Teach Yourself NVivo 8: tutails by Lyn Richards 1

Teach-yourself NVivo 8:
the introductory tutorials

Lyn Richards

Wel come tityotuheseddw tutorials for researmBchers
Thesetentutorials take you through the basic functions of the N\&woftware, with guidare to

its interface and processes, as you set up and commence your own phajeetare edited versions

of my tutorials for the earlier NVivo 7, with
softwareand additions for new functionsly thanks to 8e Bullen and Fiona Wiltshier from QSR

for makingthese alterations and checking that the tutorials properly repthsenirrent software

You can use these tutorials alone, or use themtivitithapters of migook,Handling Qualitative

Data: a practicalguide,London, Sage, 20030 my experience of designing and teaching softyare
researchers often need methodological discussion of the software processes they were learning.
Thereds no point in |l earning a t éeedoingtlptiasnd i f vy
thereds danger in using software I f you have
So echTutorial exploresin software the techniques and processes descritsedhapter ofhe

book Those chaptergive advice and helwith the researcprocesses the software supports
http://www.sagepub.co.uk/richards/
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For more qualitative resources, gosew.lynrichards.org

| have prepard thesenaterialsfor websites to provide widest possible access to detailed help for
gualitative software selieachingand for use by those teaching software to others. They are
howevercopyright to ensure that if they are reproduceds th done iradequate context. Of course
permission will be given for copying them in appropriate cont&dglease just email me if you
wish to use them in this way.

© copyright 2008 Lyn Richards

These tutorials are copyright to ensure that they are not reprogatedly or in ways that distort
their content. Theynay not be reproduced without permission.

Please contact me iafo@|lynrichards.orgf you seek permission to reproduce them in a resegrch
or teaching situain.
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The NVivo software

The software used in these tutorislshe latest version of NVivdyVivo 8. You will need to have
a copy of the software to build your own project, using these tutorials.
If you are working with the earlier version of the softeyago to the tutorials for NVivo 7.

If you or your institution has naccess to a licenger NVivo 8, you can still find how it feels to
work in the software by using the fréene-limited) demonstration versioavailable from the

QSR website

For those who wish to compare NVivaand NVivo8, thetwo groups of tutorialare identical, so
you can skim to see whatodos new.

Data for your project

The exercises for each Tutorial assume that you have data ravaidble to you. There are many
ways of making that data.

NVivo8s hi ps with a copy of a project called Vol i
online documentation. You can work with this sample project, if you wish. The files include

interviews and focus groups as well as memos about the project, and you can use them to start your
own project. You might conduct an interview of your own to explore attitudes to volunteer work
amongst your family or friends. Now use the data to answer questignarabwn.The

volunteering data will be used in illustrations during these tutorials.

Alternatively, you might make a very small exploratory project with your own data. For these
tutorials you need only a first research question and a few documi@néshourlong interviews or
field note reports would be fine.

You can import existing data from any Word files. Or, if you wish to invent a small project for
these exercises, go tandling Qualitative D@kapter 2 for discussions of some of the many

ways of making qualitative data, with references to other texts for detailed advice. In Chapter 3 is
advice on making data records that will be rich and useful for your project.


http://www.qsrinternational.com/
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Using these tutorials

The ten tutorials can be followed by individual users waglalone, or they can be incorporated in
class | aboratory sessions alongside the book
processes they teach, but there are explanations of each in the chapter of the same number in
Handling Qualitative Data

Chapter summaries and software tutorials

Tutorial 1 Setting UpYour Project
Tutorial 2 Creating and Importing Sources

Tutorial 2a Making Multimedia Sources
Tutorial 3 Managing data: Cases, Attributes and Sets
Tutorial 4 Editingand Linking: Ge t t Wprirgm The Data
Tutorial 5 Coding and Working With Coded Data
Tutorial 6 Relationships and Oth&odes Handling Ideas
Tutorial 7 Seeing It In Models
Tutorial 8 Finding Items and Queryinghe Data
Tutorial 9 ExploringPattens in Matrices
Tutorial 10 Reporting and Showing Your Project

| hope the tutorials, and the boatgntinue to be useful to researchers learning techniques for
doing justice to data

Lyn Richards,
Melbourne,October, 2008
info@lynrichards.org
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NVivo 8 Tutorial 1:
Setting Up your Project

This tutorial is about starting out in software.

Starting out is not a very predictable experience, since many factors affect confidence and success.
These include obvious variabliéee experience and competence with computers, familiarity with

the purposes of qualitative research and resources of time and assistance. But none of these is an
overwhelming requirement! Success will be most directly a result of your own efforts tesee t
purpose of each exercise and to do it yourself.

The exercises in this tutorial have two purposes: setting up youpiject (and getting familiar
with the software) and ensuring you cave close and open it.

They start with ways of meeting the swére through the online resources that come with it. There
are Getting Started salfinning tutorials provided, which will help you to learn how to use the
menus, and the uses of the different folders iNtheigation View.

Following this introductionthere are instructions to set up your own project, and to familiarize
yourself with where your data and reflections will be stored. An introduction is provided on using
Help and customizing the software to suit your style.

As you work through tis firsttut or i al , take notes of any proces
explore further.

For advice on the early processes of a project, logging the plans and the journey, entering the field,
declaring the assumptions you bring with you, and learning theaeftools you will use on the
way, go toHandling Qualitative P@kapter 1.

For assistance with the basic software processes, use the online Help. A section of this tutorial
introduces it.
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1. Meeting the software
At this stage you need an overalhfiliarity with the tools offered by your software.

If you have access to an introductory class or workshop, this gives the easiest first encounter with
the software. Watching someone who knows it will quickly show you how to use it.

If you are teachingagurself, use th&etting Started Guide and the Tutoriptevided with the
software.

To access the Tutorials:
1. NVivo 8should be installed on your computer. This will be done from a CD or by download
from the QSR website

2. Startthe NVivo application by otiking the desktop icon (or viatart>All
Programs>QSR>NVivo 8>NVivo 8). The Welcome screen shows a list of recent projects
which includes the sample project and any other projects a user might have created.

3. On the menu bar, selgdelp and therNVivo Tutorials. There are four Tutorials, which run
automatically. Further tutorials will be developed and available for access via the QSR
Website.

Help I

@ Myivo Help F1

Mviseo Tukorials [\

Abouk Myivo

4. On the left hand panel, select the tutorial called Workspace The messages appearing on
the screen will expla the features of the NVivo workspace.

@ nviv ) @Ef

! File Edt Yiew Go Tools

The Workspace

Title Filename Modified
Valunteering Volunteering. mp 570272008 This topic covers:

« Hiding Toolbars

s Accessing Menus

e Mavigating Folders

e Changing Display Yiews O

QsRr

[ WewPraeet | [ OpenPuaiect | [ Help

& v
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2. Setting up your own project

The next task is to set up your projesady to receive your data sources and ideas

To create a project

1. Whether you justaunched\\Vivo, or just closed a tutorial, the NViwWelcome screenis

displayed.
2. ChooseNew Project from the File menu

3. Type in the name ofour project and a brief descriptiohote that unless you choose a different
I be stored I
usingWindows Vista). You can change the location of your new project by clicking on the
Browse button in the New Project dialog box. (If you want to move or copy a padieciou
have created the project, then you can do this from Windows Explorer pisinjkother data

| ocati on

, the project

W i

file.)
Mew Project (7 |3
Title Exploring Volurteering
Descniption Trial project using sample data and interviews with studerts on
attitudes to unpaid volunteer work]|
File name C:M\Usersfwittshier.Documents Exploring Volunteering.nvp W
[ ok || cancel |

n

your

4. Once you click OK in the New Project dialog box, your new project is created and the NVivo

Navigation Window opens On the title baat the top of the windowvill be the name of the

project you createdIn the illustration, itic a |l | e d

AExpl oring

gggggggg

Vol

unt ee
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Getting to know the Navigation Window
This window will be home base for your project. Its left hand side folders store all the data items

you create or import, and its right side panes list those items and disptagotitents. (Currently,
show.)

thereds not

|l f you are

your project, it will be the way you access data items and content.

hi

usi

to
MS Out |

ng there

ng 00Kk,

t his

wi ndow

In the folders on the side yoar store all the data and explorations of a project.

@ Classifications

_H__I,.I' Folders

As you create data and
start analysis, there is a
place for each item in
these folders.

ThelList View of items,
and information about
them, will appear in this
space when you ckcon
any folder. The List View
has a new feature that
enables you to add/remov
columns on display.

TheDetail View of the
contents of an item will
appear below that list whe
you double click on any
item in the list.

Setting up your project, you can

in Sources put your data documents, memos and media files.

in Nodes store ideas and coding;

and inSets,group those sources and ideas.

Then, as your analysis progresses, you can
makeQueriesto ask questions of your data;

in Models, make diagrams and image

useLinks to connect data items and content,

and makeClassificationsfor attributes and relationships.

And in the panels on the right hand side of the Navigation Window
you will be able to see and manage the contents of any folcked,

or shown in detail.

I
Internals

Name Nodes References
) Ama 0 0

Crested  Created By
T80 Fw

ModifiedOn ~ Modified By
TR320086:4  Fdw

) Anna

Q.1 Current use of time

Inan “ordinary” week, how do you currently spend vour time]

(What takes most time, how much tima spent on work, famih, leisure atc..7)

Lam still studving so an ordinary week for me is mainly spent studving and working part time. |
send about 32 hours a week at work, 6 contact hours at university, and [ spend my weekends and
evenings studving. [ also play Netball and attend a Yoga class of an evening once a week.

ook



Teach Yourself NVivo 8: tutals by Lyn Richards 10

3. Using Help

1. Click on the Help menuhis timeto access th®nline Help You can also access the online
help at any time by clicking the question mark (?) in the dialogue you currently have dpened
this will take you directly to thielp for that item.

Corterts Igde:r.l ﬁearchl Glossary

@ Welcome

Q‘j Using the Softwars

----- @ What's New?

----- Managing Your Nvivo Software
@ Navigating Nivo
@ Projects

@ Folders

@ Sources

@ Nodes

@ Coding

- Sets

@ Annotations

@ Mema Links

Q See Also Links
@ Hyperiinkes

@ Gueries and Results
-4 Models

@ Charts

@ Reports

@ User Profiles
() Warking With Your Data
----- @ ‘What is Qualitative Research?
@ Approaching an NVivo Project
@ Gathering Your Sources
@ Making Nodes
@ Coding
@ Quenying Your Data
@ Using Charts
@ Models

@ Reporting Your Project

2. Take time to check the Help contents. Note that there are two parts.

1 In the sections obJsing the Softwareyou will find instructions for conducting each task or
process in NVivo 8.

1 Go to the topic on Navigating NVivo and read thbtspics about introducing andstomizing
the workspace

1 The sections calledvorking with Your Data offer advice on why you would be doing this,
and how to use these toolsyiour project foryour analysis goals.

1 Go to the topic o\pproaching an NVivo Project. Read about what it is like to work in
NVivo 8.

3. Click the Search tab and try searching for information about some of the processes you are
about to conduct. Note that each topic takes you to information about using the software and
working with yourdata.
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4. A first step to customizing NVivo
Qualitative researchers often care about the way their data records look, and the appearance of the
screen they are working on.

1. In the Navigation Window, you can change how the folders appear (just as in MS Qhbttook
selecting to show and hide them or see the subfolders all together.

2. You can undock (and +@ock) the Detail View, making it a fréating window, whenever you
want to concentrate on just one itéro do this, clickbockedin theWindow menu.

3. And importantly, you can change whether you see the panels of the Navigation Window with
the Detail View below the List View, or on the right hand side. Experiment with different
layouts especially when you start coding.

View | Go Project Links Code Format Tools Wi
yE- = — E:Z

V| NavigstionView  Al=F1 A -B[r|U

Detail View k| [] Right
X v |[H Bottom
Expand/Collapse b

v || Child Mode Headers

h Toolbars » |
Nodes

Layout 3




5. Your project and its management

Now, to your projectour NVivo project is stored as a single file. TFi&e menu allows you to

make a new project, open your existing project or close it.
Note the options available from the File menu.

Eile
®
L=

Edit VMiew Go  Project

Mew Project...

Open Project...

Import Project...

Close Project
Copy Project...

m

Print Prewview

Print List...

Project Properties

Exit

CTRL=+M
CTRL+O

Links

To close and locate the project
1. From the File menu sele€lose Project

From this menu you make a newject, open an
existing one, make a copy of a currently opened
project or import one project into another.
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If you are working in a team you may later wish to

combine your projects in one. By importing one
project into another, you can merge your work/adi
wish to do this, go for advice to the Help topics on

importing projects.

The File menu also gives access to the Project

Properties. Here you can change the name or
description of your project.

lﬂ Note, if the name is changed internally, the
pr oj e tetndme onfyour computer hard disk will not

be changed.

2. If you have made any changes to the project, you will be asked whether you wish to save this

project, choos&ES.

Congratulations! You have a new, saved project, waiting for your data and ideas.

Your NVivo project database saved im singlefile. By default it is in the My Documents (or

Documents if you are using Vista) folder. (If you changed this default, or moveny &tree,
be sure to record where you placed that fif@yr new project should now be storiaedhe

location you specified.

3. Go to thewindows Explorer andthe folder forMy Documents(or Documents) toleeck your
project is where you put itlt is a singe file with the NVivo icon and the extensionp (for

ANVI projecto).

vV O

To open and save your Project

1. When you closed your project, you returned to the Welcome window, which now steows th
name ofyour project. Click on its namé& our project willopen in the Navigation windaw

Note that orthe File meny Save Projectis probably not available, because you have not made

any changes to save.

2. From the File menu, seletoject Properties. The window tells the name and description you

Li ke

any

ot her

fi

e

t

c

ar

gave your project, and the time you created it. Alter the description to add detail. Now, you have
made changes and can select3bge Projectoption, or simplyuseCtrl+S.

l.iii Make a habit from now of doing a Save whenever you feel you have significantly changed your

project.
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To manage saving and undoing

NVivo hasUndo i more on how to use it below. After you save changes, they cannot be undone.
For this reason, NVi vo wi lairegulaointervals, if yoovsishtoe 0 .
save. (You can change the frequency of reminidsee next section on Optiong)ways consider
your answer, as you may wishlWmdo something you just did.

Save Reminder L-'E_E'-J

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

When you close a projeét,any changes have been madét, NVivo will ask you if you wish to
save changes.

To back up your project file

There is great advantage in having your project saved as a single file. It is much less likely to be
damaged by bad file management than a project saved in many félldersyou can easily send

the entire project to a colleague or supervisor as an attachment to arfenggets big, compress

the file using Winzip.

You back your project up like any other file.
When you wish to back your project up

1 use whatever is younormal backup procedure to make a copy of the project file on
another safe storage device;

1 orif you prefer, whilst you are working in your project, make a copy of a project
from the File menu. (Simply selelele>Copy Project).

Always back up your pregtfrequently and keep a record of where you stored the backup copy,
and of other relevant information about date, state of project at backup, in case of computer
problems or change of direction in your thinkilghen you are working qualitatively, yoart
change the project data base very many times in so many siibikke any computer file, your
project can be deleted or mislaid if you are not careful with your data management processes.
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To set application options for save and safety

1. From the mentbar selectrools>Options . The Application Options window opens. Click the
Notifications tab and set the project save reminders to the time you prefer.

2. Click through the tabs to check the range of project options you can set.

= Big Warning ! one option is Enable deletion confirmation messagesunless you are very

confident, d o n 0 ttickut!h For most users, it is essential to have that warning when, unintentionally,
they have asked to delete items.

Application Opticns 4 @Iéj
General ﬂoﬂﬁcatlonsl glspla‘/] Labels ] File Locations | Paragraph Styles ] Model Sty 4 »
Messages
Enable project save reminders every 15 |5 minutes
Enable deletion confirmation messages
Updates
Check for software updates Every 7 Days i
Apply ] [ oK ] [ Cancel

3. Note the buttorClear Recent Project Liston the Generaltab. Y o un@ddihg tHiseUse
it when you wish to cleanup th¥e | ¢ o me Wi n d o w Gafter you remtioveo f pr o]
experimental old projects, or move ones you are working on.

This concludes NViv@ Tutorial 1. Go tdHandling Qualitative DataChapter For advice on any
of these research processes..

Now for some data! Ifut or i all 2, youoll ma k e idaodchackhaprihe s i n
now growing project.
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NVivo 8 Tutorial 2:
Creating and Importing Textual Sources

This tutorial is about howo make textual data records in NVigpor import them into your NVivo
project. There are three ways of doing thia this tutorial there are instructions for each. You will:

1 import one or more records from a word processor file;
1 work in your project, ad createa record there;
f record a s ummaBkxteernabrecordkhat 6s i n an

And since at the end of this tutorial you will have a project underway, it concludes with instructions
for a fourth task:

1 back upthis precious project file that records your work

Chapter 2 oHandling Qualitative Datas about making qualitative data, the many ways of doing
so and how to make useful data for your purposes. To review what you need to know about
documents, go to the Online Help.

About textual sources: documents, memos and externals
NVivo provides three folders for tee sorts of Sourcésinternals,memos and externals.

These are common divisions in a qualitative project. You can make furthéldats of your own
to hold diffeeent types of Sources. Internaler example, may be divided into interviews and focus
groups, or memos into theoretical and methodological notes.

Each o6l nternals6 folder can hold both textual
focus on working with textual records,4ee how to work with multimedia records, see Tutorial 2a

If you are working in NVivo you can write early research desgpordsor letters etc. in a word
processor and import them to your new progctiocuments or memd3r simply write them
within your project.

And you can maké E x t espuncadb @present other material that ywill not bring into the
project at all but dondét want to | ose.

This tutorial takes you through the steps to import a document, to create a document in NVivo and
to createan External to record other data.

As you work through these steps, note that there are always at least two ways of getting to the
commands you wish to give the software. Familiarity with these different ways of working with
software will help you find thevay that suits you best.

l.iii Use the List View, as you work. L ike the familiar Windows Explorer, it will allow you to sort on
any of the columns in the right pane . As you bring in more sources, you can view your documents or
externals in order of size, amo unt of coding, or date created or modified.
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1. Choose how you work in NVivo

Most tasks can be accessed via the top level menu and also the context menu available from the
right-mouse button. For most menu items there are short cuts. And for some ¢heomsion the
tool barsFor example, there are always three ways to add any new item.

You first need to tell NVivavhat you wish to addrou do this by clicking on the appropriate
folder, and then clicking in the right pahist View. Now what you canafor that sort of item will
show on the Project Menu and the Context menu when you click the right mouse button.

1. Go to the Project ment | project | Links Code Tools Window Help
and you will find it offers New Internal ,
the option to create a new S
internal item (or import D ’
them)_ Import Internals... CTRL+5HIFT+I

2. Or right click in the New Internal N
List View and from the ImportInternals..  CTRL+SHIFT+I
right mouseContext menu Export >
select the option to add a Print »
new item of that sort (or, & Paste CTRL=V
for documents, to import Sort By »
them). List View v

Refresh F5
o JHOO &% 51

Document in This Folder...

3. Or just usehe New
buttonto createhis sort, or
any other sort ohew
project items.

Have you noticed that

most common actions in NVivo
have fast keys showing with the
menu items? It is useful to
learn the ones you will often
want to use.

Audio in This Folder...
Video in This Folder...
Subfolder in This Folder...
External...

Memo...

Free Node...

=

Tree Node...

Case...
Relationship...
Set...

Set.
Text Search Query...

Word Frequency Query...
Coding Query...

Matrix Coding Query...
Compound Query...

Coding Comparisen Query...
Dynamic Model..,

Attribute...

eHorPeReE86000BReY, Unow

Relaticnship Type...
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2. Making sources

Most of the data sourc@s most qualitative projestare recorded itext. At this stageyou may
haveearly research design documents. Latey, canaddtranscripts of interviews, field notes,
survey responses etc.

As those documents are created, theyatmllytyped up in your normal word procesgbere we
wi | | a sMSWane) Thesevdosd processor documentan be imported directiyto your
project in NViva They can be in Word files (.doc or .docx)imrich text formaf.rtf) or pdf format
(.pdf) or of course in plain text (.txt). If youei®Vord files, they can include pictures or tables or
other embedded objects, and you will be able to view, code and retrieve this content.

To import a document

1. Create a document yourword processoror locate one you have already typed@pwrite an
inf or mal one about what you are planning to
Save it as a Word (.doc or .docx) file, in a sensible location

2. In your NVivo projectclick on the folder folSources and theninternals . Click in the List
View to show you want to work with the items in that foldaom theProject menuselect
Import Internals . (Or select this command from the context menu when you click your right
mouse.)

Import Internals @
Import from
Text Options

Create descriptions

Optionz
Code sources at new cases located under

Caszes

Create as read-only

oK || Cancel

3. Note the options offered. The option@Gode sources ahew casess covered in the tutorial for
Chapter 3If you are importing documents (e.g. interviews) that represent cases for which
you want to store information, go to that tutorial to read about cases.

4. Click Browseto select the file to import. &igate to whergour firstsource fileis located.
Selectit, and clickOpen. (If you have prepared more than one document, seltct
Ctrl+click or Shift+click to import many documents at onc€ljck OK.

5. TheDocument Propertiesare shownBy default, he name of the doenentis the name of the
file selected. You can renamere-describe the document at any time by going to its Properties.

6. Click OK. Your documenis importedand its name and detadppear in thé&ist View. To
read it, double click on the icon next te hameand is contents wilbpen in theDetail View
below.
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T T
Internals

Name Nodes References Created  Created By Medified On Medified By
L) Anna 0 0 7128200 Fdw 7i28/20086:04  FJw/

) Anna x
[rizerview with “dnna’ o

Q.1 Current use of time

T an “ordinary” week, how do vou currently spend vour time?

(TWhat takes most time, how much time spent on work, family, leisure efc...?)

I am still studying so an ordinary week for me is mainly spent studying and working part time. I
send about 32 hours a week at work, § contact hours at university, and I spend mv weekends and
evenings studying. [ also play Netball and attend a Yoga class of an evening once a week.

If you wish, you can edit the text, cut and paste text or images, change colors and fonts etc just as
though you were in a word processor. Close the Detail View at any time by clicking ®rirttthe
top right corner of the detail view.

To add a new source in NVivodos editor

Documentr memoscan also béntroduced intaa project by transcribing directly into NVivo. It
has a rich text editowith font controls, and Und@¢Though of coursé does not havéull word
processor functions like spielty checkerg

Now consider a memo you wish stat. Perhaps a record about your own attitudes (prejudices?) to
what you are researching? This may be a first important contribution to your @reject o ggi n g
process.@ce itbés created in NVivo yhangestmgourviewsnt i nu
(or confirmations of themthat should be logged.

As youdll see in | ater tutorials, tWAeytog are h
trail document can be linked to the data it descrémel/ou can code as you tydaut for now, just
start it.

1. In the Navigation window, click on the folders fdourcesand therMemos Remember to
click in the List View teell NVivoyou want to wde with the items in that foldeNow
you can use the menus as before: dRegject>New Memo or use the context memu the
New button.

2. In theNew Memowindow, nhame and optionally describe your memao.

=

Descriptions matter ! NVivo gives a description op tion for most project items. Always use this if
your purpose in creating an item (like a memo) may be forgotten or confused. Teams are much helped
by storing descriptions to convey purpose.




3. Click OK and the memo is created. The content (currently)ngmens in th®etail View Type

4.

5. Close thememoas you would in a word processor, by clicking the corner X in the title bar.
Changes will bautomatically saved but remember to save your project as a whole hit Ctrl+S.

oneé
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New Memo Lilﬂ_hj
General
MName Volurteering and Me
Diescription Joumal of my own ideas about volurteering, from the start of this -«
project, and how they may change as | go.
Location Memos
Size 0 KB
Created On 29/09/2008 3.54 PM By SMB
Modified On 29/09/2008 3:54 PM By SMB
[] Read-enly
0K || Cancel

you

are in NVivobds

rich

t ext

edi

tor

(Advice onstarting a diary or journalocument is irChapterl of Handling Qualitative Datg

It 6s

i mpor t anesinany prajegiurmal Note that yon ¢an timstamp your
entries by selectingormat >Insert> Date/time, or just hittingControl+Shift +T .

Format | Tocls Window Help

44 Font.. S5 J RLIiFS
Text Style VElE== EEiz s
Paragraph Alignment 3 ;_: 3 @ B B E E
Indentation 3

E |
Bullets and Numbering »
SRR ind Mo ]
Insert 4 Text Table... =
Delete b || Column
Convert 4 gﬂ: Row Ctrl+Insert
Reset Settings Rows
Image...
Date/Time Cerl+Shift+T
Page Break

S

0]
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3. Recording external data

Now for data that is not easily brought into NVivo. Aatedin Chapter 2, qualitative datacords
arerarely homogeneous. Much of your data wdk e textual.

For the project you proposed, find some data that you do not want to bring into the computer, or
c a n é6.¢9.webpageshooks,or a box of newspaper cuttings. In NVivo, such data can be

represented bif E x t e.nf thadata representedafleon your computer itds
fexternal fleo because it wil/l not be in yournoproject
file data.

To add an External for a book

If you are stuckor some external data, make an ExtefoaHandling Qualitative Data Any

project requires work with literature, amdth an External you careference and keep connections
with books and article¥ our summary oéachchapter, with occasional quotésa Source for the
project; you catink it to relevantdata in your project and use coding to find the passages when
they are needed.

The process of creating a new item should be familiarinselect the folder you will create it in,
(Sourcesand therExternals) click in theList View to show you want to workith the items in
this folder.

1. From theProject menu (or the context menwhooseNew External (or use the New button:
New>External in this folder).

2. Type in the name arnahy relevant details.

3. Click theExternal tab to specify théile type i this canbe a file link or web link. If you are
describing something (like a book), that is not a file on your computer or a URL,Q#lect




