Using Numbersin an APA Document

There are numerous guidelines for determining when to use figures (e.g., 0 —9) or words to express
numbersin an APA document. Upon completion of this lesson, you will be able to:

Determine whether to use figures or words to express numbers in a specified context.

Determine whether to precede numbers less than one with a zero.

Determine how many decimal places to display in numbers that contain decimals.

Determine whether to use commas in numbers of greater than or equal to 1,000.

Format the plural form of a number.

Turn off the automatic formatting feature in Microsoft® Word® that converts ordinal suffixes to

superscripts.

Reference L ocation(s) in the APA Manual

Refer to the following sections of the APA manual for specific formatting guidelines for numbers:

Section

Content

3.42 Numbers Expressed in Figures

Explains the guidelines for using figures to express
numbers.

3.43 Numbers Expressed in Words

Explains the guidelines for using words to express
numbers.

3.44 Combining Figures and Words to Express
Numbers

Explains the guidelines for using words and
figures in combination to express numbers.

3.45 Ordinal Numbers

Explains the guidelines for formatting ordinal
numbers.

3.46 Decimal Fractions

Explains the guiddines for formatting numbers
lessthan 1.

3.47 Roman Numerals

States the guidelines for using Roman numerals.

3.48 Commas in Numbers

States the guidelines for using commas in numbers
greater than 1000.

3.49 Plurals of Numbers

States the guidelines for formatting the plural form
of numbers.

Overview of the Formatting Guidelines

Numbers may be expressed as figures or words depending on how they are used in a sentence or

paragraph.
Examples of Numbers
Expressed as Figures Expressed as Words
1 One
10 Ten
453 Four hundred and fifty-three
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7th Seventh

17th Seventeenth

There are rules that govern when to use figures to express numbers and when to use words. The main
rules entail using figures to express numbers greater than or equal to 10; numbers below 10 that are used
in comparison with numbers 10 and above; numbers used in statistical or mathematical information,
numbers that are units of date, time, size, or money; numbers that denote specific places in a numbered
series; and numbers in an abstract. However, there are several specific guidelines as well as exceptions.
For example, when a number begin a sentence or when it is universally accepted in word form, you

should express it in words.

Below are several flowcharts to help guide you in determining whether to express a number as afigure
or aswords. The rules apply to both cardinal numbers (e.g., 1, 2, 3, and 4) and ordinal numbers (e.g.,
1st, 2nd, 3rd, and 4th). Keep in mind that overlap in the guidelines and exceptions to the general rules

often require using multiple decision flows.
Genera decision flow for expressing numbers as figures:

The number

Is used
universally in
word form?

Beqgins
a sentence?

Mo

Yes Is graater than

¥es

or equal o 107

Should be
exprassed in words

or is in the abstract?

Genera decision flow for expressing numbers as words:

June 2007

Immediately precades a unit of measurement;
of represants a date, age. sample size, number of
participants, score, point on a scale, or a sum of money;
or is grouped for comparison with numbers 10 and above in the same paragraph;
or is part of a statistics or math function, fraction,
decimal, percantage, ratio, or percentile;
or denotes a specific place in a numbered senes, part of a book or table,
of number in a list of four or more numbers;

Should be
expressad in figuras

Yas
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The nurmiber

Is less than 10 and grouped
for comgarisen with a number less than 10
and is not a precise measurament
or is used universally in word form
or is a common fraction

Yes

Shiould be
expressed in figures

Should be
expressed in words

g

General decision flow for expressing zero and one:

The numkbar
is0or
and

Begins
a santenca?

Mo

Yes

Should be
expressed in words

|5 grouped for comparison with numbers
10 and above in the same paragraph:
or is part of a statistics or math function, fraction, decimal,
percentage, ratio, or parcentile;
Mo or denctes a specific place in a numbered seres, part of a book
or table, or number in a list of four or more numbers;
ar is in the abstract?

5 more readable
in word form than

as a figure? Yes

Should be
expressed in figures

Sometimes both words and figures are necessary within one sentence. Examples are sentences that
contain large rounded numbers and back-to-back modifiers. However, in cases where the use of both
words and figures detracts from readability, the preferred method is to express the numbers in word
form.

There are additional rules that govern the formatting of numbers with decimals and commas. For
numbers with decimals, you must determine whether to precede the number with a 0 (if the number is
less than 1) and how many decimal places to display.
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Decimal Numbers
Preceded with a Zero | Not Preceded with a Zero

0.57 (average score) r=.72
0.27 min p<.0l

The flowchart provided below indicates how to determine whether to precede a number less than 1 with
azero:

The numbear
15 less than 1
and

Itz value could
. Do not precede the
theoretically be Mo p
greater than 17 numiber with 0.
Examples of numbers that cannot
theoretically be greater than 1 are

corelations, proportions, and levels
of statistical significance

Yes

Precede the number
with 0

Generally, numbers that contain decimals should display two decimals places. However, there are
exceptions depending on the type of number being reported and the required level of precision.

Another rule involving numbers is to use commas in numbers greater than or equal to 1,000. Generdly,
you should use a comma between groups of three digits for numbers. If the number represents a page
number, binary number, seria number, a measurement of temperature or frequency, the number of
degrees of freedom, or numbers to the right of a decimal point, you should not use commas.

When formatting the plural form of numbers, add an sor es to the number. Do not use an apostrophe.

Plural
FigureForm | Word Form
7s Sevens
10s Tens
100 Hundreds

The same rule applies to the plural form of years. For example, the plural form of 1999 is 1999s.
Examplesof Numbers

Correctly Formatted Numbers

Below are sample passages containing numbers formatted correctly.
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Six test treatrnents were used in the experitnents conducted in the 19905 Test 1
contained 30 multiple-choice questions from section 4 of Forrm 83-1 of aregular GEE
exzarination with no indication that the test was experimental. The content of Test 2 and
Test 3was identical to the content of Test 1, bt Test 2 contained an indication that the
test was experimental, and Test 3 used a special answer sheet. Test 4 contained &
multiple-choice items that were identical to the 10 items on Test | and 14 open-ended
questions that comresponded to multiple-choice questions. Test 5 was the same as Test 4
but contained only five multiple-choice itemz. Test 6 contained 30 multiple-choice
questions.

Of the 2,234 students enrolled in the course during the 10-year period of the
experiment, T0% scored abowe the regulatory cutoff (85 281, hlost of the students who

scored above the B0th percentile were 2nd-year students.

Incorrectly Formatted Numbers

Below are examples of incorrectly formatted numbers.

(aest treatments were used in the experiments conducted in the@b@[l’_s} Test 1
Bedins a sentence Contains an apostrophe

contained 30 multiple-choice questions from sectim(_?n:u_u})Jf Form 83-1 of a regular GEE
Denotes part of a numbered series

examnination with no indication that the test was experimental The content of Test 2 and

Test 3was idettical to the content of Test 1, bt Test Iﬁlcuntamm at indication that the
Switches to Roman numerals

test was experitmental, and Test 3 used a special answer sheet. Test4d t:l:untamm@ldighb
Grouped with numhbers 10 and above

mmultiple-choice ftems that wereidentical to the 10 items on Test | and 14 open-ended

gquestions that corresponded to multiple-choice questions. Test 5 was the same as Test 4

but contaited Dﬂl}.?|3| trnaltiple-choice iterns. Test 6 cnntaﬂed(ﬂ;j}t‘ﬂnultiple-chnice

Mot grouped with numbers 10 and above Mumbers greater than 10
gquestions.
Missing a comma Denotes a unit oftime

Of the EEE@ST,udents enralled in the course during the{T:_ajj.rear petind of the
- Too many decimal places
expetiment, geventy percefitecored above the regulatory cutoff (85281673 Most of the
Represents a percentage — T

students who scored ahnwe the BMnementile weredes ond-vear students.
Formatted as a superscript Denates 3 unit of time
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Common Mistakes Madewith Numbers

Listed below are common mistakes made when formatting numbers.
Starting sentences with numbers expressed as figures
Using an apostrophe in the plura form of a number
Using the word form of a number to represent an age or unit of time
Formatting ordinal numbers as superscripts
Inappropriately expressing numbers less than 10 as figures

Inappropriately expressing numbers greater than 10 as words

Applying the Guidelinesin MSWord

By default, MS Word formats ordinal numbers and common fractions as superscripts. Y ou can turn
these features off for manually undo the effects. To turn off the automatic formatting of superscripts or

fractions:
Tools

1. Select the autocorrect options command on the tools menu. " :
.j’ Spelling and Grammar. ..

2. When the autocorrect dialog box opens, click the AutoFormat as Language
You Type tab. \ard Countk, .
:-‘f__-‘| Autosummarize.
T x
2
AuboTexk | AukoFormak I Smark Tags I Iﬁ’ Track Changes ol
AuktoCarredk SukoFormat As Yaou Type N

Compare and Merge Docu

Praotect Document. ..

¥ "straight quotes" with “smart quokes”
¥ ordinals {15t) with superscript Cnline Collaboration
¥ Fractions {12} with Fraction characker {14)
¥ Hyphens (-3 with dash (—

I #Bald* and italic  with real Farmatkion Tools on the WEE. .

Letters and Mailings

3. Uncheck the box labeled “ordinals (1%) with superscript” to turn off Macro

. . . Templates and Add-Ins. .
the automatic conversion of ordinal numbers. SIS AT e T

|? SukboiZorrect Opkions. ..

4. Uncheck the box labeled “fractions (1/2) with fraction character (¥2)”

to turn off the automatic conversion of fractions.
5. Click the OK button to apply the settings and close the dialog box.

If you do not want to turn off the automatic formatting, you can manually undo the effects. To remove
the superscript from an ordinal number:

i Farmat:
1. Select the superscripted text. | ;rmz :
ank. ..
2. Select the font command from the format menu. =
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3. Uncheck the box for labeled “superscript”. Then click the OK button.
Font 21

Fonk | Characker Spacing | Texk Effects I

Fonfk: Font skyle: Size:
ITimes Mew Roman IReguIar |12
Tirnes Mew Rorman g -
]
10
11
-
Font colar: nderling skwle: IInderline color;
I Automatic j I(nnne]l j I Sutamatic j
Effects
[ strikethrough [ shadow [ Small caps
[ outline [ all caps
I~ Emboss I~ Hidden
[ Engrave

Presiew

Times New FEoman

This iz a TrueType Font. This font will be used on both printer and screen.

Defaulk, .. | Ik I Cancel

To manually replace a fraction character, backspace over the character and retype the numbers.

Reference
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