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The IBM SPSS Statistics environment

SPSS Tip 4.4
Copying and pasting into the data editor and

variable viewer 

Often (especially with coding variables), you need to enter the same value lots of 
times into the data editor. Similarly, in the variable view, you might have a series of 
variables that all have the same value labels (e.g., variables representing ques-
tions on a questionnaire might all have value labels of 0 = never, 1 = sometimes, 
2 = always to represent responses to those questions). Rather than typing the 
same number lots of times, or entering the same value labels multiple times, you 
can use the copy and paste functions to speed things up. All you need to do is to 
select the cell containing the information that you want to copy (whether that is a 
number or text in the data view, or a set of value labels or another characteristic 

Fi gure 4.12 Copying and pasting into empty cells
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within the variable view) and click with the right mouse button to activate a menu 
within which you can click (with the left mouse button) on Copy (top of 
Figure 4.12). Next, highlight any cells into which you want to place what you have 
copied by dragging the mouse over them while holding down the left mouse button. 
These cells will be highlighted in orange. While the pointer is over the highlighted 
cells, click with the right mouse button to activate a menu from which you should 
click Paste (bottom left of Figure 4.12). The highlighted cells will be filled with the 
value that you copied (bottom right of Figure 4.12). Figure 4.12 shows the process of 
copying the value ‘1’ and pasting it into four blank cells in the same column.

SELF              TEST

Why is the ‘Number of Friends’ variable a ‘scale’ variable?

Once the variable has been created, you can return to the data view by clicking on the ‘Data View’ 
tab at the bottom of the data editor ( ). The contents of the window will change, and 
you’ll notice that the fourth column now has the label Friends. To enter the data, click the white cell 
at the top of the column labelled Friends and type the first value, 5. Because we’re entering scores 
down the column the most sensible way to record this value in this cell is to press the ↓ key on the 
keyboard. This action moves you down to the next cell, and the number 5 is stored in the cell above. 
Enter the next number, 2, and then press ↓ to move down to the next cell, and so on.

SELF              TEST

Having created the first four variables with a bit of guidance,  
try to enter the rest of the variables in Table 4.1 yourself.

4.6.7  Missing values 

Although we strive to collect complete sets of data, often scores are missing. Missing data can occur 
for a variety of reasons: in long questionnaires participants accidentally (or, depending on how 
paranoid you’re feeling, deliberately to irritate you) miss out questions; in experimental procedures 
mechanical faults can lead to a score not being recorded; and in research on delicate topics (e.g., 
sexual behaviour) participants may exert their right not to answer a question. However, just because 
we have missed out on some data for a participant, that doesn’t mean that we have to ignore the data 
we do have (although it creates statistical difficulties). The simplest way to record a missing score is 
to leave the cell in the data editor empty, but it can be helpful to tell SPSS explicitly that a score is 
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