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Creating	  Tables	  for	  Publishing	  
	  
Creating	  tables	  the	  right	  way	  is	  crucial	  when	  you	  are	  submitting	  your	  article.	  A	  badly	  
created	  table	  can	  take	  hours	  to	  format.	  Please	  make	  sure	  before	  you	  submit	  your	  
article	  that	  your	  tables	  follow	  these	  simple	  rules.	  
	  
1.	  Keep	  them	  simple.	  Only	  necessary	  info	  should	  be	  displayed.	  
	  
2.	  Create	  your	  tables	  using	  the	  table	  command	  in	  Microsoft	  Word.	  Depending	  the	  
version	  you	  have	  it	  might	  look	  like	  “TablesàInsert”	  and	  it	  should	  prompt	  you	  to	  
design	  your	  table.	  Think	  ahead	  of	  time	  how	  many	  rows	  and	  columns	  you	  will	  need.	  
Please	  do	  not	  leave	  them	  there	  if	  you	  do	  not	  need	  them	  and	  change	  the	  color	  to	  
white.	  	  
	  
3.	  When	  formatting	  your	  text	  within	  the	  table	  use	  either	  center,	  left	  justify,	  or	  right	  
justify.	  DO	  NOT	  USE	  the	  spacebar	  to	  justify	  your	  text.	  We	  have	  to	  go	  back	  and	  delete	  
each	  space.	  
	  
4.	  If	  you	  need	  to	  indent	  within	  the	  same	  cell	  use	  your	  ruler	  intent	  tabs	  to	  drag	  the	  
text	  to	  the	  desired	  position.	  
	  
5.	  Use	  only	  horizontal	  lines.	  
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Have	  your	  “Show	  All	  non-‐
print	  characters”	  On.	  It	  helps	  
you	  see	  your	  formatting.	  See	  

examples	  below.	  

Use	  your	  ruler	  to	  indent	  
and	  move	  text.	  

Justify	  your	  table	  
text	  just	  like	  regular	  
text.	  Do	  Not	  Use	  the	  

Spacebar	  



	  

Here	  is	  the	  same	  table	  twice	  so	  you	  can	  see	  the	  
difference	  between	  indenting	  using	  the	  spacebar	  (which	  
is	  the	  case	  on	  the	  top	  table.	  You	  can	  see	  the	  	  dots	  by	  
having	  the	  non-‐print	  characters	  on.	  The	  bottom	  table	  
was	  indented	  using	  the	  ruler	  intent	  sliders.	  	  The	  

difference	  between	  the	  two	  is	  that	  when	  we	  format	  your	  
tables	  to	  fit	  the	  journal’s	  guidelines,	  all	  the	  non-‐print	  
characters	  will	  change	  the	  shape	  of	  your	  table.	  As	  a	  

result	  it	  will	  either	  need	  to	  be	  recreated	  or	  spend	  hours	  
to	  delete/correct	  non-‐print	  characters.	  


