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Introducing NVivo

Welcome to NVivo. This guide provides information about installing the application and introduces
the basic steps to get you started.

For detailed information about using NVivo, refer to the following resources:

Resource Description

NVivo Online Help On the Help menu, click NVivo Help to access comprehensive
information about working with NVivo.
The help is organized in two parts:
e Using the Software contains step-by-step instructions for
working with the application.
e Working With Your Data provides concepts and strategies that
help you get the most out of the product.

Getting Started

Installation

Installing NVivo is a simple process that involves moving through a series of screens. Before
installing, make sure that your computer meets the hardware and software requirements described
below. It is also a good idea to have your license key nearby — you can find this number on your
NVivo CD sleeve, or — if you downloaded the product — on the download email communication
received from QSR.

Hardware and Software Requirements

You need the following components to install and run NVivo:

NVivo Getting On the Help menu, click NVivo Tutorials to see animated demonstrations
Started Tutorials of how to create and set up a project.

Note: To run the tutorials you will need the Adobe Flash player. If you do not have
it installed, you will be prompted to download the player from the Adobe website:
www.adobe.com

QSR Website and The QSR website (www.gsrinternational.com) provides:
QSR Forum e Frequently asked questions.
e Product tour.
e | atest product information.
The QSR Forum (http://forums.gsrinternational.com/) is also a useful
resource for tips on using NVivo.

Component Minimum Recommended

Processor 1GHz Pentium lll-compatible 1.6GHz Pentium lll-compatible
or faster or faster

RAM 256MB or more 512MB or more

Video 800 x 600 or higher resolution 1024 x 768 or higher resolution

Operating System Windows 2000 Service Pack 4 Windows XP Service Pack 2
or later or later*

Hard Disk Approximately 700MB of available  Approximately 1GB of available
hard-disk space hard-disk space

Other Internet connection
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*NVivo 7 has passed the requirements for the Microsoft Works with Vista program. NVivo 7 is supported on 32 bit Microsoft
Windows Vista.

If you intend to work with data in a language other than English, you must ensure that the language
has been installed on your computer. Refer to the Microsoft Windows online help for more information.

Installing NVivo

To install NVivo:

1 Insert the NVivo CD into your CD drive. If the install does not start automatically,
double-click the setup.exe file.
OR
If you downloaded NVivo electronically, locate and double-click the NVivo 7.exe file. The
InstallShield Wizard is displayed. It lists the components that need to be installed before
installing NVivo.

2 Click OK and follow the prompts to install the components.
When the components are installed, the QSR NVivo window is displayed.
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3 Click the Next button.
The License Agreement is displayed. Read the agreement and, if you agree, click the I accept
the terms of the license agreement option.

4 Click the Next button.
The Registration window is displayed.

5 Enter your license key. You can find this on your NVivo CD sleeve, or — if you downloaded the
product — on the download email communication received from QSR.

6 Click the Next button.
The Setup Type window is displayed.

7 Choose the Complete set up option—this is recommended for most users.

8 Click the Change button if you want to change the default location for the application.
Software is commonly installed under Program Files.

9 Click the Next button.
The Select Program Folder window is displayed.

10 By default, the install will create a program folder for all your NVivo icons. To put the items in
another folder, enter a new folder name.

11 Choose the Next button.
The Desktop Shortcuts window is displayed.
The selected items will appear as icons on your desktop—if you do not want these icons, clear
the check boxes.

12 Click the Next button. The Ready to Install Program window is displayed.

13 Check the settings in the Current Settings list. To change a setting, click the Back
button. To continue the installation, click the Install button.

14 When the files have been copied, the Installshield Wizard Complete screen is displayed.
By default, the Show the readme file option is selected. The readme file contains general
information and updates about NVivo. If you do not want to view the file now, click the
check box.

15 Click the Finish button.
To start NVivo, double-click the QSR NVivo 7 icon on your desktop.

Note: If you are a system administrator installing and activating NVivo 7 on multiple computers, you can
perform a ‘silent install’ using MSI command line techniques. Refer to the NVivo 7 Network Administrator’s
Guide for more information. You can download this guide from the QSR website (www.gsrinternational.com)
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Activating NVivo

After installing NVivo, you have a limited amount of time before you are required to ‘activate’ the
product. Product activation is a simple and secure process that ensures only valid licenses are used
to operate the software.

You can activate your license via the Internet or by contacting QSR.

Activating via the Internet

If you are connected to the Internet, you can activate your license online:
1 Ensure that you are connected to the Internet.

2 On the Help menu, click the Activate License option (or Activate Now on the
activation reminder).
The Activate screen is displayed.

3 Click the Activate via Internet option.
4 Enter your details. Those marked with an asterisk (*) must be provided.
5 Click Activate (to complete your product activation).

Contacting QSR to Activate

If you do not have an Internet connection, you can activate your license by:

e Providing an activation request to QSR.
e Entering the activation key provided by QSR.

To provide an activation request:

1 On the Help menu, click the Activate License option (or select Activate Now on the
activation reminder).
The Activate screen is displayed.

2 Click the Activate via Mail/Fax or Phone options.
3 Enter your details. Those marked with an asterisk (*) must be provided.

4 Click the Generate button to obtain an Installation Key. (This must be provided to QSR along
with your details).

5 Click the Print button to print the Activation Request form.

6 Contact QSR using the details provided on the form.
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Entering the Activation Key provided by QSR:

1 On the Help menu, click Activate License.
The Activate screen is displayed.

2 In the Activation Key field, enter the Activation Key provided by QSR.
3 Click the Activate button.

Removing NVivo

To remove the NVivo software from your computer:

1 On your Windows Start menu, click the Control Panel option.
The Control Panel is displayed.

2 Click the Add or Remove Programs option.
3 Choose QSR NVivo 7 from the list of currently installed programs.

4 Click the Change/Remove button.
The InstallShield Wizard is displayed.

5 Click the Remove option.

6 Click the Next button.
You are prompted to confirm the removal of NVivo.

7 Click OK.
NVivo files are removed from your computer.

Note: NVivo relies on a number of other components to run, and if they are not already present when you
install, NVivo will install them for you. However, when NVivo is uninstalled, these components remain on your
computer. These components can be removed individually using the Add or Remove Programs function
which can be accessed from your computer Control Panel. You should only uninstall them if you are certain
that they are not utilized by other programs on your computer. Components to be removed in the following
order are:

e  Crystal Reports for .NET Framework 2.0
e Microsoft SQL Server 2005
e Microsoft .NET Framework 2.0

8 Installation
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The NVivo Workspace
The NVivo workspace provides easy access to all elements of your research project.

You can customize the workspace to suit the way you want to work—refer to the online help for
detailed instructions.

The workspace is made up of the following components:

Title bar
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In NVivo, you work with your project items in three main views:

e Navigation View
e List View
e Detail View

The menus and toolbars buttons are ‘context-sensitive’” and change depending on the views you
are working in.
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Navigation View

Navigation View enables you to organize and access all your project items:

Sources

B g DIDCU'T'EMS | Create folders to
_.J-I"' Focus Groups organize source
o Interviews materials
EB Exrternals
temaoz
=l f_j Search Folders
E;l_ All Sources
Drag the
handle down to
make more room 9 Sources
Q Nodes
Q Sets
ﬁ Queries Click a button to
display related
9 Models folders
r Links
EL} Classifications
Clicktosee — R if‘ Folders
all folders Click to configure
2 L — the navigation
buttons

The Components of a Project

Navigation View provides access to all the components of an NVivo project, which may include:

Component Description

Sources In NVivo, 'sources' is the collective term for your research or project
materials—anything from interview transcripts to video of research
settings. Sources are categorized into the following types:

e Documents: source materials such as field notes, transcripts,
interviews, literature reviews or whatever material is relevant to your
project. You can import them or create them directly in NVivo.

10 The NVivo Workspace
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Component Description

Sources e Externals: ‘proxy’ sources representing material that you cannot
import into NVivo (newspaper articles, books, video footage or
audio tape). In an external, you can record notes or summaries
relating to the material. If the external represents a file on your
computer, you can link to and open the file.

e Memos: records of your thoughts and observations. If a memo is
related to a particular project item you can create a 'memo link' to
link the two together.

Nodes You can ‘code’ sources to gather material by topic, for example, you could
gather all the content relating to the concept of community. The container
for references to this material is called a ‘node’. NVivo
provides the following types of nodes:

* Free Nodes: 'stand-alone' nodes that have no clear logical
connection with other nodes—they do not easily fit into a
hierarchical structure.

e Tree Nodes: nodes that are catalogued in a hierarchical structure—
moving from a general category at the top (the parent node) to more
specific categories (child nodes).

e Cases: nodes used to gather material about people or sites that
have attributes such as gender or age. Like tree nodes, cases can
also be organized in hierarchies.

e Relationships: nodes that describe the connection between two
project items. For example, the relationship between two cases
(Anne loves Bill) or between two nodes (Poverty impacts Health).

e Matrices: a collection of nodes resulting from a matrix coding
query. Although you can open and explore the nodes in a matrix,
you cannot code at them.

Sets Sets provide a flexible way of grouping project items of different types. For
example, you might create a set for the documents, memos and nodes
that belong to a specific team member.

Queries Queries enable you to question your data, find patterns and pursue ideas.
You can save queries, re-run them through new data and track the
evolution of results.

Models Models can illustrate initial ideas about your project or identify emerging
patterns and connections. Make a ‘static’ model to capture your project at
a specific point in time.

Links NVivo provides the following ways to link your data:
e Memo Links: use memo links to attach a memo to the source or
node that is related to it.
The NVivo Workspace 11
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Component Description Detail View

When you open an item from List View it is displayed in Detail View. This is an example of a

Links e 'See Also' Links: use ‘See Also’ links to place pointers between the document opened in Detail View:
content of sources or nodes.
e Annotations: like scribbled notes in a margin, annotations enable Open multiple items Apply styles and Select content and
you to comment on selected content. an.d move through them text formatting code it at a node
using the tabs
Classifications NVivo enables you to classify: |
. N . T
e Cases by setting up attributes such as gender, age and location. OMary | Phosbe | dPnegative | 5 Model | x
e Relationships by setting up relationship types (loves, impacts, - ’ -~
) ) i i 7
employs, is married to and so on). Q.1a Feelings about current time use?
Hovw do you feal about yaur time use now? Does it it with yaur goals? Ars there other things
you 'd ke fo fit in?
Ireally enjoy my time at Mazareth Housze becavse afew of my friends volunteer az well and we
L. t V can catch up. It's pretty flexible and fnendly. If T can’t do my turn on the trolley, one of my .
IS iew friends can wsually do it for me sc it doesn’t feel too much like a burden. Thaven't really thought | Create ‘See
. R R . . . . . . X X about my goals but I think Twould like to travel a bit more butmy commitments make that a bit Also’ links
When you select a folder in Navigation View, its contents are displayed in List View. In this view i cky.
you can add new items, open existing items and edit item properties. Q.2 Time use ten years on
. . . . Flease think ahead, to your life ten years from now. How does your use af Hme look then?
This List View dlsplays the contents of a folder: {What will your goals be then? Will you be employed? What will you do when you are »of v
{annatations |
Double-click an Drag boundary to Sort the list by clicking on len (el = - - Add and view
) 3 ) X . 1 Interssting that a number of participants say volunteering is ol a burden [as though they think it might become one). May add annotations
item to open it resize columns the required column heading burden’ as new node, check with MT

Marmne Nodes References Created Modified

1) Bermadstis 18 18 TI/08/2005214PM  11/03/2005 214 PM

1) Donna 15 15 11/09/200 207 PM 12/09/2005 1014 PM In Detail View you can also:

D) Fredhic 15 15 T1/08/2005207PM 11/03/2005 207 PM
Right-click B Grace 15 it MASAIGZ0/EM, | 1051005 200 e Open and explore a node to see the content gathered there. If required, you can code
onitemsto  —%) Ken 13 2 T1/09/2005207PM 11/03/2005 207 PM
access a 0 May 21 2 T/09/2005207 PM 11/09/2005 207 P on from the node.
context-menu B Miek L 18 IO 2 07, | 11/0%/ 2005207 P e Display a node summary listing each source coded at the node.

7) Phoske 13 13 T/08/2005207PM  11/03/2005 207 PM .

0 suni 15 15 A28 207 P 11/08/2005 207 PM ¢ Display the results of a query.

e Undock the view from the workspace and work in a separate window.

Refer to the online help for information about performing these tasks.

12 The NVivo Workspace The NVivo Workspace 13



Working with Toolbars

NVivo provides toolbars for fast access to the most common NVivo functions—you can hover over
each button for a description of what it does.

Use the Main toolbar to perform common tasks such as save, print, cut, copy, paste and undo:

Use the Edit toolbar to format text in sources and edit model content:

| D ault || arial

Use the Coding toolbar to code/uncode selected content:

Code At Mame :|sparatime

|'| «. In  Tree Modeslimages of voluntesrs o | i E 1 ? - 5 i !

Use the View toolbar to set display settings for project items:

Use the Grid toolbar to work with matrices or the project casebook:

YEELLL L] I e

Customizing Toolbars
You can change and move toolbars to suit the way you want to work:

Click the handle and drag a
toolbar to a new location

|
Pomew <l

Click the drop-down arrow to add or
remove toolbar buttons

Working with Menus

The Main menu is at the top of the application window and provides access to all NVivo functions.
The menus are 'context sensitive' and change depending on the items or views you are working
with. For example, when you click in a document to begin coding, the Code menu becomes available.

Context (right-click) menus are also available throughout the application. For example, you can
right-click on a selection of documents and add them to a set:

14 The NVivo Workspace
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This guide provides the instructions for getting up and running with an NVivo project. For more

detailed information about using the software and working with your data, refer to the NVivo online
help. To access the help, click the NVivo Help option on the Help menu.

Use the tabs to access an index, search facility and glossary
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Help - Using the Software

The help topics under Using the Software contain step-by-step instructions and provide the
fundamental information you need to work with the application:

This icon
indicates that
this is a help
topic from the
Using the
Software section

These topics
introduce NVivo
terminology

and provide
step-by-step
instructions for
completing tasks

Click to see
alternative ways
of completing
the task

~
5
‘ Using the Software
Coding an Entire Source
To code all the content in a source at one or maore nodes
1. InList View, select the reguired source. Click and drag to select multiple consecutive sources
or hold down the CTRL key to select multiple non-consecutive sources.
OR
Open the reguired source in Detall View—click in it but do not select any content
2. Onthe Code menu, clickthe Code option.
3. Clickthe Code Sources at Existing Nodes option.
The Select Project tems dialog box is displayed
4. Onthe e, click the Tolder containing the required nodes. Click the check box next 1o the folder to
code at all items in a folder.
5. Onthe right, clickthe check boxes for the required nodes. To select all nodes under a parent
node, elick the Awtomatically select hierarchy check box
*You can use the Filter button to display only nodes that match specific criteria. For example, if
youwantto code at a specific node dhutyou are having trouble locating it} you can use the filter to
find it by name. Referto Using Advanced Find Advanced G for more information
Ifthe node has & nicknarge, vou can select it from the Select tem from nickname drop-down
list.
6. Click OK
The sources are coded A the selected nodes.
Related Topics
[ | working With Your Data =
v
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Click drop-down Click the buttons for
arrows to access related concepts or
detailed instructions
information
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Help — Working With Your Data

The help topics under Working With Your Data provide concepts and strategies that help you to

handle your data—everything from ‘How to Get Started’ to ‘How to Assess My Project’.

This icon

Notice that the color of these topics
differs from Using the Software
topics—so you always know what type
of information you are reading

indicates that
this help topic
is from the
Working With
Your Data
section

These topics
provide concepts,
tips, strategies
and examples

for handling your
data

Click a button
for related
instructions or
concepts

Working With Your Data

How Much Coding Should | Do?

Your project needs sufficient coding, sufficiently addressing your research goals (and sufiiciently
rigarously done, for the project's goals to be achieved. When you are coding at a node, you should
always be able to answer the question, "Why do need to gather all the material about this?"

Itis very easy to dotoo much coding. Coding can become a problem to novice researchers hecause
itis easy to do, when more analytical processes may seerm dificult Nvive does not prevent you from
coding any passage as many limes as you wish, and at as many nodes as you create. So you need

to manitor and judge the usefulness of your coding.

Coding must have a purpose — it1s never an end in itself, Watch for the following indicators that vour
coding may he hecoming ritualistic or excessive;

The purpose of the coding is hard to discern, or very vague

The coding is largely descriptive ithis text is about that tapic) and not often rmore analytical
{this is5ue abviously matters —why?)

You are easily bored whilst coding. If coding is generating new insights and guestions, you
won't be bored

*You are doing nothing else. Coding is anly one way of expressing interpretation, and ifyou
are engaged in purposive coding, itwill be interspersed with other tasks like writing
mernos, guerying the data

Ifyou suspect you are coding too much, or doing too little with the coded data, please revisit vihy Do
Coding?

Ifyau need to control the amount oftirne spent coding, butyou are not confident that you can safely
cutcorners, a useful strategy is to do very broad-brush coding at general categories. Should these
prove important later, you can return to work with the coded data in the Detail View, and code on to
make the mare subtle nodes required

Related Topics

(B uru it |

Working With Your Data

|3
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NVivo Basics

It is easy to get up and running with an NVivo project. This guide will take you through the basic
steps involved in:

e Creating a Project
e Gathering Sources
e Creating Nodes

e Simple Coding

Once you become familiar with these fundamental tasks, you can explore other features such as:

e Adding ‘See Also’ links and annotating text

e Running queries to find patterns in the data

e Drawing models to visualize connections in the data
e Running reports

Detailed information about each of these features is provided in the NVivo online help.

Creating a Project

When you save a project it is stored on your computer as an .nvp file. Since all your project data is
stored in a single file, you can easily back it up by copying it to a new location.

To create a new project:
1 Click the QSR NVivo 7 icon on your desktop to open the application.

2 On the Welcome screen, click the New Project button.
The New Project dialog box is displayed.

3 Enter a name for your project in the Title field.

Note: The project title is not the same as the project file name. Although the title is used as a default when you

first save a project, subsequent changes to the title are not reflected in the file name.

4 If required, enter a description of your project in the Description field. For example, this might
include information about the objectives of your research project.

5 To change the location of the project, click the Browse button.

6 Click OK.
The NVivo window is displayed with the name of your project in the title bar:
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Upgrading Projects from Previous Versions

This version of NVivo will allow you to open projects from NVivo 1, NVivo 2, N4, N5 or N6. To
upgrade older projects, simply open them in this version of NVivo:

1

On the File menu, click Open Project.
The Open Project dialog box is displayed.

From the Files of type drop-down list (at the bottom of the dialog box), select the type of
project you want to open. You can open the following projects in NVivo:

e NVivo 7 (.nvp)
e NVivo 1 or 2 (.qda)
e N4, N5 or N6 including N6 Student (.stp)

Using the Look in drop-down list, locate the drive and folder that contains the project you want
to open.

Click the required project file.

Click the Open button. The Convert Project dialog box is displayed.

Click the Browse button.

Using the Save in drop-down list, click the destination folder for the newly created project.
In the File name field, enter a name for the converted project.

Click Save.

NVivo Basics 19



10 Set the required Import Options. Refer to the NVivo online help for detailed information about
these options.

11 If required, enter the relevant user name and password for the older project.
12 Click the Convert button.

Importing Projects

You can merge projects by importing one project into another. This can be useful if you are working
in a team or if you want to use an existing project's structure when creating a new project.

Refer to the online help for detailed information about importing projects.

Gathering Your Source Materials

In NVivo, 'sources' is the collective term for your research materials—anything from hand-written
diaries to interview transcripts. After creating a project, you can gather your research data in the
following ways:

e Import documents that are in text (.txt), rich text (.rtf) or Word (.doc) format. This might include
interview transcripts, emails, literature reviews and so on. You can also create documents directly
in NVivo, refer to the online help for more information.

e Create ‘externals’ for files that you cannot import—audio or video files, hand written diaries,
books, newspaper articles and so on.

e Create or import memos to record your thoughts and observations. For example, you could create
a project journal or log to capture information about the progress of your project.

Importing Documents

You can import documents at any time and organize them into folders if required. Refer to the online
help for detailed information about working with folders.

To import your source documents:
1 Click the Documents folder.

2 On the Project menu, click Import Documents.
The Import Documents dialog box is displayed.

3 In the Import from field, click the Browse button.

4 Locate the documents you want to import. Hold down the CTRL key to select multiple files or
the SHIFT key to select a range of files.

5 Click the Open button.
The selected files are displayed in the Import from field.

20 NVivo Basics
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6 Select the required Options:

Option Description

Update text Update the text styles of the source to those set in the Project

styles Properties.

Create Use the first paragraph of the imported document to create the
descriptions document description. To see the description for a selected document,

click Document Properties on the Project menu.

Code sources at
new cases
located under

Click this option to automatically create a case for each document.
This is useful if your documents are related to individual research
participants—and you want to create a case for each participant.

If you do not choose to create cases now, you can always do it later.
Refer to the online help for more information about working with cases.

Create as Click this option to import the document as read-only. This means you
read-only can code and add annotations or links to the document but you cannot
edit the text.
7  Click OK.

The imported documents are displayed in List View:

You could add an Interviews folder
and drag the documents into it
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Creating Externals Option Description

You can create an ‘external’ to represent data that cannot be imported into NVivo. In the external,

you can enter summaries and observations. For example, this is an external for a focus group Other The item is not stored on your computer. For example, it might be a
audio recording: book or a diary in hand-written format. You can specify the physical
You can open the audio file and play it as you summarize the location in the Location description field—top shelf of bookcase.

contents—click Project>Open External File

7 If you want to create an external that contains pre-formatted headings:

.;F“c“s Group | % NVivo can
| Tape Count 1 to 20 ~ automatically a From the Contents drop-down list, select the option that best describes the
Participants are discussing their experiences of volunteering. Creat.e these external.
Sunil describes a bad experience that was largely the result headlngs—you
gf 'terflble orgamisation' and 'no one knew what they were supposed to be (;3:: jgl':rthem to b From the Unit drop down list, select the units the external should be divided
oing'. . . )
LS requirements into—these will become the headings chapter 1, chapter 2 and so on.
Tape Count 20-30
Mary describes her long history of volunteering and it is interesting to note that o] Enter a start and end range—17 to 20
she believes volunteering is 'more recognised now' and in her younger days it was —f—— Code the content
expected of women, especially if they belonged to a church or other organisation. of an external 8 Click OK.
like any other
= document ) . . .
e | 2 The external is created and you can begin entering your notes or summaries. You can create

‘See Also’ links from within your documents to external files. For example, while exploring a
document you could open a related website or audio file—refer to the online help for
more information.
To create an external:
Creating Memos

1 Click the Externals folder. Memos are imported or created in the same way as documents —except that they are stored in the

5 Click the New toolbar button. Memos folder. A memo may be about your project as a whole or it could be ‘linked’ to a particular

project item. For example, you could create a memo describing the context of an interview.
3 Click the External in This Folder option.

The New External dialog box is displayed. To create a linked memo while working in a source:
4 Enter a name and description for the external. 1 On the Links menu, click the Memo Link option.
5  Click the External tab. 2 Click the Link to New Memo option.

The New Memo dialog box is displayed.
6 From the Type drop-down list, select an option that best describes the item:
3 Enter a name and description.

Option Description 4 Click OK.

File link The item is stored on your computer as an executable file. For
example, a video, audio or image file. If you choose this option, you
can create a link to the file. In the File Path field, click the Browse
button and locate the file.

The memo is opened in Detail View and you can add the required content:

Web link The item is a web page. You can create a live link to the web page by
providing the web address in the URL Path field.
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The icon indicates that the
document is linked to a memo

The memo is stored in
the Memos folder
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You can also add or import memos directly into the Memos folder and link them to related
documents or nodes if required. To see and manage all your memo links, click the Links button in
Navigation View. Refer to the online help for more information about working with memaos.

Creating Tree Nodes

If you already have themes that you want to explore, you can begin creating nodes. If no ‘ready-

made’ themes exist, you can jump straight into your sources and create nodes as themes emerge—

refer to ‘Coding at a New Node’ later in this guide.

This guide describes how to create a simple tree node structure. For more detail about working with

other node types, refer to the online help.

To create tree nodes:

1 In the Navigation View, click the Nodes button.
2 Click the Tree Nodes folder.

3 Click the New button on the main toolbar.

4 Click the Tree Node in this Folder option.
The New Tree Node dialog box is displayed.

5 Enter the node name. For example, Images of Volunteers.
6 If required, enter a description in the Description field.

7  Click OK.
The node is displayed in the List View:
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The Sources and References are 0 because no
source material has been coded at this node yet

Tree Nodes
Mame Sources | Heferences Created Madified
;9 Images of Voluntesrs [i} o 2470172006 5:48 PM 24/01/2006 548 P §

To add children under this node:
1 Click the parent node. For example, click Images of Volunteers.
2 Click the New button on the Main toolbar.

3 Click the Tree Node in this Folder option.
The New Tree Node dialog box is displayed.

4 Enter the required name and description.

5 Click OK.
The node is added under the parent node. Add as many children as required:

To move a child node to the ‘root level’, drag it
onto the Tree Nodes folder

Laok for: - Seachln FindNow  Clear Options +

Fielationships
[ Matices

() Search Folders
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B Folders
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This new node is
at the ‘root level’
of the tree node
folder (it has no
parent)

If required, you
can add children
under it

You can sort nodes
by clicking on the
required column
heading

You can drag and
drop nodes to
move them around
the hierarchy
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Creating Cases and Attributes

You can create a case to gather all the information related to a particular research participant, site,
institution or other object of your focus. Unlike other nodes, cases can have attributes such as gender,
age, location and so on. Attributes enable you to compare cases using demographic variables. For
example, you can compare male with female or regional with urban.

Adding Attributes

Although you can add attributes and values at any time, it is a good idea to consider them early in
your project. NVivo also enables you to import an attribute table or casebook - refer to the online
help for information about how to do this.

To add attributes and their values:

1 In the Navigation View, click the Classifications button.
2 Click the Attributes folder.

3 Click the New toolbar button.

4 Click the Attribute in this Folder option.
The New Attribute dialog box is displayed.

5 Enter a name in the Name field. For example, gender, age, region.
6 If required, enter a description of the attribute in the Description field.

7  Select the format of the attribute's values from the Type drop-down list. Choose String
if the attribute has values that are words rather than numbers or dates—for example,
Gender = male, female.

8 Click the Values tab.

9 In the Values tab, click the Add button.

10 Enter the value name in the Value cell. For example, male, female.
11 If required enter a description of the value.

12 Click the Default checkbox to specify that new cases will be allocated this attribute value as a
default.

13 Click OK.
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Adding a Case

NVivo can automatically create cases from sources, refer to the online help for more information.
To add a case to your project:

1 In the Navigation View, click the Nodes button.

2 Click the Cases folder.

3 Click the New toolbar button.

4 Click the Case in This Folder option.
The New Case dialog box is displayed.

5 Enter a name in the Name field.
6 If required, enter a description of the case in the Description field.

7 If required, enter an alternate name for the case in the Nickname field. You can use this name
as a quick way to code content at the case. Refer to the online help for detailed information
about quick coding with nicknames.

8 Click the Attribute Values tab and assign values to the case.

9 Click OK.

Simple Coding

You can code your sources to gather all the material related to a topic. For example, when

participants describe volunteers as 'older' you could code the text at the elderly, retired node. When
you open the node, you can see all the references gathered there.

NVivo also provides more advanced features for:

e Auto coding by heading level
e Auto coding by paragraph
e Coding by text search

Refer to the online help for more information about these features.
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Coding at an Existing Node Open the node to see what has been coded —each
time you code at elderly, retired a reference will be

It is easy to code source content at an existing node—simply drag and drop. To do this: added to the node display

1 Open the source you want to code—it is displayed in Detail View.

‘

2 Open the required node folder to display the nodes in List View. o ‘N::;m\mlmm <DocumentsWary> - § 1 reference coded [0.76% Coverage]

[P etderty, retired

[E3

Mame
3 If required, re-arrange the views for easy coding—on the View menu, click Detail View>Right: © commumpninged | | D crenee 1=0.76% Cloverage

You can
¥ el e One typical worker is probably the older woman in her 60-70s, .
42 passionate customize the

node display,
refer to the online
help for more
information

See your nodes in a Click and drag to select the
vertical list content you want to code

Tree Nodes Dmary | |
MName - - 3 g Ea— 0 - B
= 49 Images of Voluntesrs enjoy the social side of volunteering. -

Name

2 ooty i Q.5a Typical volunteer worker?

4D elderly.retied Clan you describe @ typical valuntaar?
49 passionate Probably someone who has time and is financially secure encugh that they can w v
making money. &
that T have most involvement with. Many of us also spend time looking after gra

doesn’t get recognized much. Tou wouldn’t call that velunteer work would you

there! -
Another type are those people who velunteer for things like the Olympics and C

games, they seem to come from all age groups but I don’t know any of them per:

they are marvelous and they malke the events go smoothly. They probably get me¢ .
other wolunteers — and they get more out of it, free tickets and that You can also use the Coding toolbar or the Code menu to code the content of your sources—refer
I suppose like my son, there are quite a few men who wolunteer for sporting club . . . .
they have luds that are playing. I think thatis great too. The kids love having the to the online help for detailed instructions.
and the Dad gets to spend a bit of time with the kids. I suppose women do it teo
seem as common, of maybe not noticed — they 're just there, washing up in the ki

|~
.

Coding at a New Node

[0 - RPN PR SN R i b4

[ED]

' > New ideas and themes may emerge as you code your sources. To code at a new node:

1 Open the source you want to code and select the required content.

4 Select the source content you want to code and drag it to the required node. 2 On the Coding toolbar, select the Name option from the Code At drop-down list.

5 The content is coded at the node. If you open the node (by double-clicking on it) you can see 8 Entera name for the new node in the next drop-down list.

coded content: 4 From the In drop-down list, select the location for the node.

5 Click the Code button.
Selected content is coded at the newly-created node.

You can also create a new free node based on selected text by choosing the Code In NVivo button
on the Coding toolbar—refer to the online help for more information.
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Displaying Coding Stripes Folder and name of Number of times the Percentage of the
) . ) the first source coded document has been document that has been
Coding stripes enable you to see the nodes that code a source. You can see a maximum of seven at this node coded at the node coded at the node

nodes when you display coding stripes.

Q 0.1 Current use of time | x|

To display coding stripes: =
. =lhocumentsiInterviews\bnna= - § llreference coded [3.64% Coverage] £
) The first E.
1 Open the required source. occurrence of Eeference 1 - 5.64% Coverage
. . . . coding at the
2 On the View menu, click Coding Stripes. node and
percentage of Q.1 Current use of time
document this in an “ordinary” week, how do you currently spend your tima?

3 Click the required display option.
represents (What takes most fime, how much Bme spent an work, fanaly, leisure efc.. 2)

T am still studying so an ordinary week for me is mainly spent studying and working part
time. I send about 32 hours a week at work, & contact hours at university, and I spend my
weekends and evenings studying. I also play Netball and attend a Toga class of an evening o

Click on a coding stripe to
highlight coding at the node

< |

I Mary | x|
Q.1a Feelings about current time use? E £ . Right-click on a

5 g i ey g I3 coding stripe to
How dc? youjee.s’. ahout your time use now? Dogs it fit with yor— g g open the node or
you d e to fif in? = ES
Ireally enjoy my tune at Nazareth House because a few of my & 3 = to uncode . . . . . .
i Gatoh i TP s pretes Flesible and Fsndly, TET san’trduiriy 2 e Refer to the online help for more information about exploring node content in Detail View.
friends can usually do it for me so it doesn’t feel too much liln & ;4 =
about my goals but I think [ would like to travel a bit more bu glg Coding density When you explore the material gathered at a node other ideas or categories may emerge—you can
tricky. 2 B )

R -l shows where code node content and create new nodes as required.

. o most coding

Q.2 Time use ten years on ~ ocours
ik PR W O < U . DR - - nml.m N SN, ) . S .Jh;,! 3
< L 2

Exploring a Node
When you open a node you can see all the content that has been coded at it. To open a node:

1 In Navigation View, click the Nodes button.
2 Click the required node folder.

The nodes are displayed in List View.
3 Double-click the required node.

The node is displayed in Detail View.
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Moving on from Basics To create a query:

When you are familiar with sources, nodes and coding you can begin looking at the tools for finding, 1 In Navigation View, click the Queries button.
querying and modeling. This guide provides an introduction to these tools—refer to the online help
for detailed instructions.

2 Click the New toolbar button.

3 Select the Query Type.
Finding Project Items

i . o o Refer to the online help for detailed information about setting up and running each type of query—
NVivo provides a number of tools for finding and filtering your data. You can: . . ) ) ) ) .
the ‘Working With Your Data' section of the online help provides tips, strategies and examples for

e Find and/or replace text in a source—click Find on the Edit menu. working with queries.
e Use the Find bar (at the top of List View) to find project items by name:
Enter name or Access Advanced Creating Models
part of name and Grouped Find You can create models to visualize, explore and present the connections in your data. For example,

you might use a model to plan your project and sketch your expectations or hypotheses:

Advanced Find

|Lnnkfnr Community ~  Seachln ~ Documents FindNow  Clear | Options =1

Grouped Find i' e — =
aper T I | Custom G | Promet Gioups
Hie| (8 —= o1
e Use Intermediate Find to filter project items based on selected criteria—for example, find all ;‘; L1 "£ N A ; .H e a
the cases who are women. :;M s ) () o ;.
e Use Advanced Find to build a list of criteria for filtering your project items. For example, you Ve T e i -
could find all the cases who are women over 50 who have a positive attitude towards [» Kok T, e o
volunteering. 5 o »
e Use Grouped Find to list selected items and find the items related to them. For example, you %
can list sources and the nodes that code them.

Querying Your Data

You can create (and save) the following queries in NVivo:

e Text Search: to get a list of all sources that contain specified text and code them if required. To add a model:

e Coding: to gather content based on how it was coded. For example, show me all the content

where women talked about personal goals. 1 In Navigation View, click the Models button.

e Matrix Coding: create a matrix of nodes based on search criteria. For example, show me 2 Click the New toolbar button.
attitudes about volunteering by age group.

e Word Frequency: to get a list of words and the number of times they occur in selected 3 Click the Dynamic Model in This Folder button.
items. Seeing which words appear most frequently can help you to identify themes The New Model dialog box is displayed.

and concepts.
e Compound: combine text and coding queries.

4 Enter a name in the Name field.
5 If required, enter a description in the Description field.

6 Click OK.
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A=

An empty model is displayed in Detail View—to work with the model in a separate window, To run a report:

uncheck Docked in the Window menu.
1 On the Tools menu, click Reports.

To add a shape to the model: )
2 Select the required report.

1 In the Shape panel, click a shape and drag it to the required location. )
3 Select options for the report layout.

2 Double-click the shape to give it a name and description.
4 Click OK.

3 To associate the shape with an item in your project, right-click the shape and select

Convert to > Project ltem. The report is displayed in the Report Viewer:

Refer to the online help for detailed information about working with models. Use these buttons to Print

Export, Find text and Zoom
Reports

 Repuirt Viewer - Source Summary Report

NVivo provides the following reports that enable you to check the progress of your project: ey

| Main Report
Report Provides... :

Project Summary

1>

Source Summary Report
A list of the project status in terms of the items it contains. This can be Project: Voluntesring

useful for communicating or recording the overall progress of Generated: 19/0/2005:10,09 A
your project.

Bernadette Document

Source Summary

A list of the sources in the project including the number of nodes that
code them. It also contains information about paragraph and
word length.

Node Summary

A list of the nodes in the project including the number of sources coded
at each node. This can help you to see which themes or ideas are
occurring more than others.

Relationship
Summary

A list of relationships organized by relationship type. This gives you an
indication of how much coding has been done for each
relationship type.

Attribute Summary

A list of attributes and the number of cases assigned to each attribute
value. This is a useful way of checking for consistency and balance in
the project sample.

Coding Summary

A list of sources and the nodes that code it—a useful way to check the
progress of your coding.

Coding Comparison

An outline of the similarities and differences in coding between two
project items. This assists in checking for consistency in the coding and
supports comparison of coding across team members.
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Refer to the online help for information about working with reports.
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About the Sample Project

Filter and Query the Data
While there is no prescribed path through NVivo—since your approach depends on your data and

methodology—it is useful to see how a simple project may be handled. Use Advanced Find to filter project items. For example, find all cases that are female or all the

interviews that are coded at community minded.
Volunteering is a sample project included with the software. You can access the sample project
from the NVivo 7 welcome screen. Use the Query tools to ask questions about the data—for example, give me the text where

men describe volunteers as community minded.
It is a small project containing interviews and focus groups, with the transcripts imported into NVivo. |

Here is a high-level description of how the project was developed: - -
Represent the connections you are seeing between participant’s perceptions of volunteers.
Now move to exploring (through models, coding, query and memos) the ways in which these
In NVivo, create a new project and call it Volunteers. Set up participant attributes and their themes are impacted by other factors you find in the interviews.
possible values. For example, Gender: male, female.

Import Sources

Under Sources, create a documents folder called interviews and import interview transcripts
into this folder. On import, let NVivo automatically create a case for each transcript—each
transcript is coded at the case and any further material about that case can be coded there.

Auto Code by Heading Level

Auto code the transcripts by Heading level 1 to create nodes for each interview question—open
a node to see all the answers in one place.

Code Transcripts

Read and reflect on interview and focus group transcripts. Create and code at nodes as
themes emerge. For example, create an Images of Volunteers tree node to gather perceptions
of volunteer work.

Explore Nodes

Open nodes to read and reflect on all the material gathered there. Create new nodes and 'code
on' to capture ideas that arise from data.
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