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To Insart additional infarmalion on the varablo, click en the Label call,
typa In the details, and press the Enter or Tab key,

Flgum 1,41 Dafining Values
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Click on Add to save the labols.
Click on OK when complata,

It is also important to identily the orssing wilie codes for SPSS (see the section below on
minstng values), Click on the Missing Values coll of the row of the required varable, wive
Uhie curvor lo the three dats i the shaded comer of the cell, and click once, A window like
Flagure gy will come up. Brter the values which are consided missing, elick on He QK Dl
by g bock b the Yariable View window,

Iy is Ju.|'\.'_n|h||_- liy 1,'|1;|r:H|: any of the eharacteristivs (name, width, type, labsel, eolumng, mws e
{scale, ordinal or nominall) in the Varable View window by clicking on the appropiate well 11 is
also possible o copy a format from one variable to another using Copy and Paste. Highidy:hi
thae coll which has Geen formatted, copy the fivmal using E.ﬂil: 'I:npy. IMave ta Uhe cell od U
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Figure 1.4g Defining Misaing Valuos
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variable you want lo copy the format to, and paste the Tormal using Edit Paste. This is

particularly useful for entering labels from a questionnaire wilh the same values and labels such
as Likert scales

Oince you have entered the data and defined the variables it is possible to view the data with
the new Tabels instend of Uhe numeric values, To view the value labels of he dataset, go o the
Drata View fovial fn the Data Bdivar, open the pull-down menn Yiew, and elick on Value
Labels. The appearance of the grid will change from thal showing the mimeric codes {as in
Figwe 1.5a) lo a grid showing the alphanumeric labels (as bn Figure 1.50)
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jaz] Unditlad - SPES Data Udlbor
File Lt Yiow Lol Lol Analyze, Geapfiz® .IJWM Wik | e |

slalels) SJQ..’:EJEL_-?J || BB {1 .‘?‘?}_‘.?L ;

e
e ] e | sex [ s [Thecity | dink | we
bt 501 | S | 45 ! 3L
B 2 Margmet ’ _'.'ii e T 2 ||
R R k] Frind 1i_ £2 3 F]
o " pam e W IO =7 4
1 ‘I\Jﬂl?ﬂh,{;ﬂmﬁ L +|w : ’

Validating

Validation of a datasel |s conducled vsing consisierey ehecks 1o remove or conbrol errors and
missing information. It is easy for errors in codings bo creep nlo a dalaset from a varicty of
sources. Before commencing the first real analyses. it is good practice to try to remove as many
ermons as practicable, One efficient means of removing ermon is o use Uhe cumguiler prckege itseif
ter check for errors. Ervors can be identified by checking for imulid or inconsisient codes.
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Figure 1.5b Drink survey data 0 Label formal

| Uintlilad - 558 Data Editar

o_Rd¥ Niow Qoo Tonsoin_frobs. Gophn_Uibies” Wondow fob 0

(6] 8 ] G v 1] ] A1 BT ) AR
) T 0 S T B B
i 1| Robet] 1]  45]SocidS [Moderal ™} Yes :

¥ 2| Magaetl 3 A Any | Neer | Yes |
3| B[ Fmal 1| G| Scnee | Awey | Yes | _
1 [YEr T o a
L] 7 i
1 i v L+ = 1 1] Aﬁ

Checking for imvalid codes :

The most obvious validotion is To check for incorrect codes by secking out impossible or
invalid values, All possible correct code values for a varlable are specified. Then, if any codes
axisl ather than the possible values, they must be errors, For instance, in our fac example from
thie 'l_]rln.kina questionnaire’, the only possible values are within the range 1 to § and 9. So, if
you found o zero ar a 6 7 or & (or any other invalid valuo), It most be o coding error. These
cading ervon should be corrected befare any analysis

Variable: fac, Faculty

] 3 X
1 Socsal sciences 55
2 Ans 1086
3 Science 07
4 Enginening 1™
5 Obher 4
i3 X
9 Not applicable 23
Tzl 600

Cheeking for inconsistent codes

Sometimes, a particular code or codes for one variable will moan that the codes for anather vari-
alsle must, or must not, fall within a cerlain range of values = thal is, the codings of the two
wariulles, while bath are within the range of possible codes, may be incosistend with each other.

Por ingtance, you might do a consistency check with the 'Drinking questionnaire’ dala to see
whether everyane coded as a [ on the variable drink (that Iy, everyone who said they were 2
non-drinker) wlse has codings of zevo for the varables beer (unils of beer/cider drank over the
weekend), wine {units of wine) and spirit (units of spiril). Non-drinkers should not hawe dronk
any units. If it appears that a daimed non-drinker does have some units of alcokol consumed,
an inconsistency exisls which should be reselved. (This might require going back to the
original source of the information in order to trace the reason for the apparent erron) IF the

DATA INPUT 51

correct code can be established. the data grid can be edited to replace the error. IF a correct
e cannob [se established, it may be necessary to declare the inconsistent or incorrect code as

T

ot ks o frentlid codes

v will note that tracking down the eriginal sources of invalid codings or inconsistencies and
ihn correeting them within the dataset can be a tedious and time-consuming operation,
puthaps requiring going all the way back to the original source of the data. It is possible to get
arownd this by using a specialist data entry package which is copable of performing checks for
yaliid values and for inconsistencies between variables af e poind of conding Hie diata. The data is
cded dieectly in and the package is continually checking for oub-of-range and/or inconsistent
values o they ave keyed in, TF an invalid or inconsistent value iy entercd, the ceror is high-
ligghtae o the spot. This sllows the coder ta check the ereor againsl the original source while
that eriginal source is in front of them and Lo repair the damage ||11rnr|1i.'|le|y:

Dealing with nrissing values

The expression ‘missing values’ may sound a bit odd to you, bul there are many instances
whare, for only some variables for only some cases, data may be missing. Por instance, our
Dirinking questionnaire’ might have a second page where people are asked to tell us about the
Il effects they suffer frem diirking (hangovers), People wha do not drink would net need ta
anywer thal section. That is, often a variable will not be coded lor some cazes because the
vartable Dues sol apply to those cases. Another example could be where only people who live
in renled accommodation would answer the question about ‘Mot wck rent do vou pay?” or
where questions about a pevson’s children would not apply lo people who have no children.

Informalion can of course be missing for other reasons. The information may not be available
simply because it is mol known. A person may refie lo answer some questions on a questionnaire
uf in an interview, Respondents sometimes write in illegible answers on a questionnaire or make
simple mistakes like inadvertently skipping over some questions or even drcling Heo answers
when only one is required. Errors may have occurred In the coding or ranscription of data so
that you know the code is incorrect but you cannot find out the correct code.

Regardless of cause, all types of missing data are normally dealt with in the same manner; a
speclal eude or codes is applied to each instance of missing infermalion. For example, with fac
un the ‘Diinking questionnaire’, the code  was used 1o indicate those cases where the infor-
mation on “Facully or division” was not known or did nel apply for some reason

While any codes can be used Lo signify missing values, there are some rules of good practice
with missing values which are advisable.

Slealegivs fur coling missing walies

It s bermpting ko avoid the problem of missing values by leaving blank the space where the code
should go. Aller all, one does not know the code, so why not just put nothing? This, howewver,
it nol advisable. A blank space can easily end up being converied into a zero by accident
=+ 0), If ero can be a genuine code for the variable. the resull is an error in the dataset.

Secondly, blanks can oocur for other reasons, such as someone accidentally skipping a space
when typing in the data, Thercfore, one can nol be sure that the blank is a gemuine missing
value, or just a mistake,
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Similarly, people often crroase to use 2eros as & miwsing valie code. While better than blanks,
th; s shill not advisable. A before, an accidentally entered bilank space can end ug being rea
L reror (ntroducing an emox- Alsa, the '-'Iuiw #ro can aflen be o genulne code. For example, if
& ur.:. @ asked to state how many childean Fhey have many will legitimakely say o,
""‘_‘I!; N ;I:t ractice s to use a value that is completely ont of Hhe muge af real possilie weles g5 "
mi:lI:H :ﬂluF; mdt For instance, with fac above, the geniine code values were 1 to 5 9js used
o8 8 missing value code. It i completely aul of the range of possible values and. being: an actya)
number, has to be entered i 35 a deliberate code (o it cannot appear by accidenl as a zorg g
H's"‘m’or:ﬂs pI!‘UPI"-' use meore than one missing --ll_m code 8o that they can keep travk of why
the value is missing. For in 5Emm one ﬂ'rtsﬁ* use different missing value codes to distinguish
B e fo anstwer’; does wob apald| unsoer wiknoton’, ele, Whether ona cheses Lo uge
more than ene migsing valuae code depends upon whether knowing the reason for data being
missing Is of impartance. {Foor instance, IF may be lmportant to know if people refuse bo answer

sHon.} ) )
a tﬁ.l:i:g?:‘:cﬂ“““ many preople-fallow wilh missing values is lo use the highes possible

f ilable. i :
vﬂl;t::':::;:“‘ with our example of fac where 1 to 5 are logilimate codes, one miphl use’ 9 1o

mean “Refused’; 8 to mean * Does mot apply’; and 7 1o mean "Missing for some obieer ressni-

Wariable: fag, Faculfy

1 Socil sckncos 56
2 Arls 166
3 Scienci a7
4 Enginegring ™
5 Dither ]
T Mizsing, other roason J
8 Does rol apply 1
8 Refused 23
Tetal Bl

i e o e mfl-lm‘lﬂ._ sy Number of childrer’, you could maintain this
sractice of using the highest values to signify missing values; for eample, 97, 5% and 92 or
77,88 and 99. People mighl have 0. it a:;\-‘wlx even some with 10, 11, 124 children;

| would have 77, 88.97. 98 or 99 children!
h“:*:‘lﬁo-:ligil wvariables, one could use 777, 888, 997, 998 or 999, 7777, sess, - ‘
9999 for four-digit variables: and 50 on for five digit variables, etc. 0007, 9098

The importae of nrissing wetlis

e ce of specilying missing value codes goes beyond just the cosmetic reasons of
I:l:..::ﬁ:::: ,_.|“rl:rpdl'5|ﬂa3md as missing uqlu.:} in tabulations. When certain codes for a
variable are identified for SPSS as ‘missing values’, these codes will be exduded aulomatically
from any mathematical calculations thal ae carried oul on Ihe variables. I this was not the
e, completely misleading resulls would occur. For instance, taking the example of 2 vode for
‘Number of children’ where the missing values codes of 97, 98 and 99 have been wand. IF the
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o pumbwer of children was calculated for the dataset with even a samil progartion of
.,|l..ur:1}- value codes 97, 98 and 99 being ﬂ‘i{!rﬂsl.'d in with the true codes of 0, 1, 2, 3. ke, the
”“.:-:I:Hl.m:mge would he grossly inflated. Onee these missing values have bean specified bo
:‘:;.'*-i‘;. lnvever, they will play no part in the caleulation and a misleading result will be avoided.
"\ similar example of how SPS5 would exclude missing values ean be seen if we lock at the
;Jll.ﬂl,]”lr“ ol pur variable fac with the numbers in each legitimate category being given as a

percentas of the whole:

Vadable: fac, Facully

M ;]
1 Social sciences a5 11.8
2 Arts 166 9.3
3 Science oy 2016
4 Enginecring ™ a7
& Olher 4 [N}
T Missing, ociher reason 3 -
& Does not apply 1 =
9 Refused 23 o
Tokal S00 100.0

27 cases are missing valuos

Conclusion
Inn the end, ence:

® lhw dols have been entered

¢ variables and their values have been Tabelled” and defined fully

& missing values are specified fully

® andd the dola have been ‘cleaned’ by checking for valid ranges of values and internal
consisbemney

yuu have a fully opermtional and self-sugparting datisel, ready for onalysls,
Uhnee the SPS5 datasel has been created and data has been put inla it, the resulling grid will
bk ke Figgure 1.5a, which shows the cases from our Dirinking queshionnaire’.

Some tips

[ —

® St gone file frequently as you enter the data, Do not wall until you have entered all of
the data = save your fle every 15 minutes. Thal way, you will have a permanent copy
of most of your data cven if something goes wrang while you're working,

* Make a buckup copy (an extra capy) of the data 1o use in coge your original data file is
somchow lost or destroyed. Since disks can be damaged, put the backup copy on a
shifferent plusicnl disk. If the data arc importan, be sure 1o lobel the backup floppy diskettes
clearly and put them in a safe place

® Use the pull-down Help menu on the toolbar and the tuterial for further aduvice and hely

e ——




