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Be carelul that the version of the data fle you save is the version you want to keepd Far
instance, o common mislake students make i to select a subset of cases (say, only the males in
1he sample} and then save the datafile later an without "turning aff’ the selection. The next time
they come lo analyse the data file, they discaver to their constarnakion that only the selected
cases are beftl A “safely nel’ is to save your later version under a slightly different file name: for
example, versd, Then, if you realise you have macde a mistake, you can always go back and
resurrect the earlier version of the data file: vers1,

Labelling variables

An 5PS5 dat file requires both the data and information about the variables. The data is visible
in the Data View window, and the information about the variables is visible in the Variable
View window of the Data Editor.

When the SPSS Data Editor is in Data View format, each column in the grid represents a
wiriable, SPSS requires each that each variable must have a unique ‘name’ that identifies that
variable separately from any other variable. These variable names should be inlelligible and
adhere to the SPSS rules for naming variables. — SPSS requires that vadiable names should be
shart words (imited to a maximum of eight characters), It is good practice for these variable
labels to be one of theee bypes.

o Sclf-explanaiory labels stating what information the variable signifies (for example, sex,
age, faculty)

® An dcrongm that helps jog the researcher's memory about whal the variable is (for
example, hoh for ‘Head OFf Houschold” or denom for a religious denomination coding)

w Just o list of letters aned sumebers it squense (for example, VI, V2, V3 Va L Vi)

Wikich is best depends largely upon personal preference and convenience. Some researchers
use the question mumbers as variable names, for example. quel as a variable name for the first
question in a survey. ;
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{hwre are some conventions that must be followed when assigning variable names.

o A variable mame must begin with a fetfer {net @ number)

o A variable name cnnot have a Ik sprce within the name (for example dog day would
ot b acceptable bul dog_day would be acceptable)

o A vorlable name cannat be more than eight chavicters (a characler is a letter, number or the
_-..}1l|l||'l-|'l|i fa. # o

o A variable name connot have the special chamiers & 7 and * or other special characters
excopt those listed in the previous bullet point

o A variable name cannot be one of the words SPSS uses as keyoords (Tor example, AND,
MNOT, EQ, BY and ALL)

+ A variable name cannot end wilh a fill stop.

Coding

The dula that one wishes lo put inte a computer pi:h.ige for analysis has to be lransformed
from its complelely non-compulerised form (which could be answers written onto a
gquestionnaire, entries on 8 form or application, a personnel ar student recard file, ete) into a
shape that can be input into a computer. Usually, this means that the information is converted
inte mumber vahses — a process called coding. Coding operations can be carried oul in several

ways cdepending en the type of infarmation you are dealing with, There are two bypes of
data = quenlitative and gualitalive, d e

Cuand ilative data

If the informalion is aleeady in number farm, the eading is fairly simple; just the aimet transfer
of the numeric value. Por instance, on the 'Drinking questionnaire’, Robert is 45 years old. the
code for age is simply _45 . Similarly, the codes for pints of beer and cider, glasses of wine
andd measures of spirits are all coded directly on the ‘Drinking questionnaire’

Numbers with decimal poinls can be coded wilh or withoul the decimal point. For instance,
F.re.d answered on the ‘Drinking questionnaire’ that he spent £4.55 on alcohol lagt weekend,
This could be coded as 4,55 or 0455 (the first case is the version of coding we are using with
lh_qmlimmﬂirﬂ. The default for SP5S is eight digits with two places lo the right of the
decimal peint. I more digits ar decimal places are requived this ean be changed in the Variable
View window of the Data Editor {which is explained below),

These days, thanks ta the power of modem computers and the ability to manipulate data
after inpul into SPSS, one should always code in the most detail practicable. When coding num.
bers, this means that the mumber is the code — you should not amalgamate the number values
tegether inte larger categories at the coding stage. The reason for this is that, if the values are
Iumd together before inpul into SPSS, it will be impossible lo get back to the detailed infor-
mation of the real number, That is, you have unnecessarilly thrown away some information that
could prave vital at some fulure dale. As you will see when vou look at data manipulation

in Module 3, it & a simple matber ¢ .
into SPSS. simp o aggregate numbers togelher after data has been input
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For instance. as an example of bad coding procedure, some people would have coded
preople’s ages on the Drinking queslionnaire’ direclly info ctlegories.

1= Younger than 15
de 18 o 24

Jm 15 to 40

d=d] to b4

5 = 68 or older

We would advise that you avold prematurely calegorising quantitative data such as hese,
Wha if, later on, you discover that you really need to compare the drinking habits of thoue
aped less than 21 with those aged betwaon 21 and 297 It will be impossible because your age
calgories will not allow it If you had eoded age directly, you could easily amalgamate up inka
the categories required for yols dhalysis. It is always possible to move from a wore delailed
coding to a ks detailed coding: the reverse cannot be done! (If you are familiar with scallng or
levels of measurement, you may have noted that so far we have been talking about the
quanfilelive levels of measurement: inlerval and ratio scales. Levels of measurement will be
discussed in more detail at the beginning of Module 2),

Dualitative dala

Juite often, the information you want to code may not be number values, bul instead in the
form of ctegeries.

® These can be mubially exclusive, binary black or white' categories where ane category
implies the absence or opposite of the olher; lor example, YES or NO
or {fram the Drinking quesHonnalm’) 7w Male, 2 = Fennle
® There can also be more fhan fevo calegories < a sl of categories where sach is a differant
type of a common charackeristic:
for example, Car Colours: BLACK/REDYBLUE/GREEN! YELLOW, ele.
or (from the Drinking questionnaire’)
Faculty: Social Scices = 1; Arls = 2 Science = J; Engineering = 4; (Mher = §

Here, of course, the number codes are only labels for the categories and do nat have any
arlthmetic value in themselves (for example, Engineering, coded ¢, is not twice as much a
faculty such as Arts, coded ‘2. These sorts of ealegorial data can be described as being at the
momdnal level of measurerment.

There is an in-between situation where you can have categories that fall into an fncreing or
decrensing order. The oumber codes used to represent the categories show the ordering eflect

but do nol literally represent a true amount o quantity. For instance, people could be asked to
rank o sensation by its pain:

Hekles/vencomfortable! Turis ks a lalfereraciabing
1 2 3 4 5

We could agree that ‘amiy lickles” (1) is less pain than ‘wecomforieble’ (2), which is less pain
than Turls' {(3) and so on (1 <2 < 3 < 4 < 5), bul we would probably find it hard to agree that
three Yigckles" and an ‘wmcomfortalle’ equals one ‘excruciafing® (14 1414 2 = 5)1
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e
b the “Drinking questionnaire’ there is an example of this sort of ordinal measurement
her: Hhe: numibers imply a decreasing or increasing order. but the numbers themselves signify
::nlr lss or more and not any definite amounts:

[ yu

| = Mt ik aleodiol’, 3= "Dk ravely’, 3 = ‘Dvink moderodely’,
1 = Divink frevuently’s 5 = Delek hewwily'?

\The nominal and ordinal levels of measurement will be discussed in more detail at the
b{}"jmmﬂ of Module i)

‘String” dila

While numbers are normally used to record information, it is possible to enter inletters — or,
pore exactly. alplhaneric codes. For instance, there could be good reasons Lo enter in pecple’s
owm names; we have done this on the Drinking questionnaire’ with the variable napte which
has respondenls’ names. Somelimes an interview schedule may conlain ‘open-ended’ questions
where you might want to record exactly what a person said in response lo a question oerbatim
instead af converling what they sald into a number code.

These alphanumeric codas are called string variables (techinically, they are In A’ format). Even
if the codes of a varlable declared as a string variable are numbers, they cannot have arithmelic
operations perfarmed on them as normal number-based codes unleds they are specially altered.

Alphanumeric codes are fairly rare, especially in datasets designed for statistical analysis.
They are more common in datasets which originate from a personnel file or the like. They have
been mentioned heve since you may encounter them, bul we recommend that you awvoid
slling up variables as string variable if possible.

An important noter  SPSS will permit alphanumeric codes (for example, words such ag
respondents’ names) Lo be enbered into the Data View window only if the variable has been
defined as a siving varfulde, To change the variable bype, switch o the Variable View format of
the Data Ediler, Click on the Type cell of the variable you wish to change, and alter the setting
to String. {The use of Variable View is covered in detail below in the section on SPSS
operations to “label’ and ‘refine’ a dataset)

Refining the data set
AE this point after the data has been coded and input inko 5758, you could, in theory, move
straight into a slatistical analysis of some sort. In practice, however, the basic dataset is usually

‘refined” before we can consider it to be completely ready for analysis. This “refining” can
consist of three lypes of operations.

& Abtaching special descriplions or labels that help explain the foon and content of the
dataset

* Carrying out wilidution or consistency checks o remove or conbrol errors and missing
information in the dataset

® Tagging mising or iwwalid codes with special labels 3o thal these incorrect codes aren't
mixed in with valid values when analyses are being carded oul
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Labelling the data

Altaching special descriptions or labels that help explain the form and content of the dataset i
exsential. While it makes no difference Lo the aclual numerical analyses, il is a wise praclive lo
document Whe structure of a datasel and 1o altach descriptions of the meanings al varlalile
names and the codes of the variables, All of this may seem clear and straightforward la you -

the person wha set up the dataset = but this might not be the case far someone else who will
have lo try and analyse the data at seme fulure date! Also, features of the data thal seem
straightforward to you today, might not be so obvious or straightforward to you semw weeks or
sonths later, Consequently, SPSS allows you to ‘document’ a dataset as you sel il up The infor.
mation on each of the vaciables is presenied in the Variable View window of the Data Fdilor.

Varfuble laliets '

A common leature for documsenting a dataset is o provision that allows one lo attach a
‘deseriplor’ or ‘label to the shoit varlable names. The variable names are restricled 1o eight
characlers, which may be obscure and requite clarification. For instance, in the Dirinking ques-
tionnaire there is a variable named fae, which may be rather vague o someone not familiar
with the dataset, But, if a descriptor/label is allached — for example, fac = Facully al nuiversity
ar eollege — the meaning of the varlable becomes much mare clear. These details con be endered
i column Label in the Variable View window,

Vil labels

A similar problem exists for the individual codes of a variable. Again, a common feature of
iy data analysis packages is a provision for attaching a “descriptor’ or label 1o individual
coden. For instance, the variable fac has six codes = 1, 2, 3, 4, 5 and 9 = that go wilh il I
would be easy to forget what these six codes mean, Bub, if descriptors/labels are attached, thilr
meanings are much clearer:

1 = Soginl sciences, 2= Arls, 3= Seiewie, 4 = Engineering,
8 = (iher, 9= Not applicable,

e a variable and its values are Tabelled’, these descriptors will appear on any pintoul
where the variable name or the number codes would appear, For instance, without labelling, a
Labnilation of fac For 500 cases could look like this

Varable:, Tac

57
166
ai
132
4
23

= =

Tolal 00

Unless one was very familiar with the datasct, this would be completely obscure. Now, with
the descriptors, we obtain a much less vague tabulation:
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Varalde: fac, Faculy

1 Sociod sciences 57

2 Arts 106
1 Sclence o8
4 Engineering 132
i Othor ]
i1 Wot applicable 23
Total 500

[T labels do not aller the mathematical calculations of the programme in any way. The
et they oo have i lo make the prinlout much easier to understand,

585 aperations to label” and efine’ a datasel

slow, let us go through the operatlons required to fully label new varables in o SPSS-data file.
[wre are a number of ways 10 sel up variable labels and values in SPSS V10, (The procedures
wwing SPSS V10 are slightly different lo older versions of SPS5 < see Appendix 2 p:56, for
cxamples using SPSS V9

As alrcady described, he Variable View format of the Dala Editar gives details of each of
the variables whose values are entered in Data View formal, While it i lechnically possilile to
vomplete some slabistical procedures without details of each of the varlobles, it is good practice
furr the S5PSS user to supply and complete the Variable View delails. To change to Variable
View format, click on the tab labelled Variable View at the boltom of the left-hand side of the
Data Editor window (Figure 1.4a). Notice how the grid switches when you do this.

Figure 140 Opaning Variable View in tho Dala Edilor
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To open Varlable View window click on the label on the baltom laf-hand sida of the
Data View window in the Diata Edilor.

The rows in Variable View formal contain details of each variable, beginning with the variable
name ([Fagure 1.gb). Bach colenin provides specific information aboul the variables. For example,
the Names of the variables are presented in the first column, Type of each variable is in the
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segond column, ele, Each nge pnwiniﬁ specific information of cacy variabbe, im:'iuqﬂug Mame,
Type of variable, Width, Decimals, Labels. Values and so on

Figure 1.4b  Varlable View window of the Dala Editor
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Ench cofvmn provides specific SiforminTion about the vadiables, o.g.
Name of each vanatdo, Type of each varable, i,

Lhntil ehanged by the user, Variable View formal presents the default aspects of the variable,
Por example, each varlable will be Type Numeric’ with a Width of '8 characters, ‘2" decimals,
no specified Labels or missing data, ele. Any of Ihese characterislics can be changed in the
Drata Editor window when it is in Variable View format (Figure 14¢),

Figure 1.4c  Editing/changing the Varlablo View window of ihe Data Editor
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Varlabla names can bo changed
lry fyping over the dolaull names.
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L difault characteristics will be appropriate for cach varialde, but some may need to
L chamggeal, 118 quite easy to change a characteristic by clicking on the cell containing the
icsematinn. For example, the varable id s oumerde, but e var bl marmee b o sleing (person’s
jee rather than number). To change the Type, move the cursor to the llwee dols in the
e vorwr ol the cell and click ance. This will open the subswindow with eight variable
ppus in Figure Lad, Click on “steing’ varlable, and change the width 1o 10 characters 1o

WY —LrL 1llllnn-:l manes

Figure 1.4d Changing Variable Typo
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]:Etlz:k on the String varable,

LI5S pives us the facilily in Variable View for including fuller details for each variable name
by attaching a longer label o it For example, we might want to give the variable name wend
thowr the question in the survey D0 gon deink Tost weekersd betioeen 12 nooe on Fridng and sl
Salunday Niglt? a longer label to help us remember whal wend is. To label the sarinlle mane,
dmply type in the full label in the cell of that variable. For example. lo give mare delails to the
vriable mome wend, move the cursor along the row containing wend unlil you reach the
Label colwmn, Click on thiv cell, and bype in the full detalls, as shown in Figure 14e.

it i important bo blwl anch of Hie mnmler cnles for categorical variables. To do so, dick on the
cell eof the variable yeu wish 1o define. Move he corsor to the three dats in the shaded cormer
af the gell, and click once. This will open a dialog box which allows you to lalel each of the
vadues, such as that in Figure 141 In the example here, for the variable fac (farnliy), 1 = Social
Hefenew', & At 3= Selences’, 4= Bnglieering' and § =0 OHher, Inc the dialog box for this
varialhe, by in the lirsl raimbser code (which is 1) in the Value box. then click on the Value
lalbwel by vl bype in the label for the code (which is Social Sclence). Click on the Add bulton,
and the walie ane its bl aee entered inko Ui workbos, Repeat this for each value, and then
alich o O Lo save the lalsls

The Tongrer labels attached bo the shorl variable name or 1o the number codes of variabiles
fave g offeel whatever on any analysis thal SPSS will carry ool What the labels do is make
the oulpul resulling from an analysis eusier lo ferpret. Onee the variables have been labelled,
5055 automatically will print the longer labels next to varlable names and values wherever

Hiese appear vn the subprint, making the outpul mueh easler for you ta read and understand



