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Once you have opened the data in SPSS, be sure to save it into an SPSS data file. SPSS 
opens two windows: the Output Window and the Data Window. To save the data, you need 
to save while you are in the Data Window. You’ll know you are there because it will look a 
lot like an Excel worksheet. Once there, simply use the “File,” “Save As” commands in the 
same way you would with Word.

Clean Your Data
Every time you plan to analyze data, you should always make sure that it has been entered 
properly. We call the process of correcting any errors data cleaning. (Instructions can be 

BOX 2.4  How to Import an Excel Data File into SPSS

Find “IBM SPSS Statistics” in your computer’s programs and double click to open it. At this point, your 
first window opens called “Output [Document].” This is the window where any statistical results that 
you request will be reported. Superimposed on this window is a box asking if you want to open an 
existing data source. Since you want to import a new Excel file, you want to cancel out of this box.

What would you like to do?

>Cancel

>File

>Open

>Data

Find the appropriate folder

Files of type = “Excel” (*.xls, *.xlsx, *.xlsm)

File Name = younamedit.xlsx

>Open

üRead variable name from first row of data

>OK

At this point, your second window opens called “Untitled [Dataset].” This window will show your data. 
But to be able to use it in the future, you will need to save the data into SPSS format. Make sure you 
are in the Data Window and do the following:

>File

>Save As

File Name = make sure you are in the right folder and give it a name

>OK


