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Statistical Consulting Service 
Codebook Guidelines 

 

Codebooks, which provide technical descriptions of the datasets, should be provided with the datasets. If submitting the data in 
Microsoft Excel or as a text file, a Codebook can be provided in a separate file (for example, in Microsoft Excel or Microsoft 
Word). When using certain statistical software, such as SPSS, the codebook is integrated into the dataset file – provided the 
client has appropriately prepared the dataset. In this case, the Variable View must be populated with the information indicated 
below. 

Codebook Guidelines 

Codebooks can contain various details about the dataset. Typically, for a SCS project, the Codebook should be a neat table 
containing the following information: 

• Variable name  

• Variable description or label 

• Data type, for example, text, numeric (count), numeric, date 

• Units/Range/Format 

• Codes for categorical variables, providing the codes used and their meaning; for example, for a Likert scale variable 
one could specify 1-Strongly Disagree, 2-Disagree, 3-Neutral, 4-Agree, 5-Strongly Agree 

• Calculations used to derive ‘constructed variables’ contained in the dataset, or notes on the relationship between 
variables 
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Example of Dataset (Screenshot of Microsoft Excel Dataset) 

This hypothetical (unusually small) dataset is for the study of Outcome two weeks after treatment initiation, for youth, in a 
hospital ward, with a particular disease. The role of certain variables (such as BMI and Gender) is also to be considered, and 
the symptoms of the patients one week after treatment are to be described. 
 

 
 

Example of Corresponding Codebook (Screenshot of Microsoft Excel Codebook) 

 
 
 


