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1 Data Input

Raw data can come in o varicty of sources, One of the most commen data collection methads is
il snroews which can be administered using formal inlerview schwdules or self-completion
questionnaires such as the example in Appendix I (p.57). Other forms of data collection are
proforner that are filled out ifor example, job or college applications) and personal reconls (for
example, a company’s personnel records, medical records or academic transcripts). The possible
gources of data can be alinest infinite, depending upon circumstances and the ability of Ihe
researcher to recognise a souce of good data when it presents itaell,

I data input ta SPSS, the task s to take the information which has been collected fr data),
arganise it and move it to a working SPSS datafile.

The process of inputting data con-be broken into three stages.

o Codiug
o The mechanics of bafering coded information into a SPSS lile
e Cuonfiguring the data wilhin 5155,

Cases and variables

Par a compuler package to be able bo receive information in the ferm of data; these data must
bie put inkw a regular, prediclable foremat,

A complete individual record is wsually called 3 case. A short questionnaire is provided in
Appendix 1 at the end of this module. You will need to complete this s, as it will form the
basis of much of the explanalion that will follow. Once you have completed i, you become a
wise and your responses Lo his questionnaire make up a single complete recand. Each other
persan who answers Hhe questionnaire would alse become a case in the dala. (You may find in
same manuals that the words ‘record or ‘observation’ are sometimes uied in the place of 'case’)

Cases, such as survey respondents, personnel records o medical files, often comespond to
individual people. Cases. however, can also refer to organisalions of Hmespums. For instance, in
household survey, the information obtained relates to the entire houschold rather than b indi-
viduals within the house, T this instance the case would be the household, not the individual,
It is also possible to have, for example, a dalabase of hospitals twhere ench case is the infor-
malion held on a complete hospital) or a geographically based dataset (where infarmation on
complete cities makes up the cases). A histarian might have a databage where the cases are
timespans - say, decades, The point is that, in cach instance, the case is the infarmation recorded
on a single unit of analysis

For cach Case, the specilic bils of information recorded for the case are called Varizbles. In the
‘Diinking questionnaite’ (Appendix 1), each separate answer you gave is 2 response to a
variable in the dataset. For instance, age, where you said you ae _X_ years old is a variable;
anel your response to Question §, where you said you never deink ulealiol/driuk rarelydulring
velerattelydidvink frequenilyddink heovily is another variable. Your particular answers to these
queslions are the tmiies thal these variables have for you. A different person answering the
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quustionnaine would give responses bo the some guestions/variablus but Lheir values for those
variables could be different, For instance their name, age, facully and deinking habits could be
Jifferent from yours,

Huve are two additional examples.

o A medical admission being the mse, with sarinlles being things like the cause of admission,
the GF wha attended, ele,

o If 2 househald was the qise. mirinbles could be things like the number of people #ing in
the house, tenure of housing, household income, the Iype of healing in the house, elc.

These concepts (cases, varlables and values) are fundamental for any kind of data analysis.
Think about them ene mare lime, and make sure you understand haw they relate to one
anather. The questions you ask, or the types of information you record, are vasiables. Each
individual answer or piece of information is a value. The people or things you test in the
study are cases ... For each case, you have one value for cach variable. (Norusis, 1983, p. 61)

‘Rectangular' format

Computers keep track of the bils of information on cases by slways having a variable's
information (codings) appear in the same location. For most datasets, the dala usually appear in
what we can call a “grid’ of eases by variables. Each mase, or record, makes up one complete Tine”
ol data and the verinlles appeor as columns, We can show how this would leck for the answers
some other people gave to the Drinking questionnnaire’ (Figure 1.1)

Figure 1.1 Rosponsss 10 the 'Drinking quesbonnain’ in grid format

001 | Robent |1 45 |1 3 1 8 3 3 3 30,33
007 |Margarst |2 |23 |2 (1 _[1 (2 |2 |0 [o [oo0
003 | Fred 1 62 |2 2 i ] 0 ] 1 4.55
04 [ Paddy 1 a4 4 F] i 16 1 0 0 15.45

Robert's responses to the questionnalre are presented in a row format, Each respondent is given
a unlque idodificr. Roberl Tor example has been allocated 001, and Margaret has been allocated
002 The third column contalng deloils of the respondent’s gender. The firsl case, Robert, is male
'-'-h:':;l has the value 1, and :he secend respondent, Margaret, is female which has the value 2.
ases reserve ‘space’ for each variable. In responding to the questionnaire, responde
may net answer all the questions, thas some informalion I'I'IE}' be unnq-:m for some variables. I'::
example, someorne answering the Drinking questionnaire’ may not be able to remember how
much they spent on alcohol last weekend ar might refuse 1o tell how much they drank. Tt is
impartant o record this dota oy mising, In some instances it may be that the guestion is ot
:'n'llﬂ*ﬂui.. For example, {f the respondent did not drink alcobol during the previous weekend
IQuestion ) they did not need to complete Questions 7 and 8 about types of aleshel con.

sumed and the amaunt spenit. In this instance a ‘not relevant’ code might be used for Questions 7
and 8. (We will return to this below.) . : o =
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Exercize

As an exercise, bry transferring e responses o the queshicnnaire on ko line Q08 of the grid
in Figure 1L

Inputting data into SPS3

[ i5 possible ba input data inka SPSS in a2 number of ways. Since the 5PS3 data grid’ is in the
Forin of a spreadshect, the normal conventions for using a spreadsheet apply. This means that
data can be brought inte 5PS5 in one of four ways:

Imperted from SPS5 on another computer as an SP55 Portable file " por)
liported fram dalabase spreadsliels (Tor example, Fxcel, dBase, Poxpro, Access)
Imported fram fex! files (ascii-fles)-

4. Entered directly onto the 5P55 Dwie Edilor window.

o

Option 1: fmporling ar SPSS portable file

Often we will wanl Lo transfer 2 5P55 data file from one compuler to another. This is
accomplished by putting the data file that is to be transferred into a specal form — o SPSS

Figure 1.2a Imporiing a SPSE portable file (BSACrime) using File Open Data
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pertuliie fite. The data is read frem the portable file and immediately saved as 2 normal SPSS data
file, 1 The reasan we do this is that the ‘internal architectizre” of computers can differ and there js
po guarantee that a SF5S data file that works fine on one computsr will always work
automatically on anather) Below, we have an example of importing the BS54 Crime dataset.
iate that befare you begin, vou already have to have downloaded the SPSS partable file for
the Crime dataset from the Palgrave web site anto the hard disk of your computer,
[nstructions on how fo do this are given at the Palgrave web site {hitp/fwww, palgrove com/
sovivlopy/miller} and in the Appendix to the Crientation chapler, p, 20))

lick on the Tile menu, then on Open and then choose Daka. .. A window like that in
Figure 120 will open up. Go ta the Look in’ box in the Qper File window and select the folder
on your hard disk where you have saved the BSACrime portable fle. {In our example the
narre of the Folder is “Spesdatn’ ) Cpen the ‘pull down’ menu for “Files of bype’, seroll dewn and
select "SPS5 portable [Yporel’. Now, highlight the fle named B5ACrmepor (it may be the
anly "por fle appearing on your computer sereen). The fle's name should appear in File
nare’ box, Mow, click an the "Open’ butlon and the data for the Crime dataset should Gl the
data grid. . i

Wou now need Lo save the imported data a5 a normal SPSS dala file. [ is quite casy to do
this: click on the File menu again and then on Save As. .. A window like that in Figure 135
should appear. Click on lhe Save’ button and the data grid will be saved as a normal PS5 data
file (BSACrimesiu), Laber on, when you want to analyse the Crime dataset, you always will gall
up the SPES “sav file, BSACrinesii,

Fhgure 1.2 Saving zn imported SPSS portable file (BSAGHmMe) as a SPSS.sav file
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Opton 2: importing data from spreadsheets

Those af you that have used a spreadsheet packape probably will have noticed that the 5055
‘gricd” which consists of rows of “cases” and eolumng” of variables corresponds ba the way a
spreadsheet configures data. Spreadsheet users sometimes find that a convenient way ko fnput
data inka SPS5 s Lo bype the data inbo your favourite spreadshect programme and then import
the data to SPE5. 5PES has fadlities for handling data from the more cammanly-used spread-
sheets. It is possible to use the File Open option to import a spreadsheet e, Click on the File
ment, then on Open and then choose Data, A window like that in Figure 1.2c will open up.
Select the lecation and scroll down bo select appropriate file bepe, then click Q. Here, we have
selected a dBase file called Meedafa diy”,

Figure 1.2c  Imporling files from other spreadsheets using Flle Open Data
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file *.sav. Scroll down Lo select file
iype (Here, a dBase File,
Newdata.dbf, has been chasen).
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Spme coution is needed when imparting files from different applications. Check if the 5PS5
version you are using can read the labest version of the database applicalion you want te
ampurt. 1P SPS5 cannot read the latest version, save the spreadsheet dala using a wersion which
cart by read by the SPSS programme you are using.

5P55 alse provides the aption to import database files wsing the Capture Wizard using the
pull-dowen menw. Click on the File menu as befare, then on Open Database and then choose
pew Query to apen the capture Database Wizard. A window like that in Figure 1.2d will
appear. The Database Wizard provides a set of step-by-step instructions that can be follawed
fo infreduce 2 database file into PSS,

Figure 1.2d  Importing spreadsheet files from olher zpplications using Database Wizard

Mafabise Wizawd - -

s T Dt v

e : i Indlicate e B lypo —
%;ﬁxﬁ:u e.q. dBase file or Excel
0 | e i i : w Flles

o1 B acce Datsbare

|V FocFm D ssbase
L s Fobe Tak:

Remember to add the
» Toealicn ol e file

It is alsa possible to use Copy and Paste commands to import to and export from SPSS and
other spreadsheet applications, To bring a distinet back of data from a spreadsheet info SFSS,
simply open the spreadsheet application, and uwsing the cursar highlight the data block
texclucing any headings) and use Copy fram the Edit men to copy the data block. Once you
have copied the data, go ko the Data View window in 5P55 (the PSS dala grid), “drag” your
mouse from the upper-left-hand corner of the data grid to highlight a block of cells in the grid
and Paste the dala onto the grid. Note: for this ‘copy and paste’ to work, the number of rows
and columns highlighted on the data grid must maich the number of rows and columns of data
that are being taken from the spreadshest, Onece the data values are safely imported, the
variables are labelled using Variable View thow to do this is explined below). :

Opkien 3: importing text files

Cthers may have data coming from a non-spreadsheet source. These sources prabably will be
put inka the form of an ASCI ile. {Basically, here an ASCI Gle is a prid of rows and columps of
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rowt numbers laid out in a similar manner to a spreadsheet, but without any of the labelling that
a spreadsheet grid would have. ASCIL files are a form of daka that is basic to many differen
types of computer programmes and hence is used as 2 common means of transfemisyg inlorma-
tion between them) 5P5S can handle data from an ASCH file quite happily.

Crpen the main File mens and select Read Text Data in order Lo open a Text Inport
Wizard as shown in Figure 12e. The Text Import Wizard provides a set of stop-by-step
instructions that ean be followed bo introduee an ASCH Gle il data inlo SPSS

Figure 1.2e  Toxt Import Wizard
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Option 4: creating o neie SPSS dater file

There are bwo stages o crealing a new data file in SPSS, Enler the data into the Dala View
windew, and specify e nume, Bepe and other chiaracteristics of each variable, Mew deta can be
byped directly into the grid on the SP55 Data View window of tHhe Data Edilor

When you first open SP5S the dislog box offers a range of oplions. A new file can be apened
Ly selecting Type in data option fram the dialog box and click on OF (Figure 120, This will
open the Chala View window of the Data Editor.

Alternatively, a new dala file can be opened using the pull-down File menu, chaosing Mew
and ther Thala
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Figure 1.2f Dialog box 1o creale a now dala file
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FBath procedures open an emply file on the Data Editor windaw, Remember thal the Data
Fditesr in SPS5S VIO has bwo formals:

# Data View, which is the spreadsheet for entering the data {the default formal)
& Viriable View, for mming and specifping the ehoragheristics of variables

Far change between the Data View and Variable View formats, cick on e talb label o the
Dot tam-left-hand side of the window.

To enter data using the Data View lormat on the Data Editor window, bring the cursar te
the wpper-left-hand cormer of the grid frow 1. column 1), Click ance, this will highlight the
active cell where the data will be entered, Type in the first value, Once you have entered the
data, press the Enter key (to move down the column) ar the Tab key (o move across the row),
anud the next cell will be highlighted. As you enter data into the cells the value wil appear in
the data entry information bar above the column headings (Figure 1.2g).

Figure 1.29 Data entry directly 1o Data View window of the Dala Editor
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Figure 1.2k Questicnnaire data entered directly o Data View window of e Dala Editor
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Editing data

It is possible to wfit or charge data in an existing data file by locating the data you wish to edit,
clicking once an the cell, and replacing the old value in the eell Ly byping in a new wvalue, You
right want to edit data if you discover ervors or mistebes in the existing data, Data editing can
be done ab any bime not just when a new dataset is frst being created,

Entering new variables or caszes

It is possible bo enter new variables or cases to a data file. Ta insert a new case {for instance, a

" new respondent to a survey), simply select a cell in the row abowve which vou want fo insert the

new row. Go te the Data main menu and dlick Lo open it Click on Insert Case or click on the
Insert Case bulton on the toollbar, This creabes a new row, into which the data can be entered.
Altenatively, go to the emply rows ab the bottom of the grid and enter the data onto Uhe frst
emply row.

Ta insert 2 new varfable {or column), select any cell in the eolumn to the right of which you
want the new column. Open the Data main menu and click on Insert Variable or click an the
Insert Variable button on the toolbar. This creates a new variable, inte which new data can be
entered. Again, allematively you can go to the empty columns at the far-right-hand side of the
grid and enter the data into the first empty column.

Deleting o wariable or case

It is possible to delete a variable or case. To delete a case or row click on the case number on
the shaded column in the left side of the file, This will highlight the entire row, then apen the
Edit main menu and click Clear or press the Del key. iln Figure 130, we are deleling the vari-

able Margaret.)
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Figure 1.3a Deleting 2 case

[ hinkrurvey - SP55 Datn Edder - - .
[T el e ]

eS8 ) D xel Al T maniRel

]

|

i | g | ey |k | ewed [ I T T T
[T i Setwl & A Tar g [ BE L

Click on case number of the case vou want to delete — this highligghts the
enfire rove. Click an Del key.

To delete a variable or column click en the variable label an the shaded row (Figure 1.3k, This
will highlight the entire variable, open the Edit main menu and delete the column by elicking
Clear or press the Del key, (Here, we are deleting the variable age)

Figure 1.3b  Deleting a varable
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Snuving new files

It is important o sane and saee the new datable vou have created, Do not wail until you have
entered all the data, as computer malfunctions or power cuts con result in lost work, Tao save
the Hle you must assign a wmique wwme to the file which identifies the data which the file
containg. For example, we might assign the name drinksuroey to the Ble which contains the data
from the survey. Files can be saved using by apening the File main menu and selecting Save
As. Then use the dialog box bo select the directory or digk (flapoy disk) in which you want to
save the data, Enter the new name of the file in the File Name Box (In Figure 1.3c. drinksurveg),
ad click O,

SPES will save the data fle as an PSS data file (".sav} as il is at the point in time when you
save the data, Later on, i wou make additional changes to the data file that you also want to be
sived, you will want to save the newer version of the data file again. {See the Orientation
chapter, p. 25, for mare details about saving Ales)



