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NVIVO Guide

Introduction

When using for the first time NVIVO will ask for your details for the licence key. Second
window will ask for a name and initials. The initials will be used if you work on a shared
document.

When NVIVO opens the right side window will give a small tutorial. This side of the window
will hold multiple tabs depending on what is open in the software (Red arrow).
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If no tabs are open this window will close. It will reopen when you click something else
(below image).

Two key areas of the screen. First (red box) is storage. Here you will find all the documents
of data that you have put into NVIVO. The software can handle word docs, pdf docs, sound
files, plain text files, and image files. Also, here you will find reports and outputs you have
made in NVIVO (to be covered later).

Second (green box), is actions. Similar to the Microsoft applications the top banner changes
depending on what you would like to do. Examples of actions could be uploading a new
document of data; creation of nodes and codes; running a query.

MAIN THING TO REMEMBER:



NVIVO IS NOT MAGIC. The software does not do anything by itself. NVIVO is digital analysis
but YOU ARE STILL DOING THE ANALYSIS. To get the best from the software the documents
needs to organised and presented well. More information on this below.
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Firstly, let’s look at storing the data.

With qualitative research data such as Interview transcripts

and open-ended qualitative questionnaire the data will 4 % Data

more than likely be in word/pdf documents. Files

Before importing the documents to NVIVO, word docs can .| File Classifications
be formatted to help you code in the software. This is . Externals

done, for example, when you interview the same person at

multiple time points. Formatting their name using the ‘headings’ in Word will allow NVIVO
to code all they say to one node (under the heading presented by the format). Here is a
video link that explains this process well (although the videos are talking about NVIVO 9 the
process still works with 11 and 12):

Part 1: https://www.youtube.com/watch?v=ItBqSbg3Zio

Part 2: https://www.youtube.com/watch?v=8Z0CMiNzgSQ

The videos above also show how to import the documents. You can also use the ‘drag and
drop’ method from a files window into the ‘files folder’ in NVIVO.


https://www.youtube.com/watch?v=ltBqSbg3Zio
https://www.youtube.com/watch?v=8Z0CMiNzgSQ

More importantly, organise your files and folders to easily find the documents you are after.
Using a,b,c... or l,ii,iii to keep ranking order if needed.

Additionally, other sources of data can be imported to be analysised in NVIVO. See image
below. A key source is website pages (red box) using NCapture.
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Firstly you need to add the extension to your internet browser. There are several youtube
videos that will show you how you do this. | will work through Crome.

Find extensions on the browser. Find NCapture and “Add to Crome”. Pin to the top.
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Once the extension is available. You can save pdf versions of webpages that can be
imported to NVIVO. Example below.

Find the website you would like to use. Once loaded, click NCapture.
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Two options to choose from “Webpage as PDF” will capture the webpage as it is seen with
all images and adverts. “Article as PDF” will take the text of the page to create a simpler
document (sometimes this is all you will need and makes it easier to use in NVIVO).
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Back in NVIVO, in the appropriate files folder. On the ‘import’ banner click on NCapture. It
will bring up a window with tick boxes to identify the certain pages to upload.

Once you have sources of data in NVIVO you can now start to explore it. For clarity and
structure, we are going to use Braun and Clark’s (2007;2012;2014) stages of data analysis.



1. Familiarise yourself with the data.

This will be done in part through transcribing and rereading/ listening to the data again.
NVIVO has two helpful explore processes to help with familiarising yourself with the data.
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Below is an example where | used word frequency to analyse 24 blogs written by Ironman
Wales participants.
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Text Search

This is a helpful explore action when potential themes are known. This could be based on an
underpinning theory or concept or key aspects discussed. For example, professional capital;
physical literacy; ecological perspective; behaviour theories; nutrition guidance; teacher or
instructor actions; child actions and behaviours, etc.
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Within the image above is an example where | looked for the word ‘wellbeing’ within the
athlete interviews.

These queries (both word frequency and text search) will not save automatically, you can
run as many searches as you want but save the ones you want to revisit. You will find them
again in the storage panel on the left under ‘Outputs’.

2. Initial Coding

This step works in the same way as it would by hand. Read
through the data and highlight key words/ phrases and
sentences.

4 () Codes
() MNodes
in Relationships
O Relationship Types In the software data can be coded and saved into nodes (at

this stage this might be just categories).



Nodes can be coded in many different ways through the ‘right-click’ menu options. You can

then
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Nodes within one folder can also be organised using adult and child nodes. Below shows an

example of how to do this in a Node Folder. However, this can also be doing through right-

click menu while reading the data.
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3. Generating themes.

This step follows on from the previous where categories (first nodes) are created and
organised and reorganised as you revisit the data and introduce new data. It is worth
making sure you have covered all the data and coded as much relevant information as
possible to help with the next steps in the process.

Child nodes can be ‘aggregated’ within the adult node. Right-Click menu on the adult node
will give an option (bottom of the menu) to include/exclude all data coded at the child node
within the adult node.

Themes will be generated from this process — making sense of what you are reading in the
data and nodes.

4. Reviewing the themes

Opening an adult or child node will open a list of all the data coded within the node (on the
right of the window). Reviewing the trustworthiness and clarity of themes is vital. This step
can become a little confusing.
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You can recode to new nodes etc or at this point you might want to print out the key quotes

you have included and carry out some analysis by hand at this point. Each node can be
exported as word/pdf documents. This might even be needed in the previous step.
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5. Defining and naming themes

Through the process of reviewing themes, defining and naming themes will help towards the
findings of your study. If you have used a theory the defining or naming process will be underpinned
by the theory.

6. Producing the report




There are several ways that finalised analysis can be used within a report. More commonly, a source
and reference table can be produced to demonstrate the nodes that were referenced the most
through the sources of data.
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Below is an example of this from a study that was underpinned by the concepts of Curriculum
Change (Fullan, 2015) and Professional Capital (Hargreaves and Fullan, 2012).

Name of node Sources | References | Created Created Modified Modified
S by — | by
T1 3 85 12/11/16 KP 12/11/16 KP
T2 3 84 12/11/16 KP 12/11/16 KP
T3 1 14 12/11/16 KP 12/11/16 KP
TAL and TA2 1 75 12/11/16 KP 12/11/16 KP
Researcher Observations 6 6 12/11/16 KP 30/11/16 KP
Children 5 50 12/11/16 KP 20/02/17 KP

:CEIE’EO-EiozE}Etzus------------------- :ZE/]Z/ZS::-K-P----:ZEIJEIES::.-K-P----

Children  opinion on classroom | 3 15 20/11/16 KP 20/11/16 KP
activities
Specific child cases |3 |6 |is0217 | Kp | 2000207 | KPp
Initiation Circumstances 7 68 30/11/16 KP 29/08/17 KP
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A o e e e e e e e e e e e e 2 2/ L LKE L L0 LKE
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IR RO O S 11972LAFS L 1101 (Y AN
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Learning 4 15 KP KP
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O e e e e e e e e e e e 2 e e e e 20O il L KP ] 200817 ] KP
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Social Capital - collaboration, | 7 77 30/11/16 KP 29/08/17 KP

o008 L KP_
T20i08/7_ _ | Kp
Loacenr” _ Tk
__22/0_8/1_7_ - KP

Key Finding 1: Initial circumstances impacted teacher experience

Key Finding 2: Social capital did not reach full potential

Key Finding 3: Human capital of teachers impacted the development of a holistic approach to

teaching and learning



