SPSS Toolbar Shortcuts
By default, the Data View window has the following shortcuts for common tasks.

	Icon
	Tooltip
	Description
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	Open data document
	Open a datafile. Equivalent to File > Open > Data.
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	Save this document
	Save the active dataset. Equivalent to File > Save or Ctrl + S.
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	Print
	Print the contents of the active data view window. Not recommended. Equivalent to File > Print.
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	Recall recently used dialogs
	Shows the list of most recently used dialog windows. Use when you need to re-run an analysis.
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	Undo a user action
	Equivalent to Edit > Undo (in the drop-down menus) or Ctrl + Z.
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	Redo a user action
	Equivalent to Edit > Redo (in the drop-down menus) or Ctrl + Y.
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	Go to case
	Jump to a specific case (row) in the active dataset. Equivalent to Edit > Go to Case.
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	Go to variable
	Jump to a specific variable (column) in the active dataset. Equivalent to Edit > Go to Variable.
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	Variables
	View the variable name, labels, type, measurement level, missing value codes, and value labels for all variables in the active window. Equivalent to Utilities > Variables.
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	Run descriptive statistics
	Run descriptive statistics (using the Frequencies procedure) on the selected variable. The statistics shown are determined by the variable measurement level setting. Nominal and ordinal variables are summarized with a frequency table; scale variables are summarized using mean, median, standard deviation, range, minimum, and maximum. Only activates when a cell or column in the Data View window is selected. Equivalent to Analyze > Descriptive Statistics > Frequencies.
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	Find
	Search for a value or observation in the dataset, or search and replace a value or observation in the dataset. Only activates when a cell in the Data View window is selected. Equivalent to Edit > Find and Edit > Replace, or Ctrl + F and Ctrl + H, respectively.
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	Insert cases
	Insert a case between two existing cases. Equivalent to Edit > Insert Cases.
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	Insert variable
	Insert a new variable between two existing variables. By default, new variables created this way are scale numeric variables. Equivalent to Edit > Insert Variable.
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	Split file
	Stratify your analyses based on a categorical variable. For example, if the variable Gender is selected in Split File, running descriptive statistics on any other variables will produce descriptives for males and females separately. Equivalent to Data > Split File.
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	Select cases
	Extract a set of cases to a new datafile based on some criteria, or apply a filter variable. Equivalent to Data > Select Cases.
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	Value labels
	Toggle whether the raw data or the value label is displayed in the Data View window. Equivalent to View > Value Labels.
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	Use variable sets
	Select or unselect sets of variables to show in the active window. Multiple sets can be selected at a time. Equivalent to Utilities > Use Variable Sets. Note that you must first define a variable set (Utilities > Define Variable Sets) in order for this to be useful.

	[image: image18.png]



	Show all variables
	Shows all variables in the active dataset. Only activates if Use Variable Sets has been used. Equivalent to Utilities > Show All Variables.


