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1. Creating a New Table Directly in Microsoft Word

Creating tables directly in Word is the preferred method for most journals.
Editable Word tables allow publishers to typeset, resize, and adjust content
during production. This ensures accuracy, consistency, and compatibility
with journal workflows.



2. Deciding Between Portrait and Landscape Orientation

Before inserting a table, determine whether the data will fit comfortably on
a standard A4 page with 1-inch (2.54 cm) margins.

Use Portrait when:

e the table has fewer than 67 columns
e the content is mostly text
e the table is narrow and vertically long

Use Landscape when:

e the table has many columns
e numerical data require wider spacing
e the table would exceed the left/right margins
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3. Changing Page Orientation for a Single Page

To change only one page to landscape:

1. Place the cursor at the beginning of the page where the table will

appear.
2.Go to Layout — Breaks — Section Break (Next Page).
3. Place the cursor on the new page.
4.Go to Layout — Orientation — Landscape.
5. After the table, insert another Section Break and switch back to

Portrait.
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4. Inserting a New Table

1. Type the table number and table title at the top of the new page. APA
users should type Table number (in bold) on one line and the table title
on another line underneath (in italics and Title Case font).

2. Press Enter twice.

3.Go to Insert — Table.

4. Drag to select the required number of columns and rows.

5. A blank table will appear.

6.You can add or delete rows later as needed.
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5. Entering Data into the Table

Enter column titles in the first row.
Enter data row by row.
Keep text concise and consistent.

Avoid manual line breaks (Shift+Enter) inside cells — widen the
column instead.



Table 1.

Clinical Characteristics of Study Participants.

H

pressure, mmHg

Variables All Low index Middle index High index
n 999 335 330 334
Age, years 64.6+9.6 65.4+9.1 65.4+9.3 64.7+10.4
Gender, males/females |[608/391 202/133 204/126 202/132
Duration of diabetes,

12.9+£8.5 10.8+7.9 13.5+8.8 14.3+8.4
years
Systolic blood pressure,

131£14.8 131£14.1 131£14.4 132+15.9
mmHg
Diastolic blood

75.5£11.0 76.3+£10.7 75.4+10.9 75.0£11.6




6. Adjusting Column Widths and Table Width

Adjusting individual column width

. Hover over a column border until the double-arrow appears.
. Drag left or right to adjust width manually.

Variables all
n | 99
@
Age, years 64.6+9.6
Gender, 608/391




Precise control

. Highlight the column — Right-click — Table Properties — Column
— set exact width.
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Table 1.
Clinical Characteristics of Study Participants.

Variables All Low index Middle index High index
n 999 335 330 334

Age, years 64.6+9.6 65.449.1 65.449.3 64.7+10.4
Gender, males/females 608/391 202/133 204/126 202/132
Duration of diabetes, years 12.9+8.5 10.8+£7.9 13.5+8.8 14.3+8.4
Systolic blood pressure, mmHg 131£14.8 131+14.1 131+14.4 132+15.9
Diastolic blood pressure, mmHg ~ [75.5+11.0 76.3+£10.7 75.4£10.9 75.0£11.6




Distributing columns evenly

. Highlight the columns to adjust — Right-click — Distribute Columns
Evenly.
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Adjusting overall table width

. Right-click — Table Properties — Table.
. Set Preferred width to fit within 1-inch (2.54 cm) margins.
. Choose alignment: Left or Center depending on journal style.
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7. Formatting Text, Fonts, and Line Spacing

Use manuscript-approved fonts:

. Times New Roman 11
. Arial 10or 11

Line spacing inside table cells:

. 1.0 for dense numerical data
. 1.15 for moderate text
. 1.5-2.0 for text-heavy tables

Apply via Home — Line and Paragraph Spacing.
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Alignment rules

. Left-align the far-left variable column and all text-containing columns.

. Center or decimal-align the data columns. Ensure their headers align
perfectly with the data below them.

. Ensure consistent decimal places down each column.
. Avoid merging cells except when creating column spanners.



8. Adding Another Column

1. Place the cursor in a column.

2.Go to Table Tools — Layout — Insert Left or Insert Right.

3. Add the column title and data.

4. Adjust the widths of the left-most and right-most columns to stay within
margins.

5. Redistribute remaining columns evenly.
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9. Adding More Rows

1. Place the cursor in a row.
2.Go to Table Tools — Layout — Insert Above or Insert Below.

3. Press Insert Above or Insert Below several times to add the number of
desired rows.
4. Enter the new data.
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Systolic blood pressure, mmHg 131+14.8 131+14.1 131+14.4 132+15.9 p <0.001
Diastolic blood pressure, mmHg 75.5¢11.0 76.3£10.7 75.4+10.9 75.0+£11.6 p=0.202
Use of oral glucose-lowering agents, n (%)
; Metformin 543 (54.4) 178 (53.1) 187 (56.7) 178 (53.3) p=0.589
E Sulfonylurea 127 (12.7) 21 (6.3) 43 (13.0) 63 (18.9) 2 <0.001
E Glinide 68 (6.8) 13 (3.9) 22 (6.7) 33(9.9) p=0.008
Dipeptidyl peptidase-4 inhibitors 577 (57.8) 194 (57.9) 186 (56.4) 197 (59.0) p=0.789




10. Preventing Row Breaks Across Pages

e Select the entire table.
e GO0 to Table Properties — Row.
e Uncheck Allow row to break across pages.

This prevents rows from splitting awkwardly between pages.
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11. Repeating Header Rows on Each Page

1. Select the header row.
2.Go0 to Table Tools — Layout — Repeat Header Rows.

This ensures column titles appear at the top of each page in long tables.
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12. Formatting Sub-Rows

For sub-rows (e.g., drug names under a category):.

1. Highlight the cells.
2.G0 to Home — Paragraph — Indentation.
3. Set Before Text to 0.5 cm (0.2").
4. Click OK.

Use of oral glucose-lowering agents, n (%)

Metformin

Sulfonylurea

Glinide

Dipeptidyl peptidase-4 inhibitors
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13. Formatting Column Spanners

1. Insert a new row above the column headers (Table Tools — Layout —
Insert Above).

2. Highlight the cells to span.

3.G0 to Table Tools — Layout — Merge Cells.

4. Type the column spanner name (e.g., Index).

5. Remove the repeated word (e.g., “index’) from the individual column
headers.

6. Move remaining column headers into the new top row so all titles align
horizontally.
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Variables All Index p value
Low Middle High
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Gender, males/females 608/391 202/133 204/126 202/132 p =0.005




14. Adding a Table Footer

Use the following symbols for p-values: *, +, 1, §, 9, #*
If more symbols are needed, use doubles (e.g., **, T1).

The footer should include;

. Definitions of data formats (e.g., Data are meanxSD, n (%)).

. Definitions of p-value symbols and the statistical tests used.

. Lettered notes (a, b, ¢) if needed.

. Superscript citations, with full references listed in the References

section.
. Definitions of all abbreviations used in the table.



15. Formatting Borders and Line Thickness

General rules

No shading of cells, rows, or columns.

No bold or italics.

Use horizontal borders only — no vertical borders.
Avoid unnecessary merged cells.

Steps

1. Highlight the entire table — No Border.

2. Highlight the first row — Top Border (1% pt).

3. Highlight the bottom row — Bottom Border.

4. Highlight the first data row — Top Border (¥ pt).
5. Highlight the column header cells — Top Border.
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Clinical Characteristics of Study Participants.

T

1.

Variables All Index p value
Low Middle High
n 999 335 330 334
Age, years 64.6+9.6 65.4+9.1 65.4+9.3 64.7£10.4
Gender, males/females 608/391 202/133 204/126 202/132 p=0.005
Duration of diabetes, years 12.9+£8.5 10.8+£7.9 13.5+8.8 14.3+8.4 p=0914
Systolic blood pressure, mmHg 131£14.8 131+14.1 131+14.4 132+15.9 p <0.001
Diastolic blood pressure, mmHg 75.5+11.0 76.3£10.7 75.4£10.9 75.0+11.6 p=0.202
Use of oral glucose-lowering agents, n (%)
Metformin 543 (54.4) 178 (53.1) 187 (56.7) 178 (53.3) p=0.589
Sulfonylurea 127 (12.7) 21 (6.3) 43 (13.0) 63 (18.9) p <0.001
Glinide 68 (6.8) 13 (3.9) 22 (6.7) 33(9.9) p=0.008
Dipeptidyl peptidase-4 inhibitors 577 (57.8) 194 (57.9) 186 (56.4) 197 (59.0) p=0.789
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Table 1.

Clinical Characteristics of Study Participants.

&2

Variables All Index p value
Low Middle High
n 999 335 330 334
Age, years 64.6+9.6 65.4+9.1 65.4£9.3 64.7+10.4
Gender, males/females 608/391 202/133 204/126 202/132 p =0.005
Duration of diabetes, years 12.9+8.5 10.8+7.9 13.5+8.8 14.3+8.4 p=0914
Systolic blood pressure, mmHg 131£14.8 131£14.1 131+14.4 132+15.9 p <0.001
Diastolic blood pressure, mmHg 75.5¢11.0 76.3+10.7 75.4x£10.9 75.0+11.6 p=10.202
Use of oral glucose-lowering agents, n (%)
Metformin 543 (54.4) 178 (53.1) 187 (56.7) 178 (53.3) p=0.589
Sulfonylurea 127 (12.7) 21 (6.3) 43 (13.0) 63 (18.9) » <0.001
Glinide 68 (6.8) 13 (3.9) 22 (6.7) 33(9.9) p=0.008
Dipeptidyl peptidase-4 inhibitors 577 (57.8) 194 (57.9) 186 (56.4) 197 (59.0) p=0.789




16. Final Notes

e Journals prefer editable Word tables.

Image-based tables should be used only when necessary.

Tables should be numbered consecutively as cited in the text.

Each table should appear on a separate page.

Place tables after the References unless the journal requires embedding.
Left-align text; center-align numbers.

Consistent decimal places improve readability.

If you cannot prepare ready-for-print tables as described, create them in
Excel and let Word-Medex format them during manuscript auditing.
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