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Chapter 1.
About AnSWR

AnSWR is a software program for coordinating and implementing large-scale team-based qualitative
data analysis. It was developed by the Centers for Disease Control and Prevention as a free (public
domain) tool to assist with applied research. Although the program was originally developed to assist
with managing and analyzing large multi-site research studies that integrate qualitative and
quantitative techniques, it can also effectively be used by a single researcher for more limited
research projects.

Recognizing the challenge that researchers face in trying to manage, process, and analyze large
volumes of data generally produced by qualitative research as well as the potentially complex,
multifaceted issues associated with a single research topic, AnSWR was designed with a systems
approach in mind (1). A systems approach has three underlying principles: systematic scientific
inquiry is supported, complexity is the organizing framework, and data is object-oriented.

Given the increased interest in and use of qualitative research in both public and private settings, the
assurance of data rigor and documentation of research procedures becomes increasingly important
(2). Collaborative qualitative research efforts lacking systematization quickly run the risk of falling
apart or becoming individual endeavors. Systematization does not curb creativity or limit analytical
flexibility. Rather, it enables the analysis research team to coordinate and consistently apply
procedures, explain how analytical decisions evolved, and to examine the validity of the analytical
lens used to frame, filter, and present information. It provides the “audit trail” necessary for
explaining how concepts, theories, and hypotheses are developed (3). With computers, the “audit
trail” becomes easier to access and maintain.

Qualitative data analysis of unstructured or semi-structured textual data generally entails coding and
indexing of ideas or themes, ordering codes, and establishing relationships between codes (4-0).
Codes, however, are not linked just to segments of text. They are connected to other important data
elements, such as whom or what provided the information and who interpreted the information. In
turn data elements are characterized by particular features or attributes that may be important in
understanding and interpreting phenomenon.

Among AnSWR’s features are tools to organize and streamline common tasks necessary for
systematic analysis of lengthy, complex text such as that associated with open-ended interviews. For
example, AnSWR can help a researcher create and maintain codebooks; create links to documents
stored on a local drive, a network, or the World Wide Web; develop hierarchical connections among
codes; assess intra- and intercoder agreement; and flexibly segment and apply codes to text passages.
Text retrieval is aided by the ability to selectively choose sub-sets of information using search
parameters such as files, codes, coders, segments, and attributes of information sources.

More than 30 easy-to-use report formats are included with the AnSWR system. These pre-defined
reports allow researchers to rapidly summarize their work in different formats such as narrative text,
descriptive tables, or matrices that can be import to other software systems for additional analysis.
Researchers can also customize reports to display information in a particular order or to include
their own logos.



Textual data can be typed into the system directly or it can be linked as plain text file (TXT) or rich
text formatted file (RTT). Textual data requires no special formatting and file size limitations are not
imposed. Since the system creates a set of relational databases as opposed to individually coded data
files, the analyst has a great deal of flexibility in how text files are set up and examined.

System Overview

The Study

In AnSWR, a Study provides the basic organizing framework for a coordinated research effort.
AnSWR permits you to document information about the research design and analysis objectives of a
research “Study.” Minimally, three types of information are associated with a Study:

e Sources — who or what provides the textual data
e Codes — labels used to organize/classify concepts and retrieve textual data

e Coders/analysts — who applies the codes and interprets the textual data

The Study can also include source data. Source data characterizes sources on one or more
properties. Source data can be used to filter or limit analytical output. Generally, source data is
derived from a respondent profile, standardized questionnaire (e.g., demographic, behavioral or
psychological assessment, performance evaluation) or an attribute/categorization resulting from the
analysis or some other means (e.g., researcher-developed). Similar to a quantitative database, the
source data captutes the degree, presence/absence, ot frequency of specific information.

When a new Study is created, a database named study30.mdb is automatically set up. The database
reflects all additions or modifications to the Study soutces, codes, source data or coders/analysts.

Note: In AnSWR, codes are different from source data. Source data tells you something about who
ot what provided the textual data, such as an interviewee’s age, ethnicity, sex, health status,
education, employment, professional or social network. Codes are what you have used to index or
encode information provided by your source(s). Codes tell you something about what is contained
in an interviewee’s story, his/her response or comment to a question, or description about an event
ot process. Codes signal that particular content and context is present or absent. In addition, codes
should indicate why you have interpreted that a particular indexing or classification of the textual
data is appropriate.

The Project

A Project typically includes all the textual data that will be analyzed, including pictorial images or
non-text based data objects. For example, textual data can be in the form of observation notes,
interview transcripts, historical documents, meeting minutes, publication abstracts, ethnographic
maps, drawings, or musical scores. All coding and report processing is at the Project level.

A Study must contain at least one analysis “Project.” A Study can include an unlimited number of
Projects, each with a smaller, more focused, research objective. Some Projects may build on each
other sequentially, while others can be undertaken simultaneously.



For Studies in which multiple Projects are created, the Study becomes a repository for all the codes,
sources, and coders/analysts associated with all the Projects. Hence, any of these items can be
shared across Projects. Each Project, however, may have its own set of textual files.

If multiple analyses are planned, the criteria listed below may help you determine whether to set up
(a) a single Study with multiple Projects or (b) multiple Studies that are each associated with a single
Project.

If you are unsure of which approach is appropriate for your analysis needs, keep in mind that you
can use the AnSWR merge wizard to help you to merge Studies or Projects, split them up, or
borrow sources and codes from any Project at a later time.

Note: Codes used across multiple Projects or Studies should be applied consistently. That is, the
meaning of the code should change from one analysis to another. When applying codes under new
conditions, makes sure that the original intent of the code does not get lost. Code application must
match the definition that has been established via previous coding,.

When a new Project is created, a database named project3.mdb is automatically set up. All analyses
are written to this database. Textual data files are also associated with the project3.mdb file.

System Layout

Use Windows Explorer or My Computer to view the system layout. By default, AnSWR creates
separate Study and Project folders under the main AnSWR directory. The Study location, however,
may be changed to another folder or physical drive on a network.

Unless otherwise specified, AnSWR is installed under a folder named AnSWR under the
C:\Program Files folder. Three system folders are found under the AnSWR folder: Reports,
HelpSystem, and System. These folders should not be modified or removed.

Folder Files Description
E_I Fiogiam Files Name Contains the system
| @ﬂnservb.hlp help files

| +_| Reparts ﬂnser.cnt

H-{1 Sample
b ] System




Folder

Files

Description

=- 1 Program Files
LB _| A RVE
- _| HelpSystemn

I {1 Sample
...... _I S}'Stem

MName

@ zource.rpt
@ K.appa.rpt
@ krnatra.rpt
@ SCodes.rpt
@ Select.pt
@ file-stats. rpt
@ filezegz.rpt
@ PCodes.pt
@ cdrstats. ipt
@ CodeT=t.rpt
@ cdrzeqs. rpt
<3 CArDiff rpt
@ Cdrcodes. pt
@ CdPrent.rpt
@ Codetfiew.rpt
@ Codebk.pt

@ Codebkrm.rpt

Contains the system
report modules

Note: These files
should not be
modified

=L Program Files
B L1 an5wRvB
' -] HelpSystem
il | Reports
I _| Sample

M ame

tips. gys
reporks, sy
E project.mdb
@ M azterCB. mdb
@ UzerD ata. mdb
Credits. Sys

Contains the system
databases

Note: These files are
used by the system
when creating new
Studies and Projects

Never modify these
files

The Study Folder

AnSWR sets up a folder for each Study that you create. The folder is automatically assigned the
same name as the Study. Once a Study name has been established it cannot be modified or renamed.
If changing the Study name is required, the Project Merge Wizard can be used to duplicate the Study

under a new name. See Chapter 4 for help on using the Project Merge Wizard.

In the tree diagram below, a Study named VISION was created in AnSWR.

El CI AnSWR




If you were to click on the plus sign next to the VISION folder, the tree diagram would expand to
display its contents. Inside the VISION folder you would find the study30.mdb. Study information
(optional), sources, sources data (optional) coders/analysts, and codes are written to this database.

—

« ,

Ay, =] Mame /
=0 AnSWR ;[ L () access to Care

{1 HelpSystem - P sbudy30.mdb
@ HTmL /| VISION
(] Reports
=) System || study30.mdb
B £ viston Micrasaft Access Application

{11 Access to Care || modfied: 10j7jz002 9:49 AM

Study information essentially refers to the overall research design (i.e., Study title, investigators,
rationale, objectives, data collection and sampling methods, data preparation procedures, analysis
plan, etc.). While AnSWR provides basic fields for documenting this type of information, you may
create your own fields using the Advance Study Utility.

Note: Traditional databases are organized by fields, records, and files. A field is similar to a variable
in that it is only a single piece of information; a record is one complete set of fields; and a file is a
collection of records.

The Project Folder

A separate folder is created for each Project associated with a Study. The folder is automatically
assigned the same name as the Project. Once a Project name has been established, it cannot be

renamed. If a change in the Project name is required, the Project Merge Wizard can be used to
duplicate the Project and assign it a new name.

In the tree diagram below, VISION Study includes a Project named Access to Care.

-0 AnswR

----- | HelpSystem

-] HTML

If you were to click on the on the plus sign next to the Access to Care Project folder, the tree
diagram would expand to display its contents. Inside the Access to Care Project folder you would
find three databases: project3.mdb; accesswe.mdb; and textdata.mdb.

x -1 e - Mame + |
B0 answr =] I'D B [ Accesswe.mdb

{21 HelpSystem - ipraject3.mdb
- HTL Access to Care [#]textdata.mdb
o | Reports

{:I Syskem rI\J‘TmiE':FtS.:ﬂ.mdh roplcati
ED VISION ICFOS0| CCEss spplcation

""" 23 Access to Care Modified: 82502002 3:04 PM

Text, soutces, coder/analysts, codes, and text segments specific to a Project analysis are written to
the project3.mdb database.



The Access to Care accesswe.mdb includes any word count analysis performed. The word count
database remains empty until Word Count Administration is selected as an analysis preference.

The Access to Care textdata.mdb contains all textual data directly entered in AnSWR. Each direct
text input is saved as record in this database. For team-based analyses, always use direct text input.
This avoids having all coders/analysts encounter problems in physically locating textual data files or
using different versions of a file.

System Utilities

AnSWR includes five data maintenance utilities that can be accessed without running AnSWR. To
initiate any of these utilities click on Start, then Programs, then AnSWR on your computer.

e Code Sources Utility — keeps codes and sources synchronized between two or more related
Studies and ensures that coders/analysts working on the same analysis Project have
consistent codebook and sourcebook entries. This utility can also be used to bring in or borrow
codes from unrelated Studies.

e Coder Cleanup Utility — identifies inactive coders/analysts from Studies and Projects. If a
listed coder/analyst has not performed any sources- or texct-based coding, you have the option of
deleting coders/analysts from the Study and Project databases.

e AnSWR Update Utility — determines if you are running the most current release of
AnSWR available. An Internet connection is required to run this utility. The system gives
you the option of downloading and automatically installing an upgrade patch. This utility is
also available through the AnSWR Coding Editor.

e Database Compact Repair Utility — removes fragmentation and optimizes database
performance. This utility is also available through the AnSWR Study Manager Window.

e AnSWR Package Utility — compresses and extracts shared Studies or Projects.

Database Compact & Repair

If you delete data from an AnSWR Study or Project, the study30.mdb and project3.mdb database
files can become fragmented and result in inefficient use of disk space. When compacting a database
file, a temporary backup of the file is made. The system then rearranges how the file is stored on
your computer or network server. Once this process is completed, the backup file created by the
system is removed.

If the system detects that a selected Study or Project has been damaged or is corrupt, it automatically
repairs the database when the file is compacted. If you have a Study or Project that does not open or
is behaving unpredictably, use the Database Compact Repair Utility to correct the problem.

Compacting optimizes the performance of your AnSWR databases. Hence, Study (study30.mdb) and
Project (project3.mdb) databases should be compacted periodically.

Note: The system only creates a temporary backup of your selected database file. As an extra data
security measure, you should always create a backup copy of your selected databases prior to
running the Compact Repair Utility.
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From Start, go to Programs, and locate AnSWR. Click on the arrow to display the drop-down
menu. Select the AnSWR Database Compact Repair Utility. Locate the folder containing the
Study (study30.mdb) or Project (project3.mdb) database that you want to compact/repair, click the
Open button, click the Repair Database button, and then click OK to the prompts that follow.

Note: If you ate trying to compact a database that is accessed by multiple coders/analysts and is
located on a shared server or shared folder, first make sure that no other users have it open.

Typical AnSWR Analysis Sequence

e Create a Study

e Setup a Project

e Add textual data

e Enter sources

e Add source demographic data (optional)
e Create codebook

e (reate text segment

e Source code text segment

e Code text segment

e Generate analysis reports

KEY TERMS

STUDY - basic organizing framework for a coordinated research effort. Study-related
information is stored in database named study30.mdb. Each Study will have a study30.mdb file.

PROJECT - level at which all processing and analysis occurs. Project-related information is
stored in a database named project3.mdb. Each Project will have a project3.mdb file.

SOURCES - who or what provides the textual data

SOURCES DATA - tells you something about the person or group that provided the textual
data (e.g., age, ethnicity, sex, health status, education, employment, and professional or social
network).

TEXTUAL DATA — text or graphics that will be analyzed (e.g., observational notes, interview
transcripts, historical documents, minutes of meetings, publication abstracts, maps, drawings)

CODES - labels used to organize/classify concepts and retrieve textual data.

CODER/ANALYST - person who applies the codes and interprets the data.




Chapter 2.
Getting Started

AnSWR requires a few preliminary steps before actual coding of the textual data can begin. The
standard sequence is as follows:

Log in to AnSWR
Create an analysis Study
Setup an analysis Project

Add text or image file(s)

A

Input the data source(s)
6. Enter and define code(s)

To add data files, sources, or codes, choose the Modify a Project option from the File menu, or
click the Modify Project button in the Coding Editor.

AnSWR Login

The system requires a uset-defined login consisting of coder/analyst ID and password. These items
may be up to eight characters long and can include letters and numbers. Special characters are not
permitted.

Logins serve two purposes:

e Allows more than one coder/analyst to process code in the same Project without deleting or
modifying one another’s work.

e Identifies what areas of the system a user may access.

User rights are generally determined by the person creating the Study. Typically, this individual is the
Study Administrator. The four levels of user access are specified below.

e Coder/Analyst can process data and generate reports
e Reporter can generate reports, but may not enter or process data

e Project Administrator can process data, generate reports, and assign coder/analysts, but
cannot modify Study codes that have been locked by the Study administrator

e Study Administrator can process data, generate reports, assign coder/analysts information,
and modify Study codes

The Study Administrator may also set up a Study password. When the Study is opened, the system
displays a prompt requesting the password. If an incorrect password is entered, the Study will open,
but the user will have only reporter rights.



First-time users should enter a unique Coder/Analyst ID of their choice and then enter NEWUSER
(one word, case sensitive) as the password. The system will display a Coder/Analyst information
window for the user to complete.

Studies and Projects

The Study Manager Window

The Study Manager window will always display after a login has been completed. The first time that
the system is used, the Study Manager window will prompt you to create a new Study.

Although the Study name does not need to be limited to a particular number of characters, it is
suggested that you keep the name brief for display purposes. If you are running the system from a
network server, Study names should be limited to eight alphanumeric characters.

w4 ANSWR- Create New Study - 0] x|

Filz Tools

Cancel

Enter a name
for new
STUDY

Study: I

Study Location
C:\Program Files\AnSWR

Set Location |

Note: Unless you have otherwise specified, AnSWR is installed under C:\Program Files. By default,
Studies are saved under C:\Program Files\ AnSWR.

Reminder: Once a new Study has been created, the system sets up a Study folder with the same
name and writes a blank study30.mdb database to the folder. Any Study—related information you
enter will be automatically written to the appropriate study30.mdb table.

Other items on the Study Manager Window include:

e A File menu that duplicates the system functions available via icons in the AnSWR Study
Manager Window

e A Tools menu that gives you access to the AnSWR Compact Repair Database Utility

e Icons for creating a new Study, opening an existing Study, deleting a Study, accessing the
system Help file, and exiting AnSWR.



~=4 ANSWR - Study Manager ;Iglil

0

MNew Study | Open Study |Delete Study Help Exit AnSWR

=l

File  Tools

Stucly:

Stucly Location
C:\Program Files\AnSWR

Set Location

The Project Wizard

After a Study has been created, the Project Wizard will prompt you to create a new Project. This

process creates a Project folder under the Study folder

4 ANSWR - Project Wizard =10l x|

Project Wizard

The Wizard will take you step by step through the process
of setting up a new project.

Hew | cancel | cBek | Met» | Frish |

At minimum, you must enter a Project name. Again, it is recommended that Project names be kept
brief. More detailed information about the Project can be entered in the Project Description field.

4 ANSWR - Project Wizard - Project Name ;IEIEI

Enter the name for your new project.

Mote: Projects will be buit under the main STUDY folder. Each project is stored in
& subfolder named the same as the project. When running the system from from
& netwaork drive it is recommencded that the project name be 8 characters or less

Project Mame
Project =]
Description
=

4] -
Analysiz -
Chiective _I

L ;I_I

I Always apply detault source vwhen coding

r Impart Project from an existing EZText 3 Project

Helg Cancel = Back

Eirrish
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Note: If multiple coder/analysts are coding text for the same analysis and each will be completing
their coding on a separate computer, it is recommended that the AnSWR Package Utility be used.
See Chapter 10 for help on using the AnSWR Package Utility. Alternatively, each coder’s first or last
name can be assigned as the Project name. If multiple coders will be completing their coding on the
same computer or network, no special Project naming convention is required. The system will use
the coder/analyst login to assign analysis with the approptiate codetr/analyst ID.

Once a Project name has been saved, it cannot be modified. You may opt to complete the Project
Description and Analysis Objective ficlds at any time. Unlike the Project Name field, these fields
are intended to store lengthier, more detailed information.

The Project Description and Analysis Objective ficlds are important in stating the rationale and
defining the specific foci and objectives of the analysis Project. It is recommended that these fields
always be filled in before an analysis Project is completed. Because these fields can be modified at
any time, adjustments can be made if the focus of the analysis changes.

AnSWR requires that a source be assigned to all units of text that are coded. If you do not wish to
differentiate between sources, or have only one source (e.g., a single researcher, a case Study, or a life
history), click on the check box to always have the system assign a default source. In this case, the
system will assign AnSWR as the source.

W tlways apply default source when coding!

Note: The default sources can be changed. See Chapter 6 for help for creating a user-defined default
source.

CDC EZ-Text databases can also be imported for further analysis or reporting in AnSWR. To
import CDC EZ-Text databases, click the Import Project from an existing EZ-Text 3 Project check
box.

r Impart Project fram an existing E£Text 3 Praject

New Study

To create a new Study follow the steps outlined below:

1. Click the New Study button.

2. Enter a name for the new Study.

3. Change Study location if different from default.
4. Click the Save Study button.

The Project Wizard starts up and prompts you for the Project to add.

Note: The system only detects Studies that have been identified by this process.
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Chapter 3.
The AnNSWR Main Window

After you create a Study, the AnSWR main window is displayed on your desktop. By default, the
window displays on the top right-hand corner of your desktop. The window can be placed elsewhere
on your desktop. The system will “remember” this new location each time the window is displayed.

The window displays:

File View Help

=101 =]

e Three dropdown menus: File, View, and Help

e The version of AnSWR you are currently running
e The active Study’s name

e The active Project’s name

e The active coder/analyst’s ID

e Icons with links to key system functions

FUNCTION

Open a Project

Open Codebook Editor

Open Sourcebook Editor

U e ¢ M@

Open Coding Editor
Open Reports Manager

Open Help File

]
k4
= Close AnNSWR
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File Menu

The following system functions can be accessed from the File menu:

Study Information Manager
New Project

Open Project

Modify Project

Delete Project

Project Merge Wizard

Study Information Manager

The Study Information Manager you maintain an electronic “audit trail” to process notes on
research design, sampling techniques, coding guidelines, the emerging theoretical design, and
analytical strategies and decisions made (3). Memo fields for provided to support descriptive
explanations about the overall Study.

Researchers can use the Study Information Manager to document:

Study design and research objectives

Data collection methods, sampling techniques, data management and preparation
procedures

Data analysis plan, including data reduction strategies, coding plans, time lines, and coding
conventions for ensuring systematic data analysis, including procedures for assessing intra or
intercoder agreement

Problems, biases, or Study limitations

== AnGWH - Study Information Manages

Desscription

Thiz iz e descriphion
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Note: User-defined fields can be created using the Advance Study Utility located under File/System
Utlities.
New Project

The New Project feature initiates the Project Wizard so that a new Project can be created under the
active Study.

Open Project

The Open Project feature opens an existing Project. The Project need not be associated with the
active Study. When you select a Project under another Study, the appropriate Study is activated.

1. To open a Project, click on the plus sign (+) next to the Study name
x
Tools

Select the desired Study Project

(Projects under password protected studies ather than
current study cannot be opened from this section.)

[ [study Project

—| Social Impact

Hegative Impact
Positive Impact

[~ Force Resyncing of Project with Study hefore opening

Open | Cancel |

2. Select the Project to open.

3. Check Force Resyncing of Project with Study before opening. The system keeps
Projects synchronized (“in sync”) with the Study. If the system detects that a Project is no
longer synchronized (“out of sync”) with the Study, it will adjust (i.e., update) the Project to
the Study before it is opened.

Note: Projects under password-protected Studies cannot be opened using this feature. To open a
Project under a password-protected Study, use the Change to Another Study option.

Modify Project

The Modify Project feature initiates the Project Wizard. All changes to the Project description and
textual data are completed through the Project Wizard. The Project Wizard is also accessible via the
Coding Editor by clicking the Add Files button. Typical Project modifications include:
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Adding a New Text File
1. Click the Add File to Project button.

2. Select the type of file to add (i.e., TXT/RTF or Direct Text File).
3. Clickthe Apply button.
4

Use the pop-up browser window to locate a plain text (TXT) or rich text file (RTF) to add
to the Project and click the Add File button.

5. For direct text files, type in or paste the textual data and click the Save button.
Note: Only plain text (TXT) or rich text (RTF) files can be added using the Modify Project feature.
HTML files can only be added via the Coding Editor.

A message box to process the file through the Sensitive Phrase Substitution (SPS) function will
display. The SPS feature replaces confidential or sensitive data contained in a text file. For example,
if a file contains a person's name (e.g., John Smith) and it is preferable not to have this individual's
name appear in the text file, a pre-defined substitution phrase is applied. This option is only selected
if substitution text has been previously entered via the Sensitive Phrase Substitution Administration.
Upon selecting this option, a browser window will display. You must provide a new file name and

click the New File button.
To create a SPS database to process text files against:

1. Go to the File menu and select the System Utilities submenu.

2. Click on Sensitive Phrase Substitution (SPS) Administration or press [CTRL] + [P].

3. Click on the yellow folder icon El to add a new SPS record.

- AnSWR - Sensitive Phrase Substitution (SP5) Administration - |EI|5|
File Help

= ©E| a e[ m] B
There are no Sensitive Text Phrases in Study

Substitution Phrase

I~ Uze Exact Case for Phrase matching [~ &lways print the substitution phrase on reports:
Ol the Swbstitution phase and print avertide aption may be modified

PHRAZE: are compared using following combinations:
[x represents a space)

cuick ¥PHRASE PHRASEx "PHRASE PHRASE™ 'PHRASE PHRASE,
M | PHRASE' PHRASE; PHRASE: PHRASE. PHRASE? PHRASE!

4. Enter sensitive/confidential words or phrases contained in the original text files requiting
replacement.
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5. Type in the substitution phrase.

6. Check on the Use exact case for phrase matching checkbox if the word/phrase is case
sensitive.

7. Ignore the Always print the substitution phrase on reports checkbox if SPS is being
processed on text files as they are added to the Project.

= ANSWR - Sensitive Phrase Substitution (SP5) Administrati 10l =]

File Help

Fhrase
John Smith

Substitution Phrase

[person' name ormitted]

v ilze Exact Case for Phrase matching [~ Always print the substitution phrase on reports

PHRAZEs are compared using following combinations:
[x represents a space)

ik XPHRASE PHRASExX "PHRASE PHRASE" "PHRASE PHRASE,
M I PHRASE' PHRASE; PHRASE: PHRASE. PHRASE? PHRASE!

Note: A copy of the original file is made and a search/replace process is applied to the new file. The
original file is not included in the analysis.

If it is unknown beforehand what confidential or sensitive text requires replacement, you can
perform SPS as you code in the Coding Editor. In this instance, coders/analysts always view the
original text. Substitution text only appears in text-based output reports.

Removing a File
Removal of a text file results in deletion of associated source and textual coding from the
project3.mdb file. Thus, make sure that a file is not needed before removing it.

1. Select the desired file and click the Remove Selected File From Project button.
2. Click Yes when the Confirmation Request window displays.
3. A Deletion Confirmation window will display.

Changing a File’s Location

If the physical location of a TXT/RTF file has been changed, the file cannot be read in the Coding
Editor. The file’s new location must be set using the Relocate Selected File from the Project Wizard.

Note: AnSWR cannot be used to actually move a file. My Computer or Windows Explorer must be
used to change the file’s location on your system.

1. Select the desired file and click the Relocate Selected File button
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2. Use the browser window to locate the files new location.

3. Click the Open button.

Note: If the folder, drive, or server location of all your Project files has changed, the new location
can be set for all files by selecting the first file, clicking on the option to Relocate All Files, and
then clicking the Relocate Selected File button.

Files nowy in Projecti1)

Lhange &l files fo new |
[ location of selected file ;
wvhen relocating.

Setting File Alias to File Name
1. Click the Set Alias for ALL Files to File Name button.

2. Select the style to use when assigning an alias name: set to actual file name or set a prefix text

string. The prefix string will be preceded by a system-assigned number that increases
incrementally.

~w#File Alias x|

This process will create an aliaz name far any file in spstem
which haz noalias name asgzigned.

Select the style to use when assigningan alias name

% Alias file name set bo actual file name
" Alias file name built incrementally from a test sting
[Example: Aliaz 1, Alas 2, ....]

Alias Text I.-’-‘«Iias
Strina

[ C et Alas Eie Name. ] Cancel |

3. Click the Set Alias File Name button

Setting a File’s SPS Status

If confidential or sensitive data will be replace as the coder/analyst petrforms the coding, the Study
ot Project Administrators can assign viewing rights to Project coders/analysts. By default, text-based

output always prints substitution text rather than original text. Coder/analysts with viewing rights
may print the original text.

Note: SPS rights are Project and file specific. SPS rights only apply to files that are processed while
coding in the Coding Editor. Text files that were processed through the SPS feature as they were
added to the Project will always print the substitution word/phrase. To view original text,
coders/analysts would need to have access to these uncoded files.
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1ol x]
Sensitive Phrase Substitution (SPS)
File Administration

TextD atabdDB 26 bt

[v File should uze SPS logic in analysis tables

Project Coders with

Project Coders
Viewing Rights
egimd - Eleanor MoLellal egmd - Eleanor McLellar
emc - Eleanar McLellan A

guest - GLUEST
uzerd - Study Administr: Aol Al

L e |
[ am |
| Femme |
[Femove s |

Remaove

Remaore Al

Cancel | Apply |

Once a file has been set to use SPS, any coding will automatically check the SPS table and update the
analysis tables with the SPS phrasing. Steps for setting SPS status are as follows:

1. Select a text file.

2. Click the Set File’s SPS Status button. The SPS File Utility Window is displayed.

3. Activate SPS logic by checking the File should use SPS logic in analysis tables checkbox.
4. Set coders/analysts that have SPS rights. At least one must be selected.

5. Click the Apply button.

Note: By default, text-based output always prints SPS text rather than the original text. Only
Coder/Analysts with viewing rights may print the original text.
Describing a File

Because file names may not always help identify the contents of a file, AnSWR includes a feature
that permits you to assign a brief description to a text file.

-loix]
Add/Modify/Delete Project Files

Projects files may be either ASCI Text ¢ TXT) farmat or Rich Text ¢ RTF) format
MOTE: HTML documerts ate added from swithin the Coding Editor

File Location Type File Description !
~TEXTDATA MDB~TextDataMDB33 1 RTF/THT  LIC Interview 139
~TEXTDATA MDB~"TextDatabDBESS txd RTFITHT  LIC Interview 140 _I
~TEXTDATA MDB~"TextDatabdDBESS txd RTFITHT  LIC Interviews 141
~TEXTDATA MDB~"TexdDatabDBSS txd RTFITHT LI Interwview 142
~TEXTDATA MDB~"TexdDatabDBS S txd RTFITXT OSU Female Focus Group

~TEXTDATA MDB~"TextDatabDBSS txt RTFITAT UIC Female Focus Group 1
~TEXTDATA MDB~TextDataMDBSE 1 RTF/THT LIC Female Focus Group
~TEXTDATA MDB~TextDatabDBST Tt RTFITXT RlIFemale Focus Group -
4| | 3
*# Denotes & logical file name
Ao File to Project Set File's SPS Status
Files nowy in Project(19)
Remove Selected File From Project i ddfSave File Description or Aliss
Change all files to nesw:
Relocate Selected File Convert Direct Input to TAT/RTF File ™ Iocation of selected file
Set File Alias for ALL Files to File name Renumber Direct Text File #when reloceting.

Help | Cancel = Back e = | Einizhy |
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To enter the file description:

1
2
3.
4

5. Enter a file date (optional). Clicking on the downward arrow displays a calendar.
Note: The only date format accepted by the system is mm/dd/yyyy.

6.

Click on the text file you wish to describe.

Click the View/Add/Save File Description or Alia

s button.

In the File Description field, type in a brief description for the file.

In the Alias Name field, type in a brief file name (up to ten alphanumeric characters).

Note: The system automatically assigns TextDataMDB1.txt to the first direct text file. Only
the MDB# will change in subsequent files. Files are numbered in the order in which they are

added to a Project. Unless an alias file name is assigned to each direct text file, the
TextDataMDB file name appears in the file list in the Coding Editor. Hence, it is strongly

recommended that an alias be assigned to each direct text file.
RITES
Intervievy Mame:  Female Focus Group 2 il
Participant D= 510,511, 512,513, 514,515, 516, 517 518, 519
Subgroup & 1
Site: University of linois &t Chicago
Date of Interviess 4526101
Facilitator 10 %013
Fecorier: ICO08
Transcriptionist: Tammie C. Vagts
WRlA01 SHd
(Okary. Starting st this end of the.. the table and circling all the wary through, whst | wart youto dois
state the number that's in frort of you and tell me what your favorite ice cream is just sothat the
tape.. first of all, we can hear if you're speaking loud enough, and the other thing is so that if for
lorema raasnn ICONE ~ant tala nctas wekhan | lictan tocthe tana oo alvascdu baord wonr woica ot loaot

Files with coding cannat be edited. ... Find I et
Drescription
IC Femals Focus Group =]

File Date I 04526101 E :l
Jid

Filz Alizs Matme
LIC-F2

Cancel |

Find | met [
Dezcription
=
File Date !_.l’_ 'z|v -
June 2003
File Alias Name Sun | Mon | Tue | Wed| Thu | Fri | Sat
1 2 3 4 53 G T
g 8 |10 11 |12 |13 | 14
_ ey | cancel | 15 18 19 | 20 | 2
2223 | 24 | 25 26|27 2B
29 | 30
[E H
Click the Apply button.
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Converting a File

To convert a TXT/RTF file into a direct input file:

2. Click the Convert TXT /RTF File to Direct Input button.

Note: A file can be process through SPS before being converted. If this option is selected, a new
text file that contains the SPS text is created. The original text file is not modified. To activate this
process, check the Process through SPS before conversion checkbox. Click the Process
Conversion button. The system creates a direct text file and assigns it a TextDataMDB#.txt file

1.

name.

Click on the file you wish to convert.

~=< ANSWR - Project Wizard - Add TXT Files

AddiModify/Delete Project Files

Projects files may be either 85CH Tewxt (. THT) format or Rich Text ( RTF) farmat
MOTE HTWL documents are added from within the Cocding Editar

File Location Type File Description

CALREWE Training 200 TEHIVAA tt RTF/TXT

| |

* Denotes a logical file name

=10l x|

il

Add File to Project Set File's SPS Status
Files nowe in Praject(1)
Remove Selected File From Project Wiewe/Add/Save File Description or Alias
Change all files to nesw
Relocate Selected File Convert TRT/RTF File to Direct Input [ location of selected file
Set File Alias for ALL Files to File name when relaceting
Help Cancel | = Back | Pet = | Einizh

“«Direct Text/File Conversion X|

Thiz process will move the text fram a T<T/RTF file into the Direct Input databaze. After the file

haz been moved the actual TAT/RTF file will no longer be uzed by AnS4WR. Mo coding will be
lost.

Process thiough |i Process Corversion ||
[~ SPS before
conversion Cancel |

Converting a Direct Input File into a TXT/RTF File

1. Click on the file you wish to convert.

Click the Process Convetsion button.

Enter a name for the new file.

A S

Select the file type.

Click the Convert TXT /RTF File to Direct Input button.

Check Process through SPS before conversion if applicable.
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7. Click the New File button.

Renumbering Direct Text Files

Although the system numbers direct text files consecutively, you may want the files to be listed in
the Coding Editor or on report output in another order. The Renumbering option permits you to
assign a new number to your direct-entry text file. Numbers already assigned to other direct text

input files cannot be used.

1. Select desired direct text file and click the Renumber Direct Text File button.

2. Enter the new file number.
Note: The system provides the smallest number that can be assigned.

~w AnSWR - Project Wizar [l b

AddiModify/Delete Project Files

Projects files may be either ASCI Text (. THT) format or Rich Text (RTF) formst
MOTE: HTWL documents are added from within the Coding Editar

File Location Type File De=cription

~TEXTDATA MDBE~TextDatahDB20 txt RTFTHT  UIC Interview: 130
~TEXTDATA MDB~TextData ~wdDjrect Text Renumber ll e 128
~TEXTDATA MDB~TextData e 131

This process will change the Direct Text entry file number to |
~TEXTDATA MDB~TextData ey 132

ancther number. Y'ou may select any number grester than 57
~TEXTDATA MDB~TextData e 125
~TEXTDATA MDB~TextData e 133
~TEXTDATA MDB~TextData Enter the new file ISB_ ey 134
~TEXTDATA MDB~TextData ey 135 -
A I The new file will be named as: TextDatabDBSS ,

** Denotes a logical file name
Apply |

Add File to Proj

Files nowy in Project(19)
Remove Selected File From Project WiewwladdiSave File Description or Alias

Change all files to new
Relocate Selected File Convert Direct Input to TXT/RTF File [~ location of selected file

Set File Alias for ALL Files to File name when reloceting.

Renumber Direct Text File

Help | Cancel I = Back IMewt = | Einist |

3. Click the Apply button.

Delete Project
When selecting this option, only the reference to a Project is deleted from a Study. As long as a
Project is not physically deleted from a server or folder, it can be reintroduced at a later time.

1. Open the Project to be deleted.
2. Select Delete [Name] Project from the File menu. Deletion confirmation is displayed.
3. Click Yes to continue with deletion.

Note: To restore a deleted Project, choose New Project from the File menu. When the Project
Wizard prompts you for a Project name, enter the name of the Project you wish to restore. The
Project name must be keyed in exactly as it was originally entered. If the location of Project
TXT/RTF files has changed, use the Relocate Files option to update the pointer to these files. The
system will then reopen the Project and resynchronize it so that it is consistent with the most recent
version of the Study.
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Project Merge Wizard

The Project Merge Wizard is used to duplicate a Project, or to merge one or more Projects into a
new Project or Study. Projects that are merged together share the same codebook/sourcebook
structure.

In instances where the volume of textual data is large or complex, we recommend splitting up the
analysis into a number of smaller Projects. Once coding has been complete, these Projects can be
merged and final data analysis and interpretation undertaken.

Duplicate of a Project:
To fully or partially duplicate an existing Project:

1.
2.

Open the Project to be merged.

Select Project Merge Wizard from the File menu.

Click the Next button.

x

The AnSWR Project Wizard will merge 1 ar mare
Projects into a new Study/Project.

Click the Next button to begin

HIMT: When merging 2 or more Projects, the process runs much faster wwhen merging the
smaller project(s) into the larger Project. Set the Master Project tothe largest Project and

zet the merge Projects tothe smaller Prajects. The largest Project is the Project with the

most coded segments.

Help | Cancel = Back Mext = Eimizty I

Accept the system default to Merge Selected Projects into a New Project Under
Current Study.

Current Study:  VISIOH
Study Code/Source Books based on Study:  VISIOH
(Studies dizplayed in RED are not based on currert Code/Source Books and merges will drop all unsynced codes/zources)
+ Merge selected PROUJECTS into & new Project uncer current Study
. Merge selected PROJECTS into & new Project under & newe Study

Check the checkbox next to the desired Project as the Master Project.

If you have not run a quality assurance report to verify that all segments have been source
and text coded, uncheck the default option to Remove invalid text segments (segments
with no codes or sources applied).
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10.
11.
12.
13.
14.

15.

16.

Current Study:  VISIOH
Study Code/Source Books based on Study:  VISION
[Studies dizplayed in RED are not bazed on current CodefZource Books and merges wil drop all unsynced codesfzources)
¥ perge selected PROJECTS into & nesw Project under current Study
r Merge selected PROJECTS into & newy Project under a newy Study

Merge | Merge

Master | Merge

Project . . by by
Project | Project File Coder
WISION Access to Care | O | O
A0S Waccine 2001 O O O O O O
Men RRC O O O O O O
Mot Enrolled O O O O O O
Participation O O O O O O
Retertion O O O O O O
~|

[~ when limiting by Sources use Study sources [~ vhen limiting by Codes use Study codes

cedcodes are dizplayed)

{HLR | P i Ly ) ) == g == LT

Click on the Next button.

Enter a new Project name.

Click the Next button.

Click the Next button to start the duplication.

A merge log will display. The log will list any information data.
Click on the Next button.

Click on the Finished button.

A Project Out of Sync message will display. Click the Yes button to synchronize the new
Project with the Study.

Project Out =]

The Project being opened must be resynced to the Study.
References to CodesfSources not presently part of Study will be remowved,

Do wou wish ko continuer?

s | Mo |

A File Conversion/Resync bar will display.

Note: If you are duplicating a large Project, it may take a few minutes to complete this
process.

A message will display asking if you wish to associate all coding to the new Project.
Essentially, this is asking you if you would like to keep or delete retain the where the Project
originated. Yes resets the coding origin to the newly created Project; No retains the original
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Project as the Master Project. Because there is the potential that new Study code or
sources made be added to this the newly created Project, No is typically selected.

i ANSWRYB2 x|

Do wiou wish bo associate the all coding currently in project

to the current project?? IF this was a Project created fram a merge process the
identity where the coding originated will be reset ko the

current Projeck: MRPrj_1

Yes | Mo |

17. A message indicating that the Project was successfully resynced to the Study will display.
Click the OK button.

Note: The newly created Project becomes the active Project.

Merge Two or More Projects Under the Current Study

To create a new Project out of one or more Projects:

1. Open the Project to be merged.

2. Select Project Merge Wizard from the File menu.
3. Click the Next button.
4

Accept the system default to Merge Selected Projects into a New Project Under
Current Study.

5. Check the checkbox next to the desired Project as the Master Project.

. Master | Merge Merge

FIEIEE Project Prnjt?t:t Ft'.y

ile
WISION Access to Care O O O O
AIDS Vaccine 2001 O O O O O O
Men RRC O O O O O O
MRPTi_1 O O O O O
Mat Enralled O O O O O
Participation O O O O O O

Retertion O O O O O O B

Note: If a Master Project is already checked, you must uncheck it before you try to check
another Project.

6. Check the checkbox next to the Merge Project for each project that you want to merge
with the Master Project.

7. 1f you have not run a quality assurance report to verify that all segments have been source
and text coded, uncheck the default option to Remove invalid text segments (segments
with no codes or sources applied).

8. Click on the Next button.
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10.
11.
12.
13.
14.
15.

16.

17.

18.

Enter a new Project name.

Click the Next button.

Click the Next button to start the merge.

A merge log will display. The log will list any information data.
Click the Next button.

Click the Finished button.

A Project Out of Sync message will display. Click the Yes button to synchronize the new
Project with the Study.

A File Conversion/Resync bar will display. If you are duplicating a large Project, it may
take a few minutes to complete this process.

A message will display asking if you wish to associate all coding to the new Project.
Essentially, this is asking you if you would like to keep or delete retain the where the Project
originated. Yes resets the coding origin to the newly created Project; No retains the original
Project as the Master Project. Because there is the potential that new Study code or
sources made be added to this the newly created Project, No is typically selected.

A message indicating that the Project was successfully resynced to the Study will display.
Click the OK button. The newly created Project will display in the AnSWR main window as
the active Project.

Merge One or More Projects into a New Project under a New Study

To take one or more Projects to create a new Project under a new Study:

1.

2
3.
4

Open the Project to be merged.
Select Project Merge Wizard from the File menu.
Click the Next button.

Click on the radio button for Merge Selected Projects into a new Project under a new
Study.

Current Study:  VISIOH
Study Code/Source Books based on Study:  VISIOH
(Studies dizplayed in RED are not bazed on current CodefZource Books and merges will drop all unsynced codesfzources)
" Merge selected PROJECTS into & new Project under currert Studsy
o Merge selected PROJECTS into & newy Project under a new Study:

Check the checkbox next to the desired Project as the Master Project.

Note: If a Master Project is already checked, you must uncheck it before you try to check
another Project.

Check the checkbox next to the Merge Project for each project that you want to merge
with the Master Project.
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10.
11.
12.

13.
14.
15.

16.

17.

18.

If you have not run a quality assurance report to verify that all segments have been source
and text coded, uncheck the default option to Remove invalid text segments (segments
with no codes or sources applied).

Click on the Next button.

Enter a new Study name

Enter a new Project name.

Click the Next button.

Click the Next button to start the merge.

A merge log will display. The log will list any information data.
Click on the Next button.

Click on the Finished button.

A Project Out of Sync message will display. Click the Yes button to synchronize the new
Project with the Study.

A File Conversion/Resync bar will display. If you are duplicating a large Project, it may
take a few minutes to complete this process.

A message will display asking if you wish to associate all coding to the new Project.
Essentially, this is asking you if you would like to keep or delete retain the where the Project
originated. Yes resets the coding origin to the newly created Project; No retains the original
Project as the Master Project. Because there is the potential that new Study code or
sources made be added to this the newly created Project, No is typically selected.

A message indicating that the Project was successfully resynced to the Study will display.
Click the OK button. The newly created Project will display in the AnSWR main window as
the active Project.

Select Data to Include in a Study/Project

A new Project can be created using a subset of code, coders, sources, source data, or text files. The
Project Merge Wizard displays a merge column for textual files, coders, code networks, and source
networks. Source data is selected from the Sources column.

Merge
by
File

Master | Merge
Project | Project

Project

WSO

Access to Care
A0S Vaccineg 2001
hen RRC

MRPr_1

Mot Enrolled
Participation
Fetention

OooxEOOn
I |

oooOoood

To select data to include in a merged Study or Project:
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1. Check the column checkbox(es) for the data elements that you want to limit.

Note: If data is to be selected from multiple Projects, the appropriate data element column must
be checked for each Project.

2. Click on the Next button.

3. Enter new Project name. Include a new Study name if a new Project is being created under
a New Study.

4. Click the Next button.
5. Click on the plus sign next to the Project name.

6. Click on the same line as the Project name. A gray box contain three periods will display to
the right of the Project name.

~w ANSWR: Project Merge Wizard il
Merge Study:  Vaxl0d Resuls Merge Project: MRPrj_2

Source Metworks are removed from AMALYSIS filez only. Referehces to Source Metwarks are left in the Study and Project

Project Select Source Hetworks to Include in Merge

Wl AnsvR Wic412 WIC413

[Wca14 [WIF400 [WIH403
[wiH404 Wlo4os Wioao7
w0408 w0409 w0410
w11 [wiz40a WS40
w414 [Wlwid15 Wit &

=l
Help | cancel | <Back | mew» | Finish |

7. Click on the gray box. With the exception of the Source Networks, all data elements will
display two options: check all checkboxes and clear all checkboxes. Checked items are
included in the merge. Uncheck items are excluded from merge. Clearing out all the
checkboxes lets you manually check those items you would like to include. The Source
Networks has a third option that will let you select records based on Source Demographics
you entered using the Advance Source Ultility.

Check all Check Boxes for Selected Project
Clear all Check Boxes for Selected Project
Limit using Source Demographics

a. If you are selecting records using source data, select the Limit Using Source
Demographics option. A Source Demographics Limits window will display.

b. Select the desired field(s) and field values.

27



Note: If you assigned categorical values to numeric fields, only the numbers will display.

If necessaty print a copy of the Advance Source Utility Report under the Data/List
Table Reports.

“«# GQource Demographic Limits 1[

Field Field Values [ ]
+{ntD:

+ IntDate

+ Site

+ Subgroug

+ Age

- Gender
mjl
Oz

+ SexiD

+ Hizpanic

+ BthnGrp

+ LivCity

+ Educ

+ Employed

=l
+ Inrame

cancel | appy

c. Click the Apply button.
d. Click the Next button.

e. Repeat for each data element limitation you have selected for each Project and
proceed with steps for completing a merge.
View Menu

The window can be changed to display a brief version of the Main Study Window. The brief view

displays only menu options and the system icons. From the View menu, select View Brief Form to
activate this view. To deactivate, select View Brief Form again.
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Chapter 4.
Working with Studies

Open an Existing Study

To open an existing Study from the AnSWR Study Manager Window, click on the down arrow in
the Study Name field. This will display active AnSWR Studies. Select the desired Study from the
dropdown list and click the Open Study button.

w4 ANSWR - Study Manager i ] 4|

Fil=  Tools

Mew Study | Oped Help Exit AnSWWR

|

Social Impact
Study LofvISION

J Program FilesiAnSiR

Set Location |

Note: To change to another Study from the Main ANSWR Window (i.e., return to the Study
Manager window), select Change to another Study from the File menu.

=i

File Wiew Help

Study Information

Mew Project Chrl+1
Cpen Projeck Chrl+0
Modify Definitions Praject  Cerl+M
Delete Definitions Project  Ctrl+Dr
Project Merge ‘Wizard Chrl+t

Codebook Editor Chrl+C
Sourcebook Editor Chrl+3
Coding Editor Chrl+T

Change ko another S

System Reports Chrl+R

System Ltilities »

System Adminiskration

Preferences

Exit Ctrl+E




Delete Study

To delete a Study:
1. Select the desired Study from the Study Manager.
2. Click the Delete Study button.

Note: Only the reference to the Study is deleted from the system. To permanently remove the
databases, use My Computer or Windows Explorer after deleting the Study from AnSWR.

Re-Add a Deleted Study
To re-add a previously deleted Study:
1. Click on the New Study button.
2. Type in the exact Study name as it was originally created.
3. Click the Save button.
Note: The main AnSWR Window rather than the Project Wizard will display.

Help

Click the Help button to access AnSWR Help. The Help file can also be accessed via the AnSWR
Main Window, the Codebook Editor, the Sourcebook Editor, the Coding Editor, and the System
Reports Manager.

Exit AnSWR

Click the Exit AnSWR button to close the system. The exit option can also be accessed via the
AnSWR Main Window, the Codebook Editor, the Sourcebook Editor, the Coding Editor, and the
System Reports Manager.
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Chapter 5.

The Codebook Editor
=l

File Wiew Help

SIS SIENRR N -

Codes are assigned to the text during the coding process; AnSWR analysis uses code and source data
to categorize text. The codes are stored in the Study Codebook. In AnSWR, codes are referred to as
code networks given that a) the Codebook is a system or network of codes that have some
relationship to one another and b) every code in the Codebook can be used to create a hierarchical
code network. Codes without a hierarchical structure are referred to as flat codes.

The position a code holds within a code network will be important in applying codes and generating
reports. Each Project within a Study can use all of the Study code networks or use subset of
selected code networks. Hierarchical code networks can be created from the onset or constructed
after coding as been initiated or completed. The Analyzed Item Change Process option must be
used to reassign codes already applied to a newly developed hierarchical network.

Open Codebook Utility

To open the Codebook Utility, choose Codebook from the File menu, or click the Codebook icon
on the main AnSWR window.

The Codebook Editor is split into two windows. The left window displays all your Study codes,
code networks that have been activated for use in the Project. In the left window, you can perform
the following:

e Define and edit a Code Network.
e Assign a Network Holder

e Declete a Code Network from a Study (can only be deleted if it has not been applied in any
Project).

e Locka Code Network Structure.
e Globally change the name of a Study Code Network/Code Network Item.

e Change application a selected Project Network Item to another Network Item.
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The right window displays hierarchical code network trees, lets you define relationships between
items in a code network, delete items from a code network, change the application of a selected
Project code network to another network item, and determine if an item has been used.

~=lolx|

File Edit Yiew Utilities Help

£ =
Mew Code| Close

Hetwork for:

Edit Netwaork ChrHE Set Relationship/Connections — Cer+R
Nebwork Holder ChrHH Delete Ikem From MNebwork Chrl+F
Delete Network from Study Chrl+D
Add ALL Metworks bo Project Chrl+a

Analyzied Item Change Process Ctrl+2

Lock Metwork Structure ChrHL
Change MetworkiItem name Chrl+M
Edit Network Ttem 3

=]
Checked items are in Praject
tem ¥ Selected ttem
T i ||— + tem - Coded v Selected ttem - Cocded
|S‘tudy' WISIOM_ \Prnjact' Access to Care \nems in red are missing some reguired data >

Add a New Codebook Network
1. Open the Codebook Editor.

2. Click the New Code button. A pop-up window prompts you to enter the New Code
Network.

3. Enter a new code network name up to 20 alpha-numeric characters in length, then click the
Save button. Note: Code names greater than 20 characters in length will cause the system to
crash. Code names may not contain blank spaces or special characters (e.g.,
@#H$%"&*?+><). Duplicate code names are not permitted.

4. To add information for a new Code Network, select the Edit Network option from the
Edit menu or by double-clicking on the code network name. All of the Edit menu items can
also be accessed by right-mouse clicking on a selected code.

Important: If a Save button is displayed, it must be used to save information. Failure to use the
Save button will result in loss of data. If no Save button is displayed, the system automatically saves
the entry.
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"~~~ ANSWR - Codebook Editor

File Edit Wiew Utlities Help

~=lolx|

= =
MNew Code| Close

[ £3 Delaylmpact
1 £ oelayProbiems
[ ] pelayRecommend
O bisclnsure

O DistrustsCare

£ DoctorDecides
£ EducateSelf save |

Delaylmpact

R
B8 DiseaseProgression AnSR

El Digruption Erter the name of the new Code Metwork

Dk Limitecd
40 Code Hetwork Namel
£ DoasTald

Cancel |

) EffectzAccepted

El EmploymentStressor

El Experienceck

El Fatigue

7 FinancialStressors LI
Checked itemsz are in Project

Quick Jump "

ttem
+ ttem - Coded

¥’ Selected tem
3 Selected tem - Coded

|5‘tudy: Accessto Care |Projed: Eleanor |rtems in pedd are missing some required deta

To use a Study Code Network in a Project, it must be activated. Code Networks not activated will

not display in the Code Network List in the Coding Editor. Codes not appearing on this list

cannot be applied to Project textual data. To add a network to the Project:

1. Open the Codebook Editor.

2. Click the checkbox next to the desired network under the network list. A check mark
indicates that the network and all of its network items have been assigned to the current
Project. To simultaneously activate all Study codes into the current Project, enter [CTRL]

+ [A].

w4 ANSWR - Codebook Editor =loix

Fle Edit Wiew Utlities Help

= =

MNew Code| Close

[ £3 Delaylmpact
o DelayProblems

o DelayRecommend
D Disclosure

) DigeazeProgression
] Digruption

£ DistrustsCars

7 DL imited

7 DoasTald

T DoctorDecides

] EducateSelt

T Effectsdcoepted
) EmploymentStressor
] ExperienceCk

El Fatigue

|

E Delaylmpact

7 FinancialStressors LI
Checked iterns are in Project
tem ¥ Selected tem
. + tem - Coded v Selected ftem - Coced
Quick Jump “ E
Study: Accessto Care |Project: Eleanor tems in red are missing some required data
A
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Edit a Codebook Network
1. Open the Codebook Editor.

2. Right-click on the desired code network under the network list. A pop-up menu opens.

3. Select the menu option Edit Network or double-click on the code network name. The
Code Network Edit Window is displayed.

4. Enter the desired information for the code network. Use the tabs to move through code
network data fields: Description, Usage, Example, Values.

5. Click the Save button to save any changes or additions.

To assist the coder/analyst in creating coding categories that ate distinct from one another, AnSWR
uses a codebook structure that contains six basic components: the code, a brief definition, a full
definition, explanations for when to use the code, guidelines for when not to use the code, and
examples. For analytical flexibility, coding schemes can be developed a priori, a posteriors, or as part of
an zferative process. In addition, non-coded text segments can be created, reviewed, and have codes
attached to them later.

e The Brief Definition is a one-line, quick reference explanation of what the code represents.
The brief definition can be a maximum of 50 characters in length.

e The Full Definition is a detailed, expanded explanation of what the code represents. The
full definition does not have any field length limitations.

e When to Use is a detailed code application statement (i.e., inclusion criteria). We suggest
guidelines include linguistic cues that may assist the coder/analyst in applying codes. In
addition, it is recommended that the When to Use explanation provide clear directions on
whether concepts or ideas must be explicitly stated by a source or if they can be implicitly
inferred by the coder/analyst.

¢ When Not to Use is a detailed explanation of when the code should not be used (i.e.,
exclusion criteria). We suggest that exclusion items provide some reference note for codes
that fit the application criteria for an item. For example, to help coders/analysts find the
appropriate code or set of codes that better fits the exclusion criteria, codes can be placed in
brackets or parentheses immediately after the listed item.

e Examples are sclected text excerpts where the code is applicable.
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~w AnSWR - Add/Edit Window for: DiseaseProgression - | Ellﬂ

File Help

= N -
Save |Close

Code Metwork: DiseaseProgression

Last Updater: /2372002 r '6';3; I Code Network Uses Yalug Structure

Description T Usage T Exzamplz T alues

Brief Cescription (limted to maximum of 50

Full Description

Uncertainties regarding the appropriste clincial course and rate of HY progression. ;I

=

v Code is data driven

Note: The Values tab is not activated until the box for Code Network Uses Value Structure is
checked. Values can be -99 to 99. Zero cannot be used.

= AnSWR - Add/Edit Window For: DistrustsCare i ] 4]
File Help

=l |
Save |Close

Code Metwork:  DistrustsCare

Last Updated: 952372002 1 I(‘:EE'; ¥ Code Metwork Uses “alue Structure

Description T Uzage T Example T Yalues

Code Value Code Value Description

1 somevhat
2 a grest deal

_J @ Aa “alue Structure Range
New Walue Save Yalue | Delete Yalue |—99 ta |99

The Lock Code is available only if the user/analyst has Study Administrator rights.

Add a Network Item to a Network

1. Select a network on the Network List. The current network structure for the selected code
will be displayed under Network Layout.

2. Select the Network Item under Network layout in which to assign the new Network Item.

3. Select the desired network from the network list to add as a network item by clicking the
network and holding down the left mouse button. Important: Do not release the mouse
button.

4. 'The pointer will change to Drag mode. Drag the network over the network layout and drop
it by releasing the mouse button.
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5. The network and any underlying network structure will be added as new network items to
the displayed network.
~=lolx|

File Edit Wiew Utlities Help
-
£ [~

Mew Code|  Close

B [ Hetwork for: DELAY _REFUSE_TX

El AternstiveServices E DELAY_REFUSE_TX
O 2 Beintarmed - Delayimpact

DelayProblems

El BriefDepres=ion :
oo B3 DelayRecommend

7 changeDoctors

£ CloseComments
] DeepDepression
O Deteragency
DELAY REFUSE TX
o Delayimpact

o DelayProblems

O El DelayRecommend
£ Disclosure

El DizeaseProgression
] Disruption

O bistrustsCars

£ Dk L imitedd |
Checked items are in Project
tem v Selected tem
e "— + hem - Coded ¥} Selected tem - Coded
|Studv. Accessto Care |iject. Eleanor |nems in red are missing some required data v

Note: In the display above, Delaylmpact, DelayProblems, and DelayRecommend are Network
Items under the Code Networtk DELAY_REFUSE_TX. The Code Network
DELAY_REFUSE_TX has been setup as a Network Holder (right-mouse click on the code name
to get this option). When a code network is designated as a Network Holder, it cannot be applied
to the text. The Network Holder feature permits you to group a set of codes that may have an
abstract or theoretical relationship. This relationship between codes is implicitly understood by all
coders/analysts. The Network Holder is used to group related codes for coding ease. The system
will display the small folder icon under the network list in purple for networks that have been set as
Network Holders.

Note: Because DELAY_REFUSE_TX has been activated, all network items are also activated. If
coders/analysts are only to apply Network Items from cither a Network Holder or Code
Network, the check boxes for these codes should not be marked.
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Delete a Network Item
1. Select the desired code network from the network list.

2. Select the desired code network item from the network layout.

3. Right click on the desired code network item. A pop-up menu is displayed.

4. Select the menu option Delete Item from Network or enter [CTRL] + [F].

5. The code network item and any underlying items in the network structure will be deleted.

Set Relationship/Connections  Cerl+R
Delete Item From Metwork Ctrl+F

Analyvzied Item Change Process  Chr+2

Note: If any Network Item has been assigned to a text segment under any Project in the Study, the
network item deletion process will stop. A message box will display indicating which Project has
used the network item in coding.

Deletion Process Message 5[

@ The item; 'DelayImpact’ or one of its lower level items

has been used For analysis.

Deletion will not be processed
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Delete a Code Network from a Study

1.

Click on the desired code network to select it, then click Edit, or right click on the desired
network under the network list.

The Edit menu is displayed.
Select the menu option Delete Network from Study or enter [CTRL] + [D].

A confirmation box is displayed. Confirm the delete action and the network will be deleted
from the Study.

Note: If the network or any of its network items have been assigned to a text segment under any
Project under the Study, you will be unable to delete the network. A message box is displayed
indicating why the network deletion was stopped.

F

3

The project: 'Danielle’ is using the netwark,
The network may not be deleted.

Delete a Code Network from a Project

1.

Click on the desired code network to select it, then click Edit, or right click on the desired
network under the network list. The Edit menu is displayed.

Click the checkbox next to the desired network under the network list.

The check box will be blank indicating that the network and all of its network items has been
removed from the current Project.

Note: If the code network or any of its network items have been assigned to a text segment in the
current Project, the action will be stopped.

Import Codebook from Another Study

If no sources and no codes have been added to the current Study, the system allows you to import
the codebook and sourcebook from another Study. Studies that share the same
Codebook/Sourcebook structure may be merged using the Project Merge Wizard.

1.
2.

Open the Codebook Editor.

From the Utilities menu, select Use a Codebook and Sourcebook from another Study. A
window is displayed with a drop-down list of Studies.

Select the desired Study and click the Import button, or click Cancel to abort.
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x

Select Study to import code and source data from

Mativations -

Mctivations-ll

Project Heart

Recruitment2 J
RRC

Scientist Papers

Sl-Study w7

Impart | Cancel |

Note: Use the AnSWR Code Source Ultility to import sources and codes from another Study if the
Codebook is not empty. The AnSWR Code Source Utility should also be used if coders have
independently added new codes to a shared study.

Import/Export Tally or EZ-Text Codebook

AnSWR will let you import codebooks from two other software programs: Tally, an MS-DOS
program, and EZ-Text, a Windows-based CDC developed program designed specifically for surveys
containing a large number of brief, open-ended questions.

Open the Codebook Editor.
From the File menu, select Import/Export Tally or EZ-Text Codebook
Select the type of codebook to import or export.

Select the desired process---to import or to export.

ik b

If a codebook is imported and both codebooks contain the same code network labels, you
can have the system leave out duplicate items by checking the Automatically skip codes
that duplicate a code already in Study codebook checkbox.

6. Click the Continue button.
x
Select the type of codebook

(+ EZ-Text Codebook
¢~ Tally Codebook
{" future Codebook type

* Import Codebook ¢ Export Codebook

Automatically skip codes that

[~ duplicate a code already in Study
codebook

Continue |
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Chapter 6.
The Sourcebook Editor

The Sourcebook Editor is opened from the main AnSWR window by clicking on the Sourcebook
icon or selecting Sourcebook Editor from the File menu.

i

File “iew Help

=R ENER & -

nSWIL

A text segment must contain a source and a code to valid. The AnSWR analysis uses code and
source data to categorize text. The source networks are written to the Sourcebook. Each Project
within a Study can use all of the Study’s source networks or use only a selected subset of source
networks.

Open Sourcebook Utility

To open the Sourcebook Ultility, choose Sourcebook Editor from the File menu, or click the
Sourcebook icon on the main AnSWR window.

Note: The Sourcebook Editor layout is very similar to the Codebook Editor. The sole exception is
that source networks are “defined” in the Advance Source Utility.

Add a Sourcebook Network
1. Open the Sourcebook Editor.

2. To add a new Source Network to the Study, click the Add Source button. A pop-up
window opens.

3. Enter the new network code name or source 1D, then click the Save button.

4. To add information for a new Source Network, use the Advanced Source Ultility. See
Chapter 7 for Advanced Source Utility help.
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To add a network to a Project:

1. Open the Sourcebook Editor.

2. Click the checkbox next to the desired network under the network list. A check mark
indicates that the network and all of its network items have been assigned to the current
Project.

Add a Network Item to a Network

1. Click on a network on the Network List. The current network structure for the selected
code is displayed under Network Layout.

2. Select the network under Network Layout in which you wish to assign the new network
item.

3. Select the desired network from the Network List to add as a network item by clicking the
network and holding down the left mouse button. Do not release the mouse button.

4. 'The pointer will change to Drag mode. Drag the network over the network layout and drop
it by releasing the mouse button.

5. The network and any underlying network structure will be added as new network items to
the displayed network.

Delete a Network Item
1. Select the desired network from the network list.

2. Select the desired network item from the network layout.
3. Right click on the desired network item. A pop-up menu is displayed.
4

Select the menu option Delete Item from Network or press [CTRL] + [F]. The network
item and any underlying items in the network structure will be deleted.

Note: If any network item has been assigned to a text segment under any Project in the Study, the
delete process will stop. A message box will indicate which Project uses the network item in coding,.

Delete a Source Network from Study

1. Click on the desired network to select it, then click Edit, or right click on the desired
network under the network list. The Edit menu is displayed.

2. Select the menu option Delete Network from Study or press [CTRL] + [D].
3. A confirmation box is displayed. Click Yes to delete the network from the Study.

Note: If the network or any of its network items have been assigned to a text segment under any
Project under the Study, you will be unable to delete the network. A message box will indicate why
the network deletion was stopped.

Delete a Code/Source Network from Project

1. Click on the desired network to select it, then click Edit, or right click on the desired
network under the network list. The Edit menu is displayed.

2. Click the checkbox next to the desired network under the network list.
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3. The checkbox will be blank, indicating that the network and all of its network items has been

removed from the current Project.

Note: If the network or any of its network items have been assigned to a text segment in the current
Project, the action will be stopped.

Import a Sourcebook from Another Study

If no sources and no codes have been added to the current Study, the system allows you to import
the codebook and sourcebook from another Study. Studies that share the same codebook and
sourcebook structure may be merged using the Project Merge Wizard.

1.
2.

3.

Open the Sourcebook Editor.

From the Utilities menu, select Use a Codebook and Sourcebook from another Study. A
window opens with a drop-down list of Studies.

Select the desired Study and click the Import button, or click Cancel to abort.

Set the Default Source

Each Project may be assigned a default source. Unless another source is specified, the system will
source code all text segments with "AnSWR".

1. Go to File/Modify Project.
2. The Project Wizard will display. Click the Next button.
3. Check the Always Apply Default Source When Coding box.
4. Continue to click the Next button until the Project Wizard Finished window displays.
5. Click the Finish button.
STk
Enter the name for your new project.
Mote: Projects will e buit under the main STUDY folder. Each project is stored in
a subfolder named the same as the project. When running the system from from
a netwwork drive it is recommended that the project name be & characters or less,
Project Name Access to Care
Project ;I
Description
K ;l_l
Analysis -
Chjective _I
Kl _>l_I
[V i&lways apply defautt source when coding
Help | cancel | <Back | mexts | Finish |

Note: The Project default source can be changed in the Coding Editor. However, the new default
must be added to the Sourcebook Editor before this change can be made.
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1. From Coding Editot's Tools menu, select Coding Tools, then select View/Change
Default Source or press [CTRL] + [D]. The AnSWR Default Source Window is displayed
2. The window displays the Project Default Source and the currently set Coding Default
Source. Unless changed, the Coding Default Source will be set to the Project Default Source.
3. To change the coding editor default source, select the desired source from the drop-down

list and click Close.

Set Temporary Default Source

The Project default source may be temporarily set to a different source from the Coding Editor for
the current Coding Editor session.

1. From Coding Editot's Tools menu, select Coding Tools, then select View/Change
Default Source or press [CTRL] + [D]. The AnSWR Default Source Window is displayed.
2. The window displays the Project Default Source and the currently set Coding Default
Source. Unless changed, the Coding Default Source will be set to the Project Default Source.
3. To change the coding editor default source, select the desired source from the drop-down

=4 AnSWR - Default Source x|

Project Default Source AnSWE
Coding Default Source c412

list and click Close.

To change the Coding Default Source for current coding session select the newy source
frelov

Changes to the Coding Default Source wil only ke walid for the current coding session.

HOTE: Changes to the default coding source are only active for

the current Coding Editor session. Close |

Note: If each text file is associated with a different default source, a2 new default source must be set

when segmenting and coding a new text file.
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Chapter 7:
Advanced Source Utility

Use the Advanced Source Utility to add or update source data. The utility allows for the addition of
user-defined fields to the source table and the building of a custom data entry form. To reach the

Advanced Source Utility, select System Utilities from the File menu, then select Advanced Source
Utility.

The Advance Source Utility is divided into three windows.
e Data fields
e Source Utility function keys
e Form page

=4 AnSWR - Social Demographics Utility ;IEIEI

File Edit View Help

bl

Save Source

| |
Help Exit Utility
I EI I = I

Back One Source  |Forward One Source External Files
Data Fields 01, “what iz your age: ﬂ

—

02, ‘what is your gender?

 1: Male
% 2. Female
3 Transgendered

3. How would you describe your sexual identity? YWWould you say that you are...

= 1: Sthaight/Heterozexual
2 Bisesual

% Gay/Leshian/Homosexual
& Other

77 Relused to say

KT -

Page: 3 of 15 [Source: 128 [

Important: To enter source data, fields (i.e., variables) must be placed on the Form entry page.

The top of the window lets you move to a previous or next source network by clicking on the back
and forward buttons. A dropdown option to the far right of this tool bar lets you scroll through

your list of source networks to jump to that source’s data. Alternatively, you may type in the sources
ID label.

— g [ =

Back One Source  |Forward One Source External Files

Note: New sources cannot be added from the Advance Source Utility. They must be added from
the Sourcebook Editor.

The bar across the bottom of the Advance Source Utility window, tells you what Form page you
are on and the source.
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| Page: 3of 16 | Source: C123 [

The Source Utility function keys are:

Add a field to the source data table
Permanently delete a field from the source data table

Move back one form page

Move forward one form page

Automatically add a field to a form

Help file

< kg0

Add Fields to Table

A field is limited to eight alpha-numeric characters in length. If source data will be exported for
using in a statistical program, a field name should never begin with a number.

1. On the Advanced Utilities window, click the Add a New Data Field to Table button. The

Data Field window is displayed.

Qe

&

=9 |&

2. Enter the Field Name and specify the data type (Text, Numeric, Date, Memo, or
Yes/No-True/False).

3. Specify the field size, if applicable.
4. Click the Save Field button.
x

Save Fizld

Cancel Add |

Field name ||

@ Text ¢ Mumeric ¢ Date  Memo " Yes/Mo- True/False

Field size |50
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Note: A text field may contain no more than 255 characters. A memo field is not limited in size. To

create categorical response items, create a numeric field. See page 48 for help on how to Build
Field Value Structure.

Delete Fields from Table

This option permanently deletes the field and any source data stored in the study30.mdb data tables.
Once deleted, a field cannot be retrieved. To restore fields that have been deleted from the data
tables, the field must be recreated and data re-entered. A field can be deleted from the Form,

without deleting the field from the source data tables. To only Delete Field from Form, see page
47 tor help.

1. Click the Delete Selected Data Field button.

%)

=
7

|4

2. A deletion confirmation prompt will display. Click the Yes button to permanently delete the
field. No will cancel the process.

Deletion Confirmation |

This will permantly delete the field SAMPLE from the kable,
Continue delete of fisld?7#7

Yes Mo |

Add Field to Form

To add fields automatically:

1. Click on the data field to add to the form.
2. Click the Add Field to Page button.

The Caption window is displayed.
4. Enter the desired caption for field.

5. Click the Close button. The field appears on the last page of the form with the format
appropriate to the type of field.
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~== ANSWR - Social Demographics Utility

File Edit Wiew Help

=10l

E‘?|=|

Save Source Help Exit Utility

Forward One Source

= | |

External Files

Back One Source

Data Fields

EUCU -+ Enter Caption for FIELD =100x|

Locatior
Type of Interview| =
[
Cloze |

Interview Subgroup:

1 YAKDD4A Participant
2 Screened But Mot Enrclled
3 ExdAx004 Participant

Gioup

KIN
Page: 2 of 16 [Source: AnSWR |

To add fields manually:

1. Select the desired field.
2. Right click on field and drag to page.
3. Drop field on desired position on page.

Delete Field from Form

1. Right click of the caption/label for the desired field on the form.

2. From the popup menu, select Delete Field menu optio

Change Field Position on Form

1. Click and hold down mouse button on the caption/label for the desired field on the form.

2. Drag field to desired position on page.
3. Release the mouse button to drop field in new position.

Note: Fields may not be moved from page to page.

Resize Field on Form
1. Right click on the caption/label of the field to resize.

2. From the popup menu, select Modify Width menu option. The Modify Field Size window

is displayed.

1.

3. Select to enlarge or reduce field and the desired percentage.

4. Click the Apply button.



Build Field Value Structure

Numeric-type data fields may be assigned a value structure. Important: The value structure must be
created before the field is placed on the Form.

For example, for a data field called Race, you may want to assign a value structure of:
1 = White 2 = Black 3 = Hispanic 4 = Other

Click a data field to select it and click the Add/Edit/View Value list for [Field] option from the
Edit menu, or select field by double clicking on it. The Field Value Set window is displayed.

Double-click on the numeric field

Click the New Value button.

Select a value for the field from drop-down list.
Enter a value description.

Click the Save button.

A o e

Repeat for each value.

x
= &l £

Mew Yalue Save Value | Delete Yalue

Field ¥alue Field Yalue Description

1 ‘white

2 Black
3 Hizpanic
4

Other

Cloze |

To edit an existing field value:
1. Click value to display dropdown list.
2. Select new value from list.
3. Click the Save button.

To edit an existing value description:

1. Click the description to highlight it.
2. Enter the new description.
3. Click the Save button.
To delete a field value:
1. Click the desired value.
2. Click the Delete button.
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Note: Value structures already placed on the Form cannot be modified or deleted. Changes should
be made before the field is placed on the Form. If changes need to be made, after they have been
placed on the Form, they must be deleted and re-added.

Add Labels to Form

Labels such as form titles or instructions for a field may be added to a form.
1. Click the field item Form Label. The Caption window is displayed.
2. Enter the desired caption for field.

3. Click the Close button. The label appears on the last page of the form.

Associate External Files

You can store a list of related files with a Study or Project. External files can also be associated with
a specific source. For example, you can link WAV files containing a source’s digitally recorded
interviews, photograph, family tree, etc.

1. Click the External Files button in the utility toolbar. The External File Utility window is
displayed.

2. Click the Add New External File to: Source - AnSWR button.
3. From the Open pop-up window, select the desired file.
4. Click the Open button.
5. Enter a description for the file.
x
[ [ Tyre Section File/URL File/URL Description [+
=
= C128
... Document=v21 25 photojpg
[
MOTE: Files that do not open probably could not be locsted. Try relocating file to ts current location.
Add Mewy External File to: Source - C128
Al Mewy External HTML URL to: Source - C128 Relocate Selected External File
Delete Selected External FiledURL from: Source - C128 Addiodify Description
Add Selected External File to Project Close |
To add a URL:

1. Click the Add New HTML URL to: Source - AnSWR button.
2. Enter the URL when prompted.
3. Click OK.

To open an associated file:

1. Click on the desired file to select it.
2. Click the Open Selected External File button.
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To modify a file description:
1. Click on the file to select it.
2. Click the Add/Modify Description button.
3. Make the desired changes to its description.
4. Click the Apply button.

To delete an external file:

1. Click on the file to select it.
2. Click the Delete External File/URL from: Source - AnSWR button.
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Chapter 8:
The Coding Editor

Layout
The Coding Editor Window contains the tools needed to code text and HTML files. The Coding
Editor is divided into three permanent windows and a fourth window that can be closed and

reopened at anytime.

~* AnSWR - Coding Edilor_ Study: YISIDN_  Praject: Access_To_Care
Fa Mew Tock Hep

= B & P L | =
fcd Pl |h.ruN|w|m )
[§} C 3 | 8 |
Select i | Delete Segment)
[fricipant D 0411
rview Mame Access 1o Care
roup # 1 .
ﬁ: ¢ Chio State University ID Infomuon
ofInterview.  0B/27/01 . .
I 10003 Dlsplay Window

Tamme C Vagts
=l

I D00 3ttt
il bt e first just start and say..and ask uh, doyou give your permission for me to record the intervew?

OO0 38

[ ]
<ay, thariks, Before we SJI'eXt W]nd : wnwhat‘s gonna happen?
2

The three permanent Coding Editor windows are:
e The text window displays the active text file.

e The processing window. Depending on the process, this window’s contents will change.
Each process has an icon to activate the window’s contents. The three processes are:

Coded Segment ! -El
1
Coded Seqrments

When a text segment is created, the system automatically assigns a
Segment ID.

Segment IDs reflect the order in which the text segment was
created rather than the text’s position on the page relative to other
text. Clicking on a Segment ID on the list opens the
corresponding file and highlights the text segment. Alternatively,
clicking on the text that has been coded will activate the text
segment.
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Source Network

= c112
i\ C413
i C414
| F400
im H403
i H404
i\ 0406
i 0407
| 0408
im 0409

Code Hetwork !

i AlternativeSen
I Brieflepressic
i ChangeDoctor:
i CloseCommer
i DeepDepressi
I DeferAgency
DELAY_REFUSE
i Disclosure
DiseaseProgre
BE Disruption
B DistrustsCare
B DKLimited
i DoAsTold
Bl noctorNecides

Source Networks|

When you click on the Source Networks icon, the window
changes to display a list of all source networks assigned to the
Project.

When you select a text segment ID that has already been source
coded, the source(s) applied to the segment are moved to the top
of the list and displayed in a turquoise blue colored font.

The folder icon next to the source network name indicates whether
the source network has an underlying network. If the folder icon
contains a (+) sign, then the source network has an underlying
structure. Double click the source network to view the source
network structure and assign source network items to the coded
text segment.

i
Code Metworks

When you click on the Code Networks icon, the window changes
to display a list of all the code networks assigned to the Project.

When you select a text segment ID that has already been coded for
content/topic, the code(s) applied to the text segment are moved
to the top of the list and displayed in a turquoise blue colored font.

The folder icon next to the code network name indicates whether
the code network has an underlying network. If the folder icon
contains a (+) sign, then the code network has an underlying
structure. Double click the code network to view the code network
structure and assign code network items to the coded text segment.

The text file window. All files associated with the Project are listed in this window. If alias
names were assigned to text files, an alphabetically listing of these names is displayed. If no
alias name was assigned to Direct Text Input files, an alphabetical listing of all of the
textdata#.mdbs is displayed.

The fourth window is the Family ID Information Window, which contains coding information
about the active text segment ID. The window displays code networks, source networks,
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coder/analyst, and the unique ID number for the coded segment. The default view only displays
source networks, coder/analyst and the unique ID numbet. Use the View menu options to
determine which elements to display in the information window.

x

Code Hetworks

*RiskRatio
*MotivateRisks

Source Hetworks

Coded by:

userd LI

The top tool bar of the Coding Editor displays the active Study and Project.

~wA AnSWR - Coding Editor  Study: ¥ISION_  Projeck: Access to Care

The bottom tool bar of the Coding Editor displays the active file’s alias name if different from the
file name. It also displays the active coder and line information.

|Line:1 of 733 |Active file: c-412 | |Coder: Study Administratar

After a text segment is created, the tool bar displays position and active text segment ID
information.

|Pu:us'rtion: 245 - 921 Line: 24 of 733 Colb 12 |Active file: C-412 |.-‘-\.|:tive D1 Coder: Stucy Administrator

Other features available in the Coding Editor include:

e The Shortcut Key Window, which displays a list of keyboard shortcuts and symbol
definitions used in the coding editor. Use the View menu option to display the window, or
press [CTRL] + [K]

e Cue Cards, which provide quick directions for coding text segments. Cue cards are displayed
each time the Coding Editor is accessed. To stop cue cards from starting automatically,
uncheck the Show Cue Cards at Startup option in the Cue Card window. Cue cards may
be opened at any time from the Help menu by selecting the Cue Cards option.

o Access to both the Codebook Editor and the Sourcebook Editot.

Preferences

The Preferences Ultility is used to set the default text properties display of text files, to turn off
selected system confirmation messages, and to set Word Count preferences.

1. From the Coding Editor Tools menu select Preferences, then Editor Options. The Coding
Editor Preferences window is displayed.

2. To close the window, click the Close button.
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General Preferences

General Preferences control whether selected confirmation messages are displayed. The system
default is to display all messages.

To set general editor preferences:

1. Click the General tab to display the options.
2. Click the checkbox for any option you wish to select or deselect.

3. Click Apply to lock in any changes

Font Preferences
Font preferences set here are used to display all files. To set font preferences:
1. Click the Font tab to display options.
2. Click Select Font button to set font, style, and size.
3. Click the checkboxes for any option you wish to select or deselect.
4. Click Apply button to lock in any changes.

Note: To change font for the current session only, use the Set Font option under the Tools menu,
Preferences option.

Word Count Preferences
To see whether Word Count is activated or to set the options Word Count should use:

1. Click the Word Count tab.

2. Click the checkboxes for any options you wish to select or deselect.

3. Click Apply button to lock in any changes.

Segmentation

Coding in qualitative data analysis involves carefully reading through the textual data; identifying
ideas about viewpoints and things experienced, heard, or seen; and creating a code to help mark
similar data, and then assigning a code to like data.

Before you can actually code the textual data, you must first identify what text to code. This process
involves breakdown the text into meaningful chunks or segments (7). Text segments can be broken
down into subunits, called embedded or nested text segments, provided that theoretically a distinct
context and meaning is preserved.

A text segment is can be a word, phrase, sentence, paragraph, or an entire document. If a word or
phrase is the unit of observation or the intent is to perform a traditional content analysis, it is
recommended that the Word Count feature be used.
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The boundaries of the text segments are defined by the coder/analyst. There are four types of text
segments that can be created.

e Individual — stands apart from other text segments
e Nested/embedded — contained within a large text segment
e Opverlapping — allows cross-over between two or more text segments

e Linked segments located in different parts of the text. See page 72 for help on linking coding
family segments

To preserve the relationships between codes, text segmentation is based on a Coding Family
Structure. Text segments may contain nested/embedded text segment, which in turn can contain
nested segments of their own; thus, creating generations of segments for a given family. A parent
segment is the largest, most inclusive segment. Each family has its own unique ID. All coding
family members are assigned the same root ID as their parent segment (e.g., coded text segment 1).
Nested segments are assigned a numeric generation value (e.g., coded text segment 1.1) to support
greater flexibility in how coded data is analyzed and interpreted. Text segments can be examined as
exclusive, self-contained units or as inclusive, relational items. Overlapping segments form new
families; hence, they are assigned their own unique family ID.

4 AnSWR - Coding Editor  Study: Women Project: Final - |EI|1|

File Wiew Tools Help

Add File

[
Close

s

Source Networks

&

Code Metworks

|t | ombes |

Coded Segments Codebook Sourcebook

4

mforts that are

Coding
Family

Position: 13100 - 14504 Line: 635 of 15374 Col 1 Active file: C-125 |Ac,1ive IC: 5 |Cuder. Study Administrator v

There are two methods for creating text segments in AnSWR:

e Highlight a block of text and click on the Create Segment button. This technique works
best when you have a relative smaller chunk of text to segment.

[1]

Select Seqment
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e Place the cursor where you want the text segment to begin and click the Open Segment
icon. Scroll down to where you want the text segment to end and click the Close Segment
button. This technique is optimal for larger text segments.

C ]
Open Segment Close Segment

When a text segment is created, the system displays the parent segment in maroon-colored text. A
different text font color is assigned each subsequent level of embedded segments.

Modifying Text Segment Dimensions

Moditying Dimensions of Coded Text Block

The text assigned to a coded text segment may be modified by expanding or decreasing the start and
end positions of the text segment. When expanding a coded text segment, the new text segment may
not overlap another coded text segment (i.e., have the same start and end positions). When reducing
a coded text segment, the new text segment must still include all offspring/child text segments. If
modification of text segment dimensions also requires modification of embedded segment, changes
to the offspring/child segments should be made prior to changing the parent segment.

1. Select the desired coded text.
2. From Tools Menu — Coding Tools option, select Modify Text Segment or press [F11].
3. Select new text segment.

Note: To cancel the Modify Text Segment process, press the [F12] key.

Delete Text Segment

To permanently delete an existing text segment:
1. Click on the desired text segment ID or on the text to activate the segment 1D.
2. Click the Coded Segments button.
3. Click the Delete Segment button.

(@]

Delete Segment

4. A confirmation message will display.

5. Click the Yes button.
i Deletion C |
This will delete the Family: 63
Do wiou wish bo conkinue with deletion?#2

es | Mo |
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Source Coding

It is necessary to identify which source or set of sources is associated with the textual or image data.
This process is referred to as source coding. Source coding can be performed at two levels: file-
based and segment-based. Some Studies may involve use of both source-coding strategies.

In file-based source coding, an entire text file is attributed to a single source or a set of sources.
Examples of files where file-based source coding might be completed include:

e Abstracts

e Published articles
e HTML documents
e Graphic images

In segment-based source coding, selected text is attributed to a source or set of sources. Examples
of text files were segment-based source coding might be completed include:

e Focus group interviews

e Individual interviews

Source coding can be performed manually by the coder/analyst using the drag and drop method, or
completed by the system if default source coding has been activated. When default source coding is
used, source coding is automatically performed as the text segment is created.

Important: AnSWR requires that each coded text segment be associated with at least one source. If
no source has been applied to a coded text segment, the segment will not be included in analysis
outputs. Verify that the checkbox for Segment has Source(s) applied is checked for each text
segment. A Coding Assignment Report under the Quality Assurance Reports can also be used
to identify text segments that have not been source coded.

Segment has Sourceis) applied
DSegment has Codels) applied

You can also use the Family ID Information Window to verify that the correct source has been
applied to a text segment.

x

Source Hetworks
*PAFGO3

Coded by:

userd

Add Sources

To add source networks with no network structure:

1. Display the Source Network List by clicking the Source Networks button.

2. Select source network from source list.
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3.
4.
5.

Click on selected source network and hold down left mouse button.
Drag and drop source network over highlighted text segment.

Repeat until all source networks have been assigned.

To add source items from a network structure:

1.
2.

A

Display the Code Network List by clicking the Source Networks button.

Double click on desired source network. The network structure for the source network is

displayed.

Select the source network item desired.

Click the Add Network Item to Family button.

Repeat until all source network items have been assigned.

Click the Close Network Tree button.

Delete Sources

To remove a source from an existing coded text segment:

1.

>

7.

Click on the desired text segment ID or the text to activate the segment ID.
Click the Source Networks button
Select the desired source to remove.

Click the Delete Source button.

(®]
Delete Source

A confirmation message will display.

Click the Yes button to permanently delete the source from the coded text segment.

i Deletion Confi |

Q This will delete the source; ©119 from the Family: 12

Do you wish bo continue with deletiony??

fes | Mo |

Repeat until all desired sources have been removed.

Delete Sources from Network

To delete source items from a network structure:

1.
2.
3.

Click on the desired text segment ID or on the text to activate the segment ID.
Display the Source Network List by clicking the Source Networks button.

Double click on desired source network. The network structure for the source network is

displayed.
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4, Select the source network item desired.
5. Click on the Delete Network Item to Family button.
6. Repeat until all source network items have been assigned.
7. Click the Close Network Tree button.
Text Coding

Text coding refers to the process of assigning codes to a text segment. A text segment may contain
multiple codes. AnSWR requires that each text segment contain at least one code. If no code has
been applied to a source coded text segment, the segment will not be include in analysis outputs.
Verity that the checkbox for Segment has Code(s) applied is checked for each text segment. A
Coding Assignment Report under the Quality Assurance Reports can also be used to identify
text segments that have not been text coded.

Segment haz Sourcels) applied
Segment has Codel=) applied

Text coding can be added immediately when the text segment is created or by selecting an existing
text segment. You can use the Family ID Information Window to verify that the correct codes
have been applied to a text segment.

A ID: 12 x|
Code Hetworks -

*SeekFeedback

Altruism : HelpOthers
Altruism : PartnerPositive
*Encouragement

*MotivateDecision

Source Hetworks
0119

Coded by
userd
i

Add Codes

To add code networks with no network structure:

Select code network from code list.

Click on selected code network and hold down left mouse button.

ol

Drag and drop code network over highlighted text segment.
4. Repeat until all code networks have been assigned.

To add codes from a network structure:
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1. Double click on desited code network. The network structure for the code network is
displayed.

Select the source network item desired.
Click on the Add Network Item to Family button.

Repeat until all code network items have been assigned.

AR e A

Click on the Close Network Tree button.
x

Altruism o

Add Metwork ftem to
Family

@

Delete Metwork kem
from Family

Code Options

I ftem v Selected tem + fttem - Coded ¥ Selected tem - Coded Cloge Metwork Tree

Delete Codes

To remove a code from an existing coded text segment:
1. Click on the desired text segment ID or the text to activate the segment ID.
Click on the Code Networks button

Select the desired code to remove.

S

Click on the Code Options button.

Codde Cptions
5. Click on the Delete Code from Segment item.

6. Click on the Apply button.



7.
8.

9.

~«* Code Options x|

Code: Encouragemenit

Particinant qets encouracement from athers ta ioin

" AddDelete Code “alue to text block

= Search for code in current text file

{~ Search for code in all text files

{~ Search for code in all text files and return file list
Search for code in all text files and return file list

™ limited to only files swhere coding has not been
completed

{* Delete Code from Segmernit:

Apply | Cancel |

A confirmation message will display.

Click the Yes button to permanently delete the code from the coded text segment.

i Deletion Confirn il

This will delete the Code: Encouragement From the Family: 12
Do wou wish to continue with deletion???

Yes | Mo |

Repeat until all desired codes have been removed.

Delete Codes from Network

To delete code items from a network structure:

1.
2.

&

Mo, A

Click on the desired text segment ID or on the text to activate the segment ID.
Display the Code Network List by clicking Code Networks button.

Double click on desired code network. The network structure for the code network is
displayed.

Select the code network item desired.
Click the Delete Network Item to Family button.
Repeat until all source network items have been assigned.

Click on the Close Network Tree button.

Clear Source/Text Coding

To clear coding for an entire file:

1.
2.

Display the text file.

From Tools Menu — Coding Tools option, click Clear Source/Text Coding. A Clear
Source/Text Coding window opens.

Select desired option for clearing existing source and coding data
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4. Click the Apply button.
x

These functions act only on the current file
{+ Clear ALL Source Coding and ALL Text Coding:
Thiz process removes all current source coding and all text coding for all coderianalysts

{~ Clear ALL Source Coding onhy
This process removes all current zource coding. The current text coding is left intact. This
process effects all coderianalysts.

(" Clear ALL Text Coding

This process removes all current texd coding. The current source coding is left intact. This
process effects all coderfanalysts,

These functions act against ALL coding for Project
{~ Clear ALL Coded Text Segments with no valid source or code applied

This process removes all coded text segments that have no sources andior codes
applied. The current source coding is left intact. This process effects all coderfanalysts.

{” Clear ALL Coded Text Segments with no valid source applied

This process removes all coded text segments that have no sources applied. This
process effects all coderfanalysts.

(" Clear ALL Coded Text Segments with no valid code applied

This process removes all coded text segments that have no codes applied. This process
effects all coderianalysts.

Apply | Cancel |

Note: This is a permanent deletion. Soutrce and/or text coding are removed for all coders/analysts
in the active Project. Once sources and/or text coding are cleared, the system cannot undo the
process.

Adding Files to Project

TXT and RTF files can also be added in the Coding Editor. Click the Add File button on the
toolbar to open Project Wizard.

Add File

Note: HTML files are added using the Coding Editor browser window.

HTML Coding

When coding HTML documents, it is highly recommend that Direct Text Entry be utilized. By
using direct text entry for HTML all of AnSWR's coding options are accessible and changes in URL
addresses or website content do not negatively impact the analysis. To activate HTML go to the
Main AnSWR Window and go to File/Preferences. Under the CODING EDITOR STYLE,
remove the check mark from the Use Editor without HTML access.
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—iox

Preferences T CoderiAnalyst Information

STUDY CODEBOOK MINIMUM FIELD PREFEREHNCES
Check Codebook for following fields:
[¥ Mo data in for Brief Definition ¥ Mo data in for Full Definition v
¥ Mo data in for code Usage ¥ Mo data in for code Mo Usage
CODING EDITOR WINDOW RESIZING PREFEREHCE
[~ Automatically open Coding Editor window in state of last access to Coding Editor
¥ Automatically open Coding Editor Stats Window in state of last access to Coding Ecitor

CODING EDITOR STYLE @Use Edlitar without HTML access
HELP FILE PREFEREHNCE [~ UseWindows Help File format

TEMPORARY REPORTS DATABASE LOCATION
F:\Program FilesiAnSR Change

WORD COUHT ADMINSTRATION DATABASE (SKEYS.5YS) LOCATION
F:\Program Files\anSwRisystemt Change

ADMIHISTRATION DATABASE (AHSWR.SYS) LOCATION
F'\Prngram FilestanSWRY Change

P

[~ Automatically log on as userd

SYSTEM BACKUP
 Automatic backup Backup when closing system (% Mo system backup Cloze |

In the Coding Editor, press the [F4] key to switch to HTML mode, or use the HTML Coding
option under the Tools menu. Any type of file that can be opened under Microsoft Internet
Explorer can be displayed and coded in the coding editor browser.

< AnSWR - Coding Editor  Study: YISION Project: Access to Care = IEI 5'

Flle Wiew | Tools Help

7] HTML Coding

e a HTML document ‘l
Add HTIL bext phrase to Substitution Phrase Table
Code Graphic/Sound File

Adt'i Coding Tools
_= Llkilitie:s
Find

Close

ook Sourcebook

* v v v R

Preferences

[1 C
Select Segment| Open Segment

Coded Segment !

|

Close Segment

(8]

Delete Segment

[ active file: [ | Coder: Study Administrator 4

Enter the URL address and click on the Add File button. Open the Project Wizard to set Alias
name or SPS status.



= AnSWR - Coding Editor  Study: VISION  Praject: Access bo Care

b= B
Add File Source Hetworks | Code Metworks |Coded Segments|  Codebook ‘Sowrcetock Close

B Hoalth & Safoty Topics
» Birn Defacts

» Diggisgs & Condliony

World TB Day Over 507 Avian Flu

March 24, 7004, thiz annusl  Ifyoute over SO, fnd cuthow  The latestinformation on the
+ CUDONCS and GONOmIKs ivent s stnpining mcent Influgnza A (HENT)

+ Hegtn Promation 0 morg 2aveE lives. outbreak
B mosg 0o
'
& Conkrol
> Travelars’ Hosth
» Vaccines Slrmmounizations op 10 actusl causes of doath in the United States
+ Workplase Gafaty & Health Smoking, poor diet, physical inactiity and alconol lesd the Programs & Campaigns

list . more
(Caith-fased and

B Publications & Products

Wonid Hizalth Day 1o Hghlioh Hoad Safiety

Community Inflisinas
Gt Information, resources, andtonls ko rates swareness . more o Tean Slarl And Dold naw

, EMering Infesious
Disgisgs Joundl approach
. Childran Act East

S0 A
.................... Learn more #bout poigonings and how 1o prevent them . more Ingpinng mare tweans 1o

...... |Coder. Stusty Adewwsarsion

Note: The HTML mode requires Microsoft Internet Explorer 6 or greater.

Again, when coding HTML documents, it is recommended that Direct Text Entry be used so that

all of AnSWR’s coding options can be utilized. For better data control and analysis flexibility, use the

direct text method to add data from Web pages (see below).

Directly Code HTML Documents
1. Go Tools/HTML Coding.

Click on down arrow in Address field to display URL.
Select the desired text.
Right click on selected text and click Copy.

Click the Select Segment button.

A i

Add desired source network and code networks to be assigned to text segment.
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< AnSWR - Coding Editor  Study: YISION Project: Access to Care =1

Flle Wisw Tooks Help

Z & w0 (4]
Add File Source Networks| Code Networks | Coded Segments Codebook Sourcebook Close
[1 J [@] [Isegment has Source(s) applied

Select Segrment| Open Segment | Close Segrent |Delete Segment| — LSegment has Codes) applied

Coded Segment

ﬁ a @ Address hitp: S cdc govicancerfscreenforlifeiindex bm =
Back |Forward| Refresh | Stop
Topic Areas = " " Eume v -
PmeeiErm i organizations and U.S. territories, Federal partners Inadic=ra)
Caneer include the Centers for Medicare & Medicaid Services
Cancer and the Mational Cancer Institute, For more information, visit the Spotlight
Registries/ an Scresn for Life,

Surugillance
Colorectal Cancer

Comprehensive
Cancer Control

Heslth bispariies  Owver 507 Get Screened!

Leaislation

Lung Cancer To learn more about colorectal cancer
[Guarianicancay screening, listen to CDC medical expert
PBrostate Cancer Loria Paollack, MD, MPH. additionally, talk to
Skin Cancer your doctor or health professional about

colorectal cancer screening.

Golorectal Cancer Screening Helps in
Two Ways
(audio) (111) (WaAY-258K)

Loria Pollack, MD, MPH
Medical Epidemialogist

Transcript

"Getting screened for colorectal cancer
helps in two ways: first to find polyps so they can be removed before they
turn into cancer, and secondly to find early colorectsl cancer so it can be
treated more effactively. *

More information shout colorectal cancer screening

(ANALYSIS TEXT FOR ID: 1
(Getting sCresnet for colorectal cancer helps in twa ways: first to find polyps S they can be removed Before they turn into cancer, and secondly to find early
lcolarectal cancer 5o it can be treated more etfectively

[Project URL

|AI:tiVE File: HTML Document ‘Acﬁve o1 Cier: Stucy Acministrator

Code HTML Documents Using Direct Text Entry

1.
2
3.
4

5.
6.

Open the desired HTML document in any Internet browser.
Select and highlight the desired text.
Right click on selected text and click Copy.

Open the Direct Text Entry window in the AnSWR Coding Editor by pressing [CTRL] +
[T].

Paste the captured text into the Direct Text Window by pressing [CTRL] + [V].

Code as for any regular text file.

Code Graphics

Graphics are coded in HTML mode Graphics may be of any type that is recognized by the browser,
such as JPEG or GIF format. Graphics may be coded a part of a HTML document or directly.

Graphic files must be saved locally in order to code them in AnSWR.

1.

2
3.
4

Right click on desired graphic in the HTML document and click.
Select Code Graphics/Sound file from Tools menu/HTML.
Locate the saved graphic file.

Add desired source networks and code networks to be assigned to the coded graphic file.
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Code a File

Text Coding may be applied to an entire file. Text coding for an entire file may be applied only one
time. Source coding for the file must be completed before file coding.

1. From Tools — Coding Tools menu, click Code a File.
2. Add Code Networks as you would for text coding.

Use Word Count

When word counting is active, the system automatically triggers the word count process when a top-
level family is coded. Word counting process can be triggered on demand in two ways:

1. Select desired text segment and press [CTRL] + [W] to recount words.

2. Press [CTRL] + [Y] to display existing word count info for segment.

Word Counting for the Entire Study
1. In the Main AnSWR window, go to the File menu, then select Menu.

2. Select System Administration and click on the Study Administration tab.

3. At the bottom of the Administration window, check the Force All Projects to process
Word Counts.

4. 1If you wish to use the Word Exclusion or Word Alias Lists, select the checkboxes next to
those options.

5. Click Apply Study Word Count Settings.
6. Click Close.

Word Counting for the Current Project Only

All coded segments in a Project may be word counted at one time. This process takes a long time to
complete and requires user intervention. The process may be stopped and restarted later.

To start the process:

1. From the Coding Editor Tools menu, select Word Count Tools, then select Project Word
Count. A dialog box opens, informing you that the process will take several minutes and
asking if you wish to continue.

2. Click Yes to continue or No to abort.

3. During the word count, AnSWR identifies segments that have already undergone the word-
count process. For each, you may see the decision box:
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"4 Count Check x|

The current I0: 1 has a word count.
Do you wizsh to recount the words??7?

£+ Court words for current 10}

" Skip word count for current 1D
Process word count for all segments whether a
previous count exists or not

Mever proces:s word count for segments where
& previous count exists

Sty

4. Choose an option and click the Apply button.

Note: When stopping a process, click the button only one time. The process will stop or restart
after the completion of the current segment.

Word Counting Process
The word count process is automated but requires your input. During the process, AnSWR displays

several dialog boxes.

Handling Alias Words

Words that are members of only one alias list are automatically assigned to the master word for that
list. When the Use Alias Word List preference is turned on, the system stops when a word is in
more than one alias list. Several options are possible for assigning the word in question.

== Ansuim:Aias selecton x4

The following COMmLNity

iz an alias to several wordfphrase .. Select the desired alias from the list helow.

[ common
[Cnation
[Cpeople
[Clvalurteer

-
k| | »

IF DESIRED ENTER Y OUR Oy WORDIPHRASE TO LISE

= Assign selected wordiphrase for alias
= Assign selected wordiphrase for alias and make it defautt for project

= Assign selected wordiphrase for alias and make it default for current text block
 Assign your own wordiphrase for alias

" Assign your own wordiphrase for alias and make it default for current text block

= Do not assign any wordishrase for thiz aliss

{~ Do not assign any wordiphrase for this alias and make it default for project

i+ Do not assign any wordihrase for this aliss and make it defautt for current text block

Wigwe Text Section for WordiPhrase I

Do not stop for Word Count Lnalysis | Cancel Word Count Process for Remaining Segments:

1. Select the desired option.

2. Click the Apply button.
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3. To view the text segment containing the word in question click the View Text Section
button.

Word Count Results

When the system completes the counting process, the Word Count Results window is displayed.
The window displays by source ID the words and the count for each word.

You can make adjustments to word count by deleting words or assigning one word to another word.
To delete a word, just uncheck the word.
To reassign one word to another word:

1. Select word to reassign.
2. Hold down mouse button until drag icon appears, then release.

3. Move cursor over word to assign to and click the mouse button.

Search Options

AnSWR allows you to search by text string, segment ID, code or source.

Text Search

1. From Tools menu, select Find, then select Text Search or press [F6]. The Text Search
window opens.

2. Enter desired text and click the Search button.

3. Press [F6].to move to next occurrence.

Unique ID Search

1. From Tools menu, select Find, then select Unique Text Segment, or press [F7]. The
Unique ID Search window opens.

2. Enter desired unique ID and click the Go button.

Code Search

Find Code Network or Network Item with No Underlying Structure
1. Click desired code network from Code Network List.

2. Click the Code Options button.

Find Code Networks with Underlying Network Structure
Double click desired code network to display Network Structure window.

1. Select desired network item.

2. Click the Code Options button.

Find and Display Coded Text Segment
1. Click the whether to include all files or the current text file in the Code Options window.
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2. Click the Apply button. The Code/Source Search Toolbar is displayed.

3. Use the Code/Source Search Toolbar to move between occurrences.

Find and Display File with Codes Applied

1. From Code Options window, choose whether to include files with coding not completed or
all files.

2. Click the Apply button. The File Selection window opens.
3. Select the desired file and click Open File.

Source Search

Find Source Networks with No Underlying Structure
1. Click desired source network from Source Network List.

2. From Tools menu, select Find, then select Source Search or press [F9].

Find Source Networks with Underlying Network Structure

1. Double-click desired source network to display Network Structure window.
2. Select desired network item.

3. Click the Source Options button.

Search and Display Coded Text Segment

1. Choose whether to include all files or current text file only in the Source Options window.
2. Click the Apply button to save your selection and display the Code/Soutce Search toolbar.

Use the Code/Source Search toolbar to move between occurrences.

Search and Display File with Codes Applied

1. Click the whether to include files with coding not completed or all files from Source Options
window.

2. Click the Apply button. The File Selection window is displayed.
3. Select the desired file and click Open File button.

Quick Jump
To jump to a specific item on the Coded Text list, Code Network list, or Source Network list, use
Quick Jump.

1. Press [CTRL] + [Q]. The Quick Jump window opens.

2. Select desired jump type and enter what to jump to.

3. Click Quick Jump.
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Moving Around a Text File
1. From Tools — Find menu, select Go to Line or press [F5]. The Line Select window is
displayed.

2. Enter desired line number and click Go to Line.

Adding Notes

Codet/analyst notes or memos can be assigned to a coded text segment ot to an entire Project.

Add/Edit Segment Notes

1. Select coded text segment.

2. From the Tools menu, select Coding Tools, then select Coding Notes or press [F2]. The
Notes Utility window opens.

3. Enter or modify the text notes in the Segment Notes tab.

4. Click Process Segment Analysis Note to save changes or Close to exit without saving.

w4 ANSWR. - View Window x|
Segment Hotes T Analyst Coding Hotes

MNotes for Text Segrment: B9

Thiz tak assigns a memo to the text segment |

Process Segment Analysis Mote | Close |

Adding/Editing Coder/Analyst Process Notes

1. Select any coded text segment.

2. TFrom the Tools menu, select Coding Tools, then select Coding Notes or press [F2]. The
Notes Ultility window opens.

3. Enter or modify the text notes in the Analyst Coding Notes tab.

4. Click Process Coding Notes to save or Close to exit without saving.
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4 ANSWR - ¥iew Window x|
Segment Hotes | Analyst Coding Hotes

This tab assigns & memo to the entire Project.

Process Coding Motes Close

Printing Active File

1.

2.
3.

From the Tools menu, select Utilities, then select Print Active File or press [CTRL] +
[P]. The Print Preview window opens.

Use the buttons to scroll through the document.

When you are ready to print, click the Printer icon to open the Print utility.

View Coding for All Coders/Analysts

If a Project contains coding from multiple coders/analysts, the View Coding for All
Coders/Analysts option under the View menu must be active to display their coded text segments.

Coder/Analyst Merge Utility

The Coder Merge Utility scans the Project and reassigns the selected coder/analyst to your
coder/analyst ID. This utility allows you to change the coder/analyst for all files in a Project or a
selected file. This process is referred to adopting another codet’s coding. The Coder/Analyst
Merge Utility can also be used to remove a coder’s coding.

1.

A

From the Tools menu, select Utilities, then select Coder Merge Utility. The Coder Merge
Utility window opens.

From the dropdown box, select the coder/analyst to change to your ID or to completely
remove any coding that a coder/analyst has completed.

Check whether to change for all files or for the selected file only.
Click on the Process coder Merge/Remove button.
Repeat for any other coder/analyst.

When you close the utility, the Text Segment list is rebuilt with the coding now assigned to
your ID as the current coder/analyst.
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Note: When coding belongs to another coder/analyst, coded text segment IDs will display in a

w4 Coder Merge Utility |

The Coder Merge LEility will change the Coder assignment for
any coder in the Project to the current Coder, or completely
remoyve sny cading by coder fram the Proiect.

Select Coder to merge\remove

Remove all coding
GUEST j r from Project

&' MergeRemave Coding for all text filesi
= Merge'Remove Coding for the Active Test file only

Process Coder Merge'Remove | Cloze |

blue-colored font. While you can click on a text segment to view source and text coding applied by

another coder, you cannot modify the text segment or coding that has been completed. When you
adopt another coder/analyst’s coding, the coded text segment IDs change to a white-colored font

and make modifications to the coded text segment.

Linking Families

Any family may be reassigned to another family. This allows a family to contain coded segments
across documents. Families may contain coded segments from both normal TXT/RTF files and
HTML documents. When a coded segment is reassigned to another family, any of the coded

segment’s child segments will also be reassigned.

1.
2.

Select the desired coded text segment from the Coded Segment list.

From the Tools menu, select Coding Tools, then select Assign ID to another Family.

Select the segment from list to reassign to and click the Apply button. A confirmation box is

displayed.

Click Yes to proceed with reassignment.

After the reassignment process is completed, a confirmation displays with the new segment

ID.

~w AnSWR - Family Linking

Thiz process will remove the D 71 and all itz child IDs from
the existing family and reassign the ID as a child ID of
anaother Project D,

Selectthe D |]] j

to as=ign to

Cancel | Apply |
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Chapter 9:
The System Reports

To open the report utility, open a Study and choose System Reports from the AnSWR Main

Window File menu or the Coding Editor File Menu. [CTRL] + [R] will also initiate the System

Reports.

"4 AnSWR - System Reporks D,

File Help

=lolx|

L
ey Report]  Previous

= [
[dest: Exit

=l ComDef

Wl define community
[  Defintions

Ellen

[ January study

Select Study/Project Select Report

[# Data ! Table List Reports

[# Text-based Analysis Reports

[# Humeric-based Analysis Reports

[#| Cross-Tab Analysis Reports

[# Coder / InterCoder Analysis Reports

Report Title Line 1

[ Word Count Analysis Reports
[# Quality Assurance Reports

IStudy - ComDef

|_ Dizplay/Print & saved report

‘1? Display Help for Selected Report

Seven categories of reports are provided:

Data Tables or List Reports. Reports in this group provides output for items such as

codebooks, direct entry text files, SPS data tables, and sourcebooks, including demographic
data entered in the Advance Source Utility.

reports and codet/analyst notes.

reports.

Text-based Analysis Reports. Reports in this group fall into two categories: coded text

Numeric-based Analysis Reports. Reports in this group include: code frequency tables,
binary matrices, valued matrices, coding combination tables, and salient coding pattern

Cross Tab Analysis Reports. Reports in this group include a variety of two-by-two data
tables: source data X source data; code X source data; and code X code outputs. Up to 40

codes may be displayed for code X code outputs.

Coder/Intercoder Analysis Reports. Reports in this group in a variety of intra- or
intercoder agreement reports: Kappa statistics at the file, source, or segment level; segment
by segment coding comparisons for one or more coders; and a coder summary table.
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Word Count Analysis Reports. Reports in this group include alias and exclusion lists,
segment-based word counts, and Project-based word counts.

Quality Assurance Reports. Reports in this group provides summary tables for quickly

identifying use of codes, sources, source data, text files, and text segments, including missing
information.

Set Up the Report

You can run a report at the Project level. The steps for setting up a report include:

Select a Study and Project.
Choose a report type.

Set report criteria.

Choose the file for the report.

Run the report.

Select Study, Project, and Report

1.
2.

Choose a Study, and click on a Project to select it.

After selecting the Project, choose a report group and expand it by clicking on its plus sign.
Reports are listed in seven groups.

Select a report by clicking its checkbox. To see detailed instructions for a report, select it,

then click the Display Help for Selected Report button at the lower right corner of the
screen.

Set Report Titles

AnSWR creates a default report title and subtitle based on the Study and Project names. You
may edit these titles.

Click the Next button in the toolbar to continue to the Report Selection Criteria window.

~«4 ANSWR - System Reports =] 9]
File Help
- - =
HMew Report Breyviaus [dext Exit
Select Study/Project Select Report
Comments Data / Table List Reports
Employee Survey Text-based Analysis Reports
Futures Initiative Humeric-based Analysis Reports
Mrstd_1 Cross-Tab Analysis Reports
Vax004 Resuls Coder / InterCoder Analysis Reports
VISION wWord Count Analysis Reports
S S d Quality Assurance Reports
uey Select Report
and Project
Report Title Line 1 I Display/rint a saved report
[ Set Title
‘? Displary Help for Selected Report
[ I v
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Set Selection Criteria

The Report Selection Criteria Window is used to limit report output. If no selection criterion is to

be used, click on the Next button to bypass this function.

The Report Selection Criteria Window displays a grid that is divided into 6 columns: Grp#,

Report Tables, Table Fields, Select <=>, Selection Criteria, and a Group Operator. The Select <=>

column is referred to as the operator specification column.
Report Selection Criteria

SELECT <==>

Grp# | Report Tables Table Fields <= Selection Criteria !
1

Note. The group operator column does not automatically display a column header. When selection

critetia is set for Grp#1, the group operator column will display a Select AND/OR.

Build a Criteria Group

There are two types of criteria groups, standard and Boolean.

Standard criteria: runs a one-to-one comparison; each record must meet the criteria to be
included in the report. Each report group may reference only one table/field combination.

Boolean criteria: runs various comparisons and allows “AND” and “OR” search and retrieval.

The search examines each coded Family ID to see if all conditions of the group are met.

EXAMPLE:

A and B. Both A and B must be present (true) for the condition to be satisfied. This
expression is used if only instances of co-occurrence between two or more criteria are
sought.

A or B. Either A or B or both must be present (true) for the condition to be satisfied. This

expression is used if any combination of two or more criteria is sought (i.e., both individual

occurrences and CO-OCCutI‘CﬂCCS) .

A not B. A must be present (true), but B must not be present (false) for the condition to be

satisfied. This expression is used if presence of one criteria item is contingent upon the

absence of anothet.

Set the criteria using the dropdown lists for each category in the Report Wizard. The system

automatically uses the Report Field to determine if selection criteria will use Standard or Boolean.

The Boolean Criteria Fields, which will display in a blue colored font, are:
e C(Code
e Code Network
e (Code Network Item
e Code Value
e Source
e  Source Network
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e Source Network Item

For the rest of the Fields, Standard Selection produces only those records that meet the specified
condition (Gender = Female). A combination of Standard and Boolean selection criteria can be
used if more than one conditional set of relationships is sought. Each set of conditions is
introduced as a Group.

-1o[ x|

Fle Help

=

[Hew Eeport Previous MNext Exit

- | =

Report Selection Criteria

SELECT GROUP

Report Tables Table Fields <=z Selection Criteria

Add Mew Group Chrl+-F1
Insert Row above current row  Cerl4+F3
Delete Current Criteria Ttem  Chrl4+F4
Delete Current Criteria Group  Chrl+FS
Clear &ll Criteria Chrl+F6
Boolean Criteria Group Rules  Chrl+F7

-

»]|e w|e]e Save Report Criteria | Load Report Criteria I

Each criteria group is limited to & single tableffield combinstion. & new criteria group must be created for each selection item.

| Study - ComDef Project - Defintions | | Coder - admin .

Set criteria line-by-line (i.e., each row represents a new criteria item). Click on the gray-colored
square next to the number displayed in the Grp# column to set a group function. Group functions
can also be run by clicking the colored buttons below the criteria table; roll your mouse over each
button to choose a function.

e The red dot creates a new criteria group

e The lime green dot inserts a new row between criteria items
e The turquoise blue dot deletes the selected row

e The hot pink dot deletes all criteria for the selected group

e The olive khaki dot completely clears all selection criteria

e The teal green dot displays the Boolean Group rules window

As you set report criteria, the next type of criteria becomes available to set. Click on the down arrow
to view and select options.
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Standard Selection criteria only allows an OR operator. A new group must be added to perform
an AND operation.

Report Selection Criteria

SELECT AND/OR
Grp# | Report Tables Table Fields <= Selection Criteria
1 Source Data Age »= 30 -
ar

For the Boolean Criteria Fields, only the AND operator is displayed in the Select AND/OR
column. To make the OR operator available, a new criteria group must be added.

Report Selection Criteria

SELECT TABLE

Selection Criteria !

AccessToCare and

Grp# | Report Tables Table Fields

1 Codes Code
1 Codes - |

Codes

Set Boolean Group Rules

If the Boolean-based criterion contains more than one group, Boolean Group Rules can be applied.
If no Boolean Group Rules are set, all conditions must be met for records to display. The Boolean
Group Rules allows you to display records where fewer conditions are acceptable. For example, you
may create Boolean selection criteria where the presence of three specific codes is required. With
the Boolean Group Rules, you can then specity that it is permissible to display any record where a
combination of any two of the three codes is present.

To set Boolean Group Rules:
1. Click on Grp# column to display the group functions or click on the teal green dot.
2. Select the Boolean Criteria Group Rules option.
3. Enter the number of rules to be met.

4. Click the Apply button once all rules have been set.

Save Criteria

The report criteria settings may be saved and reopened to rerun a report using the same criteria.
To save criteria settings:

1. Click the Save Report Criteria button. A browser window opens.

2. Select the location where you would like to store the criteria data file. It is recommended that
you save the report criteria file under the default location (c:\program files\ AnSWR folder).

3. Enter the name of the file.

4. Click the Open button to save the criteria data
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5. Refer to Clearing Criteria and Loading Criteria (below) for information on how to clear
criteria or load previously saved criteria.

Load Saved Criteria

To load saved criteria:

1. From the File menu, choose Report Options, then Load Saved Criteria.

2. Choose the criteria file from the browse window, and click the Open button, or Cancel to
exit.

Clear All Criteria

To clear criteria:

1. Click once in the Group column to activate the dropdown list.

2. Choose Clear All Criteria.

Set Report Style

Report Style is applicable to only to the analysis reports (text-base, numeric-based, cross-tabs, and
intercoder). The report style determines how report criteria will be processed and defines how the
system creates the report output. The default report style is Segment-based.

There are five report styles.

e Segment-based analysis. Selection criteria groups are derived from the text segments. For
example if is two codes are selected using an AND operator, both codes must be applied to
a text segment for the record to display.

e Source-based analysis. Selection criteria groups derived from the Source Data Report
Table take precedence over any other selection criteria groups. After AnSWR completes the
source-based limitations specified, it processes the remaining criteria.

e File-based analysis. Selection criteria groups derived from the Files/Direct Input Report
Tables take precedence over any other selection criteria groups. After AnSWR completes the
file-based limitations specified, it processes the remaining criteria.

e Code-based analysis. Selection criteria groups derived from the Codes or Codebook
Report Tables take precedence over any other selection criteria groups. After AnSWR
completes the code-based limitations specified, it processes the remaining criteria.

e Coder-based analysis. Selection criteria groups derived from the Coder Data Report Table
take precedence over any other selection criteria groups. After AnSWR completes the coder-
based limitations specified, it processes the remaining criteria.
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To set the report style:

Note: The system automatically opens the Report Style window at unless a default report style has
been set.

1. Click the Report Style button on the Selection Criteria window.

2. Select the desired report style. If you wish to set this as the desired default report style also,
check the option Set as default report style.

3. Click the Apply button to save changes.
x

Select Dezired Style

REPORT STYLE LIMITED

Seogmert Based (default)
[ Source Based

[ File Based

[ Code Besed

[ coder Based

K & & K[

[™ Set selected report style as my default style

Apply |

Set Code Style

Some analysis reports allow for selection of a code style. Code style determines which codes for a
code network will be printed on a report. The default is to print only the network code(s) applied.
By changing the code style, all codes for a network may be printed, even if they were not directly

applied.

1. To open the Code Style window, click the Set Code Style button on the Selection Criteria
window. The button is displayed only for reports that utilize code style setting.

2. Select the desired code style. If this is the desired default code style also check the Set as
default code style.

3. Click the Apply button to accept the selected code style.

“»*Code Style Preferences |
Select Code/5ource Style Preference

= CODE STYLE PREFEREMCES
Frint only CODE applied
Print entire Metwork Structure for CODE = applied
Do not print Top Lewvel Metwork unless applied

Frint only Top Level Metwork and CODE applied

Frint Entire Metwork, Structure for CODE : applied
include implied netwaork codes

OonooO®

[" SetCode Style as my default style

Apply |
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Note: The code style can also be set prior to creating selection criteria (or if no selection criteria is

to be used) by click on the Set Code Style button after the Study and Project has been selected.

~f ANSWR - System Reports: Metwork Code Frequency Report - Ellﬂ
File Help
P = = 4
[dEyy Report Ereyvious [{est Exit
Select Study/Project Select Report

Comments Data / Table List Reports

Vax004 Resuls Text-based Analysis Reports

[=] WISION [=] Humeric-based Analysis Reports

Access To Care [ Metwork Code Frequency Repart

[0 Binary Matrix Report

[ “alue Matrix Report

[ coding Combination Reports

[ Salient Coding Pattern Report
Cross-Tab Analysis Reporte

Coder ! InterCoder Analysis Reports
Word Count Analysis Reports
Quality Assurance Reports

Report Title Ling 1
IS‘tudy - WISICN Set Code Style

‘? Display Help for Selected Repor‘tl

Display Report

After you set the desired criteria, click the Next button for additional options and to display the

report.

Select Sort Option

Some reports allow multiple sort options. Click on a sort option to select it. If you change the sort

option, you must run the report again.

“=4 ANSWR - Report Window: Intercoder Text Segment Comparisons = | I:Illl

Select Codes or Source

; [T TP PR PR ———
% Include codes applied on report Py
i

" Include sources applied on report
Report Options
% Include all coded segments

Include only coded segments where
codes were applied

Include only coded segments where no
codes were applied

™ Select coderianalysts to include on report
(Default iz All coderfanalysts)

[ Select files to include on repart
(Default iz Al files)

r Page break for Files
[T Creste repott as ASCH delimted report
V' Incluce Selection Critetia at end of repart

Create a PDF Document from Displayed Repart | wel 12 w Q|- S|

[T Creste HTML or RTF documert

haximize Report Window:

Create Report

;I Savelload Document

External File Litiity || Clase
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Select Report Options

Many of the reports allow you to set or limit data to display on the report. Check the options to set
them to print.

Create and View Report

The finished report is displayed on the right side of the report window. Use the report display
controls at the bottom right corner of report window to zoom in on the report or change the
displayed page.

Page buttons Moves through the pages of the report

Zoom control Zooms in or out on the report for easier viewing of report details
Print Opens the print dialog box

Maximize Report Window | Displays the report at full screen

Create Report Processes the report

Save/Load Document Allows you to save the report or load a saved report

Close Closes the report window and returns to the previous screen

For most reports, the default version of the report displays when the report window is open. The
report must be recreated if you modify report options or request an HTML version or ASCII
delimited version. Some reports display an additional window with more options for defining which
data to include.

Save Report in Another Format

e ASCII Delimited File. Many reports may also be created in an ASCII delimited format.
The first record of the ASCII delimited file contains the field names. The system uses the
(™) character to separate data fields. Reports that can create an ASCII delimited file have the
option to run an ASCII version of the report.

To create an ASCII version of the report, select the Create report as ASCII delimited
Report checkbox and follow the screen prompts to save the file.

e PDF. Every report can be presented as a PDF. A PDF can be opened or printed by any
other user.

To create a PDF, select the Create a PDF Document from Displayed Report option and
follow the screen prompts to save the file.

e HTML. Every report may also be created as an HTML document. The HTML version of a

report is similar to the displayed report except that it excludes graphics shows data left-
justified.

To run an HTML version of the report, select the Create HTML or RTF document
checkbox and follow the screen prompts to save the file.
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Close Report Window
Click the Close button to close the report window and return to the Report Wizard.

Other Reports

Some of the analysis reports can be processed with the same criteria and data as the current analysis
report. The Report Wizard shows a list of these reports.

e Sclect any of the reports and click the View Report button.
e To create a new report, click the New Report button on the main toolbar.

e Click the Finish button to close the report wizard.

Set SPS Preferences

SPS Preferences determines how SPS phrase in coded text segments are displayed on reports. If SPS
was applied in the Coding Editor, coders/analysts with SPS rights can print text-based reports with
either the SPS phrase or the original text.

SPS report preferences are active only during the current report session. The system default is to
print the SPS phrase.

To set SPS preferences:

1. From the File menu, select SPS Preferences. The SPS Report Preference window opens.

2. Select the desired option and click the Apply button.

Graphs

AnSWR offers an option to display graphs for many of the system reports. For reports that offer
graphs, the default is to create the graphs. You may turn off the graph option. The types and
contents of graphs depend on the reports. AnSWR produces bar, stacked bar, or line graphs. Most
reports can create graphs based on data in various combinations. To change graph types, click the

desired graph type. A new graph displays data in the selected graph type.

82



il

Help

M Source Frequencies

Network Code Frequency
(summed to Network level)

3]
=
=]

=
=

Source Count
o o F3
=}
=

=
=

=
=

g
] F | vl
P I8 s e2Ts5PES 2P ET LEg Ry
ST uwu fs % 2 Cc Eg RRELSELETE .gomg.ggﬂ
£ 8 e ELES s SR EELESERERE
L - 4 c & o E & B2 EE g 8 5 o F Do T L I
“EJQEEC'&@EE%QQE 5 7 3 F
= Z T o = o g
T 5 E & = = I 3 = £
EasngErTiEgg : & £i”
= o= o= o om L o = oS
T Tz x *xI 3 =
14

-
4 3

[ MaoGrid Lines

& Bar % byCount [+ forSource Code Rangs

oL i Mtz
O Sl | oM O forDade . Rebuild Graph | Add Footer | Pint/Save Graph | Close |

Advanced Graph Settings

AnSWR includes controls for more advanced graph settings.

To bring up the Chart Control Property window, click the graph once, press [CTRL] + [F4] and
then right-click on the graph to display the Chart Control Property window.

2D Chart Control Propetties |

Chartbrea I Plottrea I ChartLabels I Yiew3D I Markers I AlarmZones I
Contral | Axes I ChartGroups I ChartStyles I Titles I Legend

General I Barder I Interior | Image | About |

[ IsBatched
v IsDoubleBuffered

Load... Save...

QK I Cancel | Lpply | Help |

The Chart Control Property window has a Help button for detailed information about advanced
graph property settings.

Change Graph Data Options
When you change graph options, the graphs change automatically to reflect settings. To return to
the default version, close and reopen the graph window.

Click on the tab for the data properties you wish to edit. Data options may also be selected from
combo boxes or grids, depending on the report.



Change Graph Range

Enter the desired range. Note that if you change the range for the series that display along the X
axis, the graph may be distorted. Click the Rebuild Graph button.

Set Maximum High Point On/Off

Most graphs keep a constant maximum high point, so changing graph settings keeps the displays in
sync. Some graphs change the maximum high point based on the data being graphed; these have an
option to set a constant maximum high point based on the highest value of all possible graph data
combinations.

Turn Grid Lines On/Off
The default setting displays grid lines. To turn them off, select the No Grid Lines checkbox.

Add Footer
A footer of up to 80 characters may be added to any graph. To add or change a graph’s footer:

1. Click the Add Footer button. The Footer window opens.
2. Enter the desired footer text or delete current text to remove footer from graph.

3. Click OK to save changes, or Cancel to exit without saving,.

Print or Save Graphs
Clicking the Print/Save Graph button allows you to:

e Add the graph to the current report for printing.
Note: You may add any number of graphs to a report.
e Save the graph as a JPEG or PNG file for use in other applications.

To print or save, click the radio button for the option you want, then click the Apply button, or
Cancel to exit this feature without printing or saving. If you choose to save the graph, a Save As
box appears. Give the graph a title, browse to the location to which to save, and click the Save
button (or Cancel to abort). The default location is C:\Program Files\ AnSWR.
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Chapter 10
Sharing a Study or Project

AnSWR Package Utility

We recommend that you use the AnSWR Package Ultility to share a Study or Project. Before you
share a Study or Project, it is always a good idea to compact the study30.mdb and the project 3.mdb.

Package Study and Project(s)

1.

A T i

Exit AnSWR.

Go to Start.

Go to Programs and locate AnSWR.

Select the AnSWR Package Utility.

Click on the Package Study/Project tab.

Select the desired Study.

Note: When selecting a Study, all associated Projects are automatically included.

Click on the Zip button. The Study/Project will be packaged into a .ZIP file and saved in
under c:\program files\ AnSWR.

Copy the .ZIP onto a diskette or CD from c:\program files\ AnSWR.

A confirmation message will display indicating the file name and location. The .ZIP file
should not be renamed.

. Click on the Close button.

~== AnSY¥WR: Study,/Project Package Ukility - | Ellﬂ

Receive Study/Project I Receive Study/Project Instructions

Package Study/Project T Package Study/Project Instructions

[] Select StudyProject 7

[Jcomments
= M Wax004 Resuls
[Wlinterviews

[WInRPr_1
[CIwIsion

Close | || |
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Package Only a Project
To package a single Project folder:

1. Exit AnSWR.
Go to Start.
Go to Programs and locate AnSWR.
Select the AnSWR Package Utility.
Click on the Package Study/Project tab.

Select the desired Project.

A R o R

Click on the Zip button. The Project will be packaged into a .ZIP file and saved in under
c:\program files\AnSWR.

Copy the .ZIP onto a diskette or CD from c:\program files\ AnSWR.

o

9. A message will display indicating the file name and location. The .ZIP file should not be
renamed.

10. Click on the Close button.

~== AnSY¥WR: Study,/Project Package Ukility - | Ellﬂ

Receive Study/Project I Receive Study/Project Instructions

Package Study/Project T Package Study/Project Instructions

[] Select StudyProject 7

[Jcomments
= [ wax004 Resuls
[Wlinterviews

CInRPri_1
[CIwvision

Cloze | |

Receive a Shared Study or Project
To un-package a shared Study or Project you have received:
1. Open Windows Explorer or My Computer.
2. Copy Study or Project .ZIP file to c:\temp.
3. Make sure AnSWR is closed and go to Start.
4. Go to Programs and locate AnSWR.
5. Select the AnSWR Package Ultility.
6. Click on the Receive Study/Project tab.



7. Click on the Select the Package (.zip) File to Unzip button. A browser window will
display

8. Go to c:\temp to locate the Study or Project .ZIP file.

9. Click on the Select the Folder to Unzip the Package To button. A browser window will
display.
10. Click on c:\. Important: The pathname is written to the .ZIP file. Do not go to
c:\program files\answr\ to unzip the Study.
11. A confirmation message will display indicating that the Study/Project has been unzipped.
=lol x|
[WT—P&CKEQE StudyiProject Instructions

Receive Study/Project T Receive Study/Project Instructions

Select the Package (.zip) file to UnZip I

Select the Folder to UnZip the Package to I

UnZip Cloge | |

Note: If the Study to be unzipped already exists on your computer/server, a message will display.
You have the option to rename the Study you are unzipping or to overwrite the existing Study folder
with the zipped one.

If a Project .ZIP file is to be unzipped, the Select the Folder to Unzip the Package To button
will not display. The system will automatically write the folder to the correct Study. If a Project by
the same name already exists, the system will save the Project under a new Project Folder. The
Project name will now be followed by an underscore and a number.

= AnSWR: Study /Project P - |EI 1'
Package Study/Project T Package Study/Project Instructions
Receive Study/Project T Receive Study/Project Instructions

I(::\Program Filzs'AnSWRivax004 Resuls MRPri_1 Zip
Select the Package ( zip) file to UnZip I

answr x|

A project by the name: MRPri_1 was currently part of the Study.
The praject being unzipped will be added ta the Study as: MRPr_L_1

cess | |
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Note: If another codetr/analyst has provided a copy of his/her Project for intercoder agreement
assessment, it will be necessary to use the Project Merge Ultility to create a new Project containing
your coding and their coding.

Manually Sharing a Study or Project

If you receive a Study from another coder/analyst that you have never created on your
computer/server, it must be introduce to the system. This is done by creating a new Study using the
exact name that the other coder/analyst gave it. Before this is done, however, you must use My
Computer or Windows Explorer to manually copy the entire Study folder to your computer or
network server. Below are instructions for copying AnSWR databases from one PC to another.

Copying AnSWR Study onto a Diskette
1. Open Windows Explorer.

2. Locate your Study. If the default location was used, your Study is in the C:\Program
Files\AnSWR folder.

3. On the left panel of Windows Explorer, click your Study folder, then right-click and select
Copy.

Note: If your Study is large, it may be necessary to use one of the compression programs
like WinZip, PKZip, or Windows Commander to compress your files so that they fit on a
1.44 or 2.0 MB diskette.

4. Insert a formatted diskette or CD into the appropriate disk drive.
5. Click on the disk drive containing the diskette or CD, right click, and select Paste.

6. When you open the Study folder, you should see a study30.mdb file and your Project folder.
When you open the Project folder, you should see a project3.mdb, textdata.mdb, [Project
name|wc.mdb.

Transferring Copied AnSWR Study onto Another PC
1. Open Windows Explorer on the other PC.

2. Click on the appropriate diskette or CD, click on the Study folder, right click, and select
Copy.

3. Go to the same path in which the Study was originally located on your desktop. The default
path is C:\program files\answr.

4. Right click and select Paste.

Important: If the Study folder was copied from a CD, it is necessary to right-mouse click on the
Study folder name, and select Properties. Uncheck the Read Only box and click on the Apply
button. A Confirm Attribute Changes window will display. Check on the radio button to
Apply changes to this folder, subfolders, and files, and click on the OK button.
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Confirm Attribute Changes x|

‘fou hawe chosen to make the Following attribute change(s):

set read-only
Do you want to apply this change to this folder only, or do you want to
apply it ta all subfolders and files as well?

' apply changes ta this Folder anly
¢ apply changes to this folder, subfolders and files

Ok I Caneel |

Authenticating Transferred AnSWR Study on Another PC
1. Start AnSWR and log in.

2. Click on New Study button and enter name of the Study that was transferred from your
desktop. Make sure to type in the name exactly as it was entered originally on your desktop.

When the Project Wizard comes up, click on the Cancel button.

4. It AnSWR main window does not display the Project name:

a.
b.
C.

d.

In the File menu, click Open Project.
Locate the Study in the display window.
Click on the option to synchronize the Project.

Select your Project.

Once you have completed the coding on your other PC, repeat steps A and B to get the Study
copied back to your desktop. A dialog box will appear, asking if you want to overwrite the existing
folder. Click Yes.
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ANSWR Hot Keys

AnSWR Main Window Hot Keys

[CTRL] + [N] Create New Project

[CTRL] + [O] Open Existing Project
[CTRL] + [M] Modify Active Project
[CTRL] + [D] Delete Active Project
[CTRL] + [W] Initiate Project Merge Wizard
[CTRL] + [C] Open Codebook Editor
[CTRL] + [S] Open Sourcebook Editor
[CTRL] + [T] Open Coding Editor
[CTRL] + [R] Initiate System Reports
[CTRL] + [E] Exit AnSWR

Coding Editor Hot Keys

CTRL] + [A] Highlight All Text for Active File
CTRL] + [C] Copy the Selected Text to the Clipboard
CTRL] + [D] Display/Set Default Soutce
[E] Close the Coding Editor
CTRL] + [F] Segment an Entire File (Entire File Is One Text Segment)
CTRL] + [H] Toggles Text Highlight On/Off

CTRL] + []] Display/Print List of Short Cuts/Hot Keys in the CTRL/F5 Window

CTRL] + [K] Display Short Cut/Hot Key Window (Note: Not All Hot Keys Are Displayed
In This List)

[CTRL] + [M} Activate Coder Merge Utility (Merges/Removes Selected Coder’s Coding)

[CTRL] + [P] Prints the Active File

[CTRL] + [Q] Quick Jump to ID, Code, or Source

[CTRL] + [R] Open System Reports Module

[CTRL] + [S] Display Coded Text Segment Summary Window

90



[F12]
[SHIFT] + [C]
[SHIFT] + [F2]
[SHIFT] + [F3]
[SHIFT] + [F4]
[SHIFT] + [F5]
[SHIFT] + [F6]
[SHIFT] + [F7]
]

[SHIFT] + [F'8

Display Direct Text Input Window

Paste Clipboard Text at Cursor

Perform Word Count for Active Text Segment/File
Display Word Count for Active Text Segment 1D
Activate External File Utility

Display the Source Networks

Display the Code list (Code Networks)

Display the Coded Segment Id List

Open the Sourcebook Editor

Open Help File

Display Code Notes

Open the Codebook Editor

Code HTML Document

Go to Line/Position

Perform Text Search

Go To Unique Text Segment ID

Display Code Options for Selected Code (Code Network Window Must Be
Active)

Perform Source Search (Source Network Window Must Be Active)

Modify Text Segment Dimensions (Redefine Segment Begin & End Positions)
Cancel Text Segment Dimension Change

Display Word Count for the Active Coded Text File

Open/Begin Segment

Close/End Segment

Select Text Segment

Display Family ID Information Window

Display Text Segment Summary Window

Display Sources for Active ID in Family ID Information Window

View Coding Notes for Active Text Segment
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[SHIFT] + [F9]

[SHIFT] + [F11]
[SHIFT] + [F12]

View Coding for All Coders/Analysts
View Unique ID for Segment
View Coder/Analyst for Segment

[CTRL] + SHIFT + ’KEY’ Moves to First Item on ID, Code or Source List Beginning with Key

Entered

Codebook/Sourcebook Editor Hot Keys

CTRL] + [A]

[F1]
[SHIFT] + [F1]
[SHIFT] + [F2]
[SHIFT] + [F3]
[SHIFT] + [F4]
[SHIFT] + [F5]

Add All Code/Soutce Networks to the Project

Delete Code/Source from the Study

Edit the Code Network Definitions

Delete the Network Item from the Network Structure

Make Code/Source a Network Holder

Lock the Code/Source Network Structure

Change the Code/Source Network Name

Close Codebook/Sourcebook Editor

Set Relationships/Connections between Code/Soutrce Networks
Always Expand Code/Source Network Trees

Use the Change Analysis Process to Assign Code/Source Application to
another Code/Source

Open the AnSWR Help File

View All Study Code/Source Networks

View Project Code/Soutrce Networks Only

View Only Code/Soutrce Networks Not in Active Project
View Code/Source Networks Missing Required Data

View Code/Source Networks Based on the Order They Were Added to the
Codebook/Sourcebook
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