
BUSINESS STATISTICS USING EXCEL & SPSS64

But first, let’s look at some of the basic features of the Data Editor window, common to both views. As is 

usual, along the top of the screen is a menu bar, with all kinds of different menus. Some of these will be 

familiar to you from other software, like ‘File’ and ‘Edit’. I am not going to look at those. However, there 

are lots of menus which are likely to be new to you, so those are presented in Box 3.1. I will not describe 

what all the options are, but rest assured that I will cover them as and when they are necessary.

box 3.1

New Menus

Data: This menu contains tools to manipulate your data set and create data, many of which are  

self-explanatory. Some of the important tools you have here include split file, which can split the file 

into different parts according to a specific variable, and select cases, which allows you to run an analysis 

only on a certain subset of your data.

Transform: This menu contains a lot of really useful tools to manipulate the data itself. Recode is very 

useful, allowing you to change values of variables according to rules you specify, and the compute 

function is fantastically useful (similar to the function editor in Excel in fact).

Analyze: This is where the action starts to happen. Located here are many of the statistical functions 

I will look at later, in detail. 

Graphs: SPSS can produce some neat graphs, but we will often be using Excel for graphs and charts. 

That said, it is sometimes easier to use SPSS, so where it is, we will be poking around in here.

Entering Data in SPSS

Now, you are going to repeat the exercise you did earlier in Excel with SPSS, to demonstrate the differences. 

One thing you will immediately see is that SPSS gives you a lot more options when entering data, and it is 

important to set up the file correctly in the first place, to save heartache later. So, go back up to Table 3.1 for 

the data set to enter. You should have a nice clean Data Editor, with the Data View selected (see above if you 

are confused). Just like Excel, you should think of the spreadsheet as structured with each row representing 

data from one case, and each column representing a variable. I know I keep hammering this point home, 

but it is vital you get this clear before actually getting into your analysis. 
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