To alphabetize variable names in dialogue boxes:
Edit -> Options -> General -> Variable lists -> Display names & Alphabetical

To obtain frequency tables and descriptive statistics:
Analyze->Descriptives->Frequencies

To generate graphs:
· PIE: Graphs -> Legacy Dialogs -> Pie -> Summaries for groups of cases -> Define slices by….
· BAR: Graphs -> Legacy Dialogs -> Bar -> Simple -> Summaries for groups of cases -> Category axis….
· LINE: Graphs -> Legacy Dialogs -> Line -> Simple -> Summaries for groups of cases -> Category axis….  (Don’t forget Chart Editor, to select the Area format)
· HISTOGRAM: Graphs -> Legacy Dialogs -> Histogram -> Variable
· BOXPLOT: Graphs -> Legacy Dialogs -> Boxplot (Box & Whisker Plot) -> Simple -> Summaries of separate variables -> Boxes represent….
To edit graphs:
· Chart Editor -> Show Data Labels -> Properties -> Data Value Labels

To obtain syntax:
Paste  creates syntax file window

To obtain output:
Run  creates output window

To select particular output items:
Export analyses: File  Export
.pdf: Tools  Select Tool (for charts/graphs/tables)
.xls or .doc: can edit

Metadata tips:
· Relevant pieces: guide/codebook, data dictionary, questionnaire
· Find details about coverage and about variables:
· GSS 22: up to #5, Appendix B, App.C, App.E
· 2006 Census: Intro., Ch.1 Record Layout, Ch.2 Variable Descriptions, Ch.3 Sampling Method…
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