Text in an NVivo document can incorporate mostef familiar richness of appearance that
word processors provide, such as changes in fpet size and style, colour, spacing,
justification, indents and tabs. The text will ratas formatting when imported into NVivo.

Use headings throughout the text to identify wiodlotvs within the document. For example, in

a structured questionnaire or interview where thestjons are always exactly the same for each
person, use standardised headings for the stralctirestions to indicate the content of what
follows; in a less structured interview or focusugp, speaker names might be set out as
headings, so that turns in conversation are idedtih the document. While speaker headings
are essential within focus groups if you wish tkema case node for each speaker, they are not
essential within single-person interviews. Multipdgels of heading are available, so that it is
possible to have topic headings, and then withiséh speaker headings.

Heading stylesnust be used to identify headings, especiallyibaoding of text based on
headings is required: NVivo will not see text dseading just because it is bold or in a different
font. When heading styles have been used in atsteccquestionnaire, all the responses to each
guestion can be automatically coded for the queshiey were answering. In a focus group, use
of heading styles for speaker names allows NVivautmmatically find and code everything said
by each speaker, and thus to create case nodeadorspeaker.

I usually recommend using Level 2 headings for kpeaames, in order to leave Level 1
available in case you want to insert topic headatgs higher level than speakers. Make sure you
are consistent about the level of heading chosespieakers (or anything else you are using
headings for) across all your documents.

Heading styles define passages of text by assignstgle representing a particular level to the
heading for that passage. In Word, applicationeafding styles allows the user to

apply standard formats to headings with a singtécl

reformat a style across a whole document in one go;

use Outline View to view and modify the structufere document;

quickly navigate to different parts of the documesinhg a Document Map; and
generate or update a Table of Contents in one step.

Word has a default set of styles for headings (Wwlen be modified if you wish). To apply a
style, click in the paragraph it is to be appliedthen either select from the quick styles listed
the Home ribbon, or open the styles window (clicktloe tiny arrow at the bottom right of the
styles area), and choose the level of heading ysh te apply (Figure 1). The style will be
applied to the whole paragraph in which the cuisdtinking—it is not necessary to have
selected the whole paragraph.
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To modify a style, right click on it, and then sgi&lodify from the list of options for the
relevant style. To create a new one, based orelketsd style (usually Normal), click on the
first AA symbol, at bottom left of styles window.
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Learn to use heading (and other) styles when yewvating, and to use them efficiently. You
might create your own additional styles for otheggularly used features, and add them to your
normal template. | have created styles for quatesons, tips and warnings, for example, as
these are styles that | use often, and it means twn’t have to format each one individually as
I am writing. You can copy styles from one docum@ntyour Normal template) to another
document, using the Organizer (found by clickingvemage Styles and then Import/Export).
(Figures 2 & 3)

© Research Support,™March, 2009



It is a nuisance to have to pick up the mouse pdyag style each time you apply a heading (or
any other regularly used style), especially if ywa trying to keep up with someone’s speaking
voice. Setting up a keyboard shortcut can make@gipn of a style very fast, so that it doesn’t
interrupt your typing.

Word has default shortcuts for Headings 1, 2 art3)., Crtl+Alt+1 for Heading 1, etc.
To set up your own shortcuts for other styles:
In theModify dialogue, choos®lodify > Shortcut key.

When the Customize Keyboard dialogue opens, Phesshiortcut key you want to use for
the selected style, check that it isn’'t alreadyliedto something else you don’t want to
change, and then confirm it by clicking Assign

Alternatively, to get your speaker names (or topice/hatever you are using as subheadings)
into Heading Style Level 2 (or whatever level yoant) without having to do each entry
individually, or even each speaker individuallye assymbol that you are not using in the
general text after each speaker name when yowyiregtup, e.g., # (if you are using more than
one level of heading, make it something differemtefach). You can then use Replace to change
the style of the symbol from Normal to, say, Hegdn It will change the whole paragraph (i.e.,
the name as well as the symbol). Omit the symlowhfthe replace box to remove it from the
transcript.
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Assuming the headings are on a line by themselves:

Place your cursor at the beginning of the text Wincludes headings you wish to change to
a heading style.

OpenHome >Replace In theFind what: slot, type in the character you have used to
identify your headings (such as #).Replace with: leave blank.

Click onMore. Make sure your cursor is in tReplace with: slot (it usually jumps back to
the first one) and click oRormat at the bottom of the Find and Replace box. Ch&bgle
and then select the heading style you want fortthdt You will notice that unddReplace
with: there is now a note indicatit8jyle: Heading 2(Figure 4).

Finally, click onReplace All, and Word will turn all your marked text into stgl headings.
(If you want to use Replace without Styles in thene work session, you will have to choose
No Formatting to remove the Style option.)

It is a good idea to use Outline view (showing le)eto check that the headings are all as
you want.

If your typist has typed your interviews or focusgps in the format below, then you can easily
convert the identifiers to headings with the follog/Replace optior{(Figure 5):

Find what: :*t (i.e. a colon followed by a tab)
Replace with:*p (i.e. a paragraph break) usirgrmat > Style: Heading 2
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For example:

Pat: guestion question question
Josephine: answer answer answer answer answerragissveer answer answer answer answer
answer answer answer answer
Pat: guestion question question
Josephine: answer answer answer answer answerragissveer answer answer answer answer
answer

becomes:

Pat
guestion question question

Josephine
answer answer answer answer answer answer anssveeraanswer answer answer answer
answer answer answer

and so on. You may need to select all (Ctrl+A) adplist the left indent marker to tidy up the
paragraphs. And you definitely need to check tiselte (e.g., with Outline View), because
typists are notoriously inconsistent about fornmayti

The same general principle can be applied to @trangements. It is primarily a matter of
working out what the common features are (e.gividdal names, if a colon hasn’t been used),
and using thélore option andSpecialin theReplacedialogue to find the codes for special
features. If you're not sure what formatting hasrbapplied (e.g., whether spaces or tabs have
been used), click on the paragraph mark  in Hobien, to reveal it.

Tables that are simply part of the text of the doent can be left in that format for NVivo.

If, however, your typist has typed all of your date a two-column table with a separate row
for each speaking turn (speaker in column 1, whatid in column 2), you are advised to turn
the text into a regular document. (Use this alsddbles copied from Excel — see below.)
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For example:

Pat guestion question question

Andrew answer answer answer answer answer answer
answer answer answer answer answer answer
answer answer answer

Pat question question question

Andrew answer answer answer answer answer answer
answer answer answer

answer answer answer answer answer answer
answer answer answer

Start by selecting the whole of the first coluntrert assign a Heading Style to that column
(using Quick Styles or a keyboard shortcut). Ifthiele has a third column (e.g. you have
added notes), convert that column into a colour.

Then select the whole table, and fraayout ribbon, choos€onvert to Text, choose to
Separate text with > Paragraph breakgnot tabsland your document will be perfectly
formatted for NVivo (Figure 6).

N

Once you have become used to using the tab kewke i@ new row, using a table in this
way can be a faster option than applying stylegoastype.

For some methodologies (e.g., interpretive phenatogical analysis), the analyst prefers data
to be separated into meaning units, with the optifcadding comments to each meaning unit. If
meaning units in the text are marked with slaslsegoa read, it is then relatively simple to
convert it to tabular form.
Highlight the text to be converted to a table. Fittva menus chooseable > Convert >
Text to Table. Change the option for separating text to Othed, tstpe in a slash (/). Choose
to make one column only. The number of rows wilgbeyed out, but will show the number
of slashes +1 for each paragraph break (Figure 7).
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To add further columns for entering your commesgect the resulting table and chotse
insert column/s to the right (Layout ribbon or Rigfhouse menu).

When dealing with responses to structured writteéestjons or transcribed responses from
structured interviews where exactly the same qoesthave been asked of each person, text
responses to the open-ended questions within thgtiqunaire or interview are best entered
directly into a separate Word document for eaclgerusing a document template. Categorical
and scaled data should be entered in a spreadsh&teatistical database, in preparation for using
some or all of it as attribute data (dot enter the numeric codes or categorical informaitiom

the word template or documents, as it cannot bé insthat form).

The use of a template ensures that the questidnshwill become the headings in the
documents, are always typed in the same way in @actiment, thus facilitating the use of the
auto coding tool to automate initial coding (ifer, the question being asked).

To create the template:

Start the document with a blank line. This is tihe in which the identifying code/name for
each document will be entered.

Type the question numbers from the survey andstroat version of the standardized
guestions (no more than 70 characters) which abe facluded in the text files. Type these
using aHeading 1style (and if there are subquestions, use thelaegt of heading down for
each level of subquestion). These will become mggdiin your documents. Follow each
guestion with a blank line (make sure these aidarmal style).

In theSave Asdialogue box, in th&ave file as typeslot, choose to save the file as a
Document Template This will create a .dotx file which will be autaically directed to the
Word Templates archive. Change its location if yash, before closing the Save As
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dialogue. Either save the template in an easydesaclocation (My Documents, or the folder
where you are going to store the files you makeg/@ make a shortcut to it and place that
on your desktop (to make a shortcut, right clickloe object and choose &&nd to >
Desktop).

use the template:

Double click on the template icon (or its shortdotppen it. It will open as an unnamed new
document, with the headings already in it.

Enter the code number/name for the respondentifirgt (blank) line.

Type in the responses to each question under tdirgs. Use the down-arrow key on your
keyboard to move down the page.

Delete the headings for questions for which themsoi response.

Save the file. If you also intend to import mat@hattribute data from a table, make sure you
choose a filename (ID number or name) to matchubkedl in the table.

Close the file. Return to the template icon andhopgain for the next document. Once again,
it will open as a new document with just the hegdim it.

Where you are using numeric codes as filenamegetdtify survey respondents, it is best if
each filename contains the same number of digitsgd not start any with 0. Default sorting
of document and case names in NVivo is alphabetid 6o the same number of digits are
needed to avoid the sequence 1, 10-19, 2, 20-28-39..., therefore it is desirable to use
01, 02, 03...10, 11, 12), but if attribute data aseg prepared in Excel, leading zeros will

be dropped. The solution is to either start at (833uming no more than 899 cases), or prefix
the numbers with a letter code (you might use thishe first number, as a group indicator).

Survey data which includes both numeric and tetd da commonly entered directly into a
spreadsheet or database. Categorical and numéaievdbbe dealt with separately (as attributes
of the cases, and for statistical analysis). Wéalffered here are two quite different ways of
dealing with the open-ended text responses. Theadstou choose will depend on the number
of questions being considered, and your confidémcsing Word.

When the documents are eventually imported intoMd\Vuseauto codeto extract case and/or
topic information, based on the headings you haydied to the data.

This process will make a document for each questuath each case identified by a heading.

Start by making a backup copy of your entire spshadt, as you are likely to ‘mess up’ the
copy you are working on. Then delete all the colamwith numeric and pre-categorised
responses from the table. Assuming you have castdifigrs in the first column, you will
now have the answers to the first open-ended quektcated next to the case IDs.

Select the entire table (click in the empty boxoatleft), and choosPata > Sort (your table
has a header row) and sort on the first columnasoimyg text responses to send all the non-
response cells to the end of the table.
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Now select just the complete rows from Columns A Bn(i.e. the IDs and the first set of
responses)zopy, open a Word document, aRdste It is essential not to have empty cells
in the table, so if you did manage to bring anyasy remove thentire rowin Word.

Apply a heading style to the first column, then\aem the table to text (as described above).
Save your document using the question as a title.

Return to the spreadsheet, delete Column B (thstigumeyou’ve just done), and repeat the
process (including re-sorting) for the next questio

It will not matter at all if your cases are listeda different order for each question.

Your data is now ready to be imported, and autedddr cases. Each case node will end up
holding all answers provided by that case.

Mail Merge can be used to take data from the sgte=et or database and insert it under
appropriate headings in a Word document. This eansed to create a file in which each case is
identified by, say, Heading 1 (H1), and each qoedby Heading 2 (H2), allowing NVivo to
auto code the document for both cases and questions
Begin by creating a normal document which contéBdeadings for each open-ended
guestion. Thenn the first line of the documemhsert a blank line and make it H1 — this is
where your case IDs will be recorded.

ChooseéMailings > Select Recipients > Use existing ligFigure 8). Select the Excel table
(or database) that contains your data. Indicatehvbineet you wish to use (probably #1)

With your cursor in the first (blank H1) line ofeldocument, click omsert Merge Field in
theMailings ribbon. You will be shown a list of your databdieéds (Figure 9). Select the
field which provides the ID for the respondent. Theert Merge Field dialogue will close.

Move your cursor to the end of your first questigading, take a new line, and again, click
onInsert Merge Field. Insert the field that belongs under that headingn move on to the
next and so through each of your headings, platiagelevant field under each.

Add a blank Heading 2 line at the end of the doaur&his is critical for version 8 of
NVivo, to prevent the next case identifier frormgencluded with the text of the last
guestion for the person before thgm.
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Click onMailings > Preview Resultsto preview your files, and make changes if neagssa

Choose td-inish and Merge > Edit Individual Documentsto complete the process (Figure
10). The data will be merged in a single file seped into sections, one for each respondent.

I ("

Save the new file as a Word document. If it iséaiiggis advisable to break it into several
documents (e.g., of less than 50 pp each). Itefulisalso, to delete from the document any
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guestions for which there is no response, butrthiggt depend on how many there are, and
your patience!

Import the resulting file/s into NVivo. Select alind auto code once for Heading 1, placing
results under a ‘foster node’ in the Cases arean Belect again, and auto code for Heading
2, placing the resulting nodes under a ‘questionsie in the Trees area. If you inserted the
blank H2 line, you can now delete the resultingtleat node from the list.

For sophisticated Word users! The section breaksdsm each respondent’s text can be used
as a common factor in a repeating macro to smintlerged document into separate
documents for each person. Analysis by cases caatlsfactorily achieved without this

step, however.
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(Perakyla, 2004:178-9)
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Starting point of overlapping speech

End point of overlapping speech

Silence measured in seconds

Pause of less than 0.2 seconds

Upward shift in pitch

Downward shift in pitch

Emphasis

Prolongation of sound

Section of talk produced in lower volumerthhe surrounding talk
Section of talk produced in higher volume thiaa surrounding talk
Creaky voice

Smile voice

Laugh particle inserted within a word

Cut off in the middle of a word

Abruptly completed word

Section of talk uttered in a quicker patantthe surrounding talk
Section of talk uttered in a slower pacenttiee surrounding talk
Section of talk that is difficult to heartds likely as transcribed
Inaudible word

Inhalation

Exhalation

Falling intonation at the end of an utterance

Raising intonation at the end of an utterance

Flat intonation at the end of an utterance

‘Rush through’ without the normal gagoia new utterance
Transcriber's comments.
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