2. Entering Data

Objectives

¢ Understand the logic of data files

¢ Create data files and enter data

¢ Insert cases and variables

¢ Merge data files

¢ Read data into SPSS from other sources

The Logic of Data Files

Each row typically represents the data from 1 casetlvein that be a person,
animal, or object. Each column represents a differanable. A cell refers to the
juncture of a specific row and column. For examgle,first empty cell in the right hand
corner would include the data for case 1, variable 1.

Entering Data

v Open SPSS and follow along as your read this description.

To enter data, you could simply begin typing information &ch cell. If you
did so, SPSS would give each column a generic labelasighr00001. Clearly this is
not desirable because you would have no way of identifyimgf war0O0001 meant later
on, unless you have a superior memory. Instead, wetwapecify names for our
variables. To do this, you can double left click on anymwl head, this will
automatically take you to the Variable View. Alternatyy you can simply click on
Variable View on the bottom left hand corner of youesao.

The first column of variable view idame. In earlier versions names could only
be 8 characters long. Although that restriction no loag@ties, you should keep names
short for ease of reading. For example, if | had degiwe data that was collected at
intake, and 1 month, 6 months, and 1 year post intervemtwould name those
variables depressO or depresin (i.e., in for intake), deprelepress6, and depres12.
SPSS also has preferences for variable names. Fopexaa number cannot begin a
variable name (e.g., 12depres would not be a valid name)r reessages will appear if
you have selected a name that is not allowed in SP8& rules for variable names
appear below. They can be found by typing “variable nametielndex option under
Help/Topics and then selecting rules from the list that appears.
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The following rules apply to variable names:

The name must begin with a letter. The remaining characters can be any letter, any digit, a period, or the
syrbols @, 8, _, o §.

* ‘Warable names cannot end with a period,

“ariable namas that end with an underzcare should be avoided [(to avoid conflict with variables automatically
created by some procedures].

The length of the name cannot exceed eight characters.
Blanks and special characters [for example, !, 2, 7, and *] cannot be used.

E ach variable name must be unique; duplication iz not allowed. VYariable names are not case sensitive. The
names MEWAAR, Newtar, and newar are all considered identical.

Next, you can select thieype of

variable. Left click on the empty cell, then left REIFE1ICENETS @@
click on the gray box with dots that appears. | « wumei
The dialog box to the right appears. The most | - ;2™ I =
commonly used types of data include numeric, | s == E iy |

" Date

date, and string. For numeric data, width and | - oo
decimal places refer to the number of charactefs o2
and decimal places that will be displayed in

Data Editor window. If you entered a value with 3 detipt@éces, SPSS would save that
value, but would only display the value to 2 decimal places.

String variables are those that consist of text. ekample, you could type Male
and Female if gender were a variable of interegs ithportant to note that SPSS is case
sensitive meaning that “female” and “Female” would novibaved as the same category.
Misspellings are also problematic with string data (éfgmal” would not be recognized
as the intended “female”). For these reasons, dvartageous to use numbers to
represent common categories, and then supply name®o$er vels as discussed below.

v Click onDate to see the variety of available formats. Thenkdlancel.

The next columns are fMWidth andDecimals. You could have set this while
specifying your variable type, or you can specify themaséhcolumns. The default for
width is 8 characters and the default for decimals i$@change this, left click the cell,
and up and down arrows will appear, as illustrated belosit click the up arrow if you
want to increase the number, click the down arrow toedese the value. Alternatively,
you can simply type the desired value in the cell.

| Name | Type | width | Click here to change the width| | Missing
Jdepresin Numeric 8 ﬁ None




The next column ikabel. This is a very nice feature that allows you to provide
more information about the variable than you could fihm 8 character variable name.
For example, | could type “Depression assessed at infak#fie example used above.
When you hold your cursor over a variable name in the Daew, the full label will

appear. This is very useful when you need a quick reminderexample of this feature
is below.
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30.000 25 O(depression assessed at 1 month post intervention|

32.000 30.00 30.00 28.00
35.000 35.00 35.00 40.00
45.000 42.00 40.00 35.00
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Since labels are so much more detailed than variabbesiave can specify that SPSS
label variables this way in dialog boxes and output.sld this.

v Click Edit/OptiongOutput Labels and select “labels” for each of the options. Then
click Ok.

The next column i¥alues. This allows you to assign variable labels. You will
typically use this option for categorical variablé®r example, we may want the number
1 to represent males and the number 2 to representefembén we enter data on
gender. Let’s try this.

v Type gender in the firdame column.

v Scroll over to thé/alues column and left click. Then, left click on the graylibat
appears on the right hand side of the cell. The Va#leels dialog box will appear.

Value Labels

Walue Labels oK
Walue: 2 Cancel
Walue Label: |fema|e

Hel

100 = "male” e |

v Type the numeric value where it sayalue, then type th&/alue Label or text to
explain what it means. Clickdd. Do this for males and females. When you are
done, clickOk.



Of the remaining columns, you are most likely to Afign, which allows you to
specify how the data will appear in the cells. Youriog®are left justified, right
justified, or centered. This is simply a matter of pead@reference.

After you have completed specifying your variables, youatiak on Data View
and begin entering your data. Put your cursor on théncehich you want to enter data.
Type the value. If you hit Enter the cursor will movelte cell under the one you just
filled. You can also use the arrow keys to move tathe cell in any given direction.
Typically, you will either enter all of the valuesome column by going down or you will
enter all of the variables in a row going from leftright.

Let’s try this together.

v On your disk, Open depression scores.sabPSS will ask you if you want to save the
file with the gender variable. Clidko. Then, SPSS will opettepression scoresAs
you can see, variables have been named and labelede lolatéhhave not been
entered.

v Enter the following data that appear on the next padeeivariable View window.
Pay attention to your own preferences for data enwy, {(ising the arrows or enter,
going across or down). Notice that there is no subject 10.

v When you are done, clickave, but do not close the file. We will continue to usasit
an example.

ID depressin  depressl depress6 depresl2
1 30.000 25.00 23.00 20.00
2 32.000 30.00 30.00 28.00
3 35.000 35.00 35.00 40.00
4 45.000 42.00 40.00 35.00
5 45.000 45.00 38.00 40.00
6 25.000 25.00 20.00 20.00
7 60.000 45.00 30.00 40.00
8 55.000 50.00 40.00 35.00
9 40.000 40.00 35.00 30.00
11 37.000 30.00 25.00 20.00
12 30.000 25.00 22.00 20.00

Inserting a Variable

After specifying the types of variables for the depresdata, | realized | forgot
to include a column for ID number. Typically, | like to be the first variable in my data
file. 1 can add this in one of two ways.

1. In Variable View, highlight the first row and thelick Insert Variable on the
Data menu. This will place a new variable before the setkgariable.



2. In Data View, highlight the first variable columndatien click thd nsert
Variable icon B . This will also place a new variable column athkginning of
the file.

v Use one of the approaches above to Insert the neabl@at the beginning of the file.
v Name the variable 1D, and label it as participant idexatifon number.
v Enter the ID data that appeared on the previous page.

v Click Save, and leave the file open.

Inserting a Case

As you can see, the data for ID 10 is missing. | fotednissing data and want
to enter it in the file. I'd like my data to be in ord®sy ID number, so | want to insert a
case between the person with ID 9 and ID 11. To do sm highlight the row for the
case with ID 11, and either:

1. click onlnsert Case on theData menu or

2. click on thdnsert Case icon "|_|. In either case, a blank row will appear
before the highlighted case. Try it yourself.

v Insert a case for ID 10 using one of the above approaches

v Enter the following data:10, 38, 35, 38, 38 for ID, depresin, deprelepress6, and
depresl12 respectively.

v Check the accuracy of your data entry, then cHake.

Merging Files

Adding Cases. Sometimes data that are related may be in diffeflestthat you
would like to combine or merge. For example, in a rebeaethods class, every student
may collect and then enter data in their own data fileen, the instructor might want to
put all of their data into one file that includes moases for data analysis. In this case,
each file contains the same variables but differergsca$o combine these files, have
one of the data files open, then left clickMrge Files on theData menu and select
Add Cases. Then specify the file from which the new data wiime and clickOpen. A
dialog box will appear showing you which variables wilpaar in the new file. View it,
and if all seems in order, click OK. The two filedlwe merged. This is fairly simple.
See if you can do it yourself in Exercise 3 at the ertisfchapter.



Adding Variables. In other cases, you might have different data ondahees
cases or participants in different files. For exaamphmay have recorded the
demographic information from the participants in my depoesstudy in one file and the
depression data in another file. | may want to punttegether because I'd like to see if
demographic variables, like socioeconomic status or geneleelated to depression. In
this case, you need to be sure the variables on thepsahwpants end up in the correct
row, that is, you want to match the cases. In trsg,cae will use ID to match cases.
SPSS requires that the files you merge be in ascendieg oy the matching variable.
So, in both files, ID must start at 1. You can s&t tip by sorting cases as discussed
below. Then, make sure one of the files is openceSihis procedure is more
complicated, let’s try this one together.

v Opendepression scores.s@om your disk (this is the data that you just entered).

v Check to see if the cases are in ascending order byhBy should be since we just
entered them that way.

v Now, opendepression demographics.saVhese data are not in order by ID. To fix
this, click Sort Cases under theData menu.

v In the dialog box, select participant = Sort Cases
identification number and move it into
. . LY participart identificatio Sort by

the SOI’t by bOX by C“Cklng the arrOW @ gender of participant [

Make suréscending is selected for e avonpoie [0 L

Sort Order. Then clickOk. ® educaton evelof par Seni Cancel
* Ascendin
- Descendirgﬂg M

v While the demographic file is still open, click bherge Files in theData menu, and
selectAdd Variables.

v The next dialog box will ask you to indicate which fite new variables are coming
from. Selectepression scores.sawnd clickOk. The following dialog box will
appear.

v SelectM atch caseson Add Variables from ...stats\depressi... g‘
key variablein Excluded Vaiiables :
sorted files, then o] e
highlight id under irceme (), —
H depresin [+ ancel
excluded variables, i
. Eo— depressf [+] Help
then click the arrow to R | ezt
. [v Match cases on key variables in sorted files Key Variables
{« Both files provide cases
mO\{e Id tOK W_ - g“::[:]; f\re is kdsysd table I:I
Val’ | ab I eS. C|ICk Ok .  Wworking Data File is keyed table
[ Indicate case source as variable: ’7
[*] ='working Data File  [+] = ... stats\depression scores.sav




(I have had trouble doing things this way in the past, but sdecebynot selecting
M atch caseson key variablein sorted files and just clicking OK. | don’t know why,
but it worked for me.)

v A dialog box will appear, reminding you that the filesstbe sorted. Cliclk, and
the files will be merged. You may want to d&ave As and give the merged file a
new name likelepression complete.s&v help you remember what is in it.

Reading Data In From Other Sources

SPSS can also recognize data from several other sodeegxample, you can
open data from Microsoft EXCEL in SPSS or you can g2 Sto read data entered in a
text file. This is an attractive option, particulaiflyou do not have your own version of
SPSS. It allows you to enter data in other more compnograms, save them to disk,
and simply open them when you have the opportunity t@ e that has SPSS on it.
Let's try some examples.

Opening data from EXCEL. The complete depression data is also on your disk
in a file namedcomplete depression.xqsls is the extension for Excel data files). Take a
moment to open this file in Excel and look it over. uMaill see it looks just like the file
we just created except that the variable names dexadit because they are longer.
Specific instructions follow.

v Open complete depression.xls

v Rename the variables in Excel to include eight charadt your version of SPSS will
not accept longer names. When you are d8ae your changes and close the file
because SPSS cannot read the file if it is open irhangrogram.

v Open SPSS and seld®ead Text Data from theFile menu.

v A dialog box will appear. Undétiles of type, selectExcel. UnderL ook in select
your disk (CD?) drive.Depression complete.xéhould appear. Select it and click
Open. The following dialog box will appear.

v SelectRead variable namesfrom thefirst row
of data, because that is where the names appear in E——
the Excel file. Then, clickOk. Check out your
new file in SPSS. How does it look? There is no [7| Read vaiabke names i thefst o of deta
need to save this file since it contains the same . =
information adepression complete.sav

Opening Excel Data Source @

Range: |




The downside is the new data file does not include variab&ds or values, so
you would need to add them. You should also make sure th& I&23Sdentified the
variables as the correct type.

Text Data. Now, let's try an example with text data. A testa file can be
created in any word processing program or in Notepad or aaytetkt editor. Just be
sure to save the file with the .txt or .dat file extensSPSS can recognize text data in
several formats. Let’s begin with the simplestregée. | have collected data from 11
people and typed it in the following format (this is a glnnot the whole file).

012345 The first two digits are the ID number. The negit ¢
021123 gender. Digits 4, 5, and 6 are the responses to tt& firs
031234 guestions on a survey. No characters or spaces sdparat
042345 variables. The data are on your diskinmpletextdata.txt

v Open SPSS.

v In the SPS%ile menu, clickRead text data.
v SelectsimpletextdatainderFiles of type Text and clickOpen.

v In the next dialog box, clicklo for “Does your text file have a predefined format” and
click Next.

v In the next dialog box, seleEtxed width under “How are your variables arranged,”
then selecNo for “Are variable names included in the top of your fil&hen click
Next.

v In the next dialog box, indicate that the data stamtbnel, 1 line represents a case,
and you want to impodll cases, then clickNext. The following dialog box will
appear. We need to tell SPSS where to insert breakariables.



Text Import Wizard - Fixed Width Step 4 of 6 @

The vertizal ines in the data preview represent the breakpoints between vaniables,
- To MODIFY a variable break line. drag it to the desired position
-ToIMSERT a vaiiable break line, click at the desired position.

- To DELETE a variable break line, drag it out of the data preview area.

v Hold your cursor between

the numbers where a
S break should be inserted.
An arrow will appear.

L 1,0 n 20 . 30 L
- %1‘2-3‘;1‘5 - Add a break after thé'®
2 o2l — 34 4" and %' columns.
3] 031z5e 1 When you are done, click
— Next.
¢ Back | Mext » | Cancel | Help |

v The next dialog box will show you a draft of what yoenwndata file will look like.
Notice, the variables will have generic names like 21 etc. Then clickext.

v At the next dialog box, you can cliéknish and your new data file will appear. You
could then specify variable names, types, and labelsuagdted above.

Let’s take one more example. This is based on the sata, but this time the
text file is tab delimitated (a tab was inserted betwesch variable) and has variable
names at the top. Below, is an example of thetfivetlines of from this text file.

ID GenderQ1 Q2 Q3
01 2 3 4 5

v On theFile menu, clickRead text data.

v SelecttabtextdataunderFiles of type Text, then clickOpen.

v On the next dialog box, you will see a draft that shavbox between each variable

to represent the tabs. Are they in the right plaBe®ctNo for predefined format and
then clickNext.

v SelectDelimited for file arrangement andes for variable names at the top of the file,
then clickNext.

v In the next dialog box, indicate that the data stamtbne 2, Each line represents a
case, and you want to impait cases, then clickNext.

v In the next dialog box, chedkab as the type of delimiter and then clidiext. (Many

of the files for the text are delimited by a space rather than.arial can simply choose
“space” in the dialog box.)



v You will see a draft of your data file. Review it, andnlclick Next.
v Click Finish at the next dialog box and your new data file will appear

One difference between these two examples, ighkatecond included the
variable names at the top of the file. This, in minmm, is the better approach because
it reduces the chance of making mistakes later in theepsoc

This chapter included information about entering data geding files of various
types. This is an important part of the process beadatseentry errors contribute to
inaccurate results. Further, good variable names anid &lb®v you to perform
subsequent analyses more efficiently. Completing th@ifimg exercises will help you
internalize these processes.

Exercises

1. The data from Appendix D are on the disk in a file naRg@ime.savOpen this
file and label the variables and values as described iddlell text book on
page.... Save the changes when you are done because wsevlis file in
subsequent examples and exercises

2. Read the data from Fig3-2.dat on the website. Thesé@udata on intrusive

thoughts shown in Figure 3.2 of your text. These are rasvwdigh variable names
in the first line.

3. Review the following data. Then, create your own déteaafnd enter the data.
Be sure to include variable and value labels. Then epertise2.2.saon the
disk which includes the same data. Note the simila@tiesdifferences between
your file and the file on disk. Which do you prefer? Why?



Age Gender  Average Hours of Number of Classes Grade in Course

Sleep Missed

18 Male Seven 0 A
18 Female Four 1 C
17 Female Six 2 B
19 Female Ten 5 F
20 Male Eight 2 B
21 Female Seven and a half 3 C
23 Male Nine 1 B
22 Male Eight 2 A
18 Male Six 3 D

4. Merge the following files from the disk using the add cag#®n: mergel.sav
andmerge2.sav

5. Read the following text data file into SP3&xtdataexercise.txtBe sure to open
the text file and notice the format before you proceed.

6. Readreadexcelexercise.xlasto SPSS. Note any problems that arise and how you
solved them.



