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NVIVO is designed to facilitate common qualitative techniques for organising, analysing and sharing data in
a research project. NVivo can help you manage, explore and discover patterns in your data but it cannot

replace your analytical expertise.

Exercise 1.

Access NVIVO

1. Double-click the Nvivo 12 icon on the Desktop

MNYivo 12

@ Nvive Setup

2. Complete profile details, if prompted
3. Add your initials.
These will be used to identifiy your edits as you progress UT,,FZINQ,M,‘, PO
: tame
4. Click on OK ol
Getting Started
Exercise 2. Open a project

A standalone project is a .nvp file saved on your computer or on a network drive.

1. Click the File tab
2. Click Open.

Note: Ensure NVivo Projects from the File or Project type list is

displayed

3. Locate and select UQLTraining-NextSteps project

4. Click Open

Working with Data

Open
@ e Recent Projects

Browse  Cil-0 @ Nvivo Overview (Nvivo

| MVivo Projects (.nvp™.nvpx™.qda) i

Exercise 3.

a. BringinaPDF

1. Select Data - Files
2. Click the Import tab
3. Click the Files button

Import Content
Import Create
) | B E
wure Files Excel
4] Data
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Navigate to the Other Data folder
Double click Sea Grant Fact Sheet.pdf
Click on OK

Click on Import in the Import Files dialogue box

Click on OK in the Picture Properties dialog box
when it appears

The PDF is added to the list of files

b. Bringinimages

w

N o u s

o0

Select Data - Files in the navigator
Click the Import tab

Click the Files button

Navigate to the Other Data folder

Select Barrier Islands and Cape Lookout.jpg
Click on Open

Click on OK

Click on Import in the Import Files window

Click on OK in the Picture Properties dialog box
when it appears

The image is added to the list of files

c. Bringin Audio

A video or audio source consists of a media file and a transcript.
automatically created or purchased via NVivo and Transcribe.

SLAND

THE UNIVERSITY
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Import Internals

Impert from
sources\NViva_Training_Data‘\News Articles'\Sea Grant Fact Sheet pdf

More >> OK

Import Files 70X

Import

[ wrlo=ds\UQL NVIVO Resources\Other Det\Sea Grart Fact Sheetpdf| [ Browse

[] Create a case for each imported file [i]

Import Cancel

| Robert 10
& Sea Grant Fact Sheet 0

I Survey data 110 1305

.......

mport Create

ure Files Excel

Import Internals

Import from
NVivo_Training_Data\Other Data“Bamier islands and Cape Lookout jpg

Mare >= oK
Impart Files ? X
Import
QL NVIVO Resources\Other Data\Barier islands and Cape Lookout jog| [Browse |
! [ Create a case for each imported file 0
Import Cancel
Barbara n
Barrier islands and Cape Lockout 0
| Charles 11

The transcript can be manually ad

ded,

mport Create
1. Select Data - Files - Interviews r@ m
)
2. Click the Import tab e | Fiee | Excel
3. Click the Files button D
4. Navigate to the Media Data folder
MName . Date modified
5. Select the HEIEn.mps audio file & Helen 26/04/2015 6:02 PM
6. Click on open
4 of 35 NVIVO 12 Pro:
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7. Click on Import in the Import Files dialogue box

8. Go to the Audio tab in the Audio Properties
dialog box

Ensure Embedded in project is selected. This should be the
default setting

9. Click on OK

The audio file will be added to the list of Data - Files

Transcribe audio for coding

1. Double click the Helen audio file to open in
details view

2. Click on Click to edit

This will open the audio log for transcription beneath the file

3. Use the playback tools on the Audio Tools - Edit
tab

4. Click to enter timespan
5. Addo0-10
6. Click next cell to enter transcript

7. Add “Interviewer Question”

Purchase a transcript using NVivo Transcription

THE UNIVERSITY
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Import Files ?
Import
[i\uqeimies’\Downloads\UGL NVIVO Resources\Media Data'\Helen.mp3| [ Browse.
[] Create a case for each imported file (i ]
Import Cancel
Audio Properties
General [ | Atribute Values |
e Pz e —
Media
(® Embedded in project
) Not embedded - file location
______ ;
) Helen 0
™ Margaret 9
JHelen [
Click to edit

DELEIND[D'ZDEO'!DEDAD[D'SDD‘I'DDD‘I 10.01:20.01:30.01:40.01:50.
R R R

Audio Teols

Share Audio Edit
LU LT | . ’ _IE
P | o) - ]
Stop Play/ Start P
Loop - ] Pause | Selection Se

Playback

0:000 0:10.0, 0200 0:300, 0:40.0, 0:50.0 ,1:000 1:10.0 1:200 1:30.0 1:400 1509

Timespan ¥ Content
1 |0:000-0100 Interviewer question
What would be your vision for the community

2 0100-1190  Idon't want to sacrifice on for the sake of the other.

27

You can purchase a transcript from NVivo. As at February 2019 the cost per hour is $40 AUD with discounts

for 5 and 10 hours. Turnaround is advertised as half the length of the audio. So a 1 hour file would take 30

minutes to be available. See https://www.gsrinternational.com/nvivo/nvivo-products/transcription for full

details of how to create an account and purchase credits.

Import Transcript for coding

1. Click the Import tab
2. Click the Files button

mport Create
ure Files Excel

5 of 35
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. . . Import Files ? x
3. Select Helen Transcript in the Media Data .
mport
folder |'-.D:‘:mluads".UQL NVIVO Resources\Media Dda-Hs\entmnscnp{.duml | Browse |
[[] Create a case for each imported file [i ]
4. Click on Open import ez
5. Click on Import in the Import Files dialog box
J) Helen 0 0
6. C||Ck OK ) Helen transcript 0 0
Exercise 4. Coding Sources
a. Code documents

1. Go to Data - Files
2. Double click Helen transcript to open the file in

details view
3. Select “she doesn't want to sacrifice the —% = G

H . . :abalance — N .

environment to gain affordable housing” on the N

first row of content
4. Right click on selected text
5. Select Code...

Select Code ltems ? x

6. Hold Ctrl to select nodes

e Community Culture v 0 Nodss

» Interview Questions

e Realestate Development © Communty Cuture

e Natural Environment " @ o
7. Click on OK v IZ:.;Natural Environment
Check the Node hierarchy, coding has been added to the
appropriate nodes =] lj::jl Matural Environment 2

() Habitat %E 2

8. Repeat for other transcript paragraphs

b. Code PDFs

Be careful with PDF’s. If the file has been created as an image coding specific content will not be possible.

Goto Data - Files
Open the PDF
Highlight the first paragraph

sﬁlﬁl"ﬂlﬂt Water Quallty' Fact Shee(

et Cales Estuaries & Polluted Runoff 0060

‘activites that add pollutants to landscapes and nearby waters.
ferred to as nanpoint source pollution — is the number one catise of
ording to the N.C. Division of Water Qualy.

= IZ::] Matural Envircnment 2

4. Navigate to Nodes to display Hierarchy O Habitat >
Expand Natural Environment if necessary © Landscape !

() water quality 1

Drag and drop paragraph over Water Quality node © Vearsin Town %E .

6 of 35 NVIVO 12 Pro: Next Steps



c. Code Images

Go to Data - Files

Open the image “Barrier islands and Cape
Lookout”

3. Click and drag across the lighthouse in the image

Navigate to Nodes to display Hierarchy

5. Drag and drop selection over Natural Environment
node

THE UNIVERSITY
OF QUEENSLAND
AUSTRALIA

9(:) Natural Envircnment %E‘ 3

) Habitat

\::. Landscape 1

Exercise 5.

View Image Coding

1. Goto Nodes

2. Double Click to node Natural Environment to open
it

3. Click link to image Barrier Islands and Cape
Lookout

The image coding reference will be pixel co-ordinates:
starts at 330x270y and ends at 620x480y

4. The coded section will appear with shading

':_:' Matural Environment [

<Internals\\Barrier islands and Capeﬁookou‘b -E1r

Reference 1 - 7.44% Coverage

| 320,270 - 620,430 I

<Internals\\Helen transcript> - & 3 references coded

Reference 1 - 5.42% Coverage

Exercise 6.

Create a new node

1. Navigate to Nodes
2. Select Node on the Create tab

3. Enter a name - Social Media
4. Add a description — NCapture Data
5. Click on OK

The new node will be displayed in your node
hierarchy.

Create Explol

@ O [

aticnship  MNede | Docul

Codes

General |
Name Social Media

Description M Capture data

() Economy

--(::n Matural Habkitat

ey i .
E'""?“—" Social Media

7 of 35
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Codebook

A codebook is a list of your thematic nodes and their descriptions that you can export from NVivo. You (or

THE UNIVERSITY
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members in your team) can refer to the codebook to ensure consistency of coding.

Exercise 7.

Create a Codebook

Ensure your nodes have a description before generating a codebook.

a.

Add Node Description

1. Click Properties on the Home tab
2. Select Node properties...

3. Enter a description

4. Clickon OK

Generate Codebook

1. On the Share tab click Export Codebook
The Export Codebook dialog box displays.

2. Confirm a location for your codebook

By default, the Automatically select subfolders check box
is selected, so any subfolders will be included if you select or
deselect a parent folder.

3. (Optional) Select Include number of sources and
references check box.
4. Click OK.

Note: Your codebook will display as an word document by
default. Save the file to keep a permanent copy.

Alternatively: if you wish to share your codebook with
other NVIVO users or Qualitive data programs you must
save it is a .qdc file type

5. Inthe Export Codebook dialog box click
Browse...

6. Change the Save as type: to Codebook
Exchange Standard (*.qdc) and click Save

HOME

O A %

Refresh Cpen  Properties

- -

1]
[l
m

W Mode Properties...

Mode Properties
General
Mame Recreational Fishing
Diescription Information relating to
Share
== §
Print Export  Export
List List  Codebook
Export
Export Codebook ?
Save As

|C'\Users\uufetrou\Dssktoo‘£odsbook - UQLTrainingProj Browse:

Automatically select subfolders
=6 Nodes

B Interview Questions
EA'C Survey datz

Include number of sources and references

Carc

Export Codebook ? hed

Save As

C:\Users'ugdmiles\Downloads\UGL NVIVO Resoun:es'-.t| | Browse... |

File name: | Codebook - Training - 4-03-2019.qdc

Save as type: | Codebook Exchange Standard (*.qdc)

8 of 35
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7. Click OK

THE UNIVERSITY
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Exercise 8.

Import a Codebook

To provide easy reference to the codebook for all reaserchers, it can be imported back into your project.

1. On the Import tab click Codebook
2. Select the Codebook document (*.qdc)

3. Click on Open

4. Click on Import

NCapture for web sources.

~ I

-act Codebook

Browse.

Import Cancel

NCapture is a tool which allows users to capture web content including web pages, social media and

video/audio clips.

Exercise 9.

Import content with NCapture

To use the NCapture tool you have to first of all add the extension to your browser.

a. Install NCapture extension to browser (Google chrome)

1. Search in the browser
“NCapture Google Chrome”

2. Click the link to the Google Web Store

Check the extension available is offered by QSR International

3. Click “ADD TO CHROME”

4. Click Add extension

A confirmation pop up may display. You can now capture web content
for your NVivo project.

b. Capture web content

1. Navigate to a web source: http://abc.net.au

2. Open any article

4 - NCapture

OVERVIEW REVIEWS SUPPORT [

Add "NCapture™? @

It can:

Ncapture google chrome

All News Videos Maps Shopping

About 1,640 results (0.37 seconds)

NCapture - Chrome Web Store - Google

https://chrome.google com/webstore/.ncapture/igom

[N

+ Read and change all your data on the websites you visit

+ Display notifications

Add extension Cancel

9 of 35
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3. Click the NCapture icon on the addressline

4. Select Source type: Article as PDF & Capture for NVivo

This may not be successful with sites that contain dynamic data Source type
which automatically updates. You may need to use WebPage as L

Web Page as PDF

PDF but be aware this will include all content including ads.

Source name

5. OPTIONAL' Add a description Murray-Darling Basin Plan: South Australia demands answers from
6. OPTIONAL: Code at Node — Social Media Description || Meme

Add Node names for auto coding (New or existing)

Code at nodes

7. Click on Capture

Natural Environment

The article will be converted to a .nvcx file and the NCapture Chou cantire brocioss pacs
progress page will be displayed

c. Capture Media Clip Content

© Dynamic people and pa X

& C () | & Secure | https//www.youtube.com/watch?v=Dq

1. Navigate to youtube: http://youtube.com

G Google & Homepage-TheUn & HomePage|UQLib: & Blackboard Leam (@) Citrix

H . . Youl autocoding Nvivo on a mac
2. Goto an appropriate media clip m

https://www.youtube.com/watch?v=DqDaZNyUKOg

3. Click the NCapture icon on the addressline

& Capture for NVivo

Source type

ﬂ

Video and Comments Web Page as PDF

4. Select Source type: Video and Comments

5. OPTIONAL: Add a deSCfiptiOﬂ Source name
6. OPTIONAL: Code at Node — Social Media e —————

Add Node names for auto coding (New or existing)

Description Memo

7. Click on Capture
Code at nodes

Economy x || Community Culture %

Show capture progress page
MNCapture Motification x
Confirmation of the capture will be displayed @ Dynamic people and partnerships - YouTube
d. Capture social media content
1. Navigate to a twitter feed: twitter.com/UQ_News - ~
2. Click the NCapture icon on the addressline i

10 of 35 NVIVO 12 Pro: Next Steps
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& Capture for NVivo

3. Select Source type: Tweets are organised into a S':p
Dataset including Retweets =

4. OPTIONAL: Add a description
5. OPTIONAL: Code at Node — Social Media

Add Node names for auto coding (New or existing)

Source name

UQ News (@UQ_News) | Twitter

Memo

6. Click on Capture

Code at nodes

UNIFeed

You may be asked to authorise NCapture to use your twitter

account
. . N Authorize NCapture for NVivo t I

7. Click on Authorize app or Login useyourscoount? é

NCapture for NVivo
Gancel

You'll be returned to the twitter page.
8. Click on Capture ST
This can capture up to 5000 tweets

é Captures

The article will be converted to a .nvcx file

Type Message Status

ater'ip [ Complele @

e. Import NCapture content

1. Open NVivo project I Home  Import  C

2. Navigate to Data - Files I é E I

ct NCapture Files E

3. Click Import Tab and click NCapture

ct Web Data
Import From NCapture
4. Browse to locate captures folders, if necessary
Import From
Captures are usually located in the Downloads folder depending on the [C:\Users'wiftrou\Downloads

Select captures to import

browser used.
() All captures not previcusly imported

5. Click Selected Captures O All caplures
(®) Selected captures
6. Select the captures to be imported 0 Sourse Name
i/ UG News (@UG_News) ~ Twitter 17101

7. (Optional) Select Merging matching social media datasets

This is the best way to bring in data captured over time Merge matching social media datasets (including p

8. Click on the Import button

. . | Thomas a 23
9' NaVIgate to Data - Flles | UQ News (@UQ_News) ~ Twitter 1 3114
) William 10 24

The imported content will be available.

11 of 35 NVIVO 12 Pro: Next Steps
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Exercise 10.

Explore Imported Social Media Content

a. Display chart of social media content

1.
2.

Navigate to Data - Files

Double click UQ News Twitter

Click the Chart tab at the right

) UQ News (@UQ_Mews) ~ Twitter

Chart Tools

VIEW CHART
Click Select Data on the Chart tab in the ribbon 'X , m : ‘_ ;E
o | oo
Chart Optiens
Select the data that is displayed in the chart.
Select Timeline by quarter for the X-axis -
Select Number of references for the Y-axis Trocke by aiier “
Yﬁ:;mber of references ~
I UQ News (@UQ_News) ~Twi (02017 July-September [

Double-click the chart series to see tweets

b. Display cluster analysis

1.

2. Click the Cluster Analysis tab at the right

Double click UQ News Twitter

A horizontal dendogram will display

<Internals\WWO News (@UQ News) ~ Twitter> - § 2216 referer

Reference 1 - 0.03% Coverage

Still more tales from our intrepid #UQ Journalism students. Read all aboy
https :/£.coAVNACEWE]

Reference 2 - 0.03% Coverage

UG News (@U0_News) ~ Twitter

UQideaHub
BrisOpenHouse
bnschiz
RCCUQ

_|: CoralCoE

customshousebne

berniew0
uQ_ilab

—
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3. Change to a 2D or 3D cluster on the ribbon

4. Double-click on any entry to view details

c. Display map

1. Go to UQ News Twitter

N o u s

Click the Map tab at the right

Double click a pin to see tweets

Right-click on map
Select Export Map...
Choose a save type, location and file name

Click Save

THE UNIVERSITY
OF QUEENSLAND

AUSTRALIA

- NVive Pro Cluster Analysis Tocls

EXPLORE LAYOUT VIEW CLUSTER ANALYSIS

S5 s

(5]

) UQ News (@U0_MNews) ~ Twitter

P, e
"‘z. - X .. d
Europe 7
Y A ;'klrga 99 " = y{ ’
9,‘?/»
. d Africa -
(o, " e ¥
i
J e
. %f 9
) UQ News (@UQ_News) ~Twi  (_)UQ News (BUQ_News) ~ Twit [x

<Internals\\UQ News (@UQ MNews) ~ Twitters - § 3 references coded
Reference 1 - 100.00% Coverage

AT @AusSMC: Increasing effective decision-making for coastal marine ecosysten
étps-/£ cofF4f Ao ONtci https /£ coiPypbly:

Reference 2 - 100.00% Coverage

F1UQ News (@UQ_News) ~ Twit 3¢ (D)UQ News (@UQ_News) ~ Twi

T

Export Map. Cirl+Shift+E
Print k 1l

. Copy. (—Vu—( ;}
¥ *";“ - - ' '} ?
\9 orth ,?ﬁ’

erica

4
«
L=
[2:]

Exercise 11.

AutoCode NCapture import

=

Navigate to Data — Files and select UQ News Twitter

Click AutoCode on the HOME tab

Confirm Code at nodes or cases for each value in
predefined Twitter columns

Click on Next

= I~ w ==
Code  Auto Range
- Code Code

Welcome to the Auto Code Wizard

Create and code at nodes or cases based on the column names or row values in your dataset

(@ Code at nodes or cases for each value in predefined Twitter columns
For example, you could create a node for each hashtag and code the Tweets at each node

Username | Tweat Hashtags

Parsonl climata
Parsan2 arctic
|

Hode

13 of 35
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Auto Code Wizard - Step 2 of 3

Node names

5. Select the Username and Hashtag options, if necessary oot 2 o o each

6. Click on Next [A Username
Hashtag

[] Menticn

Auto Code Wizard - Step 3 of 3

Select a location for the nodes

7. Enter a name for the Nodes — Twitter Hashtags Under fickiorc
Location |Nodes
8. Enter a name for the Cases — Twitter Handles Name [Twiter Hashtags
9_ C||Ck on Finish Select a location for the cases
Under MNew Node
This make take a little while depending on how many tweets you have P— ==
Mame |Tw'rﬂer Handles
Exercise 12. Explore Twitter Data
a. Nodes
Nodes < |Nodes
1. Navigate to Codes - Nodes 410 Noges + Narme
Interview Questions () Community Culture
2. Expand Twitter Hashtags Survey date ECONOMY
a4 () Cases Matural Environment
3. Expand Hashtags Survey data O SocalMedia oo
& Relationships EH itter Hashtags
This will let us see the hashtags used in the UQ_News twitter account Node Matrices 3.0 Hashtags
A . Nodes
4. Click the References heading to sort column + Name Sources  References
. = () Hashtags ] o
5. Double-click any hashtag o . . -
Science 1 37
) UGChangeMake 1 23
£ UQ News (@UQ_News) ~Twi  ()Science %
zInternals\\UQO Mews (@UQ Mews) ~ Twitter> - § 37 references
You will see all tweets with the selected hashtag TR
RT @QldBraininst: #Did Youknow OCD s areal mental disorder than can b
HOCD #Hscience hitps /.
FUQ News (@UQ_News) ~Twi  DScience 3¢
6. Click Dataset tab at the right
UQNews i
This will display the dataset entry number with the tweet. Tweets (BUQNers). E
captured will only be 280 characters this may cut off any automatic links R G T D 3 Sl T BERAE =
Or URL'S remely debilitating. #mentalhealthweek. #0CD #science https://t.

343 [Enjoy Moreton Bay atfree Redcliffe UQ Biodiversity Roadshow.

#Brisbane *Redcliffe *Quesnsland #Science

UQ News &
e @UQ_News m M
Want to create lasting memories while you

Click a tweet link to navigate to source travel? #UQ's Dr Baumann suggests you
follow your nose.

bit.ly/2hMApJP @TravellerAU
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b. Cases
1. Navigate to Cases - Cases Nodes < |Cases
. 4 () Nodes * Name
2. EXpand Twitter Handles Interview Questions | B-() interviewees
Survey data = |’_J interviewers
3. Expand Usernames 4 () Cases = -’;1 Twitter Handles
This will let us see the most frequent users/references in the UQ_News Survey data

£ -_/j Username

twitter account

Cases
1. Click the References heading to sort column(if required) + Neme Sources  References
=l -’J Username 0 0
2. Double-click any Twitter Username G vanews 1 2483
\_’J HASSUQ 1 90
€ UQHeslth 1 47
1

41

) ugalumni

1 UQ News (@UQ_News) ~Twi  (3UQHealth [x

<Internals\\UQ News (@UQ News) ~ Twitter> - § 47 references

. . Reference 1 - 0.03% Coverage
You will see all tweets with the hashtag selected

RT @UQHealth: .@ UGPharmacy hosts the 2017 International Society for
Conference later this manth.
hitps /7

Reference 2 - 0.03% Coverage

UG News (BUQ_News) ~Twi  (UQHealth [x

3. Click Dataset tab at the right

p—
oseieq ofloiojey  AlbWWINg

UQ News
(@UQ_News) ..
. . . . (47)
This will display the dataset entry number with the tweet. Tweets = £ —
captured will only be 280 characters this may cut off any links or URL’s 130 R @UGHeskh: GUGPharmacy hosts the 2017 Interntionsl society e
onfers

198 [RT @UQHealth: @UQPsych's Magen Seymour-Smith comments in thi
'Instz-mums could be damaging for already depressed mothers' htps:

2017 HaBS 3MT Faculty Finalists

Click a tweet link to navigate to source

Exercise 13. View Classification Sheets

a. View classification structure

Case Classifications

+ MName
= mp P
1. Go to Cases =) “Ermon
+ 5y Survey Respondent
2. Select Case Classifications = £ Twitter User
. * Mame
3. Expand Twitter User Name
A list of column headings or attributes for each user/case is displayed Web
Bic

Number of Tweets
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a. View classification content values

4. Select Home tab click on Case Classification

5. Select Twitter User

The values of each attribute for each member is displayed. This can

be changed via drop downl lists attached to each cell

Source Classification
Shests =

) Twitter User

A Name

THE UNIVERSITY
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AUSTRALIA

Caze Classification
Sheets =

Residents

i B :Web i

1 _LachlanGrant
2: A_Sinodinos
3. abcbrisbane
4: sbonewsNT
5 ; aboavernights

Lachlan Grant

hitps i/t co/DHLYry\wiBLb

Arthur Sinodinos AQ

hitpr it coliDISTF pi4

ABC Brisbane

hitps i/t colOHToDmkLxa

& : Adnanriaz7

aberewsHT http:/t calkkCJORITID
ABC Overnights http:/t calEhugdfmivfuh
Adran riaz hitps:/tcollMg YK WY
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Sets
Sets are a flexible way of grouping your sources and nodes. Items in a set are references or 'shortcuts' to
the original files. You can delete an item from a set without removing it from your project.

Exercise 14. Create Sets for Analysis

a. Create Set

a Ul Search

. | Queries

1. Navigate to Search - Sets
L Query Results
2. Right-click on Sets folder Mode Matrices
5§ NewSet.  Ctrl=Shift«N
3. Select New Set -, Sean _
& Add to Quick Access
- 2 Mans
4. Add Long Term residents fEmEpEEs
5 C||Ck on OK MName |Longterrn residents
. . Diescription Participants brought up in Down East

6. Repeat for Incoming Residents

b. Add members

a4 O Search & Add Set Members
| Queries 15 AddTo Set..
1. Right-click on set Long Term Residents ' QueyResults @) Creste As Set.
Neode Matrices () Create As Code
2. Select Add Set members... B ¥ SetProperties..  ClrksShift+P
&0 Incoming reside 5§ Add to Quick Access
') Long term residents
3. Goto Cases Select Project ltems
4. Expand interviewees Alu:t‘omat:ctallysle\edsubfolders - [] Automatic
0 smernals (5| Barbara
5. Select: Barbara, Dorothy, James, Margaret, Mary, ot Maes 016 Crories
P~ ; & [ Nodes 1€ Danicl
Patricia, Richard, Robert and Susan ’ E,_D_ N e T
¥ Survey data -
H £ Sentiment G| James
6. Click OK [ serimen
Collections < | Long term residents
- Sets . Name
) . () In coming Residents {#) Interviewees\Barbara
All selected cases will be added to the appropriate set @ Long tems reident ) Interviewees\Dorothy
4 ' Search Folders ﬁ) Interviewees\Mary
L All Nodes E_U Interviewees\James

Repeat for In Coming Residents

7. Select: Charles, Daniel, Maria, Thomas, William
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Exercise 15. Create a Matrix Coding Query using Sets

Matrix coding query can easily compare coded material across different demographics or among themes.

This can help you see patterns in your data and help you answer questions about your research. We can

look at the intersect between sets and nodes.

a. Create a New Matrix from Sets

What we want to know is...

What do long term residents and newcomers say about Development Down East?

Import Create Explore
= 2
1. On the Explore tab click Query Wizard @s ;B @1 4
The Query Wizard dialog box opens Cuery Text Word Ci
Wizard | Search Frequency
2. Select Find coding intersections between two lists of
items (®) Find coding intersections betwsen two lists
of items
3. Click Next
4. Click Add Selected Item:s... | Add Selected ltems... | (e.0. Nodes. Attribute Values)
. . Select Project Items
5. Inthe Select Project Items window select Sets
Automatically select subfolders [] Automatically ¢
6. Long Term residents and In coming residents will be E e— g s
Externals -
T (| Long term residents
selected L0 e
O @ Relationships
7. Click OK . E g:::sflass\ﬁca(mns
I Memos
. [] & Query Results
%% Node Matrices
8. Click Next
9. Click Add Selected Item:s.... | Add Selected ltems... | (e.0. Nodes, Attribute Values)
10. Expand Nodes
Select Project Items
11. Select Interview Questions 1 Aol slctsbider I Aoty st e
# ] Files + HName Nickr
File Classifications | @.1. Connection to Dawn E
12. Click OK LI e
€ Q.2. Connection to Down E
Theme nodes represent coded text in the content ' 0.3 rofessiond perapeciv
* Survey data Q.4. Community and Enviro
. EI'g Sentiment Q5. Vision for the future of
13. Click Next i E“ E:i':”smps [41() @6 Barmers o 2nd opportu
[T1 73 Case Classifications
14. Search in Files & Externals P @ Files & Externals
15. Click Next
16. Add this Query to Project if you wish to rerun the query

i Fun th
again after or () Run this Query once

Run this Query once if you only wish to use the query ® Add this Query to Project
once =
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17. If you Add this Query to Project give the Query a Name
and a Description (optional)

18. Click Run

19. You can run the query anytime from Queries in the
Navigation view pane.

20. Double click set matrix result number to see content

b. Viewing and amending matrix results

1. Click Node Matrices on the View tab
2. Select Words Coded

The number of words coded by each gender for each question will be
displayed.

3. Double click on any number result to see the coded
references

Classifications

THE UNIVERSITY
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AUSTRALIA

Querny

Name ‘Development thoughts

Deseription (| sng tem and incoming resident thoughts on development|

Nodes < |Node Matrices
) Modes % Name
£ Cases Matrix1- gender feedback
& Relationships

Nede Matrices

221 Matrix1 - Results Preview %

1: Survey Respondent.Gender = Female  w 40 38| 34
2 : Survey Respendent:Gender = Male 7

Node Matrix -
Cell Content
Relationships
Coding Links
Aatrix1 - Results Preview  x Matrix1- gende

A The nstursl environm
irvey Respondent.. 7| 0
ey Resnondent- 'l 64

225 Matrix1 - Results Preview %

1: Survey Respondent... 7} 293 | 266 | 230
2 : Survey Respondent:... 7| 412 396 | 332

Coding allows you to organize your sources for later data analysis. Classifications are necessary to allow for
further querying of data. They store information about your participants and sources. They provide a way
to record descriptive information about the sources, nodes and relationships in your project. Think of this
as a way of creating a database of imported content to help analyse it further. You can only have one

classification applied to a node or source at any time.
These generally fall into 3 levels: The Classification

The Attributes within the classification
The Values included in each attribute
Assigning cases and sources to classifications will allow you probe your data in a bit more depth.
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Exercise 16.

Import a classification sheet

NVivo associates your interview data with your attribute or demographic data through a case classification

a. Import Spreadsheet of demographic data

1. Navigate to Cases — Case Classifications
2. Rightclick in List View

3. Select Import Classification Sheets...

4. Click on Browse...

5. Select Other Data folder - Interview
Participants_Classification Sheet.xIsx

6. Click Open
7. Click on Next

4 l’_,l Cases
4 (7 Cases
Survey data

& Case Classifications

Impart Classification Sheets Wizard - Step 1 of 4 ? x

ion Sheets Wizard

to the ImportC

Select the file toimport

LG Team\ T Trainers\Courses'\Other Courses\| [ Browse.

The key thing to this process is that NVivo will automatically recognize that you have a case node and associate all relevant
information with the case provided that the name of the case node is exactly the same as the first cell in the spreadsheet

Confirm Classifaction type is set to Case Classification

8. Select the options:

a. Create new attributes
b. Update the classification of existing sources or cases
¢. Replace attribute values of existing sources or cases

9. Click on Next
Confirm how the cases are represented

10. Select As Names

11. Click on Select...

12. Select Cases\\interviewees

13. Select Create new cases if they do not exist

14. Click on Next

15. Confirm the Date, Time and Numbers formats

16. Click on Finish

Specify how to classify files or cases

Classification type Case Classification

Create new attributes if they do not exist
Update the classification of existing items

Replace atiribute values of existing files or cases

Import Classification Sheets Wizard - Step 3 of 4 7

Specify haw cases are represented in this file

® 4s names

Location for these cases in this project

|cases\nterviewees | [selest

() &s hierarchical names

O As nicknames

Create new cases if they do not exist

Import Classification Sheets Wizard - Step 4 of 4

Specify how dates, fimes and numbers should be imported

Attribute Value Format

Unassigned [Urassigned]

Not Applicable Not Applicable

Date, Times and Numbers

Date Order Day Morth Year  ~| [] Four Digit Years

Time Delimiter [ ] Decimal Symbal
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N
2y Person x

A Gender | B : Age Range
The classification sheet will display P ik 28
3 Dorothy female naot available
4 - Helen female not available
b. Apply cases to classification
1. Navigate to Cases - Cases
2. Expand Interviewees (if necessary)
Cases
- . * Hame Sources References.
3. Select all interviewees cases pep—
T -, ¥
4. Right click on selection Gows
5. Hover over Classification © o 1 stinin :
o viilliam v
6. Select classification: person

The data will be classified with attributes but will have no assigned values yet.

c. Add/Edit attribute values

Case Classifications

1. Navigate to Cases — Case Classifications B }; 2::;
2. Expand Person classification (if necessary) - b 'Z::er
Right-click Age Range Fo Aaerine BE import Atrbute Valus
3. Select Attribute Properties... B —I
% Attribute Propertjes...
4. Click the Values tab  —————
5. Click the Add button g ]
6. Enter 30-39 }Em.{“ } - ﬁ
7. Click the Add button "55:3'9' . F—
8. Enter 50-59 ‘5: ) | _ ) um M
9. Click the Sort button —
e Descpor o
10. Click the left side of the not available option ft opleatle Hers
11. Click the Remove button E;:;Z E
15 Click OK T - |
i | [Remoe g eve Un
If the removed attribute value is in use you will be W
prompted to select an alternative — If so select Smrmsmrenacs
Unassigned — click OK —
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5 }Person »x

d. Assign values to classification entries

1. Assign a gender to each interviewee A:Gender V| B:fge. ¥
1 Barbara female 40-45
2. Assign an age group to each interviewee 2 - Charles male B0+
3 : Daniel male 50-55
Querying Data
Exercise 17. Compound Query

Compound queries combine node and/or text searches. These can be used to check the thoroughness of
project coding.

a. Create a New compound query

Explore Share Classification

1. Select the Explore tab - Click Compound Y S &5
The Compound Query dialog box opens oy
Compound Query
2. Click the checkbox Add to Project [] Add o project
3. Enter a name Text coding General | Compound Criteria | Query Options
4. OPTIONAL enter a description Query type |Compound Query
MName |text coding
Compound Query 7
5. Click on the Compound Criteria tab R
General Compound Criteriz | Query Options
6. InSubquery 1 choose Text Search Query =
Subquery 1 Text Search Query v __Cm(ena.
. - N NEAR Content ~ Options.
7. Click on Criteria... T ————— S T
Subquery Properties

Text Search Criteria l

Search for cortrolled]
8. Enter text to search - controlled
9. Click OK
Finding matches Exact '
Search in Ti=t
10. Change the query option to AND NOT Subauery 1 =
11. This will exclude the subsequent criteria AND NOT
Subguery 2 Coding Guery

12. In subquery 2 choose Coding Query
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13. Click on Criteria...

Coding Criteria l

14. Select A particular Code or Case Sinple | Agyanced |
Search for content coded at

15. Click select... (®) A particular Code or Case
() All these Codes or Cases

() Arar of theca Cadee ar Czcae

Select Project ltem

16. Select the Natural Habitat Node

* Mame

O
@ Cases )| Attitude

17. Click on OK ?:T;T;?mps | Community Cultore
| Resulis ()| Economy
) &5, Search Folders Natural Habitet
18. Click on OK s T

General I Compound Criteria  Query Options

Results

Option Preview Only
19. Click the Query Options tab Location \
20. Go to Spread Coding — Spread to - Broad Context E:m |

21. Click on Run (bottom left)

Spread Coding
Spread to Broad Context

None
Coding Reference
Narmow Cortext

Broad Context ..
Custom Cortext
Entire Source

5\ coding text - Results Preview |3

Results will be displayed

Tabs on the right allow results to be displayed as a Summary, by Reference, 4 Nome In Folder Reterences {
TeXt or Dataset [w Mary and James Internals\\Interviews 1
&) Survey data Internals\\Survey Data 15
Exercise 18. Create a Coding Query

What we want to display is...All the interviews which over 50 year olds reference the Economy

Classification

@ 2 Coding Comparison

£l Compound
atrix  Crosstab
Coding JE Group

Explore

1. On the Explore tab - Click Coding '@‘

Word
requency

2. Confirm Settings in the drop down boxes:
Search in Selected ltems.. Selected Folders

ANY of the following are true - PP
n ~  of the following are true
Coded at Any Selected Code or Case Coded at + | Any Selected Codeor Cose O

3. Click the Ellipsis button
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[ Automatically select subfolders [ Auvtomatically select des

4. Select Economy and its child nodes

5. Click on OK

| Relationships
+[]% Results
=[], Search Folders
- [@]% All Nodes

6. Click the + symbol on the right to add another

. . Search in Selected ltems...
search criteria

Any ~ | of the following are true
7. Se'eCt Any case where Coded at = AnySelected Node  ~
Coded at « Any Case Where -
8. Click the ellipsis button
4+ Name

|| Survey Respondent

* Name

9. Expand Survey respondent L Sk
~" | Pace of development

10. Select Age

[= | Education Level

11. Set the Age >=value P ————————
Survey RespondentAge >= value v
12. Set value to 50 E  —

13. C“Ck Run Query Save Results... | | Add to Project...

Results may be displayed

14. Click Save Results... to keep a copy of results in the * Name # InFolder References
. =l Barbara Internals\\interviews 1
prOJeCt [ Charles Internals\iinterviews 1

# Dorothy Internals\interviews 1

15. Click Add to project... to save the query settings

If no results appear it might mean no coding exists at this point in
time. A message displays indicating there are no results.
Change query settings or add coding before running query again.

| . Thequery returned no results.
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Exercise 19. Code Charting
a. Create a chart from node content
1. Select Codes — Nodes
Nodes < | Interview Questions
4 /() Nodes %+ Name

2. Click on any node
e.g. Codes — Nodes — Interview Questions —
Q.1. Connecto to Down East

3. Onthe Explore tab select Chart
4. Select Chart Node Coding

A chart will display reflecting a descending amount of coding
for node content

b. Create a coding chart from multiple nodes by attribute values

Interview Questions i) Q1. Connection to Down East

Survey data () Q2. Connection to Down East

QUERY EXPLCRE LAYOUT VIEW

—] o
. I I = oy A,
[ | "
Concept Chart  Hierarchy Cluster Comparison
Map - Chart = Analysis Diagram ~

il Charts...
Il Chart Node Coding

Wl Chart Mode Ceding by Attribute Value

tions

What we want to chart is... coding references in the interview questions by age group

1. Select the 6 interview question nodes

2. Onthe Explore tab - click Chart
3. Select Chart Coding by Attribute Value

Chart Options dialog box opens

4, Chart items — X-axis Attribute - Select
5. Expand Person

6. Select Age Range

<|Interview Questions

B2y

Chart  Hierarchy Mind Project Cof
- Chart ~ Map  Map |

1l Charts...

Il Chart Ceding by Attribute Value

E1{#7p| Person

. Name
Gender
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7. Click on OK

8. X-axis attribute (below Chart items): All attribute
values except “Unassigned”, “Not Applicable”

9. Y-axis: Number of coding references

10. Click on OK

A chart will display showing the coding criteria requested. Use the chart
tab on the Ribbon to change chart settings e.g Tye, Labes, Gridlines

c. Hierarchy Chart

THE UNIVERSITY
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H-ais attribute
All attrbute values except "Unassigned’, Mot Applicable”

Y-ads

Mumber of coding references

A Hierarchy chart lets you visualise the coding associated with either nodes or sources or the values

assigned to either cases or sources.

1. Navigate to Codes - Nodes
2. Go to Interview Questions folder

3. Select all question nodes

4. On the Explore tab - Click Hierarchy Chart

Hierarchy Chart wizard opens

5. Select Amount of coding for: Codes

6. Click Next

7. Compare: Select Items
Click Select
Expand Nodes
Select all Interview Questions

8. Click OK

“|Interview Questions

4 o Quick Access
files * Name
Memos © Q1. Connection to Down East
© Nodes (© Q4. Community and Environmental Change
(©) Q5. Vision for the future of Down Esst
g=Lo (D) Q2. Connection to Down East natural environment
(©) Q6 Barriers to and opportunities for achieving your vision
(© Q3. Professional perspective on Down East
Survey Data
UQ Open Day - You
File Classifications
o Btemal:
4 © Codes
410 Nodes

Interview Questions.

Hierarchy
Chart -

Hierarchy Chart Wizard - Step 1 of 2

Welcome to the Hierarchy Chart Wizard

what would you like to visualize?

Amount of coding for:
(®) Codes

() Files, Externals & Memos

Compare O Q) All codes
O All cases

@ Selected tems Select..
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= 00 Nodes + Name
UoMNEEEEE | et
1'% Survey data .
[J'ee Sentiment )| 92 Ccnnecﬁ
[]'& Relationships 3| @.3. Professic
# []'6) Cases ) G4 Commun
[[]'#) Case Classifications -
CJ'. Query Results y| @.5. Vision fo
% Sets ()| Q.6 Barriers
9. Codes at: All Files, Externals & Memos Codedat (@ AllFiles, Externals & Memos
. . . (O Selected ltems
10. Click Finish
0.5V ision for o8 iU B SLommumity s {01 ALonncction’
A hierarchy chart of coding is displayed
(6IBSTIEr {5 BN Bropportunitics ) 18 WProTeesio:
LLESLONTCEIRNTE TLIOMTE S51 FRLIEL

Exporting NVivo Data

Exercise 20. Export Node References

Node References will export to a Word document as a default

1. Select the node to export in List View
(Natural Environment)

2. On the Share tab Click Export Export

" Export Options 7 X
3. Select Reference View o
(O Entire Content (.htmi)
(®) Reference View (doc .docx .rif .txt pdf)
O Summary View (xls xisx doc docx rif bt pdf)

4. (Optional) select the Browse button to change
the name, location or format of the exported file

Save As
VEANVIVO20171010NMatural Envircnment docx

|| Erowse

5. (Optional) Select the properties and related .
content that you want to include in the exported P;",’fm T—— -
file. (] Description
6. (Optional) Select the Open on Export check box 2 enctsons £ Restonsips
k] See Also Links A Memo Links
7. C“Ck OK [ Open on Export [ oK ] Cancel
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The exported references will open
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[Name: Matural Environment

<Internals\\Barrier islands and Cape Lockout> - § 1 reference gaged, [4.22% (
Reference 1 - 4.22% Coverage

360,290 - 570,460

<Internals\iHelen transcript= - § 2 references cogled [16.84% Coverage]

Reference 1- 6.75% Coverage
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Exercise 21.

Export a Node Summary

A Node summary will export to an Excel spreadsheet as a default

1. Select the node to export in List View
(Natural Environment)

If you export a parent node with node aggregation turned on, the
exported node includes content coded at the parent and content
coded at all of the child nodes.

2. On the Share tab - Click Export

3. Select Summary View

4. (Optional) select the Browse button to change
the name, location or format of the exported file

Note: All the Include options are greyed out

5. (Optional) Select the Open on Export check box

doc docx rif txt pef)
s xdsx doc docx tf bt pdf)

[es\Downloads\uaL NvIVO ]| Bromse.

Name Only

6. Click OK
Open cn Export [ oKk ]| Cancel
A B c
Narme |in Folder |References |Coverage
The exported summary will open # Barrier islands and Cape Lookout  Internals 1 42%
7 Helen transcript Internals 2 1684%
;'..‘a Sea Grant Fact Sheet Internals 1 5.87%
Exercise 22. Export a Node Matrix

A Node Matrix query will export results to an Excel spreadsheet as a default

1. Navigate to Search - Queries

2. Double click Class Matrix to run
3. Right click anywhere in the matrix
4

Select Export Node Matrix

5. Click on Save

The matrix will be available as a spreadsheet.

* Age Classification '

A Person:fge Range =
n

1 : Community Culture =

2. ECONOMY Open Nede Matrix Cell
3 : Fizhing Ww Export Node Matrix...
4 . Commercial Fishing ‘\%‘! Print k

© SaveAs

A || « NewNextSte.. > OtherData v|®] | Search Other Dat

Organize v New folder
. =
& Creative Cloud Files Narne
@7 Interview Participants_Classification Sheet.x|
@ OneDrive
I This PC ol
RN [ Classificationas
Save astype: |MS Excel (*adst)
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Reports and Extracts
Reports contain information about your project that you can view and print. An extract allows you to
export a collection of data for complementary analysis in other applications.

Exercise 23. Create a predefined report

a. Create areport

1. Navigate to Output - Reports 4 |~ Output
2. Select the Reports folder Reporis
3. Double click Code Summary Report (] Extracts
FeOpions
Do you want to filter the results?
4. (Optional) Click a check box if you want to filter results Toretrieve only data that meets paricular rteia, select the check b
You can select the comparison type, and then enter values or click thy
a. Click Select to define filter criteria
Field Companson
5. Click on OK o
Cancel

The report is created and displayed in Details View. This includes a Report Map and thumbnails. Reports are dynamic and
generated when run. To retain this information as a snapshot of progress you can export the results or create an extract.

= Cosing Summary By Node Re 3¢
-1 Repots\ ary By Node Repart s

o e
Questons\Q.1. Conr Coding Summary By Node .
Report Map e a2om New Getting Starred Thumbnails
Questions\\Q 4. Com 31/10/17 10:43 AM
e
g2 e S ——
=
t: Node
e adtit
" S
i ety Report
-] Nodes\\Years n Town Intern iflvs\\Maria and Daniel
. e —

somspun, caigrons, tcacse a aes

b. Export areport

% Export Report Results Ctrl+Shift=E
]

1. Right click on the report = Print e R
ew Getting Started
31/10/17 10:43 AM

2. Select Export Report Results

3. Navigate to a location for the extract to be saved 4[|« 2017 Training > NVivo Training »
. . . Organize = New folder
4. Choose Save as Type if you wish to use a file type other ~ - -
than Word = _NVivo20170803
= _NVivo20170813

5. Click on Save

MNvivo20170821

<

EIRED I Coding Summary By Node Report.docy

Save as type: | MS Word Files (*.docx)
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Exercise 24. Create a predefined extract

a. Create an extract

1. Navigate to Output - Extracts EJ Coding Structure Extract
|5|_5| Coding Summary By Code Extract
|;|_;| Coding Summary By File Extract

2. Select the Extracts folder
3. Double click Coding Summary by Code Extract

Do you wan to filter the results?

To retrieve only data that meets particular criteria. select the check b
You can sebect the comparison type, and then enter values or click the

4. (Optional) Click a check box if you want to filter results

a. Click Select to define filter criteria ] o S

=
5. Click on OK O
O

[ ox ][ coe

i <« _2017 Training » NVive Training »

Organize » New folder

6. Navigate to a location for the extract to be saved . ~

MName

H

H

_NVivo20170803
_NVivo20170815
Nvivo20170821

7. Change the file type to MS Excel (*.xlIsx)

H

H

8. Click on Save K

File name: | Coding Summary By Node Extractadsx

Save as type: | MS Excel (*xlsx)

| . Extract generation completed successfully

9. A success message will display on completion.

b. Open the extract in Excel
You may need to tidy up the extract before further analysis in Excel. All numbers brought across will be
interpreted as text. This needs to be converted into numbers for reliable calculation

| X B-
File Home Share View
1. Navigate to Coding Summary by Code Extract.xlsx € v« 20Training > NVivo Training
m - Mame
2. Double click to open the spreadsheet 3 NVIVO Training Project
Jﬁ @ Coding Summary By Node Extract.xlsx
= 5] Fishing xlsx k
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ACROBAT Q Tell me what you want to do...

nEm Y =M=

El Sort Filter Textto Flash Rem

3. Select column J (Coverage) TV Advanced i S
Sort & Filter
4. Click Text to Columns on the Data tab
H | J
se Classification Folder Location Coverage | B
Internalsi\Interviews " 0.0148 I’

Convert Text to Columns Wizard - Step 1 of 3

The Text Wizard has determined that your data is Delimited.
If this is correct, choose Next, or choose the data type that best
As only the cell content needs converted we do not need any other steps SR

Choose the file type that best describes your data:
i - Characters such as commas or tabs sepa

5. Click on the Finish button

(O Fixed width - Fields are aligned in columns with spac

Developer ACROBAT Q Tell mewhat you want
Ensure the column is still selected - Tt Percentage -
6. Onthe Home tab click the Percentage button gedCenter - § - [38 > | B 55 Condtona)

! leher i

Extension Exercises

Further Classifications
If you do not have a spreadsheet of demographic information you are able to create your own classification
sheets and apply appropriate content to each case or source classification.

Exercise 25. Add ‘case’ classifications

a. Create a CASE classification
i!E A case can only be in one classification at a time

. A fycC
1. Navigate to Cases - CaseClassifications 4 Ky Gases
4 (7 Cases
2. Rightclick in List view Survey data

3. Select New classification ¢y Case Ulassifications

Mew Classification

4' Add aname: ReSIdents (®) Create a new classification

5. Click on OK Name Residents
Description
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b. Add attributes and values

1. Click on Residents classification

2. On the Home tab click Case Classification select

New Attribute

Go to the Values tab

Click on the Add button
Enter Over 50 attribute value
Click on the Add button
Repeat for Under 50

W 0 N o U A~ W

Click on OK

Add an attribute name - Age group

10. Repeat above to add a new attribute - Gender

11. Add the values Male, Female, Non Binary

12. Click OK

THE UNIVERSITY
OF QUEENSLAND
AUSTRALIA

Case File
Classification *  Classification =
&) MNew Case Classification...
o1 Import Classification Sheets...

New Attribute

Attribute Properties

General !

Value
Unassigned

-

Nat Applicable
Ower 50
Under 50

Male

Female

Mon Binary

Exercise 26.

Add ‘File’ classifications

a. Create a File classification:

Ll A File can only be in one classification at a time

1. Navigate to Data — File Classifcations

2. Go to Create tab - File Classification

3. Select Add one or more predefined

classifications to the project

4. Click the checkboxes for the classifications to

add:
e Audiovisual Material,
e Book
e Electronic Article
e Interview
o Webpage

5. Click on OK

The new classification for File Classifications will appear.

Source Case

Clas]i/igication Classification
Classifications

> Relationship Type

New Classification

Create a new classification

Q! Add one or more predefined classifications to the project

v Grant
Hearing
oA [nterview
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b. View File classifications; attributes

File Classifications |:

+ Mame
i . e . £ Audiovisual Material
1. Click on Data - File Classification & 7= Book
. + Electronic Articl
2. Select Interview s
- Interview
The interviewees will be listed under this classification + Reference
+ Web Page
¥ YouTube
= Intensiew
3. Click on the plus symbol
+ Mame
This will open the classifications to see attributes )
Interviewee
c. Moadify attributes and values
= Interview
+ Name

4, Double click on Interviewer "
Interviewee

Interviewer h

Click the Values tab
Click the Add button

Attrbute Properties o —-——-

5
6
7. Enter Henry
8. Repeat for Nancy, Linda and Elizabeth * = —
9

Qe

Click the default checkbox alongside Henry
10. Click on Apply =
11. Click on OK

If you choose to add values to a date and time attribute the
format will be - dd/mm/yy hrs:mins:secs.am

Apply oK Cancel |

d. Apply classification to Data

1. Navigate to Data - Files l:tsrviews .
) Helen
Go to interviews A . —
") Charles
Select all interviews agmvt

Wi Ul

Hover over Classification

2
3
4. Right click on selected interviews
5
6

Select classification: Interview
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Exercise 27.

View Classification Sheet

1. Go to Data - File Classifications in Navigation
view

2. Double click on interview
The entries will be displayed with unassigned values

e. Assign values to classification entries

1. Click on an unassigned field

2. Select an appropriate value

If all other entries have the same value copy and paste can be
used to speed up the process.

3. Copy the first entry’s value (ctrl+C)

4. Select all other unassigned entries
Click top entry, shift and click on last entry

5. Paste value (ctrl+V)

i Interview  [x

A Interviewer 7| B : Transeri... |
1: Barbara Unassigned Unassigned
2 : Charles Unassigned Unassigned

A Interviewsr 7

: Barbara o

- Charles Unassigned
Mot Applicable

1
2

3 : Dorothy
4 : Margaret Nancy

s Hinterview

A Interviewsr 7
1: Barbara Henry
2 Charles

3 : Dorothy
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