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Keyboard shortcuts: common NVivo tasks

Undo previous action. CTRL+Z
Select all—for example, all items in a list, all text in a file, or an entire image. CTRL+A

Copy selected text or project item. CTRL+C

Paste text or project item. CTRL+V

Cut selected text or project item. CTRL+X
Delete selected text or project item. DELETE

Open a project. CTRL+O

Print project item. CTRL+P
Export project item. CTRL+SHIFT+E
Save the project. CTRL+S
Create a new project. CTRL+N
Switch between edit mode and read-only mode (for files and maps open in Detail CTRL+E
View).

Move from selected 'codable’ content in Detail View to the Quick Coding bar CTRL+Q

Get Help. F1

Import a new file (document, PDF, audio, video or picture). CTRL+SHIFT+I

Cancel a process such as a query or report. ESC
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NVIVO 12 INTRODUCTION

Sample project: Environmental Change Down East

The sample project that accompanies NVivo for Windows, Environmental Change Down East, is an
actual study conducted by the Nicholas School of Environment at Duke University. The study
investigated coastal communities in what had been a remote area of North Carolina. The researchers’
focus was on community members’ perceptions of development and land use change in a period of
substantial growth. The purpose of this study was to gather data through a variety of methods (e.g.
interviews, surveys), to bring together stakeholders on all sides and to facilitate public dialogue about
the area’s future. The ultimate goal of the study is to help communities, developers and planners
envision long-term strategies for sustainable land use and development.

As we explore this sample project, you will be introduced to the terminology used in NVivo, the
different elements of an NVivo project and the types of data that can be used in NVivo for Windows.

PART 1: LAUNCH AND INTERFACE

e User Profile e Opening and creating projects
e Ribbon Interface e Project structure

e Status bar and list view e Save, backup

e Checking for updates or service packs e Convert project

N V I VO 1 2 Professional: Designed to work mainly with
Text Based Data, sources of data (audio,

video, social media)

Plus: Social network analysis tools, patterns,

fo r Wi n d OWS themes, sentiment.
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NVIVO INTERFACE

Import  Create  Explore  Share

b

= (=] Detail View ~ 5% SortBy *
ZA ¥
& un

doc 7| Navigation View
Paste o U Case File _
- M - M M Classification *  Classification ~ istView =[] Find
Clipboard Explore Coding Classification Workspace ~
* ¢ |Files 2\, Search Project ~
4 3 Quick Access
= Files + Name /&5 Codes References Modified On Modified By Classification i
{4 Memos [ Overview of Sample Project 0 0 8/09/2015 §:46 AM Wws

() Nodes

4 (=] Data
4 = Files
b 1 Area and Township
Interviews
Literature
News Articles
a Social Media
Linked Online Reso
Survey
> 'L File Classifications
> 5 Externals
4 () Codes
> i) Nodes
@ Relationships
Q Relationship Types
4 (1) Cases
b W Cases

» £} Case Classifications

4 [ Notes
> B Memos
Framework Matrices
" Annctaticns

{5} See Also Links

» L Search
> 5 Maps
> |7 Output
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PART 2: CREATING A PROJECT

» Create a new project

Create a New Project

e On the File tab, click and it takes you to Info page. Select New.

¢ Enter the name of the project TrainingProject_ddmmyyyy in the title box
e Default location is My Documents. For this example: Save to Desktop

e Click OK and the project opens

Mew Project

Title TrainingPraject_DOMMY Y'Y

Description Project created for NViva training

nfrite user actions to project event log

File name C:MzershAmma B \Deslktop’TrainingProject_DDMMYYY™Y nvp

OK

|| Cancel |

PART 3: DATA

Create folders to organise your data
Import, edit and create documents

Import and work with pdf files

Import and transcribe audio and video files
Import image files and add related text

YV VYV VY
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Create folders to organise your data

¢ In Navigation View, click Data, and then the Files folder

¢ Right click on Files and create New Folder (Alternatively go to Create tab on Ribbon, in the
Folder group, click Folder)

e The New Folder dialog box opens

New Foldes =~

Name IMterviews

Description

OK || Cancel
¢ Inthe Name box, type in Interviews
e Click OK
e Repeat these steps to add subfolders named Datasets, Web Content, Pictures and
Literature
4 % Data
F Files

Datasets

Interviews

Literature

Pictures

Web content

Note: Additional folders can be created at any time

Working with Documents

¢ In Navigation View, click Files and then Interviews subfolder
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e On the Import tab on the Ribbon, under Data, click Files, the Import Files dialog box
opens (Alternatively can r-click in the white space in List View and click Import, and Import
Items)

-

Impaort Internals

-

Impart from

7 i‘f—l
More == Ok Cancel
| | I | | )

L

e Import documents into Interviews folder: Barbara, Charles, Dorothy, Margaret, Robert,
Susan, Thomas, William
e Import Barbara as a single import document first

Document Properties l. 2 —Ehl
General | Attribute Values |
Name Barbaral
Description
Location Intemals™\nterviews
Size 8 KB Calor None -
Created On 27/11/2015 8.04 PM By AB
Madified On 27/11/2015 8:04 PM By AB

[ ok || Cancel

¢ Repeat this process for the remainder of the required files
e Select the remainder of documents in the Interviews Folder and import. (Hold down the
SHIFT key to select consecutive files or the CTRL key for a selection in the range of files)

Open a document
¢ In Navigation View, click Files. Locate the appropriate folder and then select the document in
the List View and double-click.
e The document displays in Detail View.
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e You can open several documents at once and move from one to another by clicking the tabs
on the top of Detail View.

Interviews [0 seorch Project v“ Borbora || Charies | ZJRobert 3|

+ Name Codes References Click to edit
7| Barbara 0 0 || Interview with Robert at his home in Youngsville, North Carolina. Robert owns a home on

) Charles 0 0 || Harkers Island. North Carolina Robert is 62. married with one son and two stepdanghters. Until
") Dorothy 0 g || he lost his job earlier this year. he was in the insurance business.

7 Margaret 0 0

~ Robert 0 o || Q.1. Connection to Down East

) Susan 0 0

™ Thomas 0 0 Henry

 Willism 0 o || So tell me about your connection to Down East.

Robert

Well I've been going down there pretty much all my life. Started going to Carolina Beach,
Wrightsville Beach. Oriental . I had an uncle who bought a cabin on the Neuse River at Oriental
Went down there a lot. Then [ started going to Atlantic Beach as a teenager. college student. And
gradually worked my way over to Harkers Island. We bought a house there in May of 2000.

Henry

And how often do you ger to spend time down there?

¢ Once you are have opened a document then an additional tab will appear on the Ribbon
called Document Tools. (Make sure that you click into the document to activate) This
contains all of the immediate functions that relate to a document, including Linking, Viewing,
Coding, Annotations, Visualizing and Query tools. The editing tools are also accessible from
the Document Tools.

m Home Import Create Explore Share Document
= BB » Zoom ~ Annotations II = = = = AutoCode [=™ | jBsii B |4l Chart ~ Q H
Eos — = =¥ [L5)]
— Quick Coding ~ See Also Links X L ~ == Range Code I " Compare With i
Memo  SeeAlso Coding Highlight Code — New Word . Query This Find
Link = Link = Layout ~ Relationships | Stripes ~ - - == Uncode ~ Annotation Cloud %.7 Explore Diagram | Document = -
Links View Coding Annctations Visualize Document Query

Edit a document

By default all documents are ‘Read Only’ in NVivo. If you want to alter the content of a document,
you need to enter Edit mode, found on the Document Tools Tab or Click to Edit (circled in red)
while the document is opened in Detail View.

10
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[N\Barbara  [x

C Cicktosit )

Interview with Barbara on February 19th= 2009 at her home in Bettie, North Carolina. Barbara
writes cooking curriculum materials and does earth science environmental consulting work for
soil scientists.

Q.1. Connection to Down East

Henry
Tell me about your personal and family history in Down East. How long have vou or your family
been living Down East full time or part .tz'me.”l

Barbara

My family moved here when I was two vears old in 1969 My parents still live here. They live
down in Gloucester. But [ was raised in Beaufort, in town, and went to Beaufort Elementary and
middle school and high school, then moved away for college. So I've lived here most of my life
although I've moved away.

Henry

And vou've lived Down East how long?

Barbara
Since "96. My husband and I bought this little cottage in "96.

¢ In edit mode you will be able to add, delete and modify text as well as applying formatting
and styles and check spelling within the document.

Document Tools

Decument Edit
e ¥ Cut - —|i—
ok Timnes New Roman 12 || ==
D ER Copy £aBbCcDdE AaBbCel AaBbCel AaBb( AaBbC AaBbCcD AaBbCcDd A
Paste B 7 U & N EE=E= | E '§§ Balloon Text Footer Header Heading 1 Heading 2 Heading 3 Heading 4 H
Clipboard Format IF Styles
Spell check

Spell check is also on the Edit Tab (within Document Tools), locate and click Spelling (circled in
red)

Edit

nGe=s)
Q 9l

Find &  Insert
Select ~ M

Editing

4aBbCcI  ABbCI  AaBb( aabCel .
Footer Header Heading 1 Normal

11
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The Spelling dialog box appears with the first unrecognized word highlighted. The options
available are either Change to accept a change, Ignore All or Change All.

Spefling: English (L15) X
Pk in Dhetionary
Bt | was rowsed in Besulord. in iown. and went io Beaulort 1 Iprcrs Orce. |
Elemantany and middle school and high school, then moved —
waay b college =
: = Ignore A

| Add Tar I:.:n:I;nnxg,-

Change To f
| Beaufor Change
L]
Changes &ll
Supaestion

Beaumont
Bemutriar
Beautifiers
Baauteously

Cancel

To close a document: click the x on the tab, the software will not ask if you want to save as
the saving function applies to the whole project. A prompt box appears every 15 minutes.

r
Save Reminder

It has been more than 15 minutes since your last save,
I % Do youwish to save your project?

vee || Ne

Working with Pictures

Import a picture

In Navigation View under Data, then Files, select the Pictures subfolder

On the Import Tab, under Data, click Files and navigate to where Pictures are stored, the
Import Files dialog box opens or r-click in the white space in List View and click Import
Items and select pictures. These are in Sample Project Data/Other Data and import
picture, Barrier Islands and Cape Lookout

12
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e The pictures will appear in List View and click to open. Select Click to Edit and a row will be
added to the right of the image. To include comment on the entire picture type in Content
column, e.qg. This is an important turtle nesting area and fishing spot.

e For a selection of the picture: e.g. Lighthouse, drag around the image to make a selection.
The selection will be outlined by a dotted line.

e Select a row (click row number) and right click Assign Region to Rows and type in The
Cape Look Lighthouse was mechanized in 1967.

| |Barrier islands and Cape Lookou |2i |

Region | Content

1 [3s0280- "The Cape Look Lighthouse was mechanized in 1967.
550,420

e Once you are have opened a picture then an additional tab will appear on the Ribbon called
Picture Tools. This contains all of the immediate functions that relate to a document,
including Linking, Viewing, Coding, Annotations, Visualizing and Query tools. Editing tools
are also accessible from the Picture Tools under Edit.

Working with Video and Audio files

o Import into the Interviews Folder: Video: Ken.wmv

Transcribe a video/audio file

e Open Video Ken

Opening up video or audio file prompts a new tab or Video/Audio Tools to appear on the Ribbon

13
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= e - = Auto Code 'Q
— :«u “ »Uu " »’ = = ® o O} H /
2 D v [ave s | T P | i shiien o - R | =
Playt Ceding Annotations Query
<] [ ]
; :
0 0
! .2
-—l—;'
i
e This includes media functions such as volume, speed, play, stop/pause.
e To activate the Contents (columns/rows) Click to Edit.
e Timespan and Content are default columns
e To add an additional column, (maximum 9) go to dropdown menu File, go to Info and

select Project Properties and select the tab Audio/Video. A box will appear. Select
New and name it Notes or if you are interesting in noting themes, then Emerging
Themes. Click OK.

Project Properties - u—J@ e
General Labels ] Passwords l Uszers l
Paragraph Styles Audio/Video l Eramework Matrices l Social Media Dataset l
Settings
Embed media in project if file size less than 20 = MB
Custom Transcript Fields
hudjo Video |
£ [;?| Notes|
3
oK | [ Cancel

14
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e Return to Video Ken and the column Notes will appear as an additional column.

Note: This is where you can also increase the default size of a video or audio file
(maximum 40 mb)

e To use the transcriber select the Play Mode (3 options, we will utilize two (Normal
and Transcribe). Select Normal

project.nvp - NVive Plus Media Tools

QUERY EXPLORE LAYOUT VIEW MEDLA
4 4 » MW = Start Selecticn
o) - » » p# | =t Finish Selection

Loop

_Ll |

Hlavrhar

m T L
4

Normal  Transcribe
Mode

e Click into Contents and press Play, listen for 5 -7 seconds, then Pause and transcribe
into Contents Section

e Continue this process
J}Fm |

Timespan & ¥ Content 7| MNotes
What's it like to live here?

e When there is a change of speaker, add a row, right click Add Row

15
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e Transcribe Mode activates the Time Span. Select Transcribe Mode (use Play and
Pause). To add a new row click Stop and then Play.

e Sections of the time line can be used in the same way by dragging across timeline
and Insert Row.

NVivo Transcription

Another alternative to manual transcription, new to NVivo is QSR International’s transcription
service. Audio files can be uploaded into NVivo Transcription and with good quality audio you can
anticipate 80-90% accuracy with the files transcribed in a timespan of half the length of the audio.
You can then make amendments, notes and tag speakers.

A trial quota is available at https://www.gsrinternational.com/nvivo/trial with 15 free minutes.

e Using the above link or search MyNVivo, Sign up, and create a new account. You will
receive an email including an activation link. Or if signed up, then log in using Email
and Password

Password

Don't remember your password?

e Once you have logged in to MyNVivo, the display will show you transcription minutes
remaining and enable you to Upload a file. Select Upload.

16


https://www.qsrinternational.com/nvivo/trial

Outline and Practice Exercises For Nvivo12 Workshop (October2019)

NV I VO 11 I (@ 186:51 Transcription minutes reﬁ'\aining‘-‘l @ Buy Credits E

TRANSCRIPTICN

All files Upload

My Uploads oy

Here is where you upload your files to be transcribed.
Drag and drop or browse on your device.

(s

or

Browse files

To get the best translation results, it is important the sound quality of
your media file is high. For more information, please click here.

@ ﬁ:ﬂ:ﬂ},wav English - International v 00:24 TRANSCRIBE

e Following import, select language to transcribe to, English — International. Then
select Transcribe.

Below is an example of a transcribed short telephone message to illustrate. Cost of buying credits
is $40 for 60 minutes. Approximately 67¢c per minute. The more credits you buy, the cheaper the
price per minute.

NV' V :I | @ 184:57 Transcription minutes rernainingm: @

TRANSCRIPTION

it EXPORT SAVE SonjaMessage.wav S

m oo:00  Hello Amma. It's Sonya. Just following up on the in

Vivo training we have identified
that we can have we can do the training for about three hours on Wednesday Thursday
or Friday mornings of next week_ And we just want you know if you're available.
(Background conversation - yes we have. You said you could) just let me know which
which of the day suits you. Thank you.

17
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e You can play and edit the file while in NVivo Transcribe and assign speaker.
¢ Once transcribed and edited, then export either as .docx or. rtf.
e This file is now ready for import into your NVivo project

Working with PDFs
o Select Literature in Files, r-click in the white space and select Import PDFs or go to

Import tab, in the Import Group, click PDFs.
e Import from Sample Project Data\Other Data, select pdf file, Sea Grant Fact Sheet.

TiSea Grant Fact Sheet  [x|

North Carolina

etz Water Quality: | s

Estuaries & Polluted Runoff 2]

Development is often accompanied by new activities that add pollutants to landscapes and nearby waters.
Polluted stormwater runoff — also referred to as nonpoint source pollution — is the number one cause of

water pollution in North Carolina, according to the N.C. Division of Water Quality.

Poor water quality threatens estuarine ecosystems. (Photos from left: blue crab - NOAA Photo Library, oysters - Gary Allen,
smooth cordgrass - Brad Marx)

Working with Web Content

e In Navigation view click Files, and then select Web Content. (This is the folder
where you will store your NCapture data).

e Open a web browser (Internet Explorer or Chrome) from your internet browser open
Google and type in North Carolina Sea Turtle Project, to capture the home page of
the organisation North Carolina Sea Grant: http://www.ncseagrant.org/

18
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e From the web browser, locate and click on NCapture, which is an add-on included
with the software download. Select the NCapture button (see below)

‘n

and NCapture dialogue box opens. You can select as either of the following

» Web page as PDF captures a webpage
= Article as PDF strips out all extraneous content and just includes the article

e Save location is Desktop and select Capture

& Nlsptue ¥ ﬁ

\niehs pagge 8 PO Aticie s FOF

= I
Spe mama

I Morth Cacdren Sea Turtle Pacgac I

B 35 .

| ; I
Lo ot podes.

Sarem locabon

CAlsergdimma iiDesking W aphure frowne

Capture Canoel

Import NCapture into NVivo project

e Select Import tab on Ribbon, select NCapture
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Irnport Fromm NCapture B

Impert From
CoLsersAmmall\Diesicion W apture Erowse
Seact comphoress 20 amport
& All caplures: ool pravicusly imporied
All captures
Selecied caplures

' Source Hame Capiured On Caplured From Frevicusly Imporied
= Morth Carolina Se= Turtle Project TIN5 D854 PM hitp:Faverar seaturilz org'groups/nowre

#| Merge maiching social media datasets (ncudng prenicusby imporied) Import Cancel

o Click Import
o Open North Carolina Sea Turtle Project

Note: default save location is Documents/NCapture

Creating a source within NVivo

o Create Research Journal document/memo

o Go to Create on ribbon in Data and create Document (will be stored in root Files
folder — circled). Name the file Research Journal. It will automatically open.

° To insert Date/Time, click with the blank document, Document Tools will open in the

Ribbon. Select Edit (green circle), then Insert in Editing area and Insert Date/Time.
Short cut keys for this function are Ctrl, Shift and T.
o Type in text

20
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——
@HLS-+ Document Tools
Home  Import  Creste  Explore  Share Document Edit
B HE | P Zoom+ [] Annotstions I = = Auto Code =¥ ISR g) Chart - —Cl
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PART 4: CODES

Create a node folder, create a node

Code at new and existing nodes: drag & drop, Quick Coding bar (auto suggest), In Vivo
Open a node: tabs, revert to file, code on, uncode, highlight, coding stripes

Managing nodes: move, merge, rename, aggregate coding, color a node, expand/collapse
hierarchies, sort

Auto Coding documents by heading

YV V VYV

Y

Creating different types of codes and coding

Create a new node
Create a new node (sitting under root node)

o In Navigation view under Codes select Nodes

o On the Create tab select Node or right click in the white space, select New Node and
enter the name of the new node.

o Create 3 nodes, Environmental Change, Jobs and Tourism

. Creating nodes in this way can occur throughout the project

MNew MNode M
General
Name
Descripbion
Nickname
Hierarchical name Modes')
Aggregate coding from child nodes Color Mane -
Ok | l Cancel ]
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Coding using coding selection

Barbars [
Click to edit

Interview with Barbara on Febmary ]gth= 2009 at her home in Bettie, North Carolina. Barbara
writes cooking curriculum materials and does earth science environmental consulting work for
soil scientists.

Q.1. Connection to Down East

Henry

Tell me about your personal and famil)

ory in Down East. How long have you or youwr family

been living Down East full time or part time?
g Down Bast jull ¢ part t Select Code ltems | B
Barbara
Iy family moved here when I was two vears old in 1969. My parents still live here. They live - i

down in Gloucester. But [ was raised in Beaufort, in town, and went to Beaufort Element:

. . N I - () Environmental change
Imiddl e school and high school. then moved away for college. So I've lived here most of my - 9

although ["ve moved away | @ ) Jabs
() Tourism
Relationships
Henry 2
) Cases

And you've lived Down East how long?

Barbara
Since "96. My husband and I bought this little cottage in "96.

Henry

And have you lived here full fime since then or is it a part fime — seasonal ?

Barbara

It's part time. It was full time, but then in 2000 he got a job up North. And so since then we've
been here on a very sporadic schedule. Sometimes full time but not always. because of my work
down here — I was doing some environmental fieldwork down here that’s kept me down here
while he was up there.

Henry

Isee. So — but you were not born in Carteret County, but vou lived mast of your life one way or

the other there —
New Node | Cancel ‘

e Highlight a selection of text and right click, Code Selection, then select Code
e Select Environmental Change in the Select Code Items box
e Can multiple code using this process, use Control key and then select multiple nodes

New nodes
e Can also create a New Node by selecting New Node (bottom left). Then type in the
name of the new node.
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Select Code Items

¥ () Nodes
(:) Environmental change
() Jobs

~ .
) Tourism

ix¥ Relationships

(y Cases

o e |

e Another way is to drag the selected text into List View and a new node box will appear

A, Search Project w |

Nodes
+ Mame 4 Files References
.:::- Environmental change 0 0
; -l:::l Jobs 0 0
(::: Teurism 0 0
Mew Mode | ? 8 |
Location MNodes Select...
Name Community
Description -
[ oK || Cancel
Drag selection here to code to a new node
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Drag and Drop

o Select a piece of text and drag into identified node in List View
Nodes | | [Frremes 52|
+ Name Files References Click to edit
(7) Envirenmental change 0 o
Jebs ’ 0 0 Henry

) Touri 0 o What appeals to you about the area? And what, as you've gotten to loow the area, do you see as
() Teurism . .
= unigue about Down East?

Thomas

The beauty of the areais the main attraction. I like the remoteness of the area. I like that it's low
density. And fishing. Ilove to flounder gig. That’s probably my biggest passion in my life.
Nothing commercial. It’s just a good place I thought to put roots down and finish up my working
years and retire.

Q.4. Community and Environmental Change

Select text Henry
Since moving here, what changes have you seen?

and hold
Thomas

d own IEft Since the late 90°s this area has really experienced a boom. It's a changing area. There’s alot of
people moving to the area. There are alot of military people, is a part of it. But this area has been

mouse e found, there is no question about it JaSsl owth on the mainland—in the 1990s, had 5
or 6 hurricanes in six years. Peop ed tired of gettir _up on the beach. This wa

button and when this area, the true Down East area, started getting p ed as far as development.

drag and Henry

R Do you think this development is changing the community?

drop into
Thomas

SEIeCted It's probably not conventional in keeping with Down East. But the type of development that was
coming in was coming fast and furious. People were looking for pieces of land. This was hot as

n Od e far as real estate. Values were going up. We had properties that people heard was going on the
market. They didn’t even listit. There was one tract that was like seven people bidding on the
property and it was going up week by week. There was that kind of pressure. Everything was just
getting built up without thinking about the consequences.

Code In Vivo

You can create a node based on selected content — this is called ‘in vivo’ coding which in Latin

means ‘in life’ or ‘a living thing’. In qualitative methods it refers to the practice of drawing codes as

much as possible from participants’ own words.

o Select the text content you want to code into a document, PDF etc

e Document Tools will open in the Ribbon. In the Coding Area select Code In Vivo (or right

click or context menu)
e A node is created with the selected texts as the node name.

e Open the node and hover over the coded word/s, r-click and select spread coding, there are

a number of options available
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Spread Coeding 4 Marrow Context
Broad Context
Custom...

Entire File

Cpen Referenced File
% Export Node.. Ctrl+5Shift+E

-

iR Print Ctrl+P

Select All Ctrl+A
Links »
Ceding Context 3

*

Node Properties Ctrl+Shift+P

Creating Node Folders
Node folders (like File folders) can be created to manage the different type of nodes in your project.

In this example Node folders are created for Autocoded Responses

¢ In Navigation View, under Codes, select Nodes, then right click and create a New Folder.
¢ Name the folder Autocoded Responses

Folders can be created at any time in project and drag and drop used to move existing nodes into
the relevant folder

Viewing nodes and coding
All material coded at a node can be viewed by opening a node in Detail View.

When you open a node it is a ‘live’ view of the codes. If you make a change in the file, such as
correcting spelling it will be update immediately in the node.

In this example, we will look at the Environmental change node.

e Double click the node Environmental Change and the node opens in Detail View. Note the
series of tabs on the right side of the Detail View window

e By default the node opens to the Reference tab, which shows the content of all coded text
materials displayed by file
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B oW W B W MW R oW oe oo O

The Summary tab, lists all the Files coded at this node by file type, e.g. document, PDF etc
Click on the Text tab and there are separate thumbnails related to each text file coded

If coding was at other items, e.g. dataset or picture these tabs will appear below the Text

tab. (See area circled)

<Internals\\Interviews\\Barbara= - § 5 references coded [16.53% Coverage]
Reference 1 - 4.82% Coverage

The biggest change that I'm aware of is the sense —| think that now there's the sense the
commercial fishing as a livelihood is dying asa viable option. And | know — | think that that
is a change since 30 years or 35 years ago. | don't remember that being sort of this sense of
doom. For me that's the most profound. That's a huge thing that | think is very sad. Andl
that has to do with — that's such a complex situation — the water quality and also the
overharvesting and tearing up of the bottom — all these different things that are factors.

Reference 2 - 0.22% Coverage

pressure on water quality

Reference 3 - 0.98% Coverage

complicated relationship between the methods of trawling or methods that destroy
habitat— just several factors.

Reference 4 - 5.18% Coverage

The biggest factor in my understanding is stormwater runoff. We don’t have a lot of —
considering the amount of wetlands we have and the amount of land — we don’t have a lot
of impervious surfaces Down East. | think Down East is still in pretty good shape, as
opposed to other parts of the county which are much more developed. | mean, there’s
agricultural runoff and septic system failures, but the largest thing in my understanding that
affects the water quality is stormwater runoff. And that is as bigger developments and

more dense developments —that would become more of a problem.

Reference 5 - 5.33% Coverage

Just so much clear-cutting. It has stopped lately, but a lot of time if somebody wants to
make some land ready to sell, they just cut everything — clear-cut everything. Suddenly, it's
supposed to be a more marketable piece of property, which | don’t agree with. So loss of
habitat for small, like the red foxes and lots of other animals. But there’s a tremendous
amount of loss of habitat from just all this clearing of land. And when there was a lot it
going on, you would see foxes just hit in the road a lot because they didn't — they were just
displaced. And they were just getting hit left and right.

<[] Codeat

Coding from a node or ‘coding on’
Content can be coded to new or existing nodes from other existing nodes as well as Files. The
process of coding from one node (working in the virtual space) to another node is known as ‘coding

’

on.

Uncode
To uncode from a node

- B@00

Open the node and click the Reference tab to show contend coded at this node

Select the passage that you wish to uncode

10:27 AM
6/04/2018

-

PAGE

Using the r-click methods, Uncode Selection, select the Node and the selected content will

be uncoded

Uncoding from a file

Open the file and select the passage to be uncoded
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e Using the r-click methods, Uncode Selection, select the Node and the selected content will
be uncoded
¢ Only nodes at which the selected text has been coded will be available

Several other methods for uncoding are described in NVivo Help.

Coding Stripes
Coding stripes are coloured bars that are displayed in detail view and enable you to see:

» Nodes that code content
» Coding by Specific NVivo users (if working as part of a team)

Opening coding stripes

¢ Open a file or node and click into Detail View. On the Ribbon, the Document Tools or Node
Tools tab will appear, in the Coding group, click the arrow below Coding Stripes and then
click Recently Coding

e Coding Stripes are displayed in the right margin for up to seven nodes. For more stripes go
to File/Options and select the Display tab, under Coding Stripes you can increase the
maximum number of stripes.

Managing nodes

Using software to conduct your research gives you flexibility. You may want to move nodes into
different folders, organize or re-arrange them and/or merge some nodes together. Before
rearranging your nodes, save the project and make a back-up copy.

Move nodes
o Create a new node Natural Environment
e Select the node Environmental Change and r-click and click Cut (or Copy)
e Then select the node Natural Environment and Paste, the node Environmental Change is
now a sub-node of the parent node
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Nodes

* Name Files References
Jobs

() military pecple
Matural Envircnment

() Envirenmental change

=R =R - =)
=R =R - =)

() Tourism

Merge nodes

Sometimes two or more nodes are created with similar meaning or purpose. Over time, you

may decide to merge these nodes into a single node.

e Select the node to be merged into another node. R-click and select Cut and then click

the target node to merge into, select Merge into Selected Node
e Select OK

The coding at both now has now been combined in the target node

Rename a node
The name of the node can be changed in Node properties.

° R-click on selected node and Node Properties dialog box opens
o Enter a new name for the node
o Click OK

Expand and collapse node hierarchies

¢ R-click on anywhere in node framework and choose Expand or Collapse All Nodes.

The selected setting will persist for the current NVivo session.

Auto Coding

While coding is typically a process involving careful reading and sorting of data there are times
when coding means more as a means of gathering groups of data.
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Auto code documents

In a highly structured interview or focus group, it may be useful to gather together all responses to
a particular question or topic. Heading Styles, inserted into transcripts prior to or following import,
can be used to create nodes for this purpose.

In this example, we will auto code interviews (Barbara, Charles, Dorothy etc.) by interview question

¢ In the Navigation View, click Files and then the Interviews folder. Hold down the
CTRL key and click the Interview documents (e.g. Barbara, Charles, etc.)

Auto Code Wizard - Step 1 2 x

Welcome to the Aufo Code Wizard

Automatically code text files based on paragraph styles, paragraph numbers or speaker names.

Code by
() Speaker name
(@ Paragraph styles
(7 Paragraph

—0O
—0O

Use paragraph styles to automatically code the content.

Press MNext to continue.

Cancel et

¢ Inthe Auto Code Wizard (Step 1) select Paragraph Styles and then Next
e Click Heading 1 and then click the right arrow >> (Step 2 of 3). Click Next
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¢ Inthe Select a location for nodes or cases, under Existing Node or Case, click the down arrow
and choose New Folder, under Name type in Questions

Auto Code Wizard - Step 3 of 3 ? X

Select a location for the nodes or cases.

Under New Folder h ]
Location Nodes Select...
MName Questions

[] Aggregate coding from children

Press Finish to auto code.

o ) [ ]
|

e Click Finish
o To see the results of auto coding locate Questions as a sub-folder under Nodes

Questions

+ Name Files References -]

.::) .1, Connection to Down East

(:) (.2, Cennection to Down East natural environment

.::) (.3, Professicnal perspective on Down East

.::) Q4. Community and envirenmental change

.::) (.5, Vision for the future of Down East

.::) (.6, Barriers to and cpportunities for achieving your visicn
.:_:. (.6, Barriers to or cpportunities for achieving your vision

= - = T R - R - -}
= T = TR = T R R« .

Each node include the responses from all participants to interview questions
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Working with Surveys (different type of autocoding)

e Import Survey (can import Excel; Survey Monkey; Qualtrix; SPSS; text file or ODBC
connection to Access) utilising a Wizard that includes a number of steps. Data must
be cleaned prior to import as it cannot be altered once it has been imported into
NVivo.

o Wizard will store respondents as cases; create closed opened responses as attributes
(demographics) and create open-ended responses as nodes,

Survey Import Wizard - Step 1

Welcome to the Survey Import Wizard

WWivo will import your survey as a dataset, and create cases, nodes and attributes in your project.

'.‘ Your respondents will be stored as cases.
U D

Far each respondent, you'll be able to open their corresponding case
- to see all of their responses.
— I —

-

Closed-ended guestions are created as case attributes.

You'll be able to compare your respondents by demoaraphic or other @
values.

Dpen-ended guestions are created as nodes.

All of the responses to a question will be grouped together under a O
single node.

The Wizard will let you identify the closed and open-ended questions in your survey.

Press Mext to continue

=

e Browse to Sample Project Data/Survey Data, select Survey data xIs.
e Select next

e Step 2: Wizard will show data format.

e Select next
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Survey Import Wizard - Step 2

Check your data format

How many rows are used for your questions? 0o

‘what order are your dates in? [i] Day Morth Year -

The Excel file you have selected contains multiple worksheets. Select the one you would like to import.

survey data | variable explanations

Respondent ReturnDate Township C i G ions Down East | C
DEOO1 14122004 Straits Straits none 0
DEDO2 1711212004 Harkers Island Harkers Island 3 or more 0
DEDO3 11/12/2004 Marshallberg Marshallberg 3 or more 0
DEOO4 16/12/2004 Smyrna Williston 3 or mare 0
DEDDS 41212004 Straits Gloucester 1 0
DEDO6 71272004 Straits Bettie 3 or more 0
DEQOT 912/2004 Marshallberg Marshallberg 3 or more 1
DEQCE 71212004 Straits Otway 1 1
DEDOS 1512/2004 Marshallberg Marshallberg 3 or more 0
DEO10 11/12/2004 Stacy Stacy 3 or more o
DED11 312/2004 Stacy Stacy 3 or mare 0
DED12 15/12/2004 Smyrna Williston 2 o
DEO12 81272004 Straits Straits 3 or more 0
DE014 1812/2004 Straits Bettie 1 1
DEO15 8122004 Sea Level Sea Level 3 or more 0
DEO1E 212004 Sea Level Sea Level 3 or more 0
DEO17 7122004 Cedar Island Cedar Island 3 or more 1
DEO1E 8122006 Straits Gloucester 3 or more 1
DEO1S 212004 Sea Level Sea Level 3 or more 1
DEO20 1112/2004 Straits Straits none 0
DED21 5122004 Cedar Island Cedar Island 3 or more 0
DED22 14112/2004 Atlantic Atlantic 3 or more 1

3

Press Next to continue

[ o ][ o] (B

J

Step 3: Storage parameters, select unique ID and classify data

Select next

Survey Import Wizard - Step 3

Manage your survey respondents

NVivo will create a case for each respondent to collect their answers.

\nhere in your project would you like fo store your cases? ()

Select a unique D for each of your cases @  Respondent

Your cases will be grouped together in 3 classification o

Create new classification Survey Respondert

(©) Add to existing classification Person

Press Next to continue

o ey

(=]

Cancel ][ Back ][ Next

33



Outline and Practice Exercises For Nvivo12 Workshop (October2019)

Step 4 Allows identification of open-ended and closed-ended responses

Select Finish

Survey Import Wizard - Processing survey

RN NN

Import Survey

Creating cases for survey respondents

Creating case attributes for closed-ended questions

Creating nodes for open-ended questions

Press Close to see the results

Open the dataset from List View

4 () Codes
4 1) Nodes
‘Questions.
Survey data
@ Relationships
@ Relationship Types
> ) Cases
> [ Notes
> O search
» 3% Maps

» 7 Output.

Qualitative data can be coded into the project

FSuvey data [3]

D Respondent ¥ Township ¥ Community  ¥| East v Paceof ¥ The natwral own Eastis | The water quality Down Esstis | Commercial fishing Down East is

1 DEODL Straits Straits none undecided beautiful good good

2 DEODZ Harkersisland  Harkersisland 3 ormore toofast zood good lin trouble

3 DE0O3 Marshallberg Marshallberg 30r more toofast peaceful, beautiful serene - most important ta maintain  important to an area

4 DE004 Smyma Williston 3or mare toofast becoming poorer with pollution  being reduced by pollution ~ almost destroyed due to
due to chemical runoff from local pallution
farms. It has ruined the fishing
business.

5 DEDOS Straits Gloucester 1 about right an important part of the area excellent athing of the past

6 DEDOE Straits Bettie 3 ormore too fast good good almost gone

7 DEOOT Marshallberg Warshallberg 3ormore taofast perfect! good dying
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Exercise 1: Revision Exercise

¢ Import Helen (audio file)

¢ Add in additional column (File/Information/Project Properties/AudioVideo tab

¢ Name the column Themes

e Listen to the audio and transcribe about 2 minutes into the Contents area

o Code a section of the contents to a new node called Real Estate that is a sub-node
under Economy.

PART 5: BEYOND CODING - LEXICAL QUERIES

» Exploring Text
» Create a Text Search Query (Including full set of node tabs in Preview, plus new Word Tree)
» Create a Word Frequency query
e Work with Word Frequency Query Results (Including new Tree Map and Cluster
Analysis displays]
» Managing Queries
e Modify a query
e Save a query
e Save query results

Create a Text Search Query
e On the Explore Ribbon, under Query select Text Search Query
e Search for job, employment and wage. Move the Finding Matches slider to With
Stemmed Words
¢ Click Run Query
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' Suvey daia | /2 Text Search Query - Resus Fre [0 |

~ Text Search Giiteria Run Query |+| | Save Results.. || Add to Project..
Searchin [ _Files&Extemals | [ Selected liems.. | [ Selected Folders.. | Find
Seanch for Specil Exact matches (e.g. "alk’)

[ With stemmed words (e.g. “talking)
job employment wage

Spread to None
+ Name Referer Coverag
| Barbara 6
#] Charles 11
! Derothy 7
& Margaret 23
w0 Robert 26
@ Sea Grant Fact Sheet Files\\Literature 7
&) Survey data Files\\Datasets 17
] Susan Files\\Interviews 7
! Thomas Files\\Interviews 1
@] William Files\\Interviews 5

e A Text Search Query — Results Preview opens in Detail View. The Summary tab
(right hand side) displays a list of all Files containing at least one instance of any
stemmed words.

e Click the Reference tab to see each word found in the context of surrounding words.
The finds are grouped by file.

e To see any overview of how the words appear, the bottom tab Word Tree, present the

most frequently appearing Root term first.

Ssumeydsts | P Text Search Query- Resulis e (x|

Searchin [ Files@Extemals ] [ Selectedltems.. | [ SelectedFolders.. | Find

et Special - Exact matches (eg. "talk')

job employment wage

Spread to None

ooy | mui s |

< Also. give
It might be

does . You've got to have and how do you balance ‘
got to be good stable jobs here . to keep people here

need to be some decent 50 our young people would

aren't ecotourism too
that<
can keep psopl hers

a1y paogy [1558100 | P91 [0

they gooffto

1

e To display other terms, go to the top left and select the Root Term drop down for other
words in the search.

Exercise 2: Compare search results

Use your current project to play with some text searches.

o First do a Text Search Query on the word ‘fish’ as a stemmed search.
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o Then compare it with a text search on ‘fish™ (the asterisk allows for any letters coming
after fish).

e For both searches, explore the Word Trees produced.
« How many files and references were there in each?

Create a Word Frequency Query

This query will generate a list of words most frequently appearing in text in your project.

o On the Explore Ribbon, under Query select Word Frequency Query

J Establish the parameters for the search, in this example What are the most frequently
occurring words used by Interview participants (20 most frequent with 4 or more
letters).

o Select With stemmed words on the Grouping slider

o From the Search in area click Selected folders and then navigate to the sub-folder
Interviews

o Select the 20 most frequently occurring words with word length minimum of 4.

SR\ord Frequency Query Results [x]

A Word Frequency Criteria

Run Query | | Add to Project.

Searchin Files & Externals | [ Selectedltems.. | [ Selected Folders..

Display words. O 20| most frequent
All

With minimum length 4

Word Length Count Weighted Percentage (%) Similar Words
st 411 161 east

peo
think

102 148 people
100 145 think, thinking
86 1.24 fish,

PO PIBHA | Aaeunn ng

fishi

fishes, fishing
75 109 know, knowing, knows
71 103 like

T

6
5

7

5

4

6 66 0.95 change, changed, changes, changing
4 66
8

6

5

4

2

6

5

SSAeLy JoisT0 | doy e

e The Summary tab (right hand side) displays words in descending order of frequency,
the list of words sorted alphabetically by word, by word length by count of weighted
percentage (frequency of word by character count).

e Word Cloud, second tab on the right displays the 20 most frequently appearing words.
The size and density of font indicates frequency, the larger the word the more frequently
it appears.
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1 thmg»
] waters

harkers;_‘ u 1V1ng

ﬂ.J C ommum‘r\

Modify and save a query
In order to modify a query, the software enables you to return to the last run query.

¢ On the Explore ribbon tab, select Last Run Query

e The Search Query dialog box will open and you can modify the search or the search
parameters.

e To save a query, go to the right hand side of the Text Frequency Search box, and select
Save Results and select the ways to store the query and where to save it.

¢ Under Options, you can save as a hew code or case or merge with previous results

¢ In the Location section, the default is to save under Search area in Navigation view within
the sub-folder Query Results. However you can also save as a new code to your coding
framework under Nodes

SBText Search Query - Results Pre [

A TextSearch Criteria

Search in Files & Externals | [ selected ltems.. | [_Selected Folders,

Search for Special
fish
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Cancel a query
At times, it may be necessary to interrupt processing of a large query, you can cancel it. On the
status bar, click ESC.

PART 6: WORKING WITH BIBLIOGRAPHICAL INFORMATION

Information can be imported from referencing management software such as:
» EndNote
» Zotero
» RefWorks
» Mendeley

If file content is included in the referencing management software, for example a PDF of journal
article it can be imported into NVivo as a File. If there is no accompanying file it will be created
under Externals. In the following examples we will use EndNote as the referencing management
tool.

Importing bibliographical data

¢ From your Endnote library export select the reference you want to import into NVivo and
save as .XML. Go to File in Endnote and then select export.

cQd P e e R ——
File pame: My EndMote Librany_MWivo xml - | Save |
Save as pype: |_>(ru1L {* xml) - | | Cancel |

¢ In NVivo on Import tab, in the Bibliography group, select Endnote;
e Browse to the location of your saved EndNote exported file and click Open;
e The Import from Endnote dialog box opens;
o Select Author and Year
o Check to see number of records to be imported
o Select sub-folder Literature under Files
e Click Import
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Import from EndMote [ 2 ﬁl

Import from
CAUsers'AmmaB*Desktop My EndMNote Library_NVivo xml

File encoding

MName sources by [Al.rlhor and Year v]

Assign sources to [A single classification (Reference) v]

Already linked
0 of 2 records in your reference library are already linked to existing NVivo sources

To be linked
0 of 2 records in your reference library will be linked to exasting NVive sources

Import new
2 of 2 records in your reference library will not be linked to existing NVivo sources

Import unmatched records as new sources

Create internals in Intemals™\Literature Select...

Create externals in Exdemals Select...
Import source content from file attachments, LRLs or figures where available

Create memos from abstract, keywords and notes

Assign attribute values to memos

import ] [ Core

Note: Files cannot be imported when:
» The file is password or copy-protected
» Is not a supported format
» If the reference library is not on your computer or network drive

¢ You will find the imported files in the folder that you selected on import. To see classification
details: Click on .pdf files in Detail View, go to Home tab and select down arrow on Open,
then select Classification Sheet. These are also stored in individual files, located in PDF
properties as Attribute Values.
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PART 7: EXPORTING ITEMS

Exporting a file/node
e Select item you want to export in List View (could be file or node)

¢ R-click on item and export e.g. export pdf

e Export options box opens. NVivo will present options based on file format. For example
below is a node.

o Entire contents — export as a html file e.g. internet explorer file (useful if you are
sharing work with someone who doesn’t have NVivo)

o Reference — exporting to word doc to write

o Summary view — export to excel as a list

Export Options l. 2 i:hJ

Export
'@ Entire Content (_html)
Reference View (.doc docx .rif t«t pdf)

Summary View (xls xlsx .doc .docx .rif .bet .pdf)

Saye As

CAUsers'\AmmaB*Desktop™.Seafood industry html
Include
Properties
| MName Only -
Description Other Properties
Related Content
Annotations Relationships
See Also Links Memao Links
Cther Options

Paragraph Numbers

7] Open on Export [ Ok |[ Cancel |

—

Output will save to Documents by default, however to have instant access tick Open on export

box at bottom left of Export Options box. (Exporting a media file, the software will ask if you want

to export the media and the transcript).
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