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PREFACE

In this day and age of fast moving technology, it seems a bit odd to produce a text for computer-

aided data analysis in paper format. For those of us who are still the digital immigrants, it is
however nice to be able to put pen to paper and scribble a few notes in the margin for a more

tactile experience.

For those who are more technologically inclined, the text also incorporates QR codes and
hyperlinks that allow you access to videos, slideshows and other multimedia to facilitate your
process. The book is also available in pdf, mobi, epub and kindle formats under a Creative
Commons Attribution license, so you are free to redistribute and use the material in your training
and supervision. Some videos might refer to older versions of Atlas.ti, but the functions explained
in these videos translates to the newer versions. The QR codes can be read on your mobile device
once you have loaded any of the free QR code readers available in your app store.

Atlas.ti video library Atlas.ti 8 Windows Quick Tour manual

]

http://tinyurl.com/pttsabg https://ftinyurl.com/zlymgw9

The book and its chapters are structured in the same order that you would approach most
research projects. It presents a thematic approach to analysis while being cognisant that each
analysis is entrenched in its paradigm or philosophy. You may secure in the knowledge that there
is no one right way to conduct an analysis (Bazeley, 2013; Campbell, Quincy, Osserman, &
Pedersen, 2013; Chenail, 2012; Denzin & Lincoln, 2011; Eberle, 2014; Flick, 2014a&b;
Huberman, 2014; Schurink et al., 2013; Willig, 2014a). Atlas.ti may be employed with any
gualitative research design. The most analytical process commences with a thematic analysis,

and the examples are framed around this approach.


http://tinyurl.com/pttsabg
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https://tinyurl.com/zlymgw9

Multiple authors (Bazeley, 2013; Braun & Clarke, 2006; Saldana, 2013; Vaismoradi, Turunen, &
Bondas, 2013) have attempted to map thematic analysis. | present a very simplified version

below:

Text familiarisatio

Coding

Revision

Themes

Revision

Thematic Analysis (Archer, n.d.)

Computer software to assist with qualitative data analysis (QDA) has become
established as an essential tool for many researchers in the last 20 years. One of the
most commonly used acronyms for this software, [Computer-Assisted Qualitative Data
Analysis] CAQDAS, [was] introduced by Fielding and Lee following a 1989 conference

on the programs...
(Gibbs, 2014, p. 277)

CAQDAS software allows for review, sorting, sifting, quantification and visualisation of data, but
you as researcher remains the driver of the process, the software only assists. (Bazeley, 2013;
Flick, 2014b; Gibbs, 2014; Lacey & Luff, 2007; Saldana, 2013). As a researcher, you must be
able to conduct rigorous Qualitative Data Analysis and have a firm grasp of Research Designs
and Paradigms, before embarking on the computer assisted route.



There is a vast array of CAQDAS software available of which some of the most commonly
employed ATLAS.ti, NVivo, MAXQDA, AnSWR, HyperRESEARCH, QDA Miner, Qualruss,
Transana and Weft (Evers, 2016; Flick, 2014a; Gibbs, 2014; Saldana, 2013). There are even free,
Open Source Software available such as Weft, Open Code, AnSWR and TAMS Analyzer (Gibbs,
2014; Saldana, 2013). The tool you employ is less important than the researcher’s skill and
approach to analysis as was illustrated in the Dutch KWALON experiment (Flick, 2014a; Gibbs,
2014)

This book specifically focusses on Atlas.ti, as one of the most popular, established and multi-
functional CAQDAS tools. Essential actions will be indicated in the text. Tips appear in text boxes,
along with advanced notes for the technologically inclined. Please ignore the tech notes

completely if you find them confusing.

THE BOOK COVERS

(%) Organising documents and folders;

(%) Different ways of coding text — including automatic coding;

(%) Basic searches;

(%) Creating subgroups (groups) of documents or codes;

(%) creating network diagrams to display relationships;

(%) Generating output reports to inform and support your analysis.
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CONVENTIONS USED THROUGHOUT THE TEXT

GENERAL NOTES

Some practical exercises will follow each section. Bulleted comments explain the steps required

to accomplish the task at hand, e.g.

%) Make sure the document is open in the main Atlas.ti window

%) Select the text which you wish to code.

MENU SELECTION

Atlas.ti is B@ @ --

Throughout the book, the selection of any me -
written in the same format, for ex | -
U i
%) ‘Select Home = Add Documents from the menu ribbon’ . siiim

means that you should first click on the ‘Home’ option of the Atlas.ti
menu ribbon and then select ‘Add Documents’ from the sub-menu that
appears. Then select ‘Add File(s)’. Select the files that you wish to

import and click ‘Open’.

CODING

To allocate a code to a piece of text, you must first select the relevant piece of text.

% Don't just code a word out of context. Select enough text so that if you read that piece of
text outside of the original context, you can still follow what it is about.

%) Do not use very broad codes e.g. don’t code everything in a teacher interview as Teacher
perception. This will not help you analyse the text. Start with fine codes which indicate
specific detail. If they are too fine, they can easily be combined after coding. It is
complicated to make broad codes more detailed after the coding is complete.

% If you are stuck with a code put down a preliminary name, you can easily rename it.

% You can select a quotation from the text by clicking on it and dragging the mouse from the

beginning to the end.

Vi
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6th Edition

1. PREPARING YOUR DATA

Atlas.ti 8.x is capable of handling textual, graphical, and multimedia formats including rich text
format documents, Word documents, most picture formats, most sound formats and most digital
video formats, as well as PDF documents.

When uploading PDFs, it is essential to ensure that your version of Atlas.t
otherwise the latest versions of PDFs may not be compatible. Atlas.ti 8
updates automatically when connected to the internet. Previous versions of A
can be updated by following these steps:

Help > Updates and Licenses > Check for Updates Now

Careful editing and naming of all documents is suggested prior to loading your

documents into Atlas.ti. This will save a lot of headaches and time later in your work.

The following editing must be done before loading your documents into Atlas.

(% Create a transferable / suitcase file
(% Apply a naming convention
(%) Ifitis an editable document you created:
Check all grammar and spelling (If these are transcription and note taking errors,
do not sanitise the words of participants)

Replace all names with pseudonyms (including in your file name)

1|Page



6th Edition

DOING YOUR FILING

Altas.ti provides easy and intuitive access to your data and analysis process. Most of the
documents and media that you use are uploaded into Atlas.ti. However larger files are linked to
the programme. Filling your project data properly from the beginning will help you manage your
project more effectively. Although this might not be a requirement for running the analysis through
Atlas.ti anymore, it is good practice to know where to find relevant project data and outputs. This
will additionally assist you to develop a report of your findings at the end of the project to display

your audit trail more effectively.

From Atlas.ti version 8, the program will by default reque.;.
documents into a library. This book suggests an alternative a

type of suitcase to hold all your audit tra

CREATING AN EASY TRANSFER/SUITCASE .
FOLDER Sty

Refresh

(%) Make sure your computer is open on Paste

Paste shortcut

the desktop Undo Delete

. . 4 NVIDIA Control Panel
(% Right click on an open space on the orieren
Shared Folder Synchronization

desktop i Feid T

Shortcut

(%) Select New > Folder from the main nView Properties

Microsoft Access Database

Screen resolution

menu Bitmap image Gadgets
Contact

(% Name your folder appropriately for the "L P

Personalize

analysis you are going to do, a
descriptive name that is appropriate for your work is
preferable e.g. Madiba.

[ . .
e

(%) Using the same procedure create the following Organize v Includeinlibrary v Sharewith v

(%) Open the new folder you have created

~

subfolders in your new folder: X Favorites Name
Outputs

Documents

Bl Desktop 5 | Documents
& Downloads 1 Outputs

2| Page



6th Edition

This folder on your desktop how becomes your suitcase folder in which you can save all your
Atlas.ti work from your documents, including the final outputs from your analysis. The file acts as
a suitcase with sub-dividers, housing all documents related to your research so that you may
easily provide it as an audit trail. You have to ensure that you exported the latest project bundle
to move the project without difficulty (This is discussed in a later section).

PREPARING YOUR DOCUMENTS

FILE NAMING CONVENTION

When you save the documents, images, videos, sound files you wish to load to Atlas.ti it is
important to ensure you save your files with a strong naming convention ( the standard way of
naming your files). For instance, I-F2-S1 may mean Interview with Female Respondent 2 from
School 1.

MN-English-School 23

Q1- Afrikaans-5chool 8

(1- Afrikaans-5chool 12

Q1- Afrikaans-5chool 19

Q1- Afrikaans-School 25

Q1- English-Afrikaans-5chool 17
Q1- English-School 4

The file name will be the only thing you see in the
document manager when you wish to decide how

to group your documents. It is thus important to

include any important signifiers in your file name S
. Q1- English-5chool 18
which may be used to group your documents. S
. . . Q1- English-5chool 21

Some examples of such signifiers may include, but o Sesed,_mm
.. Q2 - 5chool 4 - English
are not limited to: G S e

Q2 - School 12 - Afrikaans
Q2 - School 17 - English-Afrikaans

(%) Demographics: gender, age, race, etc. Q2 - School 19 - Afrikaans
. . . Q2 - School 21 - English
% Mode of data collection: interview, Q2 - School 23 - English

Q2 - School 25 - Afrikaans

observation, Whatsapp, Twitter, article,

newspaper, survey, etc.

(% Date, venue, organisation

Remember not to use illegal symbols such

The file will not save.
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SAVING YOUR WORD-PROCESSED FILE

Once all changes have been made to your document, it is necessary to save the files in the

suitcase folder to load it into Atlas.ti.

®

(&
N

Select File = Save as

Navigate to your suitcase folder directory
Desktop\Name of suitcase file\Documents e.g.
Desktop\Madiba\Documents

. Save the file under the new descriptive file name e.g.

Q2-School 19 - Afrikaans

) Select Save

Repeat with every document to be loaded into Atlas.

'\.‘J | .« Desktop » Madiba » Documents

Bl Desktop

4 Downloads
‘¢ Dropbox

=] Recent Places

& SkyDrive

|4 Libraries

3 Documents
fJ“- Music

= Pictures
B videos

File name:

Jrganize v New folder

=
i Mame

lﬂ_] Bussiness Insider - Here is Barack O
B Larry King Live - President Nelson M
lﬁl] Transcript - Oprah Talks to Melson i

m

- 4 m

Bussiness Insider - Here is Barack Obama's Po

4| Page
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SAVING ITEMS FROM THE WEB

Just about anything on the web can now be loaded into Atlas.ti:

%) Pictures can be downloaded by right clicking on them and selecting Save as
% Online videos and podcasts can be downloaded by copying the URL and pasting it into an
online programme to download the file for instance:

ClipConverter.cc - C

:

onverter

Med

CONVERTER

s Welcome to Clip Converter - your YouTube to MP3, AAC, MP4... Recorder, Converter and Downloader!

L. Media URL to Download: ...or Upload and Convert File

http://www.youtube.com/watch?v=4vTyEy7Dn70 Continue

“, Conversion Format:

Download

Pl MP3  M4A | AAC [E@ MP4 | 3GP  AVI | MOV

http://www.clipconverter.cc

% If it is a scholarly article you wish to analyse, you can merely save it as a pdf.
% Ifitis a blog or online newspaper article you can press Ctrl+p > Save as PDF in the printer

option box.

3 Opticalllusion T= x VB TinyURL.com -sf x 'V [IE] QR Code Generat: x V. % Watch liveintern-_x Y Facebook

ol B mg.co.za/article/2013-12-10-zuma-booed-mbeki-chesse

xvm Obama's Tribute | X Y ['] Obama's Tribute | x 7 12 Mandelz

“at-mandela-memorial-service

Search  Search
Print
National
Total: 13 pages
Mandela memorial: Booing crowd steals Zuma's shine
‘ﬂ/ Cancel 10 Dec 2013 12:20 Minanalkedi Matahoge
Fecommens | 208
Tweet |79
Destination | | Save as PDF . Qo
:
Change...
‘The appearance of Jacob Zum's fice on a large screen at the memorial service for Nekon Mandela has senta
sustained boo roling through the crowds.
Pages o Al
Layout ® Portrait
Landscape
Ma D

Anything that can be printed as a P
document is printed to PDF, but not for (

loaded as a picture, which mean

5|Page
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Some scanned pdf documents were not scanned for PDF-xChange Viewer
Optical Character Reading (OCR). This means that the
text is saved as a picture, not text and Atlas will not be
able to read the text. If this is the case, you can use free
software such as PDF-xChange Viewer which had free

OCR support. Run the OCR support and re-save the
document. http:/tinyurl.com/29muks9

4 Independent online (I0L) Madiba's ‘Nonorary granddaughter’ speaks 09-12-13 - PDF-XChange Viewer ~ .
File Edit  View Document = —

Elopen.. - bd % @+ D bk
@‘ ETypewriler‘ EI‘ El].‘ T‘ :F‘ 1‘

ndependent online (I0L) Madiba's ‘honorary ... @Al
Selected Pages

() Current Page
) Pages: (total 5 pages)

Page Range

Type page numbers and/or page ranges separated by commas counting from the
start of the document. For example, typel, 3, 5-12

Summary: 5 selected of 5 pages

Recognition

Primary Language: [English = | Meore languages...

Output

PDF Output Type: [PIEENE Criginal Content & Add Text Layer

Irnages Quality: | 300 - | dpi

So, who will be at Mandela's funeral?

Mandela’s work must go on, say MPs

wb Buy SMS Bundles
Moatianthe asks: how do we move on? Former president Melson Mandela, assisted by Zelda = Getgeared for summer!

Sisulu lauds Mandela tributes La Grange, arrives at the Nelson Mandela Foundation b Fumions & o onlingl

N — in Johannesburg. File photo: Denis Farrell
Radebe vows to ‘keep on walkin b OMNLINE LOWNS - Apply Mow!

1|Page
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This book only deals with the analysis of textual information. Details on analysis of
image data can be found in the official Atlas.ti v8 Quick Tour manual, p40-41.

It is also possible to import data from Excel into Atlas.ti. See the link be
tutorial. The tutorial covers the process of importing Excel data into Atlas.ti
similar process to importing in Atlas.ti 8. Alternatively, the official Atlas.ti v8 Quick
Tour manual, p77-80 '

Importing survey data from Excel

http://tinyurl.com/pzv49zb

9| Page
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6th Edition

EXERCISE 1: PREPARING FILES FOR ATLAS.TI

In this exercise, you will be required to create a filing system. You can work with your material or

the exercise material in the Madiba folder which is in your course package or can be accessed

from:

Practice material: Madiba

OF: {0

OH 3o

http://tinyurl.com/mevpa2c

Prepare the documents to be analysed in Atlas.ti.

This will entail:

®
N

) Creating a suitcase file folder with the necessary subfolders on your Desktop to allow for

easy transfer.

) Editing your document and creating pseudonyms where necessary

) Saving images, video and sound files from the web.

) Saving website info as pdf files by using the Print > Save as PDF options.

) Employing descriptive file name for the documents in the form of a naming convention

) Saving all your documents under the Documents subfolder in the transferable suitcase

file.

10| Page
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2. GETTING TO KNOW THE ATLAS.TI WORKSPACE

Projects in Atlas.ti are known as Projects (In previous additions these were referred to as
Hermeneutic Units). It is a project file, which contains your coding, groups, memos and networks
along with the paths to find the documents you are working with. In the next section, we explore
the Atlas.ti workspace.

THE ATLAS.TI WORKSPACE

When you open Atlas.ti you are confronted with the Atlas.ti Welcome menu. You may select which
action you wish to take from this window. The options that you are likely to use most often is
creating a new project (discussed again later) or opening a saved project. To create a new project
you can click on the Create New Project button and will be prompted to enter a name for the
project. Opening an existing pfoject can be done by selecting the relevant project at the bottom
of the list, or from the recent menu.

ATLASti

Recent

Atlas 8 Manual

1M | Page
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THE MAIN MENU

The menu ribbon is situated at the top of the screen and contains sub menu options for each of
the different objects within a project. The menu ribbon and its tabs (Home, Search Project,
Analyse, Import/Export, Support) are the central repository for all the commands found in the

Atlas.ti kbench.

Atlas 8 Manual - ATLASi - Trial Version

Search Project Import/Export Support
- S O A 2 =
= B¢
[ ef B g N e N D = @
Add MNew NavigatorN\, ) Edit Auto | Documents Quotations Codes Memos Networks Links  Project  A-Docs
Documents = Entities + - staNoject Bxplorer  comment Coding - - - - v Explorer~
MNew Navigatd Project Managers

Explore | Documents | *

J Atlas 8 Manual

THE TOOL BARS

Many of the commands found on the toolbars (icons) are also available as options from the menus

or can be accessed by right-clicking the mouse where you wish to act.

To find out what function a tool on a toolbar has, you can:

(%) Point the mouse and rest it on a tool button — this displays a short decryption in the grey

area at the bottom of your Atlas.ti window.

Almost everything in Atlas.ti can be done in a number of ways. In most cases you

can accomplish what you wish to do by right-clicking where you wish to do

something in order to access the context sensitive help.

12| Page
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THE MAIN TOOL BAR

@ 4 Atlas & Manual - ATLAS.ti - Trial Version
BN o nalyze Import/Export Support
o = O & HM NR 8 E
Add New Edit Documents Quotations Codes Memos Metworks Links  Project  A-Docs
Documents + Entities ors Commer nt - Explorer =
Ney Projec [
Bl o Searg Within the menu, the ribbon is the object managers, which contains the
-:EZ:-D documents manager, codes manager, memo manager, networks

Add MNew Naviga
Jocuments - Entities - -
MNew
Explore | Documents
4[@] Atlas 8 Manua
Documents (0)
Codes ()
m Iemos ()
{3 Networks (0)
[[] Document Groups (0)
< Code Groups (0)
["] Memo Groups (0)
{E Network Groups (0)

manager and groups concerned with the project (see below Object
Managers). Including the tools used to import material, analyse the
documents, and navigate the project. To see what each button is used

for hover over the button and a tool tip will appear.

THE LEFT SIDE NAVIGATOR TOOLBAR

The navigator toolbar is on the left side of your screen. This toolbar
contains the links to the different managers used to organise your
activities in Atlas.ti (Documents, Codes, Memos Networks and

Groups).

OBJECT MANAGERS

Within the menu ribbon or left side navigator toolbar, you will find the following five options (object

managers); Documents, Quotes, Codes, Memos, and Networks. The object managers are active

as soon as you open a new project. If you click (in the menu ribbon), or double click (in the left

side navigator) on the button of an object list, it opens the manager in a nhew window. In the left

side navigator, if you click on the downward pointing triangle next to the relevant manager, it

opens as a drop-down list of the objects that you have added or created. When opening a

manager, ensure that the Atlas.ti manager’s window is large enough for the sub menus to display

properly. If not, the submenus are cut-off from the screen.

13| Page
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Quick Auto Edit Doc Ero Renumber  Edit
g Coding Coding Comment Locat Quotations omment tation Quotation | Comment Comment
Document Quotation Margin Entitie

Explore | Documents D1: Arvind Kumar Yadav - Indian Quarterly -2007 {49-563) |=/ D2: Bussiness Insider - Here is Barack Obama's Powerf... =
V] E.] Atlas 8 Manual
F D Documents (3)

Atlas.ti 8 includes tabs below the menu ribbon which includes the documents that you are actively
working on. These tabs do not include all the documents contained within the project. It does,
however, make working with Atlas.ti more flexible when analysing across documents without
losing your place. An additional function of the tabs is that both documents and the object
managers can be pinned to a tab (Dock in main window), open a tab group (view two tabs open
next to one another), or ‘float’ (opening a tab as a new window that can be moved independently

of the main window). Docking a ‘floating window’ to the main window can be done by clicking on
the button in the top rig

corner, next to the minimise button. Opening a tab group, or detaching
a tab can be done by’selecting the downward arrow next to the document name in the tab.

[=J Quotation Manager Document M - X
Search Document Groups [E Close 'Document Manager'
= : FE Close Al
E Er Document Groups & Close
Close all but 'Document Manager'
o Wor i Float
- - - [ Mew Tab Group 3
Dock in Main Window )
Move to Tab Group 3
Move All to Tab Group 3

More information on the Atlas.ti Main Workspace can be accessed in the Atlas.ti v8

Quick Tour manual, p 10 - 13.

Multi-document View

https://tinyurl.com/jfku52s

14| Page
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6th Edition

CREATING A NEW PROJECT

Creating a Project The Welcome Wizard opens by default when
opening Atlas.ti 8. You can create a hew
E 1 E Create a new Project by following the
instructions in the Welcome Wizard or from the
main Atlas.ti workspacg. This will require you to
E enter a name for your project. From the wizard,

you can also open an existing project to

http://tinyurl.com/h23y062

continue workjng.

@ - A To create A new project ffom the menu ribbon,

click oryFile to open the file’ menu.

Documents = Entities =

ATLAS i

Recent

Atlas 8 Manual

Create New Project Import Project Bundle Import Mobile Project Import Legacy Project

o

@
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New =>» Create New Project.

Atlas 8 Manual - ATLAS i - Trial Version

You will be asked to type in a name for

your project. The name must be short and

descriptive of the project e.g. Madiba This

name will appear at the top of your Atlas.ti

\é_'l
_|_

window.

Create New Project Import Project Bundle Import Mabile Project

Options

Exit

PROJECT COMMENTS

You can add a project description (comment) by clicking on the Ediz Comment option in the

Atlas B Manual - ATLAS.i - Trial Version

“ Home Search Pryfe ort/Export
ol Z) [ =

'f':';' Quotations ) - - ]
ro Edit futo Documents Zuotations Codes Memos Metworks Links  Project
af; Project Explorer Eomment| Coding .

Support

Add New
Documents - Entities -
New

- - - - Explorer
Managers

Navigator Project

Edit Tools Atlas &8 Manual - ATLAS.4i - Trial

Search Project Analyze Irnport freport Support Edit
v 10 = Mormal M
Paste Copy Cut | Undo Redo "font Color - Hyperlink I e
Text Clipboard Undo Format Insert
Explore [ Praject 'Atlas 8%anual' =~

A Atlas & Manual

[ Documents (0) An analysis of the events and discourses surrounding the passing of Nelson R Mandela in 2013,
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ASSIGNING DOCUMENTS

Now that you have opened your Project it is necessary to tell Atlas.ti which documents you will
be working with. This is called adding documents.

@ & = - ==
Home Searc
% Inthe Home ribbon & Add Documents = Add Files. D @8
This will open a file selection window. B o | e

Documents = Entities ~ -
F) add File(s)

B Add all from Folder

®, Add linked Video/Audio
@ MNew Geo Document

(%) Use the Browser to find your suitcase folder in which your

source files are stored e.g. Desktop\Madiba\Documents.

(%) Use your mouse to select all the files you want to assign to
the project or press ctrl + a to select all the files.

You can use the shift key or the Ctrl key to select multiple files,

same in all other windows and Microsoft software.

(%) Once selected, click on Open to assign the documents Atlas.ti D @8 g [
will show a message that the documents have been added. Add  New | Navigaior |

Documents ~ Entities - -

New .

Explore > X
A Atlas & Manual

Once documents have been assigned, they will appear in the document [ #[) Basmens(@

D1: 1§ Arvind Kumar Yada

drop-down list, in the left side navigator. " D2 Bl Bussiness nsider -
D4: 13 Independent Onlin

D5: [E Larry King Live - Pry

Selecting a document (double click) from the list will cause it to be D6: B Mandela Freedom
o7 Nelson Mandela Sg
displayed in the main window as a new tab. < Codez O

You can assign new documents at any time. The same document can be assigned multiple
times. Every document will receive a new number e.g. D1, D2, D3, etc. Documents can also be

disconnected and re-numbered (all on the document menu)

Tip: You can also open your File Browser on your desktop (‘My Computer’). Browse to open the

folder in which your files are saved, and simply ‘Drag & Drop’ files into the Atlas.ti Document

Manager window. This will automatically assign the files to the current project.
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Once you have selected a document, your workspace looks like this: the left-hand pane shows

the text you are working with while the codes you allocate will be indicated in the right-hand

)} We-As Atlas 8 Manual - ATLAS.t - Trial Version Document = B X
File Home Search Project Analyze Import/Export Support Document View A-Doc &
Dy | = (# : = ©
Auto | EditDoc BrowseGeo Renumber | Edit Quotation Rename  Delete | EditEntity Edit Link everse Relation | Word Search
Coding Cod g Coding Comment Location Quotations e tation Que ent Comment Link Cloud List Network —Document
Coding Document Quotation Margin Entities Analyze
Explore D4: Independent Online - Madiba's ‘honorary grandda... = *
4[@] Atlas 8 Manual =
4[] Documents (6) 1211013 Madiba's ‘honoraryg randdaug hter’ speaks - Nelson Mandela | IOL News | I0L.co.za
D1: [1& Arvind Kumar Yada =
D2: @ Bussiness Insider - 10 /._7/ f?(bdf(,’ 7 "
D4: 13| pendent Onlin/

Bl Nelson Rolihlahla Mandela "=
D6: [E Mandela Freedom ~—-

D7: [@ Nelson Mandela Sg .
<> Codes (0) e
[*] Memos (0 SatclalFeatues Steoms
® Networks (0)
[0 Document Groups (0) ”
& Code Groups (0) Madiba’s ‘honorary granddaughter’ speaks

('] Memo Groups (0) December 9 2013 at09:36pm Mandela memorial:roling updates
& Network Groups (0) BySAPA Comment on this story Sheaf refuses 1o lower fiag for Mandela
( Raped baby ‘doing wel

Phjega Mavcexams Amsdealinqury MaingCrisis Aids  Julus Malema  NelsonMandela  Zimbabwe SecrecyB  elis

Assigning Documents

https://tinyurl.com/juxghpc

SAVING YOUR PROJECT

saves to and internal windows file (AppData), th Create New Proje

accessed through the Atlas.ti 8 interf

(% Select File = Save frof the main window.

%) If you want to save the project under a different project name or create drafts of the project
you are working on, you can select the Save As option. Atlas.ti will ask you to enter a new
name for the project on which you can then continue to work.
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Older versions of Atlas.ti had accessible save files that could be placed i
suitcase file: The project will automatically have the file extension *.hp
default filename will be ‘projectname.hpr7’ e.g. Madiba.hpr7. (For Atlas.
extension is *.hpré; Atlas.ti 5.x - *.hpr5 ; Atlas.ti 4.x - *.hpr. All old units open and
work in newer version of Atlas.ti but new units cannot be opened in older versions of
Atlas.ti)

Older versions of Atlas.ti created backup files that were accessible in the saved folder:
Atlas will automatically create a backup file e.g. backup of Madiba.hpr7 always make

sure you are working on the original document and not the backup.

BACKUP AND MIGRATION PROCEDURES

Itis essential to back up your work after each session. Saving your unit is not sufficient, especially
as your laptop can be stolen or your computer may crash. The safest way to achieve this is by
creating a copy bundle.

(%) First Save your Unit

(%) Then select File= Export=> Project Bundle

@
Project

(%) Select a location to save the Copy Bundle (Atlas Bundle

.atlproj file), make sure it is not just in your
suitcase file and preferably on an external drive
(email it to your Gmail account or save it in a

cloud-based system such as

www.dropbox.com). This file can also easily

be e-mailed as an attachment to your supervisor
to be viewed as long as they have Atlas installed.
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Creating a Copy Bundle

https://tinyurl.com/h3sgmzfh

Make sure you make a Copy Bundle each day you work on Atlas. You can add the date to

the file name so that you have a number of backups to fall back on.

e.g. Madiba(05-12-13).atlproj

EXERCISE 2: YOUR PROJECT

In this exercise, you will be required to open your own Project, assign documents and save it as
well as generate a Copy Bundle. You will utilise the documents found in the Madiba folder we

formatted in the previous section.
Tasks:
(%) Create and name a new Project.
(%) Give a description (comment) to your Project.
(%) Assign all the documents to your unit.
(%) Select and view one of your documents in the Atlas.ti window.
(%) Save your Unit.

(%) Create a Copy Bundle and save it in an alternate location.
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3. ALL ABOUT CODING

In order to allocate a code to a piece of text, you must first select the relevant piece of text.

Remember:

s 23
N

Don’t just code a word out of context; select enough text so that if you read that piece of
text outside of the original text, you can still follow what it is about.

Do not use very broad codes e.g. don’t code everything in a teacher interview as Teacher
perception. This will not help you analyse the text. Use fine codes which indicate specific
detail. If the codes are too specific they can easily be combined after coding. It is

challenging to make broad codes more detailed after the coding is complete.

) If you are stuck with a code employ a preliminary name, you can easily rename it.

) 'You can select a quotation out of the text by clicking on it and dragging the mouse from

the beginning to the end. You can change the size of the selected text by dragging the

markers at the beginning or end of the text to increase or decrease the scope.

) You can also click on the start of a text and hold down shift and click at the end of the text

to select the specific text

) You can use semi-automatic selection:

& Double click on a word once = selects the word

& Double click on the word again = selects the sentence/line

& Double click on the word a third time = selects a paragraph (if you used double

hard returns)

=0

Double click on the word a fourth time = selects the whole document

=0

Double click again and the text is unselected

CREATING FREE QUOTATIONS

Upon occasion, you might find a piece of text in your preliminary readings which you find

significant, but you do not know how you wish to code it yet. Atlas.ti gives you the opportunity to

select and highlight these pieces of text without having to allocate a code. This is called creating

a free quotation.
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Any selected text from your documents is known as a quotation. All quotations are indicated in
the second combo box in Atlas.ti.

@ R Atlas 8 Manual - ATLASAi - Trial Version
“ Home Search Project Analyze Import/ExpR Support
g [ Qe = O[O AN N R = =
D & i © Quotations > D tn N D] g B
Add New Navigator ] Edit Auto Documents Quotations Codes Memos MNetworks Links  Project  A-Docs
Documents + Entities = - bf; Project Explorer | Comment Coding - - - - - Explorer~
New Navigator Project Managers

When no code is allocated to the piece of text, it is known as a free quotation. In order to create
a free quotation, follow these steps:

%) Make sure the

@ Be-s itias & Manus! - ATLAS i - Triel Version Document
Content Of one Of Home Search Project Analyze Import/Export Support Document " View A-Doc
= ® = = X & p P
your documents o | G oo e | it e ek | Gty itk Unick| R | Word Word O | e
Coding  Commen E

caton Quotations  Comment Quotation Quotation Comment Comment » -~ Cloud List Network Document
Quatation Margin Entities Anolyze

is displayed in

=/ D2: Bussiness Insider - Here is Barack Obama's Powerf.. = *
[&] Atlas & Ngnual
47 DocumNs .5, President Barack Obama delivered a powerful tribute Tuesday morning at the memorial service for the late South African President

ar Yeds| Nelson Mandela.

the main window 5
Atlas.ti. (You will

| Here are his remarks, in fall, as prepared for delivery:

07: B Nelson Mand 5

L memos @

B

(B Networkz (0

D) Document Groups (0)
< Code Groups (0

have to select it

from Bt
document
managex’.)

% Choose the

piece of text

nnronly by his election, but by his willingness to step down fronf power.

using any of the
methods discussed above.
(%) Next, you have to tell Atlas.ti to recognise the text §s a free quotatiory/ There are two ways
of doing this:

Click on the button on the Documents toolbarl

Right click on the selected text and select Create Free Quotation.
Your free quotation will appear in the quote manager. A bar will appear in the margin to indicate
the quotation.

Tip: When you want to select or amend an existing code or quote, click on

the bar to select it to prevent choosing a slightly different piece of text.
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QUOTATION DESCRIPTIONS

@ &=~ ¥ Atlas B Manual - ATLAS.ti - Trial Version Document
“ Home Search Project Analyze Import/Export Support Document View A-Doc
3 O omm = o i
0 ef [ Sme AR SR EE
Add New Navigator —, ~ Edit Auto Documents Qudtations Codes Memos Metworks Links  Project  A-Docs
Documents + Entities « - Blj Project feplorer  Comment Coding - - - - - Explorer~

Mew Navigator Project Managers

If you open the quotajion manager (click on the quotation combo box) a list of quotations with
descriptions and infgrmation is displayed within the quotations manager window. If you click on
the Quotations button, the quotations will appear in a list format to the left of the screen.

@ & = - Atlas £ Manual - ATLAS.Ai - Trial Version Document

“ Home Search Project
Do Hofm = O A N R =

Analyze Import/Export Support Document View A-Doc

§ uotations
Add New Mavigator Q . Edit Auto  Documents Quotations Codes Memos Networks Links  Project  A-Docs
Documents + Entities + v L Project Explorer  Comment Coding - - - - ~  Explorer~
New Navigator Project Managers

Explore | Quotations |=/ D2: Bussiness Insider - Here is Barack Obama's Powerf.. =

Search Quotations
Id MName /
B 21 To Gragagflachel and

':%' 2.2 the quiet moments ar

30 MINUTES AGO 3.652

TU.S. President Barack Obama delivered a powerful tribute Tuesday morning at the memorial service for the late South
Nelson Mandela.

The following page provides an overview of the Quotation Manager, and the relevant
information provided within the manager. This additionally provides a brief outline regarding
where to find pertinent information about a specific quotation.
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The first number indicates

. B = = Quotation Manager M = 0O X
which document the Quotsions  View  Searc N
guotation is from, in this N i _#b

Quotations
Case’ document 2’ the Hyperlink Manage Word Crun57
Second number |nd|cates \; Name Document Start End  Extent Density Owner Author C
=% 21 ToGraga Machel and the... BussinessIn... 441 1378 937 0 jwuuh jwuuh 3
When thIS quotation was S 22 ie quiet moments and...  BussinessIn... 1169 1378 208 0 jwuuh jwuuh 1

created, and in this case, it

Preview: Comment:

[

WaS the fIrSt qUOtatlon In No quotation or morgfan one quotations selected. Mo item or more thany/bne items selected

document 2.

The text indicates the first part The start num€r indicates which charageer the quotation starts at.

of the quotation. indicates how many charggters are included in the

The bottom section allows you to #frite a comment on the specific quotation.

The Space on the left allows you to filter the quotations; this is rarely used.

The Preview section Shows the full quotation when selected.

Quotations

=

a

[=]
T
[]

https://tinyurl.com/znlzw9uh
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CREATING CODES

Codes can be allocated in several ways. These are listed in the table below:

TYPE OF CODING DESCRIPTION

Free codes Codes created without being associated with specific text
Open coding (Enter Code Name) Creating a code for a specific piece of text.
Coding by list Assigning a code to a piece of text from a list of already existing codes

In-Vivo coding Assigning a code to a piece of text utilising the actual text as the code

Quick coding (Last used Code) Assigning one specific code to multiple-pieces of text

Drag & Drop Assigning a code to a piece of text by dragging and dropping the code
coding from a list to the selected piece of text

Auto-coding Codes are automatically allocated to specified sections of text

Tip: There are several ways to assign codes. Generally, it is easiest to select the

relevant text and then right-click to access the coding menu. You have to right-

click on the highlighted text as it is context specific.

@ Ba-~s Atlas & Manual - ATLAS1i - Trial Version Document
Home Search Project Analyze Import/Export Support Document View Ao
§ b = e i
D B H ) Quotations 4 I o (2 2] X [
Add New  Navigator . " Edit  Auto  Documents Quotstions Codes Memos Networks Links Profect A-Docs
Documents = Entities = - off Project Bxplorer  Comment Coding - - . - - Explofer~
New Navigator Praject Managers
Explore £ D2 Bussiness Insider - Here is Barack Obama's Powerf.. ~
%] Atlas 8 Manual
4[] Documents (6) Here are his remarks, in full, as prepared for delivery:

D1: 15 Arvind Kumar Yada
b D2: [E] Bussiness Insider -
D4: [ Independent Onlin:
D5: 5 Lany King Live - Pry
D6: [E Mandela Freedom
D7: [# Nelson Mandela Sg

o Graca Machel and the Mandela family; to President Zuma and members of the governmem: to heads of state and government, past
and present; distinguished guests - it is a singular honor to be with you today, to celebrate a life unlike any other. To the people of South
Africa - people of every race and walk of life - the world thanks you for sharing Nelson Mandela with us. His struggle was your struggle.
His trinmph was your triumph. Your dignity and hope found expression in his life, and your freed.»m, your democracy is his cherished

["] Memes (0

& Networks (0) It is hard to eulogize any man - to capture in words not just the facts and the dates that make a life, but the essential truth of a person -

[[1 Document Groups (0) heir private joys and sorrows; the quiet moments and unique qualities that illuminate someone’s soul. \Tow much harder to do so for a

%> Cade Groups (0) giant of history, who moved a nation toward justice, and in the process moved billions around the world |

[l Mema Groups (0)

{® Network Groups (0) o = — q o 5 T 3 .
Born during World War L far from the corridors of power, a boy raised herding cattle and tutored by elders o his Thembu tribe - Madiba

vould emerge as the last great liberator of the 20th century. Like Gandhi, he would lead a resistance movemer t - a movement that at its

tart held little prospect of success. Like King, he would give potent voice to the claims of the oppressed, and the moral necessity of
racial justice. He would endure a brutal imprisonment that began in the time of Kennedy and Khrushchev, and na_ched the final days of |

he Cold War. Emerging from prison, without force of arms, he would - like Lincoln - hold his country together wh {fER et N T ot Feet
break apart. Like America’s founding fathers, he would erect a constitutional order to preserve freedom for future ¢ I Code inVivo

ommitment to democracy and rule of law ratified not only by his election, but by his willingness to step down from/je
ZZ Enter Code Names

4= Select Code(s) from List
Given the sweep of his life, and the adoration that he so rightly earned, it is tempting then to remember Nelson Mar - | .t ysed Codels)
smiling and serene, detached from the tawdry affairs of lesser men. But Madiba himself strongly resisted such a life S Create Link Source

Instead, he insisted on sharing with us his doubts and fears; his miscaleulations along with his victories. “'m nota
& Create Link Target  »

“unless you think of a saint as a sinner who keeps on trying.”
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ALLOCATING CODE NAMES

Usually, you will already have some ideas about some codes you might want to assign to the
texts you are analysing before formally beginning the process. It is possible to create these codes
independently of the text to which they refer. This allows you to select only the necessary code
later during coding (using coding by list or drag and drop coding). If all codes are created prior to

analysis, it is usually known as deductive

. . . A a-~= Code M B = 0O X
coding as the coding framework is 1w sam .
imposed or applied to the data. Generating
codes during the coding process is o '

Mew

generally known as inductive coding. 1
Code Grou... Mame Grounded Density Group|

. . ops F | Dignitaries: Ob. ] 0

When coding, always use detailed, specific o . .

. B . . . Mandela: History: Childhood ] 0

codes e.g. Mandela: History: Childhood; Mandela: Listory: Rofin fand . .
Mandela: History: Robin Island | Funeral Cfmnment: S

Dignitaries: Obama: Selfie | Funeral

No itern or more than one items selected.

Dignitaries: Obama: Speech.

Coding in this way means that all the codes

relating to Mandela’s History will be placed

after each other in the coding manager. If you open the code manager, you will see that the codes

are sorted alphabetically.
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GENERATING FREE CODES

(% To create free codes (Codes created

D Wea-oE Ao B Manual - ATLAS i - Tril Version Document

without being associated with specific =~ = — =T 7 T g

text), open the code manager
(% Click on the first button from the left
Free Code(s)

%) Enter the name(s) of the code you

wish to create.

(%) Click on Create to create the code(s).

CREATING OPEN CODES

Open coding is utilised when you want to create a new code for a selected piece of text. You are
therefore not only creating a free code but also immediately associating it to a piece of text or
guotation. The new code created is now available in your code manager to associate to other
quotes.

Open coding can only be done if the relevant text is already selected. An open code can then be
created by:

@ & e- = Atlas 8 Manual - AT

“ Home Search Project Analyze
“!! = <>—A _<>_ —<> <>

tO fl'ee COdIng) CrEate Free Codeln  List Open  Quick Auto

Quotation Vivo Coding Coding Coding Coding
%) right clicking

(%) using the button on the documents toolbar (similar

Caoding

ndels St 1S, President Barack Obama delivered a powerful tribute Tuesday morning at the memorial service for the late
Nelson Mandela.

The right click approach is discussed here. i
.

(%) Select the relevant piece of text

wn Create Free Quotation
£ Code in Vive
52 Enter Code Names

= Select Code(s) from List

(%) Right click, select Enter Code Names

It is hard to eulogize any man - to capture in words not just the facts and the dat ~ '#5tUsed Codel) e essey
(% Enter the code name et i e s i it oot s ki oA T Ak ) o e [
giant of history, who moved a nation toward justice, and in the process moved b 7 Creste Link Target » |-
@ Select Create Born during World War I, far from the corridors of power, a boy raised herding catile and tutored by elders of b
vould emerge a he la great liberator of the 20th cen Y, ike Gandhi. he would lead a resistance movemen
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CODING BY LIST

Coding by list associates an existing code to a selected piece of text by selecting the code from

a list. The codes on the list may have been created earlier as free codes or open codes.

Coding by list can only be done if the relevant text is already selected. Coding by list can be
accomplished in 2 ways:

(%) using the codes menu on the documents toolbar (similar to free coding)
%) right clicking

wn Create Free Quotation &

is his

The right click approach is discussed here. -

23 Enter Code Names

Last Used Codels)

D Create Link Source

(%) Select the relevant piece of text
% Right click Select Codeé(s) from List

O Create Link Torget  »

(% Select the relevant code to associate —
from the list O—— | et Coding
% Select OK O— | lomoe g
O P [0 <> Funeral Dignitaries: Obama: S...
[0 <> Funeral Dignitaries: Obama: ...
[0 <> Mandela: History: Childhood

[0 <> Mandela: History: Robin Island

IN-VIVO CODING

In-vivo coding utilises the piece of the text itself as a code.
A maximum number of 40 characters (with spaces) can be

used for this.

In-vivo coding follows the theoretical idea of “allowing the participants’ voices to
speak for themselves”. This type of coding usually takes a particularly relevant
part of the quotation as the code name, using the words of the participant.

Unfortunately, this idea does not translate well to the computer world as the

computer cannot identify the section of quote you wish to use as the code name.

The functionality thus only takes the first few characters as the code name. To
employ this approach it is better to use the enter code name (open-coding)

function and type in the section of the quote you wish to use as the code name.
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In-vivo coding can only be done if the relevant text is already selected. In-vivo can be

accomplished in 2 ways:

(% using the codes menu on the main toolbar (similar to free coding) T
riaht clickina. sed, and the moral necessity of
@ 9 9 hchev, and reached the final days of

Create Free Quotation

The right click approach is discussed here.

3 Code in Vivo
Enter Code Mames
Select Code(s) from List

(%) Select the relevant piece of text
(%) Right click, select Code in Vivo

% The in-vivo code is also placed in the code manager and can be

ser Nelson
isted such
ies. “I'm

Last Used Code(s)

> Create Link Source
Create Link Target  »

used in the same way as the other codes in the coding manager.

4

Born during World War I, far from the corridors of power, a boy raised herding cattle and tutored by elders of his Thembu tribe < Bom during World War L, far fr,

Tz

- Madiba would emerge as the last great liberator of the 20th century. Like Gandhi, he would lead a resistance movement - a
Imovement that at its start held little prospect of suceess. Like King, he would give potent voice to the claims of the oppressed,

Inp Wwog ¢,

snd tha maral nacaccitir of ranial inctica  Ha wianld andnra 3 hratal imnricanmant that haoan in tha tima of Kannadswr and

QUICK CODING

Quick coding is utilised when only focussing on one code which you wish to associate to several

pieces of text. This approach is only quick if you use the Quick coding button.

(%) The code used for quick coding must already exist and be the last code you used.
(%) Select the passage or passages which you wish to associate with the code.
(%) Click on the quick coding button on the Document menu ribbon

(%) The last code used is regeated and associated with the selected piece of text

@ & = = Atlagf8 Manual - ATLAS.ti - Trial Version Document
Home Search Project Analyze Import/Export Support Document View A-Doc

(i) ¢— == 5 — Pn
I'\II . _|_ |/'I =l 8 —_ '—_0_—' O>> — I'\:":fi/'I ><
Create Free Codeln  List Open  Quick Auto Edit Doc Ero Sec Renumber | Edit Quotation Rename Delete Edit Entity  Edit Link

Quotation Vive Coding Coding Coding Coding Comment Location Quotations Comment  Quotation Quotation | Comment Comment
Caoding Document Quotation Margi
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DRAG AND DROP CODING

Drag and drop coding is utilised to associate existing codes from the code manager to a piece of

text. The code for drag and drop coding must already exist in the code manager.

(%) Select the passage or passages which you wish to associate with the code.
(%) Click on the relevant code in the coder manager or left side bar.

(% Hold down the left mouse button.
(% Drag the code onto the right-hand

€ (the cursor becomes an arrow with a plus).

% Release the left mouse

4< Codes (4) To Graca Machel and the Mandela family; to President Zuma and members of the gov

<> Mandela on: ANC:v: and present; distingnished guests - it is a singular honor to be with you today, to celek
70 Mandela: History: €h  Africa - people of every race and walk of life - the world thanks you for sharing Nelso
<> Mandela: History: Lay  His triumph was your trinmph. Your dignity and hope found expression in his life, an
<> Mandela: History: Ro legacy.

m Memos (0)

@ Metworks ()

[l Document Groups (0)

<& Code Groups ()

L'l Meme Groups (0)

It is hard to eulogize any man - to capture in words not just the facts and the dates tha
heir private joys and sorrows; the quiet moments and unique qualities that illaminat:
giant of history, who moved a nation toward justice, and in the process moved billions
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AUTO-CODING

Auto-coding allows you to search for a specific string of text throughout one or all of your
documents. Once the specific string is located, Atlas.ti can allocate the code to either just the
word, string, sentence, paragraph or the entire document.

Auto-coding works on a similar principal as the Find and Replace function in

Microsoft Office Word. It can only find the words you specify so if you specify the

word children, it will not find instances of child or kid.

(% On the coding menu select Document (ribbon) > Auto Coding.
(% The auto-coding dialogue

box appears. - -
%) Select the code you wish to Auto Coding

P> Select Code: ‘Mande\a: Memorial Service: FNB Stadium |'| | New Code |
associate from the drop- Search For [ FRB |
/ ‘Text |:LIgm)rECa5e ®

—

down box or create a new [Ecact Wit @

Config @
COde ' Aut; ing may search all
wtual document(s).

(%) Enter the search expressiV .

in other words, thW

% The tick box for case

sensitive can be click

un-clicked as re

(%) If the confirm matches baX, Atlas.ti will ask you whether the code should be assigned for
each string found, ti4S is generally the safest option.

(%) Select the scope’for the coding.

(%) Select which part of the text should be chosen as the quotation for this code when the string
is found.

(% Click Start.

%) If you have selected confirm matches you will have to indicate if each piece of text found
should be coded or skipped.

% When complete, the auto coding dialogue box will disappear.
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Coding Text Documents

.1--

https://tinyurl.com/gr4p9v7

Coding Graphics

https://tinyurl.com/z4fygwn

The Code Manager

O

|~

http://tinyurl.com/plect7w

CODE DESCRIPTIONS

) In the code manager, each code is accompanied followed by information in columns. The

first number (Grounded) indicates how many quotations have been associated with the

specific code.

code (in a network).

describe the code

) If no grougs are selecte

) The space on the left allows You to filter the code list according to

, then\no filter has been applied (discusse

' The second numbar (Density) indicates how many other objects have been linked to this

' The open space at the bgttom allows for the addition of comments; here it is used to

hroups.

pd later).

%) The nuphber of codes is also indicated in this case 5.
H - - Code Manager = A x
Codes ]
=
~ =
Free Open Group rd Frequencie} Report
Code(s) Manager Cloud
Manage Organize | Word Cruncher | | Qutput
Search Code Grou e C
Code Grou... W Nafe Grounded Density Groups _ Owner Author_Created Modified
7 Mandela on: ANC: Values o 0 Jwvuuh jewuuh 1/23/2017 9.
Mandela: History: Childhood 2 0 Jovauh jwwuuh 17
Mandsla: History: Lawyer 0 0 joauuh jevouh 1/23
Mandela: History: Robin Island o 0 Jowuauh jwwuuh o 1723
Mandela: Memorial Service: FNE Stadium o 0 jovauh jwuuh 1/23/2017 941 AM O 1/23/2017 9.,
\
Comment: 2 &
No item or more than one items selected.
5 Codes
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EXERCISE 3: CODING

In this exercise, you will be required to open your existing Project and to create quotations and

codes. You will use the Madiba Project set up in the previous task.

Tasks:

) Select an interesting piece of text and create a free quotation for it.

) Create free codes (codes in the manager you have not yet assigned to quotes).

) Click on the quotation bracket, right-click and assign an appropriate code to the quotation.
) Do some open coding on the documents.

) You can utilise drag and drop, coding by list and quick coding if the codes are repeatedly

used.

) Use the auto-coding tool to code for a certain concept.

) Complete coding the rest of your documents in the fashion most comfortable for you.
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4. FIXING MISTAKES, CREATING COMMENTS AND MEMOS

In this section, we examine how to rectify any mistakes concerning codes and quotes, as well

as limited editing of documents. Comments and memos are also introduced.

CHANGING THE QUOTE LENGTH

Sometimes you wish to change the text allocated to a quote such as extending or shortening it.

(%) Select the code bracket for the text you want to change.
(%) The text in the quotation will be highlighted.

(%) Drag the highlighted bracket at the beginning or end of the text to fit the section that you

want to change.
(% The code bracket wi

omatically resize afpropriately.

It is hard to eulogize any man - to capture in words not just ths. facts and the dates that make a life, but the essential truth of
a person - their private joys and sorrows; the quiet momen?.s and unique qualities that illuminate someone’s soul. How
jmuch harder to do so for a giant of history, who moved > nation toward justice, and in the process moved hillions around

1

[Born during World War L far from the eorridrs of power, a boy raised herding cattle and tutored by elders of his Thembu

tribe - Madiba would emerge as the last great liberator of the 20th eentury. Like Gandhi, he would lead a resistance

jmovement - a movement that at its stazc held little prospect of success. Like King, he would give potent voice to the claims
S e R S B edEsity of racial justice. He would endure a brutal imprisonment that began in the time
of Kennedy and Khrushchev, and reached the final days of the Cold War. Emerging from prison, without force of arms, he

RENAMING CODES

In order to rename a code, the code manager or code list on
the left side menu must first be opened.

Explore

M
=
g
a
g
o
o
5
o
]
3
2
2
&
7

v Atlas 8 Manual

Sl o seova

4[@] Atlas 8 Manual
4[] Documents (6)
D1: ) Arvind Kumar Yadav - Indian Quart. M.

»D2: [E] Bussiness Insider - Here is Barack C

Analy

D4: 13 Independent Online - Madibs's ho

D5: ] Larry King Live - President Nelson 1 J¢

(%) Select the code to be renamed so that it is highlighted.
(% Right-click on the code.

4> Codes (5)

' Mar
Ma

Ma

Ma

> Ma
Ll Memos

Expand
Collapse
= Edit Comment

Tl Rename

(% Select Rename
(% Enter the new name for the code
(% Select Rename.

[0 Docum
<0 Code G

[ Memo
@ Networ

){ Delete

7] Open in Manager

D6: [&] glandela Freedom Poster (0)
o7 .\!

elson Mandela Speech after elect

(® Open in Network Editor

pdela on: ANC: Values 000
Code: Mandela on: ANC: Values
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UNLINKING QUOTES FROM CODES

y answers 1n Iront ot that child

- £ Code in Vive
% Enter Code Names

= Select Code(s) from List
< Last Used Code(s)

Unlinking quotes will leave the quotation chosen as a free quote,

but remove the association with the specific code.

Create Link Source

(%) Select the quote by selecting the bar in the right-hand pane. " Creste link Target  +
(%) The text will be highlighted.
% Right click on the text.
% Select Unlink Codes.

(% This will unlink all associated codes.

Cl1 Rename M
Show Links (-1
2 Unlink Codes is1

> Delete on
that brought him eomtort with

This functionality is most useful when you wish to determine inter-coder reliability
(Kappa or Krippendorf’s Alpha). First make sure you save a copy of your unit and
then save the new unit under another name. You can then unlink the codes and
change the author ownership to that of your co-coder. The two projects are then

re-merged. Once you have completed this you can determine inter-coder
reliability using the free Open Source tool known as the Coding Analysis Toolkit
(CAT) http://cat.texifter.com/. The site has documents illustrating all the steps.

To unlock a specific code:

n rights; to end conflict and

(%) Select the quote by selecting the bar in the right-hand pane.

(%) The text will be highlighted.
(% Right click on the Specific code.
(% Select Unlink Code.

= Edit Comment

List Quotations

Open Manager
Open Network

"> Unlink Code

iba’s example, he makes me
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DELETING QUOTES

Deleting quotes will not remove the text from the document. It will unlink the code and remove the
guote bar indicating a free quote in the right-hand margin as well. Exactly the same procedure as
above is followed except the option Delete is selected from the right-click menu instead of Unlink
Codes.

e Iy e e e e e

4> Codes (5) We, ‘El::o, n
<> Mandela AR VS, o0 M Madlha 5
<> Mandela: Code: Mandela on: ANC: Values Fowi
<> Mandela: Expand 5 te
DELETING CODES S Mamdes| oo 3
<> Mandela:
= Edit Comment
Deleting codes will completely remove the code from the {g :‘::vzj o | res

> Delete

Project. This is done from the code manager or left side menu. Beument Grg ds
< Code Groups {| (3} Open in Network Editor an

(%) Open the code manager or left menu options, 5@5 E::vzrfrgruop: - Dpen z,Mmg:r ‘
(%) Select the code to be deleted so thatitTs highlighted. = | Word Cloud Eln
% Right-click and select Delete. = ldaiks wld

Remember: Deleting a code is permanent (in older versions of Atlas.ti), there is an
undo button (Keyboard shortcut: Ctrl + Z) in Atlast.ti 8.x. You can, however, only undo

a small number of steps. In addition, the code will not only be removed from 1 place in

the document, but throughout all the documents. Be sure you never want to use a

code again before you delete it.

COMMENTS AND MEMOS

Atlas.ti allows you to store any notes that you may have within a project. This can be done through
using comments or memos. Comments are directly linked to objects such as a document, code
or quotation. Memos are usually not linked to an object and are saved under a name in the memo-
object manager in the left side pane.
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COMMENTS

Creating comments is very easy. The same procedure is used for creating comments for

documents, quotations, codes, memaos, networks, and other functions within Atlas.ti 8. Comments

are set up in the relevant manager e.g. the code manager. Alternatively, by right clicking on the

specific document, code, quote (etc.) in the left-hand

B H =- = Code Manager B = 0O X
pane and select Edit Comment. Codes | vew  Seen a
N < G >€ o op
Within the code manager: The bottom part of the Cocktsl | et vy piricaivalsiiini i
New Managq |
manager is designed for comments or descriptions
Code Grou... MName Grounded Density
about the objects in your project. Mandla n: ANC: Velues ’
Mandela: History: Childhood 1
- Mandela: History: Lawyer~ 1
& . . Mandela: History: Robin Island 1
(%) Click on the code or object you want to comment Mandel: Memoril Service: P Stacium 0
on to hlgh“g ht it. M"\/ Comment: Edited 2017/01/23 2:52 PM by jivuus =
N . . MNelson Mandela's history, specifically relating to his training #nd
% Type the comment for that object ine bottom psrcerssa fer :
section.
%) If you select an r code or object, the comment
is saved automatically, and a tilda ~ appears next to the object.
%) For longer comments, you can use the comment editor by selecting the first Button on the

codes manager (the callout). In this case, you must save the comment in the editor before

exiting.

MEMOS

Memos are like comments which are not automatically linked to a specific object, although memos

may later be associated with specific objects.

Memos may be used:

("
N

2 2
N

As a journal to allow other people coding on the same project to know what you have done,
or as a reminder to yourself of what is done and still needs to be done in a later session.
As a research journal. These days a lot of emphases is placed on researcher reflexivity in
gualitative research. If your research diary is part of the project, your reader can have full
access to your diary entries.

To write notes to yourself about a specific piece of text or code.
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% Memos are located in the fourth ebject manager next to the code manager in the Home

ribbon.

@ & =5 Atlas & Manual - ATLAS.E - Trial Version

Home Search Project Analyze Import/Export Support

O of Hoxm | = O &AM R = @

uotations
Add New Navigator @2 Q ) Edit Auto  Documents Quotations Codes Memos Metworks Links Project A-Docs
Daocuments » Entities + . ol Project Explorer | Comment Coding - - . . v  Explorer~
New Mavigator Project Managers
i Mzmo Manager @ - 0 x
Memos View Search &
(1 By | 0§ (% [e] = X >
Create Convertto  New Memo New Smart  Edit Set Rename Delete Edi Open  Open Group Report
If you select the Memo manager button, the SR Docrvert | Govp Gcvp | Meno Ty | Mo Mencrl) Commen: Mot e |
0 Groups Search Memo:

memo manager is displayed

You can create a memo by opening the

manager:

ree Memo button ~ | Create Memo

Create a new memo

(%) By clicking the Create

Name:

You will then be prompted to enter the name for
the memo. You must select the memo from the

manager or Left side menu in order to start typing.

A memo can be linked to a code or quote in the Network Manager (discussed later).

Memos may also be analysed as primary documents
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EXERCISE 4: FIXING MISTAKES, COMMENTS AND MEMOS

In this exercise, you will be required to open your existing Project and to add comments to your

codes. You will also have to create a diary memo and make some changes to your codes and

guotations. Ultilise the Madiba Project used in the previous task.

Tasks:

%) Select a quote and shorten it. Change it back to its original length again.

%) Click on the quotation bar with a code and right-click to unlink the code. This leaves the
guotation bar but removes the code association.

% Delete the coding bar completely by right clicking.

% Code the text again with the original code.

(%) Create a made-up code and code some text throughout your documents with it.

% Select the made-up code from the code-list, right-click it and select delete.

%) Create a comment to describe each of your allocated codes in the code list by entering text
into the bottom part of the code manager. Notice the ~ that appears next to each commented
code.

%) Create a research diary memo for yourself. You can either create a general diary memo or
a diary entry connected to a specific date.

(%

'\‘!/

Delete the made-up memo again.
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5. SIMPLE QUERIES, CREATING GROUPS AND FILTERING

Now that your documents are all coded it is time to start organising the codes into themes and
creating output documents from which to write your report, dissertation or thesis. You will now
also be able to do queries and searches.

QUERIES

Queries allow you to find specific codes within the text so that you can e R

= [ETam] [ETTE]
© °3E 5 H
/ B EH
Query Cooc Cooc  Code-Document-Table

Tool  Explorer Table
Tools | Cooccurrency Cross Tabulation

read the specific documents.

(%) The query tool can Ssed by clicking on the

Query Taol ®m = B x

guery button in the Analyse ribbon. QueryTos a
o . . B X @ RITX @@O0 O LY
(%) This will open the query tool window which allows Senat B | siicoi Jod | Ouage v D 08 MO oM NOT Uy Do
Term Set Operators Semantic
you to do complex searches of the text using various CodGoops [ Seope: ErtreProfec

operators to define relationships.

% The relationship between codes can ned
. . Search Quotations
through,  Boolean, and  Proximity S = None Gocome. o
operators. T
Ko;s&osmnro;
. . > Mandela on: ANC: Val
(% These queries are however more advanced and will  Nonal sy o

not be discussed here. These queries can be learnt

by using the Atlas.ti Help menu.

QueryTaal

A simple text query can be done by double- L QORVXO®OO LS

Charge Swap Delste OR AND ONE HOT
Operater » oF

clicking on any code in the code list. This will

open a list of quotations associated with this

code. Clicking on any of these quotes will

allow you to view this quote within the context

a &4 P
S . the cwrethat you have given to Tata (ater).
 Mandela' and Zelda la Grange'in the same ser

of the document.

Queries are often redundant as ting groups and

filtering will allow you to ess all the data you need accordingly, neatly grouped together.
This is discussed irr'the section below. However, the Query Tool helps you to filter codes
and code groups by visually presenting their connections, as well as the quotes relating to
these specific connections.
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CREATING CODING GROUPS

When codes are meaningfully grouped together, the groupings are known as themes (patterns)
in qualitative research. Codes which are related to each other are thus clustered together and

given a descriptive name. In Atlas.ti themes are known as groups.

To create coding groups:

(%) Select Codes - Code Groups. = Code Group Manager CE
Code Groups &
Click on the first button_in the Code
N ©p o aX=0 g
u/
GI’OUp Manager, to create a NEW MNew MNew Smart Take Rename Delete Edit Group Open Open Code Edi art
Group Group~  Snapshot Comment Metwork Manager Group th
Group_ New Manage Smart Gr...

Search Code Groups

% You will be asked to enter the name Y- T — Nidirea

<> Mandela: History 3 jwuuh 1/25/2017 11:08 AM  1/25/2017 11:08 AM
of the new group.

- 4
Select the created group. / Codes in group: Codes not in group:

Name - ‘ Name -

In the m|dd|e Of the WindOW, there <> Mandela: History: Childhood <> Mandela on: ANC: Values
<2 Mandela: History: Lawyer-~ ‘_‘ <> Mandela: Memorial Servic...

are two panes - one on the left for < Mandela: Histo

Codes in the group andW

right for Codes not in the group.

8

1 COZE GROUPS 3 CODES IN GROUP 2 NOTIN GROUP _x

(%) All the codes used in the project are
displayed in the Codes not in grgup
window.

% You may now select any6f the codes you wish to group together in this group and make
them a member of

(% Codes can be

(% Comments for the groups can be assigned in the bottom part of the window

e group by clicking <

moved from the group again by clicking >

(% The number in the size column after the code group name indicates how many codes are
associated with this code group.

A single code may be included in more than one code group. Multiple codes can be

selected by using the shift and ctrl keys as discussed previously.
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Document Groups

Document groups can also be E-‘- E
created to group your documents

together. Exactly the same

procedure is utilised as for codes. E.

The Document Group Browser is,
https://tinyurl.com/jub5ggm

however accessed through the

Document menu.

FILTERING

Now that we have our groups defined, it is possible for us to filter out the codes from a particular
theme to focus on writing about this specific theme. Filtering can be done within any one of the

object managers.

To filter according to code groups, open
B === Code Manager B - 0

odes View Search

the Code Manager: o

(%) Select the code group in the left- | o
hand margin. © Mandlc i B T oz iy e 3

istory: Lawyers, 7
slanst 5 2 [Mandela: Career] [Mandela: History]

(% See that all codes not related to the

code group are rW

main window.

% A vyellow text box will appear

informing you that a filter has been

applied.
% In the bottom left corner you will see
the number of codes you have, and the number of codes that have beeryfiltered.

To filter according to document group, follow the same procedure within thg Documents.

Manager.

When a filter is in place, the Groups column will show which codes belong to more

than one group.
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EXERCISE 5: SIMPLE QUERIES, CREATING GROUPS AND FILTERING

In this exercise you will be required to use your existing Project, which has been fully coded, to

create document and code groups. The exercise also includes a section on utilising filters. You

can use the Madiba Project employed in the previous task.

Tasks:

s 23

N

Create document groups for your Documents e.g. Videos, Newspaper articles and
transcripts.

) Create code groups by grouping your codes together into meaningful units.

) Filter your documents according to the document group Transcripts in the Document

Manager, and see which documents are displayed.

) Filter the document according to All and recheck your manager.

) Practice filtering and un-filtering according to code groups.
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6. NETWORK VIEWS

Relationships can be graphically represented using network views. Any of the previously
mentioned objects can be incorporated into networks. These include documents, quotes, codes,
memos, other networks, and the groups of each. Although connections cannot be made between
any object. For example, a code cannot just be linked to a document, because this would require
a specific section to be linked (as a quote). However, if you go to the document and make use of
that code, this connection would show in the Network
viewer. Through these graphic representations, complex

. . . Create Network
interactions can be clarified for the readers. Some

researchers (Denzin and Lincoln, 2017) see these

[Madiba: Memorial

networks (and the groups generated) as the themes of the
[N

research. Not all analysis projects will require networks to

be generated.

To create a network:

(% Select Networks in the Home menu ribbon
(%) By selecting the Create new network button, youcreate
a new network and are prompted to name it.

(%) If you click on the newly created network name, the
network window opens, and you can start creating and
editing your network (the number in the Degree column
indicates how many objects are in the network).
The objects in this window are known as nodesyand

their relationships are defined by links.

First, you have to import the nodes you want to use. °
Select and drag any object from the Left plane, or from one of

the Object manager into the Network window.

@ e

Next, you can import the codes, quotes, memos or groups by __» ety
right clicking and selecting Import Neighbours, and selecting
the appropriate option.

«

In the Import Neighbours menu, you can select which type of

nodes you wish to import from the drop-down list.
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Now that the nodes are imported you can drag and drop them from the window and place
them where you wish.

You can now create links between the 'onuw'

nodes to define relationships.
Click on the Node a box with a red dot
appears

<> Mang : contradicts

Drag the dot to the next node. |

is associated with

Left click T
: is property of

A relationship menu will now pop up ¢ nonerme

<> Mandela: History: Robin Island <> Mandela: History: Childhood

Select the correct relationship from the list.

N N N N N D

If the relation you wish to use is not shown,
you can define your own in the Relation

Manager found under the Links Object Manager in the Home menu ribbon.

The newly created relations will appear in the drop down menu, but the only way

of adding relations is to go through the relations manager

. . , B o 2] =5
In the Home menu ribbon: Select Links = Relations 10w v s b6 o sois
> Links
open the relations manager. In the relations manager, r— | D i
LR Relation Manager
click on New Relation. e T
2 Code Code Relations p : - .
% Hyperiink Relations P New Re
% You can then merely fill in the required fields e
Name 2 Usage Style Wid... Layo.. Sh.. Symb.. Type Owner  Author Created
(% Click on Apply T b B vl
. , ) ) , reet G VTN T e e sy 1esv0um as0p,
(%) The new relation will appear in the list, click on Create e P TR e s e
Re Iatl On Na item or more than one items selected.

You can use the relation table and columns as a

guide of what to fill in, in each field. The table

will also show which labels, symbols and code

names are already in use.
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H =w-AF Madiba: History B = 0 x|
Network Nodes View Import/Export 2]

To import a code group along with all the codes in the group:

{# Remove Nodes [ Bring to front & Select All Nodes
H - iear Node Sizes .- end to bacl ?g ele eighbors
(% Open a new network with the group name you wish to 1Rl Novl S | B Sendfobock | %5 Scerthst

i Inverse Selection
Modes Selection

employ.

(% Drag and drop the code group into the network

W| nd ow. / h I.I-b:andela: History: Childhood

(%) Right click on the group node which is now in the E Ma{éﬂmﬂmww

<> Mandela: History: Robin Island

network and select Import Neighbours =

Common Neighbours

(%) All the codes in that group will appear as nodes in the

network linked with a red dotted line to the group name

ASti Document

The network can now be edited and formatted por/Bxport  Support  Doument  View  AdDoc
. = EENNEERE
as you would like to. To change the colour of a @ s E

Auto  Documents Quotations Codes Memos MNetworks Links Project A-Docs

H . B =~ Madiba: History B - 0O X
code, click the colour button in the Network het Nods [T ] tepeettmt
H A [H Gri ¢ ink Label ame - || Comments [ | Show Frequenciss
menu ribbon. @ N @;:p K;) %E’ ;D:i;y,la :Jhadﬂw - [ Virtual Li:ks ShuwND:elcuns

Overview  Fitto
Window
View Layout Style

You can also change what labels are used to 5 Mandete istorys Luer

This code is related ta the times that
Mandela was procticing as a lawyer.

Routing Layout [ Preview

describe the codes and relations:

<> Mandela: Histery: Childhood I
(% Inthe View menu ribbon: Go to the Style
subsection  containing the  Link

information

<> Mandela: History: Robin Island |

<> Mandela: Memorial Service: FNB |
\§a

% You can now change the link display,

whether to include an extended lab

the relations, only the ~Symbol,
comments on the codes, or frequencies,

etc.

Remember! Creating or deleting codes will create or remove them from the entire unit, not just

the network. There are a limited number of times that you are able to undo a mistake, so make

sure that you are making the changes that you want to make.
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®

®

®

B e Madiba: History

Once you have your network select the

Import / Export menu ribbon 2 Export

Bitmap, Export XPS or Print.
Save the graphic file in your transferable file

on the Desktop in the suitcase folder under

Outputs. ——
This network picture can now be inserted into -
your Word document (Same as inserting any

picture or clip-art).

Networks

[m] 2y [m]
[=] i

https://tinyurl.com/ihhvuen

0 save s

= Local Disk (D)

¥ Network

Man| A Hide Folders

. o B, ThisPC >
Organize =
3 This PC * v Folders ()
B Deskop
%) Documents [ Rl
& Downloads
D Music 22 Docu
&= Pictures o
& Videos g o
4 05(C)

J\ Mosic

File name: | Madiba_istory

Save as type: | PG - Portable Network

———+ 100% s
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EXERCISE 6: NETWORKS

In this exercise, you will be required to use your existing Project to create a network view. You

will utilise the Madiba Project employed in the previous task.

(%) Choose some codes with relationships you wish to clarify
%) Generate a network.
% Save the network.

% Save the network as a graphic file in your transferable file under outputs.
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7. CREATING OUTPUTS

In this section, we start to see the products of our labours. We learn how to build reports of our
project, Word documents containing all the codes and quotes for a specific theme / group and

Excel documents with frequencies.

CREATING OUTPUTS OR REPORTS

On the menu ribbon for each of the Atlas.ti object managers there is an option for Reports. It is

through this that we access most of the reports automatically generated by Atlas.ti.

CREATING OUTPUTS FOR CODE FREQUENCIES

As will be discussed it is possible to quantify some qualitative data through the use of Atlas.ti.
This can be misleading if the data is not highly structured and should be interpreted with caution.

Atlas.ti can generate an output report in Excel, which notes

the frequencies of the use of all the codes, or groups, as @“ y Madiba- ATLASS - Tr

Home Search Project Analyz I

related to each document.

Code-Document-Table

% Select Analysis = Code-Document-Table
(%) This opens the CPD menu which allows you to select

which codes and documents you

wish to have in your cross tabulation.
%) In the left top window, all your codes
are reflected, in the left bottom, all
the documents.

% Select the codes and documen

code and document groups, you
wish to include by marking the
relevant boxes next to each.
% You are able to preview the res
in the window to the right.
% You can change the options by navigating relevant setting in the ribbon.
% You can create several outputs, either as graphic, text, or Excel file by clicking the Export

option.
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Each export option provides a perspective of the

preview above. The graphic file shows a snapshot of Madiba,CD_Table - Bxce

Home QLEE | Page L‘ Formn‘ Data | Review| View ‘ Enterp| NewT| @ Tell me...

the preview box, whereas the text options provide ”

D o |Calibri -l - = 9 & Conditional For
. . . . EE - B I U~ A A E - ';Fnrmat as Table -
the code document organisation in Windows Pt o i 2e - L =T
Notepad. The Excel option can be viewed below; this — _— E— —
Al - b
provides the reader with the possibility of navigating R 5 . o . . . |
the table if manipulation of the information is needed. 2 Madiba |
. . . . 3 |Report created by jvvuuh on 2017/06/08 10:45:23
In this example, the row indicates the document in 4
5 Mandela ctMandela: Mandela: Mandela: Mandela: Totals
guestion and each column relates to a code. The £ fﬂ“;;;“::; > : ; . . "
numbers indicate the frequency of the specific code e e B | I
10 |The Gaurc 1 1 0 2 1 5
in that specific document. However, these options 11 |Arvind ku 1 1 1 1 1 s
12 |Totals 10 7 8 3 4 34
can be changed in the analysis ribbon before export. =
CREATING OUTPUTS FOR WORD FREQUENCIES
Atlas.ti can also generate tables that indicate the
frequency of words per document, code, or Send Output To x
L. , O = Built-in Tool O Excel O & Word Cloud
guote. This is done through the word cruncher’s
Export Includes
Frequencies function. Creating a Frequency Separate Gafint for each Document
. i . Absgife Counts [ Relative Counts
word list for all the documents will be described il [ Column Total
here Waord Length
Text Nermalization
Ignore Case Drop Numbers

% In the Documents Manager, Docu

Remove from text before counting

[[000<>N#— 3a @™,

menu ribbon: Select Frequencigs (Make

Restrict remaoval to word ends

|S nOt Use stop word list

English ‘

sure an individual
selected, this will only efeate a frequency
for that documen
% Select Excel
%) Select a stop word list if appropriate

%) Click Word Crunching

‘Ward Crunching
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(% Save the file as an Excel file in your output subfolder in your suitcase file on the Desktop.

The word cruncher function is found in almost every Object Manager’s main ribbon, but does slightly

different work in each. In the Documents Manager it provides an overview of a single document, or multiple

documents. In the code manager it provides a frequency count of all the words in the coded quotations.

Make sure that you are in the correct manager when creating frequency counts.

Each column indicates the document

in question (if the Separate count for

ﬂ-D A calibri - General - | [ Conditional Formatting~ ~ §=lnsert ~ 2. +
each Document was selected) and oo 27 BT 4 Bt |BrmesTier | Bl (B 2
o A 8 8 7 Cell Styles - & Format~ & -
each rOW relates to a d|ffe|’ent Word_ Clipboard Font F} Alignment & Number Styles Cells Editing ~
A202 - Je || ‘anxiety v
The numbers indicate the frequency 4 A . 8 | ¢ | b | E | F | & |
1 werd Length Doc1 Doc2 Doc3 Doc6 Total
H+H H H 196 answers
of the specific word in that specific o —— . : . :
1§anticipation 12 1 1
document 199|antipass 8 1 1
200 antirid 7 1 1

Word Cruncher

https://tinyurl.com/zgt29cy

For a quick format select the entire table with headings

Table tick My table has headings and clic
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CREATING OUTPUTS FOR WORD CLOUDS

Atlas.ti 8 allows users to create word clouds and functions in the same way as creating
outputs for Frequencies. These word clouds are used to present the frequency of words in a

given text visually. In the

Atlas 8 Manual - ATLAS i Word Cloud

Docu ments Manager’ Search Project Analyze Import/Espart Support Word Cloud
7 Use stop word st [ lgnore Case 4] Remave from text before counting

important

1 1 264 langusges |All =[] Drop Numbers |“[>:E< Reload
select Word Cloud. Anew =~ = <o . . e
= All Documents =
tab W1ll Open justice youth .
worner, lImited pe.peudmmm‘:::;nde"t
i i indi i se o called fondan ked
ks askes
immediately indicating o o want o became raca ol etaie
day said i deal
aroups now say unisacommlttee ww
the nery Created Word ) legal . Vrerpof::iare national € time 29° political many pack areatviolations
public ogime 9% . right country ™ sisland
: : i livehuman afrlca k s DOliCY
community men black |ng whiteonemade sp
ClOUd' Zoom]ng n and leadership anteg /O1 I “iqq downloaded part  thin
" wardens yearsnoUrspeople p ings

out of the word cloud

. . anc com pasttrc africans
never wor‘,::dr‘f?lztts ustolco nelson sagepub . univ °thers  much
Would make the ClOUd nternational pr‘son“ke well apartheid decemberremyﬂate told  Just

truth sisulu
) amnesty new government . oo role http

bigger, and thus show e Tomlccedom  violence (1K oycors er, 1y Come
yaday ~wentne e burg transition
madiba flannesburg
less of the words, or found e k

alternatively smaller,

showing more.

Word clouds can be useful to provide a visual representation of the frequency of words. In
addition, it could provide a rapid overview of what is discussed within a given document.
Because word clouds can be used for other Object Managers, it could be useful to provide a
definition of a code. To increase the comparative ability of these codes, the two word clouds
can be viewed next to one another. By creating a tab group. Save the word cloud(s) as an Image

file in your output subfolder in your suije&Se file on the Desktop.

exercise

scing
negotiated  daunting
terrorists arrested

intractable
ipt democracy . .
. < peaceful s ik liberation
population fica paStsald right s “romaty
" nelson mandela SRS peopleteﬁ

e black Iarry government

full president kl N g well; = triumph [ a n d e | 3 shari‘n;‘:v“
03] us

challenge ggint

ago il far st
eeneony % N @Yy one-on-one s t0daY iNg _ " terrorist™™
il y i lawyer il i south societies
st-apartheid people e |||et it nelson /o
concerned ¢ hour live struggling ransition ...
coloured interview authoritarian st ggle anary e
main settlement
contemporary _thankful
violations KON
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ALL CODES WITH QUOTATIONS:

While the quantification of qualitative data (as shown in the three preceding sections) may have
value, this is not the basis of qualitative analysis. The

primary outputs are the codes with all the associated . O Codes Report

quotations. In the Codes Manager: e

%) Select Report, this can be found in the Codes Groveing

|thhin-; "‘

ribbon.

Report Options

(%) This will open the Code Reports

% Select All items

%) Select Grouping according to Nothing.

Create Report

%) Choose the information that you beli

you will need. Select an option only once
working on a hierarchical system. The default

usually suffices.
%) Click on Create Report
%) Select Save

%) Navigate to the transferable folder you created on the desktop and select the Outputs
subfolder

(% Change the save as type to *.doc.

% Click Save
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VIEWING YOUR WORD PAGE:

% Navigate to your Desktop = Transferable

Folder (Whatever you named your "P_:'P iy Codes eport
project folder) = Outputs sub-folder. &) >
Save
% Open the Madiba_allcodes.doc document. Cutput A [« Desktop > Modiba » Output
N ; Organize v Mew folder
%) The page will open, and you can now Project: Atlas 8 Man _ ﬁ
is N
. . . . Report created by Myne on 26 Ja| M Desktop
format it any way you wish. We will discuss Codes Report— Grouped ] | 8 oo
this later Al (8) codes ¥ Doaroads
b Music
) —\\ . . . =/ Pictures
%) All the text relating to a specific code is ANC: Values B Video:
. = 05(C)
provided below each code 2 Codes: ~ Lecal ik )
%) The document is noted by the first number O Mandela on: ANC: Values | dhhawok o
Created by Myne on 26 Jan 20- File name: | Madiba_allcodes
next to each quote. 4o Save as type: | Word document (*.doc)

% The second number refers to the code

 Hide Folders

number for that document. E.g (6:1) refers

to the first code from document 6

The direct quotes can be copied from this document into any document on which you are working.

Now we are going to look at how we can produce similar documents for each of our groups.

CREATING OUTPUTS FOR CODE GROUPS

Creating grouped outputs for only the group codes and texts relating to those codes is very

useful. If you are writing, this allows you to have one document to work from

that includes all

your analysed data about that specific theme. You can then easily see the full range of issues

relating to that theme and can copy and paste it from the created document.

The procedure for creating output for code groups is
very similar to creating output for all your codes. The

Codes Report

P—N
only added step is that the Code Report neM[ ~‘
grouped. This grouping can actually be applied o

across several options, but the Code Groups will be

focused on here. In the Code Manager, again select

Report:
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(% The same menu will appear

% Select All items

(% Select Grouping according to CO

%) Ensure that you select the Comm as |~ GodesReport
Selected items (0)
well. This will assist with your write up, asthe ™~ Sty
comments would define your themes 3 \m;mps H
P [ comments
already' Report Options.
[4] Comments A
v [ Groups
. . . 4[] Quotations
(%) Select the information that you believe that U
/ Dates and Users
you will need. Select an option only once— £
working on a hierarchical system. The
default usually suffices.

(%) Click on Create Report /

Select Save

«

% Navigate to the transferable Working from a single document could be

folder you created on the confusing to some. Alternatively, you can create a

desktop and select the Code Group report, in a similar way as the above,

Outputs subfolder and save each document under the name of the

theme. In the Code Manager select a Code Group,

(% Change the save as type to

g while selected run the report. Note that the Filter
*.doc.

section changes to Selected items. Repeat until

% Click Save. each theme was exported to a document.
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EXERCISE 7: CREATING OUTPUTS

In this exercise, you will be required to use your existing Project to create an Excel output and

Word outputs for the groups. You will utilise the Madiba Project employed in the previous task.

Tasks:

Use the Code Manager to create a Frequency count of the words used within each code.

) Use the Code Document Table to count the number of times each code, or code group,

was used in each document

) Use the Word Cloud tool to create a word cloud for a specific code group.

) Create areport for the codes and their quotations organised according to the code groups.

This can be done for the specific code groups by filtering the groups in the code manager
before reporting.

) Save the reports in the outputs subfolder on your transferable file on the desktop

) Make sure each file is stored under a unique file name, which should be the same as the

function that was used, or the group name allocated to the codes (if reporting by filtering
groups individually).
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8. PUTTING TOGETHER THE FINAL PRODUCT:

This section deals with the formatting of outputs. Essentially this is the dotting of the I's and the
crossing of the T's of your work. It may take a few hours, but ultimately gives a look of
professionalism to your work and will definitely make a good impression on your reader. Your

work in Atlas.ti itself is, however, finished.

EDITING YOUR WORD DOCUMENTS

At this stage, you will have several word documents saved in your outputs folder, one for all the
codes and a document for each of your themes. You might have decided to create a single
document for all codes according to the theme, however, it provides some structure to divide the
themes between different documents. It is now possible to edit these documents to have an
interactive index to support navigation. This is accomplished in four steps: formatting the text,
inserting headings, inserting page breaks and inserting an index. It is then suggested that the

document is saved in pdf format for ease of navigation for your readers.

STEP 1 - FORMATTING YOUR DOCUMENT

% Navigate to the outputs folder in your suitcase folder on the Desktop

% There should be a number of Word files in the folder, one for all the codes and then one

for each one of your themes (code groups)
%) Open the first document you wish to edit
%) If you are confronted with a warning, just accept it and open the document in any case

%) Press ctrl + A to select the whole document and set your line-spacing, font and font size
to your preference. (It is suggested you use the same specifications as the text in the

article or thesis you are writing)

%) Select File = Save As and change the file type to Word or else all formatting will be lost

if it reverts to a text file.

%) Repeat for each Word Document in the outputs folder
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STEP 2 - INSERTING HEADINGS

It is essential to use the built-in Headings in Word to facilitate navigation. This step should be

considered alongside step 3 (Inserting Page Breaks).

Heading 1

2 2
N

2 2
N

) Delete the top section of infor,

) If you examine the document, you will Comment o

Report created by jvvuuh on 2017/02/16
Heading2 Heading3 | TMormal | Mo Spacing | Chang P v

styles Codes Report - Grouped by: Code Groups
All (5) codes

Styles

| OMEPERENGES  MAILINGS  KEVEW VI ENIERPKSE LUNNEL |

21| aspbcene assicene AaBbCe Aasbcer | AQB
. Mormal TMoSpac.. Hesdingl Hesding Tile

to the line

Styles
L Tt | 14

) Write the title of the document, e.g. All

Codes or the name of the particular All Codes

theme

Mandela: Care,

2 Codes:

) Highlight the title and click on Title

Mandela: Histpry: Lawyer
Created by jyvduh on 2017/01/23, modified by jvvuuh on 2017/01/23

Nelson Mandgla's history, specifically relating to his training and career ¢

see that each time a new code starts

with all its associated quotations, it starts

with the code’s name.
When organised according to groups, it starts with the code’s theme.

The code name should include the name of the theme / group if you have followed the

naming convention described in this book.

) Press ctrl + h / select find and replace this will open the find and replace dialogue box,

shown below.

) In the find dialogue box enter your theme name i.e. ‘Mandela: Career’ and in the replace

with dialogue box enter ‘Mandela: Career’ (The colon is necessary, you are in essence
replacing ‘Mandela: Career’ with itself). Make sure that you copy / write the code names

exactly as it is found in the Word document.
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% Click on the More button and make sure your

cursor is in the replace with dialogue box

% Select Format = Style = Heading 1

(%) It should now say Style: Heading

replace with dialogue box.

%) Click Replace All

% Repeat for each Theme / Code within each

Document in the outputs.

(%) Inthis manner, you can create a list of the themes
on heading 1 using the above method, and
specific codes on heading 2,
manageable hierarchy (provided that you are

for a more

— 2 S
Find and Repl. Pl
Find | Replace | GoTo 1
Find what: __ |Mandela: Care =]
Op ” Search Down
Srmat:
Replace with: |Mandela: Career [=]
Format: Style: Heading 1
<< Less Replace | [ Replaceal | [ FindNet | [ cancel |

Search Options

[] seunds like [English}
[] Find all word forms (English)

Replace

[Lromat- ] [ specai~ | INo Furmagtmg]

Font...

[7] Mateh prefix
[7] Mateh suffix

[] 1gnare punctuation characters
[] Ignare white-space characters

— Paragraph...
odil  Ies. on 2017/01/23
Lenguage...
Frami
Style...
7 (—" raining and career as a

working with the single document organised according to theme).

STEP 3 - INSERTING PAGE BREAKS

If you would like to see each theme / code start with its own page, you can add page breaks with

this method of creating headings above. While replacing the Theme / Code names ensure that a

Page Break symbol is in front of every Theme / Code name. This will make sure that each Theme

/ Code will be moved to a new page, in addition, that the first page of the document will only

contain the Title, which is necessary for the final step. To insert a Page Break:

%) As with the previous step, open the find and replace dialogue box, by pressing ctrl + h /

select find and replace.

(%) Copy / write the Theme / Code name as it appears within the document exactly into both

dialogue boxes (‘Find what” and ‘Replace with’).
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(% Click on the More button and make

s —m
'ﬁnd and Replace

| Find Replace | GoTo

sure your cursor is in the replace

dialogue box in front of the Theme / Find what:  [Mandela: Career =]
Format:
w Replace with: |’*mMandeIa: Career |z|
Format: Style: Heading 1, Mot Highlight
(%) Select Special © Manual Page Break Beplace | [ Reptacest | [ gmanient | [ concel ]
Search Options
Search:
%) This will insert ““m’ in front of the text. S e
N (| Use wildeards
Seynds like [English) Ignore punctuation characters
@ CIle Replace AII Finda ord forms (English} Ignureyhite—spa:echaracters
3 R Replace
(%) Repeat for each Theme / Code within (romat~ | [ specai~ ] o Fomting
. L Paragraph Mark
each Document in the outputs. THISTOTYT I oo Charecter
Caret Character
y jvvuuh on § Section Character ied by jvvuuh on 2017/01/2
(%) Check your document to make sure T Paragraph Character
by M Clipboard Contents
that every Theme or Code has been Nandela's hi E”'gDr””hE’“" slating to his training and ¢
replaced as required. En Dash
Find What Text
ns:

Manual Line Break

| Manual Page Break

| ) )
hard to eulc . honen capture in words not jus
'9) MNonbreaking Space

Optional Hyphen

1ot

Make sure that the dialogue box presents the correct style, if it isn’t click format, style,

no style to remove and replace with the correct styling.
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STEP 4 - INSERTING THE INDEX

% Go to the first page of your document. This page should be blank because of the page
break inserted in the previous step.

(%) Put your cursor under the title

% Select Reference < Table of Contexts and choose the automatic table of contents you

would prefer.

icrosoft Word

Home  Inset  Pagelayout | References | Mailings  Review  View  Addns

2 Add Text = 1 Insert Endnote L Manage Sources £ Insert Table of Figures 5} Insert Index : 5% Insert Table of Authorities
i = I —|+ 1=
2 Update Table Next Footnote = | — Style: APA Fiftt = = Efu Table f Update Index ! Update T
EJ L = E| E|
Insert Insert ) Insert Mark Mark
Footnote = Show Nates Citation - g Bibliography - Caption £ Cross-reference Entry Citation
| Builtn hs & Bibliography Captions Index Table of Authorities
[Alllomﬂkﬁblel b3 -4 1+ 5+ 6 1+ 7 B 51 A0 1 +dlc 0 43 1 43 1 34 1 i5 1 i eiFe o8
Contents
Hoading 1
L1 S—— el
HORANE 3 oo — 1
Automatic Table 2
Table of Contents {
e . es
HENE2 a
L T— S 1
Manual Table
Table of Contents
Type chaptar titls (lavel 1)
Type chapter titke (level 2) 2
Type chapter ttl flevel 3) s B
Type chapter e level 1), N
is present {4-0}~ 2
[ More Table of Cantents from Office.com »
[} Insert Table of Contents... n Hlstory: Agents of social change {1 -0} 3
[Z  Remove Table of Contents n history: Apartheid {5-0}~ 3
]
Coae: eaucation History: Apartheid: Excellence {2-0}~ 4

Code: Education History: Importance {7-0}~

%) Repeat for each document in the outputs folder
% You can alter your styles on the Home tab by selecting Change styles = Style sets
% Save the file as a document and again as a pdf document.

You are now able to send your suitcase file to your reader / examiner as evidence of the work

that you have completed.
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EXERCISE 8: PUTTING TOGETHER THE FINAL PRODUCT

In this exercise, you will be required to use your existing Project to create reports of all the

codes and groups. You can utilise the Madiba Project employed in the previous task.

Tasks:

(%) Format all the output documents

Nd

% Include headings, page-breaks and an index in each word document

%) Save as pdf documents
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