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the data are missing. A common value used to represent missing data is 99. 
To enter this value, click on the small gray box with three dots that appears 
to the right of the cell when you click in it. In the dialog box, it is most 
common to click on the second open circle and enter a 99 in the first cell. 
When this has been entered, click OK to finish. Now, whenever you enter 
99 for that variable in the Data View spreadsheet, SPSS will recognize it as 
missing data.

Columns

The Columns column lets you identify how much room to allow for your 
data and labels. For example, the stats label is five letters long. If you go to 
the Data View spreadsheet, you will see stats as the columns label. If you 
wrote statisticscourse in the Name column, then this would be too long—
notice that this name continues on to a second line in the Data View col-
umns label, because the columns default value is only 8. You can click the 
up and down arrows to increase or decrease how much room to allow for 
your columns label.

Align

The Align column allows you to choose where to align the data you enter. 
You can change this by selecting the drop-down menu that appears by click-
ing in the cell. The alignment options are Left, Right, and Center. By default, 
numeric values are aligned to the right, and string values are aligned to the 
left.

FIGURE P.5  Value Labels Dialog Box

The dialog box shown here appears by clicking the small gray box with three dots in the Values  
column. This function allows you to code data that are not inherently numeric.


