
Version 1 Version 2

For every table, you'll need to decide the layout of your rows and columns. Version 1 uses columns for 
both categories, while Version 2 uses both rows and columns for categories.

Sort time series (monthly, quarterly, 
annually) from left to right. Time 
moves left to right.

Sort rankings (first to last, smallest to 
largest) from top to bottom.

Choose your column order wisely - 
don't introduce confusion.

Actual makes more sense 
next to the Target column

Right align 
numbers to 
easily detect 
differences

Align decimals & 
use the same 
number of points 

Left align dates and use a 
format (MM/DD/YY) that 
makes the length consistent

Left align text which 
makes it easier to scan

Exception: If the text is the same 
length across rows and the column 
name is long, try centering

Legible

Not legible

Use commas with numbers

Include percent signs

Remove sets of zeros

Version 2:
- Uses less space
- Includes totals by column and row
- Supports easy comparison 

between departments

Time Series Ranking and Sorting Column Order

Left align textRight align numbers and decimals

Ar ranging Your  Data

The Basics of  Table Design

Arranging Columns and Rows
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Text Alignment , Fonts, and Format

Left align dates Use legible fonts Formatting text



Use lines sparingly; Avoid Grids Add white space (but not too much!)

Use group labels once

Long tables may need fill instead of white space

The first version 
is  legible, but a 
bit more white 
space makes it 
easier to scan 
across.

Too much white 
space takes up 
space without 
helping the user.

The repetition of group 
labels adds clutter and 
makes it harder to scan.

Heavy grids make it difficult to scan across 
rows. Remove borders from all but header 
and footer rows.

The fill can be 
very subtle (your 
lightest gray). 
Dark colors can 
create too much 
contrast.

White Space, Borders, and Fill
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