
BUSINESS STATISTICS USING EXCEL & SPSS42

To illustrate some key aspects of data preparation, we are going to use the example given in Back to Basics 

Box 2.1 and modify it as we go. Look at Figure 2.4, and you will see it differs a little from that shown in 

Figure 2.3c.

First of all, it has more data in it, but that is not what I am talking about really. Notice that there 

is an extra variable at the beginning of the spreadsheet called ‘ID’. This is a number which identifies 

the actual data collection form or questionnaire that the data comes from. For example, if you used 

100 questionnaires, you would number them all 1–100 and when you entered the data you would 

enter this number in the ID field. The reason we do this is to enable us to go back to the question-

naires and look for any possible mistakes. Have a look in Figure 2.4 for the answer for ‘pints’ from 

ID number 13. You will find it is 1000. Is this rather a lot for one month’s consumption? Perhaps 

not for you, but certainly for me. I would be suspicious of this, and would like to go back to the 

original questionnaire to see if I had made an error entering the data (maybe pressed ‘0’ too many 

times in a hurry). Without the ID number to match the questionnaire to the data, I would not be 

able to do this.

Just that simple tip will save you a lot of heartache later on, I bet.

Another thing you will notice is the ‘gaps’ in the data. These may mean many things. It could be that 

the respondent missed it out in this case, but it could also sometimes be that the respondent did not 

think the question applied to him or her. You can leave these blank, but many data analysis packages 

allow you to specify a specific number as representing ‘missing data’, and if so you should use this feature. 

I will cover this more when I discuss SPSS in the next chapter.
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Figure 2.3c
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