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Get the most out of the webinar today

 Use the Q&A panel to submit your questions

 Talk about us on Twitter #training4standards @Standards4EU
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Your speakers today
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Amy Jayne CONLEY
ajconley@cencenelec.eu

Project Managers
Editing & Production
Standardization & Digital Solutions
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ebooth@cencenelec.eu
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To be discussed…

Tables: Background & Use
Importance of good-quality tables 
Drafting and Styling Basics
Do’s and Don’ts of Drafting
Other uses 
Internal Regulations Part 3: Tables rules
Recap & Questions
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Tables: Background and Use
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Tables: Background & Use

 Show content in a simplified/more concise way (Cl. 29, IR-3)
 numerical data
 data from testing 

 Simple to use, but can cause problems 
 Make the document larger  more prone to XML errors
 Complex tables  more prone to parsing errors
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Importance of Good-Quality Tables
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What can go wrong?

 Corrupted tables in Word 

 Editing delays 

 Possible errors – introduced while correcting layout

 Problems for members creating pdf from xml
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Drafting and Styling Basics
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Drafting and Styling basics

 Main styles: 
 Table header  used for the header row of a table (first 1-2 rows)
 Table body  used for the main body of the table 
NOTE Styles for tables don’t appear in the draft view style pane. Use the styling palette 
to access styles and ensure correct and successful application. 

112020-09-17

Style inspector 
shows styles not 

visible in style pane 
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Drafting and styling basics
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Drafting and Styling basics

 Less common styles
 Table footer/note
 Dimension 100
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Drafting and Styling basics

 Figures in table arrays 
 Figure image + figure subtitle

2020-09-17 14

Figure subtitle

Figure image
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Drafting and Styling basics

 Table arrays for list content
 Table body for all rows

2020-01-23 15

Table body
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Do’s and Don’ts of drafting Tables
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Do’s and Don’ts…

In table titles use EmDash “—” to separate the designation 
number and title

Table 10.3 — Welded built-up sections and longitudinal welds
and not

Table 10.3: Welded built-up sections and longitudinal welds

 Table titles always precede the table 
No text in between title and table EXCEPT dimensions
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Do’s and Don’ts…
 No splitting or sub-dividing tables! 

 Table spanning more than one page? 

 Check styling! 
 Header rows style as “Table header”

 Table title does not need to be repeated
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Do’s and Don’ts…

 Avoid mixing merged & unmerged cells, malformed rows
Avoid OK!

If necessary to merge rows/columns, do so at the end of the 
drafting process
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Do’s and Don’ts… 

Avoid long cell rows that span more than one page
 Problem for generating PDF from XML !

 Insert an invisible line in the cell to break up the row
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Do’s and Don’ts…

 Superscript/Subscript vs Raised/Lowered
 Either to be used – not both
 If both  errors in XML
 Time consuming to fix

 Only use a, b, c – not *

2020-01-23 21

Either Subscript/superscript
OR

Raised/lowered by 3pts
NOT BOTH!
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Do’s and Don’ts…

 Vertical text is permitted where necessary
 Can save space to avoid landscape tables 
 Can increase readability – keep to headers only!

 Don’t split cells diagonally
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Do’s and Don’ts…

 Frequent use of tabs and indentation in cells 
 Is an issue particularly when creating XML (styling), and PDF

To resolve this, indents can be replaced by additional columns or 
justifications
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Do’s and Don’ts…

 Avoid use of Autoshapes! 

Instead, create a figure file of the image that can be inserted 
and linked in the document

Also not supported by XML - black/dark background with 
white text
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Do’s and Don’ts…

 Cite all tables in the text!

 No tables as images
Tables should always be drafted in Word, to be edited/translated and 

correctly styled

 Figures are not allowed to contain text

EXCEPT for Flowcharts which should be designated as figures (and 
not tables) and a separate figure file provided
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Other uses for Tables
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Other uses for Tables

 ‘array’ tables for layout
 Formulae explanations – NOT formulae themselves!
 Neater lists/information where tabs don’t align text properly

 Layout of multiple subfigures
 where a vertical/linear layout would cross several pages
 improves readability and saves page space
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Other uses for Tables 

 How to create a table array with hidden borders:
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Other uses for Tables

 one tab = two cells  3 tabs = 4 cells

 Highlight table  ‘no border’  borders invisible!
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Other uses for Tables

 Table arrays should be used sparingly

 They contribute to a heavy document  XML parsing 
problems 
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Internal Regulations Part 3: Tables Rules
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IR3 rules for Tables
The simpler, the better!
Tables are numbered sequentially up until the Annexes 

Annex numbering restarts, preceded by the annex letter (Table A.1)

Subdivision of tables (e.g. Table 1a) or tables within tables  not 
allowed

Tables shall be explicitly referred to in the text
Notes and footnotes shall be located within the table

Notes preceding footnotes!

Footnotes shall use lower case letters a b c – No *
Footnotes may contain requirements, but NOTES may not

IR3, Table 8 – how to use notes & footnotes
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Remember…

 CCMC editors are available for editorial help prior to 
submission 
 Online or in person
 Teams, Zoom or email possible

 If in doubt, get in touch!
 production@cencenelec.eu

Consult all Webinars for Standards Drafters

Keep it simple! 
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Question time

 Use the Q&A panel to submit your questions
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European Standardization Organizations

Thank you for your participation!
Series of webinars for standards drafters 2020: Register here. 

Next webinar on 15th October 2020: Drafting for XML: Formulae and equations

https://www.cencenelec.eu/aboutus/ourservices/Training/webinarstddrafters/Pages/default.aspx
https://www.cencenelec.eu/news/events/Pages/EV-2020-34.aspx
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