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Chapter two : SPSS Menus and Icons 

 A:  MENU LIST 

      Spss has a number of menu options located at the top of the screen ( as will any other computer 

programs) . 

 
 

 

1- FILE : The ‘File’ menu (shortcut Alt + F):  includes all of the options you typically use in 

other programs, such as open, save, exit.  Notice, that you can open or create new files of 

multiple types as illustrated to the right. 

1-1 file   ------ new   بؤ كردنةوةى فايليكى نؤى بةكارديَت 

 

 

 dataopen  2-1 

File ---- open    كراو بةكارديت كة ثيشتر دروستمان كردووة فايلى خةزنبؤ كردنةوةى  
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 ثاشان ناوى ئةو فايلة دةنوسين كة دةمانةويت بيكةينةوة 

 

 

 saving data  3-1  

 وينةى خوارةوة : هةلدةبذيَرين ئينجا بة ناويك خةزنى دةكةين وةك ئةم  file ---- saveليستى  بؤ خةزن كردنى داتا  لة 
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2- Edit:  the Edit menu (shortcut Alt +E): This menu contains edit functions for the data editor. In 

SPSS, it is possible to cut and paste blocks of numbers from one part of the data editor to another. 

You can also use the Option to select various preferences such as the font that is used for the 

output:  

 

          Undo and Redo  can help rectify any mistake you  

          Cut , copy and paste allow you to move blocks of numbers from one area of the spread sheet to 

anther  

        Paste variable : Automatically constructs new numeric or text variables whose values and labels 

are the same as the selected variables, but where the variables and, consequently, will update whenever 

the original variables data is modified (except for changes of categories on the Outputs Tab. That is, it 

does not copy the variable, it instead creates a new variable referring to the existing variable. ليرةدا جةند    

طؤراومان بويت دةتوانين كؤثى بكةبن بة هةمان ناوةرؤك    

 

https://wiki.q-researchsoftware.com/wiki/Variable_Type#Numeric
https://wiki.q-researchsoftware.com/wiki/Variable_Type#Numeric
https://wiki.q-researchsoftware.com/wiki/Outputs_Tab
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      -Insert Variable: If you want to insert a new variable (column) between two variables, click   once    

on the label of one of the two columns in order to highlight it, and then choose the Insert Variable 

option. A new column will appear in the data file. 

 

 

 

  

 

  Insert Case: If you want to insert a new row (e.g., one case you forgot to enter) between two rows, 

highlight one of the two rows by clicking once on its number, and then choose the Insert Case 

option. 
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   Find: This is a very useful option, especially if you have a large data file. If you are looking for an 

individual who was born on 18/11/1983, click on the label of the (date of birth) column to highlight 

the whole column. In the Find dialog box type 18.11.1983 and click Find Next. 
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    Go to Cases: This option is useful if you have a large data file and you want to go directly to a 

particular case. Type the case number and click OK. 

. 

 

 

 

 
 

         Go to Variable: This option is useful if you have a lot of variables and you want to go directly to 

a particular variable. Type the name of variable that you want it and click OK. 
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3- View: Controls presence or absence of certain features of the SPSS windows; the status line, 

toolbars, fonts, the Data Editor grid, and whether values or value labels are displayed in the Data 

Editor. Also toggles between Data View and Variable View (Ctrl+t). 

( بؤ  fontبطؤرين لة ريطةى )ئةم ليستة بةكارديت بؤ بزركردن و ديارى كردنى شريتةكان وةهةروةها دةتوانين جؤرى نووسينةكان 
 ضةندبن جؤرى نوسين 

 
 

 

 

 

 

 

 

 

 

 

 

 


