Defining variables using the Data Editor

The Data Editor acts like a spreadsheet, but there are some differences. The data file is rectangular consisting of rows and columns. Rows are cases and columns are variables. A cell is an intersection of a row and column and contains a data value. There are no unused cells in the data. Cells without values are considered to have a system missing value which is displayed as a full stop . for numeric variables and a blank (empty cell) for text.

There are two ways to define a variable, if the Data View sheet is displayed position the cursor over the first var box [image: image33.emf]

. Double click the left mouse button.

The alternative way is to ensure that the Variable View sheet has been selected, by clicking on it, as shown below.

[image: image2.emf]


To define a variable, position the cursor over the cell defined by row 1 and column  Name, and type the name of the variable, for example id and press either the <Enter>, or  <Tab> key. Default values for the remaining columns, Type to Measure, are displayed by PASW as shown below.

[image: image3.emf]


Each of the variables settings, Type to Measure, can be changed by clicking on the item to select it. Some items, for example, Type, Values and Missing will display a small box [image: image4.emf]

 in the right of the cell when selected. Clicking on this button will open an option window for this item. Other items, e.g. Width and Decimal may display ‘Spin Edit’ arrows [image: image5.emf]

 that enable a value to be increased or decreased. However it is sometimes quicker to enter the required value using the keyboard.

Note:
Some settings are inappropriate for some types of variable and are disabled (greyed out).

PASW rules for defining variables

Variables Names

· Variable names must begin with a letter and can have a maximum of 64 characters (32 for Chinese, Japanese and Korean). We do not recommend long variable names. Names must be unique.
· The second and subsequent characters can be a letter, a digit, the symbols @  #  _  or  $.  A full stop can be used but not as the last character, so it is best avoided altogether. The underscore character _ should also be avoided as the last character to prevent possible conflicts with variables created automatically by PASW procedures which use underscore as the last character in a variable name. However underscore is useful where you would like to put a space, e.g. REASON_1, REASON_2.

· The space character and others such as  *  !  ? and ' are not allowed.

· Names are not cases sensitive so SEX, sex and Sex are identical. But the use of case is preserved for display purposes.

· Certain PASW keywords are not allowed as variable names they are:

ALL
TO
WITH
BY
AND
OR

NOT
EQ
NE
LE
LT
GE
GT

Types of variable

[image: image1.emf]

PASW assumes that all new variables are numeric. Click on the button in the Type cell to change the type of variable. The Variable Type window presents different option boxes depending on the type of variable currently selected. Numeric, as shown below offers width and decimal places.

The three most used Types are:

	Numeric
	Width specifies the number of characters to be shown, this includes leading plus and minus signs (+  -) and the decimal point. So, if the maximum number encountered was -22.4, a setting of Width = 5 and Decimal Places = 1 would be appropriate. Width and decimal places are used for display purposes only and do not control the precision to which values are stored by PASW.

	Date
	Allows date and time formats, including days of the week and months of the year
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	String
	Any letter, digit or character can be entered. PASW has two type of strings:

· Long Strings have more than eight characters and could represent information, such as Name or Address (assuming Data Protection has been complied with).
· Short strings (8 or less characters). These can be used by various PASW analysis procedures where are Long strings cannot.



Width 
This specifies how many digits, for a number (maximum 40), or characters (maximum 256), for a string or date, are to be displayed. For decimal numbers this must include the dot. For example the value 23.1 has a width of 4.

Decimals

Specifies the number of values to be displayed after the decimal point (maximum 16). The value cannot be greater than the Width value minus one. This is sometimes a problem. If you want a variable to have a width of 1 (single digit) the Decimals value must be changed to zero before the Width can be changed to one.

Note
The width and decimals are display and print options. If the value 9.6789 were entered and the width were specified as 4 with 2 decimals, the value would be shown as 9.68, but PASW would still retain the precision of the 4 decimal values internally.

Label and Values

PASW provides a label for each variable and the option to apply a label to each unique data value encountered for that variable.
· Label, also known as Variable Labels, can be up to 256 characters long (128 Chinese and other alphabets).

· Value, also known as Value Labels, can be up to 120 characters long (60 Chinese etc).
Labels and Values are displayed exactly as the characters are entered, case is important. Labels are typed into the cell directly, whereas Values are entered by selecting the cell, clicking on the button [image: image7.emf]

 and using the panel shown on the following page.

Labels cannot be specified for String variables that are greater than 8 characters long.

[image: image8.emf]


	Adding a Value Label
	Click in Value text box to enter a value.

The value may be numeric or text.

Click on the Label text box and enter a description.

Click on Add to add the label to the list.



	Modifying a Value Label
	Highlight the incorrect label in the list (bottom text box) by clicking on it.

Revise the label description in the Label text box.

Click on Change.



	Deleting a label
	Highlight the Label in the list by clicking on it.

Click on Remove.



	When you have added all the value labels, you can click Spelling to check for typing errors. Click OK to close the dialogue. 
If you get a message ‘Any Pending Add of Change operations will be lost’, this means you may not have added the last value label. You should click Cancel and complete your label.


Missing

PASW provides two types of missing values:

	System-missing values
	Where no value has been entered. The cell contains a . (full stop or period) to indicate this.



	User-missing values
	Values which have a unique code(s) to identify that the data was missing (e.g. 9). PASW procedures can analyse data with User-missing values in several ways.



	[image: image9.emf]




	The Missing Values options are:



	No missing values
	All values are valid.

	Discrete missing values
	Up to three different codes can be used to define missing values, for example, 8 and 9 might be used. 

Numeric and Short strings (8 characters or less) can be used.

	Range plus one optional discrete missing value
	A Range of missing values and one optional single missing value can be used. For example 990 to 999 and –1.


Note:
You cannot define missing values for strings (text) with more than 8 characters.

Columns

This specifies the width of the column as displayed in the Data View in the Data Editor.

Column widths can also be changed in the Data View by and dragging the column borders. Position the cursor over the right edge of the variable name cell. The cursor changes shape to a double headed arrow [image: image10.emf]

, drag the cursor horizontally to adjust the width of the coulmn. (This is similar to changing column widths in Excel.)
Column formats affect only the display of values in the Data Editor. Changing the column width does not change the width of a variable. If the required width of a value is greater than the column width, the Data Editor will show numbers using scientific format, e.g. 1E+014 or … and text as abc…
[image: image26.emf]

Align

This specifies the alignment, Right, Centre or Left, of the data item.

Measure

	[image: image11.emf]


	Scale variables are numeric values which are measured on an interval or ratio scale for example, weight, or age.



	[image: image12.emf]


	Ordinal variables may be numeric or string categories that have a meaningful order; for example, Attitude scale categories where: 
5 = Strongly Agree, 4 = Agree, 3 = No Opinion, 2 = Disagree, 1 = Strongly Disagree.

or Pain scale categories where :
a = No pain, b = Moderate pain, c = Severe pain and d = Unbearable pain.

We can use the value or letter to order the items, but the difference between 5 and 4 is not the same as the difference between 3 and 2, only that one is ordered (sorted) before the other.


	[image: image13.emf]


	Nominal variables can also be numeric or string, but the categories have no order; for example marital status – single, married, divorced, separated and widowed or blood group – A, B, AB, O.


Sorting the Variable view

In Variable View, variables are ordered by their creation order. You can order variables by any of the attributes you define for variables. For example variables could be ordered by their Name or their Measurement Type. To do this you can:
[image: image27.emf]

Move the cursor over a variable attribute column title, Name (as shown opposite) and click the right mouse button and select Sort Ascending or Sort Descending.

[image: image28.emf]

A Save Current Order? dialogue will be displayed. Enter an Attribute Name, e.g., Definition_Order. Click Yes.

[image: image29.emf]


Alternatively you can select
Data | Sort Variables. A Sort Variable View dialogue is displayed.

Select a variable from the Variable View Columns, choose the Sort Order and tick the Save the current (pre-sorted) box and enter an attribute name, e.g. Definition_Order.
Click OK.
[image: image30.emf]


PASW does not display the attribute variable in the data editor even when you select View | Customise Variable View tick [Definiton_order] and click OK.
(This may be a bug as the variable used to be shown in the previous version).
Copying a variable to create a new variable

If two variables are very similar, it is often quicker to use an existing variable as a template for a new variable. For example, to copy a variable in row 4 of the Variable View sheet, Click on the row identifier [image: image14.emf]

. This will select the whole row.
Select Edit | Copy from the main menu, or press <Ctrl C>, or click the right mouse button and select Copy.

Click on the next row number, for example, row 5.

Click on Edit | Paste, or press <Ctrl V>, or click the right mouse button and select Paste.

A new variable, called var00001 (or similar) will appear in row 5.

The Name and Label of this new variable will have to be changed.

Copying variable attributes

PASW allows single attributes (e.g. Values) to be copied from one cell to another.

For example you can click on the cell in the Values column, then copy the Values cell attributes (Edit | Copy or <Ctrl C>).

Highlight one or more Values cells (in a vertical sequence) and paste the attributes (Edit | Paste or <Ctrl V>).

Saving the Data Editor Information

It is important to save your work at regular intervals, not just when the definition of your study is complete.

There are two ways to save the information:

1)
Click on the Save File button in the PASW toolbar [image: image15.emf]


or
2)
Click on File on the PASW menu bar and select either Save or, Save As
Either method displays the Save Data As dialogue box.

[image: image31.emf]


Note:
The file is saved to the My Documents folder and the PASW Data Editor window title changes from Untitled1: to Health1.sav. 
Opening the Data File

This is similar to opening a file in any Windows application and similar to saving the Data file. 

Either Click on the Open icon [image: image16.emf]

 or select File | Open. An Open File window similar to the Save Data As window above appears and the required file can be selected from the Directory and File Name Windows. The Open dialogue is used for opening any type of PASW document, and data files created by other software applications. Files of Type: is used to control this. Some of the more popular formats are listed below. 

	Application
	File of Type
	

	PASW Statistics
	*.sav
	Opens data files saved in PASW format.

	Portable
	*.por
	Opens data files saved in PASW portable format.

	Excel
	*.xls, *.xlsx
*.xlsm
	Opens spreadsheet files saved in Excel. A panel will ask for the worksheet and range of cells to be used. 

	SAS
	*.sas7bdat

*.sd7   
*.sd2

*.xpt
	Various types of SAS files versions 6–9 and SAS transport files

	Stata
	*.dta
	Various versions of Stata file (versions 4 to 8)

	Text Files
	*.txt

*.dat
	Opens ASCII text data files using a Text Wizard which can read text data files formatted in a variety of ways.


Entering Data

Data can be entered into the Data Editor using techniques similar to those of a spreadsheet. If you try to enter an invalid item into a cell the Data Editor bleeps and the cell is cleared.

Values can be added into the Data Editor in any order, row by row or column by column. Click on the cell where you wish to start adding data and enter the value. There are several key combinations that are useful when entering of data, in some cases there are two options.

Moving around the data editor

	Action
	Keys

	
	

	Move down one cell
	( or <Enter>

	Move up one cell
	(

	Move left one cell
	( or <Shift Tab>

	Move right one cell
	( or <Tab>

	Select first cell (variable) in case (row)
	<Ctrl (> or <Home>

	Select last cell (variable) in case (row)
	<Ctrl (> or <End>

	Select first cell in variable (column)
	<Ctrl (>

	Select last cell in variable
	<Ctrl (>

	Select first cell in data file
	<Ctrl + Home>

	Select last cell in data file
	<Ctrl + End>

	Scroll up or down the height of window
	<PgUp> <PgDn>

	
	


Displaying Values or Value Labels

The data editor can display categorical information either as numeric values or their labels, if value label values have been defined. By default values are displayed, to change this either:

Click on the Display Values button [image: image17.emf]

 on the Data Editor toolbar, 
or select

View | Value Labels

To switch back to viewing numeric values, either Click on the [image: image18.emf]

 button again or select View | Value Labels again.

Note:
With Value Labels display selected, double clicking on a cell reveals the underlying numerical value [image: image19.emf]

 . All the possible labels for a variable can be viewed by clicking the drop down button.
[image: image32.emf]

Clicking on a label enters this value into the current cell.

Numeric values can still used for entering the data values when value labels are displayed (Even ones without labels!).

Correcting data

	Replacing values
	Click on the cell whose value is to be changed, the value is displayed in cell editor. Enter the new value and press <Enter>. It replaces old value in cell editor.

	Modifying values
	Click on the cell whose value is to be altered.

Click on the cell editor. A flashing cursor appears when you click on the cell editor. Edit data by using the mouse or the ( (<Home> or <End> keys to position the cursor in the correct place.

To delete characters use <Delete> or <Backspace>.

To add characters type them.

Press <Enter> to complete the edit.


Other Data Editor Operations

Cut, Copy and Paste Data Values

These operations are performed in the Data View by:

Select the value(s) you want to Copy or Move, by clicking on a cell or clicking and dragging to highlight a group of cells.

From the Data Editor (Data View) window select Edit | Copy or Edit | Cut.

Select the target cell(s) by clicking on it (or first cell in a group of cells)

From the Data Editor (Data View) window select Edit | Paste.

Note :
You can paste values of different data types as long as PASW can convert them.

Add and Delete Cases

To insert a new case (row) into the data, Click on a cell below the position for the new case. Either:

Click on the Insert Case button [image: image20.emf]


or
Select Data | Insert Case from the Data Editor window menu.

New rows are created above the current row. All the values for the new case are set to system missing.

To delete a case (row), click on the number on the left side of the row, or press <Shift Space> with the cursor on that row. For multiple cases Click and Drag to highlight the rows. 

Either press the <Delete> key, or from the Data Editor window select Edit | Clear.

Add and Delete Variables

To insert a new variable in Data View, Click on a cell. Either:

Click on the Insert Variable button [image: image21.emf]


or
Select Data | Insert Variable from the PASW window menu.

The new variable (column) will be inserted to the left of the cell selected. (In Variable View it is inserted on the row above).
All cases are set to system missing for this new variable.

To delete an existing variable (column), Click on the variable name box. For several variables (columns) use the Click and Drag technique.

Either press the <Delete> key, or from the PASW window select Edit | Clear.

Copying Variable settings
To copy the settings of a single variable and use them for another variable, select Variable View, click on a cell to select the variable item (e.g. Values). Select Edit | Copy. Click on the cell to receive these settings. Click on Edit | Paste. 
If you only select the variable name, by clicking on the cell in the Name column, and use Copy and Paste. You will be warned that ‘This variable name duplicates an existing variable’. The new variable will have default settings used by PASW.
Change the order of (moving) variables

To change the order of variables, create a new variable in the position you want to move the existing one to by using [image: image22.emf]

 or Edit | Insert Variable. Then use a Cut and Paste technique to insert the variable into the correct location. 
Delete the variable from it’s old location (see above), then rename the newly inserted variable from VAR0000? to that of the variable just deleted.

Note
In Variable View only the variable information (variable type, label, value labels and missing values) will be copied. In Data View, both the data and variable information are copied.
Multiple Data Views
In Data View, you can create multiple views (panes) by using the splitters that are located below the horizontal scroll bar and to the right of the vertical scroll bar or selected from the menu using Window | Split. This process is similar to that found in Microsoft Excel.
[image: image23.emf]


The splitters are below the horizontal scroll bar and to the right of the vertical scroll bar. The figure below shows the horizontal splitter dragged from its current position to mid point in the view. It is displayed as a thick black vertical line during the dragging operation.
[image: image24.emf]


Use the scroll bars to view different columns of data as shown below:
[image: image25.emf]


Splitting is removed by selecting Windows | Split again.
Note
This may not work as smoothly as expected.
Vertical Splitter





Horizontal Splitter
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