
Brief variable 
name, Keep 

these short, but 
not too short 
that you can’t 

understand 
what they are!

Use a codebook 
to be sure.

Automatically 
set to numeric. 
This will very 
rarely need to 
be changed.

Very rarely 
changed

Very rarely 
changed

Full name of the 
variable. This 
will appear on 
your analyses 

outputs to make 
them easier for 

you to decipher.

If your variable 
has decimal 

places this can 
be changed. 

Default of 2 is 
usually 

sufficient for 
most data.

No need 
to change

Default is scale. 
Use this for 
continuous 

data. Change to 
nominal for 

categorical data 
such as gender, 

etc.

Define the 
meaning of the 
values you have 

used for your 
variables. Eg, 

Gender

1= Male
2= Female


