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combination of letters and numbers. For example, cell C6 is in column C, row 6. The dark rim around a cell means that 
the cell is highlighted or active. You can highlight a range of cells by clicking and dragging the cursor across several 
adjacent cells. 

At the bottom left of the screen you will find worksheet tabs labeled Sheet 1, Sheet 2, etc. You can rename these 
worksheets, add additional ones, or delete ones, you do not need. 

Opening data

The data you need to use might be saved in a format other than Excel (file.xls). The data file we will be using in this 
tutorial is saved in SPSS format (file.sav). This is not a problem. Open the data file in SPSS. Click File—Save As— 
choose Excel 97 and later (.xls) in the Save as Type drop down menu. The file is ready to be open in Excel. To do 
so—either double-click on the icon of the saved Excel file or, if Excel program is already open, click Office button at the 
top left of the screen—Open—locate the data file you need to work with. 

Looking at the Data

Once the data is open you will discover that the view is somewhat different than what you saw in SPSS program. 
Variable names are displayed in the first row (row A). Unfortunately, there is no variable view worksheet in Excel, and 
transferring the file from SPSS to Excel results in a loss of variable labels and value labels. Keep the codebook for the 
data on hand! 

Sorting Data

As you are exploring the data you might want to take advantage of the Sorting tool, which allows you to sort data by 
two or more variables in ascending or descending order. To sort your data, click the Data tab, find the Sort and Filter 
command group, and click on the Sort icon. A dialog window will open where you will specify the variables and order 
you want your data to be sorted by. If the names of variables (variable labels) are entered in the first row of your data 
make sure you check the “My data has headers” box at the top right of the dialog window. You can sort numeric data as 
well as text (in A to Z order). If you want to sort by more than one variable click Add Level button at the top of the dialog 
window. Click OK. 


