Coding is an interpretational and mechanical agtat the same time. No one but the researcheharidis
team members can interpret the data, i.e., decthkaneaning of particular data segments, identifgt is
relevant about them, and decide what aspect ofetbearch project's goal each is relevant to. @mise
conceptual work has been done, it has to be redandée data: the boundaries of the relevant sieganent
have to be marked and the corresponding aspecateggory" has to be signified by means of a "coddie
carving out of relevant passages of text, scenes \fleo, parts of a drawing, etc. is commonlyezill
"segmenting" in qualitative analysis, and the risgldata portions are called "segments”. Theeattivity
is called "coding".

Coding prepares data for further in-depth analy$itse kind of analysis (and the nature of the cpides
determined by the purpose of the research projdearrd. Some qualitative researchers wish to geovi
reflective/interpretive descriptions of a hithgotworly understood phenomenon, other researcheieakiag
for linkages that might exist between/among core#pt they discover in the dataQwab is designed to
explicitly facilitate the latter; it leaves the aat data segments behind after the initial integgienal coding
(however: it guarantees also fast retrieval ofahiginal data!), and works with the concepts thatrev
uncovered, manipulating them to see whether there@nceptual connections among them. This process
is commonly referred to as theory-building.



It might be helpful for your work with &uAD to distinguish clearly between six types of costhen working
with AQUAD:

» Conceptual codeare used for "labels placed on discrete happenavgsts, and other instances of
phenomena" (Strauss & Corbin, 1990, p. 61), asidetance the concepts "mentoring" or
"counseling”. Wherever in a data set a reseattaethe impression, for instance, that somebody
receives an advice or is giving some advice, tlsearcher may mark this data segment by an
adequate code label like "counseling" or "givingiad". Conceptual codes may have up to 30
characters (letters and/or numerals) DUAD. There is no need to use cryptic abbreviations as
codes, because you have to type each code onlyDimer it is listed alphabetically in a master code
file, from where you can take it just by clicking.

» Profile codeor socio-demographic codese used for characterizing theofile of an entire data
file. They may be qualitative or numeric. A chaeaistic of a particular data file could be that i
is an interview with a "female" person, or that fieéd notes come from a school with "more than
1000" pupils. Since these characteristics are atlytaxclusive (the person interviewed cannot be
female AND male, the school studied cannot haveesAdtD less than 1000 pupils), they can appear
in each data document only once. That is why wg ozl these codes alsingular codes
Principally profile codes can be written in the samay as conceptual codes. WithiQuab there
is a rule to use the "/" as beginning charactgrofile codes to distinguish them from other types
of codes. Thus, in our examples we would enter
/gender: f
/school size: < 1000

*  Numeric codeare used where the phenomenon the researcherissted in comes in quantitative
values, such as test scores or time marks. Tlesgsprecially useful forduaD's hypothesis-testing
functions and for its table analysed/e recommend using the "/" as beginning character &o
of numeric codes to distinguish them from other typs of codes After the slash a word may
follow to characterize the meaning of the followimgantitative datum. If we want to include the
age of our interview partners, we could use fotainse the notation "/age:18" to include the
information, that this person was 18 years old.

» Control codesare used only for internal purposes iQUAD. They do not transport information
about the data file and its producer. Therefdrey tlo not play a conceptual role in the process of
interpretation. Usually, BUAD uses character codes as internal switches foifgpfeioctions. At
the moment only five control codes are defined & thiey make sense only if applied to text files:

$do not count
$blue

$creme

$gray

$green

The first of these control codes excludes text gggafrom an analysis on the level of single words
(counting, retrieving). More information about tige of this control code can be found in chapter
9. The four remaining control codes highlight tsefyments on the screen in the corresponding color
to differentiate more easily between segments dbua speakers, for instance, interviewer and
interviewee.

* Sequentiatodes ofinkage codesre functionally the same as conceptual codesafeutised as
labels for systematic sequential co-occurrencestioér codes, signifying complex clusters of
meaning. Thus, they do not relateteeparticular data segment only, but to a determgsspience



of data segments. You maypBaD have add them automatically to an existing codevfihile you
run an analysis of linkages. The following exampiledemonstrate how sequential codes represent
linked concepts:

Imagine we notice in our data files of everydaywasations that people often get an advice
(conceputal code: Advice), which is only sometirgestefully accepted but in other cases rejected.
Now we are able to differentiate between two typicaversation episodes: "Advice - acceptance”
and "Advice - rejection." Exactly these codes cobédadded to our codification, marking to
internally linked data segments, which start with advice and end after an accepting or rejecting
reaction (maybe we should include "Advice - no ties as third alternative, depending on our

data).
You will find more details about sequential coded how to add them automatically in chapters
11.4 and 12.3.

» Speaker codestart with two determined charactésind behave like a mixture of profile codes and
control codes. They split text files virtually intsfiles during retrieval runs and table analygie
call them "speaker codes" because they were intextito enable the analysis of transcriptions of
group discussions in total as well as group merbgeroup member (for instance /$Joan, /$John,
etc. You could also apply them to a file containamen answers from a questionnaire from many
people; thus, you would attribute text segmentsetople. If each person's answers are saved in a
separate file, you could discriminate questionsspgaker” codes (see example in chapters 12.3 and
14.5). Be careful to include the whole text segnudrat speaker when coding. Of course, you can
apply the same code to several different text setgra the same speaker.

Attention: Speaker codes are valid only

- in code retrieval functions (that is, not for ating codes - this is done within "Table Analysis"
"Frequencies").

- on the first level of table analyses, that igalsimn headers on the first level.

Back to the beginning of the process: first albdaust be coded. The mechanical part of the aparat
is greatly facilitated by AuAD compared with manual coding. The preparationalfdypes of data owever,
are the same: First the data files the researcisties/to code must be identified foe@ab and imported
(text files in RTF or ANSI format; sound files asA¥ or MP3 files; videos in AVI format; graphic dates
JPG files). From this point on,GAuAD does not use the original files, but their intéowgies, that is, nothing
will happen to your original data! Let's now getoithe nitty-gritty of coding, one move at a tiriée will
explain the basic procedures in the paragraph®dimg text data (6.3 - 6.8), while only the parkigities
of coding other data types will be described inrdm@aining paragraphs (6.9 - 6.11).
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In case of text files, there are two different waysvhich the researcher can go about it:

(1) One-step coding (reading texts and coding erstiieen), and
(2) two-step coding (reading and coding texts @miat-out and entering later the codes intQUAD).

Both approaches will be explained in great detathis chapter. When you activate@#ap from the file
manager or the desktop, the program's title pageaap. After clicking on the "OK" button, the maienu
opens:

W AQUAD 6 (Project: interview)

Project  Files Coding Retriewal Tables Linkages Implicants  Memos  Wiew Help  Tools

-

If you have not done it yet, it is time now to detene the permanent data of your project, thahés t
settings like directories of various files, projeetme, and the file catalog of data texts (see.chapd 3).
To do so, you click on "Project", then on "New @', and select the optiofféxts" These settings are
saved automatically and activated whenever yotl AtawAD — until you set up another new project or you
open another project, which you have already ddfine

Maybe you would like to get acquainted with codivith AQUAD by working with the sample texts on
the distribution CD. To give you an example howviark with AQUAD, you find a fairy tale by the Danish
poet Hans Christian Andersen already installedaaspte project "Poet" as well as four interviewshwit
teachers (text data and audio data). Here we tefie shortest example. The text is stored rieetliles
"poet.001", "poet.002," and "poet.003" in ANSI fatin the root-directory, which you defined for the
installation of AQUAD and — built-in path definition — for keeping yodata texts. Since @uAD always
activates the actual project automatically, youndbhave to repeat all the settings again and agéamn will
jump directly from the opening window to the maiem. To continue your coding, you choo€edind'
from the main menu, which gives you additional clksi

Most important at the moment are the first twodiimethe pull-down menuQOne-step codingédnd "Two-
step codind' These are the two modes of coding whicyuAD offers (see chapter 1). For the moment, we
will deal only with one-step coding. However, maymou would like to make sure what the difference
between these options is.

The difference between the two modes of codingexatained in chapter 1, but maybe you do not like
to browse through your manual, whenever the sehserme menu option is not totally clear to you. No
problem; that is why AuAD offers general help for general problems fronmtiaén menu (see the last option
in the screen shot) and context-sensitive helpimvitarious windows. Let us click on thEl&lp" option in
the main menu, then on the optid@dhtent and see what happens:

Within he running program @uAD a help screen appears (see cutting in the upfiqrae of the next
page), offering additional information to the difat program modules. We move the mouse pointer ov
"-> Coding<-", which appears in the list of modules in tmeen part on the right side of this figure or we
scroll down through the list of keywords in the tefpart to the left (writing it into the small epfreld above
the keywords would be an alternative) until we cdatemodule 'Coding' ‘and click. This choice opens a
screen with some general information on coding @doces in AUAD and options for more information
(green, underlined text segments). You see anguitbm this screen in the upper right part ofribgt page:



_ Ifwou wwant to combine systematically different codes
: under a maore generic categary, you may select
Fetriewval: . :

g AGUAD Modules fram the option -=metacode=- one of two functions;

| The -=main menu -=teplace codes by a metacade=- ar
which offer particL -=qdd metacodes=-.

add blanc lines - The name of a fur However, in any case, your old codes will be
add metacode when you start a ¢ preservad. The function -=undo; apply old codes=-
analysiz of tables: codes . " . . .
snalysis of tables: frequencies terminate a functic will load an e.arller statPT of coding that you select
analysis of tables: text segments The -=modules=- by date and time of coding, and by a ook at the old
analysis of words by pressing the Al codes attached to the first file in your list of files.
AMSI-file : :
ANSLformat A@UAQ Six contai .
A% _file -=Project=- -=ane-step coding=-
A-farmat -=Filag=- -=two-step coding=-
BhiP-file -=Cading=- -=pictures=-
BMP-formst : :
clipboard -=Reatrieval=- -=a.ud|ns=:-
code catalog -=Tahleg=- -=yideos=-
codes -=Linkages=- -=metacodes=-

As we are interested in one-step coding, we shawaide the cursor to the marked words bne-step
coding <-*" and click the left mouse button. Now we getliertinformation:

@ One-step coding
One-step coding means that there is no need to print out a copy
afyour data texts first, do the coding on the paper, then entar
the coding information into the computer. Your text appears
directly on the screen, and yau can code it right there.
For coding

E=  vou click {left mouse button! in the calumn of line numbers

an the number of the first line of 3 text segment, you want to

attach a code to,

you keep the mouse button pressed, and

mowe the mouse cursor exactly within this column () down

to the number ofthe last line afthis segment.

When you letthe mouse button go, a padicular window will appear,

where you can enter your codeds).

In case only part of the text is shown on the screen,

you may scrall dowrnweard (or upwvard) with the arrou keys,

while you keep the left mouse hutton pressed.

What is the difference from two-step coding? Letetsirn to the hodule 'Coding'and click on the
marked concepttivo-step codingin this screen (see next page):
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Retriewval: >
@ Two-step coding
| When no software was availahle to support qualitative analysis,
researchers marked beginning and end of each text segment they
newy project - pictures ;] thought to be impartant with pencil or color markers, pondered

nesw project - texts

nesw project - videos
one-step coding

open project

overlapping codes

paste

preconstructed linkages
print

project

project name + files
reconstruct the master code list
repetition of sequences
replace a code in all files
replace codes by a metacode
retrieval: code structures
retrieval specific code
retrieval unused codes
Rich Text Format

RTF-filz

zelect a list of files
secquence of codes
suffix catalog

text files

pply old codes

aboutits meaning, and added an appropriate code somewhere on
the margin of the paper.

AQUAD still supparts this strategy and offers the option of
two-step coding.

Mary researchers -- the programmer is among them -- prefer
to have an overview on larger parts of a text than the computer
monitar can offer. Additionally, many researchers profit from
the possibility that you can draw and scribble and relate parts
an a sheet of paper without any restrictions. Finally, you can
code printed texts whereveryou are -- not justin front of a
camputer screen.

Wihen using two-step coding you start with & print-out of yaur
text files, line-numbered by your waord processaor. You may then
watk with this print-out in the traditional way:

ll? mark the beginnings and ends of relevant text portions, and
ﬁi witite a code in the margin.
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Let us find out now more about one-step codingpif click on 'One-step codirign the 'Codind' sub-menu,
the coding window will open and display first a dakeled "Select a file". This box contains the parof

all data texts in your projecBefore you can start adding codes to a text, yotetia decide which text file
you want to select for codih@he file names are shown in this window. Justtdetclick on one of them.
(The sample text "poet" was split into three paxet.001, poet.002, poet.003 — just to give youesom
opportunities for getting acquainted witlpdap. Please, do not look for too much meaning bethisdffile
organization! )

An 'X"in front of the name indicates that there already codes added
[zl Sselectafie: to this file, that is you already worked with tkest earlier. The example here
8l poet001 .o shows the three sample files that come witjuAD. Since the samples are
X poetdD2.txt already coded, there are Xs in front of the filmea. In case this box opens,
X poetl03.txt butyou find nothing to selei it — then you have not defined a project yet!

If we decide to choose "poet.001,58aD will load the main coding window and give accasshe
options shown on the buttons on the right side réMoout that later. Before you click quot.001, let us
consider a problem which may become obvious atpbiist:



%( (] "

One problem of working with long lines of text &t there may be not enough space to add codes énd
of a line on the screen. Of course, the text 'li&r the window as you move the cursor, so yan go
easily to the latter parts of the text that yourzarsee yet on your monitor -- but on the otherdnaarts of
the text will disappear beyond the left margintef screen. Maybe you will have to scroll back famth to
read the whole segment you are just coding.

Another disadvantage of working with long linegeft is that — unless you are planning to use fuily
paragraphs as your coding units — a text segmenbawin with words that make no sense, since te&yny
to a previous sentence. The same can happenendheHere is an example. The lines 0064 - GHGSy
a text segment which was coded as "advice".

0065 if one is able to narrate. You can take it from the plants, scoop
0066 it from running or still waters, but you have to understand it.

0067 You must understand how to catch a sun ray. Try it now with my
0068 spectacles. Put my ear-trumpet to your ear, then pray to our Lord
0069 and do not reflect about yourself. The latter, however, was really

The advice begins only in the second half of lifé®with the words: "You can take it...", and itlen
already in the first half of line 0069 with the wiotyourself*. As beginnings and endings of texgreents
may overlap in AUAD, there will not arise any serious problem forliertanalyses. However, if you have
the software retrieve later all incidents of "a@Victhe results will maybe contain additional meagsithan
just "advices", and you will have to read the firgh very carefully.

Perhaps you would rather work with individual seistes, or even just with words. In this case, ylaia
text needs to be reformatted in the appropriate wayu must "edit" it. However, @UAD no longer offers
text editing in this version. Firstly, texts shoduiot be altered after you started to interpreimthand
secondly, your word processor contains alreadialiunctions necessary to reformat your textsu dtwuld
format your original texts (for instance, by inttmihg a right margin of three inches, convert flesfinto
ANSI format or into RTF (see chapter 4), and cargigour work with HUAD. The part of poet.001, which
we just have seen, could now have lines of maxinedbund 50 characters and never have parts of two
sentences on one line:

0065 if one is able to narrate.

0066 You can take it from the plants,

0067 scoop it from running or still waters,

0068 but you have to understand it.

0069 You must understand how to catch a sun ray.
0070 Try it now with my spectacles.

0071 Put my ear-trumpet to your ear,

0072 then pray to our Lord

0073 and do not reflect about yourself.

0074 The latter, however, was really

This editing affects the line numbers, of courSberefore, you should spend some time with ponderin
about the optimal layout of your text before youeerthe phase of coding. Please, remember: all
transcriptions should be edited in the same kefgreyou have them converted into ANSI format or RTF
and imported into AUAD.
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One-step coding means that there is no need tbqurira copy of your data texts first, do the codim the
paper, then enter the coding information into th@juter. Your text appears directly on the scrarad,you
can code it right there. @uaD allows you to begin and then resume your codiramgtime, just in case you
are interrupted during one work session, or youeamwith new ideas later and want to add to orifpod
your previous coding. Here is the main windowdne step-coding; the following explanations wiflereto
its components:

& +

» Place the cursor in the column "Line." Obvioushg numbers in this column are the line numbers of
the selected text file. So move the cursor antlmaber of thdirst line of the segment which is to be
coded.

* To tell AQUAD that this is where you want to add a code, clitkhe left mouse button. In general terms:
Clicking on one of the numbers defines this lina éaxt segment, which you want to interpret atatht
a code to.

the cursor down the lines as far as you wish. ddfge, if the segment contains only one line, youat
move around the cursor. Once you let the mouderbgb, a small window for entering code pops up
in the right half of the coding window (see scrderidelow).

IWIZlnefsten coding: {Project: poet)

If your text segment should comprise more thanlome keep the left mouse button pressed and move

M Line Text 1 2
rule f
2 1 What you can think up L
i 2 Hans Christian Andersen from: |8 to: |9
a £l Sdo mot count -
3 4 There was a young man, whao tried hard H fSandersen
1] 5 to become a poet #Spoet
1] 4 He wanted to he poet until Easter, to marry, /§wise woman
= ; fpart 1
fpart_2
0 X fpart_3
0 advice
0 10 hut he was unahle to imagine anything. auditive
i 11 He came into the world too late, W hehavioral
1] 12 everything was already done . o
Ccomparison
0 13 hefore he was horn ai i
0 14 About everything was already written Ho emotional
a 15 poetry evaluation
il 16 experience
i 17 "Those happy people, who were X external i
o 18 born thousand years ago," he said, Save mult. codes | Cancel |
0 19 “itwas easy for them to hecome immartall




* There is an empty white field, where you may eateew code. This code will become attached to the
text segment defined by the line numbers frono ....tshown in the two fields below. These entc&@s
be changed only by clicking on the line column ajkiowever, once you have introduced a code name,
you never type it again. Just click on the appgedprcode name in the light blue window below, simow
the master code list (alphabetically sorted).

* Itis a good idea to add a short definition to eamtie name you apply for the first time. Thus yano c
always get a fast reminder of the meaning of yaates by clicking onDefinition".

*  When you click on theOK" button in the code window, the new coding willdmided to your code files
automatically. In the row, were the coded texnsewgt starts, an additional "X" mark will appeathe
next empty "Codes" column.

Sometimes we want to insert the same codes repgatedinstance to
mark the text segments of a particular speaker avipeaker code (/$...), to
highlight these segments in a specific color (fstance, $blue), and to exclude
them from counting of words ($do not count) atgaee time. In this case you
click in the coding window on the button in the diielwhich saysrthult. code’

— then the entry window above the (light blue) coetgister will disappear and
at the bottom you will get three entry slots fortaghree codes. These codes
will be all attached to the same text segment  a¢.of® shut down this function
you just click once more on the buttomdlt. codes.

SummaryTo attach a code to the text segment determigedidking in the column of line numbers, write
the appropriate code name into this field. dl@nkwhen you start coding. After the first entry thst code
used stays in this field for repeated applicatiotil you change it: Either delete the old entrytfiis field
only!) by double-clicking on it -- or substituteliy an already used code from the master codél lisit is,
you type a code only when you use it for the tirse. Afterwards you select it from the master cbskby
clicking on it.
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If you just click on the Cancel button instead of pushin@K" in the code window, your last entry will be
canceled. What if you want to delete the code namhe maybe because of a typing error? Just éoalitk

on the small entry box for code names. The bokhbeilcleared and you can type another code nanie. O
course, you can move around the cursor in thisdelete or overwrite single characters — jushasiy word
processor.

What if you find out later, after accepting the icmpby clicking on the OK" button, that some codes
are misplaced or totally misleading? Of coursei want to delete them now. Here is what you dihig
case, code by code. Later, we will introduce agrelegant, but also more dangerous possibilityateh
AQUAD retrieve and replace codes automatically.

» Gotothe beginning of a critical text segment elitk on the Xs in theCode$ columns. The following
little window will pop up (see figure on the nexge):



In this example we see that the code "rule” waech#d to a text segment located in the lines 8%anthe line
numbers are shown in the pop-up window in the upigét, and the segment is highlighted in the tatumn.

* To delete this coding, click on the redelete' button!

This option can be used also if you want to knomufbich code a particular X mark stands. Clickipn i
get the information, and confirm it by clicking th@K" button in the pop-up window.

Remember: (Dark) blue windows only show some cdntgau do not alter it! However, here you can
delete a particular code entry from within one-stegding, and

» If you want to change the beginning and/or end dhta segment, that is here the numbers of e fir
and/or the last line of this text segment, youeuiite new number/s into the white entry slots dia#t ¢
on the button Edit."

However, deleting more than just the last codeydomcomes a tedious task with this
option only. Therefore, you find a field labelgdddes on the right, containing two buttons,
"Retrievé and 'Replacé. As you may assume, thRétrievé button will be helpful in this
situation:

You type the code that you want to retrieve in®dmall entry field. In our example, the code ‘adVvi
was entered - but not by typing it. You can eatende also double-clicking into the entry field éodes:
The master code list will pop up in the light bim@dow to the left. Just click on the code you wianselect
for retrieval. Start the search run with the bottBetrievé.

Thus you are led automatically from one locatiom gfarticular code to the next. All you have to do
then, is to click on the X marks in the first rofitloe text segment, and then on tBeleté button, once you
have hit the appropriate coding. This procedusais, because it gives you control over everylsiogde
you are going to delete. However, the processilissemewhat clumsy. More elegant is theeplacé
routine:



» Click (or double-click to open the master codeduaiw) into the empty field labeled "Replace”, then
select an appropriate code from the master cotlerlgs click on it.

*  When you now click on theReplacé button, AQuAD will start what you assume: it will try to findeh
next coding, where you used the code name vigibled field "Find" and replace it by the code name
visible in the field "Replace". Don't be afraithetre is some security built in:

* As the software detects the first location of teele name to be retrieved, an alternative tiny aind
pops up, where you can decide, whether you realht the first code to be replaced by the secoust- j
in this location (Replacé) or throughout this text file Replace all). If you decide to click on the
"Replacé button, AQuAD will try to retrieve the next location of the firsode automatically ... and so
on until no further entry can be detected.

Of course, it is possible to delete or replaceréiqudar code in all your code files at once. #nd only
if - you are absolutely sure what you are goindapyou may select the functiondélete a code from all
files' or "Replace a code in all filegrom the 'Codind' sub-menu.
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We should differentiate between three occasionizh you may want more overview than the actuaesc
display offers:

Overview on all codes used in your project

As was already mentionedQNAD displays a master code list whenever you needarview on the codes
you invented up to this point in your analysis. ribg your coding activities AUAD does a sort of
book-keeping and registers all newly introducedecndmes. Whenever you use a code for the first itm
will be sorted alphabetically into the master céile When you want to use one of these codesagaiul
may just select it (by clicking) from the light lelwvindow, which shows the content of the masteedde
as a list. Auab will construct and maintain this master codedistomatically.

Overview on codes attached to a particular line
The column labeled "Text" contains your data t8&ggments to which you have already attached one or

more codes become visible, when you click into@fitbe code columns following the text lines (sbee).
What to do, if you want to see all codes attacleal particular line at one glimpse?



Move the cursor into the particular line in thewroh "Text", for which you want to get an overview o
codes attached to it. Click on the line and a kwiatlow displaying all the critical codings at @adé&kemove
the little green framed window by double-clicking ib.

In the example above, we clicked on line 8 in the tolumn. We see that four codes were attaahd¢ig line,
that is, several text segments start in this samee |

Please, remember when clicking on the "Text" caluifhis text is your data base, therefore youato n
change it during the process of analysigiUAD only shows the text, but does not allow to ediHbwever,
you may copy parts of the text (or the whole text)l paste it into a memo: Just click tight mouse button.
For more information look into chapter 8 or inte tpeneral help available from the main menu.

Overview on all codes attached to a text file
The Button View" gives - as may be expected - an overview on iies together with codes attached

to the beginnings of text segments in an "outlifegmat, which you know, for example, from file Bsin
WINDOWS dialogues.



When you click on the buttofOpen' at the right margin, all lines marked by a "+'llwéveal the hidden
codings which are attached to them.

If you click separately on single "+" marks, jusetcode located there will be shown. We see, for
example in this screen shot that the (control) ¢&i# not couritwas attached the text segment from line
1 to line 2. The next "+" mark is in line 8. If velick on it, we will detect the beginning of seaktext
segments; however, only the first code entry wéitdme expanded. Clicking on one mark after theroth
would reveal the next codes.

So use "Open", if you want a complete overview,dbigk on the "+" marks, if you only need a faster,
local overview.

Overview on codes in their sequential context

If a text is coded on the screen, that is if yoplapone-step codirgthis function isnot available. But you
may just switch to thetWo-stef mode and get an overview on selected codes (s@gter 10: How to
retrieve codings) in their sequential order bykitig on the buttonTimelin€' (on the right margin). This

same function is available also if you are codngiafiles or video files. Please, read the detaifsaragraph
6.6.4.
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If you wish, you may add a comment to each codeofetically, the comment may be almost as longas
like; practically it is limited by your computerismiemory. Comments are added in form of "memos".
Comments are especially useful if you start coaliitly rather general codes, expecting that you aiegto
differentiate them in the course of your furtherkwaith the texts. Later you can transform thesaicents
easily into more differentiated codes. Now the pwiwat the left border becomes interesting; ithelad "M"

for handling memos.

If you click directly somewhere into this columhetmemo function will be activated. A number inkea
cell of this column shows you, how many columnsenaiready added to this line or to the text segment
beginning with this line. Clicking on this numbgrems the memo window — an empty form in case of "0"
memos for this line.

For later retrieval, also using the "Memo" optfoom the main menu (see chap. 8), four
characteristics may be defined for every memo:

» the number of the file, to which this memo is eltked,

» the code related to it (if there is any code & lilcation in the text),
» the line to which the memo is related, and

» akey word, which you may define additionally fater retrieval.

Well, the white text window needs no explanatioerélis where you write or import your memo. You
will find more about copying and pasting text segtaeas memos later in chapter 8. The two buitotie
upper right serve for what they say: you can enéey memos and delete existing ones by pushing thes
buttons.

At the bottom, there are self-explaining buttonsly 'Browse' may need some additional explanations
Browsing with combinations of characteristics,ifatance, retrieving all memos of a particular tekérring
to a particular code, is usually done from the 'MEfunction in the main menu. However, you cam tinss
function here to get a fast overview of memos daoirtg particular content. You define this contehgt is
the criterion for browsing, by writing it into tmeemo window's white text aredJp to one line of characters
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is allowed as a criterion for browsindeither empty this field or click on a memo rowtlaut the memo
symbol. After clicking on the button 'Browse' yoilfind all memos attached to your project whiantain
the criterion words.

&&. e

Of course, there is specific help available dung-step coding — as in most of the others @f40’s
windows. Just click on theHelp* button in the column of buttons on the right siohel a help window will
appear. It contains a brief overview on the maircfions available at this moment.

Here is an example. When you demand context-semsiélp while the just the main window of "one-
step coding" is visible (see screen shot on p., 187 you click somewhere into the area of the '&3bd
columns, the following help is available:
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AQUAD’s retrieval functions offer opportunities to rusnaputer-assisted retrievals of key words (see ehnapt
9 for more detailed information) as an approadetui-automatic coding. Withimhe-step codirigve click

on the buttonKeyword on the right side, type a keyword (or a sequerieeords or part of a word) into the
entry field of the pop-up window in the upper riglarner — and have@UAD scan the text.

For example, we might be interested where in ompda texts something is told abdhinking We
would enter the key word "think" and click on thaton 'Retrievé. Often a simple procedure like this will
help us to find quickly critical text segments. tBee have to be careful: The retrieval proceduresdot
only register the isolated appearances of "thiblt also where this sequence of characters isddagithin
other words (for instance, in "unthinkable"), ahe fprocedure is not case-sensitive, that is, it dus
distinguish capital letters and small letters. &ligays have to check and to interpret the findings!



What can you do, if more than one key word is r@hevor a search run or if several words definield f
of meaning relevant for your analysis? Let us asswe want to find out in all our texts poet.xxhether
there are mentioned more perceptions than thowggtdsimaginations. We could compose a catalog of
relevant words or word stems liketen, hear, see look, ear, eye etc. Unfortunately, using the keyword
option forces us to apply the keywords one afterdther to our text file. A smarter way to retgethe
locations of keywords is possible if you use thewerd routine in the moduleRetrieval. If you want just
a fast overview on one or a series of keyworddliafaiour project's files (that is, without loadjrone file
after the other), you can apply the opti@otnt words from the same module. You read more about these
possibilities in paragraph 6 of this chapter andHapter 9.
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In some studies you may wish to include quantitatiata even if you are analyzing qualitative dtaybe
you want to distinguish sub-groups of subjects atiog to socio-demographic data like age, incorvelle
gender, population of their home towns, years bbeting etc. Thus, you could compare texts of ymin
and older people, for example, in a table analysia a linkage analysis (see chapter 11, paragtap?).
In psychological studies it could be interestingidude results of the one or the other testngedicale, and
so on. AQUAD allows combining quantitative and qualitative déftgou wish to do so.

The only problem is that you cannot just add "3®&aode symbolizing the age of person of 30 years.
Later, if you try to retrieve the age of your sudtge you need some addition symbol to identify digalar
number as the age of this person. The probleradg ® understand if you image we were interested i
including two numerical data, age and years of slithg. Now we find "11" in our code list — whaves
this mean: age or years in school? Therefore uwvedentifying characters or words in front of tihembers.

In our example we could enter "age: 30" and "y@asthool: 11".

However, there is one more problematic aspect alirtg with quantitative data in a qualitative study
During your coding, AUAD keeps a record of all the different codes youtered hey are written to the
"master code file". Whenever you use a codeffeffitst time, it is written to this list. Everypde can be
found once in this list. For most analyses yousiamply select codes from this list instead of igpthem.
Until now we were successfully to identify coddseli'age: 10", "age: 19", "age: 40" as numericalesod
representing different ages. But since they dferdint from each other beyond the leading "agegyAD
in its straightforward computational logic will aethem as different codes and add them all torthster
code list! Imagine what this list will look liké you use more than one type of numerical codesfmh
person! Therefore, we introduce a particular ottarao identify numerical codes — and to storetheone
group in the master code file. Every numericalechds to start with a slash "/" iQBAD, if you want them
neatly sorted within the master code file. By gpp or not applying the leading slash, you deeaideut the
structure of your project's master code file.

In our example we would enter the age of persoBfears as "/age: 30". This identification of
numerical codes is not necessary, but helpful.
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When no software was available to support qualigsdnalysis, researchers marked beginning andfeadtb
text segment they thought to be important with gesrccolor markers, pondered about its meaningl an
added an appropriate code somewhere on the martfie aper. AUAD still supports this strategy and
offers the option of "two-step coding". Many resdeers — the programmer is among them — ptefeave
an overview on larger parts of a text than the asterpmonitor can offer. Additionally, many resdaers
profit from the possibility that you can draw aratisble and relate parts on a sheet of paper withoy
restrictions. Finally, you can code printed textevever you are — not just in front of a compstzeen.

If you do not want to code on-line in front of yaaonitor, you need a print-out of your texts. Hege print-
outs the lines of your texts must be numbered. Mgther AQUAD loads one of your data texts, it adds
automatically line numbers. However, texts arel&mhonly for one-step coding. In order to send Yioa-
numbered text files to a printer, you start by ingdhem within the function "one-step coding". relds the
sequence of preparatory steps for two-step coding:

Activate the function One-step codirgfrom the sub-menuCodind’;

select the data text, which you want to print ile-numbers from the selection box (see p. 105);
click somewhere inside the "Text" column with tight mouse button: this opens a small gray window,
offering several options, among them what we ao&itgy for: "Print;"

Select the optionPrint" and have a look at the print preview to make #uséyou like what your printer
will produce immediately. Of course, you may sekegiarticular printer or font. Then you click fihal
on the printer icon (tool bar on top of the pagepand your printer will start its work — in caseuyo
switched it on.

If you prefer to print line-numbered files with yext program, you should carefully avoid savimgse
files again from within your text program becau$dve reasons: Firstly, your word processor adds li
numbers with a special option (see your manuat)AkiwAb will do the same automatically, so you may end
up with double line numbers. Secondly, many of¢herograms will save all texts, even if they wesesled
as RTF or ANSiI files, in their own specific formatless you command otherwise. HoweveyuAD expects
to find its files in ANSI format or RTF.
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Coding printed texts follows the usual, not compussisted, routines of qualitative analysis: ycarkn
beginning and ending of a meaningful text segmedt\arite a code next to the segment on the margin.
Instead of cutting the coded segments and pasterg bn separate sheets or index cards, we enteodes
via AQUAD into the computer, adding line numbers to iderttify coded text segments.

If you are an experienced qualitative researchau, will have developed your own conventions for
coding the data on paper, and you may use anidiatify the line numbers for the segments, aloith the
code. If you are new at this, we recommend theideg bracket” method. Run a horizontal line at the
beginning of the segment that you have identifedetevant a short distance into the right mardien turn
it down and run it vertically in the margin to tast line of the segment, where you make it berutt bavard
to the left to indicate the last line of the segmedow write the code name at the top right cowfethis
bracket. It may look like the print-out with soseribbled codes on the next page.

As you can see, you are not confined to one codegmment, or to keeping your lines clear of each
other. Any given line may have up to 40 codes,thadegments can overlap or be nested within @hen.
Keep your coded paper copies in a safe placeyouiare ready to enter the coding into the computer
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Whether you prefer one-step coding or two-step mpdAQUAD produces code files which contain your
coding information in shorthand form. This shorttia@otation is the result of your text reductiondoyling,
and it contains all the informationQyAD needs for further analyses: The identification banof the text
file, numbers of the first and the last line of ttueled text segments, codes and sometimes a redciea
memo. Here, this code file is produced while yansfer your manual coding into the computer byyapg
the option "Two-step coding” (found within "Coding"

When you choose this option, you have to determiméch text file you are going to code. This is
exactly what you would do to start one-step codpigase, see for details how to select text fiexbding
in section 3 of this chapter (p. 105). Once yaudselected a file for coding, the following windappears
on the screen:

The headline informs you that you are going to reotedit codes in the project "Poet". From thakm
red-printed window in the upper right corner yotithe information that you are occupied with cofieshe
text file "poet.001". In the left half of the windoyou see the codings added to "poet.001" until.now

How to enter new codes? Click with the left molig&on into one of the two columns "from ... t@\s
you may assume, these columns contain the limitcodéd text segments, that is the numbers of tsidifie
("from") and the last line ("to") of a text segmetd which the code following in this row in thelgmn
"Code" was attached. Your clicking opens an addéi window:



The small field on top of this window is where yenter the code — either by typing, if you apply a
particular code name for the first time, or by kilg on it in the master code list, which is dig@d in the
light blue box underneath. Then you enter the finmbers of the text segment, to which this newecod
belongs: Double click on the boxes "from" and "to'order to clear them, then type the appropriize |
numbers. Accept the new coding by clicking on'tBavé button or ‘Cance! what you have just done.
Multiple codes can be added as described abovaragpaph 6.5.1 (p. 108).

It is a good idea to add a short definition to eamtie name you apply for the first time, thus yan c
always get a fast reminder of the meaning of yodes. Define your codes/categories by adding a niseao
paragraph 6.5.4 and chapter 8).

How to delete code entries after you pressald™? Just click on the code name in the appropriate |
on the left side window. Let us assume we waunlsiete the code "rule”, which we attached to liBesd
9 of "poet.001". We look for this coding in thédtleindow and click on the word "rule”; this caudes
following windows to pop up:



The dark blue (here: black) window in the uppehtigprner shows the code "rule" again together with
the limits of the corresponding text segment. Etetk this coding, just click on th®&leté button. To
accept it and to close this window, click on tkE" button there. The borders (first line/last lioé}he text
segment to which this code was attached can bededianually (change the line numbers in fineti" and
"to" slots) and saved by clicking o&dit."

For a fast, paperless overview part of the tegtifildisplayed below the "delete"-box, with theicai
text segment highlighted. To close this windovst jdiouble-click into it.

We recommend that you add comments to your codimigenever you have some doubts, additional
ideas, second thoughts. This is done with Med' option, either by clicking on the button on thght
side of the window or into the left column labelddl’. The procedures are the same as in one-stéingo
For more information, see section 6.5.4 in thigptha(p. 112).
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A selection of interesting/critical codes is assktibin a code catalog (see €dding' ->
"Code catalot) and shown within the main coding window of tprbjects (here only in the
option "Two-step coding, audio and video projects in sequential ord&raflicking on the
button "Timeline"

The purpose of this function is to visualize thguence of codes, therefore the number
of codes shown within on timeline is limited to 38owever, if you really want to profit from
the advantages of this function, you should trapply it only to a small number of codes,
which you already see in some hypothetical seqalentder.

After clicking on the buttonTimeliné' you have to select a (formerly created) code
catalog; the example shows the selection of cotiarp"interview.cco" from the project
"interview" (copied to your hard disk during ind&ion):

After clicking on 'OK" in this window, AQUAD creates a table with a row for each code in thieco
catalog. The appearance of a coded data segmepresented and related to the appearences ofttée o
codes by tiny black blocks. In our example, thet wfirepresentation are text lines. In case of audi
recordings the units are seconds, in case of videwmdt corresponds to 25 frames (or 1 secondoDfse,
the concrete scores (number of text lines, secdratgaes) underlying the representation of uniterofire



rounded, therefore you will see tiny gaps or oyeslaf blocks. However, the purpose of visualizing t
sequence of codes is not impaired — on the contifa@yposition of each coded segment to each ottike
selection of codes is clearly visible.

The figure below shows as an example the resisdéngential representation of codes in the codéocata
"interview.cco" within the text file "interview_1":
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Sometimes you may want to get an overview of yodirgs. The optionTwo-step coding brings all code
entries to the screen. The content of the filesh@vn ordered by line numbers. Now, how do youeed
step by step if you want a print-out of these cgdth Here is how you proceed step by step:

Activate the function Two-step codingfrom the sub-menuCodind';

select the data text, for which you want to priodes from the selection box (see p. 105);

click somewhere inside the "Code" column withrilgdt mouse button: this opens a small gray window,
offering several options.

Select the optionPrint" and have a look at the print preview to make shaeyou like what your printer
will produce immediately. Of course, you may sekegiarticular printer or font. Then you click fihal

on the printer icon (tool bar on top of the pagepnd your printer will start its work — in caseuyo
switched it on.



Let us introduce some terminological differentiao

» Codingsare composed of the name of a data file, of thebmus of first and last line of a coded text
segment and of theode

» Codings are stored tode files

*  When we talk here about a master code file, wer tefthe list of codes used in all files of youojpct
(the "master code list").

There are several occasions wheyuAD wants to know which of your many codes you wouke fio
have included in an analysis. The most simple sasttaching codes to a text file. If you wansébect code
names by clicking instead of always type them agathagain, AUAD has to keep book on your code names.
Another case is the situation when you want to fintwhich codes were used in which texts how ntizamss.

As a prerequisite for an analysis of frequenciesooles, UAD has to know which codes to retrieve and to
count — all codes or just a selection of particiftarest for your research question? Even ifywant to have

all codes counted, @UAD has to learn which codes you have used until nothherwise you would not find
out whether some codes were never applied in sdhe dexts.

That s, you need a catalog of code names. Dufdmg=step codiritgas well as duringTwo-step coding
AQUAD does a sort of book-keeping and registers allyawloduced code names. Whenever you use a code
for the first name, it will be sorted alphabetigatito themaster code listFor many analyses you may select
codes from this list. Depending on the type ofyses only a few codes may be meaningful; in taisecyou
select codes by clicking on them in the master distle!f in principle all codes could be includexfjether
for an analysis, as for instance when counting feguency, you just delete those codes whichwant to
be excluded. Of course, your master code list msnandamaged by this operation; you are alway&iwgr
with a copy of the original catalog.

AqQuaD will construct and maintain this master codedistomatically, so why should you want to delete
it? Well, there may be an inconvenience: When play with the opportunities of replacing codes by
meta-codes (see section 3 in chapter 7) — andshould play with your ideas!! — as costs of theetisaving
strategy of automatically checking the master catdeay happen that some code entries appear twieeen
more often in the master list.

While this will not cause any problems of functititya it is against the logic and the aestheticaof
master listTo repair the master code entries just delete taathhave them created agalviou get a new,
refined code list easily, if you afterwards go @oting' again, where you now click orReconstruct the
master code list.The new master code file will be created froncaltle files attached to the text files listed
in your project.



Windows and functions of @UAD for coding interesting segments of pictures cqroes to the functions that

were described above (see paragraph 6.6), wherplered how to code text segments in the optiomd-
step codind'
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The screen shot below shows on the left hand thie td codes, on the right hand a photo we aregjostit
to code. We mark relevant data segments with thesen¢clicking with the left mouse button on the epp
left or lower right corner of the area we wantoadle, keeping the button pressed, drawing a framenarthe
critical area, and releasing the button): In thistpgraph of an ophrys blossom we just marked ¢telp(see
gray frame below); AuAD shows the coordinates (x1/yl and x2/y2) underngeghphotograph. Once we
click on the buttonCodind', these data are transferred into the code taele Ieft side of the screen shot).

Clicking the other way around on a code name inafrthe rows of the code table shows the frame
around the corresponding picture area. Erasiragidication is also possible after clicking on alemame
— just like erasing the codification of a text seginin 'two-step coding(see below):



%

Unlike other types of data, graphic data do notrpeto edit codifications manually because of their
somewhat complex localization of a data segmerddigrmining the x/y-coordinates of its upper leftia
lower right corner. Also it is not possible toriete directly coding structures (see chapter 16xZpkages
of codifications (see chapter 11.3). Until nowenssof AQUAD did not complain about it. As mostly, there
is a work-around that allows to retrieve structwesoding and test linkages even of graphic dadaever,
this trick seems to make sense only, if we analypéures, which show texts, for instance, scanned
handwritings (see next paragraph, 6.9.2).

Since all picture files, which exceed a format @fiximally 480 x 480 pixels, are reduced iQUWD to
this size, the software offers two "magnifying" @tions, if details are of interest (see below, .9 Parts
of small picture files (originally smaller than tfiged size of 480 x 480 pixels) can be zoomed t¢yut
"ZOOM' at the right margin), larger pictures will be slmin parts of original size in an extra window{fon
"Original siz¢ at the right margin) and can be scrolled in thisdow.

In some research projects it may be interestingdrk with quantitative data from graphic files, for
instance children's drawings: How big was thedatirawn as compared to mother and siblings? Wiach
of the area is covered by a specific picture elénmedifferent children's drawings? We can ansgeegstions
like these by the functiomAdd height/width codé&goption "Picture codesin the group Tools' in the main
menu), which does exactly what it says: The fumctomputes height and width of selected segments (=
coded areas) of the pictures as difference of pixetdinates and adds new codes to our code fles.find
a detailed description in paragraph 15.6.2.
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In some projects researchers have to analyze griotehandwritten texts (for instance, protocols of
conferences, political speeches, etc. or lett@sy dotes, written answers to open questionséstjonnaires,
etc.). Inthese cases we cannot profit from tlayéin possibilities described in the paragrapi¥sahd 6.6
("Two-step codint: Because we do not have text files, it is imflolesto line-number and print the texts.

There are two possibilities to localize text segtm@&ven without line numbers:

(1) We place a transparency with line numbers dwetéxts. However, in case of longer texts we have
to guarantee a continuous sequence of line nunaimek$o handle creatively the change of pages.

(2) We scan the texts, save them in jpg-format et  code them like other graphic data. If weah
to analyze later structures of codes and hypothidiitkages between codes, there is a function
"Convert into text codégsee option Picture code’sin the group Tools). According to the
internal logic of working with pictures, howeveaah text page is normally saved in a separate file.

In the following we describe the necessary procesiueferring to a concrete project (Huber & Roth,
2004), in which we analyzed among other data haittéwr'learning diaries" of teachers participatingn
in-service training. To comment their classroomegignces, the teachers received every week a phgii
some standardized topics (for instance: What weditthis week: ...). We scanned these diaries andds
the files in JPG-format. However, it is impossitdeead the handwritten entries on the screen Afterd
makes them smaller and puts them into its 480 xpd8€l picture frame. That is why we insert releparts
in original size (buttonOriginal size') — or we just read the original pages. On theaemwe enclose those
text segments, which we want to code, in a receaagldescribed above in paragraph 6.9.1.

Later, if we want to retrieve code structures et timkage hypotheses, we convert the originalupect
codes into text codes. You find

-> a group of functionsTools' in the main menue;

-> there, after moving the cursor oRi¢ture code’s

-> appears an optiorCbnvertinto text codes
This option eliminates in the coordinates "fromfiper left corner of the marked areas) and "to" édoright
corner) the x-components. What is left are theex®f the y-components, that is information about
beginning and end of the marked segment on theeakeaxis — a functional analogy of line numbersrue



text files. AQUAD saves the original codes and applies them agéemtically if necessary (for instance, if
we decide at some point to return to the phasedihg, to modify our categories, etc.). We haviniimate
the conversion into text codes ourselves if we riheth again after a phase in whichuxp activated the
original codes again. An example can be found nagraph 15.6.2.
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Below the icon button, which opens a RTF editoy gee at the right margin two buttons,
which give access to detailed viewing of graphesfi These functions are mutually exclusive
and work only depending on determined charactesistf graphic files:

(1) ZOOM: Graphic files, which do not exceed theesii 480 x 480 pixels, that is
which are not downsized to match the picture afeaquaD, can be ZOOMed.

Clicking on 'ZOOM' opens a small additional window (you can dragritund) and shows a
magnified part. Its size depends on the zoom fatacted. The content changes corresponding
to movements of the mouse cursor in the field efdfiginal picture. Clicking a second time on the
"ZOOM' button closes the magnification again.

Under this condition, the buttoi®tiginal size is notin operation.

(2) Original size: If at least one dimension of tr@inal file is larger than 480 pixels the pictuse
downsized into the determined screen area. Asisetpience, we will not be able to decipher any
finer details, specifically it will be impossible tead printed or handwritten text (see the foltayvi
example of a "learning diary" from the study ddsed above).



The button Original sizé inserts an
additional window (moveable) that shows part of
the file — as the button announces — in original
size. Horizontal and vertical scroll bars permit to
view exactly the relevant area of the picture:

The rectangular frame necessary for determiniregagskegment for coding (see above) is drawn
in the standard window for graphic files; otherwtise y-coordinates would not be comparable. To
close the additional window, you click as usualtba "X" icon in the upper left corner of the

window frame.

Under this condition, the buttorzOOM' is not in operation, because enlarging parts of the
compressed file would not contribute to better edmility.
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Windows and functions available for coding audiedi(in WAV or MP3 format; see chap. 4.2) correspon
to what you know already aboutvb-step codingof text files (see paragraph 6.6). However, ¢hisrno
print-out next to your keyboard, but you have tomaver through the file with the mediaplayer's omint
board.

On the left side in the screen shot below you Beeblumns, where your codifications are listed' "M
stands for "memos" (wee see only "0" entries, tlaeeeno memos yet), "from" - "to" contain locatiafs
coded segments within the file, and finally we geecolumn for code names. The unit for numericies
into the two location columns is 1/10 of a secantirnally the mediaplayer works with milli-secondghe
resulting values for beginning and end of an asdigment would be very long and clumsy. Therefoee, w
round the actual settings and show only 1/10 obisds — accepting tiny aberrations of numerical
demarcations and real beginning and end of a dagment. This, however, will go unnoticed in usual
interview recordings. The screen shot below srehighlighted speaker code "/$Teacher" with argassl
segment between "188" and "514" (tenths of seconds)

When the teacher started to speak in this segih@@ seconds after the beginning of the intervibe,
button 'PosT' (-> Position 1 of the mediaplayer) was pressEidat is what can be seen on the right side. At
the end of the teacher's turn, after s/he wortesiastudents' low achievement ("REN achievemgnthe
button 'Pos2 was pressed. Both positions — beginning and-enflthe data segment within the whole
recording are shown in red numbers below es'-buttons. The actual position of the player ishiesin
blue between these two buttons.

Clicking on the buttonCodingd' between the two slots for numerical informatidioat beginning and
end of a segment will open the usual window foeent codes. How to assign a code (or multipleespd
to a data segment corresponds exactly to what gee fead about handling text data (see paragr&pd) 6.

At the very bottom of the panel of coding facil#tigou see a green bar with the familiar symboéuadio
players. You use it to start the recording ("Playd)pause, to stop, and to jump to the beginninpeend
of the recording. Marked data segments will beca¢éed whenever you click the buttdrobp', that is the
data segment between positions 1 and 2 as showedimumbers will be played again. Fine tuning of
positions is possible with the arrow keys "Up" dBabwn" on your keyboard (the "meter reading" inélu
numbers will change automatically):

Rapid movement through the recording is achievedibking on the pointer in the slide controller on
top of the coding panel and pushing it forward ackward with the mouse key still pressed:



Again, the "meter reading" in blue numbers will sga automatically. Clicking the buttor8ds 1 and
"Pos 2 fix beginning and end of a data segment we wanbte; on the left and right of the butt@otling'
we see beginning and end of this segment in recbatsn

As analternative possibility of fine tuningf segment borders — aside from using the arros ke the
slide controller — you may edit the red positiomiuers manually, that is you write different numbete
the slots to the left and right of th€ddind' button and confirm the new value(s) by doublelgtig.

If you try to retrieve coded data segments (cfctireesponding paragraph on coding text files),glmk
on the appropriate codification in the code columrihe left side. AuAb automatically inserts the border
positions of the selected segment into the codamepto the right. Clicking the buttohdop' repeats the
content of this segment, and of course, you magriinpt with 'Pausé or "Stop' the reproduction.

We suggest, you start the project example "a_lIr(fedr fictitious interviews based on the interview
transcriptions of the project "Interview") and phaith all these possibilities.

In contrast to transcribed texts it is hard if mypossible to skim through the content of an aditbo Unless
you are familiar with the content and/or have coiedready, you will need a lot of time and paterto
retrieve particular data segments. Therefore wemenend a strategy that proved to be helpful inoour
projects:

Start coding (first run) by formally structuringetfiiles, for instance, code the turn-taking of sees
first. In the project "a_inter" we assigned fiystbeaker codes (/$Interviewer; /$Teacher) to tia d
segments spoken by the interviewer and the intenée

Already during this formal codification we shoulive careful attention to interesting topics andetak
them down either in memos or in provisional codes.

As a technical trick we recommend to enter immedijadt the beginning of each new data segment an
appropriate speaker code — even if we do not krtawis point of time where this segment will end.
Otherwise the start position of this segment vélldst, if we come upon a thematic issue afterwlmds
which we want to enter a conceptual code. At thieadfrthe segment then, we would have waste much
time to retrieve the beginning of the segment againerefore you should proceed as follows:

- Atthe beginning of each new segment (next spealesy question, etc.) you push immediately the
stop icon and determine the start position (clR&s 1') and the (preliminary and false) end position
(click "Pos2"). If necessary, you may enter or modify thaaposition of the beginning of this
segment manually (red numbers!) and control itigyfitlicking the buttonl’oop." Then you click
on "Coding" and insert an appropriate (speakergcod

- Atthe end of this segment, that as when the sggsdkr questions, topics, etc.) take turns again y
learn about its exact position within the audie:félick on the "Stop" icon and read the actual€bpl
number. Now we are able to correct the initial er@icking on the code name in the matcing row
on the left opens the small blue window, where gonfirm, edit or erase codifications. "Editing"
is what we have to do now: We overwrite the wronmhber in the slot labeled "to" with the correct
number, which we found (in blue) in the coding daredow. Alternatively you may transfer the
number with copy and paste functions (try the riglouse button). Finally, we must not forget to
click on the button Edit" — this will move the corrected codification t@BAD's code file.

Maybe the following feedback of argAD user is helpful for you: If you click the buttoti@osT or "Pos2

(the same is valid for "Pause" or "Stop" on theegraudio-player panel) and the sound does not stop
immediately — intervals of up to 3 seconds betwalaking and end of the reproduction were reported
please, dmotsuspect AUAD to be the cause of your trouble, but the systdtinge of your computer. The
most probable cause, above all in case your compatee with "sound on board," is a mismatch of the
hardware's sound components and the installed sirivef. The most convenient solution is to idigritie



manufacturer of the "sound on board" componentysaecomputer manual) and download the actuakdriv
version from the manufacturer's internet pages.

$ /2

Coding audio recordings directly without firstlyaitrscribing them saves a lot of time,
however, there is the disadvantage that it is irsipdesto copy essential examples from your
interviews into your research report. Therefore reeommend to transcribe critical or
essential passages (including each data segmenaksrpositions; see above) and to save
these texts in a separate file.

AQUAD contains a tiny text processor to support thissw¥ou open this text program
by clicking on the "paper-and-pencil” icon on tight margin (see screen shot on the right).
With this program you may open available (RTF)d4esave new texts (also in RTF), copy
and paste texts, select fonts, and so on — farfiiliaations, which you will need for partial
transcriptions "on the fly."



If you are coding video recordings, you can appigrgthing by analogy what you read in paragrapl® 6.1
about audio recordings. The big difference icmfrse, a small video screen above the media-pimares!.

In case only part of the video is visible in thiseen, there was a problem or you missed to atlafsize of
your video frames to the dimensions of the screefQUAD (maximally 480 x 480 pixels; see chap. 4,
paragraph 4.4.2) while converting your data.

Computer screens with a resolution of less tham 30268 pixels will not show the code liste and the
video screen next to each other. Therefor®)#D inserts in case of lower screen resolutions tvbtaahal
buttons at the right marginShow videb and "Show code$ With these buttons you switch between two
display modes: Clicking the buttoBHow codé'scuts out the video screen and inserts the lisbdffications,
while the button Show videbeffects the contrary. (Don't wonder, if you caniired these buttons: For screen
resolutions beyond 800 x 600 these buttons areshidokecause they and their functions are supediyjou

The recommendation to start the coding of audesfilith formal codifications (see 6.10.2) is valid
analogously for video files.



