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…read and understand tables

Tables are useful for bringing together data in an ordered way. The data can be almost anything, from rotas, timetables and checklists to statistical information about number of clients, product sales, finance or accounting.

Key features

The following table shows a duty rota for supervisors. Its key features are shown in the green boxes. 
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Common types of table are timetables, price lists and conversion tables.

Timetables

This example of a timetable shows bus travel times from Boston to Lincoln. It shows you that, for instance, if you needed to be in Lincoln by 12 o’clock, you would need to catch the 10.15 from Boston.

	Boston–Lincoln on Saturdays 

	Dep

Arr

Service

0825

0957

5 /BRY

0900

1045

5 /LRC

0915

1047

5 /BRY

1015

1147

5 /BRY

1115

1247

5 /BRY

1215

1347

5 /BRY

1315

1447

5 /BRY

1415

1547

5 /BRY

1615

1747

5 /BRY

 Operators:  BRY    Brylaine Travel

             LRC    Roadcar

Travel Information provided by Lincolnshire County Council


Price lists

Here’s an example of a price list from a supplier. 

	Product
	Size
	Price
	Quantity

	Bleach and washing up liquid

	Green Velvet washing up liquid

EB washing up liquid

Allbright bleach

Thick bleach

Bleach (sodium hypo)
	5 litre

5 litre

5 litre

5 litre

20 litre
	£2.78

£2.22

£1.66

£3.40

£12.99
	Boxed 4 x 5 litre

Boxed 4 x 5 litre

Boxed 4 x 5 litre

Boxed 4 x 5 litre

20 litre

	Glass and dishwashing machine products

	Auto dishwasher liquid

Auto dishwasher liquid

Auto rinse aid

Auto rinse aid

Beer line cleaner

Auto glass wash
	5 litre

20 litre

5 litre

20 litre

5 litre

5 litre
	£4.25

£16.00

£4.25

£17.00

£3.94

£4.63
	Boxed 4 x 5 litre

20 litre

Boxed 4 x 5 litre

20 litre

Boxed 4 x 5 litre

Boxed 4 x 5 litre

	Caustic and soda crystals

	Caustic soda

Caustic soda

Soda crystals

Soda crystals
	5 kg

20 kg

1 kg

25 kg
	£6.00

£18.00

£9.80

£9.25
	5 kg

20 kg

Boxed 12 x 1 kg

25 kg

	Surface cleaning products

	Freeway toilet cleaner

Urinal blocks

CleanForce daily washroom cleaner

Glass cleaner trigger spray

Lemon floor gel

Multi-purpose cleaner trigger spray
	1 litre

3 kg

750 ml

750 ml

5 litre

750 ml
	£11.88

£14.00

£11.80

£11.79

£3.90

£8.30
	Boxed 12 x 5 litre

3 kg tub

Boxed 6 x 750 ml

Boxed 6 x 750 ml

Boxed 4 x 5 litre

Boxed 6 x 750 ml

	Paper products

	Blue 2-ply 375 sheets

White 2-ply 375 sheets

Mini white 2-ply 160 sheets
	Case of 6

Case of 6

Case of 12
	£10.10

£10.60

£10.60
	Case of 6 rolls

Case of 6 rolls

Case of 12 rolls


To find the product type, you look at the row headings. To find a specific product, you look down the left-hand column.

So, for example, caustic soda is available in two sizes: 5 kg and 20 kg.

Conversion tables

One of the most common forms of table is one that converts imperial to metric measures, and vice versa. This example shows the conversion from imperial units of length to metric units:

	Imperial value
	Metric value
	
	Imperial value
	Metric value

	1/4 in
	6.4 mm
	
	1 1/2 in
	3.8 cm

	1/2 in
	13 mm
	
	2 in
	5.1 cm

	3/4 in
	19 cm
	
	2 1/2 in
	6.4 cm

	1 in
	2.5 cm
	
	3 in
	7.6 cm


This is a lookup table, where you ‘look up’ the comparable values. Lookup tables are only useful for the values shown. A more useful approach is to give conversion factors so that the user can convert any value:

	multiply
	by
	to get
	
	multiply
	by
	to get

	mm (millimetres)
	0.03937
	in (inches)
	
	in (inches)
	2.54
	cm (centimetres)

	m (metres)
	3.26
	ft (feet)
	
	ft (feet)
	0.3048
	m (metres)

	m (metres)
	1.0936
	yd (yards)
	
	yd (yards)
	0.9144
	m (metres)

	km (kilometres)
	0.6215
	mi (miles)
	
	mi (miles)
	1.609
	km (kilometres)


For example, 8 inches when converted to centimetres will become               8 x 2.54 cm = 20.32 cm

Try these!

1 Search the local press for examples of different                              types of table. Try to include at least one of the                       following:

· a timetable

· a lookup table.

2 Use your library or resource centre, or a search engine on the internet,    to fill in the missing conversion factors in the following table:

	multiply
	by
	to get

	g (grams)
	
	oz (ounces)

	kg (kilograms)
	
	lb (pounds)

	kg (kilograms)
	
	T (tons)

	multiply
	by
	to get

	oz (ounces)
	
	g (grams)

	lb (pounds)
	
	kg (kilograms)

	T (tons)
	
	kg (kilograms)


Data arranged in rows and columns





Row headings








Column headings








