UCSC CSASS: Importing an Excel file into SPSS*
*Before importing your file, make sure that you’ve numerically coded all your “numeric” variables. For example, a
response for woman is 1 not “woman”.

!

1. Open SPSS.
2. Click… “File” —> “Open” —> “Data”

!
3. An “Open Data” window will appear.

!
4. Navigate the “Open Data” window to select the folder to which you have saved your Excel (.xls, or .xlsx) file.
5. Under “Files of type,” select “Excel (*.xls, *.xlsx, *.xlsm)”
1. If you do not do this, then SPSS will not show your Excel file because it is only looking for SPSS files
(.sav).
2. You may also select “All Files (*.*)” — all files will then appear in the “Open Data” window.

!
!
6. Click “Open.” It will take just a few seconds.
7. An “Open Excel Data Source” window will appear.
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!
8. If the first row of your Excel data file has variable names (not data), make sure “Read variable names from the
first row of data” is checked. It does in my case, so I just double check that it’s selected. (It is usually selected
by default.)
1. You can change the variable names and define the variables as described in SPSS Handout 1 after you’ve
imported the data (see Step 13).
9. Under “Range,” you may select a certain range of cells from the Excel worksheet if you do not want to import
the whole worksheet. If you want to import the whole worksheet, leave it blank.
10. The default for “Maximum width for string columns:” should be fine, unless you would like to increase the
characters allowed. Do so if it is appropriate.
11. Click “OK.”
12. The data will be imported. However, you have to do a bit of polishing to make the data set ready for analysis.

!
13. Click on “Variable View” to change/edit the following, same as you would do if you were to manually input
data/variables: (1) type from string to numeric, (2) width to 8, (3) decimal to 2 (if appropriate), (4) define labels,
(5) define values, (6) define missing values, (7) columns to 10, and (8) measure to the appropriate measure of
association for your variable.

!
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