 3 Replace
Paste F Format Painter B Z U-aex, XA Y-A- ER3 I\|7:7§7-¢|_2 L= | TNormal |TNoSpaci. Meadingl Meading2 Title Subtitie  Subtie Em.. Emphasis - mc_e [ select-
& Font 0 Qaragraph i Styles i Editing
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Table 1 i

APA 6th Edition Guidelines for enting Tables and Corresponding Sections and Page
Numbers i
-
Principle Section | Page number
conciseness in tables 5.07 P-
table layout 5.08 p.
standard forms 5.09 p.
relation of tables and text 5.10 p.
relation between tables 5.11 p- 130
table titles 5.1 p-133
table headings 5. p. 133
table body 5.14 p. 137
confidence intervals in tables 5.15 p-138
table notes 5.16 p. 13
ruling of tables 5.17 p. 14
presenting data in specific typesof | 5.18, p. 14
tables
table checklist 5.19 p-150

Step 6: Formatting the Table

As seen in Screenshot 15, the table would prelsetier visually with the far right line adjusted to fit the
recommended margin length of at least one inch (cf. APA, 2010, p. 229). Thus, pull this line over by dragging the
line with the mouse. Next, highlight only the second and third columns to make them unifore iRight click
one timeand display the command baxdleft click one time on the wordDistribute Rows EvenlyThis step is
illustrated in Screenshot 16.

=X Cut = | e = a=e 3 [ MAFina - |
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Table
APA 6th Edition Guidelines for enting Tables and (TmesNew - 12 - A" A" A F Screenshot 16 |
Numbers ‘ll"?-’-A'iFEIEE'
o
— = 1
Principle \ Section % cu
conciseness in tables N[E07 ]| 42 Soer
O Paste
table layout Insent
standard forms 509 i
33 Merge Cells
relation of tables and text 510 | 3E Distribute Rows Evenly
111 Distribute Columns Evenly
relation between tables 511 [ Borders and Shading...
table titles S e
Cell Alignment >
table headings 513 AutoFit &
33 Table Properties...

table body P-137

confidence intervals in tables

p-138

table notes p. 138

Tuling of tables p.141
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Step 7: Title Placement

As displayed in Screenshot 16, a title appears abothef the table. The title is left jued and just below the
titte Tablel, a description of the table given whereby major words are capitalized and the description is italicized
(see APA, 2010, p. 133). In addition, words should be added tolileeingparenthesewhere appropriate (e.g., the
number of participants contributing to data in the table is less than the sample size). If your table needs to be moved
on the manuscript page so that a title can be inserted above it, highlight the tadtledais Screenshot 7, aptess
the left button without lifting the mouse and drag the table to the desired location.

Step 8: Adhering toPublication Manual Guidelines

With information complete in the tablift click two times on the upper left hand corner of the table to bring
up the design tab. Notice that the first table design is highlighted, which separates each cell with a solid line.
According toPublication Manualformat, only the header row should include a solid top and bottom line, and the
final row should include a bottom solid line. Due to the unnecessary horizontal lines seen in Screenshot 17, the table
does not adhere the Publication Manualguidelines (se APA, 2010, p. 150).

Document3 = Microsoft Word non=commercial us
Home Insert Page Layout References Mailings Review View Design Layout o
V! HeaderRow W/ First Column — — SR Shading ~ - j =
,,,,, — il A # j
Total Row Last Column SSooC - [Eeordenls] | dipt—— - -
o b Draw  Eraser
V. Banded Rows | Banded Columns 5 L PenColor~  Taple
Table Style Options Table Stytes Oraw Borders “
) IR TN . 1 . 2 ‘ 8 ] r ] s (-:’f.vu....yu
O 1able |

APA 6th Edition Guidelines for Presenting Tables and Corresponding Sections and Page
Numbers

+ h
I Principle Senio\ Page number
- -
Left click here to conciseness in tables 5.07 . 128\
bring theDesign tablelayout 508 “N 12

tab to foreground

standard forms 5.09 p. 129

relation of tables and text 5.10 p. 130

relation between tables 511 p. 130

tabletitles 512 p.133

5.13

table headings p. 133

5.14

Tablebody p.137

confidence intervals in tables 5.15 p. 138

tablenotes 5.16 p-138

317

ruling of tables p. 141

5
Screenshot 17
You will be
removing the
horizontal lines.
o

As displayed in Screenshot 18, the extra horizontal lines have been removed. Howeteethelebeckmark in
the Banded Rowstext in the header row is incorrectly presented in bloddt click one time on the check in the
Banded Rowbox and unmark this option, areft click one time. As seen in Screenshot 18, the second box of table
design adares to APA guidelined.eft click one time this box. Also, unmarking the check in the box first column
will undo the bolded text in the first column of the table. Leave the etmark in the box header row in order to
keep the double line in the first ravf the table.

Page:1of3 Words: 8297
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Home  Inset  Pagelayout  References  Mailings  Review  View  Design | Layout L2
V| HeaderRow I” First Column e . Qshading ~ v z p—
EEees x j
TotslRow I Last Column EceEE -« Borderst | Yipt—— - ‘
E==EE Draw  Eraser
Banded Ro Banded Columns 2 ZPenColor~  Taple
l % Click this box S Oraw Borders 5 ‘
for APA style ] X XN ERREER ;T RS I
table 2

This text should
not be bold. i
Uncheck boxes Tablel Double lines for the

above APA 6th Edition Guidelines for Presenting Tables and Corresponding Sections and Page APA formatted table
Numbers

Principle Section Page number 7

conciseness in tables 5.07

table layout 5.08
standard forms 5.09
relation of tables and text 5.10
relation between tables

tabletitles

table headings

table body

If at any time, you chose to unbold text, highlight the text in the selectetydwlding down the left button
of the mouse and dragging the mouse over the text. Tleasdhe mouse button, place the mouse cursor over the
B (Bold) icon andleft click one timeto remove the bold typefac8creenshot 19 illustrates this step.

| Home | Insert  Pagelayout  References  Mailings Revizs v Design  Layout o
=0 X cut o NS ) R 2 Find -
s Times New Roman __#—TTA" A" (4] [iZ - 1= - ‘F || BT | psoncp] nasoceoe AaBbC aaBbce AQD sasbee. assbeeo. aasbeen . &k |
B e bt BNy - dex, AP A [EE B E(IE & D | pfma [thospac. Headingl  Heading2 Tt Subtitie  SubtieEm.. Emphasis mn_e S

Clipboard - Font " Paragraph ¥ Styles 0 Editing

r
Bold (Ctrl+8) : L= sy 2
Make the selected text bold.

Screenshot 19

Table 1

APA 6th Edition Gyfaelines for P) g Tables and Corresponding Sections and Page
Numbers

~ Principle & Section

conciseness in tables 5.07
table layout 5.08
standard forms 5.09
relation of tables and text 5.10
relation between tables 51

tabletitles 512

table headings 5.13

table body 5.14
confidence intervals in tables 5.15

table notes 5.16
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When other descriptive words are added to a headiny & decked head, or the stacked heading used to avoid
repetition of words in column headingsee APA, 2010, p. 129gs seen in Screenshot 2ajditional short

horizontal lines may be added.

Page Layout

Home | Insent References  Mailings  Review  View  Design  Layout 2
=)
% Cut ps B 7 e : 2\ Find -
e Tmes NewRoman - |12~ A &°||&] [iE - 1= - 5| 38 12U ] | napocenc] assbeene AaBbC AaBbce AADB aasbee. acsbceo acsbeene s |
“ .
Paste Fromstpamter | B 4 U - abe %, x* A ¥Y-A- EES -H,‘,’,""Q B | tNomal |TNoSpaci. Headingl Meading2 Title Subtitle  Subtie Em.. Emphasis - mﬂf [} selec~
Font 0 Paragraph & Styles i Editing

Clipboard -

o=

6 - NSRRI

Table 1
APA 6th Edition Guidel:

for P ig Tables, Co

)

ding Sections, and Page Numbers

Principle

Section

Location

Conciseness in tables 5.07
Table layout

Standard forms

Relation of tables and text

Relation between tables

Table titles

Table headings

Table body

Confidence intervals in tables

Tahl

p-

p-

P

128
129

130

. 130

. 133

. 133

. 137

Pagen’n?h\
128

P

To add the extra short line for a decked heading, as seen in Screenshot 20, place your mouse cursor in the header

Screenshot 20

Decked heads:
a stacked
heading

row of the table, and use tlterkey to move the text down two rows. Nebeft click one time the Inserttab, as

presented in Screenshdt.2eft click one time on the icorShapes

usu@

Picture CIp smus-mn Chart  Hyperlink Bookmark Cross-reference Mewet qu Pwe
Numb

Tables Hustrations Links.

Header & Footer

2e 3 3080 =

A [ Signature Line -
(), Date & Time

Text Quick WordArt Drop

Box~ Parts~

Cap - "8 Object =

T &

Equation Symbol

Test

Symbols

O 04

b

T

5

&>

Table 1
APA 6th Edition Guideld

for Pr

Screenshot 21

ng Tables, Co

ng Sections, and Page Numbers

Move the header
row downward to
accommodate the
text to be added.

Principle

Page number

Conciseness in tables
Table layout

Standard forms

Relation of tables and text
Relation between tables

Table titles

Table headings

Table body
Confidence intervals in tables

Table notes

p- 128
p. 128
p. 129
p. 130
p. 130
p- 133
p. 133
p. 137
p. 138

p. 138
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As depictedin Screenshot 22, a drop down menu appéeafs.click one time theline function.

~ Home | Inset | Pogelojout  References  Malings  Review  View “
T ! [f ; 5 Ju = N[ *I = A (& Signature Line -

_!j [j ':{ ’:1 i 8& “ % L j Q g A E] —— Qosteatine n 2

Cover Blank Page Table  Picture Clip SmartArt Chart ypesieBookmark Cross-reference  Header Footer  Page Tet Quick WordArt Drop Equation Symbol

Page* Page Break v Art - - *  Number~ Box> Patst Cap - "8 Object - - .

Pages Tables Shapes ks Header & Footer
BNNDCOALLGGE- 2 3. 4.8
% June) € T %

Screenshot 22

NN TL LR L EANGY
Basic Shapes ines for Presenting Tables, Corresponding Sections, and Page Numbers
BOOUCO® ANCRD
OBOODOOOPVY N
a1}

Block Arrows
PERTRTFEPRIS
CavnD >IN X p. 128
GHA
Flowchart p. 128
o008 c0al
00ONPD X 6 AVED . p-129
QBAO
s : p. 130
[={elofsNapalalcNePEyBn
BAAGED000

Stars and Banners . 133
NS H OO BRWAY

faf=iNW] : . 133

6 New Drawing Canvas

Page number

. 130

. 137

Confidence intervals in tables : . 138

Table notes 5. . 138

A pointer in the sign of a cross will appear on your screeft click and hold down the left buttonwhere you
want to begin your linereleasehe left mouse button to end your line (see Screenshot 23).

Home  Insert  Pagelayout  References  Mallings  Review  View o

BNNO00- s. g () 2 ] 8 ) Swoongtoront- [ agas | ooo

ALLDO G - !J . . . . . . «| (2 shape Outiine ~ B%0, DD B sendtoBack + [ Group+ |

A r i el — == — = [P change Shape » E,,"‘,‘:&‘f Q; Effects f21 Pox:hon [2€] Text Wrapping = Sk Rotate - Glaor :
l Insert Shapes Shape Styles s Shadow Effects 3.D Effects Armange Size D

Screenshot 23

Table 1

APA 6th Edition Guidelines for P) g Tables, Corresponding Sections, and Page Numbers

o, <47 Thelinecanbe
adjusted by
moving either end
Conciseness in tables 507 p.128 via holding down
theleft mouse
button. Left
Standard forms 5.09 p-129 doubleclick on
the line if you do
not see the ends.

Principle Section Page number

Table layout 5.08 p. 128

Relation of tables and text X . 130

Relation between tables 5. . 130

Table titles 12 . 133

Table headings Y . 133

Table body % . 137
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As seen in Screenshot 24, the additional words have been inserted just above thesliaekiedsheader.

Pageloyout  References  Maiings  Review  View Design  Layout
Calibri (Body) -ln -Es|@)|ESE _'[’ SEBHI]| Asgnceoc assbeenc AaBbCi aaBbee AADB acsice A0BbCCD 6\
F Format painter ||| B & U ~abex, x' Aa-|[22- Ac| [ = W W= ][5 @] | tvoma criose 1 3 t titie 113 E B gmg
= : Paragraph -

Table 1
APA 6th Edition Guidelines for P ig Tables, C

ding Sections, and Page )

Location in Publication Manual

Principle Section Page number

Conciseness in tables 5.07 p. 128
Table layout 5.08 p. 128
Standard forms 5.09 p. 129
Relation of tables and text 5.10 p. 130
Relation between tables 5.1 p. 130
Table titles p. 133

Table headings = p. 133

Page:1ofl  Wordsi100 <5

Step 9: Tools for Completing the Table

The finishing work on the table includes conformingthe Publication Manualguidelines with respect to
capitalization rules for table titles and figure legeridé n t abl e headings and figure caj
word and proper nounso (see s2081Q p.il02h Fhisbs.edsy cdmpletedbya b | e h
highlighting the first word in the first column, and using the command todbkofLeft click one time, and move
the mouse cursor over ti@apitalize Each Word_eft click one time. Screenshot 25 illustrates this step.

L | e (00)[ ) [ 067 y .\
Paste F Format Painter B I U - abex, X AaT™ -A'Uﬁf IIH_{E_—}IQ- = ! . Headingl Meading 2 Title Subtitte  Subtie Em.. Emphasis - %‘;ﬂf

Clipboard & Sentence case, ) Styles n

lowercase v ' 2 - ' - 0 . 3 L G RY TR 5

UPPERCASE / 4 = | Screenshot 25 ]
Capitalize Each Word ]
10GGLE CASE | /""’

Conciseness in tables

Table layout

Standard forms

Relation of tables and text
Relation between tables
Table titles

Table headings

Table body

confidence intervals in tables
table notes
ruling of tables

presenting data in specific types of tables

table checklist
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Table notes. According to theauthors of théPublication Manual APA, 2010), #Atables may h
notes placed below the body of the table: general not e
note begins flush left on a new line below the table. Screenshot 26 is an examplezoifia wpte. Notice the
italicized wordNoteand the period and single space afterward.

Page Layout References Maili

& it - - Sas | 132 - = - = I} -
| s Tmes ewRoman__-[12_- (A" &°|[#] 3= - 1= - || U] [aasoceofhsspceoc AaBbC AaBbce AQADB sasbee. acsbcco amsceo - AA
PIE o rormatpamter | B 2 U - abe 3, X Aac|¥2- A (EE W M= 5@ | trom

ngs

TNoSpaci.. Headingl  Heading 2 Title Subtitle  Subtie Em.. Emphasis - g::"ct
es -
Clipboard = Font o Paragraph )

) [r—

Styles
. RS 7

SasreTEyour =TT

Screenshot 26
Standard forms

Relation of tables and text
Relation between tables
Table titles
Table headings
Table body
Confidence intervajf in tables
Table notes

Ruling of tapffes

Page:lofl  Words:118 5

Ruling of tables. The Publication Manualauthors noted that tables can be either singtedoublespaced
(APA, 2010, p. 141). If the informatiocan be presented clearly, keeping thepaidit font size (see APA, 2010, p.
228), a table in portrait scale (8 Y2 x 11) is an appropriate display. However, for large quantities of data to be
displayed, authors might consider changing the page layouhdsdape scale (11 x 8 %2). Alternatively, authors
might consider the use of a figure in lieu of a table, whereby smaller fonts and other creative shading can be added
Figure 1 presents a table that was modified to a figure.

APA Error %
Code
1 Numbers 57.3% | Not using figures (e.g., all numbers | No change in the rule, with the exceptions that
10 and above; p. 122); not using do not use figures for sampéeze,population size,
numbers to represent time tes, or specific numbers of subjects or participants i
ages, sample, subsample, or an experiment(b) use words for approximations
population size or in a numbered of numbers of days, months, and years; and (c
series (pp. 12425) not use numerals for numbers below 10 that arg

grouped with numbers above 10 (p. 112)
2 Hyphenation 55.5% | Not hyphenating a compound with & No change in the rule (p. 97)

participle when it precedes the term
modifies (p. 91)

3 Use ofet al. 44.5% | Not citing all authors the first time; iy Clarifications were provided for citing works by
subsequent citations, not including | six or more authors (p. 175)

only the surname of the first dnatr
followed by "et al." (not italicized an
with a period af
4 Headings: 44.5% | Not capitalizing the words in No change in rule (pp. 16102)
Punctuation headings appropriately; incorrectly
using capitalization or punctuation
with Level 4 headings (pp. 11814,
289-290)

Figure 1.Adapted from Onwuegbuzie, Slate, Combs, and Frels (F@jL0¥ presentingreors and percentages of
occurrence with references to the fifth edition of Bublication ManualAPA, 2001) and the sixth edition of the
Publication ManualAPA, 2010).
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Placement of tablesThe complete table should be presented on a separate pageeadt of a manuscript
directly after the references and before the figures (APA, 2010, p. 230). This is easily accomplisheddiy
click on thelnserttab andone left clickon the word$?age BreaKsee Screenshot 27).

STER ~ ..
Home | Insert | Pageloyout  References  Mailings  Review  View >
D -#PDe @ 3 B 090 Hd48smm T |

Number~ = Box+ Parts~ 44 Object =

Picture Ciﬂ Shloﬂ SmartArt Chart  Hyperfink Bookmark Cross-reference Hudev Footer Page Text  Quick Wwdln Dlop Equation Symbol (

Tustrations Header & Footer Symbols
v ARG

Siar:‘lne next page at the current = I : r— 1 P ;
postion. : =
‘ ‘ == o B : Screenshot 27

R APA (2009)
let clicking oue tin onthensert tabandleft clicking ot tinethe words Page Break.

|
Place mouse b

cursor where you A AR

want the page Numbers

break. Left click Prnciple

one timethe Page Concisencssin tables

Breakicon. Tablelayout
Standard forms

Relation oftables and text
Relationbetweentables

Tabletitles

Extending tables overtwo pages. Ideally, tables are best viewed as one unit and if possible should appear on
one page to fAbe |l ogicaadand eABA] y2Q@taspepd b¥8}) he Howe\
arewarranted. The repeating header row function of Microsoft Word allows authors to repeat the header row on the
second or third page of a table (see Screenshot28eenshot 29 presersteps to repeat the header row.

Home | Insert | Page Layout References Mailings Review  View o

‘ﬁﬂ’%mggﬁ@@“gﬁ —ﬁ jgtﬂ:]].jdlkgm;u;:u-ng ‘

Cover Blank Page Table Picture Clip Shapes SmartArt Chart  Hyperlink Bookmark Cross-reference Header Footer  Page Text Qukl: word‘tl Dwu
Page=- Page Break - Art - B < Number- = Box~ "4 Object ~
Pages Tables Tustrations Links. Header & Footer tm

Equation Symbol ‘

Symbols

Table1
APA 61h Edition Guidelines for Prezenting Tables, Corresponding Sections, and Page Numbers
Prnciple Pagenumber

Concisenessmtables .07 p-128

Screenshot 28

Tablelayout X p.128
Standard forms. p129
Relation oftables andtext 5 p-130

When using this
function, the header
row automatically
Tablehesdngs : P18 repeats on the

Relationbetweentables B p.130
Tabletitles A p.133

Tablebody : p.137 subsequent page.

Prmneiple
Confidencemtervals mtables

Table notes

Ruling oftables

Page:1of20 | Words: 2776 | B
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To add the Repeat Header function, you must be irDémigntab. Left click two times on the upper left hand
corner of the table to bring up ti®esigntab. In this tab, th&ayouttab can be highlighted by one left click (see
Screenshot 29). Left click one time the id®@peat Header Rows.

In the Designtab,
Layoutoption, the

many table options
appear. Screenshot 29

Step 10 (if needed): Making Changes to the Table

An alternative method to create toramend a table that has divided cell lines is to highlight the table while on
the home tab bgneleft click on the square in the upper left hand corner. Notice that the divider lines appear in the
Tableicon below. If these lines do not appdaft click one time on the arrow dowifsee Screenshot 30)

Screenshot 30

By reinserting

the divder lines
Left click here. —p 4% gztﬁ;?sblceein add

or manipulate
data.
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