
Choices Figures and Tables Guidelines 
 
Placement of Figures and Tables in Articles 
Both Figures and Tables should be submitted as separate files from the actual article. To indicate where 
a Figure or a Table should be placed in the article, include “[Place Figure 1 here]” in the text of the 
article. 
 
Figures 
Figures are defined as any graphs, visual charts, or images that accompany an article. Figures should be 
submitted as separate image files (.jpg, .tif, or .png) along with the article. Do not send PDF versions of 
figures. 
 
Please do not include the title of the Figure as part of the image. Instead, please supply a list of the titles 
of the figures that will accompany your article. The title will be displayed below the image 
automatically when it is posted online. 
 
Please have all labels in the figure, including the labels of the axes, formatted in title case. This means 
that the first letter of all words should be capitalized, except for articles, prepositions, and conjunctions. 
 

Example 1: A Figure as part of an article online 

 



Example 2: A full-sized figure, as submitted for publication 

 
 
Tables 
Tables are defined as data displayed numerically, usually formatted like a spreadsheet. Tables should be 
submitted as Excel files. Please format the table as you would like it to appear online, as the formatting 
used in the Excel file will be used a as a guide when creating the final version of the table. 
 
Please include the title of the Table in the Excel file, as well as any notations that correspond to the table 
(footnotes, sources, etc.) 
 

Example 3: A table as part of an article online 


