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LEARN BY DOING:
Creating a Table



THE TABLE YOU’LL CREATE

This tutorial will guide you through the steps taken to create the table shown below. 
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BASIC STEPS REQUIRED TO CREATE A TABLE

1. Choose a group of students (dataset). 

2. Choose a type of table.

3. Select a column variable.

4. Select one or more row variables.

5. Run your table.
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1. CHOOSE A GROUP OF STUDENTS (DATASET)

INSTRUCTIONS

1. Drag All 
undergraduates to the 
Group box.

The Group box is 
updated with your 
selection.

Information about the 
dataset and the option 
to select it appear in 
the Work Space.

2. Click Select in the box 
labeled “were 
undergraduate 
students when 
interviewed in 2008.” 

TIP
Use the QuickSelect by 
dataset name option if 
you are familiar with 
NCES postsecondary 
studies.
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2. CHOOSE A TYPE OF TABLE

INSTRUCTIONS

1. Click the Percentage 
Distribution icon.

TIP
Click See examples under 
each table type to learn 
more.
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3. SELECT COLUMN VARIABLE

INSTRUCTIONS

1. Under Frequently Used 
Variables, click        next 
to Student’s 
Characteristics to see 
available variables. 

2. Click Gender. 

The Variable 
Information window 
appears. 

NOTE
Gender is a categorical 
variable and is therefore 
shown in green.
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3. SELECT COLUMN VARIABLE: Variable Info Screen

INSTRUCTIONS

1. Click Column to use Gender as the column variable.  
Alternatively, drag and drop Gender to the Column 
box in the Work Space.

The Variable Usage Options screen appears. 

Descriptive statistics

More information

Main screen
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3. SELECT COLUMN VARIABLE, cont’d.

INSTRUCTIONS

1. Select Use Default 
Categories. 

2. Click OK.

TIP
The usage options differ based 
on the type of variable. See the 
PS Overview tutorial for 
discussion of all usage options 
by types of variables. 
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3. SELECT COLUMN VARIABLE, cont’d.

NOTE
The Work Space is 
updated with your 
selection.

The % placeholders in the 
Work Space will be 
replaced with calculations 
when your final table is 
generated.
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4. SELECT ROW VARIABLE 1

INSTRUCTIONS

1. Under Frequently Used 
Variables, click          next to 
Enrollment to see available 
variables. 

2. Drag Attendance pattern to the 
first Row box in the Work Space.

The Variable Usage Options  
screen appears.

3. Choose Make My Own  
Categories.

4. Check the categories 
corresponding to numbers 1-3. 

5. In the New category label field, 
type Full-time.

6. Click Create Group.

The “You’ve created the 
following  groups box” is 
updated.

7. Repeat steps 4-6 for the Part-
time category. 

8. Click Save.
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4. SELECT ROW VARIABLE 2

INSTRUCTIONS

1. Under Frequently Used 
Variables, click          next to 
Student’s characteristics to 
see available variables. 

2. Drag Age as of 12/31/07 to 
the second Row box in the 
Work Space.

The Variable Usage Options  
screen appears.

3. Choose Make My Own 
Categories.

4. Enter the start and end values 
and labels as shown in the 
figure on the right.

5. Click Save.

NOTE
Age as of 12/31/07 is a continuous 
variables, and therefore you must 
enter start and end values to 
make your own categories.

TIP
When selecting start and end 
values, it is helpful to view 
descriptive statistics to see the 
distribution of values.  Click View 
descriptive statistics to see this 
information. 11



5. RUN YOUR TABLE

INSTRUCTIONS

1. Click Create Table.

TIP
The Create Table button becomes 
active after you select one column 
and one row variable. 
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YOUR TABLE
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