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1. Why Use NVivo?

CAQDAS and Qualitative Data

Most researchers are comfortable with the idea of analysing quantitative data on
a computer; we are happy with numbers and there is plenty of software around
for performing statistical analysis, for example SPSS. We may not be quite so
sure about working with qualitative data; how can a computer help us with
organising ideas and concepts and data captured from unstructured interviews or
open questions in surveys?

NVivo is a package that falls into a category of software known as CAQDAS
(Computer-Assisted Qualitative Data Analysis Software). Using such software
makes qualitative data analysis easier - it can't analyse the data for us but it can
assist us.

There are definite benefits in using a CAQDAS package for organising materials
and your research ideas compared with doing it manually; being able to find
things once the data mounts, cross referencing, identifying trends and patterns or
connections, working directly with audio visual sources, even producing
diagrams or 'models’ showing relationships. All this can be done with a package
such as NVivo.

NVivo 11

With an interface that reflects the current Microsoft standard where instead of
having menus and toolbars you work with a tabbed ribbon, NVivo 11 will allow
you to carry out qualitative data analysis of unstructured data. NVivo 11 has
much greater functionality than previous versions. It handles virtually any data,
including Word documents, PDFs, pictures, database tables, spreadsheets, audio
files, videos (imported video files and YouTube content), social media data and
web pages. NVivo 11 is available for the Mac.

For up-to-date information visit www.gsrinternational.com where you’ll find lots
of material including tutorials and videos.

Getting NVivo 11

At the time of writing, the UEA Schools listed below have made an up-front
annual contribution to the site licence fee and copies of the software (including
new versions/updates) may be installed free of further charge on an unlimited
number of computers belonging to these Schools, or on computers personally
owned by their staff or students. Participating Schools include AHP, DEV, DOS,
EDU, ENV, MED, NSC, NBS, SWK, FTM, PSY and PSI. For instructions
please go to https://portal.uea.ac.uk/itservices/software/application-catalogue
which tells you how to install the software yourself on a UEA PC. For installing
on a laptop ask at the IT Help Desk (ext 3169) or Staff Help Desk (ext 2345) or
email it.helpdesk@uea.ac.uk.
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2. Getting Started with NVivo Projects

Starting NVivo

Double-click the NVivo 11 shortcut icon
OR

Click on Start, All Programs, UEA
Research and Teaching Applications, QSR
NVivo 11, NVivo 11

(Note — the above path may vary slightly depending on the
installation)

You will see the NVivo opening window:

& NVive Pro
FILE

NVivo Pro ® ®

Recent Projects Blank Project Sample Project

New

Delta Intelligence Inc
\\ueahome3\sticenS\k105\data\Documents\DeltaIntelligence (NViv...

Learn and Connect

@ Open Other Project Featured Video Online Training Featured Help Topic

Cosen

Explore NVivo 11 ro for Register for an online course Coding techniques
Windows

Featured eSeminar The NViveo Blog NVivo Users Group

Explore and Visualize Your Data New Update! NVivo 11 for
Windows

N TN
Connect with us @ (in)(¥) (@)

All information for any particular research project is stored, naturally enough, as
a Project, and you can see that Recent Projects are listed for ease of opening.
There is an option to create a Blank Project and to Open Other Project.

Current versions of NVivo dispense with menus and instead we have a Microsoft-
style ribbon with several tabs. We do still have a FILE tab containing the
standard file management options and access to Help.

NVivo Help and Tutorials

NVivo has online help, tutorials, FAQs and a Getting Started Guide to explain
the basics of the software and get you started on a project.
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To access Help:
Click on File tab, Help

Here we clicked on NVivo Help (or f1), then typed ‘video’ in the search slot and
pressed Return:

Lawitpon B - =
Select Language ‘v EERSEEEN Go- ole RICEEES

Search results per page ¥ Highlight Search Results

Welcome

Use the NVivo Help 96 result(s) found for 'video'

What's new in NVivo 11 . .
About audio and video sources

About NVivo conceptsfabout_audio_and_video_sources.htm
Get started About audio and video sources This feature is available in NVivo Pro and Plus editions. Learn more ...

Concepts, strategies and Import audio or video
proceduresfimport_audio_or_video.htm

techniques " 5 - : ) .
Import audio or video This feature is available in NVivo Pro and Plus editions. Learn more ...

To take a look at the available Tutorials:
Click on File tab, Help, NVivo Tutorials

: - (=
Y ” o o
I\ \J:i)“—\_:>/\|0 http://www.gsrinternational.c.. 2~ © ” (O, NVivo Tutorials | QSR Inten... | ‘ ) AT

Eile Edit View Favorites Tools Help
) ali Chapter Silent Cliffhan... BAYearofBemg Here K'Goog\e Maps € National Rail Enquiries - ... ” ﬁ A v 3 ;é; v PBage~v Safety v Tools= l@lv ”
o QSR oy Q =
oo —
@ International

Home > Free NVivo Resources » Tutorials

NVivo Tutorials

Our video tutorials let you work at your own pace, whether you're new to our

software, or upgrading from a previous version.

Scroll down to find the version of NVivo you require,
ie NVivo 11 for Windows (NVivo 11 for Mac is available),
click on View Tutorials and locate required topic

Creating a New Project

We will begin by creating a new NVivo project, so at the NVivo opening
window...

Click on the File tab, New

You will see the New Project dialogue box and must give the project a name and
(optionally) a description. Note that Project names cannot contain characters
suchas\/:*?" <> | and trailing spaces will be ignored.
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MNew Project | D |-
Title Childrens Literature Study
Description Research ito social awareness in Childrens Literature in the 20th -
century.
Eile name “weahome Psticen5k 105 data \Documents'Childrens Literature St Browse. ..
winte user actions to project event log
[ ok || Concel |

You choose where the resultant files will be saved. The default location in this
example is the u: drive (central filestore). It is not advisable to work across the
network on an NVivo project because it can be huge, and if there is any loss of
service your work may become corrupt. The c: drive (hard disk) is preferable
and would be the choice if you were using your own laptop and travelling around
a lot, especially when working in the field and wanting to capture and store data
as you go. By all means back up your project to the u: drive (as this in turn is
backed up regularly) but work locally, on an external storage device if you have
to.

To change the file location:

Click on Browse button, navigate to preferred location
and click on Save

NVivo will create an nvp file for each project (eg Film Studies.nvp) which
contains everything associated with it, so this can easily be moved to another
location and backed up whenever this is required.

Click OK

After a few moments a new project window will open with the project title
displayed on the title bar. You can only open one project at a time, if you open
or create another project the one previously on your screen will be closed.
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2] 3
HOME CREATE DATA AMALYZE QUERY EXPLORE

30 |%
Go  Refresh
Workspace
Sources
Internals
= Externals
Memos

Framework Matrices

Reports

~
\ o
Ttem

< | Look for

Internals
+ Name

/

Yy

|

Paste

Clipboard

Nodes References

Childrens Literature Study.nvp - NVivo Pro ? - o

LAVOUT VIEW

. BIU

Clear Advances d Find

Created On Created By Medified On Meodified By

The panel on the left is the Navigation View which

gives information about the Project Objects.
When you click on a Project Object button in the bottom

%’N:j’ part of the panel, you’ll see specific objects (that the
] Comicatns project can contain) listed in the top part of the panel,
B oiecins and you can click on these. If any actual objects exist
B aee in the project they will be shown on the right (naturally

In a new project there are no objects to start with).

20
Sk Mas
Folders

To turn Navigation View on/off:

Click View Tab, Navigation View

It is best to have Navigation View turned on all the time
as we need to access these Object buttons constantly.

We will use some of these objects later, but for now close the Project:

Click on File Menu, Close

Saving an NVivo Project

Saving is not automatic in NVivo - you must save the project regularly while you
are working:

Click on File Menu, Save

Otherwise a useful reminder will appear by default whenever you have not saved
for longer than 15 minutes.

_
e el -

=)

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

l.\'

Click on Yes to save the project

It is sensible to leave this turned on, but if you want to examine the settings:
Click on File tab, Options, Notifications Tab
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r -
Application Options [ili_hj
Paragraph Styles l Audic/Video Datazets l Text l Froject Recovery l
General ] Connections Metifications l Display ] Labels ] File Locations ]
Messages
Enable project save reminders every 15 & minutes

Enable deletion confirmation messages

Updates
Check for software updates Never

Click OK to close the dialogue box

Deleting an NVivo Project

You cannot delete a project from within NVivo. What you must do is use
Windows Explorer to navigate to the location of the .nvp project files and delete
the project as you would any other file.

Note that you can create a new project with the same name and location as an
existing one, and opt to overwrite the original, thereby deleting it, but it would be
very unlikely you could do this accidentally.

Opening an Existing NVivo Project

Start NVivo as explained earlier then to open a project:

Click on project name in Recent Projects list
OR

Click on Open Other Project at foot of list
Locate and select the project file, click Open
OR

Click on File Menu, Open, Browse

Locate and select the project file, click Open

Any projects created with earlier versions of NVivo can all be opened with
NVivo 11. You will be given the option to save a converted version of the
project:

P o
Convert Project I. 2 ﬁ]

The selected project nesds to be converted.
A copy will be created for use with this version of NVivo.

U \Disk Refresh D223 NVivo 11%Filtra Lemonade Warks nvp

Please select a filename for the converted project:

U-\Disk Refresh\D223 NVivo 11\Filtra Lemonade Works (NVivo 11)nvp

I I Convert II Cancel I

b e S _ NN

You must choose a location for the converted project (the original remains
unchanged) and you can change the name. Notice here how the label “(NVivo
11)” has been added to the original filename — this means it could be saved in the
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same location as the original and would not overwrite it. You can modify the
name before clicking Convert. The converted version will be a slightly larger
file than the original.

Backup Your Projects Regularly

Backing up your valuable research work is essential and should be done on a
regular basis. With the earliest versions of NVivo there was a backing up
procedure to follow, but since NVivo 7 the software creates a single .nvp file for
each project, so it is simply a matter of making a copy of this file and placing this
in a separate location, as you would with, say, a PowerPoint show or a Word
document.

Closing a Project

To close down a project when you have finished the session or want to work on
another project:

Click on File tab, Close

Exiting NVivo

To exit from NVivo and close it down:
Click on cross at top right corner of window

If prompted, confirm that you do want to save any
changes

Working with Others on a Project

More than one person can work on the same NVivo project provided they have
access to it (ie using a shared drive or perhaps an external hard drive), though if
the project is already in use by one person it cannot be opened by another at the
same time and the following message will be displayed:

Open Project I,&J

! . Filtra Lemonade Works
This file is in use.
Enter a new name or close the file that's open in ancther prograrm,

& i

The contributions of separate users can be identified (see the information about
Coding and Sub-stripes later in this book) and when querying it is possible to
restrict searches to coding by a specific user.
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3. Data Sources

Importing Your Data into NVivo

‘Sources’ is the term used to describe the data you will be working with in NVivo.
This will fall into one of three categories; Internals, Externals or Memos.

Internals

These you will import, or even create in an NVivo project and they can
include Documents (text such as interview transcripts, field notes,
questionnaire responses), Video, Audio and Images.

Externals

These are stand-ins or proxies for primary research materials that cannot
be imported such as Handwritten Documents, Books, Magazines, Rare or
Delicate Manuscripts, Artefacts, Web Pages, PowerPoint presentations
etc (although now of course you can include photographs in your NVivo
projects). Sometimes you will record details of these items, and
sometimes you will be able to link to them (eg to a web page or a file on
your computer).

Memos

Usually these are text files that you import or create in NVivo that
constitute secondary research materials, such as your observations and
insights and general notes about your research. Links can be made from
Memos to other objects in your project. You might find it useful to create
a Research Diary as a Memo in which to record your thoughts.

Acceptable File Types with NVivo 11

Material to be imported must be in a format NVivo can handle, so you may have
to do some work preparing or converting data into appropriate file types. A
scanner will be useful, particularly one with optical character recognition
facilities for obtaining long extracts from printed sources such as books.

NVivo 11 will allow you to import the following file types:

Documents Plain text (txt), Rich Text Format (rtf), Microsoft Word
documents with embedded objects such as tables or
equations or images (doc or docx), and Portable
Document Format (pdf).

Images bmp, gif, jpg, jpeg, tif and tiff

Audio mp3, wma, wav and m4a
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Video mpg, mpeg, mpe, mp4, wmv, avi, mov, gt, 3gp, mts and
m2ts

If an individual audio or video file is under 20Mb it will

be embedded in the project, otherwise a link will be made
to it.

Other Datasets from Excel (xIs, xIsx) or from Access table/view

Bibliographical data from a package such as EndNote,
Zotero or RefWorks: data in RIS format stored in text files
(txt or ris) or data in EndNote XML format stored in an
XML file (xml).

OneNote notes using an NVivo Add-in.

Evernote notes as a way of gathering data with
smartphones and tablets.

Web pages, facebook, Linkedin, Twitter data and
YouTube content using NCapture, a web browser
extension.

You can find lots of advice and information in NVivo Help if you search
on “file formats” or similar.

Working with Images, Audio and Video material will be dealt with in a separate
training document.

Importing Internals

To import internals of any kind:
Click on Data Tab

‘ HOME  CREATE = DATA  ANALYZE In our example we will import
, — X R document files (txt, rtf, doc,
E g2 (B5) eof)) TC Ve 1 docx, pdf), but it is the same for
— L« Pictures | Aydio, Video, Picture and Memo

Memos files.

Documents PDFs Dataset Audios

Datasets are different and will be examined separately.

Click on Documents button

Note — click on Memos rather than Documents if you want to import document
files directly as memos. They will be placed in the Memos folder. Memos are
explained on Pgl4.
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- B
Import Sources @
@ \Jv| » Computer » MainHDD (C:) » TRAINING NVivo v [ 42 |[ search TRANING 1 L

Organize ¥ New folder =y M @
LF Emotional Intelligenc 4 Name Date modified Type Size =

Local Apps = Confidential Assessment of Assistant Kee... 02/09/2014 15:48 Microsoft Word D... 1
. Mindfulness Audio Files | Federico Fellini.doc 20/01/2011 11:32 Microsoft Word 9... 5[

. Mindfulness Audio Files i Italian language classes.doc 20/01/2011 12:34 Microsoft Word 9... 6

Click on the Browse button to locate the files
Hold [Ctrl] to select more than one file

You might want to set Files of Type: to Supported Files if you are importing
several different kinds of file at the same time. To do this:

Click on the down arrow on the ‘file type’ button to
the right of the File name: slot

File name: ! j Supported Files (".doc, ".deo: ‘;’ l

Document Files (*.doc, *.docx, *.tf, *.x)

PDF Files (*.pdf)

Audic Files (*.mp32, *wma, *.wav, *.mda)

Video Files (*.mpg, *.mpeg, *.mpe, *wmv, *.avi, “mov, *.qt, “mpd, *3gp, *mts, *.m2ts)

Image Files (".bmp, .gif, *.jpg, "jpeg, " tif, *.tiff)

Supported Files (*.doc, *.docx, *.itf, “.bd, *.pdf, “.mp3, *wma, *wav, *.mda, *.mpg, *.mpeg, *.mpe, *wmy,

Click on Supported Files (*.doc, *.docx..... )
Then when you have selected the files to import:

Click Open

Import Internals @I&J

Imiport from

¥ doc CATRAINING MVivo'Motes on tral of Flarta C applications.docx
ok ) [Caed |

b

Click OK to import the files

If importing a single file you will be given the option to change properties such
as the Name or Description.

P N
Document Properties m

General | Attribute Values ]

Name
Description -
Click OK

The documents/internals are imported and are listed in NVivo:
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Internals

% Name Nodes References © Created On Created By
27/09/2016 12:06 SO
27/09/201612:18 SO
27/09/201612:18 SO
27/09/201612:26 sC
27/09/201612:26 e}
27/09/201612:27 So
27/09/201612:28 SO

@ Laly
" Monthly Bulletin for August 2015
" Notes on trial of Planta C applications
statue
b talk

) brighton_eclectica_podcast

OO o [ e e
oo e e | e e e

@ Italy (2)

These are copies of the original files which are now part of the NVivo project
(the original files are not affected at all). The icons indicate the type of file. If
you import a file more than once, the separate copies are given a number eg (2).

The Nodes and References columns display zeros until we start working with
these internals in NVivo.

Internals VVersus Memos

As well as having Internals/Documents (ie data) in the project we can also have
Memos. Memos are almost the same as internals but are stored in a different
folder.

The idea of Memos is that they are generally about the research but do not
themselves constitute primary data - for example, if we wanted to keep a research
diary or project journal it should ideally be saved as a Memo. You will already
appreciate the benefits of keeping such a record as you progress through any kind
of research, and it is sensible to have the same sort of thing as part of your project
in NVivo. It will provide you with somewhere to note when things happen, your
ideas and thoughts as you work, and reminders of what you need to do, or what
questions you need to ask, or ideas you should explore. It can prove invaluable
during the research and later when you begin to write it up.

Examine the list of

Sources < | Look for .
—— Sources on the left of
Eiamals MEmos the screen. When you
M % flae display Sources the

/1emos

5l Notes from Uteo Logbook 2013-2016 Internals are shown

Framework Matnces * Notes from Wentworth Trial, July 2016 by default

Click on Memos to see them

Click on Internals again

Creating a New Internal or a Memo

As well as importing documents you can create new internals (documents) or
memos in NVivo. The method is the same whichever you are creating. This time
we will create a new document:

Click on Create Tab, Document (or Memo)
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r y
New Memo m

General | Attribute Values
Name Research Diany
Description Motes about my research into cinema-gaing in the UK in the -
1560s.
Location Memos

Give the document a name, eg Research Diary and
(optionally) give a description, then click OK

The new document appears in a tabbed window to the right or below the list of
internals and you can start working on it — you will find it behaves like a basic
word processor. The name tab is useful for switching between several open
sources (or other objects).

Sources < | Look for v | Search In - | Memos Find Now Clear
=1 Internals Memos
i Externals 4+ Name ‘5 Nodes
& Memos

Framework Matrices

) Notes from Uteo Logbook 2013-2016
9 Notes from Wentworth Trial, July 2016

[ Research Diary [x]

13/12/16

I am sitting in an empty cinema building, the Regal in Beverley, waiting to see the Manager
of the bingo hallwho used to work here when it was showing films. He was behind a number
of fantastic publicity campaigns in the 1960s designed to attract customers to his cinema and
lure them away from the rival Marble Arch and Picture Playhouse cinemas in the town.

Standard text editing tools are
found on the Home Tab.

For more options click on the
small arrow to the right of the
word ‘Format’ to lauch the
Font dialogue box:

Arial

Font: Fort style:
Arial

S - | Narow

Arial Rounded MT ||| |Narrow ftalic
Bazkerville Old Face ltalic

S—

Bell MT = | |Narrow Bold

m | w

-
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To open an internal:

Click on Sources on the left, then on Internals to
list them

Double-click on the document to be opened

To edit the document click on Click to edit option

‘“—A 'Lille [x —‘ " Notes on trial of Planta C appli ‘
} Click to edit
Lille: History and Origins of the City

The legend of "Lyderic and Phinaert" puts the foundation of the city of "L'Isle" a
Although the first mention of the town appears in archives from the year 1066, ¢

To close an internal: |2 e FiNotes on il
Right-click on the name tab and on |~ Close
Close [Lil  Close Al But This
OR Close All
Click on the cross on the name tab Th o

ad Undock

To move an internal:

You can move the Research Diary (or any document) to the Memo folder to
make it into a memo - simply cut and paste in the normal way:

In Documents list, right-click on the internal to be
moved, and click on Cut

In the Sources list on the left right-click on Memos,
then click on Paste

When asked “Paste as
memo?” click on Yes

The internal is now a memo.

Memos

Y| Name

‘5 CSED SURVEY v 2
B QuestionGv2

.-: Research Diary

Creating Externals

You would create an External to represent and in many cases connect to data that
you cannot import into NVivo. There are three types of External:

File Link This is where a file exists on your computer, such as a PowerPoint
presentation or an Excel worksheet. A link can be made to this
file in the project.

Web Link  When you want to refer to a web page you can create a live link
to it within the project.
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Other This would be an item that is not stored on the computer such as a
book, hand-written diary or an artefact. In the project you can
indicate where this item is located and give some details about it.

Click on Create Tab, External

The New External dialogue box appears and you can describe the External.
These instructions explain how to create all three types of External (File Link,
Web Link and Other). In all cases...

Click on the General tab

e

General | External I Attribute Values I

Name Creativity Workshop Slide Show

Description The PowerPoirt show used for the Creativity Workshop at UEA -«
Location BExternals

Size OKB Cglor Mane -

Give a Name and (optionally) a Description

Click on the External tab

To make this a File Link...

Click on the down arrow next to the Type slot and select
File link

e T i)

General External |AﬂribLﬂe Values |

Type File link [=]

I File path U:ANVivo 9 Projects\Creativity Workshop ppt I

Click on the Browse button and locate and select the
file you wish to link to, then click Open

To make this a Web Link...

Click on the down arrow next to the Type slot and select
Web link

' R
CETEENE 0 o
B

General External |ﬂﬂribute Values |

Type \web link [=]

I URL path hitp:/ Awww bbe.co uk Browse

Type or paste a valid web address in the URL path slot,
eg www.bbc.co.uk
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Data Sources 15

Click on the down arrow next to the Type slot and select

Other
Mew External ﬂ ﬁ
General External | Atiribute Values l
Type | Other |
File path | Browse. ..

Location description

|H0w h Cabinet 12, Store A, Margate House, Eshletton, Wilts

Contents | Video
it | Minute
Start range 0

|
=l
]

End range

There is no link to be made but you need to give as much information as possible
about the location and nature of this item. There are drop-down lists to help you,

or you can type your own text in the slots.

If it is appropriate you can specify a unit and a
numeric range so you can pinpoint where a
particular bit of data is. So for audio or video
you might give a unit of time and specify a
range (in the example right we have taken
“Minute” as our unit and said the range is 0-22
minutes, so we can indicate the action at certain
points in this tooth extraction video example.

# Tooth extraction short film 23-1

Minute 0
Minute 1
Minute 2
Minute 3
Minute 4

Minute 5

If the external was a document we might have “Page” as the unit.

In all cases, whichever External you have created, when you have finished...

Click OK

Externals are listed like internals or memos and you can type further detailed
information in the text area associated with them, as shown below.

& Tooth extraction short film 23-10-08

Sources Look for: Search In - I Externals
%5 Internals
4! Externals Externals
8 Memos % Name
B9 Framewark Matrices & test

)" Tooth extraction short film 23-1 x

Minute 0
Minute 2

Minute 4
Minute 5 - Patient twiddles fingers

To open an External in this way:

Minute 1 - Patient looking nervous

Minute 3 - Dentist injects anaesthetic

Double click on the name of the External in the list
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Bear in mind that you are only looking at the descriptive text here, you have not
actually opened the File Link or the Web Link.

To open an External file or website:

Right-click on the External and select Open External
File. ..

If this is a Web Link the browser will be launched and the web page displayed.
If it is a File Link the appropriate software will be launched (assuming the PC
recognises the file type) and the file will be displayed.

Just to be clear, when £ | BBC website - e
y0U I’ight-C”Ck on an ';:. Tocth extraction ¢ - Qpen External.., Ctrl+Shift+C
external name in the list; B Open External File

Open External... will
open the text window associated with the external
Open External File will open the actual external file or website

If you have linked to a file that cannot be opened (because you don’t have the
right software to do it) you will see the following error message:

Windows ﬁ
Windows can't open this file:
2’
File: AX12fanas.top
To open this file, Windows needs to know what program you want to use to
open it. Windows can go online to look it up automatically, or you can manually

select from a list of programs that are installed on your computer.

What do you want to do?

{* iJse the Web service to find the correct prograrm;

(" Select a program from a list of installed programs

K, Cancel

Deleting an Internal, External or a Memo

In the Sources list click on Internals, Externals or
Memos as appropriate

In the list right-click on the item to be deleted, then
on Delete

Confirm that you do want to delete the item
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5. Coding

Coding Internals

Having created (or imported) some internals, memos and initial nodes, the next
step is to start coding the internals with the nodes. You may also create new
nodes as you look through your data and new themes and ideas emerge.

Start by opening an internal (or it could be a memo). In Navigation view...
Click on Sources button on the left, then Internals

Double-click on the desired internal name

With the internal displayed you can now list the nodes you wish to code with.
Click on the Nodes button on the left

You may find it helpful to change the relative positions of Nodes and Internals -
usually Internals are placed below Nodes, but you can have the Internals to the
right:

Click on View Tab, Detail View, Right

Themes and styles also help keep your document coordinated. When you click Design and choose a
new Theme, the pictures, charts, and SmartArt graphics change to match your new theme. When
you apply styles, your headings change to match the new theme. Save time in Word with new
buttons that show up where you need them. To change the way a picture fits in your document,
click it and a button for layout options appears next to it. When you work on a table, click where you
want to add a row or a column, and then click the plus sign.

( 7 ) Amber
: ) George
() Martha

() Maurice

o ol & a6
ool o ole

j ) Tony

To return to the original orientation:

Click on View Tab, Detail View, Bottom

You can drag the dividing bar (between the Nodes and Internals) to show more
(or less) of the internal if you need to.

There are several ways to code, though the ‘drag and drop” method described
below is probably the most convenient.

Highlighting Coding

Before starting to code it is sensible to Highlight
turn on coding highlight, otherwise you =

will have no visible indication that you —
have coded document text. e

Click on View Tab, Highlight,
Coding for All Nodes = Coding for Selected Items...

None

~
-

Q

ding for All Nodes

Now you will see which text has been coded, as shown below. Coding Stripes
will give more information about coding and they are explained after the main
coding methods.
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The node/case can later be referred to by the shorter Nickname — this is useful if
the original name is a particularly long one.

The Aggregate coding from child nodes option can be turned on for this node,
and/or a Color can be assigned to the node (or source, user or attribute value):

Click in Aggregate coding from child nodes checkbox
Click on down arrow next to Color slot and click on a
colour

Click OK

Nodes are displayed in a simple list, to see this:

Click on Nodes at lower left of the screen

Nodes
. Name ﬁ Sources References Created On Created By  Modified On
O Financial Issues 0 0 172200 K 17122010 11:45
O Local Authority Intervention 0 0 1712200 K 1722010 11:46
O Obstacles to Action 0 0 1T7N2201 K 1722010 11:46
O Stress 0 0 17122001 K 17122010 11:45
To the left of this list you will see different
categories of node; Nodes, Cases, Nodes <
Relationships and Node Matrices (Cases is ) Nodes
new in NVivo 11). Click on Cases to see a list. W Cases
If you have assigned a Color this is shown to the & Relationships
right of the node: Node Matrices
() Success 1 5 28/09/201612: SO 28/09/201 SO ]

The use of Aggregation and Color are explained further when we deal with
coding in the next section of this document.

Creating a Node or Case Tree Structure

Some of your ideas and concepts (nodes) will conveniently fit into a tree
structure, especially where there is a sense of hierarchy and particularly with
cases. It is useful to use ‘parent’ and ‘child’ nodes or cases to more effectively
organise people, places, events etc, or to group nodes into subtle gradations of
meaning. For example...

= 'j Head Office London = ’,‘ Suspense
€5 Accountant () Audio Suspense
) Admin Assistant () Language Suspense
€ CEO >: Suspense through editing
€ Secretary () Suspense through lighting

() Visual Suspense

On the left we have used a tree structure to group cases of interviewees under
their workplace. On the right a Suspense node has been used to group nodes
representing different ways suspense can be created in a film. Use plus (+) and
minus (-) symbols on left of a parent to show/hide any child nodes.
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To create a child node:
Create or identify the parent node, eg Suspense

Right-click on the parent node, then on New Node

Crl+Shift+N
% Open Node.. Ctrl+5hift+0

In the New Node dialogue box describe the node in the
usual way and click OK

The new node will now be a child of the ‘Suspense’ node.

To move a node to be under a parent:

Here the ‘Suspense through lighting” node = () Suspense
needs to be a child of the ‘Suspense’ node: ;
(_) Audio Suspense
Drag the ‘Suspense through
lighting’ node and drop it onto

the ‘Suspense’ parent node
OR

Right-click on the node to move,
then on Cut

() Language Suspense
() Suspense through editing

() Visual Suspense

() Suspense through lighting

Right-click on the parent node, then on Paste

‘Suspense through lighting’ is now a child of ) Suspense
‘Suspense’.

() Audio Suspense

() Language Suspense

() Suspense through editing
() Suspense through lighting

() Visual Suspense

To move a child (node or case) up to top/root level:
Drag the child case onto the Cases folder on the left

Nodes ¢ | Look for You can see that Cases
) Nodes Caceo Britannia Building + Name
& Cese % Name needs to be moved to @ Britannia Building
s =5 Head Office London the top/root level. =@ Head Office London

@ Accountant Dragging it onto the ) Accountant
g At Cases folder achieves ) Admin Assistant
" Britannia Building - :

this. € ceo

@ ceo -
P & 'y Secretary
(» Secretary

Defining and Creating Relationships

Unlike basic nodes and cases, a Relationship Type must first be defined before
you can use it to create a Relationship between two specific project items.
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There is one default relationship type available (ie Associated) but you can define
whatever relationships you need. Apart from providing a name, you must choose
a direction for the relationship (there are three options):

Associative Carmen knows Pedro
One way Gerry employs Karen »
Symmetrical Margi is married to Dirk < >

To define a relationship:
Click on Create Tab, Relationship Type

‘g b
Hame manages
Description &
Discion | ———

[] Default Relationship Type

| Ok || Cancel |

Give a Name and an optional Description
From the drop-down list choose a Direction

Note the option to make this the Default Relationship Type, but you can do this
at any time. The initial default is always Associated.

Click OK
The new Relationship Type is added to the list. To list the relationship types:

Classifications < | Relationship Types
Source Classifications % Default Name Direction
) Case Classifications {} v Asscciated
O Relationship Types < manages —_—
o is married to s ———

Click on Classifications button on the left, then on
Relationship Types at the top left

Note that the tick indicates the default Relationship Type. To make a different
relationship type the default at this point:

Right click on the relationship type in the list, then
on Relationship Type Properties
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Click on the Default Relationship Type checkbox, OK

To create a specific relationship:
Click on Create Tab, Relationship

New Relationship |2 (S
From MNeodes\Maurice Select... |
Relationzhip Type [MENE0ES  — H v| [ New.... |
To MNodesiAmber Select... |
Color Mone -

OK | | Cancal |
L

Click on button to right of Relationship Type and
choose one from the list, eg manages

Click on Select... button next to From slot
Locate and select an object, click OK
Click on Select... button next to To slot
Locate and select an object, click OK
Assign a Color if appropriate (explained later)
Click OK

The new relationship is shown in the Relationships list (a subfolder of Nodes):

Relationships
% From Name From Folder Type % To Name To Folder Direction

:i‘ Maurice Nodes manages ( i Amber Nodes —_—

This relationship can now be used for coding and in models - both are explained
later.

Deleting, Renaming and Moving Nodes

Whilst viewing the nodes it is possible to manipulate them in various ways;
deleting, renaming or moving them.

To delete a node:

Right-click on the node name

Click on Delete

Click Yes to confirm the deletion

Note that if you delete the node, any coding at this node in your documents will
of course also be deleted.



22 Introduction to NVivo 11

To rename a node:

Click on the node to select it

Pause briefly then click again on the selected node
Edit the node name then click elsewhere

Any coding at this node in your documents is safe and will reflect the name
change.

To move a node:

For nodes in a tree structure this was explained on Pgl19, but you may want to
move nodes between folders. It is basically a cut and paste operation.

Right-click on the node to be moved, click Cut

Go to the place (eg a folder) where you want to paste
the node and right-click, click Paste

You may be asked to confirm the action.

In the next section we look at how to code a document using the nodes you have
created.
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5. Coding

Coding Internals

Having created (or imported) some internals, memos and initial nodes, the next
step is to start coding the internals with the nodes. You may also create new
nodes as you look through your data and new themes and ideas emerge.

Start by opening an internal (or it could be a memo). In Navigation view...
Click on Sources button on the left, then Internals

Double-click on the desired internal name

With the internal displayed you can now list the nodes you wish to code with.
Click on the Nodes button on the left

You may find it helpful to change the relative positions of Nodes and Internals -
usually Internals are placed below Nodes, but you can have the Internals to the
right:

Click on View Tab, Detail View, Right

Themes and styles also help keep your document coordinated. When you click Design and choose a
new Theme, the pictures, charts, and SmartArt graphics change to match your new theme. When
you apply styles, your headings change to match the new theme. Save time in Word with new
buttons that show up where you need them. To change the way a picture fits in your document,
click it and a button for layout options appears next to it. When you work on a table, click where you
want to add a row or a column, and then click the plus sign.

( 7 ) Amber
: ) George
() Martha

() Maurice

o ol & a6
ool o ole

j ) Tony

To return to the original orientation:

Click on View Tab, Detail View, Bottom

You can drag the dividing bar (between the Nodes and Internals) to show more
(or less) of the internal if you need to.

There are several ways to code, though the ‘drag and drop” method described
below is probably the most convenient.

Highlighting Coding

Before starting to code it is sensible to
highlight, otherwise you will have no
that you have coded document text. Highlight

Click on View Tab, Highlight, X
Coding for All Nodes =

— ﬁ!::r‘lri'

Now you will see which text has been = C
coded, as shown below. Coding Stripes -
will give more information about coding o
and they are explained after the main coding methods.

ding for All Nodes

Q

Coding for Selected Items...
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The Countess died in 1244 in the Abbey of Marquette, leaving no heirs. The rule of
Flanders and Hainaut thus fell to her sister, Marguerite of Flanders, then 1o
Marguerite's brother, Guy de Dampierre. Lille fell under the rule of France from 1304
to 1369, after the battle of Mons-en-Pévéle.

The county of Flanders fell to the Duchy of Burgundy next, after the 1369 marriage

Coding at a Node (Drag and Drop Method)

This is the easiest and quickest method.
Drag over the text to be coded

more rough and ready than the others. The kids in question are bit more working class than their
predecessors with Fletcher-Cook also a touch on the androgynous side; they're not quite so

(e =EL RN R R G WL R M T he youth of the seventies, as summed by a local bobby in one
of the early scenes, are out there “vandalising, trespassing, pilfering” - EREIEea"R{ge i Rial=NI=24
behaviour of the fifties kids or even the sixties schoolboys (although Moulder-Brown does
accidentally smash a couple of windows). Interestingly, however, the mixed-gender, multi-ethnic

_) Antisccial Behaviour

(0 Budgets

_) Postwar Drama

o o o &
o o o &

( 7 Transport

Place pointer on the selected text and drag it to the
appropriate node in the list

You are not actually moving the text anywhere, so this feels a little odd, but it
does result in the selected text being coded at the chosen node.

Coding at a Node (Ribbon Method)

This coding method is a bit slower but it allows greater flexibility — you can for
example code a piece of text at several nodes with a single action, or code an
entire source (ie internal or memo) at a node or nodes. Some of the options are
explained here.

Drag over the text to be coded
Click on Analyze Tab

Look at these coding tools... £= New Node += New Node
=, Existing Nodes ~ Existing Nodes ~

Code Selection At means you will code just the selected text.
Code Sources At means you will code the entire source (ie document).

Existing Nodes will allow you to choose from the nodes you already have.
New Node is about creating a new node at the point of coding.
To code the selected text at existing nodes:

Under Code Selection At click on Existing Nodes

1 Conen % Name Nickname
*) Cases — |F1|@| Themes
[]%% Sentiment |
[1'& Relationships
-I-[@] ', Search Folders e

(@] <, All Nodes — -]
24 [@]|C )| Postwar Drama

)| Antisocial Behaviour

7| Transport

Click on Nodes, Cases or Relationships to see the list
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Note, if you click on the checkbox to the left of these you will select all nodes or
all relationships — not something you'd usually want to do.

Sentiment nodes are not covered in this course — refer to the NVivo help for an
explanation.

Click on checkboxes to the left of specific node names
to select them, eg Budgets and Postwar Drama

Click OK

To code an entire source at existing nodes:

Click in an open internal or on its name in the sources
list

OR

Hold Ctrl and click on several internals in the sources

list
Under Code Sources At click on Existing Nodes

Select node(s) as before, then click OK

To create a new node when coding:

Select text 1in an 1internal, or select one or more
internals

Under Code Selection At or Code Sources At click on
New Node

Mew Mode — &|-Z—hj
Location Nodes Select...
Hame Opening Logos
Description -

OK || Cancel

Type a name for the new node and click OK

The new node is added to your node list and the internal(s) or selected text is
coded at it.
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Coding at a Node (Quick Coding Bar Method)

Another option is to code with the Quick Coding Bar which also lets you code at

multiple nodes or create a new one. = Quick Coding

To turn on/off or change the Quick Coding Bar: Hide

Click View Tab, Quick Coding button ¥ | Docked
Hide (to turn it off) Floating
Docked (to show at foot of window)

Floating (for a bar you can move up or down the

screen)
. In Nodes b |j Code At Opening Logos (Nodes\\Themes) v [:] 5 43 | 55
To code selected text: Nodes
Select the text, click on In slot Cases

to choose what to code at, eg

. . Relationships
Nodes, Cases, Relationships or : P

Nicknames [Nicknames]
The setting is usually Nodes by default. In [Nicknames]
Click on down arrow at right of Code At slot

All nodes are displayed in a Opening Logos (Nodes\\Themes)
scrollable list. Nodes which Postwar Drama (Nodes\\Themes)

have been used are shown above
the line, and those unused are
below the line. If no coding has ) s
taken place there will be no line. Antisocial Behaviour (Nodes\\Themes)
Antisocial Behaviour (Nedes\\Themes)

Budgets (Nodes\\Themes)

Budgets (Nodes\\Themes)

Negative (Sentiment)

Click on a node

If you want to code at more than

Opening Logos (Nodes\\Themes)
one node...

Code At

Click on the button with three dots on it to the right
of the Code At slot, then click on Nodes in left panel
to see them if not already listed

= — = — —_—

Select Project Items
d o g—

- - - W e —
Automatically select subfolders [7] Automatically select descendant nodes
=l ':::'m . Name Nickname
- [T]%, Search Folders =.|F)| Themes
7] Al Nodes =
|:| [:_:] Antizocial Behaviour
] [:_:] Budgets
] [:_:] Opening Logos
] [:_:] Postwar Drama
[T ()| Transport

Check the nodes you require, then click OK
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You will see the name of the node or an indication of how many nodes you have
chosen:

Code At 3 nodes selected | ksad 2% 2% |55

Click on the green tick button (just to right of button
with three dots on it) to code the selected text

To create a new node when coding:

Select the text

Choose a location, eg Nodes

To specify an existing node as a parent so the new node will be a child of it...
Click on button with three dots to right of In slot

Click on + (plus sign) to expand the 1list of nodes,
then click on one to be the parent, then click OK

Select Location C e M

':::I Antisocial Behaviour
L) Cpening Logos

'i_:' Postwar Drama

R {_:' Transport

Type the name of the new node in Code At slot

In Nodes\\Themes\Budgets ~| | ... | CodeAt Lack of funds

Click on the green tick button to create the new child
node and code the selected text at it

To create a new node using In Vivo:

Select the text D 1= A=
Click on Code In Vivo button ) =¥ TR

The new node is created. Unfortunately the name of it is taken from the text that
was selected, so you will want to change it to something shorter.

rd

Il

"y

Nodes
% Name

'.”:a," Their contribution was not only a means of working quickly but also skilfully. The CFF didn't have the greatest of
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Coding Stripes: Basics

To turn on coding stripes:

You can see an indication of all coding in an internal, and the density of the
coding, by turning on the Coding Stripes. With the internal displayed:

Click in the internal

Click on View Tab, Coding Stripes,
Click on Nodes on the left to see the 1list,

Selected Items...

then on

checkboxes next to the names of individual nodes

Click in checkbox to left of Nodes to select them all

Select Project [tems  cowmmges e o o S — o S— — B ﬂhj
Automatically select subfolders [[] Automatically select descendant nodes
9] + Name Nickname Created Modified
[ Cases = ()| Themes 04/10/2016 14:22 04/10/2016 14:22
[ Sentiment 2=t
[[]'&) Relationships )| Antisocial Behaviour 0410/2076 14:24 04/10/2016 15:43
O Sets )| Budgets 04/10/2016 14:23 04/10/2016 15:43
N [ Resuits Fundi 041072016 15:35 04/1072016 15:45
(| []'s) Case Classifications j| Funding - :
'8 Users )| Opening Logos 04/10/2016 14:58 041072016 15:44
il [ Search Folders \| Postwar Drama 04/10/2016 14:23 04/10/2016 15:45
£ )| Saturday Matiness 04/10/2016 15:45 04/10/2016 15:45
()| Transport 04/10/2016 14:23 04/10/2016 15:45
Select item from nickname :]
e

Note that nodes displayed in bold face (eg Funding, Opening Logos, Postwar
Drama etc) have been used for coding in this external, while some nodes haven ’t.

Relationships can be selected, they are also a type of node used for coding.

Click on Relationships on the left to see the list
Select relationships exactly as you did nodes

' = = .- - .
Select Project Items g
[ e e~ — N -
Automatically select subfolders [ Automatically select descendant nodes
') Nodes Mame Created
[C]'G Cases % | Funding (Associated) Spiralling Costs | 04/10/2016 15:53
Senti t
‘3;' ” — )| Harpreet (manages) Piere 04/10/2016 15:53
Ll CI'ISI‘I
[, Sets j| Pierre (i= mamied to) Sonia 041072016 15:52
[[]"= Results

Node or Case Classifications can also be shown in Coding Stripes (we will be
looking at these in a later section):

)%, Sets 4. Name Created

" Results Parking P! 01/09/2011 11:11

EI%, Users _ | Date Opened 010972011 11:12

], Search Folders » | Location 01/0%/2011 1113
- | Canteen 01/09/2011 11:13
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Click OK

The coding stripes for the selected nodes will be shown:

archeological digs seem to show the area as inhabited by as early as 2000 BCE, 3
maost notably in the modern-day quartiers of Fives, Wazemmes, and Old Lille.

The name Lille comes from insula or I'lsla, since the area was at one time marshy.
This name was used for the Count of Flanders' castle (Chateau du Buc), built on dry
land in the middle of the marsh. The Count of Flanders controlled a number of old
Roman cities (Boulogne, Arras, Cambrai) as well as some founded by the
Carolingians (Valenciennes, Saint-Omer, Ghent, Bruges, Antwerp). The County of
Flanders thus extended to the left bank of the Scheldt, one of the richest and most
properous regions of Europe. The original inhabitants of this region were the Celts,
who were followed by the Menapiens, the Morins, the Atrébates, and the Verviens,
Germanic tribes. From 830 until around 910, the Vikings invaded Flanders. After the
destruction caused by Morman and Hungarian invasion, the eastern part of the
region fell under the eyes of the area princes. It is in this context that the city was
created.

Middle ages

Fromthe 12th century, the fame of the Lille cloth fair began to grow. In 1144 Saint
Sauveur parish was formed, which would give its name to the modern-day quartier

alaly |sabruew ) @aidiey

RILOG |0] palleW S1) 8l

s1500) Bujeadg |pajpaossy) Buipun.y
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Notice that the labelled coding stripes appear down the right side of the internal.
The actual colours normally have no meaning, they are just there to distinguish
between different nodes, they will vary and are even repeated if lots of stripes are

displayed (there are only 7 colours).

The Coding Density bar also appears to the left of the stripes - this shows the
density of coding from nothing (white) to maximum (black) and is calculated
based on all nodes coding the content, not just those you have chosen to display.

If any new nodes have been used for coding you will have to select these nodes
too if you wish to see them displayed — the selection of stripes is not automatically

updated.

To choose different stripes to display:

With NVivo 11 you have to turn stripes off before you can make a new selection.

Click on View Tab, Coding Stripes, None, Coding
Stripes, Selected Items...

Make your choice and click OK

To control the number of coding stripes displayed:

By default you will only see 7 coding stripes for some coding stripe options, but

you can increase this number up to 200.
Click on File Menu, Options, Display Tab
Set Maximum number of stripes to, for example, 20

Click OK

To show assigned colours in stripes:

By default random colours are automatically used in coding
stripes, but if you assigned specific colours to nodes you can —
display coding stripes which use these colours. Scheme -

Automatic

Click View Tab, Color Scheme, Item Colors [ mr——r—
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In this example the text has been coded at several ‘Suspense’ nodes that were all
assigned the colour red. This colour is used in the coding stripes for these nodes.
Any nodes without an assigned colour (eg ‘Costs’)will display as white.

=(J) Suspense
(Q Visual Suspense
(O Suspense through lighting
O Suspense through editing
() Language Suspense failure in 1980.
Q Audio Suspense Hitchcock’s films draw heavily on both fear and fantasy. and are known for their droll
5 () Gender lssues humeour. They often portray innocent people caught up in circumstances beyond their control
or understanding.

Hitchcock was bom and raised in Leytonstone, London. England. He began his directing
career in the United Kingdom in 1922, but from 1939 he worked primarily in the United
States and applied for U.S. citizenship in 1956. Hitchcock and his family livedin a
mountaintop estate high above Scotts Valley. California. from 1940 to 1972. He died of rena

Asuag] buipos)
asuadsng (ensty,

ceede ¢

51503

(D Man as Observer

i) yonoay es uedsng

-

Q) Girl Fower Rebecca was the only one of his films to win the Academy Award for Best Picture. although
() Feminism four others were nominated. However. Hitchcock never won an Academy Award for Best

Q Costs Director. He was awarded the Irving G. Thalberg Memorial Award for lifetime achievement

in 1967, but never personally received an Academy Award of Merit.

g
I}
B
2
2
L}

Until the later part of his career. Hitchcock was far more popular with film andiences than
with film critics. especially the elite British and American critics [citation needed] In the late
1950s the French New Wave critics, especially Eric Rohmer, Claude Chabrol, and Francois
Truffaut, were among the first to see and promote his films as artistic works. Hitchcock was
one of the first directors to whom they applied their auteur theory. which stresses the artistic
authority of the director in the film -making process. -

fiupa yBroay)

Remember to change the Color Scheme back to Automatic when you no longer
want to see assigned colours.

To turn coding stripes off:
Click on View Tab, Coding Stripes, None

Coding Stripes: Relationships

Whilst coding at Relationships is the same process as for any other node, the
meaning and purpose is slightly different. You are indicating that the selected
text in an Internal or Memo is part of, or indicative of, a relationship between two
project items.

For example, in an interview transcript we found the respondent’s thoughts about
a married couple (Ben and Alicia) working together, so we coded this paragraph
to the “is married to” relationship node which links the nodes for Ben and Alicia.
Notice how this shows in the Coding Stripes.

was not about work - I overheard them saying they would
‘den and although we are very short staffed it did not seem
| both be away at the same time when they are both
rv wrong that in this line of work vou have married couples
ses all sorts of problems, I don't see how they can possibly
ork life. It should be stopped, nepotism is a bad idea in mvy

B3Iy |01 patiiew st) uag

The relationship node shows as Ben (is married to) Alicia, so we can easily
recognise it as a relationship. We could of course code text in any source at this
node if, for example, Ben had been talking about working with his wife.

Coding Stripes: Other Options

Working directly with the displayed coding stripes, you have several options
available.
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Right-click on an appropriate
coding stripe

Look at the menu (see right). Some of these options
are explained in more detail later but are briefly stated
here.

Highlight Coding
This will highlight just the coding at this node

wobo Buluadp

Highlight Ceding

Cpen Nede...

l;!r‘tc::CiE

Hide Stripe

Open Node... T ———
This allows you to view all the passages coded at AR

this node. See Viewing the Coding for a Node Hitle Sdp-Shipes

on Pg32 ) Refresh F5

Uncode
A quick and convenient way to remove this instance of coding (ie for just the
text indicated by this portion of coding stripe). Other coding at this and any
other node will not be affected. See more about Uncoding on Pg33.

Hide Stripe
This hides (does not delete) this coding stripe.

Show Sub-Stripes
Sub-stripes offer a second tier of information about the coding. For

example, if several people are working on a project we can turn on a sub-
stripe to show which parts of the coding are attributable to a particular
user. In the example below we chose the user called STEVE.

T v

o In addition to the original A5
S coding stripe for the node .
: ‘Good Treatment’, we now sie
2 see a sub-stripe showing which HE
(s s part of that coding was carried - ?E
Open Node.. out by STEVE. =
=
Uncode -
Hide Stripe
Show Sub-Stripes — » 1K
Hide Sub-Stripes 2 STEVE
B Refresh F5 More Sub-Stripes..,
M ame A Initials
W | & | George GEORGE
V| & ks STEWE
W | & | Sophie SOPHIE
To compare contributions by several users and see any consensus:
Click on More Sub-Stripes... to choose other users

(1f there are any)
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Here we chose STEVE and K (technically these are the users’ initials):

Lutomatically select subfolders

[EIFT] Users|

Name Initials
a k105 STEVE
kt928 K

With sub-stripes turned on for both STEVE and K we can see an overlap
between their respective coding of text at the node Good Treatment. (The
image has been turned on its side for clarity.) The original coding stripe
(at the bottom here) gives a suggestion of the density of coding for the
node.

Good Treatment [STEVE|
Giood Treatment (K|

Gobd Treatment
. |

Hide Sub-Stripes
You can of course hide the sub-stripes:

Right-click on the original coding stripe, then
on Hide Sub-Stripes

Refresh (F5)
This is a new option to refresh the display of coding stripes manually, but
since currently selected stripes automatically update at various times (eg
when you code text, or when you save the project) it is rarely used. Note
that Refresh will not show coding stripes for a node that you have not
already opted to display (see basic instructions starting on Pg28).

Note that you can display stripes to
show other information such as
attribute  values. These are .
associated with Node Classifications Focus Group Member:Date of Birth = 03031977
and are explained later, here is just an !

example to show how this information will be displayed. Here a node
representing an individual has been put into a Node Classification called Focus
Group Member, and for this classification we have set up Attributes to record
members’ Nationality, Gender and Date of Birth.

Focus Group Member:Mationality = French

Focus Group Member: Gender = Male

Viewing the Coding for a Node

You can view all the passages (in all internals) coded at a particular node by
opening the node rather like opening an internal. The focus here is on a node (ie
an idea, concept, theme, theory etc) rather than on an internal/document.

List the nodes
Double-click on a node to open it, eg Childhood
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Nodes QChildhood  x
N - = :

b ame - =Internals\\The Childrens Film Foundation= - § 5 references coded [7.62% Coverage]

O Stating obvious

(D Sensory Deprivati Reference 1-1.17% Coverage

O MNLP use

(Q New Thinking The Children's Film Foundation was a non-profit-making organisation which made films for children

(Q Isolation inthe United Kingdom

O Evidence of Supp

() Evidence of Rel/ Reference 2 - 0.69% Coverage

O Dz Doo Doo Doo

{Q Confusing terms It'salso something of a nostalgia trigger for those of a certain age.

O Childhood

(D Amdety Reference 3 - 1.00% Coverage
memories of Saturday matinees which are tweaked, whether than be in the fifties, sixties or
seventies

All passages coded by this node in all internals/documents will be displayed. You
can close the node as you would an internal.

Uncoding

At some point you may want to remove coding from text, or even remove all the
coding associated with a particular node. There are several ways of uncoding and
not all are shown here.

To remove one instance of coding in a document:

Ensure coding stripes are displayed

Right-click on the appropriate coding stripe for the
specific coding at the node

Click on Uncode

To remove all instances of coding at specific nodes in a document:
Press [Ctrl] & A to select the entire document

Right-click in the document, then click on Uncode
Selection, then depending on what you want to do..

Yl

Uncode Selection » | = Uncode Selection At Existing Nodes... Ctrl+Shift+F2

> Links 4
{ ~ n < s A= Inrode Salection A¥ Cament Nade Crl < Shits+EQ
% Document Properties... Ctrl+Shift+P #5% Uncode Selection At Current Nodes Ctrl+Shift+F9

Recent Nodes

Influential Auteur (Nodes)

To remove all coding at the last node(s) you used, in
the selected area (ie the whole document), click on
Uncode Selection At Current Nodes..

OR

To remove all coding at specific nodes, in the
selected area, click on Uncode Selection At Existing
Nodes...

Select the nodes for which you want to remove coding

Click OK
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To remove all instances of coding at specific nodes in several documents:

In Navigation View click on Sources button

In Internals list hold Internals

down [Ctrl] and click to + Name £ Nodes References
select documents to be ) AStudy of Colours 12 px]
uncoded -} AStudy of Colours (2) a

(T F———
Right-click on one of the  |ECCEACNNENER

selected internals then ) Learmning
click on Uncode Sources

= Uncode Sources » | =% Uncode Sources At Existing Nodes... Ctrl+Shift+F5
= Auto Code... Recent Nodes
—s Range Code... Influential Auteur (Nodes)

Click on Uncode Sources At Existing Nodes.., select
the nodes, and click OK

OR

Click on one of the Recent Nodes to remove all coding
at this node in the selected sources

Coding by Paragraphs

You can code one whole paragraph or a range of paragraphs at a node if you wish.
This would be particularly useful if you wanted to code large sections of a
document, or if paragraphs were particularly long. For this you need to know the
numbers of the paragraphs (they are sequentially numbered starting at 1, with
titles and blank lines also counting as paragraphs). Paragraph numbers can be
seen if you Print-Preview the source document.

Open the source, then click on File Menu, Print,
Print Preview..

COther Options

Coding Stripes No |
[v¥ Paragraph Mumbers

-

In the Print Options dialogue box turn on Paragraph
Numbers, then click OK

The document is displayed as shown below, with paragraph numbers to the left
of paragraphs. Note the numbers of the paragraphs to be coded.



Coding 35

ialvlm s a alfome wsox xS g i

Pl » le el

q1: Discover Trees
q2: Classification

13: A Sweet Chestnut tree in Ticino, SwitzerlandA tree is a plant form
different orders and families of plants. Trees show a variety of growth

To exit Print Preview click on Close

Click on Analyze Tab, Range Code

[Palﬁglaphs '] 1-4

Enter paragraph numbers and/or paragraph ranges separated by commas.
Far example: 1,3,5-12

2 Selected tems

To the right of Code select Paragraphs, and in the slot
indicate the paragraph numbers or range to be coded,
eg 1-4 (paragraphs 1 to 4 inclusive)

Click on Select to choose nodes to code at
Select the node(s) and click OK

Click on Code then on Close

Coding by Headings Using Auto Code

Coding by headings is a real time-saver for certain kinds of source document
where heading level styles have been applied consistently. It offers a quick way
of creating nodes for questions in surveys or for participant names in interviews.

Documents to be coded must be transcribed and formatted in a very specific way.
Here’s how to prepare an interview transcript:

e Normal default text should be used throughout

e Type names of speakers and what they say on separate lines, pressing
[Return] after each

e Names (or codes) of speakers should be absolutely consistent throughout
and contain no punctuation

So a transcript should look a bit like this...
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Interview-with-Norm-and-his-wifeq[

Lynnq]

Have-you-had-any-problems-with-servicesy

Normfq]
Services,-no-not-really.-We-used-to-have-a-transport-problem,-but-we-
bought-the-bus-last-week.-We-had-a-car-with-a-hoist-but-l-couldn't-

A heading style should be applied to just the speaker names throughout the
document. This can easily be done in NVivo using the Replace tool.

Click on Home Tab, Replace...

,

Find What
Text Lynn"p [=] @
Paragraph Mark
Style Ay
¥ (Any) IE' Tak Character

Under Find What in the Text slot, type a name, eg Lynn
Click on Special button, Paragraph Mark

This places a ”p (paragraph) code after the name and ensures we will locate just
the speakers’ names followed by a carriage return (so if a speaker actually said
“Lynn” this would not normally cause a problem).

Under Replace With in the Text slot, do the same, but
in Style slot select a heading, eg Heading 2

Beplace With
Text Lynn"p =]
Style heading 2 E

Click on the Replace All button

The change will be made and you will see @ [ geplace Content A [

message confirming this.
Click OK

| Replaced 13 occurrences,

Carry out the same process for all other
speaker names (often it’s just an interviewer

and interviewee).

If the speaker’s name was followed by a |
comma then what they said, we would have to replace the comma W|th a
paragraph mark to put the name and words spoken in separate paragraphs:
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Find What
I =
Style (Any) [~

Beplace With
Text Lynn"p =]
Style Heading 2 (=]

Your transcript is now ready for autocoding and should look a bit like this...

Interview-with-Norm-and-his-wifeq[

Lynnq

Have-you-had-any-problems-with-servicesq

Norm{]
Services,-no-not-really.-We-used-to-have-a-transport-problem, -but-we-
bought-the-bus-last-week.-We-had-a-car-with-a-hoist-but-I-couldn't-
manage-on-my-own-and-my-wife-needed-help |

Lynnq|

Have-you-always-lived-hereq|

To auto code a document prepared in this way:

You need a new node to contain the child nodes that auto code will automatically

create for the interviewer/interviewees names.

Create a node, eg Speakers

Open the internal or select it in the sources list (you

can select several suitable internals)

Click on Analyze Tab, Auto Code

Auto Code Wizard - Step 1 of 2 P |

Welcome to the Auto Code Wizard

Automatically code text sources at nodes based on paragraph styles or by paragraph number.

Code by

@ Paragraph styles

(") Paragraph

Available paragraph styles Selected paragraph styles

Heading 1
EEE&IIIIIIIIIIIII IIEHI.

Mormal
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Ensure that Code by is set to Paragraph Styles

Click on the paragraph style used to format (and
identify) speakers in the transcripts, eg Heading 2

Click on the double-right-arrow button to add the style
to the right-hand column, then click Next

Set Under to Existing Node, then click on Select to the
right of Name

Under | Existing Node -

Location

Name Select..

Choose the node you created, eg Speakers, and click OK

Under [Existing Node 'J
Location Nodes
Name Speakers Select...

Click Finish

The document is automatically coded using the text from the headings for node
names as you can see from the text with coding stripes shown below:

uus

Lynn

How have youfound life now

Aysuag] Buiposy

wop

Norm
Well I'm happy. I don't kmow about really happy but you've got to make the best. youcan't alter things, you can't tum
back the clock.

Wife

In a small community vouknow everybody so everyone is so friendly.

ajing

If you examine the Speakers node you will see that it now has child nodes
representing each person taking part in the interview.

15‘?:} Speakers 0 0
|j| L:’rnn 1 13
(O Norm 1 14
() Wife 1 4

Using these new nodes it is now possible to access, for example, all speeches
attributable to Norm. This is very useful when it comes to querying. Note that
you would still code these documents with other nodes to indicate themes, issues

and ideas.
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Merging Nodes

If you have accidentally coded text with two nodes and later realise that they both
mean the same thing and you want everything coded by one of the two nodes,
you can merge one node with the other. Here is how:

Suppose the two nodes are called Stress at Work and Stress, and that you want
to merge Stress at Work with Stress:

Display the list of nodes

Right-click on the node to be merged, eg Stress at
Work, then click on Cut

Right-click on the node to merge it with, eg Stress,
and click on Merge Into Selected Node

The following dialogue box will appear. At this stage the checked options will
not trouble you so simply accept these default settings.

2 -~ ¥ P

Options

ot ‘ [V] Copy see also links
(V] Append linked memos [V] Copy relationships

[ oK ][ Cancel

Click OK
You will find that the Stress at Work node no longer exists and that text coded
by it is now coded at the Stress node.

Coding Summary [Reports

You can see a quick summary of how | % Name

project documents are coded: =| Coding Summary By Node Report
Click on Reports in -~ Coding Summary By Source Repert
Navigation View ~| Nede Classification Summary Report
Double-click on a ‘Coding |  NoedeStructure Report
Summary By Node Report’ = Node Summary Report

. . - Project Summary Report
You may wish to filter the data to focus the

report, otherwise there could be a lot of
information in it. =|| Source Summary Report

Source Classification Summary Report
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Filter Options ﬂﬁ

Do you want to filter the results?

To retrieve only data that meets particular criteria, select the check box for one or more filters below.
You can select the comparison type, and then enter values or click the Select button to choose specific items.

Field Comparison Values
¥ | Node Hierarchical Name In MNodes'\Childhood Nodes'\Anxiety Nodesiilso | Select
¥ | Coded Source.Coding Reference. | In Steve Oldfield Select
-
¥ | Node Coded Source Hierarchical N |In | Internal=\\Research Diary InternalsiiThe Child [Select
Click OK

This basic report will show the extent to which the nodes have been used to code
internals in the current project. If you haven’t filtered in any way there could be
a lot of information in the report.

Coding Summary By Node takes each node in turn and shows the coding, while
Coding Summary By Source takes each source in turn and shows the coding.

Codinﬁ Summary By Node

Changing Childhood Experlences 1950-1980
01/09/2014 16:00
Apgiegate  Classification Coverage Nur[me[Di Reference led_ed By Modified On
Node

Nodes\\Childhood
Document

Internals\\The Childrens Film Foundation

Mo 0.0434 4
1 S0 01,/09/2014 1556

The Children's Filrn Foundati onwas a non-profit-raking organi sation which made filrns for dhildren in the United Kingdorn

2 30 01,/09,/2014 15:56

It's also something of a nostalgia tri gger forthose of a certain age

Note that the results from these quick reports are not saved. You can also create
your own reports if you need something more specific.

Reports are described in a little more detail later.
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6. Annotations and Links

Annotations and Links in NVivo

In NVivo you can have annotations and several kinds of links in your sources.
As a starting point you may consider using some of these in your Project Journal
or Research Diary. You can for instance have a link to other internals or to nodes,
so that from your journal you can go immediately to the actual data you are
referring to (an internal or memo, or parts of them that are coded at a node). Links
can also be made to relevant web pages or to files of any kind, and annotations
are useful where you want to provide thoughts or additional notes about
something - they can be opened and viewed very easily.

Annotations

You may find it useful to annotate your sources with comments, it’s a bit like
scribbling notes to yourself in the margin.

To add an Annotation:
Select the required text, then right-click on it
Click on Links, Annotation, New Annotation

An Annotations panel appears below the main window with a numbered slot for
the annotation to be typed:

didn’t have atry special interest driving his facilitation, other than that he wantedus to move forward.
Berause this program is a collaboration between the police department and ow battered women's shelter,
thete were some conflicts built into the dynamdics andhe helped us address them.

See, at the shelter we are concerned about the safety of the wictim. We want to make her feel as

Item Cortent

1 The shelter waz zet up by Lesley Courter in 1397 and has helped many waomen zince. Lesley has records and data from
interviewed if neceszany.

Type the annotation and click back in the source

The text linking to the annotation is given a blue background.

To see or hide annotations:
Click on View Tab, Annotations

You can then read annotated text by clicking on the blue highlighted text and
looking in the annotations panel.
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To delete an annotation:
Right-click on the blue highlighted text

Click on Links, Annotation, Delete Annotation, Yes

Hyperlinks

You can add a hyperlink to any internal, memo or external. This permits a link
to a web page or to a local file.

To create a hyperlink:

Check you are in Edit mode (click on Click to edit)
Select the text to link from, then right-click on it
Click on Links, Hyperlink, New Hyperlink...

? [
(.

¥ - —

MNew Hyperlink

-,

Text to display: The BBC website

Link to web page or existing file:

http:#fwww bbc ool Browse. ..

| OK || Concel |

You can paste a url in the slot, or use the Browse... button to locate a local file
you’d like to link to.

Click OK
The link appears blue and underlined.

To open a hyperlink:

Right-click on the hyperlink

Click on Links, Hyperlink, Open Hyperlink

The linked web page or file will be displayed (always assuming that your PC has
software which can open the file).

To delete a hyperlink:

Right-click on the hyperlink

Click on Links, Hyperlink, Delete Hyperlink, Yes

Memo Links

Memos and how to create them, were explained earlier. You’ll recall that memos
are like internals but they are about the research rather than actually being
primary data themselves, and they are stored in a Memo folder.
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Your project items (internals, externals and nodes) can be linked to one memo
only, and that memo cannot be linked to anything else. Memaos cannot be linked
to other memos. You could for instance link an interview transcript to a memo
describing what happened at the interview.

You can create a memo link directly from within an open source or node, or from
the list of sources or nodes, by right-clicking. You can opt to link to an existing
memo or create a new memo when you make the link.

In List View right-click on the source name (internal,
external or node), then click on Memo Link

To link to a new memo...

Click on Link to New Memo...

Type a name and description, then click OK

The new memo is open and you can type content.

To link to an existing memo...
Click on Link to Existing Memo...
Click on a memo in the list, then on OK

If a memo is ‘greyed out’ then it has already been linked to and is unavailable.

You will see a symbol next | [ Robert interview
to the object name | st practice
indicatinga memo link, and  ;

the existing or new blank
memo will be open below
the list:

= Jenny

|9 List of completed films [/ |

Once a document (or other || The Kingdom Flower (1998)
source) has a link to a || Teaming (2001)

memo, it cannot be linked || Bryony and her Sister (2002)

to another memo, and the || Foxgloves and Diamonds (2004)
memo cannot be linked to || The Curse of the Gold Orchid (2007)
any other source.

To open a memo link:

In List View right-click on the source or node that has
the memo link, click on Memo Link, Open Linked Memo

To delete a memo link:

In List View right-click on the source or node that has
the memo link, click on Memo Link, Delete Memo Link,
Yes
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Delete Confirmation I. ? ]

Are you sure you want to delete the selected memo link?

[] Delete linked memo

L

Note the option to delete the linked memo as well as the link.

‘See Also’ Links

‘See Also’ links are used as an indication of the connections between different
items in your project. You can link to a whole item such as a document, or just
to part of it.

For example you could link a passage in a document called Interview with Fred
29-06-2011 to...

e A paragraph in another document called Housing in Britain

e A memo about Student Accommodation 2008

e A node called Student satisfaction

You can include as many ‘See Also’ links as you wish in a source. If they are
linked from selected text in a source you will see red shading.

To create a See Also link to an entire source or node:

Open the source or node you want to link from

) The Childrens Film Foundation |

macde a TeEW TUFTNET TIMS 1N TNE MIa-LY5Us, DY WAICN TIME IT Nad DEEN renameatne LNIaren’s Fim
and IEENEEY Foundation. Many of its films, dating back to the 19605, were shown on the BBC in
the 1980s, in the Friday Film Special strand. It has made no films of its own since the mid-80s, but it
survives under its revised name, and in recent years has provided funding for other projects.

Select the text to link from then right-click on it
Click on Links, See Also Link, New See Also Link...

Select Existing Item in the Option slot
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New See Also Link -
—From
ltem IIrrtemaIs\'\The Childrens Film Foundation
Content |Selected Content
—To
Option IE:isting ftem ;I
ltem |Intemals\\3D Television Select...
Content IErrtire Cortent ;I

Click on the Select button

Select an item, eg an internal, and click OK, OK

To create a See Also link to selected content in a source or node:

Open the source or node you want to link to, and select
the relevant text

Right-click on it, then on Copy

Open the source or node you want to link from, and
select the relevant text

Right-click on it, then on Paste As See Also Link

') Fire Fighting 12) The Childrens Film Foundation 3¢

For a complete list see Filmography for the Children's Film Foundation

. The Firefighters (1975)

. Sammy's Super T-Shirt (1978)

. Mauro the Gypsy (1972)

[tem |T{: Name

1 B Fire Fighting

In the example above the See Also Link is shown by text with red shading in the
The Childrens Film Foundation document.

The source we are linking to, the Fire Fighting document, may be listed beneath.
You can turn this view on or off:

Click on View Tab, See Also Links

If we follow the See Also Link we will see the selected text in the target source
as shown here:



46 Introduction to NVivo 11

) Fire Fighting | =) The Childrens Film Foundatio |

started to become formalized with rules to provide buckets, ladders, hooks, and the
formation of volunteer companies. The chain of command fell into place_@

Firefighters' duties

To view a See Also Link:

Right-click on the See Also Link red-shaded text
Click on Links, Open to Item...

The destination of the link is opened and displayed. Here we have opted to view
a ‘See Also’ link to a free node called Delusions:

) Pedro Almodovar J Delusions |

=DocumentsWarigo> - & 1 reference coded [2.41% Coverage]

Eeference 1 - 2. 41% Coverage

Srcottie is in a delusional state, imagining a sinister conspiracy that absolves him of any guilt
ower Madeleine's death, reliving the past and in fact changing it in his mind
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To edit or delete a See Also Link:
Right-click on the See Also Link red-shaded text
Click on Links, See Also Link

Memo Link 3
See Also Link »
b dit See Also Link...

To edit the link:

Click on Edit See Also Link...
Make any changes then click OK

To delete the link:
Click on Delete See Also Link, Yes
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7. Sets

What are Sets?

When a project begins to develop, the numbers of sources (internals, memos,
externals) and nodes will increase and you may wish to organise them by using
sets. For example, you could group certain documents together for clarity
(consider in the early stages having a set called Coded Data in which you can
collect documents after you have coded them).

Note that in earlier versions of NVivo it was not possible to mix sources and
nodes in the same set, but from version 7 onwards this is not a problem.

When you put a source item or node in a set the original remains where it is, you
are just putting a short-cut in the set. This means that a document or node can
appear in several sets, so can be organised in several ways, and you can remove
an item from a set without removing it from the project. You may for example
want to group all questionnaire responses, all male interviews, all teacher
interviews, all documents connected with a particular institution etc. You
basically create a set for whatever purpose then add things to it.

Creating a Set and Adding Items

You can create a new set then add certain project objects (nodes or sources) to it,
or you can select items and then create a set containing them.

To create a new set: L Set v

Click on Create Tab, Set New Set

Note that if you click on the down arrow you have i+

Create As Set,
a choice, but if you click on the Set button you will AT
create a new set by default. i) Aad lo set.

Hame Studerts in the Study

Description Motes about students taking part in this study.

Content
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In the New Set dialogue box give a Name and
Description

Leave the Items section for now, it summarises the contents of the set. We will
return to this shortly.

Click OK

To put items into a set:
In Navigation View click on Sources or Nodes

Select items to be put into the set (hold [Ctrl] to
select several)

-

Right-click on any of the

. Select Set
selected items, then on Add To
Set < Army Mode
Select the required set and click &Y Interviews
oK 2] Stucents inthe Sty
& Supernatural
To view a set: Terrinto Project

Click on Collections in Navigation View

Expand Sets if necessary, then click on a set

Collections < | Look for - Search In + | Interviews Find Moy
4 g Sets Interviews

() Army Mode + Name In Folder Created On

B nterviews @ Craig interview Internals 04/09/2007 15:58

(" Students in the Study @ Robinterview Internals 04/09/2007 15:58

() Supernatural @ | Robert interview Internals 04,/09/2007 15:58

'y Terrinte Project . .

- @ Paulainterview Internals 04/09/2007 15:58
4 ' Search Folders S

@ Carl interview Internals 04/09/2007 15:58

L 3Dfilms

To copy the contents of a folder into a set:
In Navigation View click on Sources for example

Select the folders whose contents
you wish to copy into a set (hold Sources
[Ctrl] to select several)

Internals
Note_that this can only be done with folders P
containing sources or nodes.

o Memos

Here we have selected the folders containing : _
Externals and Memos (see right). Framework Matrices
Folders this works with: Folders this does not work with:
Internals Matrices
Externals Queries
Memos Results
Nodes Models

Relationships Memo Links
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Right-click on selected folders, then on Add to Set
Select the required set and click OK

To create a set based on selected items:
In Navigation View click on Sources or Nodes

Select items to be put into a new set (hold [Ctrl] to
select several)

Right-click on any selected item, then click on Create,
Create As Set.

Type a Name and (optional) Description and click OK

A new set is created containing the selected items.

View or Edit a Set’s Properties
Some useful information can be seen if you view a set’s properties. In Navigation
View with the sets listed...

Right-click on a set, then click on Set Properties...

You can at this point freely edit the set name or description, but a key thing to
note is the summary of the set contents:

ltems Type Content *
Document 10 E
External 1
Mema 2 &

Delete a Set or its Contents

It is quite safe to delete a set or anything in it. Since sets contain only short-cuts
to items, the original items will not be deleted. You can also put the same item
in several sets.

To delete an item from a set:

Right-click on the item in the set

Click on Delete, then on Yes

To delete a set:

In Navigation View, right-click on the set to be
deleted

Click on Delete, then on Yes
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8. Attributes

What are Attributes for?

Attributes allow you to record variable-based data that you'd normally find in
quantitative and statistical analysis. These could be variables such as age, gender,
temperature, cost, quantity etc. which have associated with them a set of values.

Some variables will have a very limited range of values; for instance we might
record “Dog owner?” as ‘Yes’ or ‘No’. Other variables can have a wide or
seemingly limitless set of values; cost could be anything from 1 penny to millions
of pounds. Gender cannot adequately be restricted to ‘Male’ or ‘Female’
because we should be including options for those in transition, or undergoing
gender reassignment, and for those who do not wish to be pigeon-holed, perhaps
we’d have ‘Prefer not to say’ as an option, or we could invite individuals to say
what value they’d like us to record for their gender (we can always record
uncommon values under the umbrella term ‘Other”).

When creating an attribute we should of course give it a meaningful name, so if
we were recording the age of those we interview we might simply name it ‘Age
at Interview’ (note that an interviewee’s age will change, but their age at the time
of the interview remains fixed).

Attributes offer us a way of linking qualitative and quantitative data where they
share respondents or cases. So if we were examining the effects of certain kinds
of school building on the learning of pupils, our NVivo project could include
documents containing open responses from a survey of pupils' experiences and
thoughts about their environment, and for each pupil we could use attributes
recording quantitative data such as the marks they achieved in classroom work
and exams. In fact we can create attributes to record the values of any variable
that might have an influence on the data.

When querying (see later section) it is possible to use attribute values as a way of
dividing data, eg seeing if opinion on a subject differs according to gender.

Identifying Cases

We normally associate attributes with cases and it is important to identify cases
in your project. In a study of schools for instance, we might be looking at the
experience of a number of teachers, so each teacher would be seen as a case. If
a number of schools were involved, each school might also be a case.

If we have set up cases for individual buildings in a study, we might create
attributes to record specific values about the buildings such as floor space,
number of fire exits, location, number of floors, colour of walls, average
temperature etc (this is primary data). If we have internals/documents that are
transcriptions of interviews, we might for example create attributes to record
interviewee's age (also primary data), date and location of interview and name of
interviewer (these would be meta data, ie data about the data).
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Attributes and NVivo 11

In NVivo 9 and 10 no distinction was made between different kinds of node, so
potentially any node could make use of attributes. With NVivo 11 we now have
a node labelled as ‘Case’ as well as nodes just labelled as ‘Node’. So if we do
identify Cases in our project we need to represent them using Case nodes. In
addition we can also associate attributes with our sources, so we might, for
example, record a document’s author, country of origin, whether it is confidential,
number of pages etc.

We have to classify a node or source if we want to use attributes with it. Below
is a step by step process we can follow. These instructions focus on attributes
used with Case Nodes, but the process is the same for Sources and there are some
additional notes about using attributes with sources at the end of this section.

1. Create Case Nodes to represent the cases
Eg Jack, Phoebe, Building K, Procedure X

2. Create Classifications for types of case (or source) in your study
Eg Person, Place, Event, Process

3. Create Attributes for the Classifications

Eg Person might have attributes for Age at Interview, Nationality, Gender
4. Classify the Case Nodes (or Sources)
Eg the case node John could be classified as a Person
5. Manage Attribute values
You can view, record and edit attribute values at any time as the data
becomes available to you

This process will now be explained using a simple example of a study about
students’ experiences in their first year at University.

Step 1 — Creating Case Nodes to Represent the Cases

It should not be too difficult to identify obvious cases in your project. In our
example students come from two universities, so we have set up a hierarchy of
case nodes to represent these cases and to keep them organised. Both the students
and the universities are cases.

Cases
% Name 5 Sources References Created On
54 University A 0 0 26/10/201615:53
@ Drew 0 0 26/10/201615:54
) Karen 0 0 26/10/201615:54
=€ University B 0 0 26/10/201615:53
&) Kimberley 0 0 26/10/201615:54

@ T 0 0 26/10/201615:54
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Step 2 — Creating Classifications for Types of Case (or Source)

Some classifications are already set up in NVivo and can be selected for the
project, but if they are not suitable you can create your own new ones.

Click on Create Tab, Case (or = ftp
Source) Classification button |m ) B

Source Case
Classification Classification

g ™

Give a Name and optional Description

@ Creste a new classification

MName Student

I Description - I

OR Select a pre-defined classification

i@ Add one or more predefined classifications to the project

[] Organization -

| OK || Cancsl

Click OK

To view the classifications:

In Navigation View click on Classifications, Node (or
Source)Classifications

Case Classifications
% Name / Created On Created By
=) Student 31/10/201611:33 S0

Step 3 — Creating Attributes for the Classifications

You can create attributes for a classification at any time. You may know some
you need straightaway, but you can always add others later. Start by viewing the
classifications:

In Navigation View click on Classifications, Case (or
Source) Classifications

Click on the Classification you want to create
attributes for, eg Student
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Click on Create Tab, Attribute button

We will create an attribute to record the Gender of the students.

e il rstoon e o e e Gerdorf v s
porreone i S

General | Walues |

Hame Gender
Description Gender of student -
Tvpe Text |E|

Give a Name, eg Gender, and optional Description

You must say what type of data this attribute will record; it can

. . . Text
be Text, Integer (ie whole number), Decimal, Date/Time, Date, =
Time, or Boolean (ie Yes/No or True/False) Jext
' ' Integer
Set Type to Text Decimal
DateTime

We can now add possible values if we know what they are. For |pate
Gender we know that we will need the values Male and Female. |[Time

Click on the Values tab Boclean

Note that there are already two attribute values in place; Unassigned (meaning
that we don’t yet know the student’s gender) and Not Applicable (meaning
gender isn’t relevant to the student). It’s unlikely we’ll need ‘Not Applicable’
with a Gender attribute, but it might be used for example with an attribute
recording a reference code such as National Insurance Number or Passport
Number.

‘Unassigned’ has been made the default, which makes sense, but you can have
any value as the default by ticking the checkbox on the right.

|
e L N ==

General Walues |

Aftribute Values
Walue Description Color Default
Unassigned Naone -
Mot Applicable MNone - =
Female Naone - [l
k7| Male Neone A ]
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Click on Add, type Female

Click on Add, type Male

Click OK

The attributes are listed under the classification like this:

Node Classifications
. Name Created On
&
*. Name Type Created On
E Gender Text 130172011 11:55
E Age at Interview Integer  13/01/2011 1156
E Mationality Text 13/01/2011 11:56

You can change the properties (including name, type and values) of any attribute.
If making changes after having used attributes be careful as some changes may
result in lost data (eg if you changed Type from Text to Integer).

Right-click on an attribute then click on Attribute
Properties...

Make any changes then click OK

Step 4 — Classifying the Case Nodes (or Sources)

You now have to classify your Case Nodes (or Sources) appropriately, so in our
example we would want to associate the nodes Drew, Karen, Kimberley and
Taj with the classification Student. Here is how we do it:

List and select the nodes or Sources (hold Ctrl and
click to select several separate items in a tree
structure)

' Cases
% Name ‘&5 Sources References

=€) University A 0

5 Drew 0

€, Karen 0
=€) University B 0

€ Kimberley 0

£) Ta 0

Right-click on one of the selected items, then click
on Classification and choose a classification, eg
Student =

a. Classification » | v | No Classification

Aggregate Ceding from Child Nodes 5
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Step 5 — Managing Attribute Values

To work with the attribute values:

Click on Explore Tab, Case (or Source) Classification
Sheets, then on the classification, eg Student

Seource Classification Case Classification
Sheets ~ Sheets ~
Building Student

The Node (or Source) Classification Sheets are just like the Casebook from earlier
versions of NVivo, but instead of seeing all cases and attributes you focus on one
type of case. So here we are looking only at Student cases.

Jri Student x|

A Gender VE B : Age at Interview Vi C : Nationality V:
111 : Drew Unassigned Unassigned Unassigned
2 - Karen Unassigned Unassigned Unassigned
3 N,,r,r,‘,t,)e,rley Unassigned Unassigned Unassigned
-.:4 Téj Unassigned Unassigned Unassigned

At first all you will see is the default values — in our example these were all set to
Unassigned. You put in the actual values when you have them.

To select from pre-defined values:

For Gender we were able to set up values in advance (ie Female and Male) so
we can select these for students.

In the Gender column move pointer onto a cell and click
on the down-arrow

Click on a value, eg Female

|| & Student 3]

A Gender hvd B : Age at Interview V‘ C : Nationality \'r"j
|[1: Drew Unassigned VUVnaséigned Uﬁassirgned
'2 Kai'en [Unassigned| v | Unassigned Unassigned
|3 Kimberley Unassigned Unassigned Unassigned
4 - Taj 7 Bt Aphcalle Unassigned Unassigned

Male

You can change the value at any time if necessary.

To type in new values:

For Age at Interview we couldn’t set up all possible values in advance, so we
record them when we know them.



Attributes 57

In the Age at Interview column move pointer onto a cell
and click on the down-arrow

Type a new value (age), eg 37

H ) Student [x]

‘ A: Gender v/ B Age atInterview 7 C : Nationality 7|
|1: Drew  Unassigned 37 v | Unassigned
2 : Karen Female 35Signed Unassigned
| 37IGmberIey Unassigned Nl fprlicabie Unassigned
4 :Taj Unassigned Unassigned Unassigned

Click elsewhere to fix the typed value

As you record more values for a variable such as Age, you will see them
appearing in the drop-down list and if the value you require is there you can just
click to select it.

4 : Taj | Male | | British |
Unassigned
Mat Applicable
24

To select or type in dates:
In our example we have added an attribute for Date of Registration.

In the Date of Registration column move pointer onto a
cell and click on the down-arrow

Click on <Select Date>, and on a date in the calender,
then click OK

F R
Choose Date M
D : Date of Registration =7
U igned < October 2016 +
nassign MTWTFGSS
|Inassigned 2627282930 1 2
: 14567859
Unassigned|Bid 101112 13 14 15 16
Dlate 17181820 21 22 23
- 24 25 26 27 23 25 30
U"Hfs'g'?e'd 1234656
Mat Applicable
[ ok |[ Cancel |
OR

In the cell click on the down-arrow then type a new
date in the form 21/12/22 or 21/12/1922

The second method is easiest when dates are quite a few years away from today.
Note that if just two digits are used for the year, NVivo will assume you are
referring to a year in the range 1930 to 2029, so 01/01/23 is assumed to be in
2023 and 01/01/54 is assumed to be in 1954. If in any doubt (and for dates in
different centuries) use four digits for the year, eg 03/12/1753.
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Modifying Case (or Source) Classification Sheets

You can alter the appearance of the Case (or Source) Classification Sheets in
various ways to make them easier to work with.

To transpose columns and rows:

Right-click in the
classification

sheet area, and Classification Case Name Format 13
click Transpose BF Transpose
Repeat to cancel this Row g
setting. o
Column P

Now the cases are the columns and the attributes are the rows.

’?}S’tudent :§il

I A Drew B : Karen C : Kimberley D:Ta

‘1 :ander i Female Female Female Male

2:Ageatinter.. ¥ 37 24 27 40

3: Nationality | American British Unassigned Unassigned

4:DateofRe... V| 13/10/2016 | Unassigned 12/01/2017 | Unassigned
To alter the width of columns:
Place the pointer on the line between two headings (see

arrow)

and drag left or right

A Gender | B:Agestinte.. W C: Mationality ‘4D : Date of Re... 7

Mzle 22| American Unassigned
Female 40| Swiss IUnassigned
Female 37| Australian 2410272011
Male 21| Britizh IInassigned

To return to default layout:

Right-click in the node classification sheet area,

and click Reset Settings

B Transpose

Riowr

Column

'E] Beset Settings
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Filtering in Case (or Source) Classification Sheets

You can carry out some basic filtering in the classification sheets according to
attribute values.

Click the filter icon ¥ for the required attribute

|

A Gender | B:Agestinte.. 7 C:Mationality 7| D : Date of Re... 77
Male 22| American |Inassigned
Femzle 40| Swiss Unassigned

The Classification Filter Options dialogue box appears:

-
Classification Filter Optic @g

Show TOWs

where value in column B : Age at Interview

Is [Iess than -

@ value

With these settings we are asking NVivo to Show rows (ie cases) where the value
in the Age at Interview column is less than 30. Simply put, we want to list
students who were younger than 30 when we interviewed them.

Click OK

Notice the filter symbol is coloured red and the list is limited to those younger
than 30 years old.

A:Gender | B:Ageatinte.. W C:Nationality " D :Dateof Re... 7
Male 22| American LInassigned
Male 21| British LInassigned

To clear the filter:
Click on filter symbol and then on Clear Filter button

| ClearFilter || OK || Cancel |

OR

Right-click in the node classification sheet area,
and click Reset Settings
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Filter Options

We’ll go through the filter options from top to bottom...

Show/Hide:  Set this to Show or Hide rows (0r (¢ iication Filter Options
columns if Casebook is transposed)
depending on the filter settings.

[Shnw v]
Show
E —
where value in column:

This shows the name of the selected column (or row), in this case,
B: Age at Interview. We can’t change this.

Is: Here we choose a relational operator, such as greater than, to
compare the column contents with a value we choose. Here are
some examples:

Date of Birth  greater than  14/10/1982
(ie born after 14/10/1982)

Eye Colour equalto brown
(ie all those with brown eyes)

Eye Colour notequalto brown
(ie those whose eyes are not brown)

Height lessthanorequalto 1.5
(ie those with a height of 1.5 metres or less)

Height not equal to unassigned
(ie those of any height, or with ‘Not Applicable’ stored)

value: Here we give an appropriate value g age at Interview
to compare the column contents
with, in this case a number, 21. [Eq”a“" "]
With Dates and Numbers you can -

click on the down arrow and type
the new value, or select an existing 37
one from the list (see right). 140

With Strings you can only choose existing values to filter by, so
you have to choose from the drop-down list.

You can use more than one filter at the same time. Here we applied a filter to
both Gender and Age at Interview:

A Gender W|B:Agestinte.. W| C: Nationslity 7| D: Dateof Re.. 7
3:Kimberley | Female | 37| Australian 2410212011 = |
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About Source Classifications
Although the examples used have been Case Classifications, the procedure is just
the same for Source Classifications, but here are a few notes.

When you work with Source Classifications, the focus is on documents, memos
and externals, so the kinds of classification and attributes you use will reflect this.

Here we are creating a new Source Classification to represent Confidential
Documents in our research:

g ™

i@ Create a new classification

MName Corfidential Documents

Description These documents are only to be seen by the researcherforthe =
purposes of academic study and must not be published in any
form.

Or we might like to use one or more of the predefined Source Classifications.
There are many of these so it’s worth taking a look:

@ Add one or more predefined classifications to the project

| Aggregated Database

] Ancient Text

] Artwork

7] Audiovisual Material

] Bill

[C] Blog
Here are some extracts from the full list:
[] Book [7] Electronic Book [] Newspaper Article
[C] Book Section [] Electronic Book Section  |[7] Online Database
[C] Catalog [7] Encyclopedia [] Cnline Multimedia
[] Chart or Table [[7] Equation [] Pamphlet
[] Classical work [C] Figure [ Patent
[[] Computer Program [ Film or Broadcast [7] Personal Communication

The predefined options already have many attributes associated with them. This
will give you a good idea of how they might be used. Here is an example
(Unpublished Work is a predefined classification):
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Source Classifications
. Name Created On

=-§®» Unpublished Work 20/01/2011 09:40
* Name Type Created On
9 Author Text 20/01/2011 09:40
9 ear Text 20001/2011 09:40
9 Title of Work Text 20001/2011 09:40
9 Series Title Text 20/01/2011 09:40
9 city Text 20/01/2011 09:40
9 Institution Text 20001/2011 09:40
9 Number Text 20001/2011 09:40
H Pages Text 20001/2011 09:40
H Date Text 20/01/2011 09:40
9 Type of Werk Text 20/01/2011 09:40 ...and so on.

You may find there are more attributes than you need, but they are easily deleted:
Right-click on an attribute, click Delete, Yes

You can select several attributes before right-clicking if you first hold Ctrl and
click on the attributes to be deleted.

Classifying Sources is the same as for Cases:

List the Sources (Internals, Externals or Memos)

Right-click on a source, then on Classification

% Document Properties... Ctrl+Shift+P
Color >
a. Classification » || v | No Classification

Building
Confidential Documents
Library Documents

Unpublished Work

Click on a classification, eg Unpublished Work

Managing the attribute values is the same as for Cases. This shows some
attributes and values associated with the Unpublished Work classification:

£ Unpublished Work  x
A Author 7 B Year | C:Insttution 7

1: A Study of Sterecscopy Alec Brocker 20N LIEA

2 : Book of My Life Ray Dailey 2015 Langton Inc

3 : Interview technigue notes Aggy Toller 2003 Mot Applicable
4 : Motes About SSR Munif Team Inaszigned Cambridge













CSED has delivered staff development courses in practical computing for many
years. These help people from a wide range of backgrounds to get to grips with
using computers in their jobs.

Our small team of skilled tutors comprises computing practitioners who actually use
the IT in their work, so the sessions are based not only on theory but on practical
experience. Our IT workbooks, which are designed for self-paced learning, are
available from the ‘Resources’ section of our website.
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