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Introduction to QDA Miner 6.0

QDA Miner is an easy-to-use qualitative data analysis software package for coding textual and graphical
data, annotating, retrieving and reviewing coded data, documents and images. The program can
manage complex projects invohing large numbers of documents combined with numerical and
categorical information. QDA Miner also provides a wide range of exploratory tools to identify patterns in
codings and relationships between assigned codes and other numerical or categorical properties.
Documents are stored in Rich-Text Format and support font and paragraph formatting, graphics and
tables. Documents may be edited at any time without affecting the existing coding.

QDA Miner can import and export documents, data and results in numerous document file formats (MS
Word, WordPerfect, RTF, HTML, Test files, PDF documents, Ebook and PowerPoint), datafile formats

(MS Access, Excel, CSV, TAB, SPSS, Stata, TripleS 1.2, EndNote, MBox, PST and RIS), graphic file
formats (BMP, WMF, JPG, JPEG, GIF, PNG), and other qualitative software file formats (QSR N6,
NVivo, Atlas.ti, HyperResearch, Ethnograph, Transana, Transcriber and QDA XML). It can retrieve data
from online services such as SurveyMonkey, Qualtrics, SurveyGizmo, QuestionPro, Voxco, Mendeley
and Zotero, Email services such as Outlook, Hotmail and Gmail, news from Lexis Nexis or Factiva, as
well as social media services like Twitter, Facebook and RSS feeds. It also provides unique integration
with advanced quantitative content analysis, text-mining (WordStat) and statistical analysis (Simstat)
tools, providing easy combination and integration of qualitative and quantitative methods.

Installation Instructions

To install QDA Miner on your computer from the installation CD, place the CD in your CD drive. The
installation program should start automatically. If it does not start, double-click the My Computer
desktop shortcut and then the CD drive icon to display the contents of the CD. Double-click the Install
icon on the CD and follow the setup directions on the screen.

If you have downloaded the software, simply double-click the SetupQM.exe icon and follow the
instructions on your screen.

If running the software for the first time, you will be asked to activate it. See the Software Activation
section for instructions on how to activate your product.

Software Activation

Product activation is a set of simple and quick steps taken upon installation prior to using your
application. It ensures that only valid licenses are used. When your application is installed it contacts a
central server across the internet to 'activate’ your software and tie it to the provided activation, printed
on the installation CD sleeve or provided to you by email with your license file. A manual activation by
email may also be performed on computers without access to the internet.

Unlike other activation systems, this activation system does not tie your license permanently to your
computer hardware. Instead, your license is tied to your activation code and a password that you
define. As a result, you will have no problem re-activating your software after reformatting your hard
drive, after upgrading hardware components in your computer, or when you move your software to a
new computer.

You are permitted to install and activate the software on a maximum of two computers, provided that they
will never be running at the same time. Typically, you may install a copy on a desktop and another one
on a laptop. You may also install and activate a copy at work and another copy at home. It is important
to remember, however, that you must not use the software at the same time.

Note: Activating the software on a third computer will cause the previous two installations to be
deactivated and requires you to re-activate the latest installation. Please note that you are limited to a
certain number of reactivations per month.

1

QDA Miner User Guide



Activating your Software

Run QDA Miner.
You will be presented with a dialog box that will ask you for your Activation Code.

Enter the activation code that was provided to you by email or is printed on the installation CD
sleeve.

If no internet connection was detected or if a firewall prevents you from connecting to the
internet, you will need to activate the software manually. See the manual activation by email
instructions below.

If you have an internet connection, a new dialog box will appear, asking you for additional
information. Fields marked with an asterisk (*) must be provided. You will be asked to provide a
password. You will need this password if you ever want to reactivate your software. You must
provide a new, never previously used, password each time you re-activate the software. We
suggest you do not use an important personal password or a password that personally identifies
you for the activation.

Enter your email address. This email address will be used to retrieve a lost password upon
request. Be sure to use an email account you will have long-term access to.

Click Activate.

Manual Activation by Email

Activating QDA Miner on a computer that is not connected to the Internet can be done by email using
the following steps:

Locate the Provalis Research folder on the user's hard drive. By default, this folder is located in
the Program Files folder. (You may also click on the following link if to open the C:\Program
Files (x86)\Provalis Research folder).

Copy the file named QDAMiner.reg from this folder onto your CD, floppy disk, or memory key.

E-mail this file as an attachment to sales@provalisresearch.com.

You should receive an email, normally within 24 hours, with a new file named QDAMiner.CDM.

Copy this file into the Provalis Research folder.

Manual Software Activation

Activating QDA Miner on a computer that is not connected to the Internet can be done in 2 ways.

Transferring Files with Another Computer (Fastest Method)

If you have access to another computer that is connected to the Internet, and if you have a way of
transferring files between these two computers (via CD, floppy disk, memory key, etc.), follow the
instructions below.

Locate the Provalis Research folder on the user's hard drive. By default, this folder is located in
the Program Files folder. Double-click on QDAMiner.exe to open the program. When you see
the button to activate the program, click it, despite not having online access. This action will
create the file needed for subsequent steps.

QDA Miner User Guide
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You will then see a screen asking for your activation key. Type in your activation key and click
Next. You will then see a screen which says "It looks like this computer isn't connected to the
Internet." Click OK and exit QDA Miner.

Copy the file named QDAMiner.LIC from this folder onto your CD, floppy disk, or memory key.

Go to a computer which does have access to the Internet and insert the CD, floppy disk, or
memory key into this computer.

Access the Internet and go to hitp://www.softworkz.convoffline.

You will see a screen with the words Offline activation - Upload .LIC file. Click on Browse, and
locate the file QDAMiner.LIC on your CD, floppy disk, or memory key. Then click Upload file.

A screen will appear asking you for your activation code. It will also ask you to create a
password, and to type in your email address (if you have one). Please provide your email
address in the case that you need your password to be sent to you at a future date.

Click Activate. If the activation is successful, click on a button labeled Download License
(.CDM) File. You will be given instructions on how to download a file called QDAMiner.CDM to
your CD, floppy disk, or memory key.

Finally, take the CD, floppy disk, or memory key back to the computer with QDA Miner on it and
copy this file QDAMinre.CDM into the Provalis Research folder.

By Email

o Follow the first two steps above to copy the file QDAMiner.LIC from your computer to a floppy

disk, CD, or memory key.

e E-mail this file as an attachment to sales@provalisresearch.com.

You should receive an email, normally within 24 hours, with a new file named QDAMiner.CDM.

Upgrading the Software

Minor revisions to QDA Miner are likely to be released on a regular basis and made available on the
Provalis Research website. These releases may include bug fixes, minor improvements and new
features. Unless otherwise indicated, if your version of QDA Miner has the same starting number as the
version available on the web, you are entitled to a free upgrade. For example, if you purchased the
version 5.0 of QDA Miner, and the current version available on the website is 5.2.1, you should be able
to upgrade to this version for free.

To upgrade your software to the latest version:

¢ Go to the QDA Miner website by selecting the QDA MINER HOMEPAGE from the HELP menu,

or click the following link provalisresearch.com/downloads/updates/.

¢ Go to the download section of the site, download the trial version of QDA Miner and install this

version over your existing one. QDA Miner will automatically register the trial version and
transform it into a fully functional version.

3

QDA Miner User Guide


http://www.softworkz.com/offline
mailto:sales@provalisresearch.com
http://provalisresearch.com/downloads/updates/

Project Structure

QDA Miner keeps all documents, coding schemes, codes, and notes in a set of files called a "project”.
QDA Miner projects consist of multiple cases. A case is the basic unit of analysis of a project. It
typically represents an individual, an organization, or a group, it can also be a document or a news
story. A case can contain several documents as well as humerous alphanumeric, numeric, categorical,
date or Boolean variables. These variables are used to specify the properties associated with a case.
Up to 2035 variables can be associated with each case. The number of cases in a single project is
limited by disk space up to a maximum of 4 to 8 gigabytes.

For example, if you want to analyze transcripts of in-depth interviews of numerous individuals, you may
end up creating a project file where each case contains information associated with a single
interviewee. One or more document variables may be created to contain transcripts of those interviews.
You may also add other variables to specify socio-demographic information for the interviewee, group
membership, as well as the interview date and individual responses to closed-ended questions.

One of the unique features of QDA Miner is its ability to explore relationships between any one of the
properties and codes manually assigned to documents. For example, you can assess how the content of
an interview is related to the interviewee's gender or age, or how it relates to specific answers to a

close-ended question.

The Working Environment

The QDA Miner working environment provides numerous tools to manage, view, edit, and code
documents. It also gives access to a variety of retrieval and analysis tools. The picture below provides
an example of the QDA Miner workspace.

. QDA Miner - Candidates - coded.ppj
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The Workspace
The QDA Miner workspace consists of a menu bar at the top and four windows.

e The CASES window contains the list of available cases in the project. These cases are displayed
either as a list or grouped as a tree. This window is used mainly to browse through cases and
select the active case on which to work.

¢ The VARIABLES window displays and allows editing of values for any variable associated with
the currently active case.

o The CODES window, located in the lower left corner of the screen, contains all codes currently
defined in the codebook.

¢ The large DOCUMENTS window on the right side of the screen is the main working space. This
window is used to view and edit documents and images and assign codes to text segments or
image areas. When a case contains more than one document or image, you can switch between
them by selecting the document/image tab located in the top left corner of this window. To the
right of the DOCUMENTS window is a gutter area. This area is used to display the codes
assigned to text segments and image areas. A second gutter area is displayed below images.
Colored brackets are used to indicate the physical limits of the coded segment. This area is used
to review coding, remove or change assigned codes, and attach notes to any coded segment.
(See Working with Code Mark).

Each window may be resized either horizontally or vertically by dragging its border. The three windows
in the left panel may be maximized to take up most of the available vertical space by clicking on the O
button located in the top right corner of the window. Clicking on the & button restores the maximized
window to its original size. You can also minimize a window by clicking on the ® button. The “folded”
window may then be restored by clicking on the ~ button.

The Grid View Mode

For coding short text responses such as open-ended responses or customer feedback, the large
DOCUMENTS window can be split horizontally to reveal at the top a grid displaying text responses for all
cases. This grid view allows coding full text responses while the lower document window remain visible
for situations where one needs to code only a portion of text from the selected case. Various filtering
and sorting operations are available as well as coding statistics. When the Grid View mode is active,
the CASES window is hidden since browsing through cases and select them is now performed by
moving though the grid row. (See Coding Documents Using the Grid View)

The Main Menu

The PROJECT drop-down menu gives you access to various operations related to entire projects, such
as project creation, opening and configuration. This menu also includes commands related to the
import, export and backup of project files. Additionally, it gives access to various maintenance and
teamwork operations (including merging and duplicating of projects) and to auditing tools such as the
Command Log and the Report Manager features.

Operations associated with the main four windows of the working environment are grouped under menus
with corresponding names. For example, all operations relevant to the CASES window are grouped
under the CASES drop-down menu, while all commands relevant to the codebook currently displayed
are located under the CODES drop-down menu.

The text and code retrieval features are located in the RETRIEVE drop-down menu and the various
exploratory tools available in QDA Miner (coding sequences or co-occurrences analysis, heatmaps and
correspondence analysis plot, etc.) are all grouped under the ANALYZE drop-down menu. This menu
also provides access to external modules such as WordStat (quantitative content analysis and text
mining) and Simstat (statistical analysis).

5
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Navigating Through Cases
There are now three ways to navigate through cases. You can move to a specific case by clicking its
entry in the CASES window. You can browse through cases, by pressing the Ctrl-PgDn button to move

to the next case or Ctrl-PgUp to move to the previous case. You can also use the navigation toolbar
located above the document window. This toolbar displays the following four buttons.

41 Mowe to the first case of the project.
4 Move back to the previous case.
P Move forward to the next case.

I  Move to the last case of the project.
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Data Management Features

Opening an Existing Project

Opening a Project from the Introductory Screen

QDA Miner stores data files in a folder named Projects. The Projects folder is located in the QDA
Miner program folder. When you start QDA Miner, an introductory dialog box appears similar to the one
below.

@ Create a project from a list of documentsimages
" Import from datafiles or web services
:':;\ Run Document Conversion Wizard

., Create a blank project (design structure)

To open a recently opened project:

e Click the Re-open a recently opened project button and select its name from the displayed
drop-down list. QDA Miner keeps track of the ten most recently used project files.

To open another project:
o Click the Open an existing project button. The File dialog box will appear.
¢ Locate and select your project (a QDA Miner project is stored with a .WPJ file extension).

e Click the Open button.

Opening a Project When the QDA Miner Program is Already Running
To open an existing project:
o Select the OPEN command from the FILE menu. The File dialog box will appear.
e Locate and select your project (a QDA Miner project is stored with a .PPJ file extension).

¢ Click the Open button.

To open a recently opened project:
¢ Select the REOPEN command from the FILE menu.

¢ Click the project file that you want to reopen.

7
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Opening a Project from Windows Explorer:

¢ You can also open a project by double-clicking its icon in Windows Explorer:

F

Project.ppj

Creating a New Project

There are four ways of creating a QDA Miner project: (1) You can create a simple project by importing
one or several documents; (2) you can create a new project from scratch by creating a project structure
and then manually entering data and documents; (3) you can import existing data and documents stored
in another file format such as Excel, MS Access, dBase, Paradox, QSR N6, HyperResearch 2.x,
Transana, Transcriber, etc. and from web services such as SurveyGizmo, Twitter, Zotero and Gmail
etc.; or (4) you can also use the Document Conversion Wizard utility program to import several
documents at once, perform a transformation and data extraction, and store them in a new project.

The following sections provide you with a description of these four methods.

Creating a Project from a List of Documents

The easiest method to create a new project and start performing analysis in QDA Miner is by specifying
a list of existing documents or images and importing them into a new project. This method creates a
simple project with two or three variables: a categorical variable containing the original name of the files
from which the data originated, a DOCUMENT variable containing imported documents and/or an
IMAGE variable containing imported graphics. All text and graphic files are stored in different cases,
therefore, if 10 files have been imported, the project will have 10 cases with two or three variables each.
To split long documents into several documents or to extract numerical, categorical, or textual
information from documents and store it in additional variables, use the Document Conversion Wizard.

To create a new project from a list of documents or images:

e Select the NEW command from the PROJECT menu. This command calls up a dialog box similar
to the one below.

@ Create a project from a list of documentsfimages
"% Import from datafiles or web services
:‘;;\ Run Document Conversion Wizard

., Create a blank project (design structure)
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¢ Click the Create a project from a list of documents/images button. A dialog box similar to the
one below will appear.

. Import Documents and Images

File type: | Documents {*. bet; *.rif; * doc; *. dooy; * wpd; . odt; * him; *. himl; *.pdf; *.rs; *.ep ~ v

! My Provalis Research Projects A || Name Size  Type Modified
=0 My Provalis Research Projects )
Dictionaries G ABC - December 11, 2011.H... 119KE  HTML File 2013-01-19 1110 PM
| Models @Bloomberg -October 11, 201... 158kB  DOC File 2013-01-19 1:14PM
&1 samples T35 CBS - Movember 12, 2011.docx &3KE DOCX File 2013-01-19 1:23PM
|| Scripts BA=|CNN - June 13, 2011.RTF 21568 RTF File 2013-01-19 1:16 PM
Bl | Workshop 1] CNN - November 22, 2011.RTF 02KE  RTF File 2013-01-19 1:16 FM
. Candidates @CNN - October 18, 201LRTF 215KB RTF File 2013-01-19 1119 PM
Election 2008 =L Fax - August 11, 2011.pdf 148KB POF File 2013-01-19 1:24PM
GOP -J FOX - December 15, 2011.pdf 132KB PDF File 2013-01-19 1:24PM
GOP Debates 2011 =L Fox - May 5, 2011.pdf 67KEB  PDF File 2013-01-19 121 PM
GOP Debates 2012 -P Y -| FOX - Sept 22, 21311 pdf 127KB POF File 2013-01-19 1:22 PM i
H O Mimbmdms W4T N =B _ - P —_— - - e
£ > ( )

3 s\My i jectsh] pYGOPG 3 .
E:'\Wormand\Documents My Provahs Research PI’D_]ECtS'I,'\“.I'DI’kShDD'\GOP'\GOP Debates 2012 - Part l'v'-\BC Jan 7. ZIJIZ HTML
E:'\Mormand\Documents My Provalis Research Projects\Workshop\GOPYGOP Debates 2012 - Part 1\CNN - Jan 19, 2012.RTF
E:\Mormand\Documents My Provalis Research Projects\Workshop\GOPVGOP Debates 2012 - Part 170X - Jan 16, 2012.pdf

X co

In the upper right section of the dialog box, QDA Miner displays all supported document file
formats that may be imported, such as MS Word, WordPerfect, RTF, PDF documents, plain text
files or HTML etc. as well as all graphic file formats supported (BMP, JPG, GIF, PNG and WMF).
To display only files of a specific type, set the File type list box to the desired file format.

Click the file you would like to import. To select multiple files, hold down the Ctrl key while
clicking on the other files.

Click the | Add button to add the selected files to the list of files to import, located at the
bottom of the dialog box. You may also drag the files from the top right section to this list.

Click the | = ™P" | hition to add numerous files contained within a folder. A dialog box will
appear giving you the option of including subfolders and choosing file types to include in the
import.

[y

To remove a file from the list of files to import, select that file name and click the | - T=Move
button.

Once all files have been selected, click the Create button. A dialog box similar to the one below
will appear.

9
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Importation Options *
Importation
[ ]1mpart file location []impart creation date & time
x Cancel
Document Importation Image Importation
Remove Images Title Author
[]Remove text formatting Subject Camera maker
|:| Fast PDF Importation Comments Camera Model
Rating Latitude & Longitude
Tags

You have the options to Import file location and Import creation date & time. If you select
these options, this information will become variables entitled LOCATION and CREATED.

At this point your importation options differ depending on if you are importing documents, images
or both. QDA Miner will only make the importation options of the file type(s) that you have chosen
available to you. Other options will be grayed out.

Document Importation Options:

The Remove Images option has been set by default. When importing formatted documents
like Word, HTML or PDF files, images stored in the document may significantly increase
the resulting document size and slow down the browsing and text-processing speed of QDA
Miner and WordStat. To keep the images in the imported documents, disable this option.

Check the Remove Text Formatting checkbox to further reduce the size of the imported
documents if the text formatting of the existing documents such as the font styles and colors
or the paragraph formatting are not relevant. Enable this option to convert all documents into
plain-text documents without any formatting or images.

Image Importation Options:

JPG files may contain information such as the geographic location a photo was taken, a
titte and description added by the author and even attached comments. This information
can be imported and stored as variables. These variables may then be used in combination
with the GIS feature to plot coded image properties on a map and to look at their spatial
distribution. Check the image importation options you wish to include.

¢ Set the importation options.

e Click the OK button.

¢ Choose a name for your project and save it in the appropriate location. QDA Miner will close this

dialog box, import the specified files into a new project and bring you to the main workspace.

Related topics:

To add additional numeric or categorical variables to each case, see Adding New Variables.

To append new documents or images in new cases, see Appending New Documents/Images.

If you would like to monitor a folder for new documents or images to be appended to your project

see Monitoring File or Folder.

For more information about the importation of PDF files, see Importing PDF files.

QDA Miner User Guide
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Notes on Importing PDF files

The PDF file format is designed to display text in the same way on various platforms. Different strategies
have been considered in QDA Miner to support PDF files. They could simply be imported as is and
stored in the QDA Miner project, allowing you to view the documents exactly as they appear in Acrobat.
You could then code the PDF documents directly. Such an approach has, however, several
inconveniences. First, the document may not be edited, preventing you from removing unnecessary
information, such as headers and footers, appearing on each page or unrelated information like
advertising. Also, PDF files are often created by outputting each page and each line of text separately,
often resulting in the loss of the original document structure. Carriage returns will often be inserted at
the end of each line, paragraphs spread over two pages remain physically split up, as do hyphenated
words. In multi-column documents, lines from different columns may even be mixed up. All these minor
imperfections would prevent you from retrieving full sentences and paragraphs in QDA Miner and may
reduce recall results when searching for specific words or phrases separated by hyphens, carriage
returns or page limitations. Such issues would also undermine the performance of numerous features of
WordStat relying on phrase identification, word co-occurrence analysis or proximity rules.

Therefore, we chose to import PDF documents by converting them into editable documents, storing
them in rich-text format, just like any other document file type supported by QDA Miner. The conversion
engine has been carefully designed to remove hyphens and unnecessary carriage returns, adjust the
text flow in multi-column documents, and import tables and images correctly. While headers and footers
will still be imported, which will break the flow of text across pages, you may now easily identify those
and remove them from the text since the imported document will be fully editable.

Despite all the advanced importation features, some PDF documents may still not be imported properly.
Several factors may explain such difficulties. Some PDF files consist of only scanned images of the
original document and contain no text at all. These can be easily recognized by the fact that it is not
possible to select any text segment or that text searches never return any hits. Other documents may
have quite complex layout designs, making their proper importation quite difficult. For those documents,
we recommend pre-processing them with full-fledged OCR (Optical Character Recognition) software like
Abbyy's FineReader or Kofaxs OmniPage or by some PDF to Word conversion utility tools like PDF
Transformer by Abbyy. Although the latest version of Acrobat Professional does include some OCR
features, its performance was deemed not good enough to preserve the document structure.

We also recommend removing images or scaling down the graphic resolution of images to the lowest
setting because images will significantly increase the resulting document size and will slow down the
browsing and text-processing speed of QDA Miner and WordStat.

11
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Creating a Blank Project

To create a blank project:

e Select the NEW command from the PROJECT menu. This command calls up a dialog box similar

to the one below.

"% Import from datafiles or web services
:‘;;\ Run Document Conversion Wizard

',_,_; Create a blank project (design structure)

@ Create a project from a list of documentsfimages

¢ Select the Create a blank project button. The Variable Definitions dialog box will appear.

¢ Variable Definition = O bt
Identification:
Variable name: |GENDER
Description: |Gender of particpant
Data type: Mominal/Ordinal w | Values: |[Male ~ | Edit...
| Add ﬁ Remove
VARIABLE NAME | DATA TYPE | DESCRIPTION |
NAME String (20} Name of participant
AGE Integer Age of participant
SELECTION Document Interview transcript +
o Create x Cancel

The first step involved in creating a new project file is to define the initial structure of the project
file. This structure is defined by the list of variables that each case will contain. A variable may
contain a document or an image to be manually coded, but can also consist of a numeric value, a

date, a Boolean value (true or false),

case. Itis possible to create several

etc. A single project can contain up to 2035 variables per
document and image variables for each case. The ability to

store many documents per case is especially useful when the project involves a set of several
document types. A document variable may also be created to store notes or comments that are
specific to a case. QDA Miner can later be instructed to search and analyze specific document
or image variables or in all documents.

In the Variable Definitions dialog box, you can define various attributes for the new variables,
such as their name and whether they will contain numeric, alphanumeric values, or dates.

QDA Miner User Guide
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Creating a New Variable

Variable name: The first edit box at the top of the dialog box allows you to enter a variable name.
Each variable name must be unique (within that project file). Valid variable names begin with a
letter and may contain letters, numbers or underscore characters. Punctuation marks, blank
spaces, accentuated and other special characters are not permitted. The maximum variable name
length is ten characters.

Description: This option is used to enter a variable label that describes in more detail the content
of the variable. You may leave this column blank if you wish since it is always possible to add or
edit a description later using the PROPERTIES command from the VARIABLES menu.

Data type: Each variable in the data file must have a type. QDA Miner supports the following
types:

Document: This data type is used to store documents that will be manually coded. QDA
Miner stores text in this data type using Rich Text Format (RTF). This format enables the
use of different fonts and styles and paragraph formatting. Graphics and tables may also be
inserted in the document. Numerous file formats may be directly imported into document
variables, such as plain ASCII files (*.TXT), Rich Text files (*.RTF), MS Word documents
(*.DOC), HTML (*.HTM or *.HTML) and WordPerfect documents (*.WPD) (see Importing a
Document or an Image into the Current Project).

Image: This data type is used to store graphics that will be manually coded. Numerous file
formats may be directly imported into document variables, such as Windows bitmaps
(*.BMP), Windows Meta Files (*WMF), or Enhanced Meta Files (*.EMF), Compuserve
Graphic Interface (*.GIF), Portable Network Graphics (*.PNG) or JPEG files (*.JPEG) (see
Importing a Document or an Image into the Current Project).

Numeric: Numeric variables can contain either integer or floating-point numbers. When
you choose floating point numbers, you will be asked to specify the number of decimal
places to display. Floating-point numbers are stored in the data file using double precision
values (at least 15 significant digits). The option is used exclusively to control how numeric
values are displayed in the Variables grid and in other locations and does not affect the
internal precision of the variable.

Nominal/Ordinal: Nominal or ordinal variables are used to hold a limited number of short
strings used to describe specific properties of a case. For example, you may choose to use
this variable type to identify the gender of the interviewee ("male" or "female") or its group
membership ("manager”, "employee", "client”, etc.). You may also use this data type to hold
ordinal ranking ("novice", "intermediate", or "expert') or responses to close-ended
questions such as Likert scale items (e.g.: from "strongly disagree" to "strongly agree").
You should use this data type instead of short strings if you plan to analyze this variable or
examine the relationship between its values and any other variable or coding of documents.

When a nominal/ordinal data type is selected, you will be asked to first provide a list of
values that this variable can take. To enter new values, click the Edit button. You can start
typing values (one value per line) in the large edit box. If the current variable uses the same
values as another existing variable, you may also establish a link to this other variable so
that they will share the same list of values. Click OK to confirm the setting of these values.
Note: this list may later be modified to add new values or edit existing ones.

Date: The date type holds a year, month and day. The display and data entry format used
for dates are based on the Windows date setting.

Date & Time: The date & time variable holds a data, expressed in year, month and day, as
well as a time stamp in hours, minutes and seconds. The display and data entry format
used for dates are based on the Windows date setting.

Boolean: The Boolean type stores a value that can be either true or false (or Yes or No).

QDA Miner User Guide
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Short String: Short string variables can contain up to 254 alphanumeric characters. When
creating a short string variable, you must first specify the maximum number of characters
this variable with hold.

To create a variable:
e Type the name of your variable in the Variable name field.

o Enter a description of the variable in the Description field if you choose.

Choose a Type for your variable.

Set the option associated with the chosen data type (see above).

Click the Add button to add the defined variable to the list.

To remove a variable from the list:
¢ Select the row containing the variable you want to remove.

¢ Click the Remove button.

To change the position of a variable in the list:
¢ Select the row containing the variable you want to move.

e Click the Up or Down arrows located to the right of the grid until the variable appears in the
desired location.

To create the data file:
 When you have finished defining the structure of the new project, click the Create button.

o Enter the project name and save it in the location of your choosing. The variables will be imported
and you will be taken to QDA Miner's main workspace.
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Importing an Existing Data File or Web Service

QDA Miner allows you to directly import data files from spreadsheet and database applications, as well
as from plain ASCII data files (comma or tab delimited text).

The program can read data stored in the following file formats:

e MS Access

e MS Excel

e Comma Separated Values

e Tab Separated Values

e SPSS

e Stata (V8 to v16)

e Triple-S 1.2 and 2.0 XML file (an XML standard to exchange survey data)
e QSR N6 project file

e QSR NVivo 7to 11

¢ Atlas.ti 5.x and 6.x hermeneutic unit

e HyperResearch 2.x

o Ethnograph 5.x project file (document, codebook and coding only)
e Transcriber

e Transana 2.x XML files

e EndNote

e MBox and EML email file formats

e MS Outlook accounts and PSD data files

o Reference Information System (RIS) data files

e ODBC

o Lexis/Nexis docx and rtf output files

e Factiva rtf output files

It can also import data from various Internet database and social media services such as:

e SurveyMonkey
e Qualtrics

e QuestionPro

e SurveyGizmo
e Voxco

e Zotero

¢ Mendeley

o Twitter

¢ RSS Feeds

e Gmail
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e Hotmail
e Qutlook

To import data from any of these applications:

o Select the NEW command from the PROJECT menu. A dialog box similar to the one below box
will appear.

ED Create a project from a list of documentsfimages
'ﬁﬂ Import from datafiles or web services

:Q:'\ Run Document Conversion Wizard

,J> Create a blank project (design structure)

o Click the Import from datafiles or webservices button.

¢ Select the desired file format from the menu. An import dialog box will appear.
¢ Select the file you want to import.

¢ Click OK.

We will now discuss the specific file formats in greater detail, including formatting requirements (if
applicable), supported features and limitations.

ASCI| Data Files

QDA Miner will read up to 2000 numeric and alphanumeric variables from a plain ASCII file (text file).
The file must have the following format:

e Every line must end with a carriage return.
¢ The first line must include the variable names, separated by spaces, tabs and/or commas.

e Variable names may not be longer than ten characters. Longer strings are truncated at ten
characters.

e The remaining lines must include alphanumeric or numeric scores separated by spaces, tabs
and/or commas.

e Each line must contain data for one case; variables must be in the same order for all cases.

¢ All invalid scores and all blanks encountered between commas or tabs are treated as missing
values. A single dot can also be used to represent a missing value.
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¢ Comments can be inserted anywhere in the file by putting an asterisk (* *' ) at the beginning of
the line.

¢ Blank lines can also be inserted anywhere in the file.

Excel Data Files

In an Excel spreadsheet you can enter both numeric and alphanumeric data in the cells of a data grid.
QDA Miner can import spreadsheet files created by MS Excel *.xs and *.xsx files.

When you select an Excel file format for importation, the program displays a dialog box in which you
can specify the spreadsheet page and the range of cells where the data are located. You must specify
a valid range name or provide upper left and lower right cells, separated by two periods (such as
Al..H20). If you set the Range Name list box to ALL, the program attempts to read the whole page.
Formatting Spreadsheet Data:

The selected range must be formatted so that the columns of the spreadsheet represent variables (or
fields), while the rows represent cases or records. As well, the first row should preferably contain the
variable names, while the remaining rows should hold the data, one case per row. QDA Miner will
automatically determine the most appropriate format based on the data that it finds in the worksheet

columns. Cells in the first row of the selected range are treated as field names. If no variable name is
encountered, QDA Miner will automatically provide one for each column in the defined range.

MS Access Database Files
When you select a MS Access data file, the program displays a dialog box in which you can specify the

table where the data are located. Once the table has been selected, click the IMPORT button to import
the data file.

Atlas.ti Hermeneutic Unit
To import an Atlas.ti project, follow these instructions:
¢ |n Atlas-ti, open the project you want to import into QDA Miner.
¢ Run the XML | EXPORT HU to XML command from the TOOLS menu.
e When asked when you want to include documents and quotations, click YES.
¢ Select FILE as the output destination and click OK. A Save File dialog box will appear.
¢ Change the name of the XML file so that it has the same name as the project file but with an XML
file extension (you may need to remove the "hu_" prefix). Save this file in the same folder as the
original .HPR5 or .HPRG file.

¢ Close Atlas-ti.

e Open QDA Miner, run the QDA Miner importation routine and select either the .HPR5 or .HPR6
file or the newly created . XML file.
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Importing from Web Surveys

QDA Miner allows you to import survey data directly from various web survey platforms, enabling you to
analyze open-ended responses, using both the computer assisted qualitative coding features of QDA
Miner and the text mining and content analysis features of WordStat. Importing open-ended and closed-
ended questions permits you to quickly compare results by demographics and find out how they are
related to ratings, or any other numeric, categorical or date variables.

Creating a New Project Using Survey Data

¢ Select the NEW command from the PROJECT menu. This command calls up a dialog box similar
to the one below.

ED Create a project from a list of documentsfimages
?Ilﬂ Import from datafiles or web services

:i'\ Run Document Conversion Wizard

'}_,__> Create a blank project (design structure)

¢ Select the Import from datafiles or web services button. A menu will appear on the right-hand
side of the dialog box.

HH M5 Excel..

= Comma Separated Value..,

Tab Separated Value...

ﬂ: M5 Access..,

—|  Statistical Software »

1 Survey » Survey Monkey...
— Social Media » | )| Cualtrics..,

Il Qualitative Software P Bl SurveyGizmao...
— Reference Managers k| W | Voxco..

—] E-Mails 2 E CuestionPrao...
| Others r TripleSwvil.2 ...

¢ Scroll down to the SURVEY menu item and choose the survey platform from which you wish to
import the data.

QDA Miner supports SurveyMonkey, Qualtrics, SurveyGizmo, Voxco, and QuestionPro survey
platforms. It also supports TripleS v1.2 survey files. Importing data from the various survey
platforms is generally done in a similar fashion. You will be asked to log in to your account or
provide a token before importing survey data. QuestionPro, Qualtrics and Voxco survey platforms
require tokens to import data into QDA Miner.
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SurveyMonkey

Connecting to SurveyMonkey

e Select SURVEY | SURVEYMONKEY from the menu. You will be prompted to log in to your

SurveyMonkey account.

e Log in to your account. A dialog box requesting authorization for QDA Miner to access your

account will appear.

s rrovaLis QDA Miner

This app would like to:

+~ \View your surveys and those shared with you

" View if surveys in your account have responses and their
metadata

" View answers along with responses

You are currently logged in as provalisresearch. Use another account.

I'm not a robot

By authorizing an application you continue to operate under SurveyMonkey's
Terms of Service. In particular, some usage information will be shared back

with SurveyMonkey. For more, see our Privacy Policy.

No, Thanks.

e Select the I'm not a robot checkbox and perform the requested task.

e Click Authorize.

Importing SurveyMonkey Survey Data

Once a connection has been established an Import a Survey dialog box will appear.
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B Import a Survey = O *

Surveys

ji] Name Date Created Date Modified Status Responses Count
85073769 Préparez-vous pour  9/20/2016 8:36:00 9/21/2016 9:56:00 7
79224068 test 5/6/2016 4: 14:00 9/13/2016 6:4%:00 ]
79165889 Customer Survey 5/5/2016 40400  6/20/2016 2:32:00 116
(®) Import All () Belect Questions

X e

The dialog box lists the ID, Name, Date Created, Date Modified, Status and the Response
Count of each survey on the platform.

¢ Choose the survey that you wish to analyze. You have two options. You can import all questions
from the survey or you can select specific survey questions that are relevant for your analysis.

To import all survey guestions:
o Select the Import All radio button at the bottom of the dialog box.
¢ Click OK.

¢ Choose a name for your project and save it in the appropriate location. The data will be imported
and you will be taken to QDA Miner's main workspace to start analyzing your survey data.

To import only specific questions:
¢ Select the Select Questions radio button at the bottom of the dialog box.

¢ Click OK. A dialog box like the one below will appear.
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Available Fields

Variable ID |5e||:cted |uame Description Type

Email Email Respondent Email String

jin] jin] Respondent ID String
1P_Address 1P_Address Respondent IP Address String
Date_Start Date_Start Date Started DateTime
Date_Mod Date_Mod Date Modified DateTime
Duration Duration Duration in seconds Mumeric
1017157268 Q1 Seriez-vous des nbtres? MNominal {Ordinal
1017160556_1059 Q2.1 Parmi les dates proposées laguelle vous convient le plus? - Vendredi 9 décembre 2016 MNominal/Ordinal
1017160556_1059 Q2.2 Parmi les dates proposées laquelle vous convient le plus? - Samedi 10 décembre 2016 Mominal {Ordinal
1017160556_1059 Q2.3 Parmi les dates proposées laguelle vous convient le plus? - Vendredi 16 décembre 2016 MNominal/Ordinal
1017153634 Q3 commentaires String
1017255475 04 Votre nom? String

X e

e The Variable IDs will become your project variables. Select the checkboxes of the variables you

wish to import.

¢ Click OK.

¢ Choose a name for your project and save it in the appropriate location. The data will be imported
and you will be taken to QDA Miner's main workspace to start analyzing your survey data.

If you would like to append new survey responses to your project see the Monitoring Online Resources

section of this manual.
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Qualtrics

Connecting to Qualtrics

You must enter a token to link with your Qualtrics survey. To get your Qualtrics token:

e Log in to your Qualtrics account.

¢ Go to the Account Settings menu item in the User drop-down menu.

e Go to the Qualtrics IDs.

e Click Generate to receive a token.

How to Find Your Token

1. Login to Qualtrics
2. Go to Account Settings in the user dropdown l}

. Projects Contacts Library Admin  Help & Feedback
My Projects

{7 Folders 4 Create Project Q Contacts

Account Settings.
|=| Anprojocts Al B

J e All Projects Refresh Account
| Shared with Me

Logout

User Dropdown

3. Go to Qualtrics IDs

& Upgrace Accont (58 AccountUssgs £ Qualtricaids

Qualtrics IDs

R s200p8ycedbnD.

R dgSAgpByS D

Qualtrics IDs

4. Click Generate if you haven't generated your token yet

A Generate Token

If you already have an API token, "Generate Token" will replace it with a new one. Any existing API calls will
not work until they are updated to use the new token.

¢ In QDA Miner, select SURVEY | QUALTRICS from the menu.

e Enter your token in the Connect to Qualtrics dialog box.

5] Connect te Qualtrics — O d

Token |

w0k | | X cancel

¢ Click OK.
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Importing Qualtrics Survey Data

Once a connection has been established an Import a Survey dialog box will appear.

B Import a Survey — O x
Surveys
1] Mame Date Created Date Modified Status Responses Count
SV_cC31Dz2] | provalisTest 6/17/2016 5:53:40  Active
() Import Al (®) Select Questions

v ox

The dialog box lists the ID, Name, Date Created, Date Modified, Status and the Response
Count of each survey on the platform.

e Choose the survey that you wish to analyze. You have two options. You can import all questions
from the survey or you can select specific survey questions that are relevant for your analysis.

To import all survey questions:
e Select the Import All radio button at the bottom of the dialog box.
e Click OK.

e Choose a name for your project and save it in the appropriate location. The data will be imported
and you will be taken to QDA Miner's main workspace to start analyzing your survey data.

To import only specific questions:
o Select the Select Questions radio button at the bottom of the dialog box.

¢ Click OK. A dialog box like the one below will appear.
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Available Fields

Variable ID |5e||:cted |uame Description Type
Email Email Respondent Email String
jin] jin] Respondent ID String
1P_Address 1P_Address Respondent IP Address String
Date_Start Date_Start Date Started DateTime
Date_Mod Date_Mod Date Modified DateTime
Duration Duration Duration in seconds Mumeric
1017157268 Q1 Seriez-vous des nbtres? MNominal {Ordinal
1017160556_1059 Q2.1 Parmi les dates proposées laguelle vous convient le plus? - Vendredi 9 décembre 2016 MNominal/Ordinal
1017160556_1059 Q2.2 Parmi les dates proposées laquelle vous convient le plus? - Samedi 10 décembre 2016 Mominal {Ordinal
1017160556_1059 Q2.3 Parmi les dates proposées laguelle vous convient le plus? - Vendredi 16 décembre 2016 MNominal/Ordinal
1017153634 Q3 commentaires String
1017255475 04 Votre nom? String

X concs

e The Variable IDs will become your project variables. Select the checkboxes of the variables you

wish to import.

¢ Click OK.

¢ Choose a name for your project and save it in the appropriate location. The data will be imported
and you will be taken to QDA Miner's main workspace to start analyzing your survey data.

If you would like to append new survey responses to your project see the Monitoring Online Resources

section of this manual.

SurveyGizmo

Connecting to SurveyGizmo

e Select SURVEY | SURVEYGIZMO from the menu. You will be prompted to log in to your
SurveyGizmo 3.0 account.

e Log into your account. A dialog box requesting authorization for QDA Miner to access your

account will appear.

L =
B

SUrveygilzmo :

This application is requesting access to your SurveyGizmo account.
Do you want to allow this application to make requests on your behalf?

o Click Approve.

Importing SurveyGizmo Survey Data

Once a connection has been established Import a Survey dialog box will appear.
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[
Surveys

i3] Name Date Created Date Modified Status Responses Count
2725046 Api Integration Test 4192016 2:57:07 4212016 1:42:18  Launched 150

(O Import All (®) Select Questions

o

The dialog box lists the ID, Name, Date Created, Date Modified, Status and the Response
Count of each survey on the platform.

¢ Choose the survey that you wish to analyze. You have two options. You can import all questions
from the survey or you can select specific survey questions that are relevant for your analysis.

To import all survey guestions:
o Select the Import All radio button at the bottom of the dialog box.

¢ Click OK.

¢ Choose a name for your project and save it in the appropriate location. The data will be imported
and you will be taken to QDA Miner's main workspace to start analyzing your survey data.

To import only specific questions:
¢ Select the Select Questions radio button at the bottom of the dialog box.

¢ Click OK. A dialog box like the one below will appear.
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Available Fields

Variable ID |5e||:cted |uame Description Type

Email Email Respondent Email String

jin] jin] Respondent ID String
1P_Address 1P_Address Respondent IP Address String
Date_Start Date_Start Date Started DateTime
Date_Mod Date_Mod Date Modified DateTime
Duration Duration Duration in seconds Mumeric
1017157268 Q1 Seriez-vous des nbtres? MNominal {Ordinal
1017160556_1059 Q2.1 Parmi les dates proposées laguelle vous convient le plus? - Vendredi 9 décembre 2016 MNominal/Ordinal
1017160556_1059 Q2.2 Parmi les dates proposées laquelle vous convient le plus? - Samedi 10 décembre 2016 Mominal {Ordinal
1017160556_1059 Q2.3 Parmi les dates proposées laguelle vous convient le plus? - Vendredi 16 décembre 2016 MNominal/Ordinal
1017153634 Q3 commentaires String
1017255475 04 Votre nom? String

X e

e The Variable IDs will become your project variables. Select the checkboxes of the variables you

wish to import.

¢ Click OK.

¢ Choose a name for your project and save it in the appropriate location. The data will be imported
and you will be taken to QDA Miner's main workspace to start analyzing your survey data.

If you would like to append new survey responses to your project see the Monitoring Online Resources

section of this manual.
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Voxco

Connecting to Voxco

You must enter a token to link to your Voxco survey. To get your Voxco token:
e Log in to your account on Voxco's A4s platform.
o Select User Settings from the User drop-down menu.

On the User Settings page you will find the APl Access Key in the list of Security options.
Copy this token.

In QDA Miner, select SURVEY | VOXCO from the menu.

Enter your token into the Connect to Voxco dialog box.

B | Connect to Voxco — O >

Token |Qcawhbfoewuhf;ghfgpMVINRWEG ] ERVWAIHG;E |

X cos

¢ Click OK.

Importing Voxco Survey Data

Once a connection has been established Import a Survey dialog box will appear.

Surveys

hir] Name Date Created Date Modified Status Responses Count
2725046 Api Integration Test 4192016 2:57:07  4/21/2016 1:42:18  Launched 150
() Import All (®) Select Questions

T

The dialog box lists the ID, Name, Date Created, Date Modified, Status and the Response
Count of each survey on the platform.
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¢ Choose the survey that you wish to analyze. You have two options. You can import all questions
from the survey or you can select specific survey questions that are relevant for your analysis.

To import all survey gquestions:

o Select the Import All radio button at the bottom of the dialog box.

¢ Click OK.

¢ Choose a name for your project and save it in the appropriate location. The data will be imported
and you will be taken to QDA Miner's main workspace to start analyzing your survey data.

To import only specific questions:

¢ Select the Select Questions radio button at the bottom of the dialog box.

¢ Click OK. A dialog box like the one below will appear.

Available Fields

Variable ID |5e||:cted |uame Description Type
Email Email Respondent Email String
jin] jin] Respondent ID String
1P_Address 1P_Address Respondent IP Address String
Date_Start Date_Start Date Started DateTime
Date_Mod Date_Mod Date Modified DateTime
Duration Duration Duration in seconds Mumeric
1017157268 Q1 Seriez-vous des nbtres? MNominal {Ordinal
1017160556_1059 Q2.1 Parmi les dates proposées laguelle vous convient le plus? - Vendredi 9 décembre 2016 MNominal/Ordinal
1017160556_1059 Q2.2 Parmi les dates proposées laquelle vous convient le plus? - Samedi 10 décembre 2016 Mominal {Ordinal
1017160556_1059 Q2.3 Parmi les dates proposées laguelle vous convient le plus? - Vendredi 16 décembre 2016 MNominal/Ordinal
1017153634 Q3 commentaires String
1017255475 04 Votre nom? String

X concs

e The Variable IDs will become your project variables. Select the checkboxes of the variables you

wish to import.

¢ Click OK.

¢ Choose a name for your project and save it in the appropriate location. The data will be imported
and you will be taken to QDA Miner's main workspace to start analyzing your survey data.

If you would like to append new survey responses to your project see the Monitoring Online Resources

section of this manual.

QuestionPro

Connecting to QuestionPro

You must enter a token to link to your QuestionPro survey. To get your QuestionPro token:
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Log in to your QuestionPro account.

Select the survey you wish to import.

token.

Select Surveys from the navigation bar at the top of the screen.

QuestionPro : Website Satisfaction

AML AP - Real-Time Post @
WITH ) A Pk
Rl -Tirme Daghbaand 6
MeVierw G - el Palleeah
REST/ 0N &R @
A e iy
= REST &P Comsole

dekabin KT sy

el [

o : : |

¢ In QDA Miner, select SURVEY | QUESTIONPRO from the menu.

e Copy and paste this key into the Connect to QuestionPro dialog box.

B " Connectto CuestionPro — O >

Token |frawnfe--fewaf2-4444-80f6-vsndafjne |

X cos

¢ Click OK.

Importing QuestionPro Survey Data

Once a connection has been established Import a Survey dialog box will appear.

Click on Developer API in the Integration drop-down menu. The APl Access Key is your

QDA Miner User Guide

30



B Import a Survey - O >

Surveys
1D Name Date Created Date Modified Status Responses Count
4478558 ProvalisTest -
4474485 ProvalisTest
4469924 QuestionPro :

() Import Al (®) Select Questions

v o

The dialog box lists the ID, Name, Date Created, Date Modified, Status and the Response
Count of each survey on the platform.

e Choose the survey that you wish to analyze. You have two options. You can import all questions
from the survey or you can select specific survey questions that are relevant for your analysis.

To import all survey questions:
e Select the Import All radio button at the bottom of the dialog box.
e Click OK.

e Choose a name for your project and save it in the appropriate location. The data will be imported
and you will be taken to QDA Miner's main workspace to start analyzing your survey data.

To import only specific questions:
e Select the Select Questions radio button at the bottom of the dialog box.

¢ Click OK. A dialog box like the one below will appear.
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B Select Variables

Available Fields

Variable ID | Selected | Name Description Type ~
m jin] Respondent ID String

1P_Address 1P_Address Respondent IP Address String

Date_Start Date_Start Date Started DateTime

Duration Duration Duration in seconds Mumeric

Q1 Q1 How often do you conduct surveys? Mumeric

Q1_234687113 Q1_Other How often do you conduct surveys? - Other String

Q2 Q2 What types of credit cards do you have (Select all that apply)? Mumeric

Q2_234687120 Q2_Other What types of credit cards do you have (Select all that apply)? - Other String

Q2_234687121 Q2_Other What types of credit cards do you have (Select all that apply)? - Other String

Q3 Q3 How often do you conduct surveys? Mumeric

Q3_234687122 Q3_Other How often do you conduct surveys? - Other String

Q4 Q4 Comments/Suggestions: Mumeric

Q4_234687126 Q4_Other Comments/Suggestions: - Other String

Qs Q5 MName MNumeric

(Q5_234687127 Q5_Other MName - Other String

Q6 Q6 How many months have you been at your current residence? Mumeric

05 234637128 A Q6 Other How many months have you been at your current residence? - Other String i

v ox

¢ The Variable IDs will become your project variables. Select the checkboxes of the variables you

wish to import.

¢ Click OK and the selected questions will be imported into your project.

e Choose a name for your project and save it in the appropriate location. The data will be imported
and you will be taken to QDA Miner's main workspace to start analyzing your survey data.

If you would like to append new survey responses to your project see the Monitoring Online Resources
section of this manual.
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TripleSv.1.2

Importing TripleS v1.2 files

e Select SURVEY | TRIPLES V1.2 from the menu. An Import data file dialog box will appear.

o+ Import data file *
Look in: | Triple3 v| t_} ? *
ﬁ Marne Date modified Type
| | speech2.sss 2/12/2016 10:01 AM 555 File

Quick access

Desktop

| | test _sss.sss 9/16/2016 4:26 PM 555 File

™
Libraries

This PC

; < >
- File name: w | Open |
MNetwork | |
Files of type: Triple-5 XML files (* sss) w Cancel
] Open as read-only

o Choose the triple-s file that you would like to import.
e Click Open.

¢ Choose a name for your project and save it in the appropriate location. The data will be imported
and you will be taken to QDA Miner's main workspace to start analyzing your survey data.
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Importing from Social Media

Social media is a popular networking and marketing medium. Many companies, organizations, public
figures etc. have a social media presence. QDA Miner allows you to import social media data directly
from various social media platforms, allowing you to use both the computer assisted qualitative coding
features of QDA Miner and the text mining and content analysis features of WordStat to analyze and
monitor this social media data over time.

Creating a New Project Using Social Media Data

o Select the NEW command from the PROJECT menu. This command calls up a dialog box similar
to the one below.

ED Create a project from a list of documentsfimages
“Tf Import from datafiles or web services
:i'\ Run Document Conversion Wizard

1+ Create a blank project (design structure)

¢ Select the Import from datafiles or web services button. A menu will appear on the right-hand
side of the dialog box.

¢ Scroll down to the SOCIAL MEDIA menu item and choose the social media platform from which
you wish to import the data.

QDA Miner supports RSS, Twitter and Facebook pages. You must have access to a Twitter
account to use the Twitter importation feature.

Importing from RSS

QDA Miner allows you to create projects by importing RSS feeds and use the computer assisted
qualitative coding features of QDA Miner and the text mining and content analysis features of WordStat
to analyze and monitor your RSS sources over time.

Creating a New Project Using a RSS Feed

o Select SOCIAL MEDIA | RSS FEED from the menu. A Define Query dialog box will appear.
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# Define/Edit Query — O X

Settings: Variables
Source
Title
Source: | RSS ~ Link
Description
PubDate
Expression: |htu:-:,’,’feeds.bbci.co.uk;"news,.’uk;"rss.xml?ediﬁon=uk ¥ Artide

Max Posts: {0 = unlimited)

Live Monitoring

Time Delay: Hours -
Stop Date: 11/ 42015 [E~

o OK x Cancel

e Select RSS as the Source of your data import.
¢ Copy the URL of the RSS feed of your choice into the Expression field.

e The Max Posts field will be set to 0 by default, which will give you an unlimited number of results.
You can limit the amount of RSS data collected by changing the number in the Max Posts field.

e The Source, Title, Link Description and PubDate variables in the Variables list box are grayed
out as they are imported into the project by default. Check the Article checkbox from the
Variables list box if you would like to import the full text of the article in a document variable.

¢ The Live Monitoring option instructs QDA Miner to monitor the RSS feed over time and collect
for import RSS posts published after the initial data capture. Enabling this option calls the Web
Collector, an external tool, which collects your RSS data. You can access the Web Collector
through the system tray and the Windows start menu. When you restart your computer the Web
Collector will start automatically and continue collecting data if the query status is active.

e Set the set the Time Delay frequency and the Stop Date. The Web Collector will collect new
RSS posts published according to the selected time interval until the stop date is reached. Data
will be collected as long as the Web Collector is running. As the Web Collector is a completely
separate application QDA Miner does not have to be running for it to work.

e Once all the options have been set, click OK.

¢ Enter the project name and save it in the location of your choosing. The data will be imported and
you will be taken to QDA Miner's main workspace to start analyzing your RSS data.

For more information on the Web Collector please see the section entitled Web Collector.
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Importing from Twitter

QDA Miner allows you to create a project by importing Twitter data and use the computer assisted
qualitative coding features of QDA Miner and the text mining and content analysis features of WordStat
to analyze and monitor your Twitter sources over time. You must have access to a Twitter account to

use this feature.

Creating a New Project Using Twitter Data

e Select SOCIAL MEDIA | TWITTER from the menu. A Define Query dialog box will appear.

# Define/Edit Query — O X
Settings: Variables
Date Crested
Tweet ID
Source: | Twitter ~ Tweet Text
Device Source
3 Mumber of Retweets

Expression: |Pr0valis Number of Favorites

1 Geocoordinate Latitude

~ Geocoordinate Longitude
Max Posts: (0 = unlimited) User ID ¢

User Name
[JGeocode Locations User Screen Name
~| User Location
D Indude Retweets User Description
User URL
User Mumber of Followers
User Mumber of Friends

Live Monitoring User Mumber of Listed
User Date Created
fimeBelay: - D User Number of Favourites
U ays - User Time Zone
User Number of Tweets
Stop Date: 11f 42016 [EH~ User Profile Image URL
V' oK X cancel

e Select Twitter as the Source of your data import.

o Enter your Twitter query in the Expression field. You can enter a simple Boolean query directly

into this field or you can click the /" button to the right of the field and use the advanced search
option to help you create your query. The Build your expression dialog box is an advanced
search option. It mirrors the advanced search in Twitter and works on the same principles.

The Max Posts field will be set to 0 by default, which will give you an unlimited number of results.
You can limit the amount of Twitter data collected by changing the number in the Max Posts
field.

Check the corresponding boxes to Include Retweets and Geocode locations in the import if
you desire. Including Retweets may result duplicate cases. The humber of duplicates indicates
the virality of the Tweet. Importing Geocode Locations will result in the addition of three
variables: Longitude, Latitude and User Location. User Location is the user defined. Including
these variables in the import allows you to use the GEOCODING function to obtain the
geographic locations of the users and map them using QDA Miner's mapping feature.

The Date Created, Tweet ID and Tweet Text variables in the Variables list box are grayed out
as they are imported into the project by default. Check the variables that you would like to import
from the Variables list box.

The Live Monitoring option instructs QDA Miner to monitor the Twitter search over time and
collect for import Tweets published after the initial data capture. Enabling this option calls the
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Web Collector, an external tool, which collects your Twitter data. You can access the Web
Collector through the system tray and the Windows start menu. When you restart your computer
the Web Collector will start automatically and continue collecting data if the query status is active.

e Set the set the Time Delay frequency and the Stop Date. The Web Collector will collect new
Tweets published according to the selected time interval until the stop date is reached. Data will
be collected as long as the Web Collector is running. As the Web Collector is a completely
separate application QDA Miner does not have to be running for it to work.

e Click OK. If it is the first time you are creating a QDA Miner project from Twitter data, you will
need to authorize the Provalis Web Collector to connect to your Twitter account. A dialog box
like below will appear.

& Authorize - o =

~
Authorize Provalis WebCollector to 5
b
use your account? PROVALIS

* Read Tweets from your timeline.
* See who you follow.

Will not be able to:

e Enter your log in details and click Authorize app.

o Enter the project name and save it in the location of your choosing. The data will be imported and
you will be taken to QDA Miner's main workspace to start analyzing your Twitter data.

Note: Twitter will automatically go back seven days in its database to retrieve information. The maximum
number of Tweets accessible each 15 minutes by a single Twitter account is 18,000. If you have
reached your limit, the Web Collector will stop and display a dialog box to inform you that you have
reached your limit. For more information on the Web Collector please see the section entitted Web
Collector.

Importing from Facebook

QDA Miner allows you to create a project by importing Facebook page data and use the computer
assisted qualitative coding features of QDA Miner and the text mining and content analysis features of
WordStat to analyze and monitor your Facebook page sources over time. QDA Miner cannot access
data from password protected profiles, only from public pages.

Creating a New Project Using Facebook Page Data
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¢ Select SOCIAL MEDIA | FACEBOOK from the menu. A Define Query dialog box will appear.

& Define/Edit Query - O ®
Settings: Variables
»1 1D
1 Username
Source: | Facebook ~ | Post
| Comment
] Created Ti
Expression: |https:f,"':\"r\":\'.facebook.comfsearchfbopf?q=proualis%20resee ] LilrciaCDunil:mE
| Comment Count
~ Iz Liked by Page Owner
From: | 5/ 1/2016 B~ | "/ Tags

| Parent ID

Until: | 8/30/2016 B-|

Live Monitoring

Time Delay: Days ~
Stop Date: |[] 11/ 4f2015 [E~

X e

Select Facebook as the Source of your data import.

Enter the URL of the Facebook page you would like to analyze.

Set the From and Until date options by clicking the calendar to the right of the fields and
selecting start and end date. QDA Miner will retrieve posts that were posted during the chosen
time span. This time span must not exceed 6 months. The last possible day of the date range is
the present day. It is not possible to set this option to capture future posts. Comments
associated with the posts will also be imported. Imported comments, however, may have been
published after the chosen date range. It is possible to capture future comments by setting the
Live Monitoring option.

Check the variables that you would like to import from the Variables list box.

The Live Monitoring option instructs QDA Miner to monitor the Facebook posts published during
the chosen time period and collect for import any comments associated with the posts that have
been published after the initial data capture. Enabling this option calls the Web Collector, an
external tool, which collects your Facebook data. You can access the Web Collector through the
system tray and the Windows start menu. When you restart your computer the Web Collector will
start automatically and continue collecting data if the query status is active. It is important to note
that the Web Collector will not collect any new posts, only new comments associated with the
posts from the chosen date range.

e Set the set the Time Delay frequency and the Stop Date. The Web Collector will collect
comments published according to the selected time interval until the stop date is reached. Data
will be collected as long as the Web Collector is running. As the Web Collector is a completely
separate application QDA Miner does not have to be running for it to work.

e Once all the options have been set, click OK.

¢ Enter the project name and save it in the location of your choosing. The data will be imported and
you will be taken to QDA Miner's main workspace to start analyzing your Facebook page data.
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Importing from Email Servers

Email has become a major source of communication and may also be used as a cost-efficient data
collection tool. As a result, electronic mailboxes often contain a wealth of useful information which may
be the basis of a research project. QDA Miner allows you to create a project by importing email data
and use the computer assisted qualitative coding features of QDA Miner and the text mining and content
analysis features of WordStat to analyze your email data.

Creating a New Project Using Email Data

o Select the NEW command from the PROJECT menu. This command calls up a dialog box similar
to the one below.

@ Create a project from a list of documentsfimages
ﬂ!'llﬂ Import from datafiles or web services
:\ Run Document Conversion Wizard

.,’ Create a blank project {design structure)

¢ Select the Import from datafiles or web services button.

e Select the E-MAILS menu item and choose the desired email service from its submenu.

You can create projects from Outlook, Gmail and Hotmail cloud-based email servers. You can
also create projects from the Outlook account on your PC and from PST and MBOX files.

Outlook

There are three ways to access emails stored in Outlook. You can connect through the Outlook.com
email server, connect directly with the outlook application on your computer or import Outlook data
contained in PST files. PST files can be imported regardless of whether or not you have access to the
account from which they originated. Two examples of when a PST importation could be used are to
import backups of old emails or emails that are not yours and for which you don't have access to the
email account.

Connecting to Outlook.com

e Select E-MAILS | OUTLOOK | OUTLOOK.COM from the menu to log in to Microsoft Outlook's
cloud-based email service. A log in dialog box will appear.

e Log in to your Outlook.com account. A permissions dialog box will appear.
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Py Let this app access your info?

PROVALIS
QDA Miner needs you to confirm its permission to:

.vI Read your mail
QDA Miner will be able to read email in your
mailbox.

You can change these application permissions at any
time in your account settings.

No

o Click Yes if you give permission for QDA Miner to access your account. An Import Emails

dialog box will appear.

B Import Emails — O >
Folders Variables
Deleted Items (o) ] ~1 From
Drafts {0) Wi CC
| Inbox (2) & BCC
| Junk Email {0) w1 Subject
Qutbox (0) 1 Body
M Sent Ttems (1) W To
1 Received
| Sent
1 Folder

X cos

e The items in the Folders list box on the left side of the dialog box corresponds to the folders in

your email account. Check the Folders you wish to import.

e The items in the Variables list box on the right side of the dialog box will become project variables

if imported. Check the Variables you want to include in your project.

¢ Click OK.

o Enter the project name and save it in the location of your choosing. The data will be imported and
you will be taken to QDA Miner's main workspace to start analyzing your email data.

Importing Data from an Outlook Email Application on Your Computer
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o Select E-MAILS | OUTLOOK | ACCOUNT from the menu to import email from the Outlook
application that is installed on your computer. An Import from Outlook dialog box will appear.

¢ Import from Outleok - O X
Folders: Variables
=-[]Personal Folders ~ Folder
[_|Deleted Items (6) : Emm Eam'le
rom Emai
§ 4 Inbox (82) A Sent To
-[_]outbox (0) W cc
-[]Sent Items (32) i BCC
-[]calendar (1) j gUbJ'?Cth
eceived Time
DCDntacts ) » Sent On
[ 3ournal {0} 1 Body
- [Notes (0) 4 Importance
-[JTasks (0) 4 Sender IP Address
-[orafts (0)

- [IrsS Feeds (0)
-~ [J3unk E-mail (1)

X e

e The items in the Folders list box on the left side of the dialog box corresponds to the folders in
your email account. Check the Folders you wish to import.

e The items in the Variables list box on the right side of the dialog box will become project variables
if imported. Check the Variables you wish to import.

e Click Import.

o Enter the project name and save it in the location of your choosing. The data will be imported and
you will be taken to QDA Miner's main workspace to start analyzing your email data.

Importing Data From a PST File

e Select E-MAILS | OUTLOOK | PST FILE from the menu to import a file saved on your PC in the
Personal Storage Table (*.pst) format. An Import data file dialog box will appear.

e Select the PST file you want to import.

e Click Open. An Import from PST dialog box will appear.
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o Import From PST

Folders: Variables

- JArchive Folders ~ %
£ ]Deleted Items (33)

[ ]piskstation (1)

[ Jpiskstation1 (53)

=0

~[Inormand (73)

~[Jpierre (17)

~[Cadam (7)

~[uida (@)

~[Joropbox (14)

DTMS (11)

~[alain (12)

~[3onathan (2)

~CITatuk (19)

~[Jeurvey (0)

----I:‘Tech (@

[ _JFacebook (0)

~[]app keys (2)

[ Jreferences manager (0)

- [Joutbox (0)

[ ]5ent Items (109)

- [Jcalendar (0)

[ ]3ournal (o)

-~ [Notes (0)

[ Tasks (0) v

z

Folder
From Mame
From Emai
SentTo
CcC

BCC
Subject

b4 Received Time

Importance

{4 Sender IP Address

X cancel

¢ The items in the Folders list box on the left side of the dialog box corresponds to the folders in

your email account. Check the Folders you wish to import.

¢ The items in the Variables list box on the right side of the dialog box will become project variables
if imported. Check the Variables you wish to import.

o Click Import.

e Enter the project name and save it in the location of your choosing. The data will be imported and
you will be taken to QDA Miner's main workspace to start analyzing your email data.

If you would like to append new emails to your project see the Monitoring Online Resources section of

this manual.

Hotm ail

Connecting to Hotmail

o Select E-MAILS | HOTMAILfrom the menu. A log in dialog box will appear.

¢ Log in to your Outlook.com account. A permissions dialog box will appear.
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am Lot this app access your info?

PROWALIS
QDA Miner needs you to confirm its permission to:

.v' Read your mail
QDA Miner will be able to read email in your
mailbox.

You can change these application permissions at any
time in your account settings.

Mo

e Click Yes if you give permission for QDA Miner to access your account and an Import Emails
dialog box will appear.

B Import Emails — O et
Folders Variables
[Deleted Ttems (0) ] ! From
Drafts {0) M CC
| Inbox (2) =1 BCC
| Junk Email {0) w4 Subject
Cutbox (0) ~| Body
~ Sent Items (1) ~ To
~ Received
~ Sent
~l Folder

X cos

e The items in the Folders list box on the left side of the dialog box corresponds to the folders in
your email account. Check the Folders you wish to import.

e The items in the Variables list box on the right side of the dialog box will become project variables
if imported. Check Variables you want to include in your project.

¢ Click OK.

¢ Enter the project name and save it in the location of your choosing. The data will be imported and
you will be taken to QDA Miner's main workspace to start analyzing your email data.
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If you would like to append new emails to your project see the Monitoring Online Resources section of

this manual.

Gmail

Connecting to Gmail

e Select E-MAILS | GMAIL from the menu and you will be prompted to log in to your Gmalil

account.

e Log in to your account. A permissions dialog box will appear similar to the one below.

-~ QDA Miner would like to:

M View your emails messages and settings

By clicking Allow, you allow this app and Google to use your information in accordance
with their respective terms of service and privacy policies. You can change this and

other Account Permissions at any time.
s m

e Click Allow if you give permission for QDA Miner to access your Gmail account. An Import

Emails dialog box will appear.

Falders Variables
CATEGORY _FORUMS ~1 From
CATEGORY _PERSOMAL w1 CC
CATEGORY _PROMOTIONS M Subject
CATEGORY _SOCIAL 1 Body
CATEGORY _UPDATES w1 To
CHAT 1 Received
DRAFT M Labels
IMPORTANT w1 IP
INBOX
Personal
Receipts
SEMT
SPAM
STARRED
TRASH
Trawvel
UMREAD
Woark

o | [Xcn=]

e The items in the Folders list box on the left side of the dialog box corresponds to the folders in

your Gmail account. Check the Folders you wish to import.

e The items in the Variables list box on the right side of the dialog box will become project variables

if imported. Check Variables you want to include in your project.
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¢ Click OK.

e Enter the project name and save it in the location of your choosing. The data will be imported and
you will be taken to QDA Miner's main workspace to start analyzing your email data.

If you would like to append new emails to your project see the Monitoring Online Resources section of
this manual.

MBox

MailBox (*.mbox) is a file extension for a text file used to store email. It was first implemented for Fifth
Edition Unix, and though not formally defined by Internet Engineering Task Force (IETF) and the
Internet Society (ISOC), it is the most common format for storing email messages on a hard drive. All
messages are stored in a single plain text file. Each message starts with a "From" line and ends with a
blank line.

Importing Data From a MBOX File
e Choose the E-MAILS | MBOX from the menu and Import data file dialog box will appear.
¢ Select the MBOX file that you would like to import.
e Click Open.

¢ Enter the project name and save it in the location of your choosing. An Import Mbox box will
appear.

Import Mbox — O x

Select Variables

| From

~1 Sent To

W CC

] Subject

= Date

~ Body

] Sender IF Address

e The items in the Select Fields list box will become project variables when imported. Select the
fields you wish to import.
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¢ Click Import and you will be taken to QDA Miner's main workspace to start analyzing your email
data.

If you would like to append new emails to your project see the Monitoring Online Resources section of
this manual.
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Importing Bibliographic References

Reference Management tools are used to store, organize and search bibliographic data, abstracts and
complete papers. QDA Miner allows you to create projects by importing bibliographic data and use the
computer assisted qualitative coding features of QDA Miner and the text mining and content analysis
features of WordStat to effectively analyze your bibliographic data.

Creating a New Project Using Bibliographic Data

e Select the NEW command from the PROJECT menu. This command calls up a dialog box similar
to the one below.

@ Create a project from a list of documentsfimages
?Ilﬂ Import from datafiles or web services

f:f\ Run Document Conversion Wizard

., Create a blank project (design structure)

e Select the Import from datafiles or web services button.

e Select the REFERENCE MANAGERS menu item and choose the desired reference
management software from its submenu.

QDA Miner supports EndNote, Mendeley and Zotero. It also supports the RIS (*.ris) file format.

EndNote

Creating a New Project Using EndNote

¢ Select REFERENCE MANAGERS | ENDNOTE from the menu and an Import data file dialog
box will appear.

¢ Select the EndNote file that you wish to import.
e Click Open.

¢ Enter the project name, save it in the location of your choosing. A Select the variables dialog
box will appear.

47 QDA Miner User Guide



Select the variables — O *
Groups Select variables to import:
;----DAII References A 1 Id A
EI"D_P-" Groups Referencle Type
=My Groups v ;iﬁnsrty =5
~[_]Artides_QDA_wic A Year
-[_]Artices_pas_sur A Title
~[_JProQuest_QDA_y ~ Pages
----|:|Divers ﬁgifj_zgaw Title
-[_]Bons_article_QD# Mumber
- allref Mumber Of Yolumes
-] Artide_journal_2( Secondary Author
-] Artice_journal_2( Elagl',e ﬁ”bl'ShEd
s ublisher
""D’“rﬁde—]””rf“al—ﬂ Subsidiary Author
----DArtdes_\.'rau:urot Edition
-] Artides_proquest Keywords
| b Type Of Work
< > | Date
| Abstract
) ) Label
Importation options Url
Tertiary Title
[ impart Documents Tertiary Authar
) Motes
On disk only ISBM
Remove Images Eus?jm 1 v

On the right-hand side of the dialog box is the Groups list box. A group in EndNote basically
separates your library into categories. Select the check-boxes of the groups you want to import
from.

You are given the option to Import Documents. Check the Import Documents check box if you
would like to import documents.

Documents in EndNote are saved on disk, URLs that access online documents are also saved
within the files. You have the option of importing documents that are saved On disk only and
ignoring the URLSs that point to online documents.

Check the Remove Images checkbox if you would like to remove the images contained in the
documents that you are importing.

On the right side of the dialog box is a list box of variables that you can select for importation.
Check the boxes of the variables you wish to import.

Click OK. The data will be imported and you will be taken to QDA Miner's main workspace to start
analyzing your bibliographic data.

If you would like to append bibliographic references to your project see the Monitoring Online
Resources section of this manual.

Mendeley

Creating a New Project Using Mendeley

o Select REFERENCE MANAGERS | MENDELEY from the menu and a dialog box requesting
access to your Mendeley account appears.
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A MENDELEY

QDA Miner is requesting the ability to access and
update data from your Mendeley account.

Email

Password

e Enter your Email and your Password.

e Click Authorize if you give permission for QDA Miner to access your account. An Import
References dialog box will appear.

Select variables to impart: Options

kA Title [ import Documents
kA Authors

| Year

rA Abstract

r Date Created
~/1 Date Modified
~ Type

~ Source

~' Pages

1 Volume

| Issue

hA Websites

hA Publisher

~ Tags

kA Identifiers

W OK X cancel

¢ On the left side of the dialog box is a list box of variables that you can select for importation.
Check the boxes of the variables you wish to import.

¢ On the right-hand side of the dialog box you are given the option to Import Documents. Select
the Import Documents checkbox if you would like to import documents.

¢ Click OK.

e Enter the project name and save it in the location of your choosing. The data will be imported and
you will be taken to QDA Miner's main workspace to start analyzing your bibliographic data.

If you would like to append bibliographic references to your project see the Monitoring Online
Resources section of this manual.
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Zotero

Creating a New Project Using Zotero

¢ Select REFERENCE MANAGERS | ZOTERO from the menu and a dialog box asking you to sign
in to your Zotero account appears.

e Log in to your Zotero account. A dialog box notifying you that QDA Miner would like to access
your account appears.

zotero . ===
— ==

Hew Private Key

An application would like ta connect ta yeur account

O S Ao B B OO A

i P L 1 LT A T AT D O BOTBAL O i

ROY ROSENTWEID

o Click Accept Defaults if you give permission for QDA Miner to access your account. An Import
References dialog box will appear.

Select variables to import: Options

S [ mpart Documents
b Publication

R4 Authors

b Date

k41 Abstract

i Date Added

i Date Modified

kA Pages

4 volume

b Issue

b Tags

b Collection

R Collection Text

b Collection Title

A Journal Abbreviation
anguage

i1 DOI

b 155N

i Shart Title

[ Archive Location
k] Library Catalog
R4 Call Mumber

k] Rights

b Extra

X cos

e On the left side of the dialog box is a list box of variables that you can select for importation.
Check the boxes of the variables you wish to import.

¢ On the right-hand side of the dialog box you are given the option to Import Documents. Check
the Import Documents checkbox if you would like to import documents.
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¢ Click OK.

e Enter the project name and save it in the location of your choosing. The data will be imported and
you will be taken to QDA Miner's main workspace to start analyzing your bibliographic data.

If you would like to append bibliographic references to your project see the Monitoring Online
Resources section of this manual.
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RIS File

Creating a New Project from a .RIS File

Bibliographic data from Reference Management tools and digital libraries is often stored in the RIS
(*.ris) file format. RIS files are plain-text files and have by default a TXT file extension. To import such a
file, set the Files of type list box to Reference Information Management (RIS) and then select the file
you wish to import. Another approach is to change the file extension to RIS, and QDA Miner will
automatically recognize this file extension and import the references in this file without the need to
specify the proper file type.

¢ Once a file has been selected for importation, QDA Miner will display an Import RIS Data File
dialog box.

Import RIS Data File *

Select variables to import: Importation options

A Authors ~ Transform publication year into a date
%l Title
Journal Merge start and end pages
Volume
Issue
Start page
Publication Year
Abstract
Keywords

Publisher

City of publication x Cancel
Address

Type

Web URL

Link to document

Motes

Misc

ISSM/ISBM W

The following importation options are available:

Select variables to import: This list box allows you to put check marks beside the variables that
you want to import. All unchecked items will be ignored.

Transform publication year into a date: The publication dates in RIS files can consist of a full
date, with days and months, or only the year, or sometimes the publication month and year. By
default, QDA Miner will import just the publication year and store it in an integer variable.
Choosing this option will store all dates into a Date variable. If only the year is specified, QDA
Miner will set the day and month to January 1. If the publication date consists of a month and a
year only, then QDA Miner will set the day to the first day of the month.

Merge start and end pages: By default, start-page and end-page numbers are stored in
separate variables. Selecting this option will join both numbers with a hyphen character and store
those in a single string variable.
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Importing News Transcripts

Monitoring mainstream media, including newspapers, radio and television news bulletins, but also other
sources, such as web blogs is essential when one wants to explore media coverage of contemporary
issues, perform media framing analysis, manage a company reputation or manage its brand image.
QDA Miner allows you to create projects by importing global as well as local news transcripts from
Factiva or Nexis UNI aggregation services and use the computer assisted qualitative coding features of
QDA Miner and the text mining and content analysis features of WordStat to effectively analyze those
news transcripts.

QDA Miner does not connect directly to those services, but instead process output files obtained from

those sources, storing each news transcript into a separate case and extracting into variables other
relevant information such as the source, the publication date, the author, etc.

Creating a New Project Using Bibliographic Data

e Select the NEW command from the PROJECT menu. This command calls up a dialog box similar
to the one below.

@ Create a project from a list of documentsfimages
q,'mj Import from datafiles or web services

f:f\ Run Document Conversion Wizard

., Create a blank project (design structure)

e Select the Import from data files or web services button.

e Select the NEWS menu item and choose the desired from its submenu.

QDA Miner .

Nexis UNI

Nexis UNI is an online database available mainly in university settings for accessing current and archival
news, public records, legal documents, etc., from more than 40,000 expert-curated sources from all
over the world. When accessing Nexis UNI one can search sources to retrieve those containing specific
keywords in a specific time period. Results may then be narrowed by publication type, country,
language, source, industry and many other criteria. After selecting relevant references, one can save
up to a maximum of 100 selected documents into a single file, either a PDF, MS Word (.docx) or a Rich
Text Format (.rtf). A singe news transcript way look like this:
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Task force, panel unveil guidelines for coping with COVID-19 crisis

The Japan Times
March 13, 2020 Friday

Copyright 2020 The Japan Times, Ltd All Rights Reserved
Section: SPORTS

Length: 310 words

Byline: STAFF WRITER

Body

Kaz Nagatsuka

While the COVID-19 outbreak has greatly impacted sporis leagues in Japan, the joint task force formed by Nippon
Professional Baseball and the J. League and its medical panel introduced proposals to help the leagues and their
fans properly cope with the virus.

The objective of the documents is to educate athletes, teams and fans about how to avoid catching an infection
from the virus and also lower the risk of spreading it by adapting countermeasures.

The proposals, which were released to the public on Thursday, state that it is important for athletes, coaches and
staff "to have courage” to rest when they recognize they have fever, coughs and physical fatigue, and for fans to not
come 1o stadiums when they feel the same sympioms |

For athletes and team personnel, the documents recommend that they monitor their health conditions by routinely
checking their body temperature and recording their daily activities. Other tips: be aware about the sanitary
conditions in shared spaces like locker rooms, shower rooms and benches.

The proposals advise that if an athlete or a team staff member tests positive for the corenavirus, the person and
others in close contact with him or her will be required to be hospitalized or stay home.

NPB has indefinitely delayed the start of the season, and the J. League has extended the suspension for the restart
of its season.

According to the proposals, fans would also be asked to refrain from performing some of their customary cheering,
such as playing trumpets, blowing whistles and launching rubber balloons into the air.

Meanwhile, at the task force’s previous news conference on Monday, the panel said that the basic reproduction

number, which is considered an indicator of the contagiousness of infectious and parasitic agents, could be taken
into account when deciding whether the leagues should host games.

Classification

Language: ENGLISH

Publication-Type: Newspaper

Subject: SPORTS (91%); PROFESSIONAL SPORTS (30%); SPORTS & RECREATION (90%); WUHAN
CORONAVIRUS (90%); VIRUSES (78%); STADIUMS & ARENAS (78%); SPORTS FANS (78%); DISEASE
AGENTS & VECTORS (78%); INFECTIOUS DISEASE (78%); BASEBALL (78%); CORONAVIRUSES (78%);
MEDICINE & HEALTH {77%). COACHES & TRAINERS (73%), DELAYS & POSTPONEMENTS (65%)
Person: KEN CALVERT (73%}

Geographic: JAPAN (73%)

Load-Date: March 12, 2020

End of Document

A Nexis UNI entry typically has a title at the top, followed by the source, the publication date, its author
and other information followed by the original transcript. It also contains below the transcript additional
classification information such as language, subject keywords, geographic or industry information and
so on. A single file may contain up to a hundred of those transcripts and an online session will often
result in the creation of several of those files. Extracting relevant information from all those files can
represent a real challenge if performed manually.

The QDA Miner NEXIS UNI importation routine greatly facilitates this process of information extraction.
It can process multiple files, separate each entry and extract from those the various fields storing each
transcript in separate cases and associated information in as many variables as needed. Since QDA
Miner processes Rich Text Format as well as .DOCX file natively, it is recommended to save the results
in either one of these two formats.

To import Nexis UNI files:

e Select the PROJECT | NEW command from the QDA Miner main menu, or CREATE A NEW
PROJECT button from the intro screen. A dialog box similar to the one below box will appear:
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ED Create a project from a list of documentsfimages
"% Impoart from datafiles or web services

:Q:'\ Run Document Conversion Wizard

,_,‘_> Create a blank project (design structure)

o Click the Import from datafiles or web services button.

e Select NEWS | NEXIS UNI from the menu. A dialog box similar to this one will appear:

8 Import Documents - O *
File type: | LexisMexis Mexis UNI files (*.rtf; *.docx) e
Sim32 || Mame = Size Item type Date modified Date created Date A
Simstat @ Major_Weorld_Publicati... &46 KB Microsoft Word Docu...  2019-01-23 8:56 PM 2019-12-20 5:14 PM 201¢
Site Web @ Manuel WordStat 7.0.... 5.16 MB Microsoft Word Docu... 2015-01-25 7:41PM 2019-12-20 5:16 PM 201¢
Siteweb @ Manuel WordStat 7b.d... 5.16 MB Microsoft Word Docu... 2015-01-25 8:25FPM 2019-12-20 5:16 PM 201¢
Tests @ Mexis UNLDOCK 503 KB Microsoft Word Docu... 2020-01-28 3:05PM 2020-01-30 6:30 PM 2020
Transcript @ MexisUNI.rtf 2.32MB Rich Text Format 2020-03-09 6:43 AM 2020-03-09 6:46 AM 2020
TreeTagger @ NexisUni.docx 1.02MB Microsoft Word Docu...  2020-03-09 6:03 AM 2020-03-09 7:43 AM 2020
Untitled Project [3] Open Sodiety Foundati... 76.0KB  Microsoft Word Docu... 2019-10-198:07 AM  2018-12-20 5:12PM  201¢
WordStat RAD Resources @ Pourguoi les logidels d... 25.7KB Microsoft Word Docu...  2018-10-01 12:43PM  2019-12-20 5:11PM  201¢
Woarkshop @ Privacy Policy Draft.docx 22.7 KB Microsoft Word Docu...  2018-06-03 6:47 AM  2019-12-20 5:10 PM 201¢
s Data (P:) v @Provalis -FY2018 T66... 45.2KB Microsoft Word Docu... 2018-11-02 1:32PM 2019-12-20 5:11PM 201¢ v
[+ wwn DD _Filac Al MDD MAC 1Y A8 B el A= oum [ TP P PR AMAA 4T 4n SRR AMAM 4T A FL 44 PR A
> >
| Add I Remove

E:'\DropboxLexisMexis Newsletters RTF
E:'\Dropbox'LexisMexis 1.docx
E:'\Dropbox'LexisMexis2,. RTF

X coe

e Using the upper left section of the dialog box, select the location where Nexis UNI output files
have been stored. All Rich Text Format and MS Word files in this folder will be listed in the
window on the right.

e Click the file you would like to import. To select multiple files, hold down the Ctrl key while
clicking on the other files or use the Shift key to select a range of files.

e Click the | Add button to add the selected files to the list of files to import, located at the

bottom of the dialog box. You may also drag the files from the top right section to this list.

. ' . . . . s
o To remove a file from the list of files to import, select that file name and click the | Femeve

button.

¢ Once all files have been added to the bottom list, click OK. A File Save dialog box will appear.

e Choose a name for your project and save it in the appropriate location. QDA Miner will close this
dialog box, extract the transcripts and other relevant information from the specified files, save
them into a hew project and bring you to the main workspace.

¢ If needed, remove any variable that many not be needed using the DELETE command from the
VARIABLES menu.
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Factiva

Factiva is an online database that may be used for accessing current and archival news from more than
32,000 sources from all over the world. Content may come from newspapers, journals, magazines,
television and radio transcripts, as well as newswires. When accessing Factiva one can search sources
to retrieve those containing specific keywords within a specific time period, published in a specific
geographic region, etc. Results can then be further narrowed by additional keywords, as well as other
criteria.
After selecting relevant references, one can save up to a maximum of 100 selected documents into a

. . . RTF . . . )
single file by clicking the button and selecting Article Format. The saved rich text format will
contains multiple news transcripts. A singe news transcript way look like this:

B Import Documents — O X
File type! | Factiva files (=.rtf) ot
e DVD RV Drive (D:) # || Name Size Item type Date modified
o Data (E:) O Factiva-20200602-0700.rtf 1.69 MB Rich Text Format 2020-06-02 8:00 AM
Book Chapters ] Factiva-20200602-070 L.rtf 2.42MB Rich Text Format 2020-06-02 8:01 AM
Cluster coding 1] Factiva-20200802-0703.rtf 2.01MB Rich Text Format 2020-06-02 8:03 AM
Debug 5] Factiva-20200602-0704.rtf T7LKB Rich Text Format 2020-06-02 8:04 AM
Dev 5] Factiva-20200602-0707.rtf 2.29 MB Rich Text Format 2020-06-02 8:07 AM
‘ @ Factiva-20200602-0708.rtf 1.33 MB Rich Text Format 2020-06-02 8:08 AM
% Dropbaox ] Factiva-20200502-0932.rtf 1.40 MB Rich Text Format 2020-06-02 10:33 AM
Dropbox (Cld) 5] Factiva-20200602-0933.rtf 784 KB Rich Text Format 2020-06-02 10:33 AM
Election 5] Factiva-20200717-0647.rtf 1.53 MB Rich Text Format 2020-07-17 7:47 AM
English Movels
Free books
Free Broken Link Checker - check v
> >
|4 Add I Remove
E:'\Downloads\Factiva-2020060 2-0656.rtf
E:'\Downloads\Factiva-20200602-0657.rtf
E:'\Downloads\Factiva-20200602-0658.rtf
E:\Downloads\Factiva-20200602-0659.rtf
¢ OK x Cancel
| md

A Factiva news transcript typically has a header at the top including its source, the publication date, its
author and other information followed by the original transcript. A single file may contain up to a
hundred of those transcripts and an online session will often result in the creation of several of those
files. Extracting relevant information from all those files can represent a real challenge if performed
manually.

The QDA Miner Factiva importation routine greatly facilitates this process of information extraction. It
can process multiple files, separate each entry and extract from those files the various fields storing
each transcript in separate cases and associated information in as many variables as needed. Since
QDA Miner process Rich Text Format as well as .DOCX file natively, it is recommended to save the
results in either one of these two formats.

To import Nexis UNI files:
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o Select the PROJECT | NEW command from the QDA Miner main menu, or CREATE A NEW

PROJECT button from the intro screen. A dialog box similar to the one below box will appear:

ED Create a project from a list of documentsfimages
"% Impoart from datafiles or web services
:Q:'\ Run Document Conversion Wizard

,_,‘_> Create a blank project (design structure)

¢ Click the Import from datafiles or web services button.

o Select NEWS | FACTIVA from the menu. A dialog box similar to this one will appear:

8 Import Documents - O *
File type: | LexisMexis Mexis UNI files (*.rtf; *.docx) e
Sim32 || Mame = Size Item type Date modified Date created Date A
Simstat @ Major_Weorld_Publicati... &46 KB Microsoft Word Docu...  2019-01-23 8:56 PM 2019-12-20 5:14 PM 201¢
Site Web @ Manuel WordStat 7.0.... 5.16 MB Microsoft Word Docu... 2015-01-25 7:41PM 2019-12-20 5:16 PM 201¢
Siteweb @ Manuel WordStat 7b.d... 5.16 MB Microsoft Word Docu... 2015-01-25 8:25FPM 2019-12-20 5:16 PM 201¢
Tests @ Mexis UNLDOCK 503 KB Microsoft Word Docu... 2020-01-28 3:05PM 2020-01-30 6:30 PM 2020
Transcript @ MexisUNI.rtf 2.32MB Rich Text Format 2020-03-09 6:43 AM 2020-03-09 6:46 AM 2020
TreeTagger @ NexisUni.docx 1.02MB Microsoft Word Docu...  2020-03-09 6:03 AM 2020-03-09 7:43 AM 2020
Untitled Project [3] Open Sodiety Foundati... 76.0KB  Microsoft Word Docu... 2019-10-198:07 AM  2018-12-20 5:12PM  201¢
WordStat RAD Resources @ Pourguoi les logidels d... 25.7KB Microsoft Word Docu...  2018-10-01 12:43PM  2019-12-20 5:11PM  201¢
Woarkshop @ Privacy Policy Draft.docx 22.7 KB Microsoft Word Docu...  2018-06-03 6:47 AM  2019-12-20 5:10 PM 201¢
s Data (P:) @Provalis -FY2018 T66... 45.2KB Microsoft Word Docu... 2018-11-02 1:32PM 2019-12-20 5:11PM 201¢ v
[+ wwn DD _Filac Al MDD MAC 1Y A8 B el A= oum [ TP P PR AMAA 4T 4n SRR AMAM 4T A FL 44 PR A
>
| Add I Remove

E:'\DropboxLexisMexis Newsletters RTF
E:'\Dropbox'LexisMexis 1.docx
E:'\Dropbox'LexisMexis2,. RTF

X coe

Using the upper left section of the dialog box, select the location where Nexis UNI output file have
been stored. All Rich Text Format files in this folder will be listed in the window on the right.

Click the file you would like to import. To select multiple files, hold down the Ctrl key while
clicking on the other files or use the Shift key to select a range of files.

Click the i Add button to add the selected files to the list of files to import, located at the

bottom of the dialog box. You may also drag the files from the top right section to this list.

[hey
To remove a file from the list of files to import, select that file name and click the | - T=Move

button.

Once all files have been added to the bottom list, click OK. A File Save dialog box will appear.

Choose a name for your project and save it in the appropriate location. QDA Miner will close this
dialog box, extract transcripts and other relevant information from the specified files, save them
into a new project and bring you to the main workspace.
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¢ If needed, remove any variable that many not be needed using the DELETE command from the
VARIABLES menu.

NOTE: The extraction of information from Factiva relies on specific markers in the RTF files that may
differ depending on the Factiva interface language. QDA Miner should be able to extract from
transcripts created in the following languages (English, French, Spanish, German, Italian and
Portuguese). If QDA Miner fails to extract information correctly, change the interface of Factiva to
English before searching and saving results to files. If you encounter transcripts that can still not be
imported properly, please send sample of those transcripts to support@provalisresearch.com.

NVivo to QDA Miner Conversion

Qualitative analysis is very time consuming, and moving from one qualitative software to another is a
huge endeavor if you have to start from scratch. Fortunately, QDA Miner has a NVivo to QDA Miner
conversion wizard to guide you through the steps needed to convert your NVivo 7 to NVivo 12 projects
into a QDA Miner project.

Exporting NVivo Data

Prior to creating a QDA Miner project with NVivo data you will need to follow the steps below to export
documents and nodes from your NVivo project.

To export documents and nodes from NVivo 9, 10 or 11 projects: (see below for NVivo 7 and 8)
¢ Create two folders Documents and Nodes in the directory containing your NVivo project.
e Open the NVivo project you would like to import.
o Export all text documents and memos into the Documents folder using the following instructions:
1. Go to the Collections section and move to the All Sources folder.
2. In the List View, select all the internal documents and memos.
3. From the EXPORT group of the DATA tab (version 11) or the EXPORT DATA tab
(versions 9 and 10), select the Items button. You may also right-click in the list view

and select the EXPORT | EXPORT DOCUMENTS command. A dialog box similar to
this one should appear:
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7.

Export Options 7 x
File Type
Rich Text Format (* ) W

Felder Location

[E/\Nvive Test \MHP'\Documents

B

Propetties
E] bame

Browse. .

Folder and Name w

] Description [[] Other Properties

Aelated Content
] Annotations [] Belationships

] Bee flso Links [ ] Mema Links

Dthear Opitions
[_] Paragraph Mumbers

[l Open on Expent Cancel

Set the File Type list box to Rich Text Format (*.RTF); MS Word (*.DOCX) or MS
Word 97-2003 (*.doc) format. The fastest and more accurate importation is achieved
with the Rich Text format, followed by .DOCX and then the .DOC format.

Set the Folder Location to the Documents subfolder that has been created in the
same directory as the original NVivo project.

In the Include section, enable the Name option and set the Format option to Folder
and Name. All other options should be disabled. The dialog box should look like the one
above.

Click OK.

Note: You may also export audio transcripts and video transcripts, using the same steps.
To export pictures, you will need to export the pictures and the logs separately.

o Export all the nodes into the Nodes folder using the following instructions:

1.

2.

3.

Go to the Collections section and move to the All Nodes section.
In the List View, select all the free nodes and tree nodes.

From the EXPORT section in the DATA tab (version 11) or the EXPORT DATA tab
(versions 9 and 10), select the Items command. You may also right-click anywhere in
the List View section and select the EXPORT | EXPORT NODES command. A dialog
box similar to this one will appear:
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Export Cptions ? 4

Export

(_) Entire Content [ hirmi)

(®) Reference View { doc docx rif e pdf)

) Summary View [ e sdsx doc docx if bt _pdf)
File Type
Fich Text Format (= rif) e

Folder Location

[E \ovivo Test\MHF\Nodes

Include
Properties

£ Name Felder and Hisrarehical Name w
k] Description

Relsted Contert
[] Annotabons [[] Relationships
[ | Ses Also Links [] Mema Links

Cithar Options
£/ Paragraph Numbers

[} Open on Export 0K Cancel

4. As shown above, set the EXPORT option to Reference View.

5. Set the File Type list box to Rich Text Format (*.RTF), MS Word (*.DOCX) or MS
Word 97-2003 (*.doc) format. The fastest and more accurate importation is achieved
with the Rich Text format, followed by .DOCX and then the .DOC format.

6. Set the Folder Location to the Nodes subfolder that has been created in the same
directory as the original NVivo project.

7. Enable the Name option and set the Format list box to Folder and Hierarchical Name.

8. Enable the Description and the Paragraph Number options. All of the other options
should be disabled.

9. Click OK. (please note that exporting the node references may take a long time).

To export documents and nodes from NVivo 7 and 8 projects:
¢ Create two folders Documents and Nodes in the directory containing your NVivo project.
e Open the NVivo project you would like to import.

o Export all text documents and memos into the Documents folder using the following instructions:
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Go to the Sources section or for NVivo 7 or 8 to the Collections section and move to
the All Sources folder.

In the List View, select all the internal documents and memos.
From the Project menu, select the Export Documents command.

In the Export Options dialog box, enable the Name option and set the Format option
to Folder and Name. All other options should be disabled.

Set the File Type list box to Rich Text, MS Word 97-2003 (*.doc) and click OK.

Select the Documents subfolder that has been created in the same directory as the
original NVivo project and then click OK.

Note: You may also export audio transcripts and video transcripts, using the same steps.
To export pictures, you will need to export the pictures and the logs separately.

o Export all the nodes into the Nodes folder using the following instructions:

1.

2.

Go to the Nodes section and move to the All Nodes section.
In the List View, select all the free nodes and tree nodes.
From the Project menu, select the Export Nodes command.

If you are running NVivo 7 or 8, in the Export Options dialog box, set the Export list
box to Reference View.

Enable the Name option and set the Format list box to Folder and Hierarchical Name.
Enable the Description and the Paragraph Number options. All of the other options
should be disabled.

Set the File Type list box to MS Word 97-2003 (*.doc) and click OK.

Select the Nodes subfolder that has been created in the same directory as the original
NVivo project and then click OK.
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Creating a New Project Using NVivo Data

e Once you have exported documents and nodes from your NVivo project, select QUALITATIVE
SOFTWARE | NVIVO from the menu. The NVivo to QDA Miner Conversion Wizard opens.

create two folders and export nodes and documents to those

P To import an NVivo project into QDA Miner, you first need to
[
= folders.

To learn how to perform these tasks, follow these instructions.

Import an NVivo project

e Click Import an NVivo project. An Open dialog box appears. Your directory must contain your
original NVivo project and the Documents and Nodes files that you created according to the
steps above.

¢ Select the NVivo project that you would like to import.

e Click Open.

¢ Choose a name for your project and save it in the appropriate location. The data will be imported
and you will be taken to QDA Miner's main workspace to start analyzing your data.
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Using the Document Conversion Wizard

The Document Conversion Wizard is a utility program used to import one or more documents into a new
project file. This tool supports the importation of numerous file formats including plain ASCII, Rich Text
Format, MS Word, HTML, Acrobat PDF files, and WordPerfect documents. It may be instructed to split
large files into several cases and to extract numeric and alphanumeric data from these files. The
Document Conversion Wizard may be run either as a stand-alone application or from within QDA Miner.
When no splitting, transformation or extraction of information from documents are necessary, you can
also use the easier to use Create a Project from a List of Documents importation method.

To run the Document Conversation Wizard from QDA Miner:

e Select the NEW command from the PROJECT menu. A dialog box similar to the one below will
appear.

@ Create a project from a list of documentsfimages
?Ilﬂ Import from datafiles or web services

f:f\ Run Document Conversion Wizard

., Create a blank project (design structure)

¢ Click the Run Document Conversion Wizard button. The program then guides you through the
necessary steps to import the documents and extract relevant data.

For more detailed information on the document importing process using this utility program, consult the
Document Conversion Wizard help file.
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Project Properties

The project properties function allows you to create a description of your project that may be displayed
automatically when opening the project file, set the operations to be recorded in the Command Log and
set other miscellaneous properties such as an automatic backup reminder, a user support email, the
levels of a codebook and custom menu parameters.

To access the project properties function:

¢ Select the PROPERTIES command from the PROJECT menu. This command calls up a dialog
box similar to the one below.

| Project properties *

Description Command Log  Miscellaneous

Description:

{This project is a sample coded data file consisting of 12 speeches
made by the & candidates at the last presidential election.

‘You can use this file to test the coding and analysis features of the
QDA module without the need to create your own document.

[ show description upon opening

W Ok x Cancel

The Project properties dialog box contains three tabs: Description, Command Log and
Miscellaneous.

To save or edit a project description:
¢ Select the Description tab.
e Enter or edit a project description.

¢ If you wish to display this description automatically when the project file is opened, select the
Show description upon opening checkbox.

¢ Click the OK button to save the changes you made. If you choose to quit this dialog box without
saving the changes, click the Cancel button.
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To configure your command log:
¢ Select the Command Log tab.
e Checked off the operations you would like the Command Log to record.
¢ Click the OK button.

See the Command Log section for more information regarding the Command Log.

To set an automatic reminder to backup your project:
¢ Select the Miscellaneous tab.

e Choose the interval of time for which the reminder will be set to go off.

¢ Type the extension of the location where the backup will be saved in the Default folder field or
click the &= button and select the location from the Backup location dialog box.

e Click the OK button.

To set the user support email:

e Select the Miscellaneous tab.

By default the user support email is set to support@provalisresearch.com. If you would like to
change this, tick the Customize email contact checkbox.

Enter an email address.

Enter a menu caption.

Click the OK button.

To set the maximum levels in the codebook:
o Select the Miscellaneous tab.
¢ To increase or decrease the maximum number of levels allowed in a project use the Up and
Down arrows until the desired level is reached. QDA Miner allows you to define the number of

levels the codebook can contain between 2 and 8.

e Click the OK button.

To set the custom menu:
e Select the Miscellaneous tab.
e Click the Edit button.

¢ Select the menu items and features you would like to hide from the list box.
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¢ Click OK.

For more information on menu levels see Working with Menu Levels.

Project Notes

QDA Miner allows you to write general notes to yourself or to be shared with other people working on
this project. Notes may be used as reminders of decisions you made, things to be done, etc.

To enter or edit general notes:

e Select the NOTES command from the FILE menu, or press the F3 key from anywhere in the
program. This will open a Notes editor like the one below.

. Motes on project CANDIDATES - CODED - O x
T
T Al oo Vg B O A% s

=EE SEmO2 #E Y B ZEEF

PUIQe o r 1 112 1300 14 115 1gge L Fe I igg e iqg

il
© i

L 2000 i 20304 05 g I F g

T

e Enter your comments or observations. You can format text and paragraphs, change font
attributes, insert graphics and tables. You may also save your notes to disk in RTF format.

¢ Notes are automatically saved when the editor is closed. To close the editor click on the X at the
top right or select CLOSE from the FILE menu on the editor's menu bar.

Working with Menu Levels

QDA Miner offers not only basic coding and retrieval functions but also advanced analytical tools that
may be intimidating for novice users or unnecessary for users only involved in the coding of documents
and not in the data management or data analysis of a research project. The custom menu editor may be
used to simplify the interface by reducing the number of visible menu items, making the software easier
to learn and use. QDA Miner currently offers three menu levels: Full showing the full set of commands
and features including the analysis and data management features, Basic that presents only the most
commonly used commands for applying codes to documents, and Custom that can be adjusted to
display any chosen set of menu items suitable for a specific purpose.

By default, when a menu level is chosen it will be used across projects and across sessions until the
user explicitly changes the menu level to a different setting. A project administrator can also associate
different default menu levels to specific users, preventing them from accessing some commands and
hiding unnecessary features. For more information on how to assigh menu levels to users, see Setting
Security & Multi-users Settings.
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To edit the custom menu:

The definition of custom menu is specific to projects, so you could create different menus for different
projects.

e Select the PROPERTIES command from the PROJECT menu.

¢ Mowve to the Miscellaneous page and click the Edit button on the right of the Custom Menu
option. A dialog box similar to this one will appear:

Custom Menu Editor = O *

Chedk menu items you would like to hide
=l PROJECT MEMU

O wew...
[]reopen
[ 5ave
[]5ave as... %
[
=l [] Export
Project File...
Code Statistics. ..
Coded Segments...
Documents. ..
=] [»] Teamwork
Duplicate. ..
Send by Email. ..
Merge. ..
[] Users Settings...

0
= [] Maintenance
[] Backup
[] Pack datafie

L v

[ Y " e

Hide the following features:

[] Automatic Document Classification []code Keywords
[] correspondence analysis [Heatmap

|:| Saving and Retrieving Queries

X conc

e The top list box displays items from the pull-down menu that may be hidden from the user. Other
advanced features are also listed in a box below this list. To hide an item, simply click beside it to
insert a check mark.

¢ Once finished, click the OK button to confirm the changes. To close this dialog box without
saving any changes, click the Cancel button.

Setting Security & Multi-User Settings

It is possible to limit the number of people who can access and edit a project or limit the type of
operations that can be performed by certain individuals by creating user accounts and requiring people
to provide a user name and password to access a project. This feature is useful for preventing the
deletion of existing cases or variables, or edition of documents or values stored in other variables. The
multi-user account feature is also useful for assessing the reliability of coding by allowing the same
documents to be coded by different users (see Assessing Inter-Coders Agreement).

When setting up a project to support multiple users, one of these users must be able to control access
to the project, create and delete user accounts and define passwords. This user is commonly known as
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the administrator. When creating a new project, an administrator account is automatically created.
Both the default user name and password for this account is ADMIN. If you choose to restrict access to
some users, it is highly recommended that you change this user name and password to prevent
unauthorized changes to user access rights.

To change the multi-user settings of a project:

o Select the TEAMWORK | USER SETTINGS command from the PROJECT menu. The following

dialog box will appear:

. Security / Multi-users settings

[Jusers must log

Guest
MNarmand

[ select from user list

Available features:

_m View content of variables

Edit Add or delete cases

Modify variables
ERiEs ETT [+] Content analysis
Statistical analysis
Modify documents
Coding features
Modify codebook
Assignfremove codings
View other users' codings
Coding retrieval & analysis
View command log
View other users' entries

Menu level: | Full mode

Can change menu level

W Ok x Cancel

Add or delete variables & documents

By default, opening a project without using the user log screen gives the user all administrator
access rights. Enabling the Users must log option will display a Name and password dialog
box prompting the user to enter a valid user name and password in order to access the project
file. The user name can be either entered in a text box or selected from a drop-down list box. To

display existing user names in a list box, set the Select from user list option.

To add a new user account:

¢ Click the Add button The following dialog box will appear:
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Mame and password — O x

User name: |Juhn |

Enter password; |« * %% esess |

Re-enter password:

e e ok e ok e e e e e |

Color of coding: | [ Lime w

o OK X cancel

¢ Enter the User name.

¢ |n the Enter password edit box, enter this user's password.

¢ Enter the password a second time in the next edit box to make sure it was entered correctly.

e QDA Miner can emphasize coding assigned by different coders using a distinct color for each
coder for displaying their code marks. The Color of coding option can be used to select the

color used to display codes assigned by this coder (For further instruction, see Modifying code
marks color scheme)

¢ Click OK to save the new user account. Once a user's account has been created, you have to
specify which specific features this user will be able to access.

To define the user access rights:
e Select the user for which you want to define or edit access rights.

¢ In the list of available features to the right of the dialog box, select the features you want this user
to have access to and clear the features that you do not want them to access.

When creating several user accounts to establish inter-coder agreement, it is strongly
recommended that you deactivate the View other users' coding option. This prevents a user
from seeing code marks assigned to text segments by other users. Disabling this feature also
restricts any coding retrieval procedures to the coding created by other users and prevents
access to the inter-coder agreement dialog box.

To prevent users from modifying existing documents or values stored in variables, clear the box
beside the Modify variables and Modify documents options. It may also be a good idea to
disable the Add or delete cases and Add or delete variables/documents options. Lastly, if you

want to prevent users from adding new codes to the codebook, or deleting or modifying existing
ones, make sure the Modify codebook option is disabled.

¢ Adjust the Menu level option to define a default menu level for this user. To prevent this user from
changing to another menu level, remove the check mark beside the Can change menu level
option.

¢ Click OK.

To delete a user account:
¢ In the list of existing accounts to the left of the dialog box, select the account you want to delete.

e Click the Delete button.
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¢ To save the changes you made to the accounts and close this dialog box, click the OK button. To
close this dialog box without saving any changes, click the Cancel button.
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Adding New Variables

The ADD command in the VARIABLES menu is used to add new variables to the project file. This
command displays a dialog box similar to the one used to create variables for a new data file (for more
information on this dialog box and its options see Creating a New Project.

¢ Specify the name of the new variables and set the variable types, sizes and descriptions.

e Click the OK button to create these new variables and add them to the end of the current data
set.

To append variables stored in another project files, see Merging Projects.

Append Variables from an External Data File

This command allows you to append new variables and values stored in an external data file to each
case in the current project. The supported file formats for this external file are:

QDA Miner projects (*.ppj)

Simstat data files (*.dbf)

MS Excel spreadsheets (*.Xs; *.XIsX)
MS Access data files (*.mdb)

Tab delimited files (*.tab)

Comma separated value files (*.csv)
SPSS data file (*.sav)
STATA data file (*.dta)

The importation of the variables is performed by matching cases using one or several key variables
shared by the project file and the external data file. If no case of the external data file matches the key
values of a case in the current project, missing values are assigned to the newly created variables. If
several cases in the secondary file match the key values, values are extracted from the first matching
case.

Variables with identical names may only be used to match cases, and their data cannot be imported into

the current project. To replace the values of one of those variables with the ones in the external data file,
simply delete this variable from the current project prior to this operation.

Deleting Existing Variables

To delete one or more variables:

e Select the DELETE command from the VARIABLES menu. The following dialog box will appear.

71

QDA Miner User Guide



Delete variables oy

Existing wariables: Variables to delete:

MAME
AGE

SELECTION

o OK X cancel

Highlight the names of the variables that you want to delete and click the * | putton to move them
to the Variables to delete list box.

To delete successive variables, click the first variable, drag the mouse cursor down the list to

highlight multiple variables, and then click the * | putton.

To remove a variable from the list of variables to delete select the name of this variable in the
Lo

Variables to delete list box and click the button.

Click the OK button to delete all selected variables.

Transformation

Enter topic text here.

Changing Variable Types

Some operations require specific variable types. For example, gualitative coding cannot be applied to
nominal or string variables, only on documents or graphic variables. Also, a comparison of coding
among subgroups of cases using the Coding by Variable command can only be made if the comparison
variable is numeric or categorical. Another situation where a change in data type may be required is
when you need to add decimal values to a numeric variable created as an integer. You first need to
transform this integer variable into a floating-point numeric data type to do so.

QDA Miner offers the ability to change the type of an existing variable or to create a new variable
containing the values of the existing variable but storing the values using a different data type. The
following transformations are currently supported:

e Float -> Integer
e Float -> String
e Integer -> Float

e Integer -> String
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e Integer -> Nominal

e Nominal -> String

e Nominal -> Date

e Nominal -> DateTime
e String -> Nominal

e String -> Document (codable)
e String -> Date

e String -> DateTime

e String -> Integer

e String -> Float

e Document -> String
e Date -> String

o DateTime -> String

To change the type of a specific variable:
¢ Select the variable you want to transform by clicking on it in the VARIABLES window.

e Select the TRANSFORM command from the VARIABLES menu. The allowed transformations will
be listed in a submenu.

e Choose the desired data-type transformation. A dialog box similar to the one shown below will
appear.

Transform CAMDIDATE inte Mominal/Crdinal hod

(®) Overwrite existing variable

() Store into a new variable named:

[Jorder string values

X Conce

¢ To change the type of the selected variable, choose Overwrite existing variable and click the
OK button.

¢ To copy the values of the selected variable into a variable of the new data type, choose Store
into a new variable named, type the name of the new variable in the edit box and click the OK
button. If the new variable name already exists, you will be prompted to confirm the overwriting of
this variable.

Transforming Strings Into Dates

QDA Miner can extract date information from a string and store the date into a new variable. It can
recognize in a string various date formats such as 01/05/2011, January 5th, 2011, 5 JAN 2011, or
2011-01-05 and will ignore surrounding text. When this transformation is performed, a dialog box similar
to the one shown below will appear:
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String to Date

Destination:

() Overwrite existing variable

(®) Store into a new variable named: |F'LIE=D.E'.TE

Date format: (@) MDY DMy (ZI¥MD

X cancel

¢ To change the selected string variable into a date, choose Overwrite existing variable. To store
the date values that are extracted from the selected variable into a new date variable, choose
Store into a new variable named and type the name of the new variable in the edit box and
then click the OK button. If the new variable name already exists, you will be prompted to confirm

the overwriting of this variable.

¢ The Date format option allows you to choose the specific sequence that is used for displaying
dates. QDA Miner will recognize only one date sequence format at a time, either month/day/ year
(MDY), day/month/year (DMY) or year/month/day (YMD). Select the sequence used in the most
common date format. If no date with a specific format is found for a case, the date variable will

remain empty.

Transforming Documents Into Strings

QDA Miner can transform a document variable into a string with a maximum length of 256 characters.
Several situations may justify such a transformation. While documents can be coded, you cannot filter
cases based on the content of document variables. Also, case descriptors cannot include text stored in
documents, while string variables may be used as part of the case descriptors. When importing several
data files, long strings may be imported as document variables even if there was no intention of coding
them. When this transformation is requested, a dialog box similar to the one shown below will appear:

Document to String

Destination:

(®) Overwrite existing variable

() Store into a new variable named: |

String length:

(®) Set to the longest string (maximum 1000)

() Maximum length: u

X cancl

x

e To change the selected document variable into a string type, choose Overwrite existing
variable. To store the date values that are extracted from the selected variable into a new date
variable, choose Store into a new variable named and type the name of the new variable in the
edit box. If the new variable name already exists, you will be prompted to confirm the overwriting

of this variable.

o QDA Miner set the size of the new string variable automatically by selecting the Set to the
longest string option. QDA Miner will go through all cases and set the size to the longest string
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encountered. If a document is longer than 255 characters, the variable size will be set to 255 and
the document will be truncated to this length. You can also set the size to a fixed length by setting
the Maximum length option to the desired length. All documents longer than the set length will be
truncated to this length.
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Recoding Values of a Variable

The RECODE command provides an easy way to apply multiple changes to the values of numeric,
categorical or string variables or to create new variables based on a new grouping of the values of an
existing variable.

¢ To access this command, select the TRANSFORM | RECODE command from the VARIABLES
menu. A recoding dialog box will appear with the following regions.

Recode CANDIDATE - O et

Destination

() Ovenwrite existing wariable

(®) Store into a new varnable named: | PARTY

Exizting values:

Bradiey
Buchannan
Bush
Forbes
tdcCain
Cmigzing:

Recode as; ~

Gore -» Democratic

o 0K X Cancel

o At the top of the dialog box the Destination section allows you to specify where the computation
results will be stored. To transform the values of the selected variable, choose the Overwrite
existing variable option. To keep the selected variable intact and store the result in another
variable, select the Store in a new variable named option and type in the name of the new
target variable in the edit box. If you enter the name of an existing variable, the program will ask
you if you want to replace its values with those produced by the change. If the variable does not
exist, the program will ask you to confirm the creation of the new variable.

¢ The Existing values list box displays the list of all values found in the selected variable. Select
one or several items from this list and recode by either typing a new value in the Recode as edit
box or selecting another existing value from its drop-down list. To confirm the recoding, click the
Add button. The value transformations to be performed will be listed in the recoding list box.
Repeat this operation until all desired transformations have been specified. Untransformed values
remaining in the Existing values list box will remain unchanged or will be copied to the
destination variable if you selected to store values in another variable. QDA Miner can
automatically detect when a nominal variable is needed and perform the variable type
transformation and recoding in a single operation. An example of when this may be useful is
when you recode ages to age ranges.
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The special keyword <missing> is used to replace specific values with an empty cell and further
treat those values as missing. Cases with missing values are ignored when performing some
analyses involving those variables, such as the Coding by Variables command.

To remove a transformation from the list of recoding, select it and press the <Delete> keyboard
key.

e Once a valid destination and a recoding list have been entered, perform the recoding by clicking
the OK button.
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Binning Numerical Variables

The Binning function allows you to "bin" or group variables into different categories. This function
transforms a numeric or floating point variable to a nominal variable that consists of a range of numbers.
For example, if you have a numeric variable with values ranging from 1 to 100, and you want to
transform this variable into only 5 different classes, you can use this function to create 5 bins: 1 to 20,
21 to 40, 41 to 60, 61 to 80 and 81 to 100
To perform binning on a numerical variable:

¢ On the Data tab move to the Structure tab

e Select a numeric or floating point variable

e Select the Transform button.

o Scroll down to BINNING in the adjacent menu. A dialog box like the one below opens.

. Binning - O *

Destination

(C) Overwrite existing variable

(®) store into a new variable named: |TIMEPERIOD
Binning:

Number of bins: EI
Method: (@) Equal intervals Start: | 1500 Increment:

() Equal frequencies

Boundaries: (®) Indude upper boundary {<=) () Exdude upper boundary (<)

ﬁ Generate
Label | Upper boundary | Frequency
£1900 - 1925 1925 2793
»1925 - 1950 1950 7010
»1950 - 1975 1975 5422
»1975 - 2000 2000 6071
»2000 - 2025 2025 3709
¢ CK x Canicel

At the top of the dialog box the Destination section allows you to specify where the computation
results will be stored. To transform the values of the selected variable, choose the Overwrite
existing variable option. To keep the selected variable intact and store the result in another
variable, select the Store in a new variable named option and type in the name of the new
target variable in the edit box. If you enter the name of an existing variable, the program will ask
you if you want to replace its values with those produced by the change. If the variable does not
exist, the program will ask you to confirm the creation of the new variable.

The Binning section allows you to choose the Number of bins and the binning Method. You
have two methods available:.
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1. Equal Intervals means the length of the interval for each bin will be the same. In
the example above, we have an interval of 20 for each bin. With this option you can
set the Start and Increment. These values are automatically generated but you
have the choice to change them by typing the chosen value in the field.

2. The Equal Frequencies option automatically calculates the intervals of each bin
and attempts to produce bins with a similar number of cases. The Boundaries
option determines if the upper boundary is included in the bin or not.

Decide if you want to Overwrite the existing variable or Store in a new variable. If you chose
the latter option, type the name of your new variable.

The table displays the currently set bins.

Choose the number of bins.

Set your Method and your Boundaries.

Select the Generate button.

Click OK to perform the transformation

Performing Complex Numeric Transformation

The Compute Number command allows transformations using various functions on one or more
variables. WordStat offers more than 50 operations and functions including numerical operators,
trigonometric transformations (cos, sin, log, etc.), statistical functions (mean, minimum, maximum
across variables or cases, etc.), date and random number operations. Conditional transformation can
also be performed using an IF-THEN-ELSE logical structure. When this command is selected, a dialog
box similar to this one is displayed.

4 Numeric transformation x
Mumeric w ABS {numeric) ~
[ 1 2 3 / ACOS (numeric)
D . ASIM (numeric)
GEMDER. 4 5 & * CO5 {numeric)
AGEGROUP COUNT {varlist)
SUBSCRIBE CSC {numeric)
NPS 7 8 9 - DAY (date)
AGE EXP {numeric)
0 ) + FACT {numeric)
LAG (variable)
LM {numeric)
LOG {numeric)
MAX (varlist)
MEAN (varlist)
MIN (varlist)
MISSIMNG
MOD 10 {numeric)
MONTH (date)
MORMAL (numeric) hd
Transformation
Store in: |FU'I'L.IRSPEND | [ conditional transformation (Ointeger (@) Floating paint
If: |(NPS > 8) AND (YEAR(SUBSCRIBE) > 2018) v |
Then: |5UM{PSENDING1. ..SPEMDING21)+SPEMDING 25 i |
Else: |CDUNT{SENDING. \SPENDING24) v |

Store In- This option allows you to specify the target variable where the computation results will be
stored. If the target variable already exists, WordStat asks you whether you want to replace its
values with those produced by the transformation. If the variable does not exist, it is appended at the
right end of the data file. The new numerical variable can be either an Integer or a floating point
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numerical variable. If the computed numerical values contains decimals and is stored into an integer
data type, the value is rounded to the nearest integer. The TRUNC function (see below) may
however be used to store only the integer part of the computed numerical value.

Conditional transformation - This option allows you to select whether the same transformation will be
performed on all active records or whether different transformations should be performed on

specific records according to a logical condition.

Formula - When the Conditional Transformation option is deactivated, this edit box is used to store

the transformation expression that will be applied to all active records.

If - When a conditional transformation is requested, this option contains a logical expression up to 250
characters long specifying criteria for cases on which to apply a specific transformation. This
expression must be evaluated as true or false. It can be a simple logical expression including the
following 3 components: a variable name, a relational operator, and a variable name or a numeric
constant. It can also be a complex expression composed of many simple expressions related with
logical operators (AND, OR, XOR). Parentheses can be used to specify the order in which
expressions are evaluated. In the following example, the last two conditions are assessed before the

first one.

(GROUP = 1) OR ((GROUP = 2) AND (AGE > 30))

For a list of all available functions and operations available for logical expressions see xBase

functions.

Then / Else - If the expression is true the transformation expression in the THEN field is computed, if
not, the expression in the ELSE field is used.

Expression Operators and Rules

ARITHMETIC
OPERATOR

+

S~ % 1

CONSTANT

Pl

Addition
Subtraction
Multiplication
Division
Exponentiation

3.1415926535897932385

MISSING VALUE FUNCTIONS

SYSMIS Blank cells
MISSING Variable missing values

NUMERIC AND TRIGONOMETRIC FUNCTIONS
Syntax FUNCTION (value, variable or expression)

ABS
ACOS
ASIN
ATAN
CsC
COs
EXP

Absolute
ArcCosine
ArcSine
Arctangent
Cosecant
Cosine
Exponential
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FACT
LN
LOG
MOD10
RND
SEC
SQRT
SQR
SIN
TAN
TRUNC

Factorial

Natural logarithm
Base-10 logarithm
Modulus

Round

Secant

Square root
Square

Sine

Tangent
Truncate

STATISTICAL FUNCTIONS (ACROSS VARIABLES)
Syntax FUNCTION (Var [Var Var..Var])

MEAN
COUNT
SUM
STDEV
VAR
MIN
MAX

Mean

Count (missing value excluded)
Sum

Standard deviation

Variance

Minimum

Maximum

STATISTICAL FUNCTIONS (ACROSS CASES)
Syntax FUNCTION (Variable)

VMEAN
VCOUNT
VSUM
VSTDEV
VVAR
VMIN
VMAX
ZSCORE
LAG

Mean

Count

Sum

Standard deviation
Variance
Minimum
Maximum
Normalized score
Lag

RANDOM NUMBER FUNCTIONS
Syntax FUNCTION (value, variable or expression)

NORMAL
UNIFORM

Normal pseudo-random number with mean of 0 and standard deviation of X
Uniform pseudo-random number between 0 and X

DATE FUNCTIONS

YRMODA
YEAR
MONTH
DAY
TODAY

(yy,mm,dd) convert 3 values, variables or expressions into a julian date
(julian date) return the year of a julian date

(julian date) return the month of a julian date

(julian date) return the day of a julian date

return current julian date

xBase functions

ALIAS()

Returns the Alias name of the current workarea as a string.

ALLTRIM( String )
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Trims both leading and trailing spaces from a string. The string may be derived from any valid
xBase expression.

ALLTRIM™"™ Provalis ") returns 'Provalis'.

AT( SearchString, TargetString )
Determine whether a search string is contained within a target. If found, the function returns
the position of the search string within the target string (relative to 1). If not found, the function
returns O (zero).

AT("gh", "defghij") returns 4.

CHR( val)
Converts a decimal value to its ASCII equivalent.

CHR(83) returns'S'

CTOD( String )
Converts a character string into an xBase date. The string must be formatted according to the
Windows date format settings.

CTOD( " 12/ 31/ 94")

DATE()
Returns the system date (today). Use DTOC( DATE() ) to retrieve today's date formatted

according to the Windows settings.

DAY( Date )
Returns the day portion of an xBase date as an integer.

DELETED()
Returns True if the record is deleted and False if not deleted.

DESCEND( String )
An xBase function that inverts a key value using 2's complement arithmetic. The result of the
operation is the arithmetic inverse of the key value. When inverted keys are sorted in
ascending sequence, the result is in descending order. A filter expression could be

DESCEND( DTCS( bi | | date)) + CUSTNO

DTOC( Date )
Converts an xBase date into a character string formatted according to the Windows settings.
For example, if the date format was American and the date field contained March 21, 1995,
DTOC (datefi el d) would return '03/21/1995'.

DTOS( Date )
Converts an xBase date into a string formatted according to standard xBase storage
conventions (CCYYMMDD). For example, December 21, 1993 would be returned as
'19931221". Indexes that contain date elements should use the DTOS() function, which

naturally collates into oldest date first.

EMPTY( Field )
Reports the empty status of any xBase field. Character and date fields are empty if they consist
entirely of spaces. Numeric fields are empty if they evaluate to zero. Logical fields are empty if
they evaluate to False.

Memo fields that contain no reference to a memo block in the associated memo file are empty.

IF( Logical, True Result, False Result )
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This is the immediate if function. If the Logical expression is true, return the True result,
otherwise return the False result. The types of the True Result and the False Result must be the
same (i.e., both numeric, or both strings, etc.) The logical expression must of course evaluate
as True or False.

| F(DATE() - CTODX("12/31/93") > 0,"This Year", "Last Year")

IIF( Logical, True Result, False Result )
Supported exactly like | F() as noted above.

INDEXKEY()
Returns the current index key as a string. (Same as ORDKEY( ) ).

LEFT( String, Length )
Returns the leftmost characters of the expression for the defined length.

LEFT("xyzabc", 3)returns 'xyz'.

LEN( Expression )
Returns the length of the expression result as an integer.

LOWER( String )
Converts the string expression into lower case.

MONTH( Date )
Returns the month portion of an xBase date as an integer.

ORDER()
Returns the current index order as an integer.

ORDKEY()
Returns the current index key as a string. (Same as | NDEXKEY( ) )

PADC( String, Length, Character )
Centers the passed string between a number of the passed character to make the string the
specified length.

"[' + PADC("Scott", 9 ,"-") + ']" returns'[--Scott--]".

PADL( String, Length, Character )
Pads the passed string to the specified length with the specified characters. If the string is
longer than the value specified by Length, the string is truncated to this length.

"[' + PADL("Scott", 8, "*" ) + ']' returns'[***Scott]".
"[' + PADL("Loren Scott", 8, " " ) + ']" returns'[Loren Sc]'.

PADR( String, Length, Character )
Pads the passed string to the specified length using the specified character. If the string is
longer than the value specified by Length, the string is truncated to this length.

"[" + PADR("Scott", 8, " " ) + ']" returns'[Scott ]'.
'"[' + PADR("Loren Scott", 8, " " ) + ']"' returns'[Loren Sc]'.

RAT( SearchString, TargetString )
Determine whether a search string is contained within a target, starting from the right side of
the target string. If found, the function returns the position of the search string within the target
string (relative to 1). If not found, the function returns O (zero).

RAT( "ab", "abzaba" ) returns4.
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RECCOUNT()
Returns the number of records in the table as a long integer.

RECNO()
Returns the current physical record number as a long integer.

RIGHT( String, Length)
Returns the rightmost characters of the expression for the defined length. RI GHT( " xyzabc",
3) returns' abc' .
SELECT()
Returns the workarea number for the current workarea as a long integer.

SPACE( Length)
Returns a string consisting entirely of spaces for the defined length.

STOD( String )
The inverse of DTOS() . STOD() converts a string formatted according to standard xBase
storage conventions (CCYYMMDD) to an xBase Date formatted according to the Windows
settings.

STR( Number, Length, Decimals )
Converts a number into a right justified string with decimals digits following the decimal point.
The total length of the string is defined by the length parameter. STR(RECNQ(), 5, 0) isa
common indexing element that ensures creation of unique keys if appended to another field
element.

An index key using this expression could be built with NAME + STR( RECNQ(), 5, 0)

If the decimals parameter is omitted, the function defaults to zero decimals. If the length
parameter is omitted as well, the length of the result is the length of the field.

STRZERO( Number, Length, Decimals )
Converts a number into a, zero-padded right justified string with decimal digits following the
decimal point. The total length of the string is defined by the length parameter.

STRZERQ( 1234, 10, 2 ) returns' 0001234. 00

If the decimals parameter is omitted, the function defaults to zero decimals. If the length
parameter is omitted as well, the length of the result is the length of the field.

SUBSTR( String, Start, Length )
Returns a portion of the string expression starting at the defined start location for the defined
length.. SUBSTR(' xyzabcd', 3, 4) returns' zabc'.

TIME()
Returns the system time as a string in the form HH:MM:SS.

TRANSFORM( Expression, Picture)
The Transform function converts strings and numeric values into formatted character strings.
The function transforms the result of the first expression in accordance with the second picture
string.

The picture string is made up of two parts. The first part is the Function string and it is optional
for both

strings and numeric values (as long as the second Template string is

present).

A character string transformation picture may consist of only a Function string or only a
Template or both.
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A numeric picture must contain a Template string; the Function string is optional.
A logical value must contain only a Template string with Template characters L or Y.

The Function string consists of a leading @ character followed by one or more formatting
characters. If the Function string is present, the @ character must be the first character in the
picture string with its formatting characters immediately following and it may not contain
spaces.

If a Template string exists as well, it follows the Function string. A single space separates the
Function string and the Template string.

Function string characters allowed for numeric values are:

B left justify;

C display CR after positive numbers;

X display DR after negative numbers;

Z blank a zero value;

( encloses negative numbers in parentheses.

Function string characters allowed for strings are:

R inserts unassigned template characters;
I converts all alpha characters to upper case.

The @R Function requires a Template; the ! Function does not.

The Template string describes the format on a character by character basis. The Template
string is

made up of special characters which have specific results and optional unassigned characters
which

either replace characters or are inserted in the formatted string depending upon the absence
or

presence of the @R Function string.

Template assigned characters are as follows:

A,N,X,(,# are place holders and are interchangeable;

L displays logical values as T or F;

Y displays logical values as Y or N;

I converts the corresponding character to upper case;

, (comma) or a space (in Europe) in a numeric template separate the elements of a
number;

. (period) or , (comma - in Europe) in a numeric template specify the decimal
position;

* fills leading spaces with asterisks in a numeric template;

$ as the leading character in a numeric template results in a floating dollar sign being
placed in front of the formatted number.

Example: Where "phone" is a character field holding a phone number with no formatting
characters.

"transforn(phone, "@R (###) ###- ##4##")" returns '(909) 699-6776'".

If the formatting characters were actually present in the field, the "@R" function would be
omitted

For numeric fields,

"transforn(123456. 78, "$9, 999, 999. 99")" returns ' $123,456.78".
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TRIM( String )
Removes trailing spaces from the string expression.

UPPER( String )

Converts the string expression into upper case. Character fields used in index expressions
should always be converted to upper case to insure correct collating sequence.

VAL( String )

Converts a string of numeric characters into its equivalent numeric value. The conversion stops
at the first non-numeric character encountered (or the end of the string).

VAL(" 123ABC") returns a value of 123.

YEAR( Date )
Returns the year portion of an xBase date as an integer.

Transforming Date & Time

The Transform Date & Time feature allows you to transform values stored in a date or a timestamp
variable into hours (for timestamp variables), weekdays, weeks, months, month and years, quarters and
years, years or decades and store the result into a new variable or replace the existing date or
timestamp variables with the new values.

To transform a date or a timestamp variable:
¢ |n the variable window, select the variable you want to transform

¢ Select the TRANSFORM | TRANDFORM DATE & TIME command from the VARIABLES menu.
A transformation dialog box will appear with the following options:

Date tranformation ot

Destination:

() Overwrite existing variable

(®) Store into a new variable named: |‘I'EF'-R_F"35T

Transform dates into:

() Hours (24) () Months & Years
() Month days (31) () Quarters & Years
() week days (7) (®) Years

() Weeks (starting date) () Decades

() Months (12)

o OK x Cancel

o At the top of the dialog box the Destination section allows you to specify where the computation
results will be stored. To transform the values of the selected variable, choose the Overwrite
existing variable option. To keep the selected variable intact and store the result in another
variable, select the Store in a new variable named option and type in the name of the new
target variable in the edit box. If you enter the name of an existing variable, the program will ask
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you if you want to replace its values with those produced by the change. If the variable does not
exist, the program will ask you to confirm the creation of the new variable.

¢ Select the desired transformation and then click OK

Computing Geographic Coordinates

Geocoding is the process by which geographical information such as place names, postal codes or IP
addresses are transformed into corresponding geographic coordinates. QDA Miner can create
geographic maps by relating coded segments with existing geographic coordinates such as latitude and
longitude, or projected coordinates. While it cannot create maps directly from a city name or a postal
code, it offers a geocoding service allowing you to transform such kinds of information into latitude and
longitude.

QDA Miner can geocode four types of data:

Cities, States/Provinces & Countries

Country names

Postal code or zip codes.

IP addresses

This transformation process is performed using a geocoding server. It thus requires an Internet
connection. The result is then stored in the project as numerical variables for the corresponding latitude
and longitude. When an IP address is geocoded, you can also obtain a city name, a region and a
country name and store the information into string variables. Once the variables are created, mapping
can be done without the need of an Internet connection.

To access the geocoding feature:

e Select the GEOCODING command from the VARIABLES menu. You may also access this
feature by going through the mapping feature and then through the geographic coordinates setup
dialog box. The geocoding dialog box looks like the one below:

Geocading >

From: | Cities, States/Provinces & Countries v

Source variable(s):

Gties: Default value:
States/Provinces: w | |
Counfries: w |US.-'—\ |

Qutput variables:
City: CITY
State/Province: |STATE
Country COUNTRY

Latitude & Longitude

Latitude: LATITUDE Longitude: |LOMGITUDE

Do not overwrite existing values (if exist)

X coe
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o The From list box allows you to select the type of geographic information that can be geocoded.
Once set, the dialog box automatically adjusts the Source variable(s) option box to display the
information that needs to be specified. The above example displays the options for geocoding
city names. Set the list boxes to the string variables containing the required information. You may
also set default values for some fields. Those values will be used if no variables are selected, or if
a specific case has a missing value for the selected variable. For example, if you wants to
geocode US zip codes, you may simply set the postal code variable to the string variable
containing the zip code and type 'USA' or 'US' in the country default value text box.

e The Output variables group box allows you to specify the name of the numerical variables in
which the Latitude and Longitude information will be stored. If the variables do not exist, the
software will ask to confirm their creation. By default, if the variables already exist, their values
will be replaced by new values. If you set the Do not overwrite existing values check box, only
cases containing empty values will be geocoded. Such a feature may be useful when a
secondary type of geographic information is used to complement a first geocoding. For example,
if you have, for each case in a dataset, a postal code and an IP address, you may start by
geocoding all cases with postal codes and then complement the cases with no postal codes or
those for which not geographic coordinates could be found by geocoding their IP addresses.

e Once all the required options have been set up, click the OK button to perform geocoding.
WordStat will use the current Internet connection to send all the information to be geocoded to a
server that will return to WordStat the corresponding latitudes and longitudes. A report dialog will
display a summary of the geocoding process, indicating how many items and cases have been
successfully geocoded and how many items could not be geocoded. Clicking the View button will
bring a list of all items that could not be geocoded. This table could then be saved on disk or
printed, allowing you to easily identify cases that may need revision.

Mapping

The mapping feature of QDA Miner allows you to analyze the spatial distribution of various codes.
Mapping codes requires relating the codes to geographic location information stored in the project
variables in the form either of longitude and latitude variables or of geographic projected coordinates (X
and Y). In order to obtain such geographic information, QDA Miner allows you to compute latitude and
longitude data by transforming existing variables such as postal codes, city hames, country names as
well as IP addresses into their corresponding geographic coordinates. For more information on
geocoding see Computing Geographic Coordinates.

The mapping of codes function is available anywhere you see the Z icon. You can find this icon in the
Coding Retrieval, List Hyperlinks, Coding Frequency and Coding by Variable functions.

To map specific text features:

¢ Select rows of all items you want to map. For the Topic extraction tool, only one topic may be
selected, yet several topics may be selected later.

e Click the & button. A dialog box similar to this one will appear:
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Mapping Data

Topics to map: | [Globalization,Local Economics,Ethic, Power Race /Ethnic relation,Freedom, Environment, Nove |~

Geographic Coordinates: | Latitude & longitude ~ 20 setup
Base map: | OpenStreetMap Tiles (online) ~
Shapefile: |USA-states w
Additional variables: | 0 v
Placemark Content
Case descriptor Text segment Aggregate text segments by case
[ bacument Variable Code name
Values of additional variables [Jcoder name [ coding date
Markers Setup
Assign Manually... Generate automatically. ..

X Canc

e The Topics to Map checklist box displays all selected codes. You may add additional codes by
clicking the down arrow key at the right end of the list box. You will be presented with a list of all
available codes. Select all codes you want to map.

The Geographic Coordinates allows you to select which set of variables contains the
geographic location information to be used for mapping items. Two types of coordinates can be
used: 1) latitude & longitude or 2) projected coordinates. Clicking the Setup button will bring a
dialog box similar to this one:

Geographic information >
Latitudes: |LATITUDE w Longitudes: | LONGITUDE w
Projected X Coordinates: | <nonex ~ | ¥ Coordinates: | <none= w
Projection: |i v

Geocode Variables o Ok X cancel

You can associate existing numerical variables to geographical properties such as latitudes,
longitudes or projected coordinates. In the latter case, you also need to choose the appropriate
geographic projection. The dialog box also offers the possibility to geocode existing variables,
computing latitude and longitude variables from other types of geographic information (see
Computing Geographic Coordinates).

The Base Map list box allows you to choose the background map on which data points will be
plotted. It may consist of a web map service (WMS) or a geolocalized raster file (or world files).
Web map services (identified with the 'online' suffix) require an Internet connection in order to
retrieve relevant map files, while raster files may be used without connection. Setting this option
to Other... will allow you to select an image file located on your current PC. This image file may
consist of a satellite photo, a street map, a topographical map, or any other representation of a
geographic region as long as it is accompanied by a World file that contains the appropriate
information to convert the image coordinates to a real-world geographic coordinates. When a
valid image file is selected, the user will be offered a choice to move this file to the default
mapping resource folder or to leave the file where it is.

The Shapefile list box displays the currently available shapefiles. Shapefiles are geospatial vector
data format for GIS systems. They typically contain series of polygons, lines and points
representing geographical objects, such as countries, states, counties, lakes, etc. Shapefiles are
used in WordStat to create thematic maps in which areas are shaded or color-coded in
proportion of specific measurements. QDA Miner provides a few basic shapefiles for
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representing either all countries or specific continents, as well as some detailed shapefiles for
some cities or countries. Thousands of additional shapefile maps can be downloaded for free
from various websites. Setting this option to Other... will allow you to select a shapefile located on
your PC. When a valid shapefile is selected, the user will be offered a choice to move this file
(along with all associated files) to the default mapping resource folder or to leave the file at its
current location.

¢ The Additional variables checklist box allows you to transfer to the mapping module additional
information stored in numerical, categorical, string or date variables. Values of those variables
may then be used analysis, displayed or exported.

e The Placemark Content group of options allows you to select how data points will be created as
well as what additional information will be used to describe each data point. The following
information can be transferred: The Case Descriptor which is a user-defined string used to
describe the case from which a specific text segment comes from, the Document Variable from
which this text segment has been extracted, as well as the Values of Additional Variables (if any
additional variable has been selected). You can also transfer the associated the Text Segment.
Selecting the Aggregate text segments by case option will merge all the text into a single text
segment and produce a single data point per topic. Additionally, you can transfer the Code
Name, the Coder Name and the Coding Date.

o The Markers Setup section gives access to two dialog boxes that may be used to configure the
appearance of markers (or placemarks). Selecting Assign Manually calls a dialog box that allows
you to associate specific codes to specific symbols. The associations are stored in the project so
that they can be reused later. Selecting Generate Automatically allows you to configure the
sequence in which symbols are being generated. For more information on manual or automatic
markers assignments see Customizing Markers.

¢ Once all the settings have been adjusted, click the OK button to call the mapping module.

Customizing Markers

By default, QDA Miner automatically assigns various symbols to different topics, cycling through a list of
symbols and colors to reduce the likelihood that two topics will have the same marker. You can
customize the process by which QDA Miner assigns symbols and can adjust their visual properties such
as their size and outlines. You can also customize symbols for specific topics, so that the same symbol
will be used whenever this topic is mapped.

To customize the way symbols are automatically assigned:

e Click the Automatic Generation button. A dialog similar to this one will appear.

Automatic Generation hod

Generate: (@) Symbols & Colors () Symbols first () Colors first

Color palette: | Victorian w
Marker size:
Joutline: |. Bladk V|

[Joverwrite existing symbols
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Generate: This option specifies how QDA Miner will cycle through symbols and colors. By
default, the software changes both the symbols and the color for every consecutive topic.
Selecting Symbols first will cycle through the seven symbols but keep the color constant, and will
only change the colors when all symbols have been used. Selecting Color First will keep the
symbols constant until all colors of the select color palette have been used.

Color palette: This option allows you to choose a set of colors to be used in the automatic
markers generation process.

Marker size: This option lets you adjust the size of the marker.

Outline: When this option is checked, markers will be surrounded by a single line which color
can be set using the color list box.

Overwrite existing symbols: When custom symbols have been assigned to specific topics,
their symbols and colors will remain unchanged even if the automatic marker generation process

is used for assigning symbols and colors to other topics. Enabling this option will cause the
custom markers to be overwritten with new symbols and colors.

e Set your automatic generation options.

¢ Click OK.
By default, markers are automatically generated. However, custom markers can be assigned to specific
topics, content categories, or words and saved within the project file so that the same marker will be

used every time the codes are plotted. The customization feature also allows you to assign a bitmap or a
letter to a text element.

To assign specific markers to text features:

o Click the Assign Manually button. A dialog similar to the one below one will appear.

_ Placemark — O *
Categories Symbaol Symbal;
Laocal Economy » Fill
Race/Ethnic relation
Ethic ¥ :
Environment i =
Novelty - -
Representativeness - [Noutline:
Freedom
Family »
Protectionism
Tradition H
Patriotism & |— RS
Question ¥
o OK
x Cancel
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¢ To assign a custom symbol to a word, a content category or a topic, you first needs to select it
from the list on the left of the dialog box and then adjust of the following options:

Symbol: This list box displays the various symbols that could be used as markers for this item.
Bitmap... will bring a open file dialog box that will allow you to choose a bitmap image file (*.bmp;
* bmp or *.bmp). When an image is selected, the following three options are disabled since they
only apply for symbol markers.

Fill: This option allows you to choose a color to be used for the marker.

Size: This option lets you adjust the size of the marker.

Outline: When this option is checked, the current marker will be surrounded by a single line.
The color of this line can be set using the color list box below.

¢ To automatically assign initial markers to all items listed, click the Generate button.
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Editing Values Using the Spreadsheet Editor

Entering numerical, date or string values to variables in many cases can be time consuming when
performed in the QDA Miner main workspace, since the user only has access to the values of one case
at a time and thus needs to move from one case to another. A much more efficient data-entry or data-
editing approach is to use the QDA Miner spreadsheet editor.

e To call the editor, run the SPREADSHEET EDITOR command from the VARIABLES menu. A
dialog box similar to this one will appear:

| Spreadsheet Editor - O X
& Bz B "-:b (| lEf] @ Apply =i Close

DATE [aTy COUNTRY |PERPETRATO WEAPON | mouries| FATALTTIES| A
B/1/1973 K.abul Afghanistan | Black December Firearms 0 v}
211411979 K.abul Afgharistan | Other Firearms 0 1
9/7/1973 K.abul Afghanigtan | Unknown Firearms 0 [
9/8/1979 K.abul Afghaniztan | Unknown Unknown 1 [i]
9722415981 K.abul Afgharistan | Other Explosives [u} a
8/4/1982 K.abul Afghanistan | Other Unknown 2 [i]
1042241982 Kabul Afghanistan | Other Explosives [u} a
1/5/1983 Mazar-g-5Sharif Afghanistan | Other Unknown 4 4
2883 F.abul Afgharistan | Other Explosives 0 a
8/20/1983 K.abul Afghanigtan | Other Unknown 0 v}
12/2711985  kabul Afgharistan | Other Explosives 0 a
8/13/1386 K.abul Afghanigtan | Other Explosives 0 v]
10/1,/1986 K.abul Afghanistan | Other Explosives 0 3
211987 K.abul Afgharistan | Other Explosives 17 4
1/22/1988 Jalabad Afghanistan | Unknown Explosives 20 a
B/1/15988 K abul Afghaniztan | Unknown Explosives [u} 1]
9/11/1988 K.abul Afghanistan | Unknown Explosives 22 10
B/10/1989 F.abul Afghariztan | Unknown Explosives 0 a
E/18/1989 K.abul Afghaniztan | Unknown Unknown 0 v} "
T T T ] >

This spreadsheet editor allows efficient data-editing operations. You can cut a cell or a range of
cells and paste it into other rows, delete multiple cells, sort data, resize and rearrange columns,
and print and save the spreadsheet to disk. To sort this list of hits in ascending order on any
column values, simply click this column header. Clicking a second time on the same column
header sorts the rows again in descending order. Columns may be reordered by dragging and
dropping them in the desired location. Please note that pasting data from other cells can only be
performed if the copied cells are from the same columns or if the data types are fully compatible.
'S

Clicking down the “= button forces QDA Miner to synchronize the table with the main window so
that moving from one row to another will cause the main window to display the corresponding
case and document from which the selected text comes. This feature is useful if you need to read
the content of some documents in order to identify which value should be entered in a specific
column.

Changes made to the spreadsheet data are not saved automatically. When a cell is modified, its
background is set to a light-blue color, indicating that its value has been modified in memory but
not yet applied.

¢ To apply changes made in the spreadsheet editor, click the LM' button.

e To cancel all changes made to the values in the spreadsheet, click the lﬁl button. You
will be asked to confirm the loss of all changes.
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Editing Variable Properties

QDA Miner allows you to edit various properties of existing variables in your project. For example, you
can attach a short and a long description to a variable, set the number of decimal places for floating-
point numerical values, edit values of categorical variables, etc. You can also set an individual variable

as "read only" or change its name.

To access the Variable Properties Editor dialog box:

¢ In the VARIABLES windows, position the cursor on the variable that you want to edit.

e Choose the PROPERTIES command from the VARIABLES menu, or right-click anywhere in the
VARIABLES window and select the EDIT PROPERTIES command. This displays the Variable

Properties dialog box as shown below.

Properties Missing values

Type: Integer

Description:

. Variable Properties Editor - FINALSCORE -

[Jread only

Short: |Post-test results

answers to the quiz.

the RECALL variable is the score on items already covered in dass.

Long: | The post-test score was obtained by computing the weighted average of all

Variable TRANSFER contains questons related to the transfer of learning, while

< || = #7% Rename

ﬂ Close

Once in the dialog box, you can move through variables by clicking either the

= =

or the

button. When viewing or editing the properties of a categorical variable, a second tab appears.
You can add new values, as well as edit or delete existing ones on this page (see below).

The Properties Tab

The Properties tab of the dialog box offers the following options:

Read only: When selected, this option prevents a variable from being modified. This option is
useful to prevent accidental or unauthorized changes to the values of a variable. To prevent the
modification of data for an entire project file, see Security & Multi-Users Settings. Setting a

variable to "read only" only affects the editing of values in existing records, but still allows users to

create new cases and assign values to these new cases.

Type: The type of variable is shown here. If it is a string variable the number of characters

permitted appears beside the variable type in brackets.
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Description: This option lets you enter both a short single-line alphanumeric description as well
as a detailed description of the variable. The short description is displayed in various locations in
the program to remind users of the exact content of this variable.

Rename button: You can use this button to change the name of the current variable. When you
click this button, you will be prompted for a new variable name. This new hame must not exist in
the current data file and should follow the basic rules for valid variable names.

The Values Tab

When viewing the properties of a categorical variable, a second tab is shown. The Values tab allows
you to add new values, as well as edit or delete existing ones. The Values tab allows you to add new
values, as well as edit or delete existing ones.

! Variable Properties Editor - TOPIC - O *

Properties WValues Missing values

Link to values in: | <none= w~

Value: |Security

1 Add j Edit j Remove " Reorder

Announcement
Foreign Policy
Educaton

= || = #% Rename ol Close

To add a new value labels:
¢ |n the Value edit box, enter the string that will be used to describe this new value.

e Click the Add button.

To remove an existing value label:
¢ |n the list box located in the lower half of this page, select the label you want to delete.

¢ Click the Remove button

To edit an existing value label:

¢ |n the list box located in the lower half of the page, select the label you want to edit.
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e Click the Edit button.

¢ Once you finished editing the label, click the OK button to apply the change.

Reordering Value Labels

Ordinal variables assume a clear ordering of values. A good example of such a variable would be
responses to a satisfaction questionnaire with values ranging from “Very Unsatisfied” to “Very
Satisfied”, or an age group variable containing several age ranges going from “18 or less” to “60 or
more.” To display the values in a proper order in various tables and to be able to apply some of the
ordinal statistics available in QDA Miner, values of those variables should be properly ordered. The
Reorder button allows you to change the natural order of values of ordinal variables. When this button is
clicked, a dialog box like this one will appear:

Label Reorder... — O >
Less than $25,000
425,000 to $43,393 UK
$50,000 074,939

$75.000 to $99,999 C |
$100,000 ar mare X Cance

o To reorder values, simply select the value you would like to move and click the up or down arrow
button until the label is in the proper order.

¢ To confirm the reordering, click OK. To return to the original ordering of values, click the Cancel
button.

Using an Existing Value Labels Definition

In some projects, several variables share the same value labels. For example, a questionnaire may use
a common ordinal scale for several questions. Rather than re-entering the same value labels over and
over again, QDA Miner can establish a link between a variable without value labels and an existing one
that already contains labels.

e To establish a link, click the down arrow button of the Link to values in list box.

e Then select from the list of variables the one containing the value labels you want to use. These
labels will appear in the value list box.

e Once a link has been established, every change made to the value labels list will affect the labels
associated with the original variable as well as with all other variables currently linked to this
variable.
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You may also use this feature to copy value labels from one variable to another. To do this, follow
the previous instructions to link the current variable to the one from which you want to copy
labels. The labels should appear in the value labels list. Then, remove this link by setting the Link
to values in option to none. You may now edit the newly copied labels without affecting the
labels of other variables.

Resizing a String Variable

When you create a string variable you are asked to determine the maximum number of characters the
string can contain. If you find it necessary to modify the size of the string, you can do so by using the
Variables Properties Editor.

¢ |In the VARIABLES windows, position the cursor on the string variable that you want to edit.
Choose the PROPERTIES command from the VARIABLES menu, or right-click anywhere in the
VARIABLES window and select the EDIT PROPERTIES command. This displays the Variable
Properties dialog box as shown below.

. Variable Properties Editor - COUNTRY - O X

Properties  Missing values

Type: String {20) Resize [Cread only

Description:

Shart: |C0unh’y of the participant |

Long:

< = £ Fename ol Close

The size of the string will be indicated in brackets beside the variable Type.

Click the Resize button and a dialog box like below will appear.

Resize string variable x

Mew size:|2l3 :| [ W OK ; X cancel

Adjust the number of characters to fit your needs using the Up and Down arrow buttons.

Click OK when finished.
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Variable Statistics

The VARIABLES | STATISTICS command allows you to quickly obtain the frequency and cross-
frequency distribution of numerical, categorical, date and short-string variables. The univariate
frequency table includes the frequency count for each value of the selected variable as well as the
percentage of the count over all cases and over valid cases only. The contingency table describes the
distribution of two variables simultaneously by displaying either the frequency or the row, the columns or
the total percentages. Several types of charts may be created to illustrate the distribution or cross-
frequency distribution of variables. You will find below a list of those charts.

Frequency Distribution
To obtain the frequency distribution of a variable:

e From the main QDA Miner screen, in the VARIABLES window, highlight the variable on which
you would like to obtain distribution statistics.

e Select the STATISTICS command from the VARIABLES menu, or right-click and select the
STATISTICS command.

Statistics - CANDIDATE - O >

Frequency Crosstab

Variable: | CANDIDATE v iySearch | [Total o &
VALUE FREQUENCY TOTAL PERCENT VALID PERCENT
Biden 14 5.8% 5.8%
Cbama 68 28.0% 28.0%
Richardson 14 5.8% 5.8%
Clinton 40 16.5% 16.5%
Edwards 14 5.8% 5.8%
Kudnich [ 2.5% 2.5%
Thompson 9 3.7% 3.7%
McCain 49 20.2% 20.2%
Giuliani 15 0.2% 6.2%
Romney 14 5.8% 5.8%

You may obtain a frequency table on any other numerical, categorical, alphanumerical, and date
variable by selecting its name in the Variable list box and then clicking the Search button.

To chart the distribution of a variable:

Clicking the J button allows you to obtain up to five types of charts to visually display the distribution of
specific codes.

Some of the charts are available only for numerical and date variables (histograms and box-&-whiskers
plots), while others like the bar charts and pie charts will be available in all situations when the total
number of values is less than 100.
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[._|_The vertical bar chart is the default chart used to display the frequencies of distinct values
of a nominal or ordinal variable. It is especially useful to compare two or more values.

The horizontal bar chart displays the same information as the vertical bar chart. It is
especially useful when the number of values is high and their labels cannot be displayed
entirely on the bottom axis.

#» The pie chart is useful to display the relative frequency of each value and compare
individual values to other values and to the whole. Numerical values displayed in pie charts
are always expressed in percentages of either the total frequency or case occurrences.

LhThe histogram graphically displays the distribution of a numeric variable. When selected,
the program first separates the values into non-overlapping intervals of equal width, and
then plots bars that represent the frequencies of each interval.

The box-&-whiskers plot can be used to examine the distribution of numerical variables. It is
especially useful to detect the presence of outliers and asymmetry in the data distribution.
The box includes values that fall between the first and the third quartiles (about 50 percent
of the values). The line in the middle of the box represents the median value while the
whiskers extend to the farthest observations within 1.5 times the interquartile range
measured from the nearest quartiles. Values that are situated farther than 1.5 times the
interquartile range but within three times this distance are represented by a dot, while
values farther than three times the interquartile range from the nearest quartile are
represented by the letter X (for extreme).

sHEH

Joint Distribution of Two Variables
To obtain the joint distribution of two variables:

¢ Select the STATISTICS command, from the VARIABLES menu to display the Statistics dialog
box (see above).

¢ Move to the Crosstab tab. The dialog box will be similar to the one below:

Statistics - CANMDIDATE — O x

Frequency Crosstab

Tabulate: | CANDIDATE ~ with: | DELIVERY ~ %TJ JJ TI!'I H LE:]
Display: | Column percent b [ Total [ Jwiith missing values " Search '}‘
2006 Q1-2007 Q2-2007 Q3-2007 Q4-2007 Q1-2008 Q2-2008 Q3-2008 Q4-2008
Biden 33.3% 42.9% 10.7%
Obama 6.7% 3.6% 23.1% 19.5% 43.8% 37.5% 57.7% 62.5%
Richardson 14.3% 15.4% 9.8%
Clinton 20.0% 7.1% 10.7% 7. 7% 22.0% 31.3% 27.5%
Edwards 13.3% 7.1% 10.7% 7. 7% 12,2%
Kucinich 26.7%: 7.1% 3.6%
Thompson 7.1% 10.3% 7.3%
McCain 3.6% 20.5% 14.6% 21.9% 35.0% 38.5% 37.5%
Giuliani 21,4% 10.3% 9.8% 3. 1%
Romney 35.7% 14,.3% 5.1% 4,9% 3.8%

¢ Select from the Tabulate list box the variable you would like to be displayed on the rows of the
table.
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¢ Select the variable you would like to be displayed at the top of the table by selecting its name in
the With list box.

¢ In the Display list box, select the statistics you would like to be displayed in the table.

e Click the Search button.

To chart the joint distribution of two variables:

Bar charts or line charts are useful for visually comparing the joint distribution of two variables. To
produce these types of charts:

¢ Set the Tabulate, With, and Display options so that the information to be viewed is displayed in
the table.

e Click the -J button.

For more information, see Bar Chart and Line Chart.

To append a table to the Report Manager:

e Click the llfl button. A descriptive title will be provided automatically for the table. To edit this title
or to enter a new one, hold down the Shift keyboard key while clicking this button.

For more information on the Report Manager, see the Report Manager Feature topic.

To exporting retrieved codes to disk:
o Click the & button. A Save File dialog box will appear.

¢ |n the Save as type list box select the file format under which you would like to save the table.
The following formats are supported: ASCII file (*.TXT); Tab delimited file (*.TAB); Comma
delimited file (*.CSV); MS Word (*.DOC); HTML file (*.HTM; *.HTML); XML file (*.XML);Excel
spreadsheet file (*.XLS; *.XLSX), SPSS data file (*.SAV), and Stata data file (*.DTA). Tables
may also be saved into a proprietary binary format (*.PMTX) and edited outside of QDA Miner
using the Provalis Matrix editor.

¢ Type a valid filename with the proper file extension.
¢ Click the Save button.
¢ The obtained table can also be stored in a new project file, where each row becomes a new case

and each column is transformed into a variable. This type of project file may be useful for
performing a more detailed analysis of coded segments.

To print the table:
o Click the (= button.
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Computing Variables

The VARIABLES | COMPUTE command allows you to extract the computed result of the coded
segments of a document variable according to a user determined indicator and store the result as a
numeric or string variable. The resulting variables may later be used for computing coded statistics or to

filter cases on the presence or absence of codes.

To compute a variable:

o Select the COMPUTE command from the VARIABLES menu. A Compute Variables dialog box
like the one below will appear.

Compute variables X
Searchin: | [SPEECH] v
Compute: | Cccurrence ~ | From: | [Globalization;Local Economy;Ethic] ~ |dg
Variable names:
(O Code name @ Prefic: |FRQ

Variable type (occurrence):

() Multiple dichotomous variables

(® Multiple polynomial variables Maximum number of variables: v

QK
() Multiple string variables
(O Compound string variable x Cancel

[ order codes by descending frequency B

Search in: This option allows you to specify which document variables the computation should be
performed in. If the current project contains more than one document variable, you will have a
choice of selecting either one or several document variables. By default, all document variables
are selected. To restrict the extraction to only a few of them, click the arrow key at the right of the
list box. You will be presented with a drop-down list of all available document variables. Select the
document variables on which you want the computation to be performed.

Compute: This option allows you to determine the indicator that is used to quantify the coded
segments. Choose the desired indicator from the drop-down menu. There are four options.

Occurrence: This option will compute whether a code occurs in a document variable without
taking into account the number of times it appears.

Frequency: This option calculates how many times a code has been used in a document
variable.

Word count: This option calculates the total number of words associated with a code in a
document variable.

Rate per 1000 words: This option calculates the percentage of words associated with a
code in a document variable.

From: This option allows you to select the coded segments on which the computation will take
place. Select the codes from the checklist that is accessed by clicking on the arrow button on the
right side of the field or by clicking on the % button and choosing from the Code selection
checklist.

The Variable names section of the dialog box allows you to determine the name of the new
variable(s). There are two options.
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Code name: The new variable(s) will take the name of the selected code(s).

Prefix: This option allows you to define a prefix for the names of new variables. For
example, if you type CODE as the prefix, QDA Miner will append a serial number, starting
with 1 for all created variables (e.g. CODE1, CODE2, CODES3, etc.)

The Variable type (occurrence) section of the dialog box offers you different variable type
display options. The available options change according the indicator chosen.

Multiple numeric values: This option stores the computed result of the coded segments is
separate variables.

Compound string variable: This option allows you to store a large number of codes into a
single string variable by concatenating the code names and the computed results in brackets
beside. The Order codes by descending frequency option will store most frequent code
names first, and the least frequent ones later. Such a variable may be used as a descriptive
index of the codes contained in a specific case.

Multiple dichotomous variables: This option is only available for an Occurrence indicator.
It consists of separate variables for each code listing the Boolean occurrence 0 or 1.

Multiple polynomial variables: This option is only available for an Occurrence indicator. It
allows you to store a large number of codes into a smaller number of nominal variables. For
example, if you have up to 50 codes assigned to open-ended questions, but no more than
three codes per response, selecting this option and setting the Maximum Number of
Variables option to 3 will allow you to store the occurrence of all fifty possible responses in
only three variables.

Multiple string variables: This option is only available for an Occurrence indicator. It
allows you to store a large number of codes into a smaller number of alphanumeric string
variables. For example, if you have up to 50 codes assigned to open-ended questions, but
no more than three codes per response, selecting this option and setting the Maximum

Number of Variables option to 3 will allow you to store the occurrence of all fifty possible
responses in only three variables.

To compute coded segments and store as a variable:
e Set your computation parameters.
¢ Click the Preview button to see the computation fits your needs.

¢ |f so, click OK and the new variable(s) will be added in the VARIABLES window.
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Variable Extraction

The VARIABLES | EXTRACT command allows you to extract coded text and store it as variables, either
as a document or a string variable or as date, date & time or numeric values. This function can be
useful when extracting relevant metadata from unstructured documents or transforming an unstructured
project into a structured one.

To extract a variable:

o Select the EXTRACT command from the VARIABLES menu. A dialog box like the one below will
appear.

From: | [SPEECH] |

Extract: |Document ~| From: | » |‘

Variable names:

(®) Code name () Prefix: I:I

Extraction

Extract: (()Firstoccurrence (@) All occurrences (concatenated)

Remove: (_)All codings () Codings used for extraction (@) Mo coding

x Cancel

o}
[
[

Search in: This option allows you to specify which document variables the extraction should be
performed in. If the current project contains more than one document variable, you will have a
choice of selecting either one or several document variables. By default, all document variables
are selected. To restrict the extraction to only a few of them, click the arrow key at the right of the
list box. You will be presented with a drop-down list of all available document variables. Select the
variables on which you want the extraction to be performed.

Type: This option determines the type of the new variable. Choose the type from the drop-down
menu. The types available are document, string, integer, floating point, date, and date & time. The
extract function searches in the chosen coded segments and extracts values of this type (if
found).

From: This option allows you to select the coded segments from which the extraction will take
place. Select the codes from the checklist that is accessed by clicking on the arrow button on the
right side of the field or by clicking on the % button and choosing from the Code selection
checklist.

The Variable names section of the dialog box determines the name of the new variable(s). There
are two options.

Code name: The new variable(s) will take the name of the selected code(s).

Prefix: This option allows you to define a prefix for the names of new variables. For
example, if you type CODE as the prefix, QDA Miner will append a serial number, starting
with 1 for all created variables (e.g. CODE1, CODE2, CODES3, etc.)

The Extraction section of the dialog box enables you to determine what to extract. It will change
according the chosen type of variable for extraction.
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Extract: The First occurrence option extracts text associated with the first occurrence of
the chosen code(s) only. The All occurrences (concatenated) option will extract all
occurrences of the text associated with the selected code(s). This option is only available
when extracting to document or string variables.

Remove: This option is available only if you choose a Document variable type. When
extracting coded segments and storing them into document variables, the coded segments
may already contain some codings. This option allows you to decide which codings to keep
and which ones to remove. If you choose the All codings option, the new variable will not
contain any codings. If you choose the Codings used for extraction option, the new
variable will keep all existing codings, except the one used for extraction. If you choose the
No coding option all codings will be present in the new variable. These options won't affect
existing codings in the original document.

Size: If you choose String as your variable type, you will be asked to specify how many
characters in your string.

Delimiter: If you extract text to a String variable, and instruct QDA Miner to extract all
occurrences, you will need to specify a delimiter that will be used to separate the various
occurrences.

Date format: This option is available if your variable type is Date or Date & Time. It allows
you to identify the format of existing dates in your document. Dates can be formatted in

three different ways MDY (month, day, year), DMY (day month year) or YMD (year, month,
day).

To extract coded segments and store as a variable:
e Setyour extraction parameters.
¢ Click the Preview button to see if the extraction fits your needs.

¢ |f so, click OK and the new variable(s) will be added in the VARIABLES window.
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Adding a New Case

To create a new empty case:

e Select the ADD command from the CASES menu. A data entry form will appear allowing you to
enter values for each variable in the current project.

. Add new case — O x

CAMDIDATE EBiden
TOME Very Negative
PARTY Empty

FILE 1-Biden20060316
DELIWERY 2008

DOCUMENT ! [F2 or doubledick to edit]

o 0K X cancel

¢ To enter a new value, click the data entry cell located to the right of the variable hame that you
want to edit. If the variable is numeric or alphanumeric, you can start typing the data you want to
store in this variable. For categorical variables, dates and Boolean values, press the F2 key or

double-click the cell to display the list of available values or open a date editor. The tab key will
take you to the next variable.

e To import a graphic file into an image variable, double-click the data entry cell or press F2. An
open dialog box will appear, allowing you to select the graphic file to import.

o To enter text or import an existing file into a document variable, double-click the data entry cell or
press F2. A text editor window will appear. You can start entering the text you want to store in this
document variable. You can also import an existing document by selecting the OPEN command
from the FILE menu or by clicking the & button. When you select this command, an Open
dialog box will appear similar to the one below.

+ Open bt
Look in: | GOP Debates 2012 - Part 1 v| @ * -
ﬁ" MName Date modified Type
; d‘AEC - Jan 7, 2012.HTML 1/19/2013 1:10 PM Chrome
Quick access @l cyp - Jan 19, 2012.RTF 1/19/2013 1:29PM  Rich Text |
m IEJCNN - Jan 26, 2012.doc 1/19/2013 1:32 PM Microsoft
|5 FOX - Jan 16, 2012 pdf 1/19/2013 1:27 PM PDF File
Desktop |=] MSNBC - Jan 8, 2012t 1/19/2013 1:30 PM Text Docu
|=] MSNBC - Jan 23, 2012.t¢t 1192013 131 PM Text Docu
Libraries
This PC
¥ = >
Metwork
File name: V| | Open I
Files of type: All documents ~ Cancel

¢ Select the type of file you want to import. QDA Miner can read the following document types:
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RTF files (Rich Text Format)
HTML documents

ANSI files (or plain ASCII files)
MS Word documents

WordPerfect documents

PDF documents

Other file formats such as InWriter/Notetaker, PocketWord may also be supported, depending on
your system configuration.

e Once you have finished editing the document, select the CLOSE command from the FILE menu
or click the ™ button located on the upper right corner of the editor.

e Click the OK button to confirm the creation of this new case.

Adding New Cases from a Data File

The CASES | APPEND FROM A DATA FILE command allows you to append cases stored in an
external data file to the current project. In order for data to be properly imported, both data files need to
share variables with identical names and compatible data types (numerous type conversions are
supported). If a variable do not exists in the external file or if its type does not match or cannot be
converted, the value of this variable will be set to missing. QDA Miner can import cases stored in the
following file formats:

e QDA Miner projects (*.ppj)
Simstat data files (*.dbf)
MS Excel spreadsheets (*.XIs or *.xIsx)
MS Access data files (*.mdb)
Tab delimited files (*.tab)
Comma separated value files (*.csv)
Stata 8 to 16 data file (*.dta)

SPSS data files (*.sav)

To append from a data file:

o QDA Miner will first ask you to select the data file containing the cases to be imported. It will then
display a dialog box similar to this one:
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Table hod

(") Append &ll cases
(®) Append new cases only

Common variables: Key variables:
AGEGROUP D
GEMDER

WHERE

X o

If the Append all cases option is chosen, QDA Miner will import all cases found in this other file
and store them as new cases in the current project.

If the Append new cases only option is chosen, QDA Miner will require the identification of one
or several key variables that will be used to differentiate already existing cases that should be
ignored from new cases that will be appended to the current project.

To identify a key variable, simply select it in the Common variables list box and click the *

button to move it to the Key variables list box. If a single key variable is identified, then all cases
matching existing values in the current project will be ignored while all the other ones containing
new values will be imported as new cases. If several key variables are chosen, a case will be
considered as existing and be ignored only if it matches values on ALL the key variables.

Monitoring a File or Folder

QDA Miner allows you to monitor a file, folder or online service for recent additions. You can configure
your project to monitor a specific folder for newly added documents and images and import those
documents. You can also monitor changes to data files or online service such as web surveys, email
accounts or reference manager tools, allowing you to import any new cases, responses, emails, Tweets
etc.

e To access this function select APPEND | MONITOR EXTERNAL SOURCE from the CASES
menu. A Monitoring Settings dialog box similar to the one below will appear.
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Monitoring Settings = O x

Q Mo Maonitaring
(®) Monitor new documents or images stored in designated folder
Folder to monitor: C:\Wsers\Amanda\Documents\My Provalis Research Projects\Waorkshop\GOPAGOR Debah |_9
Store in variable: SPEECH R Store file name:  CANDIDATE w

After importation: | Delete files -

Monitor data files for changes:

Monitor from original online source:

of Ok x Cancel

There are three types of monitoring that can be performed: monitoring a folder for new
documents or images that have been added, monitoring individual data files for changes and
monitoring from an online source. The options available to you are dependent on the data source
of your project. Options that are not available to you will be grayed out.

e Select the radio button that applies your project.

Monitoring a Folder

Adding relevant documents or images to an existing project normally requires you to open the project
and perform some operations to append the newly found documents or images in the project. An easier
way to import documents or images is to instruct QDA Miner to monitor a specific folder for any newly
stored document or image. This allows you to quickly add new documents or images to existing projects
without the need to open them or even run QDA Miner by simply saving or copying the desired
documents or images to the folder being monitored. By specifying a folder on a cloud storage service
such as Dropbox, Google Drive, or OneDrive, you can even add documents or images to a QDA Miner
project located on a remote computer.

To monitor a folder for new documents or images:

e Click on the &= button to the right of the Folder to monitor field. A Document storage folder
dialog box appears.
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Document storage folder >

v & Documents ~
Amanda QDA Miner 5 Training
Camtasia Studio
My HelpAndManual Projects

v My Provalis Research Projects

Dicticnaries

Maodels

Samples

v Workshop

Candidates
Election 2008
GOP
Paintings

Science Education ]

Make Mew Folder Cancel

e Select the folder that you would like to monitor or click the Make New Folder button to create a
new one, and then click OK

e Set the Store In variable list box to the variable in which you would like to store the document.

¢ Set the Store file name list box to the variable in which you would like to store the name of the
file.

¢ Using the After Importation list box, choose what you would like to happen once the new files
are appended. You can delete files, move files to another folder or leave files where they are
once they have been appended. If you choose to move a file once it is appended another field
will appear. Click on the | ~ button and select folder to which you would like the newly append file
to be moved.

¢ Click OK. Upon reopening the project, you will be notified if any new documents or images have
been added to the folder that you are monitoring.

Monitoring a Data File

When a project has been created from a data file such as Excel, MS Access, Endnote, etc., QDA Miner
stores the name and location of this file as well as its size and the date it was last modified and can be
set to monitor changes to the file and, if needed, import new cases from the files. When such an
operation is available, the Monitoring data file for changes option becomes enabled and may be
chosen.

To monitor changes to individual data files:

The original source file path should appear next to this option. If the source file is not on your PC this
option will not be available to you.

¢ Click the Check Now button to see if the file has been modified since you created your project
or last appended from the data file. If the file has been modified a dialog box asking you if you
want to append the new cases will appear.
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The file REFCREMCES 3 MONITORING TEST.XLS has been modified. Do you want to append new cases (if any)?

Ow

¢ Select Yes and a Table dialog box will appear.

Table *

(®) &ppend all cazes
() &yppend new cases only

AUTHOR
DOCHO
PUBYEAR

\/ oK | X Cancel

e Select whether you want to Append all cases or Append new cases only. If you choose to
append all cases, this may result in projects containing duplicates, as some of the cases may
have been imported previously. If you choose to append new cases only, only new rows that
were added to the data file since the last importation will be appended. If you choose to append
only new cases you must choose the common variable for the cases to be matched on.

¢ Click OK and the cases will be added to your project.

Monitoring an Online Source
When a project has been created from an online source such as a web survey platform, an online
reference management tool or from Email services, QDA Miner stores with the project, the connection

information needed to retrieve additional records. When this information is available, the Monitoring
original online source option becomes enabled and may be selected.

To monitor from an online source:
¢ The online source will appear next to this option.

e Click Check Now button to see if new data has been collected by the online source. If so, a
dialog box, similar to the one below, asking if you want to append the new cases will appear.

Do you want to import 472 new cases

S

e Select Yes and the cases will be appended to the project.
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Note: If your online source is Twitter, RSS or Facebook once the data has been imported the Posts
column in the Web Collector for the query in question will be reset to zero. Please see the Web
Collector section for more information.

Deleting Cases

To delete cases:

¢ Select the DELETE CASES command from the CASES menu. A dialog box appears showing all
cases in a list view or a tree view.

¢ Delete 1 case(s) — | X

EL[] 4% Bradey
[0 & Eradley - Farsign Policy
[0 & Eradley - Announcement
L[] 4% Buchannan
[] % EBuchannan - Announcement
[] % Buchannan - Foreign Policy

=[] 4% Bush

P i Bush - Arnouncement
[] & EBush - Foreign Policy

=[] 4 Forbes

[] % Forbes - Announcement

[] % Forbes - Foreign Palicy
=[] 45 Gare

[0 & Gore-Announcemert

[] % Gore-Fareign Policy
=[] 4% McCain

(] % MeCain - Announcement

[] % McCain - Foreign Palicy

J Ok X Cancel

e Select the checkbox beside the cases you want to delete. By default, the current case is
automatically selected.

e Once you have selected all cases you want to delete, click the OK button.
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Appending New Documents/Images

To append documents or image and store them in new cases, select the APPEND
DOCUMENTS/IMAGES command from the CASES menu. A dialog box similar to the one below will
appear:

.. Import Documents and Images — O Y

File type: | Documents (= txt; .rtf;* doc; = doc; = wpd; *.odt; = htm; = html; = pdf; =.rs; =.ep ~ B3~

My Provalis Research Projects A || Name Size  Type Modified ~
= My Provalis Research Projects .
Dictionaries G ABC - December 11, 2011.H... 119KB HTML File 2013-01-19 1:10 PM
Models @Bloomberg - October 11, 201... 158KB DOC File 2013-01-19 L:14FM
G- | Samples ] CES - Movember 12, 2011.docx 63KB DOCK File 2013-01-19 1:23PM
- Scripts BZ|CHM - June 13, 2011.RTF 215KB  RTF File 2013-01-13 1:16 PM
Workshop @CNN - Movember 22, 2011,.RTF 202kB  RTF File 2013-01-19 1116 PM

Candidates @CNN - October 18, 2011L.RTF 215KB  RTF File 2013-01-19 1:19PM
Election 2008 =L FOX - August 11, 2011.pdf 143KE POF File 2013-01-19 L:24FM
GOP -J FOX - December 15, 2011 pdf 132KB  PDF File 2013-01-19 1:24FPM

----- GOP Debates 2011 "L FOX - May 5, 2011.pdf &7E PDF File 2013-01-19 1:21PM
GOP Debates 2012 -P 5 " FOX - Sept 22, 21311 pdf 127KB  POF File 2013-01-19 L:22PM
OO Nmbmdms W4T N =5 ___.._ _ - . R —_ _—— P
£ > ( >

: =\M i jects|l piGOPYG s .
E:\Wormand\Documents My Provalls Research Projects 'g\“forkshop'gGOP'ﬁOP Debates 2012 - Part 1'|,ABC Jan 7. ZIJlZ HTML
E:\Wormand\Documents My Provalis Research Projects\Workshop\GOPYGOP Debates 2012 - Part 1\CNN - Jan 19, 2012.RTF
E:\Wormand\Documents\My Provalis Research Projects\WorkshopWGOPVGOP Debates 2012 - Part 1\FOX - Jan 16, 2012.pdf

X coe

¢ Click on a folder in the folders list on the upper left section of the dialog box to display its
contents. If you want to see the contents of a drive, go to the folders list, click My Computer,
and then double-click on a drive.

¢ |n the upper right section of the dialog box, QDA Miner displays all supported document or
graphic file formats that may be imported. To display only documents or images of a specific
type, set the File Type list box to the desired file format.

¢ Click the file you would like to import. To select multiple files, hold down the CTRL key while
clicking the other files.

e Clickthe | ¥ Add button to add those files to the list of files to import, located at the bottom of
this dialog box. You may also drag the files from the top right section to this list.

o Click the | = "™Pt | 1ytton to add numerous files contained within a folder. A dialog box will
appear giving you the option of including subfo