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Entering the data directly into the Spreadsheet 
1. Click on New from the File menu 

2. Point to the left end of the heading 

C1, until you get a pencil then click 

and you can rename your column. Eg. 

armspan 

 

3. Enter your data  

 

To Open a file from another 

Program  
1. Choose Open  from the File menu 

2. Browse for your file and click open  

3. Click Finish  

4. If you have data like gender and you 

want to analysis your data in two 

groups: male and female, the agree 

to Convert to Factor 

Or just drag the file icon 

into the green Genstat 

window  

 

 

Important Notes: 
Between data files choose Clear data from the Data menu 

! means factor (when you are doing analyse with groups)  … Right click and 

choose Convert to Variate if it isn’t groups (or Convert to Text is just labels) 

T means the data is text – labels and cannot be analysed…Right click and choose Convert to Variate if you 

want to analyse the data 
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To find the Summary Statistics 
1. To get Summary 

statistics, Click on 

Summary statistics 

from the Stats menu 

2. Click on the arrow to 

select what variables 

you want statistics for 

3. Tick the statistics you 

want to get. 

4. Click on Run 

5. To see the information, 

Select Output from the 

Window menu 

 

 

 

Summary statistics for armspan 

  
 Number of values =  30 
 Median =  157 
 Minimum =  134 
 Maximum =  167 
 Range =  33 
 Lower quartile =  150.5 
 Upper quartile =  161 
  

You can copy these by highlighting clicking on  (or use CTRL and C or right click and use Copy). 

Graphics  

Scatterplot 

1. To get a graph choose 

2D Scatter from the 

Graphics menu 

2. Double click on the 

variables in the 

Available data column 

or select and use the 

arrow 

3. Click on the Options 

tab to allow you to 

type in a Graph Title 

Summary statistics for height 

  
 Number of values =  30 
 Median =  158 
 Minimum =  135 
 Maximum =  164 
 Range =  29 
 Lower quartile =  151.5 
 Upper quartile =  161 
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4. Click Run 

5. To go back to the data click on  at 

the bottom of the screen.  

Dot Histogram (Dot Plot) 

1. To get the graph 

choose Dot 

Histogram  from the 

Graphics menu 

2. Double click on the 

variables in the 

Available data 

column or select and 

use the arrow 

3. Click on the Options 

tab to allow you to 

type in a Graph Title. 

 

4. Change the Orientation  to Horizontal and the 

Justification of Dots to Bottom 

5. Click Run  
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Box Plot (Box and Whisker graph) 

1. To get the graph choose Boxplot from the Graphics menu 

2. Double click on the variables in the Available data column or select and use the arrow 

3. Click on the Options tab to allow 

you to type in a Graph Title. 

 

 

4. If you leave the Display as Schematic, 

outliers will be marked on the end of 

the whiskers as an *. 

5. If you change the Display to Box and Whisker, the 

whiskers will go to the minimum and maximum 

values. 

6. Change the Orientation to Horizontal 

7. Type in a Title 
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Dot Plot and BoxPlot with grouped data. 

You can have 2 box and whisker graphs or two dot plots on the same axes. You 

need to have a factor for this, so one column should have a ! in front of the label. 

This shows that this column has the names of the two (or more) groups you want 

to compare. If the ! is not there right click on the column and choose Convert to 

Factor. 

1. Choose the graph you want from the Graphics menu 

2. You can now select Variate(s) with single grouping factor. 

3. Select the variable for the Data variate(s) – only some columns will show 

4. Select the name of your groups column for the grouping factor 

5. Click on the Options tab to enter a title  

6. If you leave the Display as Schematic, 

outliers will be marked on the end of the 

whiskers as an *. 

7. If you change the Display to Box and 

Whisker, the whiskers will go to the 

minimum and maximum values. 

8. Change the Orientation to Horizontal 
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Stem and leaf 

The easiest way to get a Stem and Leaf 

graph to tick the stem and leaf option in 

Summary Statistics 

1. You can do it for all the data or 

individually for grouped data. 

2. Choose Summary Statistics from 

the Stats menu  

3. Click on Stem and Leaf 

4. Look at the Output under the 

Window  

5. Click on Window and select the 

name of you file if you wish to 

look at your spreadsheet again. 

 

This shows that you had data of:  

2, 5, 8, 17, 24 

 

 

 

Bar graph and Histogram 

Categorical data 

1. Open a file or start a new file (2 rows, 5 columns) 

2. Enter in the data  

3. Select Bar Chart from the Graphics menu  

4. Put the variable across and the labels (the text column) 

5. Run 
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With grouped data 

Either 

1. Create a table (New from the File menu 

and then select Spreadsheet)  

o You will need to choose how 

many columns and rows you 

will need. (in example 5 rows, 

2 columns) 

o Type in data – you will need to 

rename your columns (Point 

to the left side of the column 

until the pencil appears and then you can type in your title) 

o Make each type a factor (right click and choose convert to 

factor) 

 

2. Or you can just open a spreadsheet and then make the groups a factor 

as described above 

3. Right click and choose 

Properties 

4. Name your sheet 

 

 

5. Click on Convert  and fill in the dialogue Box. You need to 

make sure you name your table and that you leave it as a 

table with 1 classifying factor. 

6. Click OK  (and again in next 

dialogue box) 

 

7. It should look like this 

 

 

8. Now choose Bar Chart from the Graphics menu and click 

on summary table and select freq 

 

Note: In version 16 of GTL, you use Tables from under the 

Graphics menu 
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Line graphs 

1. Open the file, New Dwelling consent Issued  

2. Choose Line 2D from the Graphics menu 

3. Fill in as shown 

 

1. To get the graph as shown  
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2. To change the date,  

a. Choose Edit graph from the Edit menu 

b. Then edit axes from the graph menu  

 

 

 

 

 

 

 

 

 

 

 

c. Click OK 

d. OK  

e. Save and Close 
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Pie 

1. Open the Drench file (note you need your categories to be factors –right click and choose Convert 

to Factor) 

2. Choose Pie from the Graphics menu 

 

 to get the graph below 

 

 

 

 

 

General graph notes 

1. Use the arrows to flick between the 

graphs you have made 

 

2. Use Edit Graph from the Graph menu to alter the graph  

 

3. You can use Edit and Copy, Right click and copy or  to copy the graph 

Control (33.33%)

Once (33.33%)

Twice (33.33%)

Twice

Once

Control



12 
 

Advanced notes 

Restricting groups 

1. Click on  

2. In the dialogue box  

a. Click on the group you wish to 

exclude 

b. Click on exclude 

c. Then Apply (if you have more to 

exclude ) or OK 

 

Regrouping  

By Factor 

1. Restrict the groups that will form one of 

your new groups 

2. Right click and fill with your new label  

3. You can change 

the text that 

appears by right 

clicking and 

choosing levels 

and labels 

 

 

4. And then changing the text to a new label. (You can 

remove the third level if you want) 

By values 

1. First insert a factor column  and call it by an 

appropriate name  

2. Click on levels and labels 

3. Name your two levels  

4. Click 

OK(twice) 
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5. Right click and fill the column with one factor 

6. Go to Spread – Restrict – by value. Now fill in 

dialog box so that all the values you want to put 

in so the other one of your factors is included. 

Check you have the correct column heading.  

7. Click OK 

8. Now right click and fill the column with the 

appropriate factor, making sure Ignore restricted 

rows is ignored 

9. Remove filter  

 

 

 

 

 

 

 

 

To get the summary statistics  
a. Choose Stats→ Summary 

→Statistics 

b. Fill in the dialog box with your 

chosen variable, your group and tick the 

statistics you require 

c. Click Run 

d. Look under Output (In the 

Window menu) for the results 

Summary statistics for height_1: gender_1 boy 
 Number of values =  30 
 Median =  171.5 
 Minimum =  153 
 Maximum =  186 
 Range =  33 
 Lower quartile =  166 
 Upper quartile =  175 
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Summary statistics for height_1: gender_1 girl 
 Number of values =  40 
 Median =  165 
 Minimum =  143 
 Maximum =  214 
 Range =  71 
 Lower quartile =  157.5 
 Upper quartile =  172.5 

Graphing a Boxplot 
1. Under the Graphics menu Boxplot 

2. Remember to click with groups 

3. Use Options tab to choose Horizontal 

and add a title 

4. Run 

5. If you click non-parametric 

standard error of the median you will get the 

informal interval required for achievement 

standard 2.9 

 

 

 

Graphing a Dot Plot 
1. Under the Graphics menu Dot Histogram 

2. Remember to click with groups 

3. Use Options tab to choose Horizontal, 

centre justify and add a title and press Run 


