MICS4 Model Final Report Guidelines:
How to transfer contents an SPSS Output tables to 
Word files of the Final Report

Step 1 – From SPSS Output to Excel.

Right-click on your Output table in SPSS and select ‘copy’.

[image: C:\Documents and Settings\tunalan\My Documents\UNICEF Work\MICS4\MICS4 Final Report Template\MICS4 FR draft v1\Guidelines for preparing tables\Step 1 - Right click and copy the table in SPSS.JPG]


Open and paste into a blank excel sheet by right-clicking on cell A1 and ‘paste’ the SPSS Output table.

[image: C:\Documents and Settings\tunalan\My Documents\UNICEF Work\MICS4\MICS4 Final Report Template\MICS4 FR draft v1\Guidelines for preparing tables\Step 2 - Right click and paste in Excel.JPG]
TIP: Some tables and some SPSS versions are known to cause problems, so you should verify that the SPSS Output table is correctly copied into excel. A typical example is that table captions may ‘disappear’. If this happens, please instead try to ‘export’ the SPSS output to excel or alternatively simply copy the caption from the syntax file.


Step 2 – Customising the Tabulation Plan template Excel file.

Open and customise the relevant table in the Tabulation Plan template Excel file (have a backup of the template tabulation plan Excel files as you will be making changes to these).

[image: C:\Documents and Settings\tunalan\My Documents\UNICEF Work\MICS4\MICS4 Final Report Template\MICS4 FR draft v1\Guidelines for preparing tables\Step 3  - Customise the Table.JPG]
The customisation need for the table in template files may be very simple for some tables while very difficult for others. You may need to add or delete some rows or columns to correspond the categories of your indicators. For example, you may need to insert rows for your regions or you may need to insert an additional column in a percentage distribution table to show the ‘missing/don’t know’ category.


Step 3 – From the temporary Excel file to the customised Tabulation Plan Excel file.

Select an area to copy from the temporary excel worksheet to your template file.

[image: C:\Documents and Settings\tunalan\My Documents\UNICEF Work\MICS4\MICS4 Final Report Template\MICS4 FR draft v1\Guidelines for preparing tables\Step 4 - Select an area right click and copy.JPG]
As the template table is differently formatted than the SPSS Output table, you need to copy and paste groups of cells several times.


Go to your excel template file and right-click and ‘paste’ your selection in appropriate cell (here B6).

[image: C:\Documents and Settings\tunalan\My Documents\UNICEF Work\MICS4\MICS4 Final Report Template\MICS4 FR draft v1\Guidelines for preparing tables\Step 5 - Right click and paste your selection in template file.JPG]
Please note that the area of percentages/numbers that you ‘copy’ might not correspond fully to the area to where you ‘paste’. In this example, because of the additional rows (i.e., the row ‘Households’ and columns (the column between Rural and Region 1) in the template file, you need to repeat this copy-paste operation 6 times.


Repeat this step for other parts of the table.

[image: C:\Documents and Settings\tunalan\My Documents\UNICEF Work\MICS4\MICS4 Final Report Template\MICS4 FR draft v1\Guidelines for preparing tables\Step 6 - Repeat this for other parts of the table.JPG]


Step 4 – Formatting the customised table.

At the end of this series of copy-paste operations, the template Excel sheet will look similar to this.

[image: C:\Documents and Settings\tunalan\My Documents\UNICEF Work\MICS4\MICS4 Final Report Template\MICS4 FR draft v1\Guidelines for preparing tables\Step 7 - Then the template worksheet will look like this.JPG]


Some formatting will be needed.

[image: C:\Documents and Settings\tunalan\My Documents\UNICEF Work\MICS4\MICS4 Final Report Template\MICS4 FR draft v1\Guidelines for preparing tables\Step 8 - A few formatting will be needed.JPG]
Select the area in which you have copied your percentages and numbers. You usually need to 1) decrease the font size from 9 to 8, 2) centre-justify the cells, 3) remove the borders. Depending of the country-specific preferences, you may also need to add a 1000 separator. This is recommended for ease of reading.


Further formatting of borders is necessary.

[image: C:\Documents and Settings\tunalan\My Documents\UNICEF Work\MICS4\MICS4 Final Report Template\MICS4 FR draft v1\Guidelines for preparing tables\Step 9 - Final touch.JPG]
[bookmark: _GoBack]To keep the border formatting as they were, you need to right-click on selection, choose Format Cells, Border, Select the style appropriate for the table and then click the right and bottom part of the border as shown in the screen shot. Now the table is ready to copy from the temporary excel sheet to the final report Word file.

TIP: It is highly recommended that you save the now formatted Excel file at this point. Some tables will most likely require updating as a result of changes to data or syntax files at a later stage. By saving now, you will already be prepared for such issues.


Step 5 – Copying from Excel to Word.

Select the table in Excel and copy. Paste it to the relevant part of the final report.

[image: C:\Documents and Settings\tunalan\My Documents\UNICEF Work\MICS4\MICS4 Final Report Template\MICS4 FR draft v1\Guidelines for preparing tables\Step 10 - Paste to the word document.JPG]
The area needed in the temporary excel file is from A1 to I19 for this particular table. There is no need for the contents of the box under the table. As a rule, if the box in the tabulation plan template file is separated with a row from the main table box and the text is in italics, they only contain some instructions for the survey coordinators and/or data processing experts. Only the boxes attached to the table box and with text not shown in italics are required to be inserted to the final report together with the table (for example, HH.5, CM.2)


Step 6 – Word formatting.

For most tables, fitting to window is required.

[image: C:\Documents and Settings\tunalan\My Documents\UNICEF Work\MICS4\MICS4 Final Report Template\MICS4 FR draft v1\Guidelines for preparing tables\Step 11- Fit to window.JPG]
Select the table by pointing to the upper left corner of the table and then right-click. Then select Auto Fit, AutoFit to Window.


Step 7 – Additional formatting.

[image: C:\Documents and Settings\tunalan\My Documents\UNICEF Work\MICS4\MICS4 Final Report Template\MICS4 FR draft v1\Guidelines for preparing tables\Step 12- Final Look.JPG]
After fitting to window, most tables will have a look that require no more formatting. For larger tables with many columns, further customisation will be necessary. 

Below are some tips for fitting the table contents into a portrait document. Keeping the document layout as portrait is recommended whenever possible. However, if preferred and provided that the experts preparing the final report are capable of handling mixed layout documents with portrait and landscape pages in the same document, customisation can be made to fit large tables into landscape pages.

One way of customising is to squeeze the cell contents by selecting the cells you would like to format, right-click, Table Properties, Cell, Options, unselect ‘Same as the whole table’, decrease the margins for ‘left’ and ‘right’.

Another option is to change the text direction of some columns (from horizontal to vertical). In order to do so, select the columns that require change of text direction, right-click and select Text Direction, change the orientation to vertical. You may further need to move these table columns by squeezing them manually using the ‘ruler’ so that the columns where with vertical text direction are narrower. You may also need to increase the size of the row containing these labels and change the justification of the text.

An example of formatted table is shown below.
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