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Teach-yourself NVivo 8:
the introductory tutorials

Lyn Richards

Wel come tityotuheseddw tutorials for researmBchers
Thesetentutorials take you through the basic functions of the N\&woftware, with guidare to

its interface and processes, as you set up and commence your own phajeetare edited versions

of my tutorials for the earlier NVivo 7, with
softwareand additions for new functionsly thanks to 8e Bullen and Fiona Wiltshier from QSR

for makingthese alterations and checking that the tutorials properly repthsenirrent software

You can use these tutorials alone, or use themtivitithapters of migook,Handling Qualitative

Data: a practicalguide,London, Sage, 20030 my experience of designing and teaching softyare
researchers often need methodological discussion of the software processes they were learning.
Thereds no point in |l earning a t éeedoingtlptiasnd i f vy
thereds danger in using software I f you have
So echTutorial exploresin software the techniques and processes descritsedhapter ofhe

book Those chaptergive advice and helwith the researcprocesses the software supports
http://www.sagepub.co.uk/richards/
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For more qualitative resources, gosew.lynrichards.org

| have prepard thesenaterialsfor websites to provide widest possible access to detailed help for
gualitative software selieachingand for use by those teaching software to others. They are
howevercopyright to ensure that if they are reproduceds th done iradequate context. Of course
permission will be given for copying them in appropriate cont&dglease just email me if you
wish to use them in this way.

© copyright 2008 Lyn Richards

These tutorials are copyright to ensure that they are not reprogatedly or in ways that distort
their content. Theynay not be reproduced without permission.

Please contact me iafo@|lynrichards.orgf you seek permission to reproduce them in a resegrch
or teaching situain.
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The NVivo software

The software used in these tutorislshe latest version of NVivdyVivo 8. You will need to have
a copy of the software to build your own project, using these tutorials.
If you are working with the earlier version of the softeyago to the tutorials for NVivo 7.

If you or your institution has naccess to a licenger NVivo 8, you can still find how it feels to
work in the software by using the fréene-limited) demonstration versioavailable from the

QSR website

For those who wish to compare NVivaand NVivo8, thetwo groups of tutorialare identical, so
you can skim to see whatodos new.

Data for your project

The exercises for each Tutorial assume that you have data ravaidble to you. There are many
ways of making that data.

NVivo8s hi ps with a copy of a project called Vol i
online documentation. You can work with this sample project, if you wish. The files include

interviews and focus groups as well as memos about the project, and you can use them to start your
own project. You might conduct an interview of your own to explore attitudes to volunteer work
amongst your family or friends. Now use the data to answer questignarabwn.The

volunteering data will be used in illustrations during these tutorials.

Alternatively, you might make a very small exploratory project with your own data. For these
tutorials you need only a first research question and a few documi@néshourlong interviews or
field note reports would be fine.

You can import existing data from any Word files. Or, if you wish to invent a small project for
these exercises, go tandling Qualitative D@kapter 2 for discussions of some of the many

ways of making qualitative data, with references to other texts for detailed advice. In Chapter 3 is
advice on making data records that will be rich and useful for your project.


http://www.qsrinternational.com/
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Using these tutorials

The ten tutorials can be followed by individual users waglalone, or they can be incorporated in
class | aboratory sessions alongside the book
processes they teach, but there are explanations of each in the chapter of the same number in
Handling Qualitative Data

Chapter summaries and software tutorials

Tutorial 1 Setting UpYour Project
Tutorial 2 Creating and Importing Sources

Tutorial 2a Making Multimedia Sources
Tutorial 3 Managing data: Cases, Attributes and Sets
Tutorial 4 Editingand Linking: Ge t t Wprirgm The Data
Tutorial 5 Coding and Working With Coded Data
Tutorial 6 Relationships and Oth&odes Handling Ideas
Tutorial 7 Seeing It In Models
Tutorial 8 Finding Items and Queryinghe Data
Tutorial 9 ExploringPattens in Matrices
Tutorial 10 Reporting and Showing Your Project

| hope the tutorials, and the boatgntinue to be useful to researchers learning techniques for
doing justice to data

Lyn Richards,
Melbourne,October, 2008
info@lynrichards.org
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NVivo 8 Tutorial 1:
Setting Up your Project

This tutorial is about starting out in software.

Starting out is not a very predictable experience, since many factors affect confidence and success.
These include obvious variabliéee experience and competence with computers, familiarity with

the purposes of qualitative research and resources of time and assistance. But none of these is an
overwhelming requirement! Success will be most directly a result of your own efforts tesee t
purpose of each exercise and to do it yourself.

The exercises in this tutorial have two purposes: setting up youpiject (and getting familiar
with the software) and ensuring you cave close and open it.

They start with ways of meeting the swére through the online resources that come with it. There
are Getting Started salfinning tutorials provided, which will help you to learn how to use the
menus, and the uses of the different folders iNtheigation View.

Following this introductionthere are instructions to set up your own project, and to familiarize
yourself with where your data and reflections will be stored. An introduction is provided on using
Help and customizing the software to suit your style.

As you work through tis firsttut or i al , take notes of any proces
explore further.

For advice on the early processes of a project, logging the plans and the journey, entering the field,
declaring the assumptions you bring with you, and learning theaeftools you will use on the
way, go toHandling Qualitative P@kapter 1.

For assistance with the basic software processes, use the online Help. A section of this tutorial
introduces it.



Teach Yourself NVivo 8: tutails by Lyn Richards 7

1. Meeting the software
At this stage you need an overalhfiliarity with the tools offered by your software.

If you have access to an introductory class or workshop, this gives the easiest first encounter with
the software. Watching someone who knows it will quickly show you how to use it.

If you are teachingagurself, use th&etting Started Guide and the Tutoriptevided with the
software.

To access the Tutorials:
1. NVivo 8should be installed on your computer. This will be done from a CD or by download
from the QSR website

2. Startthe NVivo application by otiking the desktop icon (or viatart>All
Programs>QSR>NVivo 8>NVivo 8). The Welcome screen shows a list of recent projects
which includes the sample project and any other projects a user might have created.

3. On the menu bar, selgdelp and therNVivo Tutorials. There are four Tutorials, which run
automatically. Further tutorials will be developed and available for access via the QSR
Website.

Help I

@ Myivo Help F1

Mviseo Tukorials [\

Abouk Myivo

4. On the left hand panel, select the tutorial called Workspace The messages appearing on
the screen will expla the features of the NVivo workspace.

@ nviv ) @Ef

! File Edt Yiew Go Tools

The Workspace

Title Filename Modified
Valunteering Volunteering. mp 570272008 This topic covers:

« Hiding Toolbars

s Accessing Menus

e Mavigating Folders

e Changing Display Yiews O

QsRr

[ WewPraeet | [ OpenPuaiect | [ Help

& v
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2. Setting up your own project

The next task is to set up your projesady to receive your data sources and ideas

To create a project

1. Whether you justaunched\\Vivo, or just closed a tutorial, the NViwWelcome screenis

displayed.
2. ChooseNew Project from the File menu

3. Type in the name ofour project and a brief descriptiohote that unless you choose a different
I be stored I
usingWindows Vista). You can change the location of your new project by clicking on the
Browse button in the New Project dialog box. (If you want to move or copy a padieciou
have created the project, then you can do this from Windows Explorer pisinjkother data

| ocati on

, the project

W i

file.)
Mew Project (7 |3
Title Exploring Volurteering
Descniption Trial project using sample data and interviews with studerts on
attitudes to unpaid volunteer work]|
File name C:M\Usersfwittshier.Documents Exploring Volunteering.nvp W
[ ok || cancel |

n

your

4. Once you click OK in the New Project dialog box, your new project is created and the NVivo

Navigation Window opens On the title baat the top of the windowvill be the name of the

project you createdIn the illustration, itic a |l | e d

AExpl oring

gggggggg

Vol

unt ee
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Getting to know the Navigation Window
This window will be home base for your project. Its left hand side folders store all the data items

you create or import, and its right side panes list those items and disptagotitents. (Currently,
show.)

thereds not

|l f you are

your project, it will be the way you access data items and content.

hi

usi

to
MS Out |

ng there

ng 00Kk,

t his

wi ndow

In the folders on the side yoar store all the data and explorations of a project.

@ Classifications

_H__I,.I' Folders

As you create data and
start analysis, there is a
place for each item in
these folders.

ThelList View of items,
and information about
them, will appear in this
space when you ckcon
any folder. The List View
has a new feature that
enables you to add/remov
columns on display.

TheDetail View of the
contents of an item will
appear below that list whe
you double click on any
item in the list.

Setting up your project, you can

in Sources put your data documents, memos and media files.

in Nodes store ideas and coding;

and inSets,group those sources and ideas.

Then, as your analysis progresses, you can
makeQueriesto ask questions of your data;

in Models, make diagrams and image

useLinks to connect data items and content,

and makeClassificationsfor attributes and relationships.

And in the panels on the right hand side of the Navigation Window
you will be able to see and manage the contents of any folcked,

or shown in detail.

I
Internals

Name Nodes References
) Ama 0 0

Crested  Created By
T80 Fw

ModifiedOn ~ Modified By
TR320086:4  Fdw

) Anna

Q.1 Current use of time

Inan “ordinary” week, how do you currently spend vour time]

(What takes most time, how much tima spent on work, famih, leisure atc..7)

Lam still studving so an ordinary week for me is mainly spent studving and working part time. |
send about 32 hours a week at work, 6 contact hours at university, and [ spend my weekends and
evenings studving. [ also play Netball and attend a Yoga class of an evening once a week.

ook
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3. Using Help

1. Click on the Help menuhis timeto access th®nline Help You can also access the online
help at any time by clicking the question mark (?) in the dialogue you currently have dpened
this will take you directly to thielp for that item.

Corterts Igde:r.l ﬁearchl Glossary

@ Welcome

Q‘j Using the Softwars

----- @ What's New?

----- Managing Your Nvivo Software
@ Navigating Nivo
@ Projects

@ Folders

@ Sources

@ Nodes

@ Coding

- Sets

@ Annotations

@ Mema Links

Q See Also Links
@ Hyperiinkes

@ Gueries and Results
-4 Models

@ Charts

@ Reports

@ User Profiles
() Warking With Your Data
----- @ ‘What is Qualitative Research?
@ Approaching an NVivo Project
@ Gathering Your Sources
@ Making Nodes
@ Coding
@ Quenying Your Data
@ Using Charts
@ Models

@ Reporting Your Project

2. Take time to check the Help contents. Note that there are two parts.

1 In the sections obJsing the Softwareyou will find instructions for conducting each task or
process in NVivo 8.

1 Go to the topic on Navigating NVivo and read thbtspics about introducing andstomizing
the workspace

1 The sections calledvorking with Your Data offer advice on why you would be doing this,
and how to use these toolsyiour project foryour analysis goals.

1 Go to the topic o\pproaching an NVivo Project. Read about what it is like to work in
NVivo 8.

3. Click the Search tab and try searching for information about some of the processes you are
about to conduct. Note that each topic takes you to information about using the software and
working with yourdata.
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4. A first step to customizing NVivo
Qualitative researchers often care about the way their data records look, and the appearance of the
screen they are working on.

1. In the Navigation Window, you can change how the folders appear (just as in MS Qhbttook
selecting to show and hide them or see the subfolders all together.

2. You can undock (and +@ock) the Detail View, making it a fréating window, whenever you
want to concentrate on just one itéro do this, clickbockedin theWindow menu.

3. And importantly, you can change whether you see the panels of the Navigation Window with
the Detail View below the List View, or on the right hand side. Experiment with different
layouts especially when you start coding.

View | Go Project Links Code Format Tools Wi
yE- = — E:Z

V| NavigstionView  Al=F1 A -B[r|U

Detail View k| [] Right
X v |[H Bottom
Expand/Collapse b

v || Child Mode Headers

h Toolbars » |
Nodes

Layout 3




5. Your project and its management

Now, to your projectour NVivo project is stored as a single file. TFi&e menu allows you to

make a new project, open your existing project or close it.
Note the options available from the File menu.

Eile
®
L=

Edit VMiew Go  Project

Mew Project...

Open Project...

Import Project...

Close Project
Copy Project...

m

Print Prewview

Print List...

Project Properties

Exit

CTRL=+M
CTRL+O

Links

To close and locate the project
1. From the File menu sele€lose Project

From this menu you make a newject, open an
existing one, make a copy of a currently opened
project or import one project into another.

Teach Yourself NVivo 8: tutals by Lyn Richards 12

If you are working in a team you may later wish to

combine your projects in one. By importing one
project into another, you can merge your work/adi
wish to do this, go for advice to the Help topics on

importing projects.

The File menu also gives access to the Project

Properties. Here you can change the name or
description of your project.

lﬂ Note, if the name is changed internally, the
pr oj e tetndme onfyour computer hard disk will not

be changed.

2. If you have made any changes to the project, you will be asked whether you wish to save this

project, choos&ES.

Congratulations! You have a new, saved project, waiting for your data and ideas.

Your NVivo project database saved im singlefile. By default it is in the My Documents (or

Documents if you are using Vista) folder. (If you changed this default, or moveny &tree,
be sure to record where you placed that fif@yr new project should now be storiaedhe

location you specified.

3. Go to thewindows Explorer andthe folder forMy Documents(or Documents) toleeck your
project is where you put itlt is a singe file with the NVivo icon and the extensionp (for

ANVI projecto).

vV O

To open and save your Project

1. When you closed your project, you returned to the Welcome window, which now steows th
name ofyour project. Click on its namé& our project willopen in the Navigation windaw

Note that orthe File meny Save Projectis probably not available, because you have not made

any changes to save.

2. From the File menu, seletoject Properties. The window tells the name and description you

Li ke

any

ot her

fi

e

t

c

ar

gave your project, and the time you created it. Alter the description to add detail. Now, you have
made changes and can select3bge Projectoption, or simplyuseCtrl+S.

l.iii Make a habit from now of doing a Save whenever you feel you have significantly changed your

project.
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To manage saving and undoing

NVivo hasUndo i more on how to use it below. After you save changes, they cannot be undone.
For this reason, NVi vo wi lairegulaointervals, if yoovsishtoe 0 .
save. (You can change the frequency of reminidsee next section on Optiong)ways consider
your answer, as you may wishlWmdo something you just did.

Save Reminder L-'E_E'-J

It has been more than 15 minutes since your last save,
! Do you wish to save your project?

When you close a projeét,any changes have been madét, NVivo will ask you if you wish to
save changes.

To back up your project file

There is great advantage in having your project saved as a single file. It is much less likely to be
damaged by bad file management than a project saved in many félldersyou can easily send

the entire project to a colleague or supervisor as an attachment to arfenggets big, compress

the file using Winzip.

You back your project up like any other file.
When you wish to back your project up

1 use whatever is younormal backup procedure to make a copy of the project file on
another safe storage device;

1 orif you prefer, whilst you are working in your project, make a copy of a project
from the File menu. (Simply selelele>Copy Project).

Always back up your pregtfrequently and keep a record of where you stored the backup copy,
and of other relevant information about date, state of project at backup, in case of computer
problems or change of direction in your thinkilghen you are working qualitatively, yoart
change the project data base very many times in so many siibikke any computer file, your
project can be deleted or mislaid if you are not careful with your data management processes.
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To set application options for save and safety

1. From the mentbar selectrools>Options . The Application Options window opens. Click the
Notifications tab and set the project save reminders to the time you prefer.

2. Click through the tabs to check the range of project options you can set.

= Big Warning ! one option is Enable deletion confirmation messagesunless you are very

confident, d o n 0 ttickut!h For most users, it is essential to have that warning when, unintentionally,
they have asked to delete items.

Application Opticns 4 @Iéj
General ﬂoﬂﬁcatlonsl glspla‘/] Labels ] File Locations | Paragraph Styles ] Model Sty 4 »
Messages
Enable project save reminders every 15 |5 minutes
Enable deletion confirmation messages
Updates
Check for software updates Every 7 Days i
Apply ] [ oK ] [ Cancel

3. Note the buttorClear Recent Project Liston the Generaltab. Y o un@ddihg tHiseUse
it when you wish to cleanup th¥e | ¢ o me Wi n d o w Gafter you remtioveo f pr o]
experimental old projects, or move ones you are working on.

This concludes NViv@ Tutorial 1. Go tdHandling Qualitative DataChapter For advice on any
of these research processes..

Now for some data! Ifut or i all 2, youoll ma k e idaodchackhaprihe s i n
now growing project.
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NVivo 8 Tutorial 2:
Creating and Importing Textual Sources

This tutorial is about howo make textual data records in NVigpor import them into your NVivo
project. There are three ways of doing thia this tutorial there are instructions for each. You will:

1 import one or more records from a word processor file;
1 work in your project, ad createa record there;
f record a s ummaBkxteernabrecordkhat 6s i n an

And since at the end of this tutorial you will have a project underway, it concludes with instructions
for a fourth task:

1 back upthis precious project file that records your work

Chapter 2 oHandling Qualitative Datas about making qualitative data, the many ways of doing
so and how to make useful data for your purposes. To review what you need to know about
documents, go to the Online Help.

About textual sources: documents, memos and externals
NVivo provides three folders for tee sorts of Sourcésinternals,memos and externals.

These are common divisions in a qualitative project. You can make furthéldats of your own
to hold diffeeent types of Sources. Internaler example, may be divided into interviews and focus
groups, or memos into theoretical and methodological notes.

Each o6l nternals6 folder can hold both textual
focus on working with textual records,4ee how to work with multimedia records, see Tutorial 2a

If you are working in NVivo you can write early research desgpordsor letters etc. in a word
processor and import them to your new progctiocuments or memd3r simply write them
within your project.

And you can maké E x t espuncadb @present other material that ywill not bring into the
project at all but dondét want to | ose.

This tutorial takes you through the steps to import a document, to create a document in NVivo and
to createan External to record other data.

As you work through these steps, note that there are always at least two ways of getting to the
commands you wish to give the software. Familiarity with these different ways of working with
software will help you find thevay that suits you best.

l.iii Use the List View, as you work. L ike the familiar Windows Explorer, it will allow you to sort on
any of the columns in the right pane . As you bring in more sources, you can view your documents or
externals in order of size, amo unt of coding, or date created or modified.
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1. Choose how you work in NVivo

Most tasks can be accessed via the top level menu and also the context menu available from the
right-mouse button. For most menu items there are short cuts. And for some ¢heomsion the
tool barsFor example, there are always three ways to add any new item.

You first need to tell NVivavhat you wish to addrou do this by clicking on the appropriate
folder, and then clicking in the right pahist View. Now what you canafor that sort of item will
show on the Project Menu and the Context menu when you click the right mouse button.

1. Go to the Project ment | project | Links Code Tools Window Help
and you will find it offers New Internal ,
the option to create a new S
internal item (or import D ’
them)_ Import Internals... CTRL+5HIFT+I

2. Or right click in the New Internal N
List View and from the ImportInternals..  CTRL+SHIFT+I
right mouseContext menu Export >
select the option to add a Print »
new item of that sort (or, & Paste CTRL=V
for documents, to import Sort By »
them). List View v

Refresh F5
o JHOO &% 51

Document in This Folder...

3. Or just usehe New
buttonto createhis sort, or
any other sort ohew
project items.

Have you noticed that

most common actions in NVivo
have fast keys showing with the
menu items? It is useful to
learn the ones you will often
want to use.

Audio in This Folder...
Video in This Folder...
Subfolder in This Folder...
External...

Memo...

Free Node...

=

Tree Node...

Case...
Relationship...
Set...

Set.
Text Search Query...

Word Frequency Query...
Coding Query...

Matrix Coding Query...
Compound Query...

Coding Comparisen Query...
Dynamic Model..,

Attribute...

eHorPeReE86000BReY, Unow

Relaticnship Type...
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2. Making sources

Most of the data sourc@s most qualitative projestare recorded itext. At this stageyou may
haveearly research design documents. Latey, canaddtranscripts of interviews, field notes,
survey responses etc.

As those documents are created, theyatmllytyped up in your normal word procesgbere we
wi | | a sMSWane) Thesevdosd processor documentan be imported directiyto your
project in NViva They can be in Word files (.doc or .docx)imrich text formaf.rtf) or pdf format
(.pdf) or of course in plain text (.txt). If youei®Vord files, they can include pictures or tables or
other embedded objects, and you will be able to view, code and retrieve this content.

To import a document

1. Create a document yourword processoror locate one you have already typed@pwrite an
inf or mal one about what you are planning to
Save it as a Word (.doc or .docx) file, in a sensible location

2. In your NVivo projectclick on the folder folSources and theninternals . Click in the List
View to show you want to work with the items in that foldaom theProject menuselect
Import Internals . (Or select this command from the context menu when you click your right
mouse.)

Import Internals @
Import from
Text Options

Create descriptions

Optionz
Code sources at new cases located under

Caszes

Create as read-only

oK || Cancel

3. Note the options offered. The option@Gode sources ahew casess covered in the tutorial for
Chapter 3If you are importing documents (e.g. interviews) that represent cases for which
you want to store information, go to that tutorial to read about cases.

4. Click Browseto select the file to import. &igate to whergour firstsource fileis located.
Selectit, and clickOpen. (If you have prepared more than one document, seltct
Ctrl+click or Shift+click to import many documents at onc€ljck OK.

5. TheDocument Propertiesare shownBy default, he name of the doenentis the name of the
file selected. You can renamere-describe the document at any time by going to its Properties.

6. Click OK. Your documenis importedand its name and detadppear in thé&ist View. To
read it, double click on the icon next te hameand is contents wilbpen in theDetail View
below.
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T T
Internals

Name Nodes References Created  Created By Medified On Medified By
L) Anna 0 0 7128200 Fdw 7i28/20086:04  FJw/

) Anna x
[rizerview with “dnna’ o

Q.1 Current use of time

T an “ordinary” week, how do vou currently spend vour time?

(TWhat takes most time, how much time spent on work, family, leisure efc...?)

I 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 mv weekends and
evenings studying. [ also play Netball and attend a Yoga class of an evening once a week.

If you wish, you can edit the text, cut and paste text or images, change colors and fonts etc just as
though you were in a word processor. Close the Detail View at any time by clicking ®rirttthe
top right corner of the detail view.

To add a new source in NVivodos editor

Documentr memoscan also béntroduced intaa project by transcribing directly into NVivo. It
has a rich text editowith font controls, and Und@¢Though of coursé does not havéull word
processor functions like spielty checkerg

Now consider a memo you wish stat. Perhaps a record about your own attitudes (prejudices?) to
what you are researching? This may be a first important contribution to your @reject o ggi n g
process.@ce itbés created in NVivo yhangestmgourviewsnt i nu
(or confirmations of themthat should be logged.

As youdll see in | ater tutorials, tWAeytog are h
trail document can be linked to the data it descrémel/ou can code as you tydaut for now, just
start it.

1. In the Navigation window, click on the folders fdourcesand therMemos Remember to
click in the List View teell NVivoyou want to wde with the items in that foldeNow
you can use the menus as before: dRegject>New Memo or use the context memu the
New button.

2. In theNew Memowindow, nhame and optionally describe your memao.

=

Descriptions matter ! NVivo gives a description op tion for most project items. Always use this if
your purpose in creating an item (like a memo) may be forgotten or confused. Teams are much helped
by storing descriptions to convey purpose.




3. Click OK and the memo is created. The content (currently)ngmens in th®etail View Type

4.

5. Close thememoas you would in a word processor, by clicking the corner X in the title bar.
Changes will bautomatically saved but remember to save your project as a whole hit Ctrl+S.

oneé
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New Memo Lilﬂ_hj
General
MName Volurteering and Me
Diescription Joumal of my own ideas about volurteering, from the start of this -«
project, and how they may change as | go.
Location Memos
Size 0 KB
Created On 29/09/2008 3.54 PM By SMB
Modified On 29/09/2008 3:54 PM By SMB
[] Read-enly
0K || Cancel

you

are in NVivobds

rich

t ext

edi

tor

(Advice onstarting a diary or journalocument is irChapterl of Handling Qualitative Datg

It 6s

i mpor t anesinany prajegiurmal Note that yon ¢an timstamp your
entries by selectingormat >Insert> Date/time, or just hittingControl+Shift +T .

Format | Tocls Window Help

44 Font.. S5 J RLIiFS
Text Style VElE== EEiz s
Paragraph Alignment 3 ;_: 3 @ B B E E
Indentation 3

E |
Bullets and Numbering »
SRR ind Mo ]
Insert 4 Text Table... =
Delete b || Column
Convert 4 gﬂ: Row Ctrl+Insert
Reset Settings Rows
Image...
Date/Time Cerl+Shift+T
Page Break

S

0]



Teach Yourself NVivo 8: tutals by Lyn Richards 20

3. Recording external data

Now for data that is not easily brought into NVivo. Aatedin Chapter 2, qualitative datacords
arerarely homogeneous. Much of your data wdk e textual.

For the project you proposed, find some data that you do not want to bring into the computer, or
c a n é6.¢9.webpageshooks,or a box of newspaper cuttings. In NVivo, such data can be

represented bif E x t e.df thedata represented afleon your computer itéds
fexternal fleo because it wil/l not be in yournoproject
file data.

To add an External for a book

If you are stucKor some external data, make an ExtefoaHandling Qualitative Data Any

project requires work with literature, amdth an External you careference and keep connections
with books and article¥ our summary oéachchapter, with occasional quotésa Source for the
project; you catink it to relevantdata in your project and use coding to find the passages when
they are needed.

The process of creating a new item should be familiarinselect the folder you will create it in,
(Sourcesand therExternals) click in theList View to show you want to workith the items in
this folder.

1. From theProject menu (or the context menwhooseNew External (or use the New button:
New>External in this folder).

2. Type in the name arnahy relevant details.

MNew External - @Iéj
General l External ]
MName Handling Qualtative Data
Description Lyn Richards, Sage 2005
Location Extemnals
Size 0 KB
Created On 19/08/2008 4:19 PM By SMB
Medified On 19/08/2008 4:19 PM By SMB
Read-only
[ ok [ cancel |

3. Click theExternal tab to specify théile type i this canbe a file link or web link. If you are
describing something (like a book), that is not a file on your computer or a URL,Q#lect

General  External l

Type File: lirk. v

. File link,
Fil= path wieh link
Location dezcription
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4. If you wish, specify what the contents are, the unit (e.g. chapter) and the range
(e.g. chapters-10).

Mew External I_l_J(E|J X
General External
Type Other (=]
File path Browse...
Location description Personal Librany
Contents Book IE‘
Unit Chapter IE‘
Start range 1 End range 10
[ ok || Cancel |

5. Click OK. Your External appears, ready for you to type in summary or comments. If you asked
for numbered units, yolbave a template into which you can type the summaries of your
externaldatatach chapter (or other unit thayu youodov
can put the summary or your comments at the appropriate place.

# Handling Qualitative Data

Chapter 1

Chapter 2

Chapter 3

Chapter 4

Chapter &

Chapter B

Chapter ¥ I
Chapter 8

Chapter 9

Chapter 10

6. As before, just type as though you were in a word processor, changing styles, fonts, etc as you
wish. You can insert hyperlinks to a website or images from the book. In the tat&l$uo
Chapters 3 and 5, youoll l earn how to | ink &
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To add an external for a website

This is a very common requireményou have found a site and wish to keep the link to it and
record your notes on the content. Rdaan External for that website and you can at any time jump to
the site from your NVivo project.

1. Youbve found the websi t eAddBxtdrnat Dypeiinghe naméand URL .
description.

New External M
General l External 1
Name ito4
Description ‘Website on volunteering - one of the most detailed -
found so far
Location Edemals
Size 0 KB
Created On 19/08/2008 4:22 PM By SMB
Modified On 19/08/2008 4:22 PM By SME
[ Read-enly

2. Click theExternal tab to specify the type and logat of this source. Contents wnits are not
relevant for a sité simply leave these options. Cli€k.

3. The External opens in th2etail View and you can type your summary or reflections. You can
copy and paste images into your External if you wish.

E;ct?l%e g™ | > : @) 1300 556 097

e real W'Dl‘ld Y e P LOGIN P BOOK ONLINE
*

Welcome to i-to-i
Leading the world in meaningful travel
& get voluntsering with communities worldwide
& get paid work abroad
* get qualified to teach English abroad
e Places to go 3
. - il
Find your perfect trip . ﬁ Get a taste for it!
A Discaver if you are cut aut for
1-24 weeks - help orphans, save 1 Meaningful travel. Take our
turtles, build hemes and have the ¥ o 2 ot ool
fime of vour life. ] g
e 3 .
[ --all countries ~| R discover more
[ --all Project Types ~|
glish abroad
i ) h English and
- — Thingsto do e

4. From theList View you can at any time Open External Riléfrom the Project menu or Context
Menu). This calls the website (if your computer is connected to the web).

Externals
Mame Modes References
Image of Volunteers - 0 0
‘Wolunteers - How to g 0 0
‘wlesley Mission - Defi 1 4

@ Open External... CTRL+SHIFT+C

Open External File...

& i-to-i

Export 3

Print 3
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4. Saving and backing up

A reminder: NVivo has saved your project in a sirfdée This single file can now be stored on a
CD, Zip Disk, Network drive or emailed to a supervisor or colleague.

1. SaveandCloseyour project.

2. In the Welcome Window, seleEile>Copy Projectand follow the directions to make a copy of
your project.

OR
3. Find the project file in your My Documents (or Documents) folder, and make a copy of the file.

OR

4. If you are currently working in your project, choose the File>Copy Project. Hint: Add a date to
the file name so if you do need to revert to an older vergmncan locate this easier.

5. Now, save the copy somewhere other than on your computer hard disk, for backing up

ETYou havendt created a secure backup umrbackupantiours b ac ki
hard drive is a copy not a backup dreflect on what happens to it if your hard drive dies or your
computer is stolen .

This concludes NViv@ tutorial 2. Goto Handling Qualitative DataChapter Zor advice on ay of
these research processes.

You now have a project wittextualdata, and a good ranée for keeping it safe! In the next
tutorial , vy anake mlltimedaaaurses.how t o
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NVivo 8 Tutorial 2a

Making Multimedia Sources

This tutorial is about how to work with multimedia data directly in NVivo 8. You can choose to
work with digital déa such as audio, video or image files. In this tutorial you will learn how to:

1 import multimedia records;

1 createorimport text records associated with the multimedia sources

About multimedia sources:

NVivo allows you to import multimedia files into fbérs in the Internals area along with your
textual data. For instance you can import audio files for one interview together with the textual
transcript of another and store them in the same folder for easy access.

These multimedia sources can then bagcribed, annotated and coded using the same methods as
when working with text data.

This tutorial takes you through the steps to import a multimedia source and to create and/or import a
text record associated with a source.

1. Importing multimedia sources

If you have data recorded in digital fornsaich asaudio, video or image files, you will be able to
import it directly into NVivo. NVivo allows you to import video files and media clips in .mpg,
.mpeg, .mpe, .wmv, .avi, .mov, .mp4 or .qt fornaatlio files in .mp3, .wma or .wav format and
digital photos and pictures that are in .bmp, .gif, .jpg, .jpeg, .tif or .tiff format.

To import a media or image source

1. In your NVivo projectclick on the folder foSources and therinternal s. Click in the List
View to show you want to work with the items in that foldeaom theProject menuselect
Import Internal s. (Or select this command from the context menu when you click your right
mouse.)

Import Internals 7 =

Import from

Browse..

Text Options
Create descriptions

Options
Code sources at new cases located under
Cases

Cresate as read-only

[ ok || Cancal |

2. Note the options offered. The optionGode sources ahew ca®s located undehas been
covered in the tutorial for ChapterI8you are importing sources(e.g. interviews) that
represent cases for which you want to store informatiorgo to that tutorial to read about
cases.
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3. Click Browseto select the file to impborNavigate to whergour source files arelocated.Select
the file(s) you want to import, therick Open. (If you want to import more than one source at
the same time, ugetrl+click or Shift+click to select andmport manysourcesat once.)

4. Click OK. Yoursources aremportedand their names and detadlgpear in théist View.

5. To open a source, double click on the icon next to its panteis contents wilbpen in the
Detail View below.

Storing multimedia source files

As video and audio sourcearcboth be large in size, NVivo offers options either to embed the
entire source in your project, or to store the media file outside the project. If the file is stored
outside the project, as long as the file path is available, the source will worktaevey as if it

was embedded. If the location of the project and/or the location of the stored file is changed, the
file path may need to be-specified.

The default limit for files to be automatically embedded is set at 20MB. This can be changed if
required througlFile>Project Properties>Audio/Video

Project Properties ==
General l Labels l Passwords l Users l Paragraph Styles | Model Styles  Audio/\Mideo l
Settings
| Embed media in project if file size less than o = ME

Note that the setting chosen appliebdth audio and video files.

To change the location of a specific file, right click on the source in the List View and choose
Video Properties then the Video ta
Video Properties @

General |
Duration 5:36.0 Transcript entries

Media
@ Embedded in project
Mot embedded - file location

Format WMV

(ol

To embed the file in the project, click on the optiEmbedded in project To store the file outside
of the project, click oNot embeddedr file location, then click on thdrowse button to navigate
to the location of the file.
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2. Working with images

Once you have imported an image file, you can choose whether to add text or comments about the
image as a whole, or about sections of it.

1. When youopenthe image source, the image is displayed on the left hand side of the Detalil
View and thdog for theimage is displayed on the right hand side.

Region Content v

e
W Ui

The log enables you to make notes or comments as required.
If you do not want to use the log, you can hide it from view through clickieg>Log.

2. To enter a note or comment about the whole image, iclittie Content field of a blank row of
the log and type in your text. A new row is created to store your text.

X

Region | Content v
this photo was taken ...

3. To enter a note or comment about a specific section of the imageliéksand drag tselect
the required region on the image, theghticlick in the selected regi@nd choosénsert Row.

4. A new row is created in the log which specifiessbkected region in theegionfield. Text
can then benterednto the new row as requiread the Content field.

To view the region a log entrgfers to, click on the row in the log and the selected region is
highlighted on the image.

ithis boy does not have his hand up

this photo was taken ...




Teach Yourself NVivo 8: tutals by Lyn Richards 27

3. Working with video sources
Once you have imported a digital video file, double click on the source in the list view to open it.

1. When youopenthe sairce, the video is displayed on the left hand side of the Detail View and
thetranscript for the video is displayed on the right hand side. firheline is shown across
the top of the Detail View, with theaveform displayed.

Thetimeline indicatesthe time for any section of the video and enables you to navigate to a
specific position as required.

Thetranscript enables you to make direct transcriptions and / or make notes or comments as
required.

If you do not want to use the transcript, vidwavaveform, you can hide one, two or all of them
from view by clicking on the relevant option(s) on tiew menu

2. To play the video, click oMedia>Play.
Theplayheadwill move along the timeline as the video plays.

3. To move to a different section tife video, click on thplayheadand drag it to the relevant
place on the timeline, the video will then commence playing from this point.

You can work with the video file directly in NVivo and/or you can choose to transcribe the content
and/or make notesn the content.

Creating transcripts

1. To enter a note or comment about the whole video, click i€tment field of a blank row in
the transcript and type in your text. A new row is created to store your text.

fembers of this focus group are all non-volunteers
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2. To transcribe or make notes onatprular section of the video, click and drag with the mouse
on the timeline to select the required section, right click in the section and ¢hsexteRow.

3. A new row is created in the transcript which specifies the selected sectimieofn the
Timespanfield. Textcan then be typed into ti@ontent field of thenew row as required

To view the section of the timeline a transcript row refers to, click on the row in the transcript
and the selected section of video is indicated by a pink hoaizstnipe shown below the
timeline.

There are a number of different methods to use when transcribing your video file within NVivo.
For further details see the onlikielp.

Importing transcripts

If you have already transcribed the content of yodewifile, the transcript can be imported directly
into the transcript area of your source. For details of the formatting required to do this see the
onlineHelp.

1. To import a transcripppenthe video source within your project, then clickiMadia>Import
Transcript Entries

2. Click on theBrowsebutton and navigate to where you have stored your transcript. Select the
required document and cli€BK.

Import Transcript Entries @

Import from

C:UsershPublic\Documents'\MVivo & SamplesDataTranscript Non Volu
QOptions

Create one transcript row for each | Table Fow - ]

Eile includes identifier column

3. Click OK

If you already have transcript entries in the source, NVivo will ask whether you wantctepd
with the import. If you choose OK, the new entries will be imported and ordered by timespan
together with any existing entries.
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4. Working with audio sources
Once you have imported a digital audio file, double click on the source in the listovggyen it.

1. When youopenthe source, thanscript for the audio is displayed in the bottom half of the
Detail View and théimeline is displayed across the top, with thaveform behind it.

P Audio Interview with Peter

0 CL.D 0200 0400 1:000 1:200 140.0 2,000 2200 2400 3004 3200

Timespan 7| Content v

Thetimeline indicates the time for any section oétaudio and enables you to navigate to a
specific position as required.

Thetranscript enables you to make direct transcriptions and / or make notes or comments as
required.

If you do not want to use the transcript or waveform, you can hide onethprobthem from
view through clicking on the relevant option(s) through\ffev menu

2. To play the audio content, click &edia>Play The playheadwill move along the timeline as
the audio plays.

3. To move to a different section of taadiq click on tke playheadand drag it to the relevant
place on the timelinghe audiowill then commence playing from this point.

You can work with the audio directly in NVivo and/or you can choose to transcribe the content
and/or make notes on the content.

Transcrpts can be created or imported in the same way as for video transcripts (see the previous
section of this tutorial for details).
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NVivo 8 Tutorial 3:

Managing data: Cases, Attributes and Sets

For most new researchers an early concern is to learn ttsedateyare recorde@ne aspect of this
processs to store the context arlde sometimes complex information that you have to accompany
the qualitative dataources you are gathering descussions, interviewsr field notes.

In NVivo, you canstoresud information asAttributes of your casesthat is, thesites or
individuals you are studying.

In this tutorial youwill learn how to

T

1
1
1

makecase nodes$o gather all the material about a case, and create the relehaedof
variables, such as gender #migle;

createattributes and store th&aluesfor casesn NVivo;
import a table of attributealues,

and Atidyo sou8etses and nodes into

Chapter 3 oHandling Qualitative xashout the importece of making good data record#ring
the informatim about cases which may be essential for your anagsisnanaging the data
records

For more detaibboutAttributesand Setsgo tothe online Help.

Thinking nodes and coding

Nodesare containers for categories in your project, ideas or topics yoot@rested
in. They can store references to data segments about any topic or concept. So'
what for most researchers is a most basic task of all qualitative priojettging
together the relevant data content for a question or reflection.

You gatler data together byoding those segments at a node. You can then view
review all of the data coded at a node.

Nodes and coding are the subject of the next tutorials. Most of the coding you d
nodes will be interpretativierecording your interpret@an of the selected data and
gathering everything about a topic at a node.

But nodes also have many important data management roles. They can hold all
answers to a particular question or store all the results of a query. And most
obviously, they caihold all references to data about a case. In NVivo, any case f
which you wish to record attributes is given a Case node.

i)

In the previous tutorial, when you imported documents, an option was to Code sources at cases .

If you are importing  sources (e.g. interviews) that represent cases for which you want to store
information, you simply select that option and the whole source will be coded at a case node with the
same name
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Cases as data containers

In the Navigation Window, the second folder isMwvdes This has five folders for different sorts
of nodes. One of these is fGases In that folder, you can make new items. A new case will be
represented by a node.

Nodes Look for: ~  Searchln -
) Free Nodes
) Tree Nodes Cases
- Cases Name Sources
il Relationships
5 Matrices D MNew Case.. CTRL+SHIFT+N
=l |4 Search Folders
ol Al Modes Export 9
Print »

Sometimes, a case is represented by all of and only one source (for example in a pevgect wh
interviews were conducted just once with each person). But this is unusual in qualitative research.
More often, you have material about a case from bits of many sources, (a joint interview with a
colleague, field notes on a meeting, bits of a focus@roro gather all that material about the case,
you code it at £ase NodeThen you can see it all together and ask questions about it. You can
also store information about the attributes of that tasg. this is a female, unemployed. Then,

when you wvish to find what unemployed females said about an issue, NVivo can locate all of the
data coded at cases for which gender (attribute) = female (value).

To design cases for your project

For your own project, asiki Wh at i s a Ca s €lrythesenvhys o the |
answer:

What is the projecabouf?
Whatplaces or institutions or individuakre you asking about?

Whatclassifications are relevant¥hat sort of information do you
want to store, and what cases have that information?

Almost always theseuwgstions focus the study. If you are comparing schools,
according to their socieconomic status and staffing profilsshoolsare cases for
this study. Code all the material about each school at its case node, and store tl
attributes. Now you wilbe able to ask the comparative questions. (Did staff of
working class schools have different attitudes to discipline?)

As you build more data about a school, you can code it at the relevant case noc
attributes recorded for that node will automaticapply to the new material.

B

You can arrange cases in sub-groups, each under a more general case node. (A good design in the
Sample Project would be to make case nodes for 0 Bcus Group Participants 6 and 0 hterview eesd. And
perhaps to have another nod e for cases of 0 @mpaniesd working with volunteers.)
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1. Bringing more data into your NVivo Project

To start this tutorialprepareat least two more datources, each of which represents a case, for
example audio files dranscripts of interviewsachwith one person. If you have no such data
records yet, createoduments from other sourcdike website descriptions of relevant people

To import sources and create case nodes for them

1. Import more sources into your NVivo project, following the instautdiin the previous
tutorials.

2. At the Import Internal(s) window, click the option@wde sources at new cases locatadder
Cases for any source for which you want to store attribute values.

Impert Internals @
Import from
| Browse. |
Text Options
Create descriptions
QOptions
#| Code sources at new cases located under
Cases Select...
Create as read-only
OK | [ Cancsl

(If you want to put these new nodes under caseqfmteeach type of case, cli€electand select
the node, e.g. Alntervieweeso, fAFocus Group p

3. Click Browse to locate and import the source(s). InNBeigation Window, they appear in the
Internals List View.

4. Go toNodesand cick onCases.You have a new case node for each document (with the same
name as that source). Click on a case node to see,Dethié View what is coded there. You
have coded at that node the entire source.

Now that you have a Case node, you need mstticethe material on this case to just one source.
When you later get more data about that case, you can code that data at the Case node. But for now,
the task is to store information about the attributes of that case.

=

Note how often Attributes appear inthe menus and dialogs. If you store information about the
attributes of cases, this information will be useabl e
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2. Using attributes and values

If you know the attributes your respondents or sites will havie @ t
store about them), you can create them all now, with their values. But there is noinaédhates

and values can be created as needed. Yoindandually createattributes and allocate the
appropriate valueis NVivo. Or, if you have substantial amounts of this type of information

(e.g.in an SPSSor Excelfile) it can be imported as a table.

To create attributes and values

1. In theNavigation Window, selectClassifications>Attributes . Right dick in theList View.

S

t he

nf or ma

FromtheProject menu,(or the Context menu, or the New button) seieiv Attribute . The
New Attributedialog box is displayed.

2. Type in thenameand,unless it is absolutely obvious what you are recordardgscription of

this attribute.

3. Select thattributeType (string, number or daté)om the dropdown list.

4. Click theValuestab to define the values for the attrihute

New Attribute

Pl

General I Values }
Name

Diescription

Type
Created On

Modified On

Education

Highest Leve! of Education Completed

String lz‘

25/08/2008 11:28 AM By SMEB

25/08/2008 11:28 AM By SMB

Cancel

5. To add each new valueljck the Add buttonand enter value name and optionaily

description

6. Checkthe Default checkbox to specifwhich valuewill be allocated to new cases a defatl

(unassigned is usual.)

New Attribute

General Values

Unassigned

Walue

Attribute Values
Description

Net Applicable

No formal education

no schooling or tutoring

HF | Primary only

|eft before entered secondarny

Add

Sort

o€ ] [Gomd ]
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To assign Attribute Values to Cases
If you know the information about an individual case, you can easily store it, or at any stage change

It.

1. InList View, select the required cagerom heProject menuor right mouse context menu
click Case Properties

2. Click the Attribute Valuestaband fromthe drop down menfor each attribute, choose the
relevant valueClick OK.

Case Properties - D -
General Aftribute Values l
Attribute Value
Education | Unassigned] IZ|

Unassigned

Mot Applicable

Mo formal education

Primary only

Some tertiary
Completed tertiary

Apply ] [

0K | [ Cancel

To view and use the Casebook

Information about attributes is best displayed in a table. NVivo showSabesyou create, and
theirvaluesfor eachattribute, in a table called £asebook You can view the Casebook, import a
table to it or export from it the information stored so far.

1. From theTools menu, selecCasebook>0Open Casebook

2. The Casebook appears in Betail View. It may look very small if you have gnbne case
with only one attribute! But as your data builds up it will fill up. The Casebook for the sample
project looks like this. You can print it.

'{r_ﬂ Casebook ‘

x|

: Cases\Anna
Cases\Annette
Cases\Annie

Cases'\Elzine
Cases\Grace
Cases\Marie

e |~ [ [ [ ea |

: Cazes\Mary

[

: Cases'Olivia
10 : Cases\Phoebe
11 : Cases\Roberta

12 : Cases\Rosa

14 : Cazes\Glenys
15 : Cases\Peta
16 : Cases\Cecilia
17 : Cases'\Bela
18 : Cases\Maria

19 : Cases\Dan

A:AgeGroup ¥ B:Country 7| C:Currentpai.. V|D:Currently v.. 7| E:Education W|F:Everdone.. ¥| G:Gender = +

m

Cases\Bernade...

13 : Cases\Stepha...

20-23 Aust Student ez Tertiary Yes Female
40-4% us Mone Unassigned Secondary Yes Female
20-29 us Mone Unassigned Tertiary Yes Female
60+ Aust Retired Yes Secondary Yes Female
30-3% us Guest Services No Secondary Mo Female
20-29 Aust Marketing Mo Tertiary Yes Female
30-39 us Teacher Mo Tertiary Yes Female
60+ Aust Retired No Secondary Yes Female
50-59 s Murse UUnassigned Secondary Yes Female
30-39 Aust Teacher Yes Tertiary Yes Female
30-3% us Waitress No Secondary Mo Female
40-49 s Teacher UUnassigned Tertiary Yes Female
20-23 us Mone Mo Tertiary Me Female
50-59 Aust Retired Unassigned Secondary M Female
20-23 Aust Teacher UUnassigned Tertiary Mo Female
20-23 Aust Supervisor Unassigned Tertiary Me Female
40-49 Indiz Directar Unassigned Tertiary Yes Female
G0+ s Retired UUnassigned Tertiary Yes Female
60+ us Retired Unassigned Secondary Yes Male

3. Using the filter icons, you can change which rows appear.
yearoldds n your

sampl e, fil

ter on

t he

For example, to see onk2¢he 20

col umn fAag
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Casebook Filter Options Iiléj
where value in column A Age Group
s [equalto V]
@ value [20—23 V]
|
| [ ClearFitter | [ OK | [ Cancsl |

4. Case characteristics can be changed, when you get more information, or perhaps the
circumstances of people are altered. At any stage, you can alter the value shown for any
attribute of a case.

To alterit to an existing value, select from the drop down list.

"Fﬂ Caszebook
A Bducaton

1: Cases\Anna ome Secondany|fi
2 : Cases\Interview | Unassigned

Mot Applicable

Mo formal education
Primary only

Some Secondary
Some tertiary
Completed tertiary

3 Cases'Interview

To create a new value for a case, select the value in that cell and efjitat example, Anna just

graduated!?'

"ffﬂ Casebook

A BEducation W

1: Cases\Anna Postgrad Deg| |+

2 : Cases\Interview 1 | Unassigned

3 : CasesiInterview 2 | Unassigned

ﬂ Note that long names of attributes and values will be shortened inthe Ca  sebook o for efficiency,
keep them as short as possible.
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3. Importing attributes and values

You can import information to a casebook from any program that handles tables (a spreadsheet,
data base, statistics package, or just a table you make in MSWord.)

Anattri but e t a loltsed® NVavoand imported.¥oa tae ateaté it by exporting
attributes from a statistics package or spreadsheet. Or you can type up the table in spreadsheet or
word processor softwar#.you have dot of attributesanddocumerd, this is more efficien than

creating them in NVivo.

Please check the Help files for more detailed advice on the formatting of tables and the format
selected for import

To create a table for import to a casebook

1. Type a small table in any progréhat will create a table (e.g. Word or Excel), with the names
of your cases down the side. The top left corner cell can be blank, or have any word in it (such
as Schools or Interviewees).

i)

Make sure that the case names are the same as the names of case nodes in the NVivo project

that you want to give these attributes to. If a case name is not recognized, NVivo will optionally create

a new case node for it. I f you dondt yet have those ca
want to do Way 6cf acmgeatcikng case nodes) . But i f you have
lot of nodes!

2. Type names of attributes as the headings of the columns. (Keep them brief.)
3. Type into this table the names of the values for each case, under each altttieltattribute

i sndét applicable, |l eave the cell bl ank.
You will have a table that looks something like this (start small for a first try).
Gender Age Income
Interview 1 Female Under 20 None
Interview 2 Male 20-30 Middle

4. Save that table in your tabinaking software, selecting the options for cells to bestgiarated,
and t he fAe nJoiodeiTextg*dxt).t o be

If you prepared your table in Wardheckthat there are no blank lines above or below the table
then on the top menu go T@ble>Selet>T able, thenTable>Convert>Table to Text and choose
Tabsfor separation.

Now selectFile>Save Asand fromSave As TypeandPlain Text (.*txt) . When you close the
window, Word asks you to specifyle Conversion Unclick the Windows (Default) and instead
chooseOther Encoding and scroll down to selettnicode Thismatcheshe default setting for
importing Casebooks into NVivo

Or: if you leave thé-ile Conversion atWindows(Defaul{, the table will import so long as you
change thé-ile encodingsetting n NVivo to USASCII.

5. Save it somewhere you will find it again!
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To import a table into your Casebook

1. If you are unsure what you are importing, find and open the file you saved as plain text. It looks
a lot less tidy than in its table format. But it hasshme content as the table you saved. The
cells are marked by tabs rather than neat lines. This is the version that NVivo can import.

2. In your NVivo Project, choosEools>Import Casebook

Import Casebook U2 ==
Import from .
C:M\UsersPublictDocuments ' Myivo 8 Samples'\Data'Interviewees caseboolc Browse.. 3 CIICk Browse to |Ocate your tab SeparatEC
ot table.
File encodin Unicode - Codepage 1200 ~ H H H H
— - 4. Check that the File encoding setting is
Dot ot e ——— correct for the table you saved.
Unassigned attribute value format Unassigned - 5 Check th@ptlons You can ask NVIVO to
Mot Applicable attribute value format Not Applicable -
Case name format e — 1 overwrite existing values
e wising st f create any attributes or cases youl
Create unmatched attributes p ro J e C t d oesn 6 t
Create unmatched cases
Case location Cases Select...
Cancel
6. Click OK. Now open the Caseedonek and check what

B

|f the values didnodét appear as specified in the tabl
created those attributes prior to import, giving default values (usually not applicable) to the cases.
I f you didndt ask t duesptiveserwilremnagine exi sting va
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4. Using Sets

This tutorial finishes with the simplest way of managing your data records in NVivo, by grouping
sources and/or nodes 3ets

Whilst Sets are very easily made and used, they are also very effective quick wdkisrtalgia in
groups and ways into the most subtle and powerful searching processes (see Chapter 8).

To make a Set

There are many ways to create a set in NVivo and add items to it. Whichever you use, what is added
is a shortcut to the items you select.

1. To make a new, empty Set, click in the Sets folder in the Navigation Window, cliSketsn
2. Select (from the Project menu or Context menu or the New biNien)Set

Sets Lock for:
=/
&) MNew Set.. CTRL+5HIFT+N
ob Cut CTRL+X
B | Copy CTRL+C

3. Or, to make a new set with items in it, or add items to an existing set, goLtisttiiéew for
those items (either sources or nodes) and select them. Then from the right mouse Context menu
selectAdd to Setor Create As Set

Internals
Mame Nodes Referer
) Anna 0 0
B | Interview 1 0 0
B | Interview 2 Export 3
Print 3
a& | Cut CTRL+X
_j_j Copy CTRL+C
Delete DELETE
Create As »
Add To Set...
Chart Sources Coding by Attribute Value

4. Check the contents of a set by clicking on it in the Sets folder; the sources or nodes you put in it
will show in the List View.Note, the icons are differehtthese are shortcuts to the iteédayou
can put asource or aode in any number of different sets.

Sets Look for: -
B Sets : :
- o First Stage Interviews
Mame In Folder
_E‘ Interview 1 Internals

" Interview 2 Internals
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5. As a final exercise for this tutoriahibk of usefulways you could group your documeatsd
nodesforyou pr o] e c titlse example@mgegettse researcher created a set for all
coded sources a useful way of checking whether coding is proceeding as planned.

For most qualitative projects, a useful set is of documents and/or nodes coding conveiiit tha

contribute to your daudit trailo, your growin
the final chapter oHandling Qualitatve Data r ead about the task of d
writings about the project. Thiswillbemueha si er i f thereds a pointer
in a set called AAudit trail document so.

This concludes NViv@® Tutorial 3.

Go to Chapter 3 dflandling Qualitative Datdor advice on any of these research processes.

You now have a project with daticuments and information about their context, and have started
managing those records in sets. Timdack up.

| n t he nex tleatngkitlsdor diseolvery and dandimgltdieideas that come from the
data.
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NVivo 8 Tutorial 4:
Editing and Linking i Ge t t UmFgomiThe Datao

In this tutorial you will work with just one document in your project, to explore the processes of
Aitaki ng afe drom tmegatahpyou read the record, and discover new ideas, you will
try different way=of storing these ithe software.

In Tutorial 5, the processes of coding will be described. Normally, researchers combine the storing
of ideas with the creating of categories and doing codimgf for early steps, it is useful to take
them separatelynlithe following exercises you will:

i Edit a document
Annotate it.
Write about it in a memo.

Link it to related data.

= =2 =2 =2

Draw your first ideas in a model.

The first section of this tutorial, on editing, contains an introduction to the toolbars and icons that

g ve access to NVivods processes. Unl ess you &
helped by familiarizing yourself with the shortcuts and quick access routes to tasks you may wish to
do often.

Remember, there is almost always a choice of whgsking NVivo to do something. As a
reminder to select the processes that suit you best, the alternatives are noted in this delcigon, in

Chapter 4 ifHandling Qualitative Daddout the exciting processes in qualitative research
involving discovey and exploration of ideas from the data.

To review what you need to know about the differeays of storing ideas and differesurts of
links, go toHelp.

Focusing on a document
To start this tutorial, select a document you already have as a Soyoue project.

Print it out or browse it on the screen, aadlly read it. Make notes about it as you read.

Now, go back to the start of that documdiritis time read the text very thoroughly, line by line.

(As you find material that is interesting, coedu t he exer ci se oniniTaking
Handling Qualitative D@ibapter. In turn,the following exercisease each of the ways of storing

ideas about the documettiscussed there.)
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1. Editing and undoing

To edit a document (or log or transcript)

1. Inthe List View,create oselect thesourceyou wish toedit Double click to open it in the
Detail View below.

2. This window allows you to write textleleteand edit it, as well as to annotate, create memos
and (see next tutorial) code.

3. Do some diting. The easiest way to create, add to or comment on the content of your data
records is of course to edit them. You edit in NVivo very similarly to editing in a word
processor.

A note on toolbars

I f you are familiar wi tohr ytohuors ewoirnd Qourtolcoeosks, o rydc
toolbars have icons for the same main processes and you can manage them similarly. Check the
special NVivo functions and icons and thmove to the next section!

But if you are not used to using toolbars, takeetio make these suit you. Qualitative research
involves a lot of writing. Check that you know what each icon represents, by hovering over them.
TheMain toolbar has familiar icons for cut, copy, paste options, and importahttio! (You can
view all theicons and what they represent in #kad or Remove Buttonslist.)

(33 Exploring.nvp - NVive =8 Fol[EXS
File Edit View Go Project Tools Window Help

N - EH BB & -

S
or Remove Buttons  + Main Toolbar » |y New

= ] [T = =t SE:

Classifications Look for: ~  Searchln ~ | Atiributes Find Now  Clear

[l Atributes

Attributes
Name Type Created On Modified On

@ Relationship Types c
,  |Modified By

These main menu options will apply to many processes, not just editing a data record. You can cut
and paste a node, for example, or undo a change to a model.

i)

Clicking the Undo icon will undo the most recent process. Clicking the dropdown arrow beside the
Undo icon will show the last five processes you conducted. Select any to undo back to the selected
process.
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5 i

il
]
]
il
11
11

Heading4 = TimesMewRoma ~+|14 = A - BH Z

TheEdit Toolbar has icons for familiar word processing tasks. Theslioss on this toolbar set text
styles, font and font size. You may wish to make the toolbars shorter and use short cuts instead of
icons. To do so, from the Add or Remove Buttons list untick any options you wish to hide. (As
above, you can view the iconstiwtheir names by pulling down the Add or Remove Buttons list.)

-

From the first slot on the Edit toolbar you can set the style for your text.

| Heading4 |= T
Document Ma |Z|

Heading 1 If you use Headings when typing sources in Word, they will be
Heading 2 imported with the source to NWb.

Heading 3 By setting heading level, you give NVivo information that allov
Heading 4 it to show and autocode the content between headings.

Heading 5
Heading &

Heading 7 |:|

Click Customizeat t he end of any tool bar to hide icon
they offer you!

Therearefar furt her Tool bar s <Lpding, Lirks, Grid indablésNandv o0 6 s
ways ofViewing the data. Check how they represent items in the niethase most commonly
used.

You can drag the toolbars, as in Word, to relocate them (with thetifidieg names).

Links Toolbar = X

ETERTEY
B

Mew Annokation

_E_T = - % I[|[| 7[39 @ J r+l r—l ;, ? é Ezl_-il' UJ]'

For the next section, on annotating, try using the icons ohinlke andView toolbars.
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2. Annotating sources

Editing a data record is not always a desirable way of recording your ideas. If this is a record of an
interview transcript, or a letter, you are unlikely to want to alter it with your comments, or distract
from the voice of the respondent. For such commentary it is preferable to add an annotation that is
linked to the text but does not interrupt it. Annotations caselaeched usingind or Text Search

Query, and when you do coding, your annotations will be kept live with coded text.

=

Words in an NVivo annotation cannot be separately coded. So use annotations for ideas that
belongwiththe t ext annot at eidea or Aterprétatigngequiras a memo o whose content can
be coded like that of any other source.

To add an annotation:
1. Inthe Detail View, slectsome wordshat require an annotation.

2. From the context menu selaeghks>Annotation>New Annotation.

centribution to the general unprovement of society. Perhaps experiences in her own persenal Life
have led her to becom e T geRaupli rw-rewees

Chrl

-] Copy. Chrl+C
| Paste Chrly
Delete Delete

Select All k8

Lirks [ | Mema Link 3

Code k See Also Link 3

Uncode 4 | Annotation 2 || 9 Mew Annotation !%J
' Hyperlink 3

OR go to theLinks menu, or on th&inks toolbar, click theNew Annotationicon.

s 1 1 EAR
Wy

Mew Annokation

3. The selected text is highlighted. An Annotations tab appears at the bottom of the Detail View.
Type your ideasé

Annotations

Item Content

1 /it iz it to become involved - simply to enol won't do?]

4. Make more annotations to this source. (Note any selectitexofan have only one
annotation). They will appear, appropriately numbered, in the tab. You can always go to an
annotation to edit or delete it. And when you print the source, you can have annotations printed
as endnotes.

5. If you wish to hide your annotans, while you work in the Detail View, go to thaew
toolbar(or theView menu)and unselectiew Annotations.
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3. Writing a memo

There is an emphasis in all qualitative methods on using mentapture thoughts and insights
you have when you are wanlg through your datgseeHandling Qualitative Dakapter 4.)

Memos ardull status sources in NVivo. The program sees them differently from other sources only
because you label them as memos. (The tutorial for Chapter 2 suggested a first memo called
AVol unteering and meo. I f you made that, itéds
folder. If you are using the sample data, you will find several other memos in the Data folder for
importing.)

Any source including any mem® can be linkedto#a cont ent of any source
al soo links bel ow.

Anysourceornodel wi t h one r est r i cLinked Memo,tinked direciwtethat t s 7
projectitemThese memosiowned o by a dacoptiomal mptovidedfdher o d e
refledions on just that interview or concept

=

The restriction? A Linked Memo candt itself have ai
protects you from endless tangles!)

To make a Linked Memo for a source or node
1. InList View, select thesource or node fowvhich you want to create a memo

2. From theLinks menu,chooseViemo Link >Link to New Memo.

Links | Code Format Tools Window Help

Meme Link ¥ | 43 Link to New Mema... CTRL+SHIFT+K

See Also Link 3 Link to Existing Memo...

Or right mouse to get the same options on the context menu.

3. Name and describe this new memo, (as shown in Tutorial 2), and write your thoughts.
Remember to insedate and time. Note that the sources that have linked memos show icons for
these in thduist View.

Internals
MName MNodes

c) Anna 59
':,_I Cross Cultural Solutio 28

o) Mary .ﬁ 50
2} Nick 32
P Peter & 17

\ Phoshe A4
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4. NnNnSee Al s oénéingtowelgted datd. |

Qualitative research does a lot of linkih@s in most interpretative work, the researcher is often
wishi ng to say fSee alHaodlingQealitdtve @bapter 4)HoevthE o u n d é o
data records are becoming Arichero, with your

NVivo provides a range of ways of linking for this purpose. As yoecetn your data, you may
wish to place &ee Also linkto a new item, to particular words or images in existing data items or
in a file that is on your computer (in any other software) or a website. Here we will show the first
two of these. Explore otheptions using the online Help.

You can make Memos that are not directly linked to an item, to record your growing ideas about
themesand concepts that you want to go back and explore lateYam.can also of course keep

those ideas in a notebook. Butilrlthe notebook, they can be linked directly to the text that gives
you an idea, or the place you store it. This will matter when you wish to report and log the way you
developed your analysis.

To link from content of a source to a new or existing project item
1. Openan internal in your project. (Or any menexternal, or node

2. Highlight some content you wish to lirffkom.
3. Right mouse click and chookéks>See Also Link>New See Also Link

Family? Ngm S i up my family responsibilities are fairly small JENIERY
- 0| cut CTRL=X T — e
orandchil di ot roped into baby sitting and the like. Yes — there’s
still shoppi "2 Copx CTRL+C home. But I'm not too fussy about that. Maybe
amounts tq g Paste CTRL+V
Leisure? W Smrie, i Smms (= [ week just to do whatever [ want. A lot of reading,
playving mu = o go for a drive to some of the nicer parts of the island
and take a Delete DELETE  Hme to enjoy such alovely environment.
And then Select Al cTRL-A  put a dav a week mnning the community crafts group.,
a day every Memo Link ¢ |also about a day a week
: Links » r P )
representin = -
P ) see Also Link * | 3 MNew SeeAlso Link..
spend abou Code Selection 3
Annoctati 3 50
5“}2}‘2 ;“rle o CodelVive  CTRL+F8 =AneEEen
= e o] ) Also
s _,____EP_\ Uncode Selection 3 Hyperlink P

Or get the same option from thanks menu, or on th&inks toolbar, click theNew See Also Link
icon.

Mew See Also Link. .. |

4. In theNew See Also Linkwindow, specify what you want to lirtk. If it is a new document or
memo, this will be created and opened.
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To link to particular content of an item

If your Option is to link to an exisng item, you can select either to link to the whole or link to
particular content (this is often more useful).

To link to particular content

1. Highlight the data you want to link to, then from thentext menu right click and cliciCopy.

L) Anna
ob Cut Ctrl+X.
[B) Copy Ctrl+C
&) Baste Cirl+V.
reetc...?) Paste As See Also Link
ving and work
andTspendm  Delete Delete
evenings studying. | also play Netball and attend a Yoga class of an evening onc|  galece Al —
Q.1a Feelings about current time use? pis '
wr goals? Are they | Code Selection )
= CodelnVive  Cirl+F8
Uncode Selection f
until [ have

2. Select the datyou want to create the link from, then from @@ntext menu choos@aste As
See Also Linkt o make a 0 SSelecteACantend. | i nk t o

=

Note, you can make a link to selected content in the same document, useful if for example the
speaker changed t heir mind on an issue later.

To open the fAtod item

1. At any stage, you can go to the text you linkettom the anchor, now marked by pink
highlighting of the text from which you made the link.

2. Click in that anchor, and right mouse to seldoks>Open To Item.

me use? =
s o have enough 4 b7)
n'treally have any | Select Al Criea  tuchin
e to will the lotter
Links » Meme Link »
Code Selection » See Also Link »
? & |~ . -
57 B| Codelnvive  C )
¢ mean to you? Uncode Selection » ,

bmething for. broaary spemany; communry-vene

ce
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5. Drawing it 7 the early uses of models

Throughoutqualitative researchodels are widely used, with many ways of representing hunches,
discoveries and theories. (GoHandling Qualitative Daitapter 4or suggestions for first uses of
simplemodels as ways of sketching and exploring what you think you are seeing in the data.

You may wish to explore these techniques more
model tools in theutorial for Chapter /Here, the goal is simply to becora@are of the possibility
of modeling your emerging ideas.

To start a first model

Models are made up shapes and connectoiou start a model by adding these to a blank
Afsheeto. You add new mod eilfremthelisttView, singé¢heMainy ot h
Menu (Project menu), thBlew button or the right mouse context menu.

1. In Navigation View, click theModels button and click in th&ist View.
2. On theProject menu, clickNew Model

3. IntheNew Modeldialog enter a name and if you wish, a desiaip Click OK. An empty
model is displayed iDetail View.

4. Now add either empty shapes or project items to the mddefe are many ways to do this:
copy/paste, drag and drop, or useMuael menu or right mouse context menu.

5. To connect two shapes, get them both and from the right mouse Context menu Sééet
Connector.

Mew Shape 3
Mew Connector P || == | Associative
Add Project [tems... =+ Cne Way
Add Associated Data... +*  Symmetrical

" & | cut Ctrl+X

-.J Copy Ctrl+C
Select All Cirl+A - - .
Delete Delete Q
Delete From Project Ctrl+Delete < Motives o
Create As ri - i
Add To Set.., )
Layout...
Convert To 3
| Velunteering-wme Hc B
me
6.l f you add Project items to the model, they

Detail View.
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and
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changing the

mo d e |

0s

appearanc

Appearance does matter, whgyu are drawing a model to show (to yourself or your colleagues)
what you are seeing in your project. But beware of how much time you can spend on cosmetic

touches!

1. To name your shapes and connectors, double click on them to go tertprties.

Open Project Rem,
Shape/Connector Properties

MNew Shape

New Connector

Add Project Items..

o8 Cut Cirl+X
)| Copy Cirl+C
2 Ctrl+V
Select All Ctrl+A
Delete Delete

Delete From Project  Ctrl+Delete
Create As
Layout...

Conyert To

Reverse Direction

2. Tocolor lines offill shapes, go to the Formatenu or toolbar.

{-f?\'|"| =
| Automatic

I
i
141

| [ | HNA
[ | [ | HE
l More Colors.., l

3. Select a connector, then finathe Format menu, select Liaad you can give your connectors
style, weight and color.

anuntejering ]
and Me

;i MD@
r" s

-
- ;
»=" altruism

O N\,

Interview

2

Style —ememm—e= %

Weight |4 W

Calor Il Fuple
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Customizing the model space

A final exercise in using the software otudes this tutorial. Use the menus to customize this
modeling spacetosuityoModel s are a cl ear case for maxi mi

1. Remember that you can undock the Detail Vieskick Docked in thewindow menu Now
maximize the undockedindow, to have your model able to take up the whole screen

2. From theView menu, View | Go Project Model Format
select to hide the panels Sort By g
left and right of the model | Navigation Viev  ALT+F1
I the Model Shapes Detail View 8
Palette and Model Group: Expand/Collapse v

Child Node Headers
Toolbars 3

3. You can also Zoom in or

out on your model. v
v || Medel Groups

Meodel Shapes Palette

Custom Groups

Project Groups

+~ Zoom..

Refresh F5

This concludes th&lVivo 8 Tutorial 4. You now have data, ideas about your data and a rapidly
growing project. Remember to back up the project file after you exit this tut@oakbHandling
Qualitative Data Chapterd for advice on any of these researchgesses.

For most researchers, at this early stage in a project, the next task is to start gathering material
according to topic. For this purpose, you need to dbgeu are unfamiliar with qualitative ways

of coding, go tdHandling Qualitative Dattapter 5inthe next tutori al youdl
doing codingn NVivo.
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NVivo 8 Tutorial 5:
Nodes and Coding

Nodesi the containers for ideas and codinghould be familiar by now. They were explained in
Tutorial 3 where the exercises creatautles to hold references to all the material about a case.
That tutori al alesciptiveedimght t & eeastibatast.g)gehderfind
assiging of the relevant valuée.g. femalejo eachcase Revisit that tutorial for techniges of
doing this manually or by table import.

But when qualitative researchade they are usually doing something interpretative, not merely
descriptive. This tutorial shows techniques for doing qualitative coding. It introduces ways to create
the caegories for thinking about your data, to identify new categories and ideas from the data, and
to gather material about those ideas.

In it you will learn how to:

Create nodes from prior ideas;

Code at existing nodes;

Create nodes and siothedatd,up o from meaning
Create and namevoew hodest ienwords in the
View coded data and its context;

Work with coded data, coding on to other nodes;

= =2 A A4 A4 A -

Auto-code data records that are structured, using headings.

For adviceaboutcreating categorgeand coding, explanation of the differences between qualitative
and quantitative coding and the purposes for which qualitative researchers use coding, go to
Handling Qualitative D@kapter 5.

For more detaibboutcoding processes in NVivap totheonline Help.

Focusing on adocument

To start this tutorial, as with the previous one, you need to concentrate on one document in your
project.

It may be the document you worked with in the previoustutarial 6 s i nt eresting (b
to combinewriting and linking techniques with those of coding. If you want to move to a different
document, read it through before you begin coding on comphitar, go back to the start gbur

document.

The simplest goals of coding are to identify the categ@oiethinking about your data and to gather
at a category all the data about it.

In these examples, the document is one of the interviews in the sample project on Volunteering, the
interview with AAnNn”Na ocisesWithianysance (etalredternaltor t h e s e
memo) in your own project.
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1. Making a node

Where do the categories for thinking about your research come from? Researchers coding in
gualitative research often create categories,
before they start exploring the data. In NVivo, those categories and the coding you do are stored at
nodes.

The node areas
In the Navigation View, cliciNodesto view the different areas for nodes.

These provide folders for:

Nodes

T nodérseofiof orga 3 Free Nodes
f nods in caTreeog ® Eraeseezlodes
1 Casegsee Tutorial 3) ,d Fettonstine
1 nodes for codingrelationships ~) Matrices

' Matrices (see Tutorial 9) = [ Search Folders
f and to see nodes all in one list o All Nodes

All Nodes.

The next tutorial covers Relationships and the managing of nodes in treeyodewill code just
at Free Nodes.

To make a node

1. Using a memo or model in NVivo, or if you prefer, paper, or a white board, sketch a beginning
list of the categories your project is aboubpics or ideas about which you wish to collect data.
(For exampe, in the Volunteering project you might be curious about what motivates volunteers
or the images of volunteering.)

2. Click onFree NodesAnd click in the empty.ist View.
3. Just as for making new internatkhere are many ways to make a new node.

1 FromProjectmenu ORContext menu, seledNew Free Node
1 OR use théew button, to create Mew Free Node in This Folder
1 OR use the fast kegtrl+Shift+A.

(&) Mew Free Node.., CTRL+SHIFT+N
Export 3
Print »
Sort By 3
List View 3
Refresh F5

4. Namethe new node, and if you wish, add a description.
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MNew Free Node q @Ii:_hj
General
MName Motivation to volunteer
| Description Lsing this as a "bucket" for anything about motivations

-to be revisted and reviewed later when the range of
metivations is more cleady understood

Mickname motive

Hierarchical name Free Nodes'\Motivation to voluntesr

Created On 25/08/2008 1:27 PM By SMB

Madified On 25/08/2008 1:27 PM By SMB

[ ok || cancel |

5. Check the information in thieist View. Note that the node is shavg thatit codes no Sources
and (not surprisingly!) has no references to conterg a useful habit to scan the nodes you
create, watching for the ones tisabw no sources codedthere and wonder i ng why
have coding.

b ativation to woluntesr

6. Continue creating and naming nodes for any broad topics or concepts you expect that your
project will require. If wish to change the properties of a node, detleetNode Properties
from theContext menu.

7. You changed your mind? Selda¢letefrom theEdit or Context menui or hit theDeletekey.

You may wish to continue reading and looking for data about the categories for which you already
created nodes.

Placing your nodes

In Tutorial 6 you will learn the ways of moving nodes around, and using teetuss to represent
their | ogical rel ations. I f you wish to tidy
the techniques of cut, copy, merge and paste.

=T You may later wish to revisit the early ideas as they were represented by these fi rst nodes.
They offer a way of recalling your early assumptions, what you thought then would be important, what
the literature alerted you to. One way is to make a Set of all the nodes that you create at this

starting -out stage of your project. But if late  r you delete a node, of course its shortcut will be
deleted from that set. Another way is to store a report of your nodes at this stage, and later stages.
(Go to Tutorial 6 for ways of reporting  your nodes.)
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2. Coding at an existing node

To set the screen to suit your coding

1. In the folder ofSources selectinternals and from thelist View select the document you wish
to read and code. Double click to open it in Eregail View. This window, in which you
annotated and linked a document in the previousitlt@lso offers severalays of coding.

Click onNodes>Free Nodeand thelist View shows youiFree Nodes

Now set the screen to suit you. Most researchers when coding wish to see all their nodes
displayed beside the content being coded. Fronvigne menu, selecDetail View>Right, to
see the panels of the Navigation Window vertically.

View | Go Project Links Code Id

Sort By 2
v || Mawigation View ALT+F1
Detail View 3

List View »

Toolbars »

]
\

Refresh F5

4. TheCoding toolbar offers ways of selecting nodes and buttons for coding functions. You may
wish now to move it to the bottom of the Detail View.

Code At Mame *  passion for cause * .. In | i| = T - | —_;) '__b

5. Hover over the iconsr go to the end of the toolbar to check the names for each option. You
may wish to hide some of theirbut first, check what they do! One will be wanted often: the
green tick over lines of text that says Code.

Coding from different sources
As well as cding from textual documents, you can also code the data in your externals, memos,
logs and transcripts, and directly from your images, audio and video files.

When codingext, select the exact text you want to code by clicking and dragging theertmus
sdect the required area.

& community crafts group.
a day every second week I er for the Tourist Welcome centre, and also about a day a week
representing consumers and carers on various Mental Health committees. In an average week [
spend about 12 hours looking after injured wildlife. (This changes according to the season —the




Teach Yourself NVivo 8: tutails by Lyn Richards 54

When coding part of aimage, select the section you want to code by clicking and dragging the
mouse over the image to select the required area.

When codingaudio or video data directly, select the section you want to codeliocking and
dragging the mouse on the timeline to select the required section.

P Audio Interview with Peter

I DELD 0:20.0 0:400 1:000 1:200
 rere—r—— v T
+ +

These selected sections of data can then be coded using the methods described below

Now you are ready to code at your existing node, in any of several ways. You gamdrrop,
use the menus or use that coding bar.

To code by drag and drop at an existing node
1. Select some text that you wish to code at the Free Node you have created.

Note: Only whole rows from transcripts and logs can be coded by drag and dropdeTo co
specific text from these, use one of the other methods of coding.

2. Drag the text onto the node. (the mouse icor
Adroppedd what it was dragging.)

Free Nodes (' Motivation ta volunteer _JAnna

Mame FYTIva——y

4 M D LLLLULWLLLE, Wk ALY bLAdie, bl L LW [re bW LT dilic ¥ LL LAl LAt YWl 4 b obasa dicd

' experiences of work to some leisure time for the activities T enjoy.

n Mativation to walunteer
O passonforcase 5. ||| Q.3 Volunteer work means?

. { ]
;j zettings of volunteering

“Valuniear work : what does that phrase mean io you?

Wolunteer work means to provide resourcing assistance to others by giving vour time, man
power, expertise and knowledge at ne cost. Wolunteering 15 about making a meaningful
difference to a parficular cause, or an organization or a person.
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To code at an existing node using the menus
1. Selectsome more data that you wish to code at an existing node.

2. From the right mouse Context Menu or tbede menu, selec€Code>Code Selection at

Existing Nodes Note the other options: to code at a new node or the node currently showing in
the coding bar.

lv dedicate alot of time to volunteer work if vou don’t have itin the first place.
[ vou've got kids, long work hours, other commitments, etc, then where are vou
5 &b Cut Cirl+X
ical vol M) Copy Ctrl+C
ibe @ B | Paste Ctrl+V
d, someos Eizmeaniar L spirit and plentv of spare time. I don’t know
e who do Delete Delete  mg full-time What with kids and
5, there ju worldng.
npical”’, a select Al SR M ar do vou think of them?)
inteers [ 1 Links v punitv work for the Church. They are all
That's ng Code Selection ¢ ﬂﬁv At Existin N d ) Ct. |' F2 jho are not
I-time. I = —_________ =
Lre are ot @ Codeln Vive Cirl+F8 £ At New Node Cirl+F3 re plenty of
Uncode Selection » | & | At Current Nodes Ctrl+F4

3. NVivo asks what node do you wish to code at, by offering#iect Project Itemshox. Select

the nodeopr if you wish more than one nqdend clickOK.

4. The node selected appears in the slot for a current node name in the Coding toolbar.

i Code At passion for cause * ... In o a\
17

=,

To code further @ntent at this node, select some more data and click the Cod: %

To code with the coding bar at an existing node
The Coding Bar can be used directly. Check if this suits your style.

1.
2.

Select some more data that you wish to code at an existing node.

Chedk what node is in the slot in the coding bar. When you click the Code button, it will code at
the node showing there.

! Codedt Mame v| |T|
R — s

To select a different nodeor noded to code at, set the coding barGode At|Name, and
click the [¢ ] button to Select Nodes.

Fromthe Select Project Itemsbox select th@ode or any number of nodaswhich you wish to
code this text.

Click % Note that if you change your mind, the Uncode icon is the next on the bar!
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Those prior categories will probably not suffice for what younare seeing in the data.
Researchers sometimes start this way.

But al most al ways, most categories are discov
interpret data sources. This is the most usual form of qualitative coding.

You could of cours create new nodes as you discover new categories, and continue as above,
making the nodes first, and then coding at them by dragging the text to them or selecting them and
clicking Code.

But NVivo allows you to combine these processes, making the node®dimg at them as a single
task. As you work with your data, youdll mak e

This is the next task. If you are new to qualitative coding, you may like to follow the steps in
Chapter 5 oHandling Qualitative Data
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i ng

n efnom the dht s

Aupo

As you read/our sourcesyou may see a categoigmerg®. You canmake the node and do the
coding as one taskither with the menus or with the Coding Bar.

To create a node by coding (using the menus)
1. Highlight somedata you wish to code.

2. From the Context Menu, selggbde Selection at New Node

3. IntheNew Free Nodebox, typeaname for this nodé the category or themeand, if you

wish, a description. ClicK.
Mew Mode - li'ihj
Location Free MNodes Select...
Mame family values
Description still a vague idea that mativation to volunteer -

involves "famity"very often|

[ oK ]| Cancel

4. The node is created and the coding done. Your new node appears ieetiidoBes List View
and in theNameslot on theCoding bar.

5. If you wish to place the new node in another node aredCuisandPasteas described in the

next Tutorial.

The process you just conducted is often the most exciting and important one early in a project.
l'tés worth becoming very familiar with this swift
it feels like thinking aloud.

Note there is a shortcut & Ctrl+F3 & for coding a selection at a new node, and when the New Free

Nodebox appears, if you wish to place your new node in Free Nodes, you need only type the name and
press return dthe rest is done for you.

Try working through some rich data, making new nodes as they occur to you, using the shortcut, type

name, press return.

To create a new node whilst coding (using the Coding Bar)
1. Highlight somedatatextyou wish to code.

2. On theCoding Bar, check that the slot is sethame

t ask

3. Type thename for this node. (If a name is in the slot, highlight and type over.) Select the node

area itwill be in.

Code At | Mame

Nodes

3 Free Nodes
) Tree Nodes

* environmental issues - In  Free Modes -l
Tl - Free Modes
Tree Modes
Free Nodes Caces
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AR

4. Press Return (tGod ,%fastest!) or click

5. The node is created and the coding done.

To create an In Vivo node and code at it
You can also create a new node by naming it with the word(s) in the text you are coding.

Note: InVivo nodes @anonly be created using textual data

This is called Ain vivoo coding, a technique
categories emerging from their data (bk&ndling Qualitative [@dgpter5 . ) |t 6 s usef ul
text provides spedig suggestive or meaningful concepts. For example, in the Volunteering
project, Anna used the term fiself wortho to

might like to store.

B

When you do in vivo coding, you name the new node with all the text you selected. Make the
selection brief and relevant 8 long node names are awkward to use.

1. Highlight a word or dewwords in the text with which you would like to name a node.

NI =
=h

Code In Vi
2. MCI i ¢ KCodelhre \ii voO butt oforugsethéiodeer codi ng

Context menus)

3. The node is created (in Free Nodes) and the coding done. Your new node appears in the Free

Nodes List View and in the Current Node slot on@ueling bar, so you can code again at that

node immediately.
4. Note that ashortcutis Ctrl+F8 Create a new nodesing that shortcut.

oh | Cut Cirl+X

%) Copy Ctrl+C

)| Paste Crl+V
Delete Delete
Select All Ctri+A
Links b
Code Selection 3

5 Codeln Vivo Ctrl+F8& I
Uncode Selection 3

e
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4. Viewing your coding

There are many reasons why you may wish to se
codedatanodef or example, to review your coding, <co
to check what else is coded in this source at that node, or simply to get back to coding where you

left off.

NVivo provides two ways to view your coding as you work. Both are oNige toolbar(and the
View menu and right mousgontext menu).

When you arén the Detail View of a source or noddighlight andCoding Stripesare available.

Fing.nvp - NVivo
View | Go Project Links Code Format Tools Window Help
Sort By vE-SE-—-F-h-3 B4
V] NavigaonView  AFl A-B 7 U L-2-[E=
Detail View ' e —_
Expand/Coll I
s ' * ... In |Free Nodes
'.,’r ; o meade
~ Searchiln ~ | N
Toolbars 3
Layout »
Cras
Highlight 3 Mone
ll]l] Coding Stripes s Ceding for Selected Items..,
/% | Annotations Coding for All Nodes
A See Also Links EE | Matches for Quen
@ Relaticnships Select tems
T ——————— T
»~ | Zoom...
. . nestly think most volunteers ha

To Highlight Coding

1. Inthe Detail View of the document yaoded, click Highlight.
(or select Highlight from the View menu).

2. Select the option you want

Mone
Ceding for Selected Items...
Ceding for All Nodes

3. In theSelect Project Iltemswindow, select the node or nodes you are interested in. The coded
text is highlighted yellow.

Why would you select Coding for All Nodes? This will show you everything that has been
codedrand thus everyt hi ngusjubwaythseeshewmydur codirgise d vy e
progressing!
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B

The whole document may be highlighted when you select Coding for All Nodes . Why?

Probably, as in Annads interview, the entire content
Nodes (or any othernodetype you dondt want ), i rSeléechPeojedtiteens pane of t
window, click Automatically select subfolders, and then select all the folders whose nodes you want

highlighted.

Automatically select subfolders

s, FIEE Nodes

[Fd Tree Modes

[(Ee! Cases

[ Relationships

[(Ed Results

[(Es! Attributes

[ &8 Users

- [l Search Folders

) Al Hodes

To use Coding Stripes

NVivo will show in the right margin of a Detail Viewdarce or node) colored lines that show
where content is coded at up to seven nodes, and a grayscale line that shows the Coding Density for
that content.

1. In the Detail View of the document you coded, click the icorCioding Stripes or select from
theView menu.

v | Mone
Selected [tems...
Medes Most Ceding
Meodes Least Ceding
Modes Recently Coding
Coding Density Only
Select Items...

Show Items Last Selected

m

2. Sel ect the Sel ect &dectlPtojeanemdboowilltappean and t he

3. Select which nodes you are interested in and €ikk The stripes appear for those nodes. If
you code some more, at the nodes for which you are showing stripksesheill update.

4. In Detail View, the coding stripes appear where there is coding at each selected node. Each
selected node will be marked by its specific colored line throudgbetatil View, so you can
scan for coding at each.
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—JAnna |
Q.7a Conservation in Sri Lanka i g
Your thoughts about Louise and her volunteer work? =
Louise clearly has a passion for conservation having traveled internationally. She i: % 3, E
qualifications relevant to her contribution to these projects. Louise’s efforts are av < % §, g
contribution to the general improvement of society. Perhaps experiences in her ow == g
have led her to become involved in this project. E
Q.7b Housing in Honduras
Youwr thoughts about Ross and the work he is doing?
Ross is making a tangible impact, and the impact is imm ediately apparent. Ross ap
a passion for helping the poor and underprivileged and an interest in global issnes
development of third world countries.
Q.7¢ Food program in Melbourme
Your thoughts about Katie and her volunteer work?
Katie is grateful for what she has and wants to give something back to society in th .
making a difference to the lives of the less fortunate. How old is she?
The story says she is 72 years old.
Well at that age, ] would think Katie is motivated by the social interaction she gets E
volunteer work. E’
5. Hoveroveranystripetseee t he nodeds folder and full nan

6. Right mouse to select tdighlight Coding at that node throughout the Detail View Qpen
Node, to Uncodeor Hide Stripe.

Explore the options so you can use the stripes strategically. Two tips may assist:

1 To use codig stripes rapidly to view current coding, select to show Nodes Recently Coding
ltem.

1 Show stripes for just electionto focus on nodes coding thadssageMost sources or
nodes will have coding from a large number of nodes, but if you make a smetiloselgou
will most clearly see what codes it.

Shadow Coding

When viewing coding stripes on an audio or video source, you may see a combination of solid

stripes and variegated stripes. These variegated stripes are known as shadow coding and they show
the coding done on the associated data if a section of video has been coded, the associated
transcript entry will be shadow coded.




