
GENERAL INFORMATION

This sheet is designed to be an aid to you as you are using SPSS. You may also use the on-line help offered in this package by clicking on the word Help that is displayed on the menu bar at the top of the screen. If you have any additional questions or require further information, it is available in the IT Help Desk (TE-113a) or by calling (410) 677-5454.
ABOUT SPSS

SPSS for Windows provides a powerful statistical analysis and data management system in a graphical environment, using descriptive menus and simple dialog boxes to do most of the tasks for you. Simply pointing and clicking the mouse can accomplish most tasks. SPSS for Windows provides three interfaces for statistical analysis: 

Data Editor:  A spreadsheet-like system for defining, entering, editing, and displaying data. 

Output Navigator:  It makes it easy to browse through results, show and hide output, change the display order results, and move presentation-quality tables and charts between SPSS and other applications.

High-resolution graphics:  High-resolution, full-colored pie charts, bar charts, histograms, scatterplots, 3-D graphics and much more.

ACCESSING SPSS

To access SPSS, double-click on the Statistical Programs folder.  Then double click on the SPSS Folder.  Then double click on the SPSS For Windows icon.
SAVING A FILE
You may save your data and worksheets to a disk (A: drive) or to your personal account (P: drive). You can save the worksheet in many different file formats such as SPSS saved worksheets (SPSS, SPSS/PC+, SPSS Portable), Excel, Lotus 1-2-3, SYLK, dBase, and Tab-Delimited files. To save the document for the first time, go to the File menu and choose Save As. To save the worksheet to the correct drive, click on the down arrow next to the Save in: dialog box on the top of the Save Data As menu. Scroll up or down the menu using the scroll arrows. Click on the drive you want to save and type the file name in the File name: dialog box at the bottom of this menu and then click on Save. Once you have your document saved for the first time, you can click on Save from the File menu to save an updated copy over the original.  However, the Save As function only saves the worksheet data. To save your analysis, including graphs and output in the SPSS Output Navigator window, you must repeat the same procedures as if you were saving the worksheet. SPSS allows you to save data in ten different formats:

	Type
	Description
	Excel: (*.xls)
	Microsoft Excel spreadsheet file. The maximum number of variables is 256.

	SPSS: (*.sav)
	SPSS 10.0 for Windows.
	1-2-3 Release 3.0: (*.por) 
	Lotus 1-2-3 spreadsheet file, release 3.0.  The maximum number of variables you can save is 256.

	SPSS/PC+: (*.sys)

	SPSS/PC+ format. If the data file contains more than 500 variables, only the first 500 will be saved. 
	1-2-3 Release 2.0:  (*.wk1) 
	Lotus 1-2-3 spreadsheet file, release 2.0.  The maximum number of variables you can save is 256.

	SPSS Portable: (*.por)
	Portable SPSS file that can be read by other versions of SPSS on other operating systems (for example, Macintosh, UNIX).
	1-2-3 Release 1A: (*.wks)
	Lotus 1-2-3 spreadsheet file, release 1A.  The maximum number of variables you can save is 256.

	Tab-Delimited:  (*.dat)
	ASCII text files with values separated by tabs.
	SYLK: (*.slk)
	Symbolic link format for Microsoft Excel and Multiplan spreadsheet files. The maximum number of variables you can save is 256. 

	Fixed ASCII: (*.dat)
	ASCII text file in fixed format, using the default write formats for all variables. There are no tabs or spaces between variable fields.
	Navigator Files: (*.spo)
	Used to save graphs and outputs.


OPENING A FILE
To open a file, select Open from the File menu.  The saved file will either be located on a disk (A: drive) or on your personal account (P: drive).  To change the drive, click on the down arrow next to the Look in: dialog box on the top of the Open File menu. Scroll up or down the menu using the scroll arrows and click on the drive you want to select. A list of files in this drive should appear on the left.  Click on the one you wish to open.  Then, click Open. SPSS opens eight different data file types:

	Type
	Description
	
	

	SPSS:
	Opens data files saved by SPSS for Windows, Macintosh, UNIX, and also by the DOS product SPSS/PC+.
	Lotus 1-2-3:
	Opens data files saved in 1-2-3 format for release 3.0, 2.0, or 1A of Lotus.

	SPSS/PC+:
	Opens SPSS/PC+ data files.
	SYLK:

	Opens data files saved on SYLK (Symbolic Link) format, a format used by some spreadsheet applications.

	SPSS Portable:

	Opens SPSS data files saved in portable format. Saving a file in portable format takes considerably longer than saving the file in SPSS format.
	dBase:
	Opens dBase format files for either dBase IV, dBase III or III PLUS, or dBase II. Each Case is a record. Variable and value labels and missing-value specifications are lost when you save a file in this format. 

	Excel:

	Opens spreadsheet files saved in Excel 4 or earlier versions. For Excel 5 or later versions, use Open ODBC with the appropriate Excel ODBC driver.
	Tab-Delimited:
	Opens ASCII text data files with the data values separated by tabs.


PRINTING DATA, GRAPHS AND TEXT OUTPUTS
· To print data: First choose Print from the File menu. If you wish to print the data to the Laser Printer, choose Setup from the Print Untitled dialog box.  From the Drop Down Menu, find and select the printer for your lab and click OK.

· To print graphs or text outputs: At the Output-SPSS Output Navigator Window, choose Print from the File menu and repeat the same procedures.  You can control the Output Navigator items that print in several ways. For example, you can choose All visible output, which prints only items currently displayed in the contents or you can print All output which prints all output, including hidden items.  You can also choose Selection, which prints only items currently selected in the outline and/or contents panes.  

VARIABLES

To define a variable, make the SPSS Data Editor Window the active window. Double-click the variable name at the top of the column or choose Define Variable from the Data menu. Enter the variable name. Click on Type to change the data format; click Labels to assign descriptive variable and value labels; click Missing Values to specify codes for missing values; and click Column Format to change the column width or alignment. If you need to insert more variables, click on the top of the column where you want to insert the variable and choose Insert Variable from the Data menu. If you wish to delete any variables or make any change to the existing variables, move your mouse pointer to the top of the variable name and click the right mouse button to list the menu commands. Click Clear if you want to delete the variable.

EXITING SPSS
You can exit SPSS from either the SPSS Data Editor Window or the SPSS Output Navigator Window. Choose Exit SPSS from the File menu. 
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