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data 
This document outlines the procedures to follow if you want to transfer data 
from a Windows application like Word 2002 (Office XP), Excel 2002 (Office XP) 
or Access 2002 (Office XP) to or from SPSS for Windows. It assumes 
familiarity with SPSS, Word, Excel and Access, and is intended for use with 
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Conventions: 

In this document, the following conventions are used: 
• A typewriter font is used for what you see on the screen. 
• A bold typewriter font is used to represent the actual characters you type at 

the keyboard. 
• A slanted typewriter font is used for items such as filenames which you should 

replace with particular instances. 
• A bold font is used to indicate named keys on the keyboard, for example, 

Esc and Enter, represent the keys marked Esc and Enter, respectively. 
• A bold font is also used where a technical term or command name is used in 

the text. 
• Where two keys are separated by a forward slash (as in Ctrl/B, for example), 

press and hold down the first key (Ctrl), tap the second (B), and then release 
the first key. 
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1 Introduction 
If you have data in an application such as Word 2002 (Office XP), Excel 
2002 (Office XP), or Access 2002 (Office XP), and you want to process that 
data using SPSS, then you will need to transfer the data into SPSS. The 
method used will depend on the application and on how much data there is. 

For small amounts of data and a Windows application, you can Copy and 
Paste using the Windows clipboard. In the case of larger amounts of data, 
you will need to save (or export) the data to a file using a format that SPSS 
can read, such as a fixed format ASCII file, a tab delimited text file, or an 
Excel file. 

Similarly you may have data in SPSS that you want to copy from SPSS to 
some other application. Again, for a Windows application and small 
amounts of data you can Copy and Paste using the Windows Clipboard. 
For larger amounts of data you will want to use an intermediate file format 
such as tab delimited text or Excel format. 

2 Importing data 

2.1 Importing data from Excel 
SPSS for Windows can import data directly from an Excel workbook file. If 
you wish you can include text to be used as variable names in SPSS 
(described in section 2.1.1). 

For small amounts of data, you may prefer simply to Copy and Paste using 
the Windows clipboard (described in section 2.1.2). 

2.1.1 Using an Excel workbook file 
In SPSS: 

1 Select File | Open | Data. 

2 Choose Excel as the File Type. 

3 Select your Excel file. 

4 Click on Open. 

5 If the first row of the spreadsheet (or the range if specified) contains 
text to be used as variable names, select the option to Read variable 
names. 

6 Select the worksheet you wish to import. 

7 Specify the range of cells you want to import (or leave blank if you 
want to include the whole spreadsheet), and click on OK. 
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SPSS will determine the type (numeric, string or date) of each variable from 
the first non-blank value in the corresponding column of the worksheet. 

2.1.2 Using Copy and Paste 
In Excel: 

1 Highlight the section of the spreadsheet you want to copy. 

2 Click on Edit | Copy. The selection will be copied to the Windows 
clipboard. 

In SPSS: 

1 Make the data window the active window. 

2 Highlight the cell which will be the top leftmost cell to receive the 
copied data. 

3 Click on Edit | Paste. 

If the data include any non-numeric values, then these will not appear in 
SPSS unless you declare the appropriate variables as string or date as 
appropriate before you select Edit | Paste. 

2.2 Importing data from Word 
Data in Word can be exported as a tab delimited text file which SPSS can 
read (described in section 2.2.1). 

Alternatively, for small amounts of data, you may prefer simply to Copy and 
Paste using the Windows clipboard (described in section 2.2.2). 

2.2.1 Using a Tab delimited file 
In Word prepare the data in a table. This may (optionally) include a single 
header row which contains text to be used as variable names in SPSS.  

Then: 

1 Copy the table to a separate document. 

2 Select the whole table. 

3 Click on Table | Convert Table to Text. 

4 Select the option to separate the text with Tabs, and click on OK. 

5 Click on File | Save As. 

6 Select Plain Text as the file type. 

7 Enter a name for the file, and click on Save. 

8 Click OK to confirm the file conversion default settings. 
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9 Close the document — click on File | Close. 

In SPSS: 

1 Select File | Open | Data. 

2 Choose Text as the File Type. 

3 Select your tab delimited text file and click on Open. 

4 In the dialog box Import text wizard step 1 click Next. 

5 In step 2 choose whether variable names are at the top of the file 
and click Next. 

6 Choose how many cases to import (or all) and click Next. 

7 Choose Tab as the delimiter between variables and click on Next. 

8 Click on each variable in turn and check the name and data format. 

9 Click Next then Finish. 

2.2.2 Using Copy and Paste 
In Word prepare the data in a table, then: 

1 Highlight the section of the table you want to copy. 

2 Click on Edit | Copy. The selection will be copied to the Windows 
clipboard. 

In SPSS: 

1 Make the data window the active window. 

2 Highlight the cell which will be the top leftmost cell to receive the 
copied data. 

3 Choose Edit | Paste. 

If the data include any non-numeric values, then these will not appear in 
SPSS unless you declare the appropriate variables as string or date 
variables as required before you select Edit | Paste. 

2.3 Importing data from Access 
Data from an Access table can be transferred to SPSS by outputting it as 
an Excel file which SPSS can read (described in section 2.3.1). 

For small amounts of data, you may prefer simply to Copy and Paste using 
the Windows clipboard (described in section 2.3.2). 

2.3.1 Using an Excel file 
In Access select the table in the database window, then: 
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1 Click on File | Export. 

2 Select Microsoft Excel 97-2002 as the Format. 

3 If required, modify the name for the file, and click on Save All. 
In SPSS: 

1 Select File | Open | Data. 

2 Select Excel as the File Type. 

3 Select the name of your Excel file and click on Open. 

4 Select the option to Read variable names, and click on OK. 

2.3.2 Using Copy and Paste 
In Access: 

1 Open the table in datasheet view. 

2 Highlight the section of the table you want to copy. 

3 Click on Edit | Copy. The selection will be copied to the Windows 
clipboard. 

In SPSS: 

1 Make the data window the active window. 

2 Highlight the cell which will be the top leftmost cell to receive the 
copied data. 

3 Choose Edit | Paste. 

If the data include any non-numeric values, then these will not appear in 
SPSS unless you declare the appropriate variables as string or date 
variables as appropriate before you select Edit | Paste.  

After pasting you will probably want to remove the first row that appears in 
the data window as this does not contain any data. 

2.4 Importing data from an ASCII text file 
This is described in the ITS document Guide 32: SPSS for Windows. 

3 Exporting data 

3.1 Exporting data to Excel 
You can export data from SPSS to Excel using an Excel file (described in 
section 3.1.1), or a tab delimited text file (described in section 3.1.2).  
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Alternatively, for small amounts of data, you may prefer simply to Copy and 
Paste using the Windows clipboard (described in section 3.1.3). 

3.1.1 Using an Excel file 
In SPSS: 

1 Make the data window the active window. 

2 Click on File | Save As. 

3 Select Excel as the File Type. 

4 Make sure that the option to Write variable names to spreadsheet is 
selected. 

5 Enter a name for the output. 

6 Click on Save. 

In Excel: 

1 Select File | Open. 

2 Select the required (.XLS) file, and click on Open. 

When the data appear in your spreadsheet you will find that numeric data 
values are right aligned and have consistent formatting (i.e. all values in 
each column will be displayed with the same number of figures after the 
decimal point), and text values are left aligned. 

Note that if there were any empty cells in the SPSS data file for numeric or 
date variables, these will appear in Excel as #NULL! If you have many 
blank values for numeric or date variables you may wish to convert them to 
some particular value (e.g. -1, or 999) within SPSS before you export the 
data. Alternatively, use a tab delimited file. 

Blank values for string variables simply appear as blanks in the Excel 
spreadsheet. 

3.1.2 Using a Tab delimited file 
In SPSS: 

1 Make the data window the active window. 

2 Click on File | Save As. 

3 Select Tab-delimited as the File Type. 

4 Make sure that the option to Write variable names to spreadsheet 
is selected. 

5 If necessary, change the drive and directory. 
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6 Enter a name for the output file — type the full name including the 
extension .TXT — if you don't SPSS will append the extension 
.DAT. 

7 Click on Save. 

In Excel: 

1 Select File | Open. 

2 In the Files of Type box, select Text Files. 

3 Select the required (.TXT) file and click on Open. 

4 In the Text Import Wizard — Step 1 of 3 dialog box, select 
Delimited as the Original Data Type, and click on Next. 

5 In Step 2 of 3, check that Tab is selected as the Delimiter, and click 
on Next. 

6 In Step 3 check that the columns are as required, then click on 
Finish. 

When the data appear in your spreadsheet you will find that numeric data 
values are right aligned but may not have consistent formatting (i.e. the 
values in a column may not all be displayed with the same number of 
figures after the decimal point), and text values are left aligned. 

When Excel imports a tab-delimited file containing dates, it assumes that 
they are in the format day/month/year so it may be safer to use Copy and 
Paste (section 3.1.3) when dealing with date variables. 

Note that if there were any empty cells in the SPSS data file these will 
appear as blanks in the Excel spreadsheet. 

3.1.3 Using Copy and Paste 
In SPSS: 

1 Highlight the data in the data window. 

2 Click on Edit | Copy. 

In Excel: 

1 Highlight the cell which will be the top leftmost cell to receive the 
copied data. 

2 Click on Edit | Paste. 

Missing values appear as a left-aligned dot in Excel. 

3.2 Exporting data to Word 
You can export data from SPSS to Word using an Excel file (described in 
3.2.1), or a tab delimited text file (described in section 3.2.2). 
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Note that it is also possible to export both data and results from SPSS 
(including charts) to Word using Copy and Paste. Details of how to do this 
can be found in the ITS document Guide 122: Copying material from SPSS 
to Microsoft Word 2002 (Office XP). 

3.2.1 Using an Excel file 
In SPSS: 

1 Make the data window the active window. 

2 Click on File | Save As. 

3 Select Excel as the File Type. 

4 Make sure that the option to Write variable names to spreadsheet is 
selected. 

5 Enter a name for the output file. 

6 Click on Save. 

In Word: 

1 Select File | Open. 

2 In the Files of Type box, select All Files. 

3 Select the required (.XLS) file. 

4 Click on Open. 

If this returns an error, open the .xls file in Excel and save the file to the 
same name. Click Yes to confirm overwriting the file, then follow the above 
four steps to open the file. 

The data will appear in a table in your Word document. You will find that 
numeric data values are right aligned and have consistent formatting (i.e. 
all the values in each column will be displayed with the same number of 
figures after the decimal point), and text values are left aligned. 

Note that if there were any empty cells in the SPSS data file for numeric or 
date variables, these will appear in the table as #NULL! If you have many 
blank values for numeric or date variables you may wish to convert them to 
some particular value (e.g. -1, or 999) within SPSS before you export the 
data. Alternatively, use a tab delimited file. 

Blank values for string variables simply appear as blanks in the Word table. 

3.2.2 Using a Tab delimited file 
In SPSS: 

1 Make the data window the active window. 

2 Click on File | Save As. 
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3 Select Tab-delimited as the File Type. 

4 Make sure that the option to Write variable names to spreadsheet 
is selected. 

5 Enter a name for the output file — type the full name including the 
extension .TXT — if you don't SPSS will append the extension 
.DAT. 

6 Click on Save. 

In Word: 

1 Select File | Open. 

2 In the Files of Type box, select Text Files. 

3 Select the required (.TXT) file and click on Open. 

The data appear in Word as tab delimited text. The default tab stops for the 
normal paragraph are used. All values are left aligned. Note if there were 
empty cells in the SPSS data file these will appear in Word as a single 
space. 

NB. When Word imports a tab-delimited file containing dates, it assumes 
that they are in the format day/month/year. 

3.3 Exporting to Access 
Although Access can read data both from an Excel file and from a tab 
delimited file, the Excel file method is recommended (described below). 

3.3.1 Using an Excel file 
In SPSS: 

1 Make the data window the active window. 

2 Click on File | Save As. 

3 Select Excel as the File Type. 

4 Make sure that the option to Write variable names to spreadsheet 
is selected. 

5 Enter a name for the output file.  

6 Click on Save. 

In Excel: 

1 Open the .XLS in Excel using File | Open. 

2 Select File | Save As. 
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3 Choose Microsoft Excel 97-2000 & 5.0/95 Workbook as the Save 
as Type. 

4 Enter a file name and click on Save. 

In Access: 

1 Open the database into which you want to put the data, or create a 
new one. 

2 Select File | Get External Data | Import. 

3 In the Import dialog box, select Microsoft Excel as the File Type. 

4 Select the required (.XLS) file, and click on Import. 

5 In the Import Spreadsheet Wizard click Next. 

6 In the next dialog box check First Row Contains Column 
Headings, and click Next. 

7 In the next dialog box choose whether you would like to store the 
imported data into a new, or existing table. Click Next. 

8 The next dialog box allows you to change the field names if required, 
and index them. When finished click Next. 

9 The next dialog box asks for a primary key — the first option makes 
Access choose this automatically. Click Next when complete. 

10 On the final Import Spreadsheet Wizard enter a name for your new 
table, and click Finish. 

The data will appear in a table in your Access database. You will find that 
numeric data values are right aligned and have consistent formatting (i.e. 
all the values in column will be displayed with the same number of figures 
after the decimal point), and text values are left aligned. If there were any 
empty cells in the SPSS data file these will appear as blanks in the Access 
table. 

4 Other documents 
The following ITS documents may also prove helpful. All are available from 
the IT Service Desk, or go to www.dur.ac.uk/ITS and click on the News, 
Info & IT Service Desk link and then Documents. 

Guide 32: SPSS for Windows 
Guide 122: Copying material from SPSS to Microsoft Word 2002 (Office 
XP) 
Guide 157: Introduction to Microsoft Word 2002 (Office XP) 
Guide 150: Introduction to Microsoft Excel 2002 (Office XP) 
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