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LAB REPORTS: TIPS FOR THE CREATION OF TABLES AND FIGURES
CREATING TABLES IN MICROSOFT WORD
Place the curser at the point in your document file where you want to create a table.  From the pull-down Table menu select Insert and left click on the Table option.  An Insert Table dialog box will appear.   Select the number of columns and rows for the table, remembering to include rows and columns for the labels.  AutoFit and Table Style options can also be selected, but I would recommend using the default settings (fixed column with and grid style) at this point.

After the table has been created.  You can change the width of individual columns and the height of rows by selecting the column or row boundaries (left click) and dragging the boundary line while keeping the mouse button depressed.  NOTE:  The curser arrow will be replaced by a symbol resembling a pair of parallel lines bordered by a pair of arrows facing outwards (( ||(). 

To add additional columns or rows, place the curser in a row or column directly adjacent to the anticipated point of insertion.  From the pull-down table menu, select Insert Rows or Insert Columns.  You will be prompted whether the insertion is to occur above or below the curser position.  To delete rows or columns select the rows or columns and then use the delete function from the pull down Table menu.  The merging of cells is also possible.  To do so, select two or more adjacent cells (drag the curser between cells while holding down the left mouse button) and from the pull-down Table menu select Merge Cells.  The merging of data cells is not common, however, the Merge Cells function is often useful for row and column labels, especially when one heading applies across multiple rows or columns. 

To change the formatting of a table, place the curser in the table and left click to select the table.  Select Table Autoformat from the pull-down Table menu.  A Table Autoformat dialog box with a previewing window will appear.  Select table styles from the list to see their preview image.  Click the Apply button when an appropriate style has been found.  

______________________________________________________________________________

NOTE:  To create custom formatting select the ‘Normal’ option from the Table Autoformat dialog box.  Lines can subsequently be added using the using the Borders and Shading option from the pull-down Format menu (see below) and/or the tables and borders toolbars which can be activated using the toolbars list from the pull-down View menu.  To add shading/colors, select the cells, rows, or columns of interest.  Select Borders and Shading from the Format pull-down menu and the shading tab from the subsequent dialog box.  Select the fill color and pattern desired using the previewing window.

CREATING COLUMN CHARTS IN MICROSOFT EXCEL:

1) To produce charts in Excel you will first need to create a “graphing table” containing the subset of data to be graphed.  Treatment labels should be provided to the left of the first column of data and above the first row of data as shown below:  If standard errors, or confidence intervals, will be added to the graph rows containing the corresponding standard error data should also be provided. 
	
	
	0 m
	0.2 m
	0.4 m
	0.6 m
	0.8 m
	1.0 m

	Means
	Control
	0
	40
	70
	100
	100
	100

	
	Drought
	0
	10
	30
	80
	100
	100

	
	Salinity
	0
	20
	50
	90
	100
	100

	Std. Errors
	Control
	0
	4.3
	8.3
	0
	0
	0

	
	Drought
	0
	1.4
	7.5
	3.9
	0
	0

	
	Salinity
	0
	5.7
	10.4
	2.1
	0
	0


2) To produce graphical output for a data set, select the cells containing the data of interest (and treatment labels, provided that the labels contain text and thus will be distinguished as distinct from the data cells).  From the INSERT pull down menu select the chart option.  You can choose the type of chart you want to create (see below) and will be promoted about different plotting and labeling options.  When the chart is completed you will be asked whether the chart should be created as a new sheet or as a part of the current worksheet.  Choose the former.  Note:  The clustered column type (highlighted in the print screen image below) facilitates the comparison of different genotypes or tissue types, etc. assigned to the same experimental treatment.   
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3) To add standard error and/or confidence interval bars, select the sheet with the chart and then the data series of interest (click on the line or bars with the left mouse button).  From the pull-down format menu, select data series then the Y-error bars tab.  Select the ‘Display Both’ option and ‘Custom’ error amount.  To add values for the positive and negative error bars select the spreadsheet icon to the right of the data entry box, select the tab for the worksheet containing the data, and select the cells containing the standard errors or confidence intervals.  Hit the close button (red X) to return to the Y-error bars dialog box.  The same values should be selected for the up and down error bars.  Select OK when finished.
CREATING LINE GRAPHS IN MICROSOFT EXCEL

The same data table for the column graph example (above) could be used to produce line graphs.  Select the same cells as in the previous example, but when prompted for chart type select the line chart option and proceed through the subsequent dialog boxes as outlined above.  Protocols for adding errors bars or confidence intervals are also the same across all graph types.  To estimate the x or y intersects for specific data points the drawing tools available in Excel can be used to draw straight lines from the data point to each axis (select toolbars, and set the drawing toolbar to be visible).

To produce regression lines fitted to the data points you will initially need to produce a XY scatter chart.  In addition, to produce a scatter chart the column labels (0 m, 0.2 m, 0.4 m, etc.) must be numeric (0, 0.2, 0.4, etc.)  After a graph has been created select the data series for which a regression line is desired with the left mouse button.  Then from the pull-down chart menu select the ‘Add trendline’ option.  The subsequent dialog box will allow you to select the type of regression line desired (linear, quadratic, expodential, or polynomial).  After a regression line  has been selected you may select the option tab of the trendline dialog box to have the regression equation displayed on the chart.  The r values for the regression equations can also be outputted and used to determine the best model (linear, polynomial), etc. with the best fitting line will have the highest r value.  Separate regression lines may be produced for each data series of interest.

INSERTING MICROSOFT EXCEL CHARTS INTO MICROSOFT WORD DOCUMENTS

Charts created in Microsoft Excel can be easily inserted into a Microsoft Word files.  In Excel select the chart and copy from the pull-down Edit menu (NOTE:  Be sure to select the entire chart with labels and legends rather than just the plot area).   Open your Microsoft Word document.  Place the cursor at the desired place of insertion and select Paste Special (Microsoft Excel Chart Object) from the pull-down Edit menu.  By using the Paste Special command it is possible to continue to edit the chart following its addition Microsoft Word. 

