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Introduction

This handbook has been formulated to provide students in the areas of marketing research,
social research and qualitative research analysis guidance in the use of NVivo 8.

NVivo 8 is a qualitative analysis software application which allows the researchers the
opportunity to store, manage and analyse qualitative data. The functionality of NVivo
software is high and this handbook provides an elementary introduction to its use and
purpose.

In the main, NVivo 8 is intuitive and easily applied. QSR, the owners of the programme,
afford access to a range of additional materials and help facilities.

This handbook will provide the reader/student with the required knowledge to start a
gualitative project using NVivo 8, enter different types of data (textual, image and film) and
analyse each using fundamental methods.
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1) Creating a Project

In this section the reader will be shown how to:

- Open the NVivo package

- Start a New Project

- Open an Existing Project

- Navigate Around a Project
- Save a Project

1.1) Opening the NVivo Package

Cardiff University PCs can differ in how you access NVivo 8. As a rough guide, to open the
programme on a university PC, follow this process:

Start: \U niversity Softwa re\: |Networked Applications|: \General Software\: \Qualitative Analysis\:

NVivo 8

You may have to install the programme first using the \NVivo 8 InstaIIer\. Please bear in mind

that an NVivo project file can take up a lot of space — ensure that you have sufficient
network memory available or your file may corrupt when saving without warning.

1.2) Starting a New Project

When NVivo 8 opens, you are faced with a screen as shown below. When you have
conducted several projects you may have a choice of older databases to choose from. In this
instance we are interested in opening a new project.




Click on the INEW PROJECT]| box at the bottom of the screen.

By clicking on the new project you will be provided with a box that you can use to name and
provide a description of your project. This is a good thing to do when you are working with
lots of different projects over a number of years. You will also need to give your file a
and location. You can do this by clicking on the button.

Click m to continue.

1.3) Navigating Around a Project

After entering into your project you will be faced with a screen resembling that

provided below.
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Use the Main toolbar to navigate around the project. From here you will be able to do some
of the more common tasks required from an NVivo project such as:

- Copy
- Paste
- Save Projects

- Import Files (e.g. interview transcripts, pictures, etc.)
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We use the [SOURCES| box to hold all of our materials ready for analysis. We can check how

many interviews we have for analysis by clicking here.

NVivo makes the distinction between INTERNAL (interviews, photos) and EXTERNALS| that

are located (as the name suggests) external to the NVivo database.



The other important screen is the NODES| box. Click on [NODES| on the left hand sign and the
following screen will be displayed:
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This screen indicates the |CODES| that we have designated to certain text, pictures, parts of a

video etc. We can use our [FREE NODES| to build up [TREE NODES| which delineate structures

in our interpretation of data. For example, the |ATTRACTIVEN ESS| of a person may follow the

tree structure below.

Attractiveness

Height Weight Eye Colour Body Type Personality Income

This would be evidenced in our tree nodes.



1.4) Saving your Project

You can save your project at any time by choosing the [SAVE| icon in the main toolbar. You
can only save your project if a change has been made.

NOTE: It is worth saving your project at regular intervals. The NVivo folder will automatically
save every 30 minutes but this is a lot of analysis to lose if you experience an error (say after
29:50 minutes). Make sure you regularly save the project.




2) Importing Documents into Your Project

In general there are three types of documents to import into an NVivo library. These are
internals, externals and memos. These represent SOURCES of data.

2.1) Sources

In NVivo, ‘sources’ is used as the collective term for the research materials that you will
eventually code.

Internals are your primary sources and consist of the electronic format
materials. They may take the form of interview or focus group transcripts,
field notes, photos or video recordings, field notes, etc.

Externals are the materials that you can’t import into your NVivo project
such as reference books, handwritten diaries and web pages.

Memos are created by the researcher to capture the thoughts and insights
made by the researcher when analysing the data.

2.2) Importing Internal Files

In the main window, click on the ISOU RCESI icon on the left hand side.

2.2.1) Creating a File

You may want to sort each of your sources into categories representing the type of data
they provide (e.g. transcripts, videos, etc.)



Right click on the Internals icon and select NEW FOLDER|. Alternatively, click on the |PROJECT
icon at the top of the menu screen and then select NEW FOLDER|.

Name your folder (e.g. interviews, photos, videos, etc.).

Click m to continue...

New Folder

Hame || |

Dezcription

Items Tvpe Content

Created On  [18/10/2010 16:39 | By R ]
Modified On [1810/2010 16:39 | By R ]

[ Q. l[ Cancel ]

2.2.2) Importing Text Files

Make sure that you have selected the Internals icon (and the folder location).

In the |PROJECT| option on the main toolbar select |IMPORT INTERNALS| or |ctr|:shift:i|

Click on BROWSE| to locate the files needed to be imported (e.g. interviews). You can create
a description for each file but this is often unnecessary. Click and continue.

Import Internals

Impart frarm

| H Browse.. ]

Text Options
[] Create descriptions

Optians

[[] Code sources at new cases located under

| Cases

[] Create as read-only
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After importing one of your files into the database, your main screen window should look
like the following with a list of sources and a brief description (if you ticked the Create
Descriptions box in Text Options).

For each file we are given a figure under the INODES |category indicating the number of
times something has been coded within the source. So for example, if 5 themes are
identified in the interview with John, the number of nodes will also be 5.
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@ ks
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We are also given other categories such as the date the file was created and who it has been
modified by (i.e. the author).

To open the file, double click on it. It will then open in the box below. You are able to
change the size of the box by positioning the cursor on the line of the box and moving it up
or down.

Once your data is in this format you are able to begin the analysis.

To close the file, right click on the tab in the analysis pane and click [CLOSE|.

11



® Project.nvp - NVivo
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0 — Like on many HDTVs, the black border around the new iMac's screen reaches out to
the wery edge; the aluminium border that surrounded the screen in the previous iMac
9Mndels is gone. This gives the effect of the screen being bigger than it really is. To the
chagrin of many, there is no matte screen option. Glossy is your only choice. The
(D Links glossy effect makes colours pop and blacks deep and rich, but you can see your
= reflection in the glass. When using the iMac as a desktop computer, I've learned how
@ Classifications to see past the glare and reflections, but many others cannot develop such tolerance
-and I'm not saying you should.
[ Folders
Glare is a problem if you're in a group gathered around the 27-inch iMac that's being
|| used as an HDTV In fact, because of the glare, vou might reconsider using the b
AR 1hem Nodes: 0 References: 0 _# Edtable Line: 1 Columr: 0

2.2.3) Importing Pictures

You can import pictures in much the same way as word documents.

Firstly create a[INEW FOLDER| in the INTERNALS| sources icon. Label these

S| (or anything you like).

import and press

Your NVivo database should have the file in the

S| box on the main page as shown
below:
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To view the file, click on the folder, this will bring up the image ready to be analysed; as
shown below:
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2.2.4) Importing Video Files

If we have the video file we can import film clips. This is achieved in exactly the same way as
documents and picture files.

Create a file underneath the Internal Sources icon (right-click: New Folder).

Click on |PROJECT] in the top icon bar.

Click on |IMPORT INTERNALS| and select the location of your video file.

Give the file a name (e.g. Goodyear vid).

Once you have clicked , the screen should look like this:

13
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If we double click on the file, we are provided with the embedded video ready for analysis:
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2.3) Importing external files

We can easily import external documents such as web page and youtube videos.

Make sure you have the External folder you want to locate the file in highlighted. Click on

in the top left-hand corner.

8 Droint nvp - NVivo
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New External |E‘E|
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Provide a name for the file (e.g. you tube vid, web page, etc.). THIS IS ESSENTIAL for
importing the external link.

Click on the External tab, the following page will be displayed:

New External

General

Tupe | Fite link v
File path | | Browse...

Location description

|
LContents | ~ |
|

Unit

[ ak ][ Cancel ]

Click on the |FILE LINK| drop down box and select the WEB LINK| option.
Insert the URL address into the [URL PATH| box. Click .

The page should look similar to the following screen:
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To open the [EXTERNAL|file right click on the file.
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Select (OPEN EXTERNAL FILE[. This will open in a new window. We can make notes about the

EXTERNAL| source in the right hand pane.

2.4) Creating a Memo

Some of the most important research material comes from our own thought processes. We
might write field notes or record the observations of our respondents. It is a good idea to
retain all of this data and use it in our analysis. Memos are sources of data and can be coded
in the analysis.

Click on the [SOURCES| button.

Click on the folder.

Click on the icon in the top left hand page of the page as shown below:

® Project.nvp - NVivo
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Click on [MEMO IN THIS FOLDER|. The following screen will be displayed:
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General l

Mame ||

Dezcrption

Location | Thoughts |
Size \OKEB |

Created On [22/10/201011:35 By R ]
Modified On 221042010 11:36 By R ]

[ ] Read-only

[ Ok ][ Cancel ]

Provide a Name (e.g. respondent name or identification number) and write any other

comments in the Description box below:

Memo Properties

General l
Marne J amnes [obzervations]
Drescription Obzervations from the Interiew
Location | Thoughtz |
Size 1KEB |
Created On 22/10/201011:36 B R ]
Modified On [22/10/2010 11:41 [ R ]

[] Bead-only

[ OF. l [ Cancel
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You should be presented with a screen which allows you to write notes about the interview.
In this example, the researcher has recorded some information about James (the
interviewee) and his discomfort when questioned about his family.
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3) Nodes and Coding

In this section you will learn about how to code your data. This represents the structure of
our analysis:

The Concept of Nodes

e Nodes are where you store data about ideas or, predominantly
themes as you work your way through the project.

e We assign codes (or nodes) to “chunks” of the data which represent
a theme. In NVivo we can create a framework of connected codes.

e When we create a node we must select all of the data that represents
the label we are placing it under. This allows us to recall quotations
which will evidence our framework and/or assertions about the
phenomena in question.

e Some researchers will find they know certain themes in advance of
analysing the data and might create nodes in advance. Some
researchers create nodes as they discover new findings in the data.
This is most common in areas where there is little known about the
phenomena.

e A useful strategy is to start with nodes representing individual
research questions and creating a framework (tree node) for each
of these.

Free Nodes — These are ‘stand alone’ nodes. Free nodes are useful
when you begin coding as you may not be sure as to whether they fit
into a hierarchical structure. However, as you code further you may
discover similarities or relationships between nodes and move them into
a more logical area to represent this relationship, i.e. tree nodes.

Tree Nodes — These are organised into a hierarchical structure of
categories and subcategories — a little like the example of attractiveness
on page 7.

20



3.1) Creating a Node (before analysis)

In the main screen, click on the INODES| folder on the left hand side.
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This list provides us with Free Nodes and Tree Nodes. If we have several research questions
that need to be answered it might be a good idea to use a Tree Node with Research
Questions at the top of the hierarchical tree.

Make sure that Tree Nodes (or Free Nodes depending on your strategy) is highlighted in the
Nodes Payne. Click on the drop down box in the left hand corner of the database
screen:
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Click on the ITREE NODE IN THIS FOLDER|icon. The following box will be displayed:

New Tree Node

General l

Mame

Dezcription

Mickname | |

Hierarchical name | Tree Modesh, |

Created On 22/10/201012:27 | By R |

Moified On 22/10/2010 12:27 By R |

[ Q. l[ Cancel ]

Provide a Name for your new node (and description). As previously mentioned, calling it

RQ1 or something similar helps you to focus on the analysis for separate aspects of the data

— particularly when you have various research questions.

® Project.nvp - NVivo

uuuuuu eferences Created On Created By Modified On
0 1 2610201837 R 26/10/2M071637

0 1 2510201638 R 2510/2M016:38

() odes
D ses

5 Models
@ ks
(&) classiications

[ Folders

Modified By
R
R

&R 2lems

22



We can start to build our “tree structure” into the analysis by creating categories (sub-nodes)
for underlying themes in the data. So, if RQ1 is about Communication and we know that
there are four sub-themes for this:

Research Question 1 (RQ1)

e Communication
Trust
Conversation
Relationship

o O O O

Language

We can organise this ready to code data to each of these aspects of communication directly.

On our first node (Research Question 1), right click and select NEW TREE NODE.

[BEH

~BRBT-3
Look for © Semchin v [Seuces FidNow  Clear Oplions X

Tree Nodes
N

uuuuuu eferences Modified By
0 0 5 637 ] 0/201016:37 i

CTRLHSHIFT+N [ 1

CTRLFSHIFT+0

& TR
B oy TR

Delete DELETE

Expand/Collapse: »

Create fs 3
Add To Set.
Chart Tres Node Cading

Chart Tres Node Coding by Atribute Ve

@ sources Mema Link
() nodes
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CTRLYSHIFT 4P
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Provide a name for the new tree node (i.e. Communication).

We can create a second-level tree node (e.g. trust, relationship, conversation and language)
by right clicking on the first-level tree node and creating names for each of the second-level
nodes. In the end we have a two-level model ready to code data:
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3.2) Coding Word Documents

We are able to select nodes (or tree nodes) in advance of our analysis. In some cases we will
code the data directly into these pre-determined categories. In other instances we might
add further nodes as we go through the data and identify new themes. In some cases we
might even start with NO nodes and allow the data to determine themes — all research

projects are different.

To begin the analysis, click on the sources icon on the left-hand side of the home page.
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Select the source that you wish to analyse (internal, externals, interview etc).

In this instance we are looking at Internals: Interviews: John Review. We can double click on

the source to present the data.

Once we have opened up the source the data will be presented as provided in the screen

below:
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range is to the iMac screen. Both the 21 5- and 27-inch screens are made with high
definition video in mind.

And the 27-inch modsl is, in aword, stunning. Don't take my word for it. That's based
on the cluster of tachis-ypes and graphic designars who popped into my office last
wieak to gat  gander at the newest al-in-one Mac from Apple. Part of it might have
been the novelty: Apple unvailed these |arger, widescreen iMacs on Octaber 20 and
58N 0NE Over 07 review pUTPOSES bwe days later. IUs he biggest change for the iMac
since it went alurminum-and-black in late 2007

Like on many HOTVs, the black border around the new iMac's screen reaches out to
the very edge. the aluminium border that surrounded the screen in the previous iMac
is gone. This gives the effect of the screen being bigger than it really is. To the
chagiin of many, there 1s no matte screen opticn. Glossy is your only choice. The
alossy effect makes colours pop and blacks dsep and rich, but you can see your
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Glare is a problem if you'rs in a group gathered around the 27-inch iMac that's being
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27-inch iMac as a HDTY. However, it's now been two years since the first sluminium
iMac with glass was introduced, and there are no signs that Apple 15 interested in
offering a matte screen option, While the 21 5-inch iMac isnT much bigger than the
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should sell well. In fact, hi-def content is so sharp and bright that it almost looks 3D
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We can scan through the document looking for aspects to code. We might find that one

section of the data is important. We therefore, highlight the relevant text.

After the text is highlighted, right-click and select |CODE SELECTION|. When a node exists for
the data, select |AT EXISTING NODES|. Alternatively, when there is no current node you can

create a new one by marking |AT NEW NODE|.
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If we mark the coded text as relating to an existing node — say for example Communication

— we are presented with the following screen:
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Make sure that the relevant box is marked. In this example we want Research Q1 and
Communication marked so that the data will be stored underneath these categories. Click

oK,

We might want to take the coding of our data to a higher level of abstraction (e.g. trust,
relationship, language, etc.). Therefore we could perform a second trawl of the data. We
would then assign data to higher-level nodes in exactly the same way as above.

3.3) Coding Pictures

We may wish to analyse and then code picture data. This is possible in NVivo and we would
therefore integrate our analyses of text and visual data into our node system.

Firstly, click on SOURCES|.

Identify the relevant picture file and double click on it within the main homepage. Your
screen should look similar to that below:
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O vioaes
@ s

() Classitcations

_J Folders

B

We analyse aspects of the picture by annotating our feelings about it. In some cases
respondents may have annotated the pictures for us.

On the picture, click and drag the rectangle over the area you wish to analyse.

Right click whilst hovering over the rectangle and select INSERT ROW|.
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This will provide a ‘co-ordinate’ for the highlighted aspect of the picture in the third screen.
We can then provide a description of the highlighted area. This is shown below:

To code the data, highlight the annotated text and right-click.

Select CODE SELECTION|.

Choose either: |AT EXISTING NODES| or at [NEW NODE|.

In this example, our annotation relates to Communication. Therefore, we select

AT EXISTING NODES| and code the data to Communication (as in Section 3.2).

3.4) Coding Video Files

To code (analyse) our video files we need to click on the SOURCES|icon.
Select the file which contains the video.

Double click on the video file in the main page — this will bring up the video and areas for
annotation.

The video can be played using the controls located in the file and at the top of the icon bar:
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You are also provided with a time bar that can be used to code the data.

For example, you may want to transcribe or annotate notes for the first 30 second of the
video. Therefore click and ring-fence between 0-30 seconds in the time bar.

Right-click on the ring-fenced time bar and select |ADD ROW|. This will automatically fix the
time span in the ICONTENT bar for analysis.

In the ]CONTENT bar transcribe the video (or audio file — both work here) or just add
annotations.
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To code the data, highlight the time span (e.g. 0-30 seconds) in the |[CONTENT| bar, right-click
and select |CODE SELECTION|and |AT EXISTING NODE| or at [NEW NODE!
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3.5) Coding Other Internal Sources

We can code data from our MEMOS| in exactly the same way as other sources — specifically
documents — as detailed in section 2.4.

3.6) Coding External Sources (e.g. Video)

We may be dealing with external files. In some instances we can use methods for coding
such as those discussed is Section 3.2 and 3.3. In these situations we are faced with the
option of writing notes and coding this as data.

Firstly, select SOURCES| and click on the [EXTERNAL|file.

Select the source that requires analysis. Double-click to open up a notepad on the right
hand side of the screen.

Right-click on the file and select [OPEN EXTERNAL FILE|. If the file is a webpage (inc. YouTube
video) the file will be opened in a separate window.
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On the right hand side of the screen, we are able to write down notes relating to the

external file:
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We can code these notes in exactly the same way as any other type of source. Firstly right-
click on relevant text and select (CODE SELECTION| and choose whether you wish to code the

data into an Existing or New node.
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4) Exploring The Data

Exploring Coded Data

Once you have coded data into your tree nodes it will be in a form that is
easily manageable and accessible.

When writing up your research you will want to explore the data in a way
that enables you to retrieve the most important (and relevant) themes for
inclusion in your report.

4.1) Exploring Nodes

As an initial review of the data analysis it is always worth reviewing the nodes (free or tree).

Begin with clicking on the INODES|icon on the left-hand side of the screen.

Select either [FREE NODES| (if used) or TREE NODES| (if used).

Select the theme (or node/sub-node) you wish to assess and double click on it. This will
bring all the coded text relating to that specific theme up in the right-hand screen.

In this instance, we review all the data relating to |COMMUNICATION, but we could do this for any of

our nodes or sub-nodes.
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range is to the iMac screen. Both the 21.5- and 27-inch screens are made with high
defimtion video in mind
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4.2) Text Searches Using Queries

A query is a way of searching for specific text in our data. It is similar to the “Find/Replace”
facility available in most Microsoft Office packages.

Firstly click on the |QUERIES|tab on the left hand side of the main window:
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In the centre of the screen right click and select NEW QUERY| and then [TEXT SEARCH]|.
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This produces a new window, which you can specify a word to be found in the entire
sources list within the database. In this instance we specify the word “performance”.

Text Search Que

[] Add To Project

Text Search Criteria | Query Options

Search for performance

Search in | Test hé |
Of |AII Sources w’ |
where | Created or Modified by Arw User 4 |

[] Stemmed search

B

Click on

In the screen on the right-hand side of the page a new-tab is created that has all the files
relating to the specified word (i.e. performance). Click on the sources and you will find the

key words are highlighted:
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on the cluster of techie-types and graphic designers who popped into my office last
week to get a gander at the newest all-in-one Mac from Apple. Part of it might have
been the novelty. Apple unveiled these larger, widescreen itacs on Octaber 20 and
sent one over for review purposes two days later. It's the biggest change for the iMac
since it went aluminiurmn-and-black in late 2007

Like on many HDTVs, the black border around the new iMac's screen reaches out to

the very edge; the aluminium border that surrounded the screen in the previous iMac

is gone. This gives the effect of the screen being bigger than it really is. To the

chagrin of many, there is na matte screen aption. Glossy isyour only choice. The

glossy effect makes colours pop and blacks deep and rich, but you can see your 0
reflection in the glass. When using the iMac as a deskiop computer, I've learned how

to see pastthe glare and reflections, but many others cannot develop such tolerance

-and I'm not saying you should

Glareis a problem if you're in a group gathered around the 27-inch iMac that's being
@ Sources used as an HDTV. In fact, because of the glare, you might reconsider using the

27-inch iMac as a HDTV. However, it's now been two years since the first aluminium
o Nodes iMac with glass was introduced, and there are no signs that Apple is interested in
offering a matte screen option. While the 21.5-inch iMac isn't much bigger than the
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4.3) Counts of Specific Words

We can count the number of times we see a word or phrase within the database (i.e. all our
sources). This is useful for quantifying data and also is integral to content analysis methods.
We can find the most used words in the dataset.

Firstly click on the |QUERIES|tab on the left hand side of the main window:

In the centre of the screen right click and select NEW QUERY| and then WORD FREQUENCY|.

Specify the number of words that you would like to review (i.e. the top stated words). In this
example we are looking for the 10 most used words:

Word Frequency Query EIE|

[] 4dd To Project

‘whord Frequency Criteria l

Search in Test

0of

Al Sources 4
where Created or Modified by Any L ser i
Dizplay Wordz

L al
® 10 | magidrequent

Wwith minimumm length 1

e

Click on .

In the right-hand screen we are provided with diagnostic statistics for the top 10 most used
words in the database. This is shown in the picture below:
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4.4) Printing Node Reports

In NVivo we are able to print out node reports for our analysis. This is a good method for
showing the logic applied by the researcher/research team.

To print your node report, select TOOLS| at the top of the main window:
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From the drop-down menu select REPORTS|: [NODE SUMMARY,

El 380
10 157
10 167
0 167
150
117

[ e
‘wod Length Courk Percantags (%)
- s
-
>
o

o Bl | dewng || 5

:::::

117
117
190

@ |
(O |
@ |
55 s ‘
P |
@ |
@ comnctns ‘
i |

\

|
&R Bhens

You will be provided with the following box:

Customize Node Summary Report

Modes Al Modes hd
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[[] Include node deseription
[] Include Cading Details

Mame format Hierarchical name w
Mame only
Order by Folder and Marme

Folder and Hierarchical name

[ Q. ] [ Canicel

Under INODES| make sure that |ALL NODES| is selected (as above).

Under NAME FORMAT|, make sure that you select the HIERARCHICAL NAME| format (as

above).

Under |ORDER BY| make sure that |[TYPE AND NAME| is selected.
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Click [OK|.

You will be presented with a Tree Node Report which can be printed off.

For further details see:

Bazeley, P. (2010) Qualitative Data Analysis with NVivo. London: Sage Publications.

Or have a look at the excellent online resources provided by QSR:

http://download.qgsrinternational.com/Document/NVivo8/NVivo8-Help-Using-the-Software.pdf
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