Tutorial:Layout rules for
tables Statistics Explained

This tutorial is part of the guidelines Layout rules for tables, graphs and maps, using the Excel add-in .

It describes the layout rules for Eurostat tables produced with Excel in Statistics Explained and some publications
such as 'Statistical working papers’ and ‘Manuals and guidelines’.

Themes

The appropriate theme colour can be set using
the Set Eurostat Theme command. This also sets the default font to be used (for the current workbook). See figure 1.
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Default Theme

If you use the same theme for all workbooks you create, you can set a default theme by using the Set Default
Theme Color... command in the Set Eurostat Theme menu.

When calling this command the Default Theme dialog box is displayed.
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Default Theme g

. Select a default theme color for new workbooks:

| Office default -

Choosing "Office default" keeps the office default as
default theme (standard Excel behaviour).

Choosing any of the 3 Eurostat color palettes makes this
theme the default theme for new workbooks.

Thus, when creating a new workbook, the colour palette
and the default font and font size are automatically set.

Existing workbooks (including the current workbook) are
not affected by this option.

OK Cancel Help

Formatting Tables

Formatting tables requires several steps since each step requires other cells to be selected in order to apply the
proper formatting (e.g. select EU/EA Aggregates cells before clicking on the EU/EA Aggregates button). In order to
simplify the chain of formatting tasks the order of the buttons reflects the order in which you should typically apply
the commands. The tasks are:

1. Format title, subtitle, notes, footnotes and source
2. Sort table (protocol order)

3. Format column headers

4. Format EU/EA aggregates

5. Format first column

6 Unify table width

The Table Layout group contains commands for formatting tables according to the Eurostat table graphical
guidlines:

eurostat m Tutorial:Layout rules for tables 3



T Title (1) Footnote a2

[

F i
AlF

H BH B B

Sort Column  EU/EA First  Unify Table
Headers Aggregates Column  Width

ST Subtitle AB, All Footnotes
Notes Eﬂ Source

Table Layout I

To format a table, use the following steps (all steps are optional):
1 -Select the title and click on Title
2 -Select the subtitle (e.g. unit) and click on Subtitle
3 -Select the Notes and click on Notes.

4 -Select the footnotes and click on Footnote. Note: If you have many footnotes, you can click on All Footnotes to

format all footnotes in the current Excel workbook with one click. Please also see Guidelines for notes and
footnotes

5 -Select the cell to insert the source and online data code and click on Source. Note: If the Source is already in
the cell, select the cell and click on Source to format the source according to the Eurostat rules.

6 -Select the table without the header row and the EU/EA aggregates and click on Sort to sort the table according
to the protocol order.

7 -Select the column headers and click on Column Headers. The right color of the theme is set, the inside lines
and the top and bottom black lines of the header are created automatically.

8 -Select the EU/EA Aggregates cells and click on EU/EA Aggregates.
9 -Select the first column and click on First Column.

10 -Select the table (starting from the header row, down to the last data row, i.e. do not include the Title or the
footnotes). Click on Unify Table Width. Result: The table column width will be adjusted in such a way that the
table is about 25 cm wide. All but the first columns get the same width. The first column gets the best width,
depending on its content.
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Table 1: Crude marriage rate, selected years, 1964-2021
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Table 1: Crude marriage rate, selected years, 1364-2021

[per 1000 persons)
1364 1370 1380 1330 2000 2010 2018 2013 2020 2021

EU"] 5.0 T8 B.7 6.3 L2 d.q 4.5 430862 3189706 34
Belgium B3 TE B.T 6.5 4.4 a4 3.3 33 2844z 35
Bulgaria 8.1 8.6 743 6.9 4.3 33 4.1 4.2 313757 314
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Spain T.d 7.3 c.a 5.7 td 36 35 3.5 14053z 31
France [’) : : : : 5 33 35 33 213023 32
Croatia ) 8.5 T2 5.8 4.9 5 4.3 43 375464 4.5
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Portugal 8.1 9.4 T4 7.2 B2 38 34 3.2 183567 248
Romania 3 T2 8.2 8.3 g1 =i 7.4 B.E 422227 G
Slovenia 3 8.3 6.5 4.3 36 3z 35 3.2 2.43 248
Slovakia T 7.4 T4 T.G 4.8 4.7 5.7 S.d 4. 3513 4.8
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Iceland 4.3 T8 o7 4.5 B3 4.9 : : o.045826
Liechtenstein T.6 =4 71 o6 7.2 5 : : :

Morw ay E.5 TE o4 5.2 = 4.5 4.3 4 32301
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Montenegro : : : : : 2.4 0.3 o7 326087 5.2
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(12020, 2027 estimated. Includes Cuprus data from 2013,
["Jup ta 1930: excluding French overseas departments.
["Jup to and including 2002: data refer tototal marriages contracted inthe country, including

marriages betwesn non-residents; from 2003 orw ards: data refer to marriages in which at least

Sierees Eurostat [online data code: demao_nind)

The following table summarises the table formatting commands together with a short description. Please note that
the Eurostat Layout add-in has been designed to follow the Eurostat graphical guidelines as closely as possible.
However, there are some technical restrictions which do not enable the exact formatting as required by the Eurostat
graphical guidelines to be produced. For example, the Myriad font is to be used in publications. However, the Arial
font has been chosen as the font used in Excel, yet Arial does not offer light, semibold, etc. Thus, the formatting
obtained in Excel is as close as technically possible to the Eurostat graphical guidelines.
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Command Description

Title Formats the selected cells according to the Eurostat graphical guidelines for table
titles.

Subtitle Formats the selected cells according to the Eurostat graphical guidelines for table
subtitles (unit).

Notes Formats the selected cells according to the Eurostat graphical guidelines for

notes. Please read the rules for notes on
https://ec.europa.eu/eurostat/statistics-
explained/index.php/Tutorial:Guidelines for notes and footnotes

Footnote Formats the selected cells according to the Eurostat graphical guidelines for
footnotes. Footnotes in charts will retain this formatting. Please read the rules
for footnotes on https://ec.europa.eu/eurostat/statistics-
explained/index.php/Tutorial:Guidelines for notes and footnotes

All Footnotes  Formats all footnote numbers of the active workbook according to the Eurostat
graphical guidelines for footnotes. Footnotes in charts will retain this formatting.

Source Launches a dialog box to insert source and online data code.

Sort Sorts the selection by the first column (Country Protocol Order), which should
contain the countries (full name in English or the two-letter country code). The
header row must not be included in the selection. The country name should be

spelled as specified in https://ec.europa.eu/eurostat/statistics-
%inﬂ{!ndu.ghpﬂutoﬂal:mum codes and protocol order

Column Select the header cells and then click on this button to format the column
Headers headers according to the Eurostat graphical guidelines.
EU/EA Select cells containing EU/EA Aggregates and then click on this button to color

_Aggregates the background and set borders according to Eurostat graphical guidelines.

First Column Select the first column of the table and then click on this button to format the
first column according to Eurostat graphical guidelines.

Unify Table Select the table (starting from the header row, down to the last data row, i.e. do

Width not include the Title nor the footnotes). Click on Unify Table Width. As a result,
the table column width will be adjusted in such a way, that the table is about 25
cm width. All but the first columns get the same width. The first column gets the
best width, depending on its content.

Formatting Numbers

The Numbers group contains commands for formatting numbers in tables according to the Eurostat graphical
guidelines.
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To format the numbers in a table use the following steps (all steps are optional):

+ 1. Select the cells with numbers and click on Format. This results in the following:

a. The selected cells are formatted using Arial 10pt, right-aligned.
b. A small space between the right-aligned number and the right border of the cell is added.

c. The thousands separator is activated. Furthermore, a check is conducted to determine whether the
thousands separator is a blank. If this is not the case, you are asked whether the separator should be
changed to a blank. If yes, the separators dialog box is shown (cf. Thousands Separator in Excel for
more details).

+ 2. Use the increase/decrease decimal buttons to change the number of decimal places shown.

Command Description

Format Select cells containing numbers and then click on this button to
format the numbers according to Eurostat layout rules.
Separators Use this command to set the decimal separator to a decimal point

(for English publications) or a decimal comma (for other publications).
The thousands separator must be blank. For more information cf.
Thousands Separator in Excel).
Increase Decimal Shows more precise values by showing more decimal places.
Decrease Decimal Shows less precise values by showing fewer decimal places.
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Formatting Table Borders

The Borders group contains commands for formatting table borders according to the Eurostat table graphical
guidlines:

Gridlines HE-

- Reset Borders

Inside Bottom Grey
Lines Line Left Line

Borders u

To format the borders of a table use the following steps (all steps are optional):

1. Click on Gridlines to hide the lines between rows and columns. For the final version, the gridlines should be
hidden so that no gridlines appear when including the table in the article or publication.

2. Select the table and click on Reset borders to remove any borders from the selection.
3. Select the data of the table (not the header row) and click on Inside Lines.
4. Select the last row of your table and click on Bottom Line. Repeat this step (as applicable) for the last row of

a. the Member States,

b. the EFTA countries,

c. the candidate countries,

d. other countries (e.g. USA, Japan).

5. Use grey vertical lines to separate distinct sets of data in the same table. To do so, select the column to be
separated and click on Grey Left Line. Repeat this step as necessary.
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Crude marriage rate, selected years, 1964-2021
(per 1 000 persons)

1964 1970 1980 1990 2000 2010 2018 2019 2020 2021

Ld

EU (") 8.0 7.8 6.7 6.3 g7 4.4 45 43 32 39
Belgium 6.9 76 6.7 6.5 44 39 39 39 28 35
Bulgaria 8.1 86 7.9 6.9 43 33 4.1 42 3.2 39
Czechia 83 92 76 88 54 45 51 51 42 45
Denmark 8.4 7.4 5.2 6.1 7.2 56 56 53 49 4.7
Germany 85 74 6.3 6.5 51 47 54 50 45 43
Estonia 8.5 91 8.8 7.5 3.9 38 5.0 51 46 48
Ireland 56 7.0 6.4 51 50 45 43 41 19 33
Greece 89 77 6.5 58 45 51 44 44 29 39
Spain 74 73 59 57 54 36 35 35 1.9 31
France (?) . : . : 5.0 39 35 3.3 2.2 3.2
Croatia 85 85 7.2 58 49 50 49 49 38 46
Italy 8.1 7.3 57 56 50 37 3.2 31 16 31
Cyprus (°) 44 86 7.7 97 134 73 78 89 : :
Latvia 8.6 10.2 9.8 89 3.9 44 6.8 6.7 56 6.0
Lithuania 8.6 95 9.2 98 438 6.0 7.0 7.0 55 6.0
Luxembourg 6.6 6.4 59 6.1 49 35 3.1 3.5 29 3.0
Hungary 8.7 93 7.5 6.4 47 36 52 6.7 6.9 74
Malta 6.4 79 88 71 6.7 6.3 58 53 22 4.4
Netherlands 8.5 95 6.4 6.9 55 45 3.7 3.7 29 3.2
Austria 8.0 71 6.2 59 49 45 53 52 44 46
Poland 7.4 8.6 8.6 6.7 5.5 6.0 5.1 48 3.8 45
Portugal 8.1 9.4 74 72 6.2 38 34 32 18 28
Romania 9.0 7.2 8.2 83 6.1 57 7.4 6.6 42 6.0
Slovenia 90 83 6.5 43 36 32 35 32 25 28
Slovakia 7.0 79 7.9 7.6 4.8 47 57 54 4.4 48
Finland 76 88 6.1 50 5.1 56 43 40 40 35
Sweden 7.6 54 4.5 4.7 45 53 50 4.7 36 3.7
Iceland 83 78 57 45 63 49 : : 50 :
Liechtenstein 7.6 59 7.1 56 72 50 : : :

Norway 6.8 76 54 52 5.0 48 43 40 33

Switzerland 7.6 7.6 5.7 6.9 5.9 55 48 4.5 41 :
Montenegro : : : : : 59 53 57 33 52
North Macedoniz 9.1 9.0 85 83 7.0 6.9 6.5 6.7 50 6.8
Albania 7.2 6.8 8.1 89 84 : 8.1 79 6.2 70
Serbia : : : : 57 49 52 51 34 48
Tiirkiye : : 8.2 : : 8.0 6.8 6.6 5.8 :

() not available

(*) 2020, 2021: estimated. Includes Cyprus data from 2019.
(2) up to 1990: excluding French overseas departments.

(*) up to and including 2002: data refer to total marriages contracted in the country, including
marriages between non-residents; from 2003 onwards: data refer to marriages in which at least one
spouse was resident in the country; 1980: break in series.

eurostatia

Source: Eurostat (online data code: demo_nind)

1. Create a PNG file from each image
To publish your charts or tables in Statistics Explained, you have to provide a PNG file of the charts and tables.

The Eurostat Layout add-in
provides a command to support this task. There is a Picture group on the Eurostat Layout ribbon tab, as shown here:
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Review View Developer Eurostat Layout

T Title (1) Footnote ==
_ Z|A e
— ST sSubtitle AE All Footnotes
Save Sort  Column
As PNG o Notes &, Source Headers A
% | Picture T= Table Layout

Note: Title and source are mandatory items in the PNG, when publishing on Statistics explained. The Save as PNG
command checks, whether you include these items. If not, you are asked to include them.

Saving Tables as PNG

To create a PNG file for a table, do the following:
» (1) Select the range of cells to be displayed in the PNG including the tabile title, notes, footnotes and source.
* (2) Click on the Save As PNG button.

* (3) The following dialog box appears:
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Save Table as PMNG

To create a PNG file from your selection, complete the information as needed.
Folder:

|:\dissemination'Statistics ExplainediTutorials - graphs and tables to be used Browse |
Folder path where to save the PNG file.
To change the path, type another folder path or dick on the Browse button to select a folder.

File name:

Real GOP growth, 2007-2017 (%% change compared with the previous year; %@ per annum) :I

The file name is extracted from the selected table {default).
To change the file name, type another text or select cells from your workbook by dicking on the button to the right.

oK Cancel

* (4) By default, the PNG is saved in the same folder where the active Excel file is located. The file name is
extracted from the table title and subtitle. You can modify the folder and file name as needed.

» (5) Click on OK to save the PNG file.

eurostat m Tutorial:Layout rules for tables 12



Crude marriage rate, selected years, 1964-2021

(per 1 000 persons)

1964 1970 1980 1990 2000 2010 2018 2019 2020 2021

EU () 3 8.0 7.8 6.7 6.3 g7 44 45 43 32 39
Belgium 6.9 7.6 6.7 6.5 44 39 39 39 2.8 35
Bulgaria 8.1 86 7.9 6.9 43 33 4.1 42 3.2 39
Czechia 83 92 76 88 54 45 51 51 42 45
Denmark 8.4 7.4 5.2 6.1 7.2 56 56 53 49 4.7
Germany 85 74 6.3 6.5 51 47 54 50 45 43
Estonia 8.5 91 8.8 7.5 3.9 38 5.0 51 46 48
Ireland 56 7.0 6.4 51 50 45 43 41 19 33
Greece 89 77 6.5 58 45 51 44 44 29 39
Spain 74 73 59 57 54 36 35 35 1.9 31
France (?) . . . . 5.0 39 3.5 33 2.2 3.2
Croatia 85 85 7.2 58 49 50 49 49 38 46
Italy 8.1 7.3 57 56 50 37 32 31 16 31
Cyprus (°) 44 86 7.7 97 134 73 78 89 : :
Latvia 8.6 10.2 9.8 89 3.9 44 6.8 6.7 56 6.0
Lithuania 8.6 95 9.2 98 438 6.0 7.0 7.0 55 6.0
Luxembourg 6.6 6.4 59 6.1 49 35 3.1 3.5 29 3.0
Hungary 8.7 93 7.5 6.4 47 36 52 6.7 6.9 74
Malta 6.4 79 838 71 6.7 6.3 58 53 22 4.4
Netherlands 8.5 95 6.4 6.9 55 45 3.7 3.7 29 3.2
Austria 8.0 71 6.2 59 49 45 53 52 44 46
Poland 7.4 8.6 8.6 6.7 5.5 6.0 5.1 48 3.8 45
Portugal 8.1 9.4 74 72 6.2 38 34 32 18 28
Romania 9.0 7.2 8.2 83 6.1 57 7.4 6.6 42 6.0
Slovenia 90 83 6.5 43 36 32 35 32 25 28
Slovakia 7.0 79 7.9 7.6 4.8 47 57 54 4.4 48
Finland 76 88 6.1 50 5.1 56 43 40 40 35
Sweden 7.6 54 4.5 4.7 45 53 50 4.7 36 3.7
Iceland 83 78 57 45 63 49 : : 50 :
Liechtenstein 7.6 59 71 56 72 50 : : :
Norway 6.8 76 54 52 5.0 48 43 40 33
Switzerland 7.6 7.6 5.7 6.9 55 55 4.8 4.5 4.1 :
Montenegro : : : : : 59 53 57 33 52
North Macedoniz 9.1 9.0 85 83 7.0 6.9 6.5 6.7 50 6.8
Albania 7.2 6.8 8.1 89 84 : 8.1 79 6.2 70
Serbia : : : : 57 49 52 5.1 34 48
Tiirkiye 8.2 : 8.0 6.8 6.6 5.8 :
() not available
(*) 2020, 2021: estimated. Includes Cyprus data from 2019.
(2) up to 1990: excluding French overseas departments.
(*) up to and including 2002: data refer to total marriages contracted in the country, including
marriages between non-residents; from 2003 onwards: data refer to marriages in which at least one
spouse was resident in the country; 1980: break in series.
Source: Eurostat (online data code: demo_nind) eu rOStat -
Other articles

* Layout rules for graphs

» Layout rules for maps

. Guideli f i1
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