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Introduction

Introduction to Companion 2011.1
Welcome to the manual for this innovative program for Market Research.

This documentation is updated to version 2011.1.5.

Existing users
In the Reference Manual, Release information, see:

Recent changes.

For QPSMR Classic program (Solo, Insight, and CATI) users, please read:

Classic users

Environment
The QPSMR Companion program:

e Runs on Microsoft Windows:

« XP

« Vista: 32 bit and 64 bit

e Windows 7: 32 bit and 64 bit
o Iswritten entirely in the C# language (pronounced "See Sharp™)
o Uses the .NET Framework (sometimes written as dotnet)

This version uses the Microsoft .NET Framework 3.0 Redistributable which is included with
Windows Vista and Windows 7 and can be downloaded from www.microsoft.com/downloads for
older operating systems.

Benefits of .NET
C# and the .NET Framework give the following benefits to the program:

e robust

e Secure

o future proof

e easy to maintain

e can be web enabled in the future

Documentation
This introduction contains the following topics:

Program description

Manual structure

The remainder of the manual consists of:


http://www.microsoft.com/downloads/
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User Guide
Reference Manual

The Reference Manual also contains a list of Internet web resources including known problems at
www.netmr.eu/news.html.

Program description

Free to use

NetMR Ltd supports relevant Market Research standards. For this reason the QPSMR Companion
has a number of modules that are free to use. These free features include:

« Importing triple-s XML files and inspecting the meta-data and respondent data
o Inspecting data files from various sources
o Exporting a suitable QPSMR project to triple-s XML format or as spreadsheet data
The program can be freely downloaded and used for the above purposes without a valid licence.

Licensed
Companion is used for handling Market Research projects. It will eventually cover these main areas:

« Designing questionnaires and importing projects
e Entering and importing data

« Checking, correcting, listing and converting data
e Analysing data, mainly as tables

« Exporting projects and data

Most of the functionality in Companion requires a valid module licence. Module licences are small
XML files that are obtained from a dealer and are activated using the Tools menu, see Reference
Manual, on-line resources for dealer details.

The Companion is not a finished product. It is mostly used alongside the other QPSMR Classic
menu programs (QPSMR Solo, QPSMR Insight, and QPSMR CAT]I). It extends the functionality of
these programs and it is intended, eventually, to replace them completely.

Users of QPSMR Classic programs should read the section for Classic users.
For further information about how licensing works:
Installation and licensing

Licence details dialog box

Licence modules dialog box

When a licence is first used by the program it displays the Licence in use dialog box to show which
activated licence has granted permission to use this module.

Manual structure
This manual is split into four main sections:

There are a number of web sites that contain additional information, see on-line resources.
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Introduction

Introduction
e A brief description of the program and what it is used for

e The structure of this document

User Guide

This describes the main features of the program, see User Guide introduction. It follows a typical
project:

o Creating a questionnaire from scratch or from a triple-s XML import
« Entering, viewing and editing data

e Analysing data

« Exporting data to triple-s XML

For licensing purposes, parts of the program that require an active licence are described as
"modules”.

Some modules described in this manual may not have been released to all users because they are still
being tested. Please contact your dealer if you would like to use any modules that are not included in
your current licence.

Reference Manual

This can be used to look up information that has been categorized, see Reference Manual
introduction.

o Installation, licensing, and release information, including notes for Classic program users
o Types of questions, answers, filters and variables

o Definitions: logic, arithmetic and regular

o File types and icons (small pictures) used by the program

o All the windows and dialog boxes in the program

Context help
This is only accessible from within the program by using the F1 key.

Every window and dialog box has contextual help relating to it. This help appears when the F1
function key is used whilst the focus is on the window or dialog box.
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User guide introduction
This section describes what the program can do and how to use it.

QPSMR Solo, Insight and CATI users should read the Reference Manual section for Classic users.
For some general tips on how to use the program see:

Program usage

A project consists of one or more Master files. These master files contain all the information about a
project and each project should be given its own folder to contain the master files and any output
files.

For details of the major parts of a project see:
Project components

To create a project master file (QDF) with the questions, question responses, routing (filtering) and
associated information:

Project definition

The program uses CSV files for handling lists and respondent data:
CSV files

To enter and check the questionnaire data (answers given) to a data file or use data from another
source (import):

Data
To produce reports from the project data:

Analysis

Program usage

See Reference manual, Windows and dialog boxes, Windows terminology for a description of the
windows controls.

Help (F1)
Use the F1 key for context help about the window or dialog box being displayed.

The software is shipped with a Help (CHM) file. This contains the context help in addition to all the
information in this document.

There is a PDF version of this documentation (without context help) that can be inspected,
downloaded and printed from the website.

Program errors

If you are using the program and an unusual message appears please inform the authors, or your
dealer, and give as much detail as you can about the problem
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Important: always choose "Continue™ if you are given a choice with an unexpected message. One
of the major advantages of using the .NET Framework and C# is that the program will recover fully
provided you select "Continue™ and not "Abort" or "Debug".

Tips

Ho€ering over a toolbar button gives a description of its purpose.

Some menu items have shortcut keys associated with them, for example Ctrl+S for Save.

Edit boxes usually have a context menu (mouse right click) to assist with editing the contents.
Some list views also have a context menu.

Windows, dialog boxes and tool windows
The Main window is the starting point in the program.

Each open project will have a Main window listed in the task bar.

On top of the main window will be any other windows, dialog boxes and tool windows opened by
the user on this project.

The body of a window will generally be:
« alist of items, for example the main window shows a list of entries in the open project file
e adocument or raw data view
o adata grid showing data in a data file

All modules are available from the main window; often by calling up other windows or dialog boxes.
Some of these may reachable by more than one route.

For a list of windows in the program, see Reference section Windows and dialog boxes.

Shortcut keys

Many selections on menus and dialog boxes can be accessed by holding down the Alt key and
simultaneously typing the underlined letter that appears on the selection.

Other shortcut keys are shown in the menu alongside the relevant menu item. Usually you will need
to hold down the Ctrl key and type the relevant letter to get a menu shortcut key.

See Reference section Shortcut keys.

Project components

Components and terminology
This section describes the basic building blocks that are used in a project.

The terminology used will also be described. See also the Reference manual section windows
terminology.

Each project should be stored in its own folder. This folder will contain the master files that contain
the project information and any output files that are produced.

Master files for projects:
e QDF
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o Data
Entry types in a project:
e Questions
o Filters
e Variables

e Program entries

Question types:
e Single-coded

e Multi-coded
e Integer
o Float

e Character

e Verbatim
o Date

e Time

e None

Variable types:
e Single-coded

o Multi-coded
e Integer
o Float

Logic definitions are used in:

o Filters
e Single-coded and multi-coded variable responses
Arithmetic definitions are used in:

e Integer and float variables
Serial numbers are used in every project to identify individual respondents or questionnaires.

Master files

Master files is the name given to the files in a project that contain all the information about a project.
A project folder will also contain many output (report) files.

The master files should be backed up regularly in case of computer failure. See also the Archive
section below.

The Companion uses two types of master file:
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Questionnaire definition (QDF) file

Every project must have a QDF and this is the first master file to be created. This file contains the
meta-data for the project:

Project global settings include:

« Details about the project such as the job title
o Default settings for this project
e The raw data structure for this project
A QDF will contain many entries. An entry is one of the following types:
e Question entry that describes a question to be asked
o Filter entry that describes a selection of respondents based on earlier answers
« Variable entry that combines information from other entries
e Program entry that controls question randomization

For more detailed information see Entry types.
All entries must have a unique name, except program entries.

The order of entries is important and each entry is allocated a sequence number. The questions will
be asked in sequence number order unless randomization is used. Filters and variables can only refer
to entries that precede them in the entry list.

Data file
This master file contains the questionnaire data.

The answers given by respondents are stored in a data file and each respondent is allocated a unique
serial number.

There are a number of different types of data file. The raw data structure determines which type will
be used.

The terms "data" and "raw data" refer to the same information or file. The term "data" is used to
refer to the answers to questions. The term "raw data" refers to how those answers are actually
stored in a data file.

The Companion uses "fixed format" raw data which means that the answers to each question are
always stored in the same place for every record.

The places where answers are stored are called data locations. In binary data a data location is also
called a column.

The raw data structure can be:
e Character (recommended). The raw data is a text file with readable numbers and letters.

« Binary. The raw data is stored as card columns and each column has 12 codes
1234567890XV.

The raw data structure can also be:
e One line per questionnaire (recommended).

o Multiple lines per questionnaire. Each line can be up to 99 but is usually 80. These lines are
sometimes called cards.
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The Companion usually allocates data locations for you, but you can do this yourself if a particular
layout is needed.

Important: a data file is no use on its own. The data in it is only accessible when you have a
matching QDF file with entries that describe where, and how, the answers are stored. This will
usually be the same QDF that was used to collect the data.

Archive sub-folder
Whenever a master file is changed a copy is put into a sub-folder called "Archive".

If a mistake is made the previous version of the master file will have been stored in Archive and can
be retrieved.

This folder may become cluttered with old versions of files. It should be cleaned out occasionally
and can be discarded completely once a project has been completed.

Entry types

A project master file contains the project global settings and all the entries.

The Main window shows a list view of all the entries in a project.
Entries have a name which cannot be one of the reserved entry names.

An entry is one of the following:

Question entry

A question entry, usually referred to as a "question”, is the basic unit from which questionnaires are
defined. A question entry describes the question to be asked and the type of answer expected.

Questions will be asked in the order (sequence) that they appear in the entry list, unless program
entries for randomization have been used.

Questions can be filtered so that not all respondents are asked the question. This is done by applying
one or more filter entries to the question.

Carry forward text can be used within a question text to refer back to the answer given to an earlier
question.

Questions can be pre-answered based on earlier questions.

There are various types of answer that can be used for questions, see Question types.

Each guestion has a name, a text, and many other optional settings. Single-coded and multi-coded
questions also have a list of possible responses.

Filter entry
A filter entry, usually referred to as a "filter", describes a selection (sub-set) of respondents based on
answers given to questions.

Filter entries have a logic definition that determines the questionnaires that pass (are true) for the
filter.

Filter entries can be applied to questions to restrict the respondents who see the question to only
those for whom the filter is true.

Hold filters are a special kind of filters that stop input if the filter is true.
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Variable entry
A variable entry, usually referred to as a "variable™ combines information from other entries.

There are two types of variables:

e With responses. Each response has a logic definition that determines whether the response is
selected or not.

o With arithmetic. These variables have an arithmetic definition that computes the value of the
variable.

Program entry
A program entry controls question randomization by surrounding one or more entries to make a set.

Each set is treated as a unit and is randomly shuffled with the other sets with the same group name
before input starts for each questionnaire.

Random sets can be nested; random sets can be used within other random sets.

Question types
The question type depends on the type of answer that is expected.

Answers are responses

These questions have a number of possible answers (called responses).

The response list is a numbered list of texts that identify the answers that can be given.
Open-ended questions are questions with responses lists, but some or all of the answers have not
been allocated a text yet.

Single-coded
Only one response (answer) is allowed for each respondent to a single-coded question.

Multi-coded
More than one response (answer) is allowed for each respondent to a multi-coded question.

Answers are values
These questions expect a value as the answer.

Integer
An Integer question is one to which the answer is a whole number (does not contain a decimal point).

Float

A float question is one for which the answer is a number, but it does not have to be a whole number -
it may contain a decimal point.

"Float™ is short for "Floating point” which is the technical term for number of any size with a fixed
number of significant digits. Float questions store the value accurately to about 14 significant digits.

In QPSMR Classic this is referred to as a "weight" question.

Answers are text
These questions expect some text as the answer.
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Character

A Character question is one to which the answer is a short text string, such as a name, address or
postcode.

Verbatim
A verbatim question is one to which the answer is a text string.

The answer is not stored in the main data file. Answers to verbatim "open™ questions are stored in a
separate CSV file with some identifying information.

Answers are date/time

Date
A date question is one to which the answer is a date (year, month, day).

Time
A time question is one to which the answer is a time (hour, minute, second).

Interviewer text

None
A None (text for interviewer) question does not accept an answer. It is used to show extra text for
the interviewer, or respondent, to read during data input.

A text for interviewer question can also display a picture file or video clip file on screen, during an
interview.

Responses introduction

A response is one of the list of possible answers to a single-coded or multi-coded question. The list
of possible answers is called a "response list".

In this documentation "Response™ always refers to the answer to a single-coded or multi-coded
question. "Answer" is used for all other question types.

Each response has:
e A number which is stored in the data file unless individual response locations are used
e A text that identifies this response
« Many other optional settings

The response number is usually used during input to select the question response.

One important optional setting is a score value that associates a value with the response when
calculating mean scores.

A response can also be designated as reject response, to be used if all other responses are empty.

A response restrictor can be applied to a question to restrict the available responses for a respondent,
see Applying a filter.

For full information about Responses, see Reference Manual, Questions, Responses.
Responses in a variable also have a logic definition that describes who should be in this response.
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Variable types explained
A variable is very similar to a question, but it is not asked.

The answer to a variable is constructed from other entries.

Variable with responses
These variables have a numbered response list.

Every response has a logic definition and the response is selected if the logic definition is true.

Single-coded

In a single-coded variable only the first true response in the list is selected, subsequent true responses
are ignored.

Multi-coded
In a multi-coded variable all true responses are selected.

Variable with a value
These variables use an arithmetic definition to calculate the answer.

An arithmetic definition is some syntax that refers to other entries, for example:
"$Q2*3" would multiply the value of Q2 by 3.
Arithmetic definitions can refer to the answers to questions and variables.
Complex arithmetic definitions can be constructed that:
« Refer to many different entries and constant values
e Use "add", "subtract”, "multiply" and "divide" to combine tests
e Use parentheses "(" and ")" to control the order of calculation
o Have special functions:
e Count the number of responses given to a multi-coded question (CT function)
o Extract the relevant score value from a single-coded entry (SCORE function)
As well as referring to other integer and float entries, an arithmetic definition can refer to a single-
coded entry. The value used is the response number selected, or zero if none are selected.

Integer

In an integer variable the answer will be rounded to the nearest whole number if it is not a whole
number.

Float
The answer in a float variable is stored including any decimal places.

In QPSMR Classic this is referred to as a "weight™ variable.

Logic definitions introduction
A logic definition is either true for false. This is sometimes called a "Boolean™.

The word "filter" is often used to refer to a logic definition as well as to a filter entry.
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A filter entry has a logic definition, and the filter entry itself is said to be true if the logic definition is
true, and false if it is not.

A logic definition is some syntax that refers to other entries, for example:
"$Q1/1" would be true if question Q1 has the first response selected.

You do not have to worry about the syntax because there is a menu-driven interface for creating
logic definitions using the "Tests™ tab page on the Logic definition user control.

Logic definitions can refer to the answers to questions and variables, and also to other filter entries.
Complex logic definitions can be constructed to:
e Test individual values or ranges
e Use negative tests
« Refer to many different entries
e Use "and" and "or" to combine tests
e Use parentheses "(" and ")" to control the order of testing
o Have special tests:
e entry is empty (no answer given)
« only one answer given to a multi-coded question
« more than one answer given to a multi-coded question

Important: there is no automatic priority for the order of calculation; it will be calculated from left
to right unless parentheses are used.

Three special single letter logic definitions can be used:
« T meaning "true" for every respondent (everyone passes this test)
o F meaning "false" for every respondent (nobody passes this test)
« R meaning "reject”; only used in variables
For full details about logic definitions, see Reference Manual, Definitions, Logic definitions.

Logic definitions are created using a User control.

Arithmetic definitions explained
An arithmetic definition has a numerical value.

An arithmetic definition is some syntax that refers to other entries and constants, for example:
"$Q1 * 7" would be 28 (4 times 7) if Q1 has a value of 4.
Arithmetic can include:
o References to integer and float questions and variables
o References to single-coded questions and variables
« Constants with or without a decimal point
e + meaning add
e - Mmeaning minus
e *meaning times
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e / meaning divide
o Parentheses "(*" and )" to control the order of calculation
There are some special definitions that use:

e SCORE function to get the appropriate response score value for each respondent from an
entry

e CT function to count the number of selected responses in a multi-coded entry

Important: there is no automatic priority for the order of calculation; it will be calculated from left
to right unless parentheses are used.

For full details, see Reference Manual, Definitions, Arithmetic definitions.

Serial number
This is a unique number allocated to each interview or CATI sample record.

It is stored with the data to identify the respondent. Sometimes it is referred to as just "Serial".

You can refer to the serial number in definitions as though it is an integer question with the name
SERIAL.

In QPSMR Classic programs IOBS (short for Integer Observation number) is used instead of
SERIAL.

If your data does not have a serial number, or the serial numbers contain letters, then a new serial
number can be added to the data, see Change serial numbers.

Market Research standards
Market Research quality standards insist that every record has a serial number.

Some companies try to attach a meaning to parts of the serial number, for example the first 3 digits
represent the area. This is usually a mistake and is no substitute for collecting the area as a separate
question.

The serial number is the definitive identifier of a particular questionnaire. For paper surveys the
serial number must be recorded on the paper document. In practice the paper documents are usually
numbered before input.

Project definition

Project definition introduction
This section describes how to set up a project; this is referred to as "questionnaire definition".

Questions, filters and variables are all inserted and updated using the Entry details window.

The first stage is to create the empty questionnaire:
New project

Once a questionnaire has been created, you can insert:
Question entries

Filter entries
Variable entries
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Entries can be updated and moved around and randomization entries added:
Amending entries

Project definition shortcuts

Final checks before data input starts:
Finishing a project

Tip: you can scan your questionnaire file for problems at any time by using [Project] [Scan entries
for errors] on the Main window.

Tip: if you are working on a large questionnaire you are advised to save the changes periodically
using [File] [Save] or the toolbar button from the Main window.

Entry details window introduction
The Entry details window is used to create and change all types of entries, except program entries.

The settings available on the entry details window will depend on the type of entry being inserted or
updated.

If you select a list of entries to update then you can move around this selected list using toolbar
buttons. You can also move to the previous or next entry in the project (whether or not it is on the
selected list) with two more toolbar buttons. See Entry details window toolbar.

Any changes made with this window are applied immediately. You can undo and redo any changes
made to an entry until the project is saved.

You can have more than one Entry details window open at the same time. This is useful if you wish
to copy details such as applied filters or responses from one entry to another.

The entry details window has a number of tabs that are used to set the various parts. For
convenience the response lists for single-coded and multi-coded questions and variables are shown
both on the main tab and also in a separate "Responses” tab. The list on the main tab is for
information only; changes can only be made using the "Responses” tab.

For questions with response lists a separate Response input tool window is requested used to control
input for individual responses.

For questions and variables with response lists a separate Response analysis tool window is
requested used to control the analysis for individual responses.

Starting a project

New project

The first thing you need for a project is to define the questionnaire. This means creating all the
questions and other entries needed to start working with data. A project will contain various types of
entry:

Question entries contain the questions to be asked.

« Filter entries define a subset of the questionnaires and are used for routing.

o Variable entries are like questions but they are not asked. The answers are constructed from
earlier questions.

e Program entries are used for randomizing the order in which questions are asked.
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Some skeleton project files are supplied with the software. These should be modified and used for
new projects.

Once you have opened a project, or created a new one, the entry list on the Main window will show
all the entries in the project.

The starting point for a project will be one of the following:
Data to be collected with QPSMR
No data has been collected and all you have is the draft questionnaire.

You could finish designing the questionnaire by adding and moving questions until you are happy
with the finished product or you may be working with a final draft of the questionnaire. Either way,
you will need to define the questionnaire.

If you need to deliver the data to match a particular layout then you will need to match data locations
to the questionnaire (with data locations) or a data map.

Data has already been collected
If the data has already been entered then the project will need to be set up to access the data, see Data
supplied.

If the data is supplied as a raw data file with fixed data locations then it will be important to match
data locations when creating the project.

Project global settings

Before inserting entries into the new project you should set and check all the settings that affect the
whole project in project global settings.

Skeleton project files

The software is shipped with some example skeleton project files, one for paper projects and one for
CATI projects.

These skeleton QDF files contain all of the ZZZ entries needed for a project. We recommend that
you copy these skeleton files and alter them to make your own versions. For example, you can add
your company name to the questions and include any standard opening or closing questions.

For CATI you may want to alter the ZZZSR entries to get the responses you require.
You may keep a number of customised skeleton project files for different project types or customers.
When starting a new project you can:
« Copy the relevant skeleton and add the questions for this survey to the copy.
or:

o Start with an empty project and add the questions for this survey. Copy the blocks of entries
from the relevant skeleton project into the new one before entering data.

Tip: whichever method you use, remember that individual questions can be copied and pasted from
other projects into the new one. For example, you will often need identical demographic questions
such as region that have been used in earlier surveys.

In addition to the customised skeleton files you may wish to create question library files to hold
questions and other entries that may be needed in future surveys.
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Data supplied
A project may have already been processed elsewhere and you have been supplied with a data file
containing answers to the questions on the questionnaire.

Along with the data itself, you may also get the meta-data that contains the question and response
texts and other relevant information.

Data and meta-data supplied

As well as the files listed below you should always request a copy of the questionnaire that has been
administered so that the data and any routing can be checked. In order of preference, you should try
and obtain:

QPSMR files
The project may have been processed with a QPSMR Classic product, in which case the files can be
used as they are.

If possible, you should request QPSMR files because this will leave you with the least work to do.

QPSMR CL

The project may have been processed with QPSMR CL.. In this case QPSMR files (QDF and ASC)
can be exported from CL and used.

If it is desirable to preserve the original data and data locations, then the exported QDF can still be
used, but the data locations will need to be changed to match the original data, and any data
manipulation will need to be done again.

A triple-s XML file
If the data has already been collected by another program, for example a web interviewing program,
you should request a triple-s version of the data and meta-data, see triple-s XML.

When you have loaded from triple-s, the files are ready for analysis, although you will need to add
any routing and check the data.

An SPSS SAV file

Using the SPSS statistics program, you, or your customer, should open the SPSS data (SAV) file and
run the MakeQDF.sbs script to produce a data file and project file. The MakeQDF.sbs is available
free from your dealer.

The MakeQDF output files can be used directly, although you will need to add any routing and
combine multi-coded questions that may have been split up in the SPSS file.

Data only supplied

If the meta-data is not available, then you will need to define the questionnaire yourself from a copy
of the administered questionnaire.

The data may be supplied in one of these formats:

A CSV (or Excel) file

Sometimes the data will be in spreadsheet form as a Comma Separated Value (CSV) file with each
question as the columns and one row for each record (questionnaire).

When the questions have been set up you can then "hand-in" the data to a raw data file.
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Fixed format raw data file

If the project has been processed with Quantum or another program that uses fixed format or card
image data then the raw data file can be used unchanged.

This might be a character file or a binary file. Opening the data file with the raw data view window
will inspect the file to determine its type.

Unless the questionnaire supplied has data locations shown on it for all the questions you will need a
"data map". A data map shows the data locations used for each question.

Important: because the raw data file already exists you must set up the project to match data
locations. Before setting up the questionnaire you will need to use Project global settings to select
"User sets" for data locations and specify the Raw data structure.

Triple-s XML

This is a published standard for the transfer of Market Research data and meta-data from one
program to another. This version uses triple-s XML version 1.1. For full details see
http://www.triple-s.org.

If some data has already been collected with another MR program, for example a web interviewing
package, then that program should be able to produce a triple-s file. Actually a triple-s export is two
files, an XML file containing the meta-data and an ASC file containing the data.

A triple-s file can be imported by loading the XML file into an empty project using the Main window
[File] menu.
Once loaded the project is ready to use, for example a Data summary report can be produced.

Data file
The triple-s data file does not normally need to be altered in any way. It is a fixed format ASCI|I
(ASC) file and can be used directly as a raw data file.

If there is no usable serial number in the data then you will need to add a unique serial number to the
raw data file, see Change serial numbers in the Raw data view window.

Meta-data
This is the project information and will be loaded as entries when the triple-s file is loaded.

If the project file is to be used with QPSMR Classic programs there is a menu item on the Main
window [Project] menu to prepare for Classic. This is necessary because some triple-s export
programs put out numbers that are too wide for the Classic programs. This option changes the data
locations to pick up the last few digits for such questions.

Project global settings application

The Project global settings dialog box is used to set information which relates to the entire project
(questionnaire), rather than individual entries (questions). The global settings include the following:

Raw data structure

This determines the type of raw data file (character or binary) and the layout (one line or multiple
lines per questionnaire).

For more information, see Data, Raw data structure.
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Data location setting

An important decision needs to made about who is in control of the data locations. There are three
settings:

e Program sets
o User sets
o Frozen
Unless you are trying to match data locations you can leave the program to set the data locations.

Once data is entered on a project the data locations should be frozen to preserve access to any
entered data. You can change to "User sets" to alter the questionnaire but it is your responsibility to
make sure that you do not lose any links to the data already collected.

"Program sets" will redo all data locations every time the project is saved and should not be used if
there are any data files for the project.

Controls
Various controls can be set for the whole project including:

e Suppress the scan before saving

e Limit name lengths for new entries

« Make all new entry names upper case

o Refuse input of responses with unallocated text

e Suppress responses with unallocated text when exporting data to triple-s XML
e Show data locations during input

How Companion treats Empty and Filtered values

The Companion ignores the settings in project global for this; they are there for the Classic
programs. The Companion treats the values as follows:

In arithmetic:

e O will be treated as the value zero (0)

o U anywhere will cause the answer to be undefined (U)
In statistics:

e O will be treated as the value zero (0)

e U will be ignored
In tests for less than, greater than and ranges:

e O will be treated as the value zero (0)

o U will be treated as a very large negative number

Texts
Project description (project title).

Footer - the text you enter as the footer appears at the bottom of every page of the printed
guestionnaire.
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Questions

Questions introduction

Questions are the most important entries in a project. They define the questions that are asked and
list the possible responses, where applicable.

All entries are stored in the project master (QDF) file.

If the data has already been entered for the project you may be able to get the question and response
texts, see Starting a project, Data supplied.

Questions can be added from the Main window, by using the [Insert] menu, toolbar button, or the
context menu (right click).

Details about the new question are entered in the Entry details window. This window is used to add
and update all entries, except program entries. For questions, see Entry details, question.

You can use a text document to create the question and response texts with the Questions from text
dialog box available from the Main window and the Entry details dialog box.

You do not need to close the Entry details dialog box after each new entry is inserted because there
are toolbar buttons to add more new entries.

The order of entries in a project is very important, see Reference Manual, Entry rules, Entry order.

The controls available on the Entry details window vary depending on the type of entry being edited.
For questions, see:

Question details

Question responses

Question data locations

You may need to embed the answers to earlier questions in later questions:
Carry forward text

Be careful when naming entries and allocating text, see Reference sections:

Reserved entry names

Entry name rules

Text rules

Question details

The Entry details window has various tabs for question entries. A list of the information that can be
set for a question is:

Basic information
Each question has:

« Name

e Type, see Project components, Question types
e Question text, can include Carry forward text

« Interviewer instructions, can also include carry forward text (optional)
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Each question also has some information about how it is to be stored in raw data files:
e Width (data locations needed)
e Max responses allowed (multi-coded only)
o Individual response locations (single-coded and multi-coded only)
o First data location (usually set by program)
See Question data locations for how to allocate the above.

Additional text
Additional text can be added before and after the question on a printed questionnaire.

Applied filters
There is a list of entries that have been applied as filters to this question, see Applying a filter.

This list controls the routing and can include:
« Filter entries that determine whether particular respondents see the question.

e Single-coded and multi-coded entries applied as response restrictors that determine which
responses from the response list are available to respondents.

Applied filters can be cut, copied and pasted from one entry to another.
Individual responses can also have a filter applied to them.

Miscellaneous settings
Various other settings can be put on a question. These include:

Data location layout

When the program sets the data locations you can request that this question is placed at the start,
middle or end of the data record.

Answer checking
For questions with responses you can set:

o Blank is allowed. This question can be left empty when data in entered. For paper projects
all questions can be left empty.

« Randomize response order. Except for paper input, the responses to this question will appear
in random order.

For questions with a value answer you can set:
e Minimum value allowed
e Maximum value allowed
e Plus 3 additional specified values
For questions with textual answers you can set input text to be converted:
e Astyped
o Upper case
o Lower case
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For CATI
In CATI projects you can specify that this question is a:

e Sample point. Used to control which sample records are to be selected.

e Quotaentry. Used to stop interviewing when a specified number of interviews have been
completed for each response.

Pre-select from entry
There are two settings:

o Pre-select that presets the answer to this question from an earlier question or variable. This
can save time if the answer is almost always going to be the same as that given earlier.

e Auto-select causes the question to not be seen at all. The answer is pre-selected and cannot
be changed.

Auto-select can be used in order to store a calculated variable in the data.

The entry used for this must have the same answer type as the question except that an integer entry
can be used on a multi-coded question to cause the first few responses to be selected. This is very
useful for CATI projects where the responses can be randomized so that a set number of responses
are selected at random.

Image
In a None (text for interviewer) question an image or a video clip can be attached to the question.
The image or clip are shown following the question during data input.

Routing after question

This gives a text to appear on the printed questionnaire to tell the interviewer which question to ask
next. It can be:

e Question routing. This prints the question name in the appropriate place.
e Textrouting. This prints the text specified (usually "close™) in the appropriate place.
Important: This will not route past questions in data input or analysis, see Applying a filter.

Responses

See Question responses for details about the response list for single-coded and multi-coded
questions.

Question responses
Single-coded and multi-coded questions have a response list.

Responses are numbered 1 upwards.

You can reserve responses without allocating texts for open-ended questions or for later coding, see
Reference manual, Questions, Reserve responses.

The list of responses is shown on the Entry details window main tab for convenience. All editing is
done with "Responses™ tab and there is a toolbar to manipulate selected responses. You can also
insert new responses or paste them from the clipboard. There is an "Add responses” toolbar button
that opens the Responses add dialog box to insert a number of responses at once.

Responses can be copied and pasted from one question to another, including other open projects.
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Responses can be made unavailable by referring to an earlier question or variable as a "response
restrictor”.

If one response is selected or added then a number of things can be set for that response:
o Text for the response.

o Make the response a supplemental reject. The response is not stored in the data but is used
for analysis and filtering if no other response is selected.

« Data location and code if using individual response locations.
Important: a "Supplemental reject” response must be the final one in the list.

Response input settings
Input settings are applied to all selected responses with the "Response input settings" tool window:

« Single response only. This response cannot be selected with any other response in a multi-
coded question.

« Fixed position. This response will not be randomized if the question is set to randomize the
response list during input.

« Ignore response restrictor. This response is always available for selection regardless of any
response filters applied to the question, see Applying a filter.

o Embedded reject. Used if no other response is selected (not recommended).
o Refuse input. This response is never allowed. It is there to reserve the response number.
o Response filter. A named filter entry is applied to this individual response.

« Routing:
o Ineligible. If this response is selected it will terminate the input and treat as ineligible
(CATI).
o Close. If this response is selected it will terminate the input but treat as a valid
interview.

e Question routing. This prints this question name in the appropriate place.
« Textrouting. This prints the text specified (usually "close™) in the appropriate place.

Important: none of the routing settings above will route past questions in analysis and the last
two routing settings above will not route past questions in data input either, see Applying a
filter.

Important: question routing will be used if this question is referred to in carry forward text.

Response analysis settings

Report settings are applied to all selected responses with the "Response analysis settings™ tool
window:

« Value score to be used for mean score calculations (averages)
e Zero suppress. Do not show this response if it is empty.

o Rank start. Begin ranking the responses with this response. Ranking is reordering the
responses printed so that the response selected most often appears first and the remainder in
descending order to the least selected response.
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« Rank finish. Stop ranking responses with this response. Following responses will not be
ranked.

o New page. Start a new page (overflow) for this and following responses.

« Base for following responses. Percentages for subsequent responses use this response as the
base.

Carry forward text
This refers to the ability to embed answers to earlier questions in later questions.

It is done by enclosing the earlier entry name in square brackets in the relevant text. For example,
this could be a question text:

You say that you own a [Q2]. How old is it?
The answer given at Q2 will be inserted in place of the [Q2] in the text.
You can only refer to earlier questions and variables but not verbatim questions.
There can be more than one carry forward reference in a text.
Carry forward can be used in:
e Question texts
« Interviewer instructions
e Response texts
« Hold filter texts
In analysis the carry forward text is not altered; it shows the entry name in square brackets.

Important: you should avoid using square brackets in text except for carry forward text. If square
brackets are used in text then a warning will be issued every time the project is checked.

Tip: sometimes the respondent will select an "Other" response and will then be asked another
question to clarify the answer. For this reason if the selected response has a question routing set,
then the carry forward answer will be the answer given to the question referred to in the question
routing, not the original question in square brackets.

Question data locations
If you have a data map, see also Handling raw data, Matching data locations.

This is how data locations are allocated to questions:

Single-coded
This answer is a single selection from a list of responses.

Single-coded responses are normally stored as a number of up to 3 digits to represent the response
number selected.

The width is set to 1, 2 or 3. This width determines the maximum response number, for example a
width of 2 can hold up to 99 responses.

Individual response locations

If individual response locations are allocated in the Entry details window then there is no width and
each response is allocated its own data location and code. These are displayed as:
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location / code
For example, a response might be allocated to 123/5 which is code 5 in data location 123.

Each data location can store up to 10 or 12 response codes. The codes are 1234567890 but can be
extended to 12345676890XV in Project global settings. In character data X is "-" and V is "&".

Multi-coded
This also has answers from a list of responses, but in this case more than one response can be given.

Multi-coded questions are usually stored as two or more numbers of up to 3 digits to represent the
response numbers selected.

The width is set to 1, 2 or 3. This width determines the maximum response number, for example a
width of 2 can hold up to 99 responses.

The maximum number of answers (repeats) that can be given for any one questionnaire must also be
set in the Entry details window. This is sometimes called a "spread field".

As an example, a multi-coded question with 999 responses (width 3) and a maximum responses of 4
will use 12 consecutive data locations - four 3 digit numbers. Unused data locations (if less than four
responses) are left empty.

Individual response locations

If individual response locations are allocated in the Entry details window there is no width and each
response is allocated its own data location and code. These are displayed as:

location / code
For example, a response might be allocated to 123/5 which is code 5 in data location 123.

In binary data each data location can store up to 10 or 12 response codes. The codes are 1234567890
but can be extended to 12345676890XYV in Project global settings.

In character data only code 1 can be used in each data location, so each response has its own data
location shown as:

location /1

Integer
The answer is a whole number.

A number of data locations (width) are allocated to hold the largest number expected. For example,
a width of 4 will allow any number between -999 and 9999 to be stored.

The maximum data location width is 9 which will store any number between -99999999 and
999999999. Use float questions for larger numbers.

Float
The answer is any number and may contain a decimal point.

A number of data locations (width) are allocated to hold the largest number expected.

Important: the width must allow space for the decimal point and at least one decimal place. For
example, a width of 4 will allow any number between -9.9 and 99.9 to be stored.

The maximum data location width is 20.
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Character
The answer is some text.

A number of data locations (width) are allocated to hold the longest text expected.
The maximum data location width is 250 characters, including spaces.

Important: if the raw data structure is Multiple lines per questionnaire the answer cannot be broken,
so the maximum width is about 70 characters depending on the number of data locations reserved for
data structure information (serial and card numbers).

Date
The answer is a date and it is always stored as YYYYMMDD so the width is fixed at 8 data

locations.
Time
The answer is a time and it is always stored as HHMMSS so the width is fixed at 6 data locations.

Verbatim
The answer is some text.

The answer is not stored in the fixed format data file; no data locations are allocated.

None
There is no answer; no data locations are allocated.

Filters

Filters introduction
Filter entries define a subset of the questionnaires and are used for routing (filtering).

All entries are stored in the Project master (QDF) file.

Routing is achieved by applying filter entries to questions. Filter entries can also be applied to
variables so that they only contain data for certain respondents.

Filters can be added from the Main window, by using the [Insert] menu, toolbar button, or the
context menu (right click).

Details about the new filter are entered in the Entry details window. This window is used to add and
update all entries, except program entries. For filters and hold filters, see Entry details, filter.

Filters can be stored in the raw data file when a record is saved.

You do not need to close the Entry details dialog box after each new entry is inserted because there
are toolbar buttons to add more new entries.

The order of entries in a project is very important, see Reference Manual, Entry rules, Entry order.

The controls available on the Entry details window vary depending on the type of entry being edited,
for filters see:

Filter details
You will need to filter some questions so that some respondents route past them:
Applying a filter
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Filter details

The Entry details window has only a few controls for filter entries and these are grouped together as
the Logic definition user control. This user control contains:

o Name of the filter entry.

o Hold input if true. This designates this entry as a "hold filter". If this filter is true (passed)
during data input the input will be stopped. You may want to use carry forward text in the
filter text to clarify the reason input has stopped.

« An optional data location to store the filer in.
o Logic definition syntax to describe those respondents who pass the filter (are "true™).

o Text to describe those respondents who pass this filter.
There is a tick or cross symbol to show whether the logic definition is valid or not.

The text is set whenever the logic definition is valid and there is a separate undo button to restore the
text to any previous setting since the last save of the project.

You can use menu selections to create a logic definition. Each test is defined using the "Select test"
dialog box.

If the logic definition contains more than one test there is an order display that shows the order in
which the tests will be processed . This shows at the top which "AND" or "OR" is done first, then
the next, and so on down until the whole definition has been evaluated.

Applying a filter

To a question

Often a question is not asked for everyone in a survey. Some questions will only be asked if certain
answers were given to earlier questions. This is often called "routing" or "filtering".

This a two stage process:
o Create a filter entry with a definition of those who should see the question.
e Apply the filter entry to the question.

Important: this is the only way to implement routing. You can apply routing to responses, see
Entry details window, "Responses” tab but this is only used for printing questionnaires; it is not used
in data input or analysis.

Up to 10 filter entries can be applied to a question and the definition must be true for all of them if
the question is to be asked. Put another way, there is an implied AND combining applied filters.

If more than one filter is applied to a question, then you can also specify a base text in the Entry
details window to be used to describe those passing all the applied filters.

It is possible to negatively apply a filter. This means that the definition must NOT be true, if the
question is to be asked.

To a variable
Filter entries can also be applied to variables.

When filters are applied to variables, the variable will be empty unless all the filters are passed.
Only if all the applied filter definitions are true will any responses or value be set in the variable.
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It is possible to negatively apply a filter. This means that if the variable is to be evaluated the
definition must NOT be true.

To a response

You can apply a filter entry to individual question responses. The response will only be accepted if
the response filter is true.

Only one filter entry can be applied to a response.

Response restrictors

Response restrictors do not use filter entries. They control which responses are available to be
selected based on answers to earlier questions.

An applied response restrictor can be a question or variable with responses (single-coded or multi-
coded). Each response in the question being asked is only allowed if the response is selected (or the
definition is true) in all the applied response restrictor entries.

It is possible to negatively apply a response restrictor. This means that the response is available if
the response is NOT selected in the restrictor.

It is usual for some responses (for example "None" or "Don't know") to be set to ignore any response
restrictors because these should always be available for selection.

Applying a response restrictor does not alter who gets asked the question (routing).

Variables

Variables introduction

Variables contain data constructed from other questions or variables. There two types: with
responses, and with values.

All entries are stored in the Project master (QDF) file.

Variables can be added from the Main window, by using the [Insert] menu, toolbar button, or the
context menu (right click).

Details about the new variable are entered in the Entry details window. This window is used to add
and update all entries, except program entries. For variables, see Entry details, variable.

You do not need to close the Entry details dialog box after each new entry is inserted because there
are toolbar buttons to add more new entries.

The order of entries in a project is very important, see Reference Manual, Entry rules, Entry order.
See Project components for a brief introduction to variables.

Variable usage
The administered questionnaire mainly comprises these entries:

e Question entries that define the questions to be asked and response lists for closed questions.

o Filter entries that define subsets of the data and that can be applied to questions so that not all
questions are seen by all respondents.

Response filters can also be applied to questions with response lists so that not all responses are
available for all respondents.
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There are times when the above entries (questions and filters) are not sufficient to complete the
whole process. For some projects additional entries are needed:

« Variable entries that perform intermediate steps or calculations.
e Program entries that randomize the order of entries.
Variables are also used in analysis reports to combine data in various ways.
There are two main types of variable:
o Variables with a response list (single-coded and multi-coded)
o Variables with a calculated value (integer and float)
The way these two types of variable are defined is exactly the same for all these purposes:
e Routing during an interview
o Consistency checking during an interview
e Making response filters during an interview
e Combining questions for analysis
o Calculations for analysis

Variables with a response list
See Project components for a brief introduction to variables.

This topic describes single-coded and multi-coded variables.

These variables have a response list and are very similar to single-coded and multi-coded guestions
in that a variable can:

o Befiltered, and will be empty if any of the applied filters are false
« Be referred to in exactly the same way as a question in logic definitions and analysis

o Have response analysis settings on the responses

o Be used for sample points or quotas in CATI surveys
The differences are that a variable:

« Is not seen during an interview

e Isnot stored in the data file.
Is recalculated whenever it is needed

Has logic definitions as responses and a text that describes them

Cannot have response input settings on the responses

e Cannot have response restrictors applied to it
Single-coded and multi-coded variables can be created by:

¢ Requesting a new variable entry and adding the responses. Responses can be copied from
questions and pasted into the variable..

o Copying a whole question to a variable. Each response in the variable will refer back to the
same response in the question

e Copying a whole question to the clipboard and pasting as a variable
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Single-coded variables should only be used when each respondent can only be selected for one of the
responses. If a respondent is selected in more than one response definition then only the first of the
responses will be selected in the variable.

Responses can be added by:
« Adding them one at a time and defining the logic definition for each response separately

o Adding a block of responses by choosing an entry and the range of responses, see Variable
responses add

o Adding a block of responses by combining responses from one or more questions or
variables, see Variable responses add

o Adding a matrix of combinations of responses from other questions or variables, see Variable
responses matrix.

Responses can be cut and pasted in a variable and from one variable to another, and from other open
projects.

The last response in a multi-coded variable can be set to R (reject) so that it will be selected if all the
other responses are empty.

For some variables a number of the responses will be set to T (true) so that every respondent is
selected, or F (false) so that no respondents will be selected.

Variables with a calculated value
See Project components for a brief introduction to variables.

This topic describes integer and float variables.

These variables have a value and are very similar to integer and float guestions in that a variable can
be:

o Filtered, and will be "undefined" if any of the applied filters are false
o Referred to in exactly the same way as a question in logic definitions and analysis

The differences are that a variable:
e Is not seen during an interview
« Isnot stored in the data file.
e Isrecalculated whenever it is needed
« Has an arithmetic definition and a text that describes it

Integer and float variables can be created by:
e Requesting a new variable entry and adding the arithmetic definition
o Copying a value question to a variable so that the variable refers to the question
« Copying a value guestion to the clipboard and pasting as a variable

« Creating a new variable to contain the count of the number of responses selected in a multi-
coded entry, see Entry details window menu

« Creating a new variable to contain the score value from the selected response in a single-
coded (or multi-coded) entry, see Entry details window menu
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In both integer and float variables the whole calculation is done using double precision floating point
arithmetic (approximately 14 significant digits).

Integer variables should only be used when the calculated value for each respondent will be a whole
number of less than 10 digits. If a respondent calculated value is not a whole number then it will be
rounded to the nearest whole number in an integer variable.

If any value used in the arithmetic is undefined (missing or filtered) then the calculated value is
undefined. You can set "Treat undefined as zero" so that any missing values will be treated as
having a value of zero.

Amending entries

Amending entries introduction
This section describes the various ways to alter question, filter or variable entries.

To update an entry:
Changing entries

To make a copy of an entry or make one that is very similar to another:
Copying entries

To select the entries to update or cut and paste:
Selecting entries

To add program entries to randomize question order during input and to randomize response lists
during input see:

Randomize guestions and responses

Changing entries
Important: if you have data you must ensure that [User sets] is selected in Project global settings
before making changes to the project.

After selecting the relevant entries from the Main window, you can use the menu, toolbar or context
menu (right click) to:

e [Update] you will see the Entry details window for the first entry selected.
[Rename] you will see the "Entry rename" dialog box.

[Cut] to remove the entries and place them on the clipboard.

[Copy] to place a copy of the entries on the clipboard.

[Delete] to remove the entries from the project.

After the last or only entry selected you can also:
o [Paste] to add the entries from the clipboard to the project.

o [Paste special] to add the entries from the clipboard to the project changing them first with
the "Paste special” dialog box.

Tip: it is also possible to copy and change entries from another QDF. If you have a lot of entries to
copy then you can open both QDFs and switch between them to copy and paste.

Important: if you paste entries that have the same names as existing entries you can choose to:
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e Replace any existing entries with the new ones from the clipboard. The entries will not be
moved; the new versions will be placed where the previous entries were.

e Use "Paste special" to rename the clipboard entries.

If you selected more than one entry for updating you can move between this selected list using the
menu or toolbar on the Entry details window. You can also move up and down all the project entries
using other menu or toolbar selections.

Any changes made to entries using the Entry details window are implemented immediately; use undo
to reverse any mistakes.

Rename is done separately from other changes because the program needs to scan all the other
entries in the project and change any references to the renamed entry. See "Entry rename™ dialog
box.

Entries can be moved by cutting and pasting them back to the new position.

Copying entries

There are various ways to make copies of entries.

When looking at an entry (question, filter or variable) with the Entry details window you can create
an exact copy of it and update it to make a similar entry. The Entry details window will leave the

current entry and show you the new duplicate entry which will have been placed immediately after
the original.

In the same way you can copy any entry from the Entry details window to make a variable from it:

o Copying a question or variable with responses will make a new variable with responses.
Each response logical definition will refer to the original entry response.

o Copying a question or variable with a value will make a new variable with a value. The
arithmetic definition will refer to the original entry.

o Make a new integer variable that contains the number of selected responses in a multi-coded
entry.

o Make a new float variable that contains the score value from the first or only selected
response in an entry.

You can also copy one or more entries to the clipboard and use [Paste special] from the Main
window [Edit] to create renamed copies of them. You can choose a new position for the copies by
selecting the entry they are to follow before using [Paste special].

You can copy and paste entries from other projects. It is usually better to use [Paste special] because
this will tell you if there are any name or reference problems with the pasted entries. This also
allows you to rename the entries as they are copied.

When entries are copied the program will choose a new name for the copy. You can change this if
you want another name.

Selecting entries

You will need to select entries for many purposes including updating, moving, deleting, and also for
analysis. The number of entries selected is shown in the status bar.

You can select one or more entries from the Main window using the mouse or keyboard.
Each entry has a sequence number to assist in locating it in the list of entries.
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The entry list can be sorted on any column and the sorted list can be used when selecting entries.
Remember to sort on the sequence number column afterwards to restore the list to its "natural”
order.

Tip: to locate an existing entry from the list at the Main window, highlight any entry on screen and
then quickly type in the name of the entry you wish to find.

You can select all entries with [Edit] [Select all] from the Main window.

Tip: you can also select all entries by clicking in the status bar on the Main window where the
number of selected entries is shown. Clicking a second time will deselect all entries.

For more complicated selections you can use [Edit] [Select by criteria] that invokes a dialog box.
From the "Entry select™ dialog box you can select entries by:

o Entry names
o Entry types
e Response (answer) types
o Entry references
e Textsearch
Entries selected can optionally be added to, or removed from the current selected list.

Randomize questions and responses
For CATI and CAPI you may want to randomise the order in which certain questions are asked.

This section describes the ability to ask certain groups of questions and responses in a random order
during data input.

Randomizing questions and responses does not alter any data locations and the data is stored exactly
the same as it would be without randomization.

Randomized questions can have randomized responses.

Random response lists

A question with responses can have the "Randomize responses” setting on the Entry details window
to request that the responses are displayed in a random order during data input.

Individual responses can be marked as "Fixed position” on the "Input settings™ tool window so that
they are not moved in the response list.

Random question order

The order that questions are asked in data entry can also be randomized. This is done by adding
entries that surround the questions to be asked in a random order using the "Randomize questions™
dialog box accessed from the Main window menu.

Tip: The randomize question order entries are normally added at the end of the project definition
phase.

Groups and Sets
The program uses these two terms to describe the way randomization is implemented.
A set is one or more sequential entries that are to be shuffled with other sets in the same group.

During data entry each group is inspected in turn and all the sets within the group are moved around
at random, swapping places with each other.
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For example, if there are 5 questions Q1A to Q1E that are to be asked in random order then each of
the five questions will be marked as a set by placing a random entry before and after each of the five
questions. All these five sets will belong to the same group and be identified with the same group
name.

A set is usually a single question but it can be any number of questions with associated variables and
filters.

Any number of sets and groups can be used.
Randomization can be nested - a large set can contain other groups of sets within it.
You are allowed entries between sets in the same group, these entries will not be moved.

Project definition shortcuts

Project definition shortcuts

There are many facilities in the program to make block changes without having to update each entry
individually.

If a questionnaire document already exists:
Import project text

For a bank of similar questions, for example a set of rating scales:
Grid definition

For a repeated block of questions, for example a product test:
Repeated blocks of questions

For global changes to text:
Text updates

For global updates to responses see:
Code frames
Responses block updates

To apply filters or response restrictors to a number of entries at once:
Applied filters block update

Import project text
If the questionnaire already exists as a document you can get the texts from the document whilst
building the project definition.

Text can usually be copied and pasted directly from the document into the relevant edit box on the
Entry details window. Use the standard context menu (right click) to paste text from the clipboard.

If there is a problem with the formatting you may need to copy chunks of the document and paste
them into WordPad selecting [Paste special] and choosing "Unformatted text". You can then copy
the text from WordPad without the formatting.

If appropriate, you can select "Use text to create questions” from the Entry details window New
menu or toolbar to access the "Questions from text™" dialog box. Use the context menu (right click)
from this dialog box to add questions and responses to the project. Other settings can be added as
normal without closing this dialog box.
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Grid definition (bank of rating scales)

We have already seen that individual entries can be easily copied to make similar entries, see
copying entries.

For example to make a set of rating scales:
1. Insert the first one
2. Add the texts and responses with score values
3. Ask for a duplicate copy
4. Change the text; leave the rest as it is
5. Repeat steps 4 and 5 for the remainder of the questions
A whole bank of questions can be created in this way without leaving the Entry details window.

Tip: choose the name for the first question with care. For example if the previous question was Q5,
then use Q6A for the first of the questions. The Companion will then use Q6B, Q6C and so on.

Repeated blocks of questions
Many projects have a block of questions that are repeated for different products or occasions.

To create these you could:
1. Define the first block of questions including any filters and variables
Select all the entries in the block
Copy (to clipboard)
Paste special (from clipboard)
In the "Paste special™ dialog box rename all the entries for the second block
Check to see if any entries referred to need changing and change if necessary
Paste the new entries

© N o g bk~ 0D

Use [Edit] [Text find and replace] from the Main window to change the product or occasion
text

9. Repeat steps 3 to 8 for the remainder of the blocks
Any references in filters and variables within each block will be changed along with the entry names.

Tip: choose the names for the complete block to contain a common identifier. For example, product
1 entries could begin with P1, the second block with P2 and so on.

There is a "Block replace” dialog box available from the "Paste special” dialog box that can rename
all the entries in the block at once.

If you are setting data locations you can choose the starting data location for the entries being pasted
with [Paste special].

Text updates
There are two methods for making repeated text changes:

Text find and replace

Text can be changed globally by selecting the relevant entries and using the "Text find and replace"
dialog box.
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The search can be a simple piece of text or you can use a regular expression. Regular expressions
are a standard, powerful way to select and change particular parts of text. A full description of
regular expressions can be found on the web or in technical books.

You can restrict the text replacement to particular types of text: questions, instructions, responses and
S0 on.

Spelling check

From the [Project] menu you can [Output all entry texts to file] to create a CSV file of all the text in
the project.

The text list is sorted and all the duplicates are removed. This gives a list of all the unique texts used
in the project which can be checked for spelling and grammar errors.

The output actually puts out the texts twice, in two columns side by side. If you open the file with a
spreadsheet program (Excel) you can spell check the second column and correct any errors. This
updated file can then be used to update all the changed texts in the project

For example, if the text "Don't know" has been incorrectly entered as "Dot know" on the last
response of a bank of rating scales it will appear in the list once as:

15 Response Dot know Dot know

The 15 means that this text appears 15 times as the response text in the project. You can change this
row to be:

15 Response Dot know Don't know

If you use this changed file to [Update all entry texts using file] then all the responses with "Dot
know" will be changed to "Don't know". All faulty texts can be fixed at the same time in one update.
Any rows where the second text has not been changed will obviously not be altered.

Language translation
If you need a copy of a project in a different language you can use the [Project] menu:
1. Copy the project master file
2. Output all entry texts to file
3. Update the second column to be the new language equivalent
4. Update all entry texts using file in the new master file.

This is a very safe method because the master file is not changed by hand; all the changes are done in
the spreadsheet file.

It is also very efficient because each text is only translated once.

Code frames
A code frame is a response list that has been created for an open ended question.

Code frames are used when it is not possible or practical to set up a complete response list before
data collection starts.

A character or verbatim question is used to collect response texts and these are later "coded" into a
response list.

See Reference manual, Files, Response texts file for details of the way code frame files are laid out.
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Using the Main window [Project] menu you can [Get response texts from file] which will update the
response texts in any number of questions or variables in one update. Where two or more entries use
the same coded response list these only need to be listed once.

The is a "safe” update. It will only change the texts for responses; all other settings for questions and
responses remain unchanged.

Brand lists

Where identical long lists of responses are needed in a project, for example a brand list, it is good
practice to keep this list in a Response text file. New brands will only need to be added once to this
file and all relevant questions can then be updated together.

Responses block updates
Sometimes you will want to make the same changes to a set of questions with similar response lists.

These are done with the "Responses block update" dialog box.

Supplemental rejects

The "Rejects" tab allows you to amend the supplemental reject response for all selected entries with
a response list. You can:

o Remove all the supplemental rejects from the selected questions that have one

o Add a supplemental reject to all the selected questions that do not have one

o Choose the response text for any new reject responses

. Ch?]ose to suppress these responses in analysis if there are no respondents who need to be put
in them

Score values
The "Score values" tab allows you to amend the score values for all selected entries with a response
list.

The entries are grouped so that any entries with identical response lists only appear once. Selecting a
group allows you to see the response list texts and any changes made will affect all the entries in the
group. You can:

« Remove the score values from the entries
e Add score values to relevant responses

e Having set the first score value you can use "Ascending" or "Descending” to set the
remainder with each score value being one more or one less respectively

e Ask the program to set the score values by inspecting any values found in the response texts
Refuse input

The "Refuse” tab allows you to amend the "Refuse input” setting for all selected entries with a
response list. You can:

o Set "Refuse input"” for all responses that do not have a response text set
e Remove the "Refuse input" setting from any response that does have the response text set
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Applied filters block updates

Applied filters and response restrictors can be amended on a number of entries at the same time
using the "Applied filters block update” dialog box.

For all selected entries you can in addition to any filters already applied:
o Apply afilter entry
o Apply negative filter entry
e Apply a response restrictor
o Apply a negative response restrictor
e Choose one or more applied filters to cease to be applied to the entries

Finishing a project

Finishing project definition
The final checks that should be done to a questionnaire include:
« Output all the text to check for spelling and grammar, see Text updates.
If entering data:
e Use test input to check the routing
o Freeze the data locations by selecting "User sets™ in "Project global settings™ dialog box

If data has been supplied:
o Run a full edit check for "Data not referenced by any question™ and other errors
e Run a Data summary report and check it
You will want to produce a document from your questionnaire definitions:
Printable questionnaire

Tip: if you are working on a large questionnaire you are advised to save the changes periodically
using [File] [Save] or the toolbar button from the Main window:

Saving a project

Printable questionnaire
This section describes how to view or print your defined questionnaire.

From the Main window menu you should choose [Project] [Print questionnaire for interviewing]
which invokes the "Report file type" dialog box.

You can output an XML file of the project but usually you will want to use one of the built in output
styles that produce an HTML file:

« Interviewer questionnaire
e With data locations
« Without data locations

e Checking questionnaire that includes filters and variables
« With data locations
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« Without data locations
« Interviewer instructions list
o Simple entry list
You can also use an XSLT file that you have created to control the HTML output.

Saving a project

It is important to save the project when you have changed it because only one person can update a
project at a time. If you have changed it, then other users will not be able to change it until you save
your changes.

If you have changed a project by mistake you should use [File] [Abandon changes and open again]
from the Main window to restore and unlock it.

When working on a project you should save it occasionally in case there is a power failure or other
problem. Do not save too often because each time you do a copy is created.

Remember to freeze the data locations in [Project global settings] before entering any data in a
project.

Unicode file
The project can be saved as a Unicode master file to preserve the text in any language.

Use [File] [Save as] to save the master file as Unicode or as a normal character file.

Classic users will need version 2007.2 to read a Unicode master file. This includes QPSMR Input
and QPSMR Telin as well as QPSMR Insight and QPSMR CATI.

Archive folder

Whenever a master file is saved, a copy of the file from disk (without the changes) is saved into a
sub-folder called Archive that is created automatically.

If you make a lot of changes to a project you may want to clear out some of the older copies of the
master files.

Meta-data export

The project can be saved as an exported script for use with other research programs, see Project
export.

Project export
See also Data exporting for how to export only the data.

From the Main window menu these meta-data exports are usable with (a simple copy of) the original
raw data files. For this reason they only access raw data which is actually stored (questions and
filters).

You should normally store filters in a data location so that they can be used in the target program..

IMPORTANT: Verbatim questions are not exported, and derived variables are not exported except
by the CL (STP) export.

Some exports require the raw data to be in a compatible format. If this is not the case you should:
1. Export the data to a portable CSV file
2. Copy the QDF and open it
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Change global data location setting to "User sets"

3.
4. Change the global and entry settings as required
5. Save the new QDF and using it:

6. Open the CSV data and save to a new raw data (ASC) file

TIP: If you want to export variables with the data these need to be turned into questions in the new
QDF.

From the Main window menu you can save the project details in the following formats which can be
used with existing raw data files created with this project:

Triple-s XML save

The project can be saved (exported) as a triple-s XML file if the data layout conforms to the triple-s
specification.

A triple-s project will only contain the basic information because many of the settings in the
Companion are not included in the triple-s specification.

You can choose not to export unallocated responses with a control setting in project global.
Compatible format:
o Character data (not binary)
e One long record per questionnaire (not cards)
« Single-coded questions must have a width (not individual response locations)
o Multi-coded questions that use individual data locations must use consecutive data locations.
« Filters should be stored in the data if you want to export them
CL STP save
The project can be saved (exported) as a CL script (STP) file for use with QPSMR CL or MRDCL.
This will contain all the relevant information about the data including filters and variables.

All project formats are compatible with the CL export.

SPSS script SPS save

Compatible projects can be saved (exported) as an SPSS script (SPS) file. This export will ask for
the name of the raw data file to be included within the script.

You can choose not to export unallocated responses with a control setting in project global.
Compatible format:
e Character data (not binary)
e One long record per questionnaire (not cards)
e Single-coded questions must have a width (not individual response locations)
o Filters should be stored in the data if you want to export them
Quantum RUN save
The project can be saved (exported) as a partial Quantum script file.
All project formats are compatible with the Quantum export.
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You may want to store filters in a data location so that they can be used in the Quantum script.

Spreadsheet files

Spreadsheet file introduction

A spreadsheet file describes a method of storing two dimensional data such as a worksheet or a
spreadsheet. Each row contains data for one record and the columns have headers in the first row
that identify the contents of each column.

A spreadsheet file can be:
e ACSVfile
o A worksheet in an Excel file with headers in the first row and records in the remaining rows
o Asingle table (tier or level) from an XML file

The name CSV means "Comma Separated Value™ although some countries do not always use a
comma to separate the columns and for Unicode files the tab character is recommended.

Spreadsheet files have many uses:

e A convenient way to store data from a project. In this case the columns are the questions and
the rows are the answers for each respondent with the serial number in the first column. The
headers are the question (entry) names with "Serial™ as the header for the first column.

e A convenient way to store lists from the program. In this case the columns and rows will
depend on the output.

e Spreadsheet data can be copied to, and pasted from, the clipboard. In this case a tab character
is normally used as the delimiter.

o Spreadsheet files can be read by most spreadsheet and database programs.

A more detailed description of the way CSV files are stored can be found in the Reference Manual,
Files, CSV files.

Spreadsheet files can be viewed, edited, sorted, reordered, and selected parts copied (extracted):
Raw CSV file view explained

Raw CSV file view explained

[Data] [Raw file view] [CSV file view] from the Main window opens a "Raw CSV file view"
window.

It is used to view spreadsheet files as they are stored on disk.
This window makes no reference to any of the entries in the project and every cell is treated as text.
This window has facilities to:

e Change individual cells

e Add new rows and delete rows

« Rename the headers

« Sort the order of the rows

o Change the order of the columns
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o Extract (copy) part of the data to view or save

Locking and Archiving
Once any changes (edits) have been made to the file it is locked; other users cannot open it until it
has been saved.

It two people already have the file open and one of them has changed the file (and locked it), then the
other user is not allowed to alter the contents.

When a file is saved, the previous version of the file is copied to the Archive sub-folder. If you make
a lot of changes to a project you may want to clear out some of the older copies of the data files.

Data

Data introduction
This section describes how the answers given by respondents are stored in a data file.

The raw data structure set in [Project global settings] determines which type of data file will be used.

The terms "data" and "raw data" refer to the same information or file.

Important: a data file is no use on its own. The data in it is only accessible when you have a
matching QDF file with entries that describe where, and how, the answers are stored. This will
usually be the same QDF that was used to collect the data.

The term "raw data" refers to how those answers are actually stored in a data file, see:
Raw data introduction

The term "data™ is used to refer to the answers to questions, see:
Handling data introduction

Handling raw data

Raw data introduction

A data file contains the answers for some or all of the questionnaires in a project and will usually be
stored in a raw data file.

This section describes how data is stored in raw data files and how data can be viewed as raw data.
To clarify the distinction between "raw data” and "data":

o Raw data is the actual storage method of answers in a data file
« Data is the answers given to questions
For normal projects the program takes care of the raw data structure and allocating data locations.

This section is intended for those needing to import or export raw data files in a particular layout so
the answers to questions must be stored in particular data locations.

If a project is processed entirely with QPSMR Classic and Companion programs you can skip the
rest of this section.
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Raw data structure
The raw data structure is set in [Project global settings].

Unless you have to lay out the data to match a predetermined data location layout (map) you can use
the default data structure of "One line per questionnaire” and "Character” data.

For CATI surveys and those with a lot of data (including repeated or continuous surveys) you may
wish to increase the serial number width to 7, 8 or 9 digits.

Storage method
There are three methods of raw data storage:

cSvV
For details about CSV files, see earlier section Spreadsheet file introduction.

The Companion can read any spreadsheet data but can only output data in CSV format.
These data files are compatible with QPSMR Classic portable CSV files as used for data handover.
CSV data files should have a column labelled "Serial™ and do not contain a job number (see below).

Character

Character data storage is the usual method, and the data is stored as recognisable characters (numbers
and letters) in a Text Document file (TXT) with the extension ASC or UNI.

Important: When working with ASCII data you must ensure the order of codes set under [Project
global settings] begins with a code 1.

Character data can be stored in a raw data file as:
e ASC (character fixed format)

e UNI - the same as ASC except that Unicode encoding is used. This will allow Far East
characters to be used in a fixed format character file. This file type cannot be used with
Classic programs.

Binary
Binary data storage is sometimes used for compatibility with older market research programs.

Each data location can contain letters and numbers, but can also contain up to 12 independent codes
usually called VX0123456789. There are other names for the X and V codes, for example
Y X0123456789 or BA0123456789. Letters are stored as a particular set of codes.

The V and X codes on their own are actually the characters "&" and "-" respectively.

Binary data can be more efficient for multi-coded questions because up to 12 answers can be placed
in each data location.

Binary data can be stored in a raw data file as:
e CBA (Classic binary)
e CBE (Quantum binary)
e CSI (360 column binary, fixed record length)

The method chosen does not alter the contents as far as raw data structure and the answers to
questions are concerned. It only alters way this data is stored in the file.
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Job number

A few characters can be placed on every line of data to identify the survey. The survey to which a
data file belongs can then be identified by inspecting the job number. A job number is not necessary
if data files are named appropriately.

Serial Number

Every survey must have serial numbers - all questionnaires should be allocated a unique number.
For paper surveys the serial number is used to match the data record with the paper document.

A serial number is placed on every line of data to identify the questionnaire to which the data
belongs.

One line per questionnaire
The raw data for each record (questionnaire) is stored on one line.

Each line should have a unique serial number, usually in the first few data locations.
Sometimes there will be job number that is repeated on every line.

The data locations for questions are in a "fixed format"; they are in the same place for every
questionnaire.

The first few columns on each line (card) are usually reserved for identification purposes:
e job number (optional) - is the same on every card in the data file
« serial number - is the same for every line relating to a particular questionnaire
This method can be used with Character data storage and Binary data storage.

Multiple lines per questionnaire
The data for each record (questionnaire) is split into "cards". Each "card" has 80, 99 or 999 columns.

Data locations do not run in a continuous sequence.

The first few columns on each line (card) are usually reserved for identification purposes:
e job number (optional) - is the same on every card in the data file
« serial number - is the same for every line relating to a particular questionnaire
e card number - identifies which card this is (between 1 and 999)

Important: no questions can be split over cards except single-coded and multi-coded questions with
"Individual locations™ for responses.

This method can be used with Character data storage and Binary data storage.

Card Number
Each line has a card number to identify which line (or card) the line represents.

Card types

A project can use up to 999 cards (lines) per questionnaire. These can be fixed or optional. Optional
cards can be missing if there is no data on them.
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Data locations

Unless you have to lay out the data to match a predetermined data location layout (map) you can
select the default of "Program sets" in the "Project global settings"” dialog box and the program will
lay out the data locations for you.

For CSV data files the data locations are not important. For these files the question names are used
as headers to access the data.

The answers to each question are stored in a particular set of data locations, for example a character
question that holds up to 10 letters (including spaces) could be stored in data locations 141-150.
There is also an option to store filters in a data location.

Tip: to view the Data locations used, use [Project] [Data locations view] from the Main window.

One line per questionnaire

The raw data for each record (questionnaire) is stored on one line and the data locations are
numbered 1, 2, 3, and so on.

The first few data locations on each line are usually reserved for identification purposes, see Raw
data structure.

The record length is the last data location used.
Multiple lines per questionnaire

Last 2 digits
Each "card" has 80 or 99 columns.

A data location is a card number followed by a two digit column number:
e 101 (card 1, column 1) is the first available data location
e 199 (card 1, column 99) is the last available data location on card 1
e 99999 (card 999, column 99) is the last available data location

Data locations do not run in a continuous sequence, for example there is no data location 200
because this would be card 2, column 0.

With 80 column cards there are no data locations 181-200 because that would be card 1, columns 81
to 100 and there are only 80 columns per card. 201 is correct because that is card 2, column 1.

The first few data locations on each line (card) are usually reserved for identification purposes, see
Raw data structure.

The record length is the number of data locations allocated for each card (80 or 99).
Last 3 digits
You can choose (in Project global) to use the last 3 digits as column number.
Very Important: if you do this the project cannot be used with QPSMR Classic programs.
Each "card" has up to 999 columns.
A data location is a card number followed by a three digit column number:
e 1001 (card 1, column 1) is the first available data location
e 1999 (card 1, column 999) is the last available data location on card 1
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e 999999 (card 999, column 999) is the last available data location

Data locations do not run in a continuous sequence, for example there is no data location 2000
because this would be card 2, column 0.

The first few data locations on each line (card) are usually reserved for identification purposes, see
Raw data structure.

The record length is the number of data locations allocated for each card (up to 999).

Matching data locations
Use this section when you are:

« Defining a questionnaire to access a fixed format character or binary file that already exists

o Defining a questionnaire so that any data collected will have a particular layout that you must
follow

In either case, you need a data map or a questionnaire with data locations on it.
For CSV data the entry names are important, not the data locations.

In order to match data locations you will need to select "User sets™ in [Project global settings]. You
will also need to set the raw data structure as binary or character and set the data location for the
serial number to be stored. For multiple lines per questionnaire you will also need to set the card
number location and list the card types that you will be using.

We now need to look at each type of answer to questions and how these might be stored:

Single-coded
This answer is a single selection from a list of responses.

Single-coded responses are normally stored as a number of up to 3 digits to represent the response
number selected.

The first data location is specified, along with the width (1, 2 or 3). The width determines the
maximum response number, for example a width of 2 can hold up to 99 responses.

The response numbers are stored on the right hand side in the data location allocated.
See Reference Manual, single-coded answers.

Individual response locations
In this case each response is allocated its own location and code, written as location/code, for
example 123/5.

The first data location is specified and each responses location is held relative to this first data
location. Changing the first data location will move all the responses.

Each data location can store up to 10 or 12 responses, depending on whether the extra codes X and V
are being used. X and V are sometimes called A and B.

The default code settings are 1234567890 but can be extended to 12345676890XV or
VX0123456789 in [Project global settings].

In character data X is "-" and V is "&".

Multi-coded
This also has answers from a list of responses, but in this case more than one response can be given.
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Multi-coded questions are usually stored as two or more numbers of up to 3 digits to represent the
response numbers selected.

The first data location is specified, along with the width (1, 2 or 3), and also the maximum number of
answers (repeats) that can be given for each questionnaire. This is sometimes called a "spread field".
As an example, a multi-coded question with 999 responses and maximum responses of 4 would

need 12 consecutive columns; four 3 digit numbers.

The response numbers are stored on the right hand side in the data location allocated for each repeat.
See Reference Manual, multi-coded answers.

Individual response locations

In this case each response is allocated its own location and code, written as location/code, for
example 123/5.

The first data location is specified and each responses location is held relative to this first data
location. Changing the first data location will move all the responses.

In binary data each data location can store up to 10 or 12 responses, depending on whether the extra
codes X and V are being used. X and V are sometimes called A and B.

The default code settings are 1234567890 but can be extended to 12345676890XV or
VX0123456789 in [Project global settings].

In character data only code 1 can be used in each data location, so each response has its own data
location written as location/1.

Integer
Integer answers are stored as a number of up to 9 digits to represent the value given.

The first data location and width are specified and the answer is stored on the right hand side in the
data location allocated.

See Reference Manual, Integer answer.

Float

Floating point answers are stored as a number with a decimal point of up to 20 digits, to represent the
value given.

The first data location and width are specified and the answer is stored on the right hand side in the
data location allocated.

The decimal point will not be stored in the same place in each record.
See Reference Manual, Float answer.

Character
Character (text) answers are stored as a number of up to 250 digits to represent the text given as the
answer.

If the raw data structure is "Multiple lines per questionnaire”, the answer cannot be broken, so the
maximum width is about 70 characters depending on the number of data locations reserved for data
structure information (serial and card numbers).

The first data location and width are specified and the answer is stored on the left hand side in the
data location allocated.
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See Reference Manual, Character answer.

Date

The date is stored as YYYYMMDD, so the width is fixed at 8 and only the first data location is
specified.

See Reference Manual, Date answer.
Time

The time is stored as HHMMSS, so the width is fixed at 6 and only the first data location is
specified.

See Reference Manual, Time answer.

Verbatim

The answers to these questions are not stored in the fixed format data file and no data locations are
allocated.

Do not use verbatim questions unless you are going to "code" the answers into an open-ended multi-
coded question before data delivery.

See Reference Manual, Verbatim answer.

None
There is no answer to be stored, so no data location needs to be specified.

Filters

Filters can optionally be stored in the raw data when a record is saved. One data location is used and
the value stored is:

0 (zero) if the filter is false
1 (one) if the filter is true

Raw data view explained
[Data] [Raw file view] [Data file view] from the Main window opens a Raw data view window.

To view raw CSV or spreadsheet data, see earlier section Spreadsheet file introduction.

It is used to view raw data files as they are stored on disk as fixed format character or binary. This is
normally only necessary if the raw data file has come from another program and the contents are
uncertain or the structure of the records is faulty.

This window makes no reference to any of the entries in the project. It does use Project global

settings for the raw data structure. In particular the serial data location is used. The card number

data | ocation and valid types are also used,
global settings].

For details of file types, see Reference Manual, Data file.

Purpose
The Raw data window can be used to:
o Determine the file type (ASC, UNI, CBA, CBE, CSI) by inspecting the contents

e Check for invalid serial numbers
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Count the total number of lines and find the longest line length
View the lines of data in a scrollable window
Inspect the contents of particular data locations by clicking in the display
Overtype data with new contents (edit the file)
Delete lines and add new lines
Use find and replace in particular ranges of data locations
Collate serial numbers:
« Sort into serial number order
e Check for duplicate serial numbers
Tidy the (collated) serial numbers by:
« Replacing faulty serial numbers with valid numbers
e Replacing duplicate serial numbers with new numbers
e Replace all serial numbers with new ones or add serial numbers to a file without them
List the (collated) serial numbers
Save the viewed file to another type of file to convert one file type to another

Produce a hole count of the data displayed

If the raw data structure is "Multiple lines per questionnaire™, it can also be used to:

Check for invalid card numbers
Collate and:
o Put together all cards for a serial number and display as one long line
e Add any missing cards

As well as the above main facilities, there are options to:

48

Change the treatment of the file:
e Accept blank lines as valid
o Set the line length and ignore padding at the ends of lines (CSI only)
o Expand all lines to the same length (CSI only)
e Split (coll ated) serial number | ines

bac

guestionnaire” is set in [Project global

Sort the lines by:

e Position in file

« Serial number

« Serial and card numbers
Highlight lines with faulty serial or card numbers
Highlight (collated) lines with faulty serial numbers
Set fonts and colours used
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e List codes used for ASCII characters in binary data

View intersect lines

If the mouse is clicked in the data display, then intersect lines appear in the window. These are a thin
coloured vertical line and two thin coloured horizontal lines.

The intersect lines allow you to follow a particular row or column when scrolling through the data.
They also allow you to examine the contents of a particular place in the data.

The character between the horizontal intersect lines and to the right of the vertical intersect line is the
one selected and the status bar shows for the column selected:

e The serial number of that line
e Thecardnumberof that I ine, i f "r; Multiple |lines
e The data location of that column
e The line number
The contents of the selected column and the next 9 columns:
e Asten characters
e As ten binary; the codes for each data location in turn are enclosed in square brackets
The arrow keys can be used to move the intersect lines in any direction to change the columns
displayed in the status bar.
Collating
This term is used for the ordering of serial numbers and:
« Sorts the data into serial number order
o Checks for duplicate serial numbers
If the raw data structure is "Multiple lines per questionnaire" it can also be used to:
e Check the cards found for each serial to see if any are duplicated or missing

o Lay out each serial as one long line by placing cards in the correct block of data locations, for
example card 2 into 201-280 (or 201-299). Note that the first 100 columns are blank because
there is no card 0.

Editing
It may be necessary to edit the raw data to fix problems with the raw data structure.

Data in the Raw data view window can be altered by over-typing with new contents. To prevent
accidental over-typing there is a menu item in [Edit] that needs to be checked first .

The is also a [Find] module that can be used to search for a particular set of characters. The search
can be confined to a specified range of data locations. In this way, the search can be confined to the
data for one question or to only look at serial numbers or card number locations.

The found contents can be replaced with new contents and there is a [Replace all] to make global
changes to the raw data file.

Locking and Archiving
Once any changes (edits) have been made to the file it is locked; other users cannot open it until it
has been saved.
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It two people already have the file open and one of them has changed the file (and locked it), then the
other user is not allowed to alter the contents.

When a file is saved, the previous version of the file is copied to the Archive sub-folder. If you make
a lot of changes to a project you may want to clear out some of the older copies of the data files.

Change serial numbers
Every record (questionnaire) should have a unique serial number. The serial number must be
numeric and can be up to 9 digits long.

The serial numbers are stored in each record in the data file in a particular range of data locations
specified in "Project global settings" dialog box.

This section describes how to add or change all the serial numbers in a data file using the Raw data
view window.

This window can:

« Allocate serial numbers

o Change serial numbers
It also allows you to allocate new serial numbers when there are problems:

o Faulty serial numbers (not a number)

o Duplicate serial numbers. The same serial number is used on two different records
If the raw data structure is "Multiple lines per questionnaire" it can also be used to:

e Add missing card types

When used, new serial numbers will be placed in the data locations set in [Project global settings]. If
the data already has serial numbers in these locations it will be replaced.

The new serial data location width must be large enough to hold the new serial numbers generated.

Adding serial numbers

This section describes how to add serial numbers to a data file that does not have them, or if the
serial number is not a number (it contains letters).

« Set the data location start and width (number of data locations) for the new serial numbers in
[Project global settings.] Make sure that there is no data stored in the chosen space.

e Open the data file. It will complain about faulty serial numbers (they are all empty) and
duplicate serial numbers (they will all be treated as zero).

e Collate the file. This will not alter the order of the records because they all have the same
serial number.

« Tidy the file to replace (add) the new serial numbers. The records are given sequential
numbers starting at the number you specify.
Changing serial numbers
This section describes how to change serial numbers in a data file.

o Set the data location start and width (number of data locations) for the new serial numbers in
[Project global settings].

This may be the existing serial number location or it can be a new location. If it is a new
location then make sure that there is no data stored in the chosen space.
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e Open the data file.
« Collate the file.
You can now instruct the program how to change the serial numbers. You can:
o Allocate new sequential numbers
e Add a constant value to each serial number
o Merge together two number values that already exist in the data
Merging data files

If two or more files are to be put together, it is important that every record in the combined file has a
unique serial number.

If you need to merge two data files that use the same serial numbers you can alter the serial numbers
in one file by adding a constant value to then all as described earlier.

For example, adding 1000 to serial numbers 20 to 450 will replace them with 1020 to 1450. In this
way, the original serial numbers can still be retrieved.

For repeated projects with a wave number, you can make a new serial by merging the wave number
and the serial number together to make a new serial number. For example, if the wave is 2 digits and
the serial number is 5 digits then wave 2, serial 158 becomes serial 0200158.

Raw data convert
This is done in the Raw data view window.

When a raw data file is saved from this window, it is the file as it is being viewed that is stored.
This enables raw data files to be copied and changed as follows:

e Sorted and collated

« Serial numbers allocated or changed

o The file type changed, for example CBA to CBE
If the raw data structure is "Multiple lines per questionnaire” it can also be used to:

o Correct the raw data structure

Important: if a binary data file (CBA, CBE, CSI) is saved as a character data file (ASC, UNI) then
any multi-codes that are not valid ASCII characters will be replaced with DEL. Do not do this
unless you are certain that there are no such multi-codes in the data.

See Reference Manual, Files, Data file for more information.

Tip: if "Multiple lines per questionnaire™ is set, you can make sure that every card type is present in
a saved data file by making them all "fixed" and using [Collate] [Tidy collated file or change serial
numbers] to add all the missing cards.

Hole count
A hole count is requested from the Raw data view window.

This shows a summary count of the raw datafile. 1 t i s call ed a &rdquor; ho
originally it would have been a count of the holes in binary data punched cards.

If the raw data structure is "Multiple lines per questionnaire", then the hole count should be produced
after collating.
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For each data location (column) it shows the count of the number of lines that contain:
e Blank or empty
e Any contents
e AnydigitOto9
e Anyletter Ato Z
o Other contents (not a digit or letter)
It also shows the number of lines with particular codes in each data location:
e Code V (for character data this is ampersalil
e Code X (for character data this is minus &rdquor;-&rdquor;)

e Code0
e Codel
e« Code?2
e« Code3
e« Code4
e« Code5
e Codeb
e« Code7
e Code8
e« Code9

For character data only, one of these can be present in each. For example, to be counted as code 3
the column must contain the digit &rdquor; 3".

For binary data each column can contain up to 12 codes, so a line can appear in more than one row.
Letters and symbols are also represented as codes and will be shown.

For binary data one further count is shown:
e Multi (those with more than 1 of the 12 codes in this column)
A hole count can be copied to the clipboard for pasting into a spreadsheet program.

A hole count can also be printed and there is a facility to reduce the font size for large files where the
figures may not fit on the page.

Handling data

Data handling introduction

Data is the name given to the answers to some or all of the questions in a project and will usually be
stored in a raw data file.

This section describes how data is stored in data files and how data can be viewed. To clarify the
distinction between the data terms used

e "Meta-data" is the questions themselves
o "Raw data" is the actual storage method of answers in a data file
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o "Data" is the answers given to questions
For details on how meta-data is defined, see Project definition introduction.

For details on how the questionnaire data is stored in raw data files, see Handling raw data, Raw data
introduction.

Data files should always be checked before use in analysis. This will check the data file itself and
will also check the project question definitions. The data can also be cleaned to remove unwanted
and faulty answers, see:

Checking data
A data file can be viewed and edited, see:

Viewing data
The data can be listed or exported to a CSV file:

Exporting data
See also the separate section on:
Weighting data

A summary report giving the number of respondents in a data file selecting each answer can be
requested:

Data summary

Checking data

From the Main window you can use [Data] [Check data file]. You will be asked for a data file to
check and then be placed at the "Data check" dialog box:

The checking is done in two or three phases. You are given the option to change the error checks to
perform in phase 2 after phase 1 is completed. The third phase is optional and "cleans" errors as they
are found.

Automatic cleaning does not deal with missing data, it only removes faulty or unwanted data.
The data file itself is not changed until it is saved; it is only the data view that has been changed.

Phase 1 (open data file)
This phase is automatic and is done when the file is opened.

The whole data file is read and collated, and each serial is checked and cleaned. This first phase only
deals with structural problems and will only clean data that is not recognisable for the type of
question.

This first phase lists the number of times the following errors occurred:

« Raw data structure errors. This refers to faulty serial and card numbers. Some data lines may
have been ignored.

o Faulty data (not a number). For questions that should have a number stored in the data, the
contents are not a valid number. These questions will be made empty.

« More than 1 response in single-coded. There is more than one response to a single-coded
question. Only the lowest numbered response will be kept and used.

« Data not referenced by any question. This is an important check and will tell you if any
questions or responses are missing from the project.
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Important: when a multi-coded question with individual response locations is checked in a
Character data file, any 0 codes in the same data locations as the 1 codes used by the question will be
ignored and not listed as not referenced data. This is done because some programs putaOor 1in
every data location for such questions. Companion only uses the 1 code and will only store the 1
code if the data is saved.

Important: when a multi-coded question or single-coded guestion without individual response
locations is checked in a data file, any 0 values will be ignored. This is done because some programs
use a zero to mean empty. Companion only uses the valid response numbers and will not store a
zero for empty.

If there are any errors in this phase you should use the Raw data view window to look at the raw data
file and correct any problems with the data or the question definitions before using this facility again.

This phase only looks at the question data; it does not check filters and variables.
View open error log
Any errors encountered during phase 1 are kept in a Data error log.

When viewed, this shows an "Error log" dialog box with a list of the errors found, each with the
serial number, entry name, and fault found.

The log can be sorted, printed and copied to the clipboard for pasting into a spreadsheet program, for
example Microsoft Excel.

Phase 2 (check data)

This is used to check the raw data file against the questions in the project and report any errors. This
is sometimes called a "report edit".

Check data can be repeated as often as required (with different checks) on the opened raw data file.
Before running each time you can:

o Select the entries to be checked from the Main window and only report faults in those
selected questions

e Choose whether to include ZZZ entries in the checking

For every serial it goes through all the entries and reports any errors. The entire data file is always
checked.

You can choose which types of fault are reported. When checking is completed, you can view the
error log and view the data with the errors marked.

The errors that can be reported are:
o Hold filters true. These are used to check for inconsistencies in the data.

« Empty data. There is nothing in the entry and it is not marked as blank allowed. For single-
coded and multi-coded questions it also does not have a supplemental reject response.

o Not empty. This question is filtered but does have an answer.
For integer, float, date and time questions:

« Out of range. The answer is not within the range set for the question.
For single-coded and multi-coded questions:
e Out of range. The response number is not in the response list for the question.

54



User Guide

« Invalid response. The response is marked as a supplemental reject or as a print only.

o Response filtered. Response restrictors are applied to the question and the response is not
valid in one of them.

« Single code response with others. A multi-coded question has more than one response and
one of them is marked as single code only if present.

o Refused input response. The response is marked as not available for input.
« Unallocated response. The response has no text allocated to it.

You can change the types of fault to report from the above list and check the data again, only
reporting the types of fault requested.

View check error log

When the data file has been checked a count of the total number of errors of each type of fault is
shown and a list of errors encountered is kept in a Data error log.

When viewed, this shows an "Error log" dialog box with a list of the errors found, each with the
serial number, entry name, and fault found.

The log can be sorted, printed and copied to the clipboard for pasting into a spreadsheet program, for
example Microsoft Excel.

The log will only show the types of fault requested for the selected questions.

View data

Once the file has been checked, you can view the checked data, see Viewing data.

Any faults reported when the check was done will be highlighted in the Data view window.

When viewing the data you can choose to see all the serial numbers or only those with faults. You
can also choose to only see the selected questions.

The data can be altered and saved from the Data view window.

Optional phase 3 (clean and check data)

This does the same checks as phase 2 above but the data is cleaned as it is checked. This is
sometimes called a "force edit". For a description of the errors, see phase 2 above.

For all questions:
o Hold filters true. Not cleaned.
« Empty data. Not cleaned.
e Not empty. They will be made empty.
For integer, float, date and time questions:
e Out of range. They will be made empty.
For single-coded and multi-coded questions:
e Out of range. The responses will be deleted.
« Invalid response. The responses will be deleted.
e Response filtered. The responses will be deleted.
« Single code response with others. The responses marked single code only will be deleted.
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o Refuse input response. You can choose to leave these responses in the data or to delete them.
o Unallocated response. You can choose to leave these responses in the data or to delete them.

Important: filters and variables are calculated using the cleaned questions (not the original contents
if they were in error).

Important: the data file itself is not cleaned until it is saved,; it is only the data view that is cleaned.
You can view the error log and view the cleaned data as in phase 2 above.

Supplemental rejects

Single-coded and multi-coded questions can have the last response marked as a supplemental (user
defined) reject, see Entry details window. During cleaning of a question with a supplemental reject
response:

o Ifitis filtered and should, therefore, be empty and it has the supplemental reject response set,
then this will be removed and no error will be reported.

« If the question is empty (or is made empty), then the supplemental reject response will be set
and not be reported as empty.

Embedded rejects

Single-coded and multi-coded questions can have a response marked as an embedded reject, see
Entry details window. During cleaning of a question with an embedded reject response:

o If the question is empty (or is made empty) then the embedded reject response will be set and
it will not be reported as empty.

Opening data files
When a data file is opened the program:

o Checks the structure (serial and card) and collates the serial numbers
o Calculates all the filters and variables and checks all the question data
o Supplemental reject responses are added where appropriate
Data opening is done with the Data read user control which is usually in a Open data file dialog box.

These give a variety of methods for finding the file you need:
e The last accessed data file is displayed and can be opened immediately
e You can browse for the file

e You can access a list of previously opened data files in this session. This list also contains all
the data files in the project folder.

« You can prepare a new data file by combining and filtering existing files.

Data memory

Whenever a data file is read a copy of it is held in memory. If you need to access the same file again
the program will use the copy in memory rather than reading the raw file again.

Important: If you access a large data file and you will not need access it again you can use [Data]
[Free data resources] to clear this memory.
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Locking

The program locks changed data files to prevent two users attempting to alter the same file at the
same time.

When you first attempt to update a file, the file date is checked and you may be asked to reload it if
another user has changed it since you started looking at it.

Important: a changed data file remains locked to other users until it is saved.

Viewing data
From the Main window you can:

o [Data] [Update data file]
o [Data [View data file]

You will be asked for a data file to view and then both these options place you at the Data view
window. The menu option "Updating allowed" is set appropriately. You can change this later if you
wish.

The Data view window is used to inspect and change the information in a raw data file.

The checks are the same as those described in Checking data. The [Checks] menu can be used to
turn on or off the checks listed in phases 2 and 3. The data can also be cleaned before viewing, as
described in phase 3.

If any errors are found then a Data error log is displayed with a list of the errors.

This window can also be reached from the "Data Check" dialog box to view the data already
checked.

Data display
The data is listed in a data grid view, with a row for each serial and the entries as the columns.

Any questions that had an error during checking are marked. Any rows with one or more errors are
also marked.

The answers are shown for each question. If they are empty (blank), then a special null display is
used.

For single-coded questions and variables the response number is shown.

For multi-coded questions and variables the response numbers, separated by a space, are shown.
Filters are shown as check boxes that are checked if the filter is true.

You can restrict the row display to only those with errors.

You can restrict the column display to only those entries selected in the Main window. You can also
choose whether to show filters and variables in the display as well as the questions.

Each row contains a serial number column and the serial number is also used on the row header. The
row headers can be changed to show another entry if required.

If you are displaying selected entries, then you can change the entries selected on the Main window
and refresh the display to only show the newly selected entries.

Data changes
The answer to any question can be changed in the Data view window.
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The altered answer is not used until you move away from the cell being changed. When this happens
the new answer is checked. If the new answer is not valid for the question type then the old value
will be restored.

If the new answer is acceptable then the whole row is checked and the filters and variables are
recalculated. Any error marking is redone for this row only.

The checks that are done when changes are made can be selected from the [Checks] menu. See the
"Data check™ dialog box for details. There is also a facility to recheck the whole file using the chosen
checks.

You can choose to clean (force edit) the data by removing faulty answers as they are checked.
Records can be deleted and new ones added.

Important: once a data file has been changed it is locked to other users until it is saved.
Important: the data file is not altered until it is saved. Until then only the view has been changed.
Saving data

The data saved will be as it is shown in the display, as it has been cleaned and edited.

The data file can be saved (and a copy saved in the Archive sub-folder) or it can be saved to a new
data file as:

o Raw data file
e CSVfile

Data summary report

From the Main window you can use [Report] [Summary report]. You will be asked for a data file to
analyse and then be placed at the "Data summary" dialog box.

This dialog box can also be requested from the Data view window to count the data currently being
viewed.

This report i s sloimmeet”i noers "cfarlel geude nac y""t orpepor t .

It is useful for checking missing data, see the "Empty column™ in the entry list. It is also useful for
checking unusual values in integer and float questions.

The "Data summary" dialog box shows a list of entries in the project with the entry text. The list can
be restricted to only those selected on the Main window.

The summary report can be:
e Printed to a printer (or PDF file, with the appropriate driver)
o Output to XML for use with a style sheet, see Reference Manual, Files, Output files

o Output to a file as HTML for use with an internet browser, see Reference Manual, Files,
Output files

o Copied to the clipboard for pasting into a spreadsheet program, for example Microsoft Excel
For filters the display shows:

o Base. The number of records (serials) that are true for this filter
For variables and questions it shows:

e Base. The number of records that pass the filters and should have an answer
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e Empty. The number of those in the base that are empty (blank)

By selecting an entry from the list you can obtain a list of the various answers given to the question,
with a count of the number of times each answer appears in the data.

For single-coded and multi-coded entries, the list shows for each response:

1. Count of the number of respondents with this response
2. The percentage of the base with this response
3. The response number and response text

For other entry types, the list is sorted and shows:
4. Count of the number of respondents with this answer
5. The percentage of the base with this answer
6. The answer text

Empty responses or answers can be suppressed.

A cumulative percentage can be requested to help determine ranges (bands) to be used for later
analysis .

Data exporting
From the Main window you can use [Data] [Export data] to access the "Data export"” dialog box.

This dialog box is used to list the data for individual records and for exporting data to a CSV file.
Using a loaded data file you can then output a spreadsheet report that contains:

o All or selected records using a filter

e Only certain entry types and answer types

o Control the way the contents of the cells are produced

o Choose selected entries to output from the Main window
The type of output produced is described in the Spreadsheet file introduction.

You can save the requested export information for re-use later if you will want to do the same export
again later.

Project exporting
You can also export the entries (meta-data) from the Main window menu to:

o triple-s XML
e CL STP file for QPSMR CL and MRDCL
e RUN file for Quantum
These exports retain the raw data layout and can be used with the existing raw data files.

Weighting

Weighting introduction
The term "weighting" in market research usually refers to one of the following:
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o Respondent weighting: applying weights to individual respondents to rebalance reporting
figures

« Quantity weighting: applying a quantity answer (float or integer) as a weight

e Scores: applying a weight to each response to enable mean score (average) calculations, see
Project components, Responses.

These types of weighting are not mutually exclusive and all three can be used at the same time
during analysis.

Respondent weighting

This refers to the application of a weight to each individual record during analysis so that the figures
produced are based on weighted data. For example when a table (cross tab) is accumulated, the
weight for an individual is added to the relevant cells instead of the value 1.

Respondent weighting is also known as:

o Target weighting: weighting to a full matrix of figures

« Rim weighting: weighting to various targets without the full matrix

e Grossing up or down: simple weighting that gives many respondents the same weight
Respondent weights are applied for various reasons including:

e So that the tables are based on known universe figures

« To rebalance the data to reflect the target population

e To adjust for small errors in sampling

« To make the bases the same as an earlier survey

The weights are calculated by setting targets for particular subsets of the data. The targets can be in
the form of a full matrix or just the rims (rim weighting).

The targets are set using the Weight targets window and calculated using the Weight data window.
The weights calculated are stored in a float question with the other raw data for each record.

You can choose the precision needed when calculating weights. The greater the precision required,
the more computations (iterations) that will be needed.

Important: when data is weighted there is usually some "loss" of information, see Effective sample
size (ESS).

Important: whenever data is weighted the weighting report, including the ESS (efficiency), values
should kept and delivered to the user of the data.

A number of different weight schemes can be allocated to respondents but in general only one of
these can be used for any one report. Usually only one respondent weighting scheme will be used
for each project.

Types of targets
Targets can be set for:

e Overall weighted
e Single-coded entry responses
e Multi-coded entry responses
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o Filters, true and false
o Entry bases, true or false for filtered entries
e An accumulated quantity (integer or float), see important note below

Tip: for full matrix weighting a variable will need to be created with a response for each cell in the
matrix, see Variable responses matrix dialog box.

When the targets are set there is no distinction between the various types of respondent weighting
and you can mix any types together in one scheme.

Where multi-coded and single-coded entries are used you do not need to allocate a target for every
response. For example if the targets are a brand list you could set targets only for the five most
important brands.

Important: When weighting using a value (integer or weight) this does not apply variable weights
depending on the individual values. This facility only grosses up or down treating all relevant
records in the same way.

Separated weighting

Sometimes you need different weighting schemes for different subsets of the data. This is achieved
by filtering the target entries so that those targets are only used for the subset described by the filter.
This may mean duplicating the target variables.

You can mix separated weighting and global weighting within the same weighting scheme.

One common example of separated weighting is a repeat survey where the same or similar weighting
is applied to each repeat. In this case you would set "Keep existing" for previous waves that have
already been weighted.

Two stage weighting

Sometimes the weighting is applied in two stages. The first stage weighting is applied and then
without resetting (preparing) the weights the second stage is applied.

There are two ways to do this:

e The second or subsequent stages are independent of the first. These later stages will cause
the earlier stage weighting to be "distorted" so that the targets for these earlier stages are no
longer met.

e The second or subsequent stages include the first earlier stage targets in addition to the new
targets. In this case the earlier stages are not "distorted".

Failure to achieve targets
If the calculations do not succeed in achieving your targets the usual reasons for failure are:

That there is more than one overall target value and the targets are not the same. In particular you
may have a target for the total sample and separate targets for a set of all-inclusive responses that do
not add to same figure.

Similarly, you have allocated two different targets to the same subset of the data.

You have only allocated percentage targets without any overall control over the required total. This
can cause overall total to spiral indefinitely.
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It may be that you have given it an impossible task. The chances of this happening are higher for
projects with less records or with more rims (target entries). If this happens you may have to
combine some of the responses for weighting.

Effective Sample Size (ESS)

The ESS for weighted data is a very important measure of the "weighting effect".

If data has had respondent weighting applied then there will be some loss of the collected data in the
reports. In the extreme case of some records having a weight of zero or close to zero, then these are
effectively excluded from the analysis.

The ESS is a calculation of the Effective sample size and is always less than the unweighted figure.
The more targets that are used in weighting the wider the spread of weights and the further the ESS
will drop.

In any respondent weighting scheme there will be a variety of weights applied to individual records
and the wider the spread, the more data has been "lost" due to "weighting effects".

Tip: weighting schemes often need to be a compromise between the desirability of using many
targets and not reducing the ESS too far. If the ESS falls too low you may have to consider reducing
the number of targets by not using them or combining them together.

Example of ESS

The ESS is calculated as the square of the weighted total divided by the sum of squares of the
individual weights.

Here is a trivial example:

Supposing five interviews are conducted and they were supposed to be one male and four females.
A mistake was made and one female and four males were interviewed. If target weights are applied
to rebalance to the desired sample then we will have four men with a weight 0.25 and one female
with a weight of 4.0. The weighted tables will still be based on 5 records but it should be obvious
that it does not matter much what the men say because together they only account for a fifth of the
accumulated figures and the single women accounts for four fifths. For this weighting the ESS is 5
squared divided by 16.25 which is roughly 1.5. This means that although the surveys contains 5
records, the tables are really only based on 1 and half records worth of data.

Efficiency

The term "weighting efficiency" is a term used to describe how much data has been retained and not
"lost™ due to weighting effects. It is simply the ratio of the ESS to the unweighted number of
records. For example:

Efficiency of 100% means that no data has been lost.

Efficiency of 75% means that a quarter of the data has been lost.
Efficiency of 50% means that half the data has been lost.
Efficiency of 25% means that three quarters of data has been lost.
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Analysis

Analyse data

Analyse data
There are a number of reports in this version:

Always check a data file before doing any analysis, see Handling data, Data introduction.
For a "hole count"” of a raw data file, see Handling Raw data, Hole count.
For a "frequency count” or a "top line count”, see Handling data, Data summary.
Data prepare
Selecting [Data prepare] when opening a data file, positions you at the "Data prepare™ dialog box.
This allows you to prepare a set of data for analysis. You can:
e Choose one or more data files to be included in the analysis

o Apply a global filter to restrict the analysis to only those respondents that pass the filter
definition.

You can then get a Data summary, combining data from more than one data file and filtered on a
subset of the data.
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Reference introduction

The reference section contains lists of information about the Companion

Useful website addresses:
On-line resources

Information about licences:
Installation and licensing

Information about versions and important notes for users of QPSMR Classic programs (Solo, Insight,

and CATI):
Recent changes

Current functionality

Classic users
A list of rules to follow when dealing with entries:

Entry rules
A detailed list of question and answer types:

Questions

A short description of filter entries and their usage:
Filters

A short description of variable entries and their usage:

Variables
A description of definition syntax:
Logic definitions

Arithmetic definitions

Regular expressions:
Find
Find and replace

Files accessed by the software:
Files

The icons (small pictures) and their meanings:
Icons

A list of windows and dialog boxes in the software:

Windows and dialog boxes
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On-line resources

QPSMR links
Program authors:

Www.netmr.eu
For known problems reported and version information:
www.netmr.eu/news.htm

Screen shots showing the main windows can be found at:
www.netmr.eu/screen_shots.htm

QPSMR Classic programs:
www.netmr.eu/classic/classic products.html

Sales information from the main dealers:
www.gpsmr.ltd.uk

Other useful links
Triple-s standard for Market Research data:

www.triple-s.org

Microsoft C# programming language:
msdn.microsoft.com/vcsharp

Microsoft .NET and Framework information:
www.microsoft.com/net

Microsoft .NET Framework downloads:
www.microsoft.com/downloads

UK organization for Market Research:
www.mrs.org.uk/

European and worldwide organization for Market Research:

WWw.esomar.org/

Installation and licensing

Installation notes

Download

The QPSMR Companion program is downloaded and installed from a website, see on-line resources.
It can be downloaded as a Windows Installer (MSI) file and this file can then be copied to a

computer that is not connected to the internet.

A downloaded version will be restricted to the free modules unless at least one licence file is

activated.
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Licensing

A module licence file is obtained from a distributor and is activated from within the Companion
program using the Tools menu. An activated licence file will enable the licensed modules to be used
on the computer for a period of up to 3 years.

The "extended facilities” version has extra modules that are useful for some projects.

More than one version of the Companion can be installed and used on a computer. Any activated
licences will be available to all versions.

The Companion program should normally be installed under the folder path:
C:\Program Files\NetMR Ltd\

The software can be installed and run from a central server, but we recommend installing it on
individual workstations to reduce network traffic.

A number of "user" files are installed with the software and can be copied for use in another folder.
For details about the licence conditions:
Licence Agreement

For details on how to activate a licence:
Licence details dialog box

For details on how modules are named and licensed:

Licence modules dialog box

Companion Setup
We suggest that all user project files are placed under the folder:

C:\My Projects\
unless a central server is being used.

Many files are created for typical projects, so we recommend that each individual project should be
given a separate sub-folder. For example, a shopping survey that took place in 2006, in January,
could be placed in the path C:\My Projects\Shop200601

After installation you should use [Tools] [Options] to tell Companion:
e The folder where projects are to be stored, usually C:\My Projects

e The location of the file where the list of recently accessed projects is kept. This should be the
same file as that used by Classic programs, usually C:\My Projects\IniQDF.txt

e The location of the Classic program (EXE) to switch to, usually found under C:\Program
Files\NetMR Ltd\

e The program to use for viewing HTML files, for example C:\Windows\explorer.exe
e The program to use for editing HTML files, for example C:\Program Files\Microsoft
Office\Office1l0\winword.exe

Project backup

Whenever a project file (QDF) is saved, the previous copy is preserved in a sub-folder called
Archive.

Users should also ensure that adequate backups to removable media are also made periodically.
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License Agreement

Definitions
AUTHORefers to NetMR Ltd, Cupar, Fife, Scotland.

SOFTWARUtefers to the QPSMR Companion computer program for Market Research.

FREE MODULIE$ers to those modules in the SOFTWARfer which no MODULE LICENGEequired and
are specifically listed as free to use in the documentation supplied with the SOFTWARE

MODULE LICENEH#ers to a licence file purchased by a CUSTOMERat entitles them to access certain
modules in the SOFTWARWithin a range of dates.

ACTIVATED LICEN€fers to a MODULE LICENGEiat has been unlocked and activated on a computer.

DEALEIR:fers to anyone (either an individual or an entity) appointed by the AUTHOROo supply the
SOFTWAR& MODULE LICENCEREUSTOMERS

CUSTOMERfers anyone (either an individual or an entity) who obtains the SOFTWARG&r one or more
MODULE LICENCES

Software Licence

This is a legal agreement between the CUSTOME®Shd the DEALERBY installing the SOFTWARG&r by
activating a MODULE LICENG#a computer you have agreed to be bound by the terms of this agreement
that follow:

1. Grant of Licence
This License Agreement also permits the CUSTOME#R access the FREE MODULEBhe AUTHOReserves
the right to alter the FREE MODULESater releases of the SOFTWARE

This License Agreement also permits the CUSTOME#® access those modules in valid current MODULE
LICENCESpplied by a DEALER

2. Copyright
The SOFTWARIiE owned by the AUTHORInd is protected by copyright laws.

The CUSTOMERust treat the SOFTWARIke any other copyrighted material except that they may make
copies of the SOFTWWREor backup or archival purposes.

The CUSTOMERay not copy the written materials accompanying the SOFTWARM&ithout permission from
the AUTHOR

3. Other restrictions
The CUSTOMERay not alter the SOFTWARIR any way.

The CUSTOMERay not alter MODULBLICENCESS ACTIVATED LICENGE®y way.

The CUSTOMERust take all reasonable steps to keep MODULE LICENCES ACTIVATED LICENGécSre
and only copy them for backup or archival purposes.

The CUSTOMERust take all reasonable steps to keep secret any passwords and keys supplied by a DEALER
for use with MODULE LICENCES
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The CUSTOMERust ensure that any restrictions specified witha MODULE LICEN@fe adhered to. Such
restrictions may include:

1. alimit on the number of users
2. where the licence can be activated and used

3. arange of dates when the licence can be used

Author Disclaimer
The AUTHORIisclaims all responsibility for any use of the SOFTWARBHt is up to the DEALERNd the
CUSTOME#® check that modules are fit for purpose and have performed as expected.

Dealer Disclaimer
The DEALERisclaims all responsibility for any use of the FREE MODULE®is up to the CUSTOME#®
check that FREE MODULEf fit for purpose and have performed as expected.

Limited Warranty

The DEALERarrants that any modules in valid current MODULE LICENGES perform substantially in
accordance with the Help file (CHM) installed with the SOFTWARIer a period of ninety (90) days from the
date of receipt. Any implied warranties on the SOFTWARé&te limited to ninety (90) days. Nothing herein
shall be taken to abrogate the statutory rights of a CUSTOMEPRursuant to law.

Customer remedies
The DEALERa Sy GANB fAFO0AfAGE YR DEAHBRASE OXidz2 ¥ @S SNE KSR
price paid or replacement of the SOFTWAR& MODULE LICENEat does not meet the limited warranty.

This limited warranty is void if failure of the SOFTWAR& MODULE LICENG%s resulted from accident,
abuse, or misapplication.

Any replacement SOFTWAR& MODULE LICEN@H be warranted for the remainder of the original
warranty period or thirty (30) days, whichever is longer.

No other warranties

To the maximum extent permitted by applicable laws, the AUTHORInd the DEALERisclaim all other
warranties, either express or implied, including but not limited to implied warranties of merchantability and
fitness for a particular purpose and quality of service, with regard to software and the accompanying written
materials.

No liability for consequential losses

To the maximum extent permitted by applicable laws, in no event shall the AUTHORY the DEALERe liable
for any damages whatsoever (including, without limitation, damages for loss of business profits, business
interruption, loss of business information, or other pecuniary loss) arising out of the use or inability to use
this product, even if they have been advised of the possibility of such damages.
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Release information

Recent changes
Latest releases are listed first. See also Current functionality.

Version 2011.1
This version uses the Microsoft .Net Framework 3.0.

Changes in this release:
e Export project to SPSS
e Question and response settings now show details instead of "Yes"
o Improved saving of weighting, see Weight save dialog box.

o $serial can be used in filter definitions to refer to the serial number.

Version 2010.2
This version uses the Microsoft .Net Framework 3.0.

Changes in this release:
o New facility to group entries and allocate a colour to the group
« Filters can be stored in the data, see Entry details window - filter

o Supplemental rejects can be ignored when checking data for blank questions
o New Quantum export to match an existing raw data file, see Saving a project

e New Entry list report when printing a questionnaire

Version 2010.1
This version used the Microsoft .Net Framework 2.0.

Changes in this release:
e CSV files can be used as data files (QPSMR Classic portable format)
« All data file opening requests use the same Data read user control

o Easier data file opening with Data ready list and Data prepare

« Data view window has option to filter rows viewed and save only those rows to a new file

e Minor improvements to the Weight data window

Version 2009.2
This version used the Microsoft .Net Framework 2.0.

Changes in this release:

o Data export (data list) has improved entry selection facilities (add, delete and move) plus
individual text or value settings for entries with responses

o New facility to calculate respondent weights using full matrix targets or rims and store them
in the raw data file, see the Weight data window

o New facility to create a matrix of responses, see "Variable responses matrix" dialog box
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« New option to combine short rows when reading a CSV file with the Raw CSV file view
window

« New option to view spreadsheet data from the clipboard
o New option to paste entries replacing existing entries with the same names

Version 2009.1
This version used the Microsoft .Net Framework 2.0.

Changes in this release:
e Project export to STP for QPSMR CL and MRDCL from the Main window menu
o Triple-s XML import uses score values on responses

o Data export (data list) uses filters on output and has new settings for:
« Empty single-coded entries
e Empty multi-coded entries

e Anoption to use 0 or 1 for a multi-coded entry when each response has its own
column

e Questionnaire HTML files (interview and checking) now completed, see User Guide, Project
definition, Finishing a project, Printable questionnaire

e New "Quick multiple Or" and "Quick multiple And" buttons on the Variable responses add
dialog box
« Pasting question responses into a variable creates the definition automatically

e New Replace texts from clipboard menu item in the Entry details menu

Version 2008.2
Changes in this release:

o New Data export (data list) dialog box to output data as a CSV or single tier XML

« New Main window edit option to convert a multi-coded question to a set of single-coded
questions

e The Raw CSV file view window can open a simple XML file

e Reverse order option on the Responses add dialog box

o Paste special can change all pasted data locations by a fixed amount
e Layout changes to Entry details window for filters

Version 2008.1
This version uses the Microsoft .Net Framework 2.0.

Changes in this release:
¢ New menu item to delete columns in the Raw CSV file view

o New Project gobal setting for individual response data locations on new questions
« New button on Data check dialog box to save cleaned data
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Version 2007.2
This version uses the Microsoft .Net Framework 2.0.

Changes in this release:
o New Raw CSV file view window that uses:

e« New Raw CSV file treatment dialog box

e New Rename columns dialog box

o New Data extract dialog box
e The Paste special dialog box has an option to remove references
o Global option to suppress the scan before saving a project
e The Log dialog box error list can be sorted
e The Entry details window for variables has new buttons at bottom for next/previous response
o Data view window menu has some new options
e Raw data view window menu has some new options
e Triple-s XML import and export have been revamped
o Triple-s export includes new option to suppress unallocated responses
« Projects open faster
e Cards can be up to 999 columns (not compatible with QPSMR Classic programs).

Current functionality

Users of QPSMR Classic programs (Solo, Insight, and CATI) should read the later section for
Classic users.

Companion modules available at this release are:

Users without a licence
You can download the software and without a licence you can use the following features.

Triple-s support (no licence required)
Triple-s files (XML and ASC) are an industry standard storage method for meta-data and data.

Load a triple-s XML file to create a project file (QDF) and then:

e View the triple-s raw data file (ASC or CSV)

e View summary counts of the data

e Save (export) the data in spreadsheet format (CSV)

o Output the meta-data to a CL STP script

e Output the meta-data to a Quantum script
From a suitable project file (QDF) you can output a triple-s XML file which can be used with the
project data.

Raw data support (no licence required)
You can view the following types of raw data files:
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CSV files
Fixed format character files
Binary files

The Companion will inspect data files of unknown type to determine the most likely format.

Licensed users

With a licence you can use all the above facilities plus the following features which enhance the
functionality available in the QPSMR Classic programs..

Questionnaire definition
Questionnaire definition facilities are complete and include:

Project files can be created, opened, viewed, checked, and saved

Global settings can be viewed and altered

The entry (question) list view can be sorted by column

Find and replace for entry texts

Block updates of entries to apply filters and response restrictors

Remove references to a selected entry

View data locations and last used location

Output and update of all texts using external spreadsheet file

Print interviewer or checking questionnaire with or without data locations
List interviewer instructions

Block name changes with paste special. Extended facilities licence needed

Block updates of questions to add or remove reject responses. Extended facilities licence
needed

Block updates of questions to set score values. Extended facilities licence needed
Shrink value sizes from imported files to work with QPSMR Classic

Export as triple-s XML if the data layout is compatible

Export as a CL script (STP)

Export as a Quantum script

Export as an SPSS script (SPS) if the data layout is compatible

The same QDF files can be used with both the Companion and Classic programs.

Entries
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Entries can be selected, deleted, cut, copied, pasted, and renamed
Entries can be added, updated, and changes can be undone
Entries can be duplicated

Questions can be created from imported text

Variable copies can be made from any entry
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o Variable responses can be built from other entries using block "or", "and", and "not".
o Variable responses can be built as a matrix from other entries.

e Multi-coded to a number of single-coded questions

o Entries can be put in named groups which can be coloured to identify them

Raw data files
This refers to the raw data as it is stored in a character or binary data file.

Only the global settings in the project are used; entries are ignored and data is viewed by data
locations.

« Raw data file view, sort, edit, add and delete lines

o Ability to edit multi-punched data (binary)

e Find and replace in selected columns

o Collate by serial number

e Add, replace, and combine serial numbers. Extended facilities licence needed
e Produce hole count (summary data by data location)

Raw CSV files
This refers to the raw data in a CSV data file or other file as a worksheet.

The first row contains the headers for each column.
Alternative separators can used and short data rows can be combined together.
The project information is not used; all cells are treated as text (character information).
e Change cells by over-typing
e Add and delete rows
« Re-order, rename and extract selected columns. Extended facilities licence needed
e Delete columns
« Sort and extract selected rows. Extended facilities licence needed

Data files
Companion can read and save data files as:

e Spreadsheet CSV or TXT (Unicode CSV)

e Character ASC or UNI (Unicode ASC)

e Binary CBA (QPSMR Classic), CBE (Quantum binary) or CSI (IBM 360 binary).
It can also read data in an Excel or single tier XML file.

Data checking
Raw data file checking to scan a raw data file against the project and:

o List structural errors: for example serial and card number errors, and faulty data types
o List logical errors: for example missing data, values out of range, and inconsistent data
o Save arevised file with errors fixed and faulty data removed
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e Summary report: aggregated data by question with percentages

Data listing (data exporting)
Produce a spreadsheet report or file from a data file and control:

e Which records are output

« Which entries are output

e How the output is produced for each entry
The specification can be saved and reused.

Data weighting (respondent weighting)
Weights can be calculated to achieve set targets and the weights stored in the raw data file:

e Grossing up or down

o Target weighting (full matrix)

« Rim weighting

o Targets can be set for single-coded, multi-coded, integer, float, and filter entries

Data viewing

Data can be viewed in a data grid, presented in columns with one column per question, one row per
questionnaire.

Question routing (filter application) is applied.
There are various options for which rows and columns to show and any data errors can be
highlighted.

Data summary
Data counts and percentages for each entry in the project.

Licensed users (testing)

Data update
With a data file:

e Add and delete records
e Update individual questionnaire data responses

Classic users
This section is intended for users of the QPSMR Classic programs (Solo, Insight and CATI).

The same project files (QDF) and data files (ASC or CBA) can be used with the Companion and the
Classic programs.

Classic version 2007.2 or later is needed if the QDF is saved as Unicode.
Using the "Options settings™ dialog box you should make sure that:

e The Projects folder (usually C:\My Projects) is set to the same folder as the Classic
programs
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o The recently accessed project file (usually C:\My Projects\IniQDF-.txt) is set to the same
file as the Classic programs

e The QPSMR Classic program is set to the latest release of CATI or Insight installed on the
PC.

There is a menu item and a toolbar button to switch from Classic to Companion and back again.
When these are used the QDF is closed and opened again in the other program and the original
program that was used is also closed.

When a new version of either program is installed, please remember to tell the other program where
to find this latest release:

o If you install a new version of the Classic program, in Companion use [Tools] [Options]
Programs (external) tab to point to the newly installed Classic program, see "Options
settings™ dialog box.

o If youinstall a new version of the Companion program, in Classic use [Options] [QPSMR
Companion program] to point to the newly installed Companion program.

Companion can be used to import a triple-s XML file. A suitable QDF can also be exported to triple-
s XML from the Main window menu.

There are additional modules in the Companion that are not available in the Classic programs. There
may be an additional licence fee for these new modules, as listed below.

Projects and entries

Important differences

Companion does not support grids. These are converted to individual questions when a
project is loaded and they are not converted back when the project is saved. This does not
affect access to data, but does mean that grid tables cannot be produced; overlaid tables will be
needed.

You can use the data file handling facilities in the Companion with grids so long as you do not
save the QDF.

Whenever a project is opened with Companion it is thoroughly checked. This may produce warnings
of problems that are ignored by the Classic programs.

Opening and saving a project with the Companion tidies up the QDF file:

« All definitions (logic and arithmetic) will be formalised, for example adding $ before entry
name references

o All references to entries will be made the same case as the entry definition name (upper or
lower case)

« Applied filters on questions and variables will be sorted into sequence order

The entry update screens are very different to those in Classic. All changes are done immediately;
use undo to revert to the original.

In Classic a single-coded variable with an R (reject) category will be selected if more than one of the
other responses is true. In Companion the first true response will be selected; the R (reject) category
is only selected if all the other responses are false.

If you want to use an R (reject) response in a single-coded variable:
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make a multi-coded variable (with the R) instead
copy this multi-coded variable to a single-coded variable

Useful tips

It is recommended that you open and save a project with Companion before going "live" to see if
there are any warnings, and also to tidy the QDF.

When using the Companion:

The entry list on the Main window can be sorted by column. An additional column contains
a sequence number that can be used to revert to the natural order of questions.

A right mouse click can be used to get a context menu.
The "Project global settings™ dialog box also contains the tables default settings.

There is an undo (and redo) button in the Entry details window for entry updates.
New entries are inserted after the highlighted entry unless "insert before™ is used.

You can copy an entry using the Entry details window. This is easier than using copy and
paste.

You can paste replacement entries that overwrite the originals.

You can make a variable from an entry using the Entry details window.

You can copy question responses and paste into a variable.

There is a separate menu option on the Main window to paste as variables (not paste special).
You can make CT and SCORE function variables using the Entry details window menu.

Variable responses block insert allows negative references and priority control, see Variable
responses add.
Response settings can be applied to many responses simultaneously using the tool windows.

You can alter the data locations of clipboard entries and remove references when using Paste
special.
You can use regular expressions when selecting by names or texts.

Data locations are allocated in an intelligent manner regardless of the setting of the Locations
fixed switch.

Because Classic uses only uppercase for names, you can set the Project global option to upper case
all new entry names. If you need to do this later then use [Edit] [Select all], then [Edit] [Rename]
and [All upper case] to make all the existing entry names uppercase.

A "Responses filter" is called a "Responses restrictor” in the Companion.

New modules
These are the new modules for projects:
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Block entry and reference rename in Paste special.

New facility to remove most references to a selected entry

New facility to create questions (and responses) from a text document

New facility to copy response texts from one entry to another.

New facility to generate a matrix of combinations as responses to a variable.
Copying responses from question to variable creates definitions.

New facility to find and replace text

New facility to output all texts used in a project and to load replacement texts for them for
spelling correction and translation

New facility to convert a multi-coded question into a set of single coded questions that use
the same data locations and responses as the original.

Filters can be stored in a data location.
Entries can be allocated to (optionally coloured) named groups.

New facility to export the project entries (meta data) to match existing raw data layout.
These exports do not alter the data layout and are used with (a copy of) the original raw data
files:

e totriple-s XML

e to QPSMR CL (also for MRDCL)
e to Quantum

e to SPSS

Raw data
The Companion has better modules for dealing with raw data files (fixed format character or binary).

Important differences
Companion has these native data types:

CSV (compatible with Classic portable format)

TXT Unicode form of CSV. This file type cannot be used with Classic programs.
ASC (character fixed format)

UNI Unicode form of ASC. This file type cannot be used with Classic programs.
CBA (Classic binary)

CBE (Quantum binary)

CSI (360 column binary, fixed record length)

Companion can:

View the entire raw data file and edit it with the Raw data view or Raw CSV file view
windows.

Handle duplicate serial numbers; it allocates a number to each duplicate when collating
records.
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View multi-coding in binary data files in the status bar.

Useful tips
When using the Companion:

If an unrecognised file extension is used for a data file then it will inspect the file to decide
which type to use.

There is no practical limit on the line sizes and up to 999 cards can be used for each record.
You can collate the binary or character file being viewed:
o For single line records the file will be sorted by serial.

e For multiple lines per record (as cards) each line becomes one record and the cards
are laid out horizontally.

You can convert raw data from one type to another type (listed above) by saving as a new file
type and view the file produced.

New modules
These are the new modules for raw data:

New "Raw data tidy" dialog box from [Raw data view] [Collate] to add, combine or change
all of the serial numbers in a collated raw data file.

Raw data editing by over-typing contents.

New Find raw tool window to find and replace that can be constrained to specified data
location ranges.

Raw CSV files

CSV files are used by Companion, Classic and spreadsheet programs for storing data and other
information.

Useful tips
When using the Companion:

You can replace all the headers in a CSV file from another file.

When a changed CSV file is saved, a copy is kept in the Archive sub-folder.
You can save a CSV file as a single level XML file.

You can use a CSV file as a data file.

New modules
The Companion has new facilities to view and edit a raw CSV file. You can:
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o Extract selected rows

Raw data reports

For character and binary data Companion has a Raw data hole count report. You do not need to have
any questions in the project for this because it knows how many columns are used from the data file.
You do need to set the structure (serial and card) information and use the collate module before
requesting a "hole count” report.

Data checking and cleaning

Important differences
Companion ignores the "'Zero or Undefined" global switches and assumes they are both set to
"Undefined".

Every time a data file is saved, it is sorted and compacted. It can also be *'cleaned™ during
loading before it is saved.

When checking data, Companion will add supplemental reject responses (user defined rejects) where
appropriate. This may affect subsequent filters or variables; a question will not be blank (empty) if it
has a supplemental reject.

You can request Companion to correct errors as it scans a records. If you do this and an error is
corrected then all subsequent filters and variables will use the corrected answer instead of the
original contents. Here is an example that uses response filters:

With these 3 questions that all have the same response list:
Q1
Q2 with response restrictor [Q1] applied
Q3 with response restrictor [Q2] applied
If Q1 has responses 1 and 3, Q2 has response 2, and Q3 has response 2:
normally only Q2 will be flagged
with corrected errors, both Q2 and Q3 will be flagged because Q2 will be empty after cleaning.
Alternatively, with the same questions but different response filters:
Q1
Q2 with response restrictor [Q1] applied
Q3 with negative response restrictor NOT [Q2] applied
If Q1 has responses 1 and 3, Q2 has response 2, and Q3 has response 2:
normally only Q2 and Q3 will be flagged
with corrected errors, only Q2 will be flagged because Q2 will again be empty after cleaning.

Useful tips

When checked data is viewed, any faulty questions are highlighted. Records with at least one error
are also highlighted.

The ability to list unused data is a good check on a QDF. For example, if a question or response is
missing from the QDF this will show as unused data in the data file.
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Any data in the file that has not been used will be listed, with one exception: if a code 1 is checked
for an answer to a multi-coded question in character data (ASC or UNI), then the code 0 will also be
assumed to have been used. This prevents errors being generated when a multi-coded question is
stored as a series of 0 or 1 codes. If Companion saves the data, then the Os will not be output; only
the 1s will be output.

Raw data files are never used without checking. Loading a data file causes it to be read and
thoroughly checked before using.

You can still check for empty questions even if a supplemental (user defined) reject response has
been added. This means that supplemental reject responses can be added at the beginning of a
project.

New modules
These are new modules for data checking and cleaning:

« Remove single-code only responses if other responses have been used in the same question.
o List "unused data". A useful check on the project definition for projects with data.

Data lists (data export to CSV)
This facility replaces Classic data lists, data hand-out, and data export to CSV.

Useful tips
When using the Companion:

o The data file will load in background whilst you choose the entries to export and other
options.

e You can save the settings to an Export details file for reuse later.

Weight data (respondent weighting)
This facility replaces Classic WGT files and STP rim weighting files.

Useful tips
When using the Companion:

o The effective sample sizes (efficiencies) are shown.
e The calculated weights are stored in the data file.
« You can save the settings to a Weighting file for reuse later.
e There is no limit on the number of entries or responses that can be used as targets.
e Multi-coded entry responses can be used for targets
e Integer and float entries can be used for targets
e You can set each target to one of the following:
e Weighted target value
o Percentage of respondents
o Percentage of the base for this entry
e You can set priorities to increase efficiency for some targets over others
A comprehensive weighting report is produced which can be saved to a CSV file.
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Data viewing (editing is testing only)

Important differences

In this version only one person can edit a data file. It must be saved before anyone else can use
it.

In Companion, data is viewed in a "data grid" in the Data view window. Each row is one

questionnaire and each column is an entry. There are options to restrict the rows and columns visible
in the display.

Whenever a raw data file is saved, it is cleaned, sorted and compacted.

Useful tips

Please make sure that a complete QDF is used when saving a data file. Also make sure that no
questions or responses have been "falsed out" because any filtered data will be made empty in the
saved file.

New modules
This is the new facility for data viewing and editing:

e Clicking in a cell shows the contents (response texts)
o Data can be edited by replacing the contents of a cell followed by enter or tab.

Data reports

Companion has a Data summary report, sometimes called top-line data, that can be inspected in a list
view and printed.

Entry rules

Entry name rules
Questions will normally have a number as part of the name.

You can set a Project global Controls option to warn if entry names are longer than a set number of
characters.

If entries are cut and pasted to a different position in the questionnaire file, or entries are added or
deleted during the design phase, [Edit] [Rename] from the Main window may be used.

Important: the following special characters should never be included in entry names:
e * (asterisk)
e\ (backslash)
e /N (carat)
o ~(tilde)
o I (exclamation mark)
e . (full stop)
e - (minus) if referred to in arithmetic definitions in integer variables or float variables

(space)
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e _ (underscore)

We recommend that you begin each question with a letter (such as Q), especially if you wish to
export data to other programs, for example SPSS.

Whenever possible, filters and variables should be given names that identify their contents.

Tip: to make the different types of entry immediately recognisable in a list of entries we recommend:
e question names begin with the letter Q
« filter names begin with the letter F
o variable names begin with the letter V

You can set a Project global option to upper case all new entry names.

Reserved entry names
Questions with names that begin with the letters ZZZ have special functions in Companion.

You must not use these reserved names when naming any project entries:

« And

o Entry

o lobs (serial number in Classic)
e Or

o Serial

e Value

o Weight (unless this contains the respondent weighting)
The case is not relevant, so you should not use these names either:

e AND

e ENTRY
o 10BS

e OR

o SERIAL
e VALUE

o« WEIGHT (unless this contains the respondent weighting)

Text rules
Here are some guidelines for texts used in questions and other entries:

Try to avoid the following characters in texts, because these have special meanings:
o I (exclamation mark)
o ~(tilde)
e ; (semicolon)
e N (caret)
Only use the following characters as described below:

82



Reference Manual

e * (asterisk) use for new line in reports

o \ (backslash) use for headers in response texts for reports
e _ (underline) use for underlining text

e [] (square brackets) use to surround carry forward text

Entry order

It is important to put new entries in the correct place in the entry list on the Main window. Each
entry is given a sequence number to show the order.

When the questionnaire is printed, or when data is input, all the entries are shown in the order they
appear on the Main window (sequence number order).

Randomization can be used to alter the order of entries during input. This is done with Program
entries, see "Randomize questions™ dialog box.

No entry can refer to entries which are further down in the questionnaire except for question routing
text; all other references must be to entries which appear before.

See Entry details window, Settings tab

Important: entries must be positioned after any questions to which they refer, but before any entries
in which they are referenced or applied.

Questions

Question overview

A question entry is the basic unit from which questionnaires are defined. A question entry describes
the question to be asked and the type of answer expected.

Questions will be asked in the order (sequence) that they appear in the entry list unless program
entries for randomization have been used, see Entry details window.

Questions can be filtered so that not all respondents are asked the question, see Filters.

Carry forward text can be used within a question text to refer back to the answer given to an earlier
guestion.

Questions can be pre-answered based on earlier questions, see Entry details window.
To define a new question, from the Main window, use [Insert] [Question entry] or the toolbar button.

Tip: if your questionnaire already exists (for example, as a Word document), it is possible to copy
and paste question texts and sets of answers to create question entries using [Insert] [Add question
entries from imported text]. See also "Questions from text" dialog box.

Questions are entered by making selections from the Entry details window. For each question you
must specify:

e Name, to identify the question, for example Q3, but not a reserved name

e Type of answer, for details see Question types

e Text, to give the question to be asked and to appear on a printed questionnaire
o Any filters to be applied to the question

e Response list for single-coded and multi-coded questions, see Responses
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Answers are allocated data locations to show where they are to be stored in raw data files. These
data locations can be allocated by the program or you can set them yourself, see Matching data
locations.

There are many other settings that can be used on questions.

ZZZ question entries should be included in the project. These are questions that are not asked, they
are used to collect important information during data input.

Question type overview

A new question will be multi-coded and you will need to change the type if this is not what you
need, see Entry details window.

The Companion has the following types of questions:

e Single-coded
e Multi-coded (including Open-ended)

o Integer
e Float

o Character
« Date
o Time
e Verbatim text.
There is another answer type, normally used for CATI, CAPI, and email questionnaires:
« None (text for interviewer)

The serial number is like an integer question, although it is set in project global settings and must not
appear in the list of entries.

Single-coded question

A single-coded question is one that has a list of possible responses and only one answer is allowed
for each respondent.

A single-coded question may have up to 999 responses.

Unless the responses are stored in individual locations, you will need to specify the width (number of
data locations) for the answer:

e Width 1 will allow up to 9 responses.
e Width 2 will allow up to 99 responses.
e Width 3 will allow up to 999 responses.
The response number selected is stored in the data file for each record.

The program will only allow one answer to be entered for a single-coded question.
A data check report will error single-coded questions with more than one answer.
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Multi-coded question

A multi-coded question is one that has a list of possible responses and more than one response is
allowed for each respondent.

A multi-coded question may have up to 999 responses.

Unless the responses are stored in individual locations you will need to specify the width (number of
data locations).

e Width 1 will allow up to 9 responses.
e Width 2 will allow up to 99 responses.
e Width 3 will allow up to 999 responses.

Unless the responses are stored in individual locations you will also need to specify the maximum
number of responses per respondent. The number of data locations needed is the width times the
maximum number of responses per respondent.

The response numbers selected are stored in the data file for each record.

The program will only allow up to specified number of responses to be selected.
A data check report will error multi-coded questions with too many answers.

Responses

A response is one of the list of possible answers to a single-coded or multi-coded question. The list
of possible answers is called a "response list". See Entry details window.

In this documentation "Response™ always refers to the answer to a single-coded or multi-coded
question. "Answer" is used for all other guestion types.

Each response has:

e Response number. This is the number stored in the data file unless individual response
locations are used.

o Response text. This is the text that identifies this response.
The response number is usually used in input to select the response.
There are many other optional settings for individual responses:

Response data location/code

If responses have individual response locations then a data location and code is allocated to each
response.

The program will allocate these automatically, but you can set them yourself, see Matching data
locations.

If individual response locations are not set then the response number is what is stored in the data.

Reject response
One response can be marked as a reject response.

A question with a reject response will never be empty because if there is no answer then the reject
response will be selected.
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An "embedded reject"” is a normal response that will be used as the reject response. This means that
this will be the selected response if no other response is chosen.

A "supplemental reject"” response must be the last response in the response list. This response is not
stored in the data file, but will be selected for analysis if no other response is selected.

Refuse input

Any response marked as "refuse input™ is not a real response and will not be accepted as an answer
to the question.

Such responses are place holders and are used to reserve responses for possible later use or to allow
the last few responses to always be used in the same way. For example, if you always want 98 to be
"Don't know" and 99 to be "No answer given", you can allocate all 99 responses and mark any
unused responses as "refuse", see Reserve responses.

Response filter
A filter entry can be applied to a response. The response will only be available if the applied filter is
true.

Only one filter entry can be applied to each response.

Response routing
A response can be marked as:

« Ineligible. Any respondent selecting this response is not needed for this project. No more
questions will be asked for such a respondent.

e Close. No more questions will be asked for any respondent selecting this response.

e Question routing. This has no effect, but the question selected will be printed alongside the
response in a printed questionnaire.

e Textrouting. This has no effect, but the chosen text will be printed alongside the response in
a printed questionnaire.

Other response settings

Often there are a few responses at the end of a response list that are not part of the main list. This
will include responses like "None", "Not applicable”, "All of them", "Refused to answer", and reject
responses. These settings should be used for these:

« Single response only. If this response is selected in a multi-coded question, no other
responses can be selected.

« Fixed position. If the responses are shown in a random order, do not move this response
(keep it at the end).

« Ignore response restrictor. If response filters are applied to the question they will not prevent
this response from being available.

Response analysis settings (including score value)

A score value is a number associated with the response that is used in mean score calculations, see
Response analysis settings tool window. For example:

Response

Score value
number

Text
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1 Much better 2

2 A bit better 1

3 The same 0

4 A bit worse -1
5 A lot worse -2
6 Don't know

The last response is not allocated a score value and will not be included in any mean score (average)
calculations.

Other analysis settings that you may also want to set:

e You can mark a response to start and another response to end ranking. During analysis these
responses and any in between them will be sorted so that the response with the highest count
appears first, and the lowest appears last.

e Zero suppress. In analysis do not show this response if it is empty.
o New page. Start a new page (overflow) for this response.

« Base for following. This response count is to be used as the base for percentages on the
remainder of the responses.

Reserve responses

You can reserve response numbers without allocating any text or other settings to them. From the
Entry details window, use the appropriate toolbar button and you will be placed in the "Responses
reserve™ dialog box.

You can choose to set "Refuse input™ for any reserved responses so that these responses cannot be
used.

For example, you may want response 98 to always be "Don't know". If you have a question with
only 43 responses you can reserve responses 44 to 97 as "Refuse input”, so that response number 98
can be used for "Don't know".

This is helpful when inputting questionnaires because the same number is always used for this
response. If response lists are large in the project you may want to use 998 and in our example you
would reserve 44 to 997.

Open-ended question
An open-ended question is a special form of a multi-coded question where some or all of the
responses are not known when the survey starts.

The responses are reserved in the question and as new responses are encountered they are added to
the response list by allocating the new response text to one of the reserved responses.

Open-ended questions are used for lists with a limited number of potential responses, for example
brands of toothpaste. In this case the main brands would be allocated to the first few responses and
the rest will be reserved for those that come up during the survey.
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Coding

Sometimes analysis is required from more general questions, for example "Why did you not like the
product”.

Each answer given can be listed but it is more useful to be able to count the number of people giving
similar answers, for example "Dislike colour”. Of course the actual answer could be "Horrible red",
"Dirty looking", or any other text that could be interpreted as a dislike of the colour.

The name given to the grouping of answers into a limited set of responses is called "coding".

The usual way to code open-ended answers is to generate a code list (or code frame) giving all the
different categories of response, allocating a response number to each.

For paper questionnaires the code list is normally generated by reading a proportion of the answer
texts from the completed questionnaires and similar ones are logged using a 5 bar gate system (often
grouped into positive, neutral and negative responses).

Paper projects

For paper projects there is usually no need to enter the full text and an open-ended question is all that
is needed. After coding:

e The coded response numbers are added to the paper questionnaires.
« The coded response texts are allocated to the relevant reserved responses.
The data can then be entered as it would be for ordinary multi-coded questions.

Tip: we recommend you set an open-ended response allocation to a number higher than the number
of responses you expect. It is easier to leave a few extra data locations when designing your
questionnaire, than to increase this number once data has been input.

Important: open-ended responses should be coded with leading zeroes as follows:
e upto 9 responses in all (width 1), enter as 1, 2, 3 and so on
e upto 99 responses in all (width 2), enter as 01, 02, 03 and so on
e upto 999 responses in all (width 3), enter as 001,002, 003 and so on
Non-paper projects

For CATI and CAPI projects the full answer text does need to be collected. This can be done with a
character or verbatim question.

An open-ended question is used as well, but it is filtered so that it is not seen during the interview.

There are no paper questionnaires, so the coding is usually done in a spreadsheet and the responses
are allocated to a column alongside the serial numbers. The original CSV file of verbatim questions
can be used for this purpose. After coding:

e The filter is removed from the open-ended question.
e The coded response texts are allocated to the relevant reserved responses.
e The coded responses are handed-in to the data file.

Partial response lists

If some of the responses are known before interviewing starts then an open-ended question is still
used with the pre-coded responses in it and an "Other" response. The character or verbatim question
is filtered so that it only appears if the "Other" response is selected.
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Integer question
An integer question is one to which the answer is a whole number (does not contain a decimal point).

You will need to set the width to the number of characters necessary to hold the largest answer you
expect. If negative values are allowed, you should include an extra location to hold the minus sign.

An integer answer may occupy a width of up to 9 data locations.

It is also possible to set a range of valid answers and up to 3 further numbers which have special
meanings, by using the "plus" boxes, for example 998 (Refused) and 999 (Don't know).

The answer value will be stored, right justified, in the data locations allocated.
The program will only allow valid answers to be entered for an integer question.
A data check report will error questions with a value out of range.

Tip: integer questions that are filtered past or have been skipped will be treated as "undefined" in
arithmetic calculations.

Tip: the serial number can be referred to using the reserved name of $serial.

Float question

A float question is one for which the answer is not always a whole number - it may contain a decimal
point. In the Classic program this is referred to as a Weight question.

You will need to set the width to the number of characters necessary to hold the largest answer you
expect. You must always allow room for at least one decimal place, for example the number 100
needs a width of 5 because it will be stored as "100.0". If negative values are allowed, you should
include an extra location to hold the minus sign.

A float question may occupy a width of up to 20 data locations.

It is also possible to set a range of valid answers and up to 3 further numbers which have special
meanings, by using the "plus" boxes, for example 998 (Refused) and 999 (Don't know). The range
limits and extra values must be whole numbers.

The answer value will be stored, right justified, in the data locations allocated, using as many
decimal places as are needed to store significant digits. For example, 43.80 will be stored as "43.8".

The program will only allow valid answers to be entered for a float question.
A data check report will error questions with a value out of range.

Tip: float questions that are filtered past or have been skipped will be treated as "undefined™ in
arithmetic calculations.

Character question

Character questions are those whose answer is a short text string, such as a name, address or
postcode.

You will need to set the width to the number of characters in the longest answer you expect.

A character answer may occupy a width of up to 2000 data locations, or about 70 data locations if
there are Multiple lines per questionnaire, see Project global settings. The actual number of locations
available will depend on the serial number and card number widths.

The answer text is stored (left justified) in the data locations allocated.
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The answer texts can be set to always be:
o All upper case
o All lower case

The text is converted as it is entered.

Date question
A date question is one to which the answer is a date and is stored like an integer as YYYYMMDD.

The program automatically allocates a width of 8 digits to hold the number:
« the first 4 digits hold the year
o the next 2 digits hold the month
o the last 2 digits hold the day
You can set a range of valid dates.
The answer value will be stored in the data locations allocated.
The program will only allow valid dates to be entered for a date question.
A data check report will error questions with a date out of range.

Tip: date questions that are filtered past or have been skipped will be treated as "undefined" in
arithmetic calculations.

Time question
A time question is one to which the answer is a time and is stored like an integer as HHMMSS.

The program automatically allocates a width of 6 digits to hold the number:
 the first 2 digits hold the hour
« the next 2 digits hold the minutes
o the last 2 digits hold the seconds
You can set a range of valid times.
The answer value will be stored in the data locations allocated.
The program will only allow valid times to be entered for a time question.
A data check report will error questions with a time out of range.

Tip: time questions that are filtered past or have been skipped will be treated as "undefined” in
arithmetic calculations.

Verbatim question
The answer to a verbatim question is some text.

The text is not stored in the data file and it does not use any data locations. Answers to verbatim
questions are stored in a separate CSV file along with some identifying information.

The limit on the number of characters that can be given as an answer is 1000 characters.
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Verbatim questions are normally used for CATI (Computer Assisted Telephone Interview) or CAPI
(Computer Assisted Personal Interview), although they may be used in paper copy questionnaires if
large amounts of verbatim text needs to be inserted during data input.

The answer texts can be set to always be:
e All upper case
e All lower case

The text is converted as it is entered.

Important: never refer to verbatim questions in filter definitions. If you use this type of filter, it
must be removed from all entries after data has been entered because the verbatim question will
always be empty.

Important: verbatim comments are written to the CSV file for the main data file, even if interviews
are saved as incomplete records in a partial data file.

Verbatim CSV file
Each row of a verbatim CSV file has these columns:

e Serial. The serial number of the questionnaire (or interview).

o <Date>. The date when the questionnaire (interview) was completed.

e <Time>. The time that the questionnaire (interview) was completed.

e <User>. The number to identify the person who entered the information.
e <Which>. Text carried forward to the verbatim entry (if any).

e Entry. The name of the verbatim question.

e Value. Anempty column into which response numbers can be entered when using "data
hand-in".

e <Verbatim> The text entered in answer to the verbatim question.

Notice some of the column headings are surrounded with < > characters. This is so Companion
recognises the names as headings, and does not confuse them with entry names from the
guestionnaire.

When the end of the questionnaire is reached during data input and the record is saved, the verbatim
texts are written to the end of the CSV file. To access the verbatim texts you need to use the CSV
file.

To include answers to verbatim questions in your analysis you will need to "code" them, see Reserve
responses.

None (Text for interviewer)
A "None" question has no answer and is used for CATI or CAPI surveys.

It is used to show extra text for the interviewer, or respondent, to read during data input.
It can also display a picture file (BMP) or video clip file (WMV) on screen, during an interview.
A "None" question does not use any data locations.
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Tip: to display important information to respondents or interviewers during CAPI/CATI, we
recommend you include "Instructions”, inserting appropriate text and choosing a colour for the text
background. See Entry details window, Question tab.

Including a picture (BMP) or video clip (WMV)

This feature is useful for CAPI interviews or hall tests to display text introducing a picture or clip,
the image/clip itself and then perhaps a series of questions about it.

Tip: the background used in data input will be the same colour as the pixel in the top left hand corner
of the BMP file, so if you would like the image displayed on a particular colour background you
should change it in the BMP file.

Important: any BMP or WMV files used in this way should be stored in the project folder. If you
wish to conduct CAPI interviews remotely you must copy any BMP or WMV files onto the
interviewer’s computer and store them in the

Z77 questions

Questions with names that begin with the letters ZZZ have special functions. They are usually
referred to as "triple Z" questions, not to be confused with the triple-s standard.

ZZZ entries are used to automatically collect important information during data input (they are not
displayed and do not require answers to be entered manually).

ZZZ questions should not be filtered.

Tip: we recommend you include some ZZZ entries in all of your projects, especially if you work
according to research standards, such as the Market Research Quality Standards Association
(MRQSA) that state project information should be stored electronically.

"Skeleton" Question Definition files (QDF) that include all the main ZZZ entries needed for surveys
can be found, copied and modified as required, in the folder where your software is installed.

Only the first 6 characters in the name must be exactly as shown in the table below. Question names
can use up to 30 characters, so additional characters may be added at the end of the name for
identification purposes. Where the same ZZZ entry is used more than once in the same project at
least one extra character must be used in the name, to make it unique.

ZZZ entries are defined during questionnaire design in the same way as "ordinary" questions, see
Entry details window. They can be positioned anywhere in the project and can occupy any available
data locations.

We recommend all ZZZ entries (and any questions following ZZZEND) are marked "Beginning" so
their answers will automatically be stored at the beginning of the data file, thus reducing the size of
your data files.

ZZZ questions can be used in the same way as ordinary questions in analysis and in definitions.

277 Function / Type Answer | Size
name type

ZZZSTA | Station number Integer | Width5*
ZZZUSE | User number Integer | Width5*
ZZZYMD | Dateas YYYYMMDD Date
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ZZZHMS | Time as HHMMSS Time
ZZZSEC | Seconds since last ZZZSEC encountered or Integer | Width 4
start of questionnaire
ZZZVER | Companion version number Integer | Width 5
ZZZEND | Status of interview Single- | 5 responses
coded
ZZZSIT Total interview time in seconds (cumulative) | Integer | Width 5
ZZZKSN | Number of numeric keystrokes for interview | Integer | Width 5
ZZZKSC | Number of character or verbatim keystrokes | Integer | Width 5
for interview. A variable can be made to
add ZZZKSN and ZZZKSC together to
determine the total number of keystrokes.
ZZZUSV | User number of verifier (position at the Integer | Width5*
beginning of the questionnaire)
ZZZNFC | Number of verification changes made Integer | Width 3
(cumulative)
ZZZADT | CATI Appointment date Date
ZZZATM | CATI Appointment time Time
ZZZCOM | CATI short comment for appointment Character width 20
ZZZDET | CATI long comment for appointment Character width 20 to
250
ZZZDEL | CATI acceptable appointment delay Integer | Integer width 5+
(minutes)
ZZZLQN | CATI last question name asked so far Character width 30
ZZZPRI CATI appointment priority Single-coded with up to
30 responses
ZZZQFE | CATI quota failed at entry Character width 30
ZZZQCC | CATI quota checked (optional, not Single-coded with 3
recommended) responses
ZZZQCP | CATI quota in progress (optional, not Single-coded with 3
recommended) responses
ZZZQCF | CATI quota finished (optional, not Single-coded with 3
recommended) responses
ZZZQFE | CATI entry quota failed, interview stops Character width 30
ZZZSST CATI sample status Single-coded with 2
responses
ZZZSTR CATI total number of calls (tries) Single-coded up to 99

responses
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ZZZSTD | CATI number of calls (tries) made today Integer | Integer width 2+

ZZZSR0 CATI result of last call (try) Single-coded with up to
30 responses

ZZZDTO | CATI last call date Date as YYYYMMDD

ZZZTMO | CATI last call time Time as HHMMSS

ZZZUS0 CATI last call user number Integer width 4

ZZZSR1 - | CATI result of previous calls (tries) - Single-coded up to 30

9 identical to ZZZSR0 responses

ZZZDT1 | CATI earlier call dates Date - YYYYMMDD

-9

ZZZTM1 | CATI earlier call times Time - HHMMSS

-9

Z77US1 CATI earlier user numbers Integer width 4

-9

ZZZUSA | CATI appointment user number to call Integer | Integer width 5*

ZZZUSM | CATI appointment made by user number Integer | Integer width 5 *

* For the station and user numbers, the width of the integer answer must be large enough to hold the
highest allocated number.

It is recommended to include an entry, filtered using ZZZEND/2..3 and including ZZZQFE as a
carry forward text to show the interviewer which entry caused the out of quota or ineligible
termination.

ZZZEND

Important: you must have only one ZZZEND entry per project (usually at the end of the main
questionnaire) and it should not be filtered.

When the ZZZEND question is reached during data input it will automatically be allocated a
response, 1-5, as follows:

1. Successful interview

2. Out of quota (incomplete - one or more of the quota cells are full)
3. Ineligible for interview (incomplete)

4. Incomplete interview NOT to be continued

5. Partial interview that may be continued

Questions that follow ZZZEND

You may wish to include entries that occur after ZZZEND, to collect additional information. For
example:

o Filter Text for new question
e ZZZEND/1 — Thank respondent and end interview
e ZZZEND/2 —Is an alternative respondent available, otherwise thank and end interview
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e ZZZEND/3 - Is an alternative respondent available, otherwise thank and end interview
e ZZZEND/4 — Ask reason for termination and end interview
e ZZZEND/5 — Thank respondent, confirm call back date and time, and end interview

Important: all questions that follow the ZZZEND entry should be filtered on the relevant ZZZEND
answers.

Tip: if you need to refer to a filter from the main questionnaire you may need to repeat the filter
entry after ZZZEND (including a reference to ZZZEND) because it may not yet have been evaluated
when the interview was aborted.

Filters

Filters

A logic definition is a logical test that is either "true™ or "false", and describes a subset of
respondents who gave a particular response to one or more questions.

A filter entry is an entry that contains a logic definition, and has a name, so this subset of
respondents can be referred to using the filter entry name.

Filter entries can be:

Applied to guestions and appear on printed questionnaires

Applied to variables
Referred to in other logic definitions when:

« defining new filter entries
« defining responses to a single-coded or multi-coded variable
« defining a subset of respondents (base) for analysis
Stored in the data file, false as 0, true as 1, if the data location is set

o Marked as a hold filter, see below

Important: filters are used to control which questions are skipped during data input. Filters should
not be confused with question routing, see User guide, Defining a questionnaire, Question details.

For information on naming filters, see User Guide, Inserting entries.

Filter application
There are two types of filter that can be applied to questions:

e Question filters dictate which respondents should be asked the question. If any filter entry
applied is false then the question will be routed past and left empty.

« Response restrictors dictate which responses should be available to the respondent. If any
response restrictor applied has a false response, then this response is not available.

You can use both types of filter on the same question.
You can also apply a response filter to individual responses in a question.

Filter entries can also be applied to variables. The variable will be left empty if any filter entry
applied is false.
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Once defined, a filter can be used as often as required.
To apply a filter, see User guide, Defining a questionnaire, Question details.

To apply the same filter or restrictor to a number of entries, use the "Applied filter block update”
dialog box.

If more than one filter or restrictor is applied to an entry they are sorted into entry sequence order.

Hold input
Using the [Hold input if true] selection it is possible to stop data entry, if the filter definition is true.

Tip: if filters have been applied to the questions being checked, it is usually necessary to repeat the
definitions from the question filters in the hold filter.

Variables

Variable overview

A variable is similar to a question, but it is not asked; the answer to a variable is constructed from
other entries.

Variables can be filtered so that not all respondents have an answer in the variable, see Filters.
To define a new variable, from the Main window, use [Insert] [Variable entry] or the toolbar button.
There are a number of ways to copy an entry to make a variable that refers back to the entry.

Variables must be positioned in the entry list after any entries they refer to. In practice most
variables are usually placed at the end of the list of entries.

Variables are entered by making selections from the Entry details window. For each variable you
must specify:

« Name, to identify the variable, for example VQ3, but not a reserved name
o Type of answer, for details see Variable types

« Text, to describe the variable contents

e Any filters to be applied to the variable

« Response list for single-coded and multi-coded variables, see Responses
There are some other settings that can be used on variables.

Variables can be used in analysis and in definitions in exactly the same way as the equivalent
question types.

If variables are referred to in a definition in a filter or another variable, then the position of the
variable in the list of entries is important. The variable must appear in the entry list before any other
entries that refer to it and after any entries to which the variable refers.

Variable types

A new variable will be multi-coded and you will need to change the type if this is not what you need,
see Entry details window.

The Companion has the following types of variable:
e Single-coded
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o Multi-coded
o Integer
° Float

Single-coded variable

A single-coded variable is one that has a list of possible responses and only one response is allowed
to be selected for each respondent.

A variable will be left empty if any of the filters applied to it are false.
A single-coded variable may have up to 999 responses.
Each response in a variable has:
« A logic definition that determines whether the response is selected or not
o A text that describes the response
These are defined with a logic definition user control on the Entry details window.

Each response may also have:
« Various analysis settings to be used in reports.

These are set using the "Analysis settings" tool window invoked by the Entry details menu or
toolbar.

If more than one response is "true" then only the first one in the response list will be selected.

Important:in the Classic program an R (reject) response will be selected if more than one of the
responses is true. In Companion the first true response is selected; the R (reject) category is only
selected if all the other responses are false.

If you want to use an R (reject) response in a single-coded variable:
« make a multi-coded variable instead
e copy this multi-coded variable to a single-coded variable.

Multi-coded variable

A multi-coded variable is one that has a list of possible responses and any number of the responses
are allowed to be selected for each respondent.

A variable will be left empty if any of the filters applied to it are false.
A multi-coded variable may have up to 999 responses.
Each response in a variable has:
e A logic definition that determines whether the response is selected or not
o A text that describes the response
These are defined with a logic definition user control on the Entry details window.

Each response may also have:
e Various analysis settings to be used in reports.

These are set using the "Analysis settings" tool window invoked by the Entry details menu or
toolbar.
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An R (reject) response is selected if all the other responses are false.

Variable responses

A response is one of the list of possible answers to a single-coded or multi-coded question. The list
of possible answers is called a "response list". See Entry details window.

In this documentation "Response™ always refers the answer to a single-coded or multi-coded
question. "Answer" is used for all other question types.

Each response has:

o Response number. This is the number stored in the data file unless individual response
locations are used.

e Response logic definition. This defines which respondents will be selected in this response.

o Response text. This is the text that identifies this response.
The response number is used to refer to the response.

Reject response

One response can be marked as a reject response (R). This will be selected if all the other responses
are not selected.

Response analysis settings (including score value)

A score value is a number associated with the response that is used in mean score calculations. For
example:

Sﬁ;pt?erlse Text Score value
1 Much better 2

2 A bit better 1

3 The same 0

4 A bit worse -1

5 A lot worse -2

6 Don't know

The last response is not allocated a score value and will not be included in any mean score (average)
calculations.

Other analysis settings that you may also want to set:

e You can mark a response to start and another response to end ranking. During analysis these
responses and any in between them will be sorted so that the response with the highest count
appears first, and the lowest appears last.

e Zerosuppress. Inanalysis do not show this response if it is empty.
o New page. Start a new page (overflow) for this response.

« Base for following. This response count is to be used as the base for percentages on the
remainder of the responses.
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Integer variable
An integer variable is one to which the answer is a whole number (does not contain a decimal point).

The value for each respondent is calculated using an arithmetic definition.

All calculations are computed using double precision floating point arithmetic, even if the result is to
be stored in an integer variable.

Important: if the value calculated is not a whole number then it will be rounded to the nearest
whole number.

Tip: integer variables that are filtered will be treated as "undefined™ in arithmetic calculations unless
"Treat undefined as zero" is set.

Float variable

A float variable is one to which the answer is not necessarily a whole number (it may contain a
decimal point).

The value for each respondent is calculated using an arithmetic definition.

All calculations are computed using double precision floating point arithmetic.

Tip: float variables that are filtered will be treated as "undefined" in arithmetic calculations unless
"Treat undefined as zero" is set.

Definitions

Logic definitions
Important: we recommend you never refer to verbatim entries in logic definitions. If you use this

type of filter, then it must be removed after data has been entered because you will not be able to run
any analysis.

Logic definitions are used to define:
« Filters and hold filters
« Each response in a single-coded or multi-coded variable
o Base for analysis

A logic definition comprises one or more tests on an earlier entry (question, filter or variable) using
logical operators (and, or) and parentheses.

Logic definitions are defined with a Logic definition user control which is described in a separate
section. They can be typed as syntax, or created using menu selections with the "Tests" tab page.

Tip: in syntax, logic definitions may be typed in upper or lower case and you may leave spaces
(blanks) where you like.

In a filter entry the logic definition describes those who pass the filter - those who will be asked
questions where the filter is applied. In a hold filter, the logic definition describes the interviews that
are faulty and should be stopped.

In a single-coded or multi-coded variable response, the logic definition describes the respondents that
should have this response selected.
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Important: in a single-coded variable, only the first "true" response will be selected. Any later
responses will be ignored.

In analysis the definition describes the respondents who will be included in the report.

True, false and reject
These are special logic definitions that consist of a single letter:

e T (true) meaning everybody
o F (false) meaning nobody

o R (reject) meaning select if all other responses are false (only in a variable response
definition)

Test
The tests that can be used in logic are all similar and are as follows:

o Sentry/value

o Sentry /> value

o Sentry/<value

o S$entry/value .. value
o S$entry /N value

o S$entry /N >value

e S$entry /N <value

o S$entry / N value..value

Where entry is the name of an earlier entry (question, filter or variable) and value is dependant on the
type of entry being tested. If N is used, the test is the reverse - true if the value (or values) are NOT
found in the entry.

The syntax value .. value means in the inclusive range, for example 2..4 means 2 or 3 or 4.
Tip: when typing logic definitions you do not need to include the $ sign before the entry name.

Single-coded reference
When referring to single-coded guestions or single-coded variables, value can be:

e Any valid response number
e B meaning no response selected
Examples:
$Q1/5
$Q1/N4..6
$Q1/B

Multi-coded reference
When referring to multi-coded questions or multi-coded variables, value can be:

e Any valid response number
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« B meaning no response selected

e S meaning only one response selected (multi-coded only)
e M meaning more than one response selected (multi-coded only)

Examples:
$Q2/n5
$Q2/1..5
$Q2/NB
$Q2/NS
$Q2/M

Integer reference (including date and time)

When referring to integer, date and time entries, value can be:

e Any valid value
e U meaning "undefined" (filtered or left empty)
Examples:

$Q3/0
$Q3/-5
$Q3/>0
$Q3/N<100
$Q3/N101..999
$Q3/U
$Q4/20060101..20061231
$Q5/>1230

Serial number reference
When referring to the serial number value can be:

e Any valid positive value
Examples:
$serial/15
$serial/>100
$serial/<100
$serial/101..999
$serial/N10001..99999

Float reference
When referring to float entries, value can be:

e Any valid value including the decimal point
e U meaning "undefined" (filtered or left empty)

Reference Manual
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Examples:
$Q6/0.0
$Q6/-5.5
$Q6/>0.0
$Q6/N<100.0
$Q6/101.0..999.0
$Q6/NU

Important: be careful when using ranges on float entries. For example the two ranges 1.0 to
2.0,and 3.0 to 4.0, would not include any value between 2.0 and 3.0 (2.1 or 2.9).

Usually you should create an integer variable copy which will round each value to the nearest whole
number and use that instead.

For a float with two decimal places, define an integer with an arithmetic definition that multiplies the
float entry by 100. You can then use whole numbers to test the integer, for example 100 to 199
which would be 1.0 to 1.99 in the original float entry.

Character reference
When referring to character entries, value can be:

o Any valid text surrounded by quotes
Examples:
$Q7/"Male"
$Q7/N"Female"
The case (upper or lower) of the text in quotes is important, except in a variable when you have set
the option to ignore case when comparing.

Filter reference
When referring to filter entries, value can be:

o 1 (filter is true)
Examples:
$F1/1
$F1/N1

Variable response special tests
In variables there are three extra single character logic definitions that can be used:

e T always true (selected)
o F always false (never selected)
e Rreject, used if no previous response selected (not recommended for multi-coded)

Important: R (reject) in a multi-coded variable will also be selected (and any others deselected) if
more than one response is true. For this reason we recommend adding a reject category as a
definition, if necessary copying the variable to a new variable.
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Operators (And, Or)
Tests are combined using AND (.) and OR (+).

Tip: when typing syntax you can use the words AND, OR, or the symbols . (full stop), + (plus sign).

Tip: each time you specify responses to a question that are not consecutive, you must repeat the
question name and forward slash (/), before referring to the responses. For example you cannot use
Q3/50R 8.

Examples:
$Q3/0 AND $Q12/2..6
$Q3/0 . $Q12/2..6
$Q3/5 OR $Q3/8 OR $Q3/11
$Q3/5 + $Q3/8 + $Q3/11

Important: be careful using both AND and OR without parentheses; the expression will be
evaluated left to right.

Parentheses

You can include parentheses (round brackets) to control the order of processing. Any tests within a
pair of parentheses will be evaluated first.

Parentheses can be nested to any level.
Important: without parentheses the definition will be evaluated from left to right.
For example:
Q1/1 OR Q1/5 AND Q2/1 OR Q2/5 means ((Q1/1 OR Q1/5) AND Q2/1) OR Q2/5

Using parentheses we could alter the processing order so that the two OR combinations are done
first:

(Q1/1 OR Q1/5) AND (Q2/1 OR Q2/5)

Arithmetic definitions
Arithmetic definitions are only used for variables of type Integer and Float (Weight).

An arithmetic definition comprises one or more values (entries or constants) combined with
arithmetic operators + - * / (add, minus, multiply, divide).

You can refer to integer, float and single-coded entries in any arithmetic definition. You can also
refer to $serial which refers to the serial number as an integer. When single-coded entries are used in
arithmetic, the value used is the response number selected or 0 (zero) if no responses are selected.

Important: when typing syntax, entry names must be preceded by a dollar sign ($).

Arithmetic definitions are always calculated using floating point values. If the result is to be stored
in an integer variable then the calculated answer is rounded to the nearest whole number, if
necessary.

There is an option for a variable to treat U (undefined) values as zero. U is a special value given to
value questions that were filtered (not asked) or left empty.

Important: unless the option to treat U as 0 is set, then any U (undefined) value referred to in the
definition will cause the result to be U (undefined).
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For practical reasons the program allows zero divided by zero as the giving the value zero. Any
other value divided by zero will give the value U unless the option to treat U as O is set.

If more than one arithmetic operator is used without parentheses, the expression will be evaluated
left to right. So:

$Q5 + $Q6 * 100 means ($Q5 + $Q6) * 100
Using parentheses we can only multiply Q6 by 100:
$Q5 + ($Q6 * 100)

Functions
There are two functions that can be used as an arithmetic definition:

o CT($entry)

The entry must be an earlier multi-coded entry and the calculated value is a count of the
number of selected responses.

o SCORE($entry)
The entry must be single-coded or multi-coded with score values assigned to the responses.

The calculated value is the score assigned to the first selected response with a score assigned.
If no selected responses have a score assigned then the calculated value is undefined (U).

Regular expressions find
Regular expressions are a form of syntax used to describe pieces of text to be searched for or found.

A regular expression can be chosen in the "Entry select” dialog box to search for particular entry
names and texts.

There are many online resources including http://www.regular-expressions.info that describe how to
write a regular expression for .NET programs.

See Regular expressions replace for some examples of find and replace strings.

Search string special characters
Here are some characters with special meanings when using regular expression search strings:

e Use [0-9] for any digit

o Use [A-Z] for any letter

e Use\w for any word or letter

e Use . (dot) for any single character

o Follow with + (plus) to mean one or more

o Follow with * (star) to mean none or more

o Follow with ? for optional (none or one)

e Use .* (dot star) for any characters, or none

e Use .+ (dot plus) for any characters, but at least one
e Use " (hat) at front to look at the first character
o Use $ (dollar) at end to look at the last character
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e Use | (bar) for choices

e Use \b to denote the beginning or end of a word

e Use () to group texts

Do not use spaces in search strings unless you are searching for a space character in the text.

To look for texts containing the special characters you need to "escape” them by putting a \ before

the character.

Important: although the search may not be case sensitive, regular expressions themselves are. You
can use \d (instead of [0-9]) but you cannot use \D instead because this means something different.

Example regular expressions for name searches

This find text....

Will select texts that...

X4

Contain the two characters X4 together

[XY] Containan XoraY

v Begin with a Vv

[ABC]$ End with A, Bor C

[A-Z][0 -9] Contain a letter followed by a digit

[ABT][468] Containan A, B or T followed by a 4, 6 or 8

Q17|Q18 Contain Q17 or Q18

VA0 - 9] Begin with V and contain a digit

VA -Z]$ Begin with V and end with a letter

VIO - 9]% Start with V followed by a single digit

AVQIO - 9]1A3% Start with VQ, followed by a single digit, followed by A

AVQIO - 9]A?$

Start with VQ, followed by a single digit that may be
followed by A

V[0 - 9]+$

Start with V followed by one or more digits (but no letters)

AVQIO - 9]+[A -
Z]+$

Start with VQ followed by one or more digits followed by
one or more letters

("FQ1)|("Q1) Begin with FQ1 or Q1
A\ WA W wh With three characters
\. Contain a . (dot)

Example regular expressions for text searches

This find text....

Will select texts that...

Market

Contain the characters "market"
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\ bMarket Contain words beginning "Market"
\ bMarket \ b Contain the word "Market"
\ bMarket

research \b Contain the words "Market research

\ bTables? \ b Contain the words "Table" or "Tables™

\ bWash(ed)? \ b Contain the words "Wash" or "Washed"

\ bWash w*\ b Cpnt:iin thelyvord "Wash" or any longer word starting
with "Wash

\.$ End witha"."

Regular expressions replace

Regular expressions are a form of syntax used to describe pieces of text to be searched for and
replaced: find and replace.

There are many online resources including http://www.regular-expressions.info that describe how to
write a regular expression for .NET programs.

See Regular expressions find for more details about search strings

The replace text (called a substitution) will replace every instance of the found text.
The only special character in substitution texts is $. To replace with a $ use:
\$

The replace text will replace only the text found by the find text. Great care is needed with find texts
to make sure that all the text to be replaced has been captured.

You can include captured text in the replacement by using groups and using:
$1 for the first group
$2 for the second group
and so on
To include characters in the search that are not going to be replaced use a non-capture group:
(?<=...) before the text to be replaced
(?=...) after the text to be replaced

Example regular expression substitutions for name searches

Find text... Replace Description Examples of
with... changes
This will find all texts containing A3 and
A3 Ad replace it with A4 QA3X to QA4X
A This will find all texts beginning with Q5
° Qe and replace it with Q6 Q51 to Q61
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AQ5.*A$

Q6

This will find all texts beginning with Q5
and ending with A and replace the whole
text with Q6 because the whole text was
included in the search

Q5AA to Q6

~(QI0 -9])

B$1

This will find all names beginning with Q
followed by a digit and add a B to the front
of the name

Q3C to BQ3C

(O -

(A -Z]+)

V$2$1

This will find all names beginning with V
followed by one or more digits followed by
one or more letters and will swap the
numbers and letters

V23A to VAZ3.

MQI0 -9)%

$1B

This will find all names beginning with Q
and ending with a digit and add a B at the
end of the name

Q1C43 to
Q1C43B

AQ5(?=*A3)

Q6

This will find all names beginning with Q5
and ending with A and replace just the Q5
with Q6.

Q512A to Q612A

(?<="Q5.*)A$

This will find all names beginning with Q5
and ending with A and replace just the A
with B

Q5FA to Q5FB

Mixed sort

This describes a method of sorting that tries to put strings into a sensible order when those strings
contain a mixture of character and numeric data. For example:

10a
10b
la
1a10
1a5
2a100c
2a20c

This is the order that a normal character sort would use for these strings. A mixed sort would

produce:
la
1a5
1a10
2a20c
2a100c
10a
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10b

This will only work with positive integers unless the whole string is a number. In this case the
negative numbers will appear first.

Files

File types

This section describes the types of files used and produced by Companion.
All files usually reside in the project folder.
Most files (but not the QDF itself) use Unicode encoding.

File names
Full file names have three parts:

o Path that identifies the folder in which the file is stored
e Name
« Extension that identifies the type of file

The file name extension is usually 3 or 4 characters that identify the file type and these letters are
often used to refer to that type of file. For example a QPSMR project master file is often referred to
as a QDF file because its extension is "qdf".

When a file name is shown in full, the path (which may contain \ to denote levels) and name are
separated by \ (backslash) and the name and extension are separated by . (full stop). For example:

C:\My Projects\2006\Drink survey\Coffee.qdf

This is the QDF file called "Coffee" which is in the "Drink survey" folder. This folder is in the
"2006" folder which is in the "My Projects™ folder on the C drive.

Tip: the extension is not usually shown if the Windows Explorer View option "Hide extensions for
known file types" is set. We recommend turning this setting off.

In naming files, you should not use any special characters and care should be taken when changing
the name of a file. You should rarely need to alter the extension when copying or renaming a data
file.

Important: be careful not to use . (full stop) in a file name except before the extension. Also try to
avoid quotes or speech marks.

Triple-s files
Can be imported and exported:

Triple-s files

Master files

Master files is the name given to the files in a project that contain all the information about a project.
A project folder will also contain many output (report) files.

Master files should be backed off (copied onto floppy disk, CD or tape) at regular intervals whilst
you are working on your project, and also when the project has been completed.
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Tip: whenever a main master file is saved, a copy of the file is put into a sub-folder called Archive
(created automatically).

The main master files for a project are:
QDF file
Data files

Other files used to hold project information are:
Response texts file (code frames)

Export details file

Entry texts file

You may also have used other files that were not produced by the software and you need to back up
these as well. This may include:

e Questionnaire document
o Data (and meta-data) that has been imported
o Edited output files
Some file types used by the program are:
CSV files
XML files

Report files
Many reports are produced when using the software.

Some report files are specifically requested and you usually have the option to choose the output file
name if you do not want the default name to be given to the report.

Other reports are generated automatically to report errors or provide lists of changes.
For further information see:

Output files

Unicode
Unicode is a system of character encoding that uses 16 bits for each character.

Unicode has a unique value for every letter in most of the languages used worldwide.

Unicode files can be moved to another country without affecting the contents and will be readable
provided the destination PC has the appropriate language enabled in the Control panel.

Windows XP, 2003 and Vista all use Unicode encoding internally.

The Companion also uses Unicode internally and most files read and produced will be Unicode or
UTF-8 encoded.

Programs know which files are Unicode because a Unicode file has two special bytes at the front of
the file that identify it as Unicode encoded.
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UTF-8
This is a form of Unicode encoding that has been altered to reduce the size of the file where a lot of
the content is English.

XML and HTML files contain a lot of standard English characters in mark-up, so these are usually
stored in UTF-8 format. This preserves all the Unicode text in a smaller file.

Non-Unicode (ANSII)

Non-Unicode encoding uses 8 bits for each character and the same value will be a different letter
depending on which language is being used.

There is a setting in the Control Panel to tell programs which language to use for non-Unicode files.

Triple-s standard files

These files comply with a published standard for the transfer of Market Research data and meta-data
from one program to another. For full details see http://www.triple-s.org.

This program uses the newer XML standard for triple-s files. There are two files for any data set, the
ASC data file and the XML meta-data file. These two files are a pair and neither is much use
without the other.

A triple-s meta-data file can be imported by loading the XML file into an empty project. See Starting
a project with triple-s XML for more information.

The project can also be exported to a triple-s meta-data file, from the Main window [File] menu, see
Project export for more details.

Data file

A triple-s data file does not normally need to be altered in any way. Itis a fixed format ASCII
(ASC) file and can be used directly as a raw data file, see Data file for details of ASC files.

A project can be set up to use a data file that is triple-s compliant. There is no need to export the data
from such a project, the data file can be sent untouched with the exported meta-data. To be
compliant the project must:

o Use one long record for each questionnaire
o Use character (not binary) raw data storage
e Use new style for all single-coded questions

Meta-data

This is an XML file that contains details about the entries. It may have an extension of .sss instead
of .xml.

QDF file

The QDF file contains all the information about your project, except for respondent data.

QDF files are character format (ANSII or Unicode). Use [File] [Save as] to choose which way the
QDF is stored. A QDF will be loaded and saved in the same format unless [Save as] is used to
change the format.
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ANSII QDF

The QDF text is normally stored in ANSII (American National Standard for Information
Interchange) format.

When saving and loading the file the characters will be converted using the local language setting for
non-unicode programs.

If an ANSII file is moved to another location then the conversion may not work properly. If a file is
to be used in another country we recommend saving the file as Unicode.

Unicode QDF
The QDF text can be stored in Unicode format.

When saving and loading the file all characters will be preserved: no conversion is necessary.

If a file is to be used in another country the text should remain unchanged provided the target PC has
the appropriate language installed.

Classic users will need version 2007.2 to read a Unicode master file. This includes QPSMR Input
and QPSMR Telin as well as QPSMR Insight and QPSMR CATI.

Editing a QDF

A QDF should be edited with the Companion, see User Guide, Project definition.

QDF files can also be modified outside Companion, by using a line editor, word-processor or the
Windows WordPad. We recommend you take a back-up copy of a master file before you alter it in
this way. You should only attempt to do this if you know the layout of the file.

Copying a QDF
To make a copy of a QDF, open it and use [File] [Save as].

It is also possible to copy (and rename) a QDF outside Companion. This can be done using the
Windows Explorer or File Manager.

TIP: if the project you have copied had data entered, the data locations will be frozen, see the Data
location settings in the User Guide, Starting a project, Project global settings.

You can copy and paste entries from one project to another.

SPS file

The project can be saved as an SPSS script file. This script can be used by SPSS to load the named
data file along with all the texts for questions and stored filters.

When the project is saved to an SPS file the user is asked for the name of the data file to be supplied
with it. The generated script contains the full path of this file in the first line of the script.

IMPORTANT: if the files (SPS and ASC) are moved to another location then the path in the first
line will need to be changed to the correct path where the data file is situated before running the
macro.

As well as questions and stored filters the script also defines:

e New variables of the score values from any single-coded questions that have score values
attached to the responses. These variables should be used in any multivariate analysis instead
of the original questions which may have responses without scores such as "Don't know" or
"Refused” which would invalidate the analysis.
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e« MRSETS for each multi-coded question that can be used with the tables option in SPSS.
See Project export for more details.

STP file

The project can be saved as a CL script file. This script can be used by QPSMR CL or MRDCL to
access raw data files from the project.

The generated script will contain all the relevant information from the project including filters and
generated variables.

See Project export for more details.

Archive folder

Whenever a master file is saved, a copy of the file from disk (without the changes) is saved into a
sub-folder called Archive that is created automatically.

The name of the file is appended with an underscore followed by 4 digits.

If you change (edit) a master file often you may want to clear out some of the older copies of the
master files.

Once a set number of copies of the respective file have been saved into the Archive folder, the
program will display a message stating that there are a number of copies of the file in the Archive
folder, suggesting you may wish to delete the lowest numbered (oldest) copies. We recommend you
do this, otherwise your project folders will use a lot of hard disk space.

You can restore an archived master file by copying it back to main project folder and renaming it to
remove the sequence number added to the name.

Be careful not to put any of your own files in the Archive sub-folder.

Response texts file
This describes the layout of external files used to update response texts.

These files are accessed by requesting [Project] [Get response texts from file] from the Main window
menu.

These "Code frame" text files are used to update all the relevant response texts.

Only the response texts are changed; all other response settings remain as before, except that if the
previous text was empty then a "Refuse input™ setting is turned off when text is allocated.

Only existing responses can have their text replaced; responses will not be added or deleted.

The update can safely be run whenever needed; it will only change texts that are different to the
existing responses texts.

Important: empty texts in the Text column will be used; any existing response text will be removed.
The response texts file can be a CSV file or a Microsoft Excel file.

Columns needed
Each worksheet contains the following columns with these headers:

Entry
This column is optional and identifies the entry names to be updated.
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There can be more than one entry column, so this type of column will be recognised as any column
whose header begins with "Entry".

This column will usually contain the same text (entry name) in every row.

Value

This column is compulsory and contains the response numbers whose text is to be replaced.
Typically all the responses will be listed except any supplemental reject responses.

Text
This column is compulsory and contains the response texts that will replace any existing texts.

File types

CSV
A CSV file can contain only one worksheet.

If there is no Entry column then the file name is assumed to be entry name and only one entry will be
updated. For example, Q6A.csv with no column header beginning "Entry" will be used to update
entry Q6A.

XLS
Every worksheet in the file will be used.
If there is no Entry column in a worksheet then the worksheet name is assumed to be entry name and

only one entry will be updated for that worksheet. For example, worksheet Q6A with no column
header beginning "Entry" will be used to update entry Q6A.

Example response text files

One entry
A CSV file or worksheet called "Q15A" contains:

Value | Text

1 | New first response

2 | New second response

3 | New third response

This will replace the text of responses 1-3 in entry Q15A with the new response texts.
A CSV file or worksheet called "MyTexts" contains:

Entry | Value | Text

Q15A 1 | New first response
Q15A 2 | New second response
Q15A 3 | New third response

This would have the same effect as the example above.
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Multiple entries
A CSV or worksheet called "Products" contains:

Entryl | Entry2 | Entry3 | Value | Text

Q10A | VQI0A | Q20 1 | First product
Q10A | VQI0A | Q20 2 | Second product
Q10A | VQI10A | Q20 3

Q10A Q20 4 | Extra product
Q25 1| Test1

Q25 2 | Test2

Q25 3 | Test3

This will replace the text of responses 1-4 in Q10A, VQ10A and Q20 with the new response texts.

If response 3 in these entries has a response text it will be removed and becomes an "unallocated"
response.

Response 4 will not be changed in VQ10A.
This file will also replace the text of responses 1-3 in Q25 with the new response texts.

Export details file
This XML file is used to preserve details for exporting data using the "Data export™ dialog box.

The information that is preserved in the file is:
o Filter details (if any)
o Export types: which type of entries to output and the output styles
e Alist of entries to export
This file can be loaded and re-used to output predefined reports as required.

Weighting file
This XML file is used to preserve details for target weighting data from the Weight data window.
The information that is preserved in the file is:

e Target details set with the Weight targets window

o Entry name to store calculated weights in

This file can be loaded and re-used as required. This may be because the data file has been altered
(usually records added) or because some modifications are needed to the weighting scheme.

Entry texts file
This describes the layout of external file used to view and update all the project entry texts.

These files are accessed by using [Project] [Output all entry texts to file] and [Project] [Update all
entry texts using file] from the Main window menu.
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There are two common reasons for doing this:

e To check for and correct any spelling or grammar mistakes

o To make a copy of the project and translate into another language
The response texts file can be a CSV file or a Microsoft Excel file.

Output file

The file generated is always a CSV file with a row for every different text that appears in the project.
Any texts that appear more than once are only listed once.

The output file has the following columns:

Count

This shows the number of times that this text appears in the project. Question texts will normally be
unique but response texts will often appear many times, for example "Agree a lot" or "Don't know".

Type

This shows the type of text:
e Question
e Instruction

o Base
e Response
Text

The text as it appears in the project.

New

This is identical to the "Text" column in the generated file. It is used to give the corrected or
translated text to replace the original.

Input file
These text files are used to update all the found texts.

Only texts listed in the "Text" column are replaced. Texts not listed will be unchanged.
Any rows where the "New" column is the same as the "Text" column are ignored.

Only the texts are changed; all other settings in the project remain as before.

Only existing texts can have their text replaced; texts will not be added.

The update can safely be run whenever needed; it will only change existing texts that are found in the
"Text" column.

Important: empty texts in the "New" column will not be used; only new texts with one or more
characters (including spaces) will be used.

CSV file

A CSV input file layout is the same as the output file layout except that the "Count"” column is not
needed.

To determine the type of texts to be updated, the file must have one of these:
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e The "Type" column is present and contains one of the four types: "Question”, "Instruction”,
"Base", or "Response” for each text

o The file itself must be called one of these types and only the named type of texts will be
updated

The "Text" and "New" columns must be present.

XLS file

An XLS file layout is the same as the output file layout except that the "Count™ column is not
needed.

To determine the type of texts to be updated each worksheet must have one of these:

e The "Type" column is present and contains one of the four types: "Question”, "Instruction”,
"Base", or "Response™ for each text

o The worksheet itself must be called one of these types and only the named type of texts will
be updated for that worksheet

The "Text" and "New" columns must be present.

Example for spelling correction
Because each text only appears once, this is much quicker than trying to update entries manually.

If the file is loaded to a spreadsheet program then that program's spelling checker can be used on the
"New" column.

The process normally:
o Outputs all entry texts to file
e Modifies the "New" column where necessary
o Updates all entry texts using file

Corrected lines in the file might look like this

Count | Type Text New
. How many probs How many problems
1 | Question were there? were there?
5 | Instruction | read list Read list
12 | Response | Cant remember Can't remember

All other lines have identical "Text" and "New" columns and will be ignored.

When updating using this file the altered question text will be changed, the 5 questions with "read
list" as the interviewer text will be changed, and the 12 entries with a response of "Cant remember™
will be changed.

The update will only alter texts that are exactly as shown in the "Text" column. Running this update
file a second time will not change any entries because the texts will have already been changed to the
"New" texts.

Example for translation
The process normally:
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o Outputs all entry texts to file
o Modifies the "New" column to the new language
o Copies the project (QDF) file
o Updates all entry texts in the new project file
A typical line in the file might look like this

Count ‘ Type ‘ Text ‘ New
1 | Question How Combien?
many?

It may be better to split the file and make separate worksheets for each text type. Only the last two
columns are then needed in each worksheet: the original language text and the new language text.

Data files

Data files contain information that is usually given by respondents to the questions in a
questionnaire.

There are many different types of data file format; the way in which the data is stored in the file
varies. Data files fall into three broad categories:

o Fixed format character data
e Binary data
o Database or spreadsheet format, usually as a CSV (comma separated value) file.

Companion can use CSV, fixed format character, or binary to store data and has these native data
types:

e CSV (comma separated value

e TXT the same as CSV but Unicode with a Tab character as delimiter
e ASC (character fixed format)

e UNI the same as ASC except that Unicode encoding is used.

e CBA (Classic binary)

e CBE (Quantum binary)

e CSI (360 column binary, fixed record length)
For QPSMR Classic, data must be held in ASC or CBA files.
Companion CSV files are compatible with QPSMR Classic portable (hand over) files.

Data files generated from another source may be used with Companion, although they will not
necessarily have the correct extension.

If you are not sure of the type of data file which has been supplied to you then use Raw data view
window or the Raw CSV file view window.

Supplied data files from other (not QPSMR) programs are most likely to be one of the following:
e ASC (Fixed format ASCII)
This type of data is often exported from a database program and used by the triple-s standard.
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e CSV (Comma Separated Values (also know as comma delimited))

This type of file is normally output from a spreadsheet program, database or statistical
package. See separate section for CSV files. You will need to use the data hand-over modules
in order to use it with Companion.

« CBE
Binary file in Quantum format.
e CSI

A form of column binary file. If a card image file is supplied to you and the total byte size of
the data file is exactly divisible by 160, it is likely to be a CSl file. If the total byte size of the
file is exactly divisible by 162, the file may be a CSI file that includes termination controls at
the end of each line.

Data file structures
For information about the layout of data in a data file, see User Guide, Handling raw data.

All native data file types except CSI have lines; each line ends with two termination characters, CR
(carriage return) and a LF (line feed). Lines vary in length as blank columns at the end of card are
not usually written to the file.

Data files from other operating systems, for example UNIX, may only have a LF (line feed) at the
end of each line.

In byte swapped files, each pair of bytes (characters) have been swapped in the file; this can
accidentally happen when moving files between different types of computer.

ASC (ASCII character)
This is the data file type normally used in the default character data mode.

This is an ordinary character data file often known as "fixed format ASCII". This type of file may be
produced by a line editor or word processor, or it may be output from a variety of programs, such as
scanning (OMR and OCR) software, databases or statistics packages.

Important: if codes V and X are used in ASCII data, they will be displayed as & (ampersand) and -
(minus) respectively.

CBA (QPSMR binary)

This is the data file type normally used in binary mode.

Column binary data is stored at the rate of one column per two bytes. The columns are split into two
parts:

o the first part VX0123 is stored in the first byte
o the second part 456789 in the second byte

These parts are placed in the least significant six bits in each byte, giving each character a value
between 0 (no codes) and 63 (all six codes). A blank (32) is then added to each character to give a
value between 32 (no codes) and 95 (all six codes).

An 80 column card will produce a line of up to 160 valid printable ASCII characters, which means
that CBA files can be handled by all the standard file handling programs. A standard sort program
can be used with reverse set (highest first).
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CBE (Quantum binary)

This data file type is similar to ASC except that multi-coded columns are allowed and replaced by an
asterisk. If there are any multi-coded columns then the last column on the card is followed by a DEL
character (ASCII 127), which is followed by a pair of characters for each asterisk.

Each pair of characters is similar to CBA format except that an "@" (64) is added to each character,
giving a value between 64 (no codes) and 127 (all six codes). Unfortunately, the value for all six
codes (127) forms the DEL character which may prevent the transfer of CBT files over a computer
link.

Columns that contain ASCII 32 through 126 (except 42) are not treated as multi-coded, the relevant
character is placed in the column.

CSI (IBM 360 binary)

In this data file type column binary data is stored at the rate of one column per two bytes. The
columns are split into two parts:

e VX0123 in the first byte
e 456789 in the second byte

These parts are placed in the least significant six bits in each byte, giving each character a value
between 0 (no codes) and 63 (all six codes).

This file type is not split into lines. Every card (line) uses the same space (usually 80 columns, 160
bytes). Sometimes line ends are added and these can be removed in the Raw data view window by
setting the padding to 2 (or 1) in the treatment dialog box.

Spreadsheet file
You can open a worksheet from an Excel file and treat it as a CSV file.

The first row should contain the headers for the columns.
If there is more than 1 worksheet in the file then you will be asked which worksheet to use.

CSV file

A CSV Comma Separated Values (also know as comma delimited) file is a database or text file that
has been laid out in the form of columns. Each row contains data for one record.

CSV files are a convenient way to move data or text from one program to another.
See also Spreadsheet file and XML file.

A CSV file is a readable plain text file where each column is separated by a List separator or
delimiter: usually a comma or a Tab character..

If the text within a cell contains any of the following:
o the delimiter,
e aspeech mark (")
e anew line
then the text for that cell is surrounded by speech marks (™).
If the text within a cell contains a speech mark then a double speech mark is used ("").

119



QPSMR Companion 2011.1.5

Any cell can be surrounded by speech marks even is it is not necessary and sometimes all cells in
columns that contain text use them.

Header row

A CSV file should contain a header row as the first row which does not form a part of the data. Each
column in this first row contains a unique name that identifies the contents of the column.

Types of CSV file
The types of CSV file used by the program are:

o Extension "csv", Unicode file, Tab delimited (columns separated by a Tab character)
o Extension "txt", Unicode file, Tab delimited (columns separated by a Tab character)

e Extension "csv", Non-Unicode file, comma delimited (columns separated by a comma or the
local List separator)

In Unicode files a Tab character is recommended as the separator. The extension of such files is
normally "txt" but the program usually outputs them with the extension "csv" so that Excel will
recognise them.

Unicode text files saved from Excel will be Tab delimited and have the extension "txt".

List separator

In some languages another character (not a comma) is used as the list separator. The character used
can be seen and changed in the Windows Control Panel section by selecting a language and viewing
the Regional Options.

The program will use the List separator character for non-Unicode CSV files.

Corrupted CSV files

If part of a CSV file is corrupted a number of lines of data may be lost because new lines within a
cell (surrounded by speech marks) will be treated as part of the cell. If the speech marks get out of
synchronisation then a number of rows of data may be treated as one cell.

XML file

XML is a way of storing data in a file so that can be read easily by other programs, see
http://www.w3.org/ XML/.

You can open an XML and treat it as a CSV file.

If there is more than 1 level of data in the file then you will be asked which table to use.

Output files

These are files which are produced by Companion. They do not always need to be preserved
because they can be reproduced from the project master files.

This section covers report files and does not cover any master files (QDF file or Data file) output
from the software.

Almost all output files are character format and can be created, updated or inspected with a line
editor, word processor or the Windows WordPad.
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Some output reports are not printed directly to a file or a printer. These are copied to the clipboard,
usually in tab delimited form for pasting into a spreadsheet program such as Microsoft Excel. Of
course, the reports can then be printed from the spreadsheet program. Reports printed in this way
include:

e Log (usually a list of errors)
o Data log (usually a list of data errors)
e Hole counts from the Raw data view window (collated)

Output file extensions
The extensions on a file name identify the type of file:

TXT
This is an unformatted text document.

CSV

This is a comma separated value file. Each column is separated by a comma (,). Columns that
contain a comma are surrounded by quotes.

Sometimes a comma is not used as the separator; another character, for example a semicolon (;) is
used instead.

When CSV data is placed on the clipboard it is usually tab delimited; each column is separated by a
tab character.

HTML
The output has been formatted for use with an internet browser.

XML
The information is contained in an XML file.

XML files can be printed using a style sheet (XSLT) and can be accessed programmatically.

Output file name additions

Output files will often use the same name as the QDF so that you know which QDF they were
created from. To give them a distinguishable name, a word (or two) is added to the end of the QDF
name.

Questionnaire paper
Interviewer questionnaire print file for viewing or printing.

Questionnaire check
Checking questionnaire print file for checking the definitions.

Report Summary
A summary report (top line count).
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Icons

Icons
Icons can also be found in window and dialog box toolbars.

Program icons

+
f Companion program

k-
—+4 Companion windows and dialog boxes

File type icons

QDF file

¥ AC data file
4

?’
=1 CBA data file

Entry type icons

Question entry

=

Filter entry
ﬁ Variable entry

n Program entry begins

ﬂ Program entry ends

Response type icons

E:I Single-coded response
Multi-coded response
I:EI’ Supplemental reject response

[x]

Refused response

Project global icons

@ Project global setting
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Paste special icons

% This entry name is OK (not already used)

; Entry name already in use in project (duplicate entry name)

% Program name is used elsewhere (duplicate program entry names are allowed)
Referenced entry is present in this project
X Referenced entry is not present in this project

*

™ Some of the references to this entry are not valid (not used in this version)

Control tab icons

d Contents are present

X Contents are incorrect

“=L_ Contents are not present

Definition icons

v

Definition correct
X Definition faulty
ﬂ AND or OR in logic definition

E True, False or Reject special definition

1

+_
< %1 Plus, minus, multiply, or divide in arithmetic

Constant number in arithmetic

‘M
Text is locked and will not be replaced when the definition is changed

.Text is not locked and will be replaced when the definition is changed
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Data prepare icons

?

= _| File is not selected

-’ File is selected

Licensed module icons

i Module is free

E Module is licensed
E Module not licensed

i Module not available
[ Module is obsolete

B Old module (not available)

[ Old module (obsolete)

Windows and dialog boxes

Windows, dialog boxes and tool windows introduction
See windows terminology for a description of all the windows controls.

There is no real distinction in .NET between a window and a dialog box and both are referred to as
"Forms". The facilities available on a form vary, for example:

e Forms, when displayed, may disable any underlying forms until it is closed.
e The size of a form may be changeable, including full screen and minimised.
e Forms will have some controls and may also have a menu, toolbars, and a status bar.

In this manual a "Window" is a form with a menu, a "Dialog box" is a form without a menu and a
"Tool window" is form without a menu and a small title bar.

Later in this section there is an alphabetic list of menus, context menus, toolbars and shortcut keys.

There is also separate sections that cover tool windows and user controls.

A brief description of the primary windows, see program structure.

The windows and dialog boxes available in Companion are as follows:

General
These windows and dialog boxes are used for program access:

e Main window
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e Licence details

e Licence check
e Licensed modules

o Options settings
o Help about

Status
These dialog boxes will appear when necessary at various points in the program:

e Licence in use

. Qg
» Datalog
Project handling

o Open existing project

e Import CSV (not available)
o Project global settings

o Data locations used

Entry handling
e Questions from text

e Entry details

o Question
e Filter
e Variable

o See also user controls:
o Logic definitions

o Arithmetic definitions

o See also tool windows:
« Response input settings

o Response analysis settings

e Select test

e Responses add
e Responses reserve

o Variable responses add

o Variable responses matrix

o Select range
e Entry select
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« Responses block update

o Applied filter block update

¢ Randomize questions

e Group entries
o Paste special
o Entry rename

e Entry choose
e Text choose

e Text find and replace
o Block replace

Raw data handling
o Raw data view

 Raw data treatment

o Raw data tidy
+ Raw data hole count

e See also tool window:
e Find raw tool
e Raw CSV file view
e Raw CSV file treatment
e Rename columns

o Delete columns

o Data extract

Data handling
o Data check

o Data view

o Weight data

o Weight targets
o Data export
e See also user control:

o EXxport type
e Serial number select
o Open data file
o Data ready list

o Data prepare
o Filter definition
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« See also user controls:
o Dataread
e Loagic definitions

Analysis
o Data summary
o Report file type

Windows terminology

This is a program designed to run under Microsoft Windows and this manual often refers to
components of the user interface in the operating system. This is a brief list of some of the terms
used:

Window types

Window
This is the main part of the interface. A window is a visible box with most, or all of the following:

e aTitle bar with an Icon, window description, and the Buttons to minimize, maximize and
close the Window

e a Menu with Menu items to invoke modules in the program

e a Toolbar with Buttons for quick access to Menu items

o aBody that displays the information relevant for this Window

o a Status bar that gives important information about the Window
A Window can be can be moved and have its size changed. It can also be made full screen
(maximized), shrunk to a very small window (minimized) and closed.

Dialog box
This is a particular type of Window.

For the purposes of this manual a Dialog box is a Window without a Menu.
A Dialog box may have a Toolbar for frequently used facilities, but no equivalent menu items.

A Dialog box will often be Modal, which means when it appears it freezes the underlying program.
In this case you cannot do anything else until you have finished with the Dialog box.

A Dialog box may be Modeless, which means when it appears it does not freeze the underlying
program. A Modeless window remains on the screen until it is closed.

Tool window

This is a particular type of Modal Dialog box that has a narrow Title bar. It is used for small
Windows that remain on top of the underlying window for repeated access.

Control types
Individual components on a window are called Controls:
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User control

This is complex group of controls that are combined together in a particular way in order to present a
consistent behaviour when used. The same user control can be used in various windows to enter the
same type of information.

Title bar
The top (banner) that identifies the window. Also has Buttons to control the window.

Menu
This Control is a list of words that are used to access a list of Menu items.

Some Menu items have a further list of Menu items.
A Menu item will usually do one of the following:
« Whatever action the Menu item text describes
e Open a relevant Window, Dialog box or Tool window for further input

e Toggle an option "on" or "off". These menu items have a Check box alongside the text to
show whether the option is on or not.

Some Menu items have a Shortcut key associated with them, so that the Shortcut key can be used
instead of selecting the Menu Item.

Many Menus will have letters that can be used for selection by holding down the Alt key.

Context menu
This Control is a short list of Menu items that appears with a click of the right hand mouse button.

A Context menu will often be found in Edit box and List view Controls.
The selected action is done on the selected items or text in the Control.

Toolbar
This Control is a set of picture Buttons that act in the same way as Menu items.

A Toolbar underneath a Menu will give quick access to some of the Menu Items.

Status bar
This Control comprises one or more lines of information at the bottom of a Window.

Sometimes parts of a Status Bar can be used as Buttons.
Splitter
This Control is a vertical or horizontal line across the middle of a Window or Dialog box.

A Splitter is not normally visible but the Cursor will change to two parallel lines when you are
positioned over a Splitter. Using the Mouse you can drag the Splitter to make one side of the
Window or Dialog box larger and the other side smaller.

Button

This is the name given to any Control that can be clicked with the left hand mouse button to invoke
an action.

A Button will have either text or a picture on it to show its purpose.

128



Reference Manual

Text box
This Control is a box of one or more lines into which text can be keyed and changed.

A Text box will usually have a Context menu for Cut, Paste and other common actions.

Rich text box
This Control is a box of one or more lines into which rich text can be keyed and changed.

A Rich text box will usually have a Context menu for Cut, Paste and other common actions.

Label

This is the name for any text on a window that has no functionality. Often used to label other
Controls.

List Box
This contains a list from which the user can select one item, or sometimes more than one.

Combo Box
A text box for entering some text with a list from which the user can select one item, if preferred.

List view
This Control gives a vertical list with columns of information.

Items in a List view can be selected (by various means).

Each column in a List view has a header that describes the contents. The List view can often be
sorted by clicking the header.

The vertical bar between headers can be used to change the width of the column. Double clicking
the bar will expand the column to fit its longest contents.

A List view will sometimes have a Context menu.

Selected items are shown in the left hand column and all the selected items will normally be involved
in operations such as cut, copy and delete.

One item in a list view is the focused item. The full row for the focused item is highlighted, the
colour of which can be controlled in the "Options Settings™ dialog box, "Fonts and Settings" tab.

The focused item is normally involved in operations such as insert, insert before, paste, paste before
and paste special.

Data grid
This shows rows of data with various columns similar to a spreadsheet.

String
This is the name for one or more characters put together: parts of words, whole words, parts of
sentences, whole sentences. Strings can also include spaces and other punctuation marks.

Program structure

General
There are five windows (with associated menus and toolbars) in the program:
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¢ Main window
o Entry details window

 Raw data view window

o Data view window

o Data prepare window

Most menu (and toolbar) selections invoke dialog boxes for further information to be entered.

Main window

When the programs are started the user is placed at the Main window which contains a menu and a
toolbar for the most common modules.

The main body of the window shows a list of all the entries in the opened project.
The status bar shows important global settings for the project.

Entry details window
This is used to create and update entries (questions, filters and variables).

This window has a menu, toolbar and status bar.

Raw data view window
This window enables you to:

« Open and save existing data files
e Amend, sort and view data
e Manipulate data
o Apply settings
e Run reports
This window has a menu.

Data view window
This window enables you to:

« Open and save new and existing data files
e Select which data checks to apply
e View araw data file
¢ Run reports from one data file
This window has a menu.

Data prepare window
This window enables you to:

e Open existing data files
e Run reports from more than one data file
See sections data log and data summary.
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This window has a menu and a toolbar.

Menu list
Here is an alphabetic list of the menus in the program:

o Data view window menu

e Entry details window menu

¢ Main window menu

o Raw CSV file view window menu

« Raw data view window menu

o Weight data window menu

« Weight targets window menu

Context menu list
Here is an alphabetic list of the context menus in the program:

o Entry details:
e Question window, Filters tab

e Question window, Responses tab

o Variable window, Filters tab

e Variable window, Responses tab

e Main window

Toolbars list
Toolbars are a row of picture buttons that are used to access features by clicking.

If a menu appears above a toolbar, then the toolbar buttons give a quick access to some of those
menu selections.

If there is no menu above then the toolbar must be used to access these features, unless there is a
context menu (right click) that may be used instead for some selections.

Some toolbars have large buttons and a short text with each button.
Here is an alphabetic list of the toolbars in the program:

Data log dialog box toolbar

Data summary dialog box toolbar

Entry details window toolbar

e Question entry, Filters tab

e Question entry, Responses tab

o Variable entry, Filters tab

o Variable entry, Responses tab

Log dialog box toolbar
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e Main window toolbar

o Raw data hole count window toolbar

Shortcut keys
The F1 function key can be used at any time to get context help about the window with focus.

The context help is contained within the CHM file installed with the software but it is not accessible
without using the F1 key; it is not in the index or the table of contents.

Key | Function

F1 Help relevant to the window you are looking at

The following windows have additional shortcut keys that are shown on the relevant menu
selections:

Main window
Entry details window

Raw CSV file view window

Raw data view window

Built-in dialog boxes
When using the built-in Windows dialog boxes, the operating system provides the context help for:

e Choosing a file to open

« Saving a file and choosing a name for it
o Selecting a folder

« Selecting a colour

e Selecting a font

Main window

Main window

The main window appears when the program is started and gives access to all the features in the
program.

It has a menu and an associated toolbar to access the program modules, you can also use shortcut
keys.

The body (most of the window) shows a list view of all the entries in the project. You can use the
context menu (right click) to modify the selected entries.

The window also has a status bar to show some key information about the open project.

The main window is used to invoke all the other windows and dialog boxes using the menu, toolbar,
shortcut keys, context help, or the status bar.
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List view of entries
The Main window body shows a list view of all the entries in the project. The list view shows:

o Entry name

e Sequence number

o Entry text

e Type of entry or question

e How many responses in single-coded and multi-coded

« Data location width

e Maximum responses allowed to be selected in multi-coded questions
o First data location allocated for question data

o Filters applied to the entry (question filters and response filters)
« Definition for filters and integer or float variables

« Interviewer instructions

o Settings applied to the entry

This list is used to select one or more entries that can then be edited in various ways using the Edit
menu.

New entries can also be added using the Insert menu.

One entry is highlighted and this is referred to as the "entry with focus". Inserted and pasted entries
are normally added after the entry with focus.

Many other windows and dialog boxes refer to the selected entries on the main window. In some
cases, the selected items can be changed whilst the other window is still open.

The list view can be sorted on any column by clicking in the header line of the list view. Sorting by
the sequence column restores the "natural” order of the entries.

The order of columns in the list view can be changed by dragging one of the headers to a new
position.

Main window menu
This is the menu for the Main window.

File
This menu is used to open and close project files:

New
Create an empty project, giving it a new name.
If you have already opened a project, then the new project will be created in the same folder as that

project. If you have not already opened a project, then it will be created in the projects folder set in
the "Options settings™ dialog box. You can change to another folder for the new project.

If there are entries in the project, then a new program window is opened for the new project and the
current project remains open.
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Open
Access an existing project using the "Open existing project™ dialog box.

If you have already opened a project, then it will start looking in the same folder as that project. If
you have not already opened a project, then it will start looking in the projects folder set in the
"Options settings" dialog box.

If there are entries in the project being viewed, then a new program window is opened for the project
and the current project remains open.

Tip: to open a triple-s XML project, use [File] [triple-s XML] [Load project from triple-s XML].

Close
Close the project currently being viewed.

Abandon changes and open again
This discards any changes made to the project since it was loaded and reloads it from the file.
If other users have changed the file, the latest saved version is the one loaded.

Load a project from triple-s XML

You must be in a new or empty project (no entries) to use this menu item to read a triple-s XML file
and convert it into entries.

The ASC data file is not changed and can be used directly with the program.
Save
Save the current project.

The project is scanned for errors before being saved unless the global option has been set to suppress
this scan.

The previous version of the QDF is stored in the sub-folder called Archive.
The project is reloaded and scanned from the new saved project file.

The format (ANSII or Unicode) of the saved file will be the same format as it was when loaded. Use
"Save as" to change the format.

Save as
Save a copy of the current project with a different name.

You can choose whether to save the project as an ANSII file or as a Unicode file. Unicode is
recommended if the project is to be used in more than one country.

Export project as > Triple-s XML

This saves the project to a triple-s XML file. This can only be done if the data structure is that
expected by the triple-s standard.

See Project export for more details.

Export project as > CL script STP
This saves the project to a CL script (STP) file for use with QPSMR CL and MRDCL.

See Project export for more details.

Export project as > SPSS script SPS
This saves the project to an SPSS script (SPS) file.
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The generated script will refer (in the first line) to the data file selected.
See Project export for more details.

Export project as > Quantum script RUN

This saves the project to a partial Quantum script file. The generated script will require some
modification by the user.

See Project export for more details.

Reopen with Classic program

Switch to the Classic program with the current project.

You need to set the location of the Classic program, see "Options settings" dialog box.

The project is first saved, if necessary, and the Companion is closed after the project has been
opened with the Classic program. Check the version of the Classic program with [Help] [Help
about].

Exit

Close the Companion. You are prompted to save the project first, if necessary.

Edit
This menu deals with selected entries on the main window:

Cut
Remove selected entries onto the clipboard.

Copy
Copy selected entries onto a clipboard.

Paste
Insert entries from the clipboard after the entry with focus.

Entries on the clipboard with the same names as existing entries can be used to replace (overwrite)
those existing entries.

Use Paste Special if the entries need amending before being pasted.

Paste special

Insert entries from the clipboard after the entry with focus, changing certain features with the "Paste
special dialog box.

Paste as variable(s)

Insert variables from the clipboard after the entry with focus. The variables pasted will refer to the
entries on the clipboard. The entries on the clipboard should normally have been copied from the
same project.

Paste before > Paste before
Insert selected entries from the clipboard above the entry with focus.

Use Paste Special before if the entries need amending before being pasted.
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Paste before > Paste special before

Insert entries from the clipboard, above the entry with focus, changing certain features with the
"Paste special™ dialog box.

Paste before > Paste as variable(s) before

Insert variables from the clipboard, above the entry with focus. The variables pasted will refer to the
entries on the clipboard. The entries on the clipboard should normally have been copied from the
same project.

Delete
Remove selected entries. The entries are permanently removed from the project

If you accidentally delete entries you will need to open the last QDF version in the Archive sub-
folder and copy and paste them.

Update
Change the selected entries with the Entry details window.

Rename

Change the name of the selected entries and all references to them with the "Entry rename" dialog
box.

Select all
Highlight all entries in the current project.

Select by criteria
Choose specific types of entries to select with the "Entry select” dialog box.

Text find and replace
This is used to make global changes to entry texts with the "Text find and replace" dialog box.

Block update responses

Change multiple questions responses with the "Responses block update” dialog box. This is used to
add or remove supplemental rejects or to set score values on many questions simultaneously.

Applied filters block update
Apply filters to all the relevant selected entries on the Main window using the "Applied filters block
update™ dialog box.

Replace multi-coded with single-coded

This with replace selected multi-coded questions with a set of single-coded questions that use the
same data location space. The new questions have all the same settings and responses as the original
multi-coded question.

A multi-coded variable is also produced that combines the responses from the single-coded
questions. This new variable has the same name as the original multi-coded question so that any
references to that question are still valid.

It will generate the same number of single-coded questions as the Max responses allowed numbered
1 upwards.

You can elect to number the new questions with only those responses that have text allocated. In this
case a new question will be created for each allocated response.
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This option will only convert questions with "data width" and "max responses allowed" set.

Randomize questions
Add or remove random begin and end program entries using the "Randomize questions™ dialog box.

Group entries
Create named groups of entries using the "Group entries" dialog box.

Remove all references to selected entries
This strips all references to an entry from logic definitions in other entries.

Insert
This menu is used to add new entries:

Question entry
Adds a new question entry after the entry with focus with the Entry details window.

Question entry before
Adds a new question entry before the entry with focus with the Entry details window.

Add question entries from imported text

Adds new question entries using text loaded from outside Companion. This uses the Entry details
window and "Questions from text" dialog box.

Filter entry

Adds a new filter entry to the project with the Entry details window. Filter entries are placed
following the last entry to which they refer.

Variable entry
Adds a new variable entry to the project with the Entry details window.

Project
This menu is used for things that apply to all entries in the project:

Global settings
Change the global project settings with the "Project global settings” dialog box.

Scan entries for errors
Checks all the entries and reports any mistakes in a "Log" dialog box.

Data locations view

Shows the "Data locations used” dialog box. This can be left open to show the last data location
used as a project entries are added.

Get response texts from file

Requests a response text file containing code frames and updates all the relevant response texts. See
Files, Response text file for the layouts required for this facility.

Output all entry texts to file
Produces a CSV file with a de-duped list of texts that appear in the project, see Entry texts file.
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Update all entry texts using file
Finds all the instances of particular texts and replaces them with a revised text, see Entry texts file.

Print questionnaire to file

Outputs a printable questionnaire file with the "Report file type" dialog box. There are a number of
built-in outputs:

« Interviewer questionnaire with or without data locations
e Check questionnaire with or without data locations
e Interviewer instructions list

Prepare for Classic (shrink widths)

Imported projects may have data location widths too large for Classic programs. This module
reduces the widths and changes the data locations to pick up the right hand portion of the numbers.

Refresh entry list
Redraws the main window entry list.

Data
This menu is used to handle data files:

Raw file view > Data file view
To inspect and modify raw data files with the Raw data view window.
Also used to produce a "hole count™ and to globally set or change serial numbers.

Raw file view > CSV file view
To inspect and modify CSV files with the Raw CSV file view window.

Raw file view > Clipboard spreadsheet view

To inspect spreadsheet data copied to the clipboard with the Raw CSV file view window. This view
assumes that the data does not include a header row.

Check data file
Checks a data file and reports mistakes with the "Data check™ dialog box.

Update data file
Opens the Data view window and sets "update allowed".

Weight data file
Calculate respondent weights for an existing data file with the Weight data window.

View data file
View and edit an existing data file with the Data view window.

Export data
Output the contents of an existing data file with the "Data export™ dialog box.

Data ready list
This opens the Data ready list dialog box to show data files that have been loaded in this session.
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You may wish to do this if you have opened large data files that you will not need to refer to again in
this session.

Report
This is used to create analysis reports from questionnaire data:

Summary report
Produces a "top line" or "frequency count™ on a data file with the "Data summary" dialog box.

Tools
This is used for things that affect all projects, not just this one.

Activate licence

This is used to activate a licence that has been supplied by a dealer with the "Licence details" dialog
box.

Licences check

This is used to inspect all the activated licences on this computer with the "Licence check" dialog
box.

Options
Change the program settings with the "Options settings" dialog box.

Help

Use the F1 key for help relevant to the window being used. This menu gives information about the
program:

Contents
View Help File Contents page.

Help about
Information about the version of the program that you are running.

Main window toolbar
This is the toolbar for the Main window.

See the Main window menu for more details about the purpose of these buttons:
o

E" [File] [Open] to open a project file (entry definitions)

n [File] [Save] to save the entry definitions to the project file

E This project file is locked, [File] [Save] to save the entry definitions to the project file and
unlock it

ﬂ [File] [Reopen with Classic program] to close project and open with QPSMR Classic

% [Edit] [Cut] to cut the selected entries from the project to the clipboard
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Ep:
[Edit] [Copy] to copy the selected entries to the clipboard

% [Edit] [Paste] to paste entries from the clipboard before the entry with focus

e f=h [Edit] [Paste special] to paste entries from the clipboard with optional changes
t._l [Edit] [Update] to update the selected entries

G [Insert] [Question entry] to insert a new question entry after the entry with focus
& [Insert] [Filter entry] to insert a new filter entry after the entry with focus

ﬂ Not available

@I [Project] [Global settings] to set options for all entries

o
[ Project] [Scan entries for errors] to scan for faulty references or data locations

Main window shortcut keys
These are the shortcut keys for the Main window.

See the Main window menu for more details about the purpose of these shortcut keys:

Key Function

Context help relevant to the window you are looking at
F1 (main window)
F5 [Project] [Refresh entry list] Redraws the entry list
Key Function

Control+N | [File] [New] Opens a new project

Control+0 | [File] [Open] Opens an existing project file

Control+S | [File] [Save] Saves the project

Control+X | [File] [Cut] Cuts selected entries

Control+C | [File] [Copy] Copies selected entries

Control+V | [File] [Paste] Pastes entries after entry with focus

140



Reference Manual

‘ Control+A ‘ [Edit] [Select all] Select all entries

For these you hold down the Ctrl key and type the letter, whilst still holding the Ctrl key down.

Main window context menu

This is the context menu for the Main window list view of entries in the project. Using the right
mouse button in the list view allows these menu items to be used on the selected items in the list
view.

See the Main window menu, Edit and Insert menu items for more details about the purpose of these
context menu selections:

o Update
e Rename
e Cut

« Copy

o Paste

o Paste special

o Paste as variable(s)
« Paste before

e Delete

e Insert question

e Insert filter

e Insert variable

Main window status bar
This is the status bar for the Main window. It has two rows of information:

Top row
This shows:

e The number of entries currently selected. The Edit menu is used to alter all the selected
entries.

e The data location setting in Project, Global settings. This shows who is responsible for the
data locations for questions.

e The raw data type. Character or Binary.
e The raw data structure. One line or multiple lines per questionnaire.
e The record length. The maximum characters or columns in a line or card.

e The code order. Normally 1234567890. For Binary it may be VVX0123456789 or
1234567890XV.

o The serial number data locations. Where the serial number is stored in the raw data.
You can click in the information shown:
Clicking the first item will alternately select all entries and then no entries.
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Clicking the other entries cause the "Project global settings" dialog box to appear.

Bottom row
This shows:

o The initial letters of key information shown in full above in the first row.

« If the project has been changed and is, therefore, locked to other users.

e The full path of the QDF file being viewed.

e The project title.

You can click in some of the information shown:

Clicking the first item will cause the "Project global settings" dialog box to appear.
Clicking the second item will invoke [File] [Save] to save the project
Clicking the last item will cause the "Project global settings™ dialog box to appear.

Licence details

Licence details dialog box
From the Main window menu [Tools] [Activate licence] is used to activate a licence file.

You can rename the licence file although the new name must still end with "_Licence™ and must
have the extension "xml". For example, My_Licence.xml.

When requested, you are first asked for the XML licence file supplied by your dealer.
To activate a licence you will need:
o The small XML licence file that has been sent to you
e A password that you have been given separately
o A key that has been sent separately
When a licence file is activated it creates a new installed licence XML file that is usually stored in:
C:\Program Data\NetMR Ltd\
Tip: To see a list of installed licences at any time use Main window menu [Tools] [Licences check].

Once a licence is activated it will allow you to use the licensed modules between the start and finish
dates.

You can activate any number of licence files, and a module can be used if it is licensed in one or
more of the activated licences.

When a licensed module is first used by the program, it displays the "Licence in use" dialog box to
show which activated licence has granted permission to use this module.

Licence check

Licence check dialog box
From the Main window menu [Tools] [Licences check] is used to list all available activated licences.

The dialog box lists all the licences found in the activated licence folder which is normally:
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C:\Program Files\NetMR Ltd\
Each licence has a start and finish date and a list of modules that it licenses.

You can list the modules in individual activated licence files or get a summary of all modules
covered by any of the valid licences, see "Licensed modules” dialog box.

You can also delete activated licence files if they have expired.

Licensed modules

Licensed modules dialog box
From the "Licence check™ dialog box, buttons are used to list the modules that are licensed.

The "Licensed modules™ dialog box lists all the modules in the program with an icon to show
whether the module is licensed or not, see Icons.

Against each module the icon will show that the module is:
o Free (no licence is required)
o Licensed (found in a valid current activated licence file)
« Not licensed (not found in any current valid activated licence file)
« Not available (no licence should be issued, probably not fully tested yet)
e Obsolete (this module is no longer in the program)

o Old not available (this module is in the activated licence file but is now listed as not
available)

o Old Obsolete (this module is in the activated licence file but is now obsolete)
Modules that can be used are listed as Free, Licensed, or Old not available.

You can change the display to show only licensed modules or all modules and you can choose to
include program controls in the list, see below.

There are three levels of modules:
e Group modules
e Licensable modules
« Program controls

Group modules consist of a list of Licensable modules that are banded together for convenience and
given a name.

Licensable modules are the individual named modules for which a licence can be issued. A
licensable module is a list of one or more program controls.

Program controls are the actual parts of the program that are checked against the activated licences
when used.

Options settings

Options settings dialog box

From the Main window menu [Tools] [Options] is used to enable you to set features that will be
applied to every project you open:
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Folders and files

Project folder

You can point to any folder on the computer or accessible via the network. The default projects
folder is:

C:\My Projects

When the program is started and you then open a project, this is the folder that the "File open" dialog
box will start looking for the project file.

If you open another project whilst you are viewing a project then it will start looking in the same
folder where the original project is stored.

Recently accessed projects

There is a file that keeps a list of projects that have recently been accessed. The default file is:
C:\My Projects\IniQDF.txt

This is also the default file used by Classic programs. If you are going to use these then it is sensible

to use the same file for the Companion.

Fonts and colours

Program fonts
You can set the font that the program is to use.

There is a separate setting for list views, including the list of entries on the Main window.
Program colours

Most window colours are taken from the Windows Control Panel settings on the computer.
You can set a colour for:

e The colour that is used to highlight the row with focus. New entries will be added before or
after this row.

e The colour that shows that a control value is faulty.
e The colour to use for program entries to make them easily distinguishable in the entry list.

Programs (external)

QPSMR Classic

You can set the name of the Classic program to open project files with. This will be used when
[File] [Reopen with Classic program] is used.

If you install a new version of the Classic program you will need to change this setting.

Browser for HTML files
This should point to your internet browser program.

When the Companion has created a HTML report it will use this program to view the report.

Word processor for editing HTML files
This should point to your editor program.
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When the Companion has created a HTML report it will use this program to allow you to edit the
report.

Help about

Help about dialog box

From the Main window menu [Help] [Help about] shows information about the program, in
particular the version number.

Licence in use

Licence in use dialog box

This dialog box appears when an activated licence is first used to permit access to a licensable
module.

It shows details contained in the activated licence:
o Dealer who issued the licence
o Date when it expires
o Contact name
e Address
e Where valid
To get a list of all activated licences, see the "Licence check" dialog box.

Log

Log dialog box

This dialog box appears whenever errors occur during an operation. Sometimes it is used to give a
list of information (not errors).

It has a toolbar.

It shows some details about when and why the log has been produced, followed by a list view of the
errors found. The list view contains these columns:

e Sequence (a number to help identify where the problem occurred, often an entry sequence
number)

e Item (the item with the problem, often an entry name)

o Details (more information about where the problem occurred)

e Problem (the nature of the error that occurred)

o System error (the system error message that reported the error)
Some of these columns may be unused for some or all of the errors listed.
The list can be sorted by clicking the headers.

Sometimes you will be asked whether to proceed with the requested action that gave rise to the
errors, or to cancel it and correct the errors first.
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Log toolbar
This is the toolbar for the "Log" dialog box.

Ep:
Copy whole log to the clipboard (not just any selected items)
-fd-"l- Font to use for print and display

% Print the log

Data log

Data log dialog box

This dialog box appears whenever errors occur during a data scanning operation. Sometimes it is
used to give a list of information (not errors).

It has a toolbar.

It shows some details about when and why the data log has been produced, followed by a list view of
the errors found. The list view contains these columns:

o Serial (the serial number of the questionnaire where the error occurred, or 0 for no serial
number)

« Which (if there are duplicate serial numbers, a sequence number within the same serial
number)

« Entry (the entry name where the error occurred)

e Extra (more information about where the problem occurred)

e Error (the nature of the problem that occurred)

« System error (the system error message that reported the error)
Some of these columns may be unused for some or all of the errors listed.

Occasionally the number of errors is very large and the program stops recording them. A message
then appears above the list view to tell you that not all the errors found are listed in the log.

Data log toolbar
This is the toolbar for the "Data log™ dialog box.

ERs
Copy whole log to the clipboard (not just selected items)
Py g p J

-fd-"l- Font to use for print and display

% Print the log

Open existing project

Open existing project dialog box
From the Main window menu [File] [Open] is used to open a project file.
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This dialog box enables you to access a project that you have previously worked on.

It shows a list view of recently accessed projects that are stored in a file, see "Options settings"
dialog box.

If you are already in a project then a new Main window will be created for the opened project.

Import CSV

Import CSV dialog box
Not available.

From the Main window menu [File] [Import CSV] is used to open a CSV data file.

This dialog box enables you to view and select elements of a CSV file.
There are four phases:

e File view

e Columns view

« Entries view

e Response lists

Project global settings

Project global settings dialog box

From the Main window menu [Project] [Global settings] is used to enable you to set features that
will be applied to the whole project and may affect all entries.

The tabs available are:

Raw data

For more information about raw data structure, see User Guide, Handling Raw Data, Raw data
structure.

Raw data storage
e Character (asc)

The data is stored as a regular text file with each question stored in a particular range of
positions (data locations) in each line.

e Binary (cbha)

In binary data information for each line of data is stored is binary format. This allows "multi-
punching” (up to 12 codes in each data location).

Companion stores binary data in CBA format (QPSMR), CBE format (Quantum), and CSI
format (IBM column binary).

For more information about data file types, see Files section on Data files.

Raw data structure
e One line per questionnaire

o Multiple lines per questionnaire (80 column cards)
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Data locations
For more information on data locations, see User Guide, Handling Raw Data, Data locations.

e Program sets (automatic layout)
o User sets (locations fixed)
o Frozen (data files exist)

The last two above both lock the data locations in the questionnaire. In either case you will need to
set data locations manually for new questions.

"Frozen" prevents any changes that might cause existing data files to be read incorrectly.

"User sets" allows any changes to the data locations including ones that might cause existing data
files to be read incorrectly.

Other structure (job, serial, card, code order, length)
Other important information about the raw data structure can be set:

o order of codes (usually 1234567890, VX0123456789 or 1234567890XV for binary). There
are other names for the X and V codes, for example 1234567890XY or 1234567890AB. The
V and X codes on their own are actually the characters "&" and "-" respectively.

« record length (maximum data locations per line of data)

e job number or name (optional) and data location

« serial number width and data location

o card number width and data location (multiple lines per questionnaire only)

Card types

If "Multiple lines per questionnaire” and "User sets" are selected then the "Card types" tab becomes
active.

The line (card) length can be set to 80 or any number up to 99.
This tab shows a list of valid card numbers and whether they are:
o Fixed (must be present in every questionnaire)
e Optional (can be left out if there is no data on it for the questionnaire)
Tip: If a card type is not present in a questionnaire it will be treated as all blank.
You can add and delete card types and change the type of existing card numbers.
You can choose to use the last 3 digits of data locations as the column number so that cards can be
up to 999 columns each. This will not work with QPSMR Classic programs.

Controls

Entry name length

You can set a maximum number of characters for entry names. The standard setting is 30 for
compatibility with QPSMR Classic programs.

When saving the file it will tell you if any names are longer than this setting.

Upper case entry names
For compatibility with other programs entry names can be made all upper case.
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Individual locations for responses to new questions

New single-coded and multi-coded questions are set to use a separate data location/code for each
response (old style).

Suppress the scan before project save

This setting causes the project to be saved without scanning first for errors. Any errors will be
shown when the project is reloaded immediately after the save. If the project has some known
warnings that are being ignored this setting stops them being reported twice: before the save and
after the reload.

Undefined or zero

There are two global settings for "Set empty (skipped) numbers" and "Set filtered (not asked)
numbers" to undefined or zero. They are provided for compatibility with old Classic project files.

For new projects these should both be set to undefined.

Important: The Companion ignores these settings and uses Undefined for integer, float, date and
time questions that:

o Have been filtered past (one or more applied filters are false)
o Were left empty even though they should have been asked.

Refuse input of responses with unallocated text
This setting will not allow responses that do not have a response text (the response text is empty).

Do not export responses with unallocated text

Setting this will cause responses that have no text to be excluded when the project is saved as a
triple-s XML file.

Show data locations during input

This setting means that data locations for questions and answers are displayed during data input. For
single-coded and multi-coded questions with individual locations for responses, the data location for
each response is shown in parentheses before the response text.

This is useful when entering paper documents that are not in the same language as the project text
but do have data locations printed on them.

Show question names on tables

This setting means that the question name appears before the question text in analysis. The entry
name is followed by a full stop, for example:

Q1. What is your age?

Averages use question text

This setting enables you to use the question texts as the row labels in place of the standard text
"mean score", when producing a "statistics only" table or a "mean score summary" table.

Minimum questionnaires to show on tables

The purpose of this box is to preserve confidentiality of respondents for projects with a limited
sample.

By completing the box you can request a minimum number of respondents that should be shown in
your tables.
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o Table cells that contain less than the minimum value will be shown as <<
e Rows or columns which have a total of less than the minimum value will be suppressed
o If the table total is less than the minimum value, the whole table will be suppressed

Texts

Project description
The title of the project

Analysis title
This is used as the header on reports

Footer
This is used as the footer on reports

Data locations used

Data locations used dialog box

From the Main window menu [Project] [Data locations view] is used to get a list of data locations
used.

This dialog box will tell you if there are any duplicated or faulty data locations set.

This dialog box also shows the highest data location used so far. It can be left on the screen as you
add questions so that you can see the next available data location.

It also displays a list view of the data locations that have already been allocated to questions in the
project with the following headers:

o Entry (the question name that uses this data location, or job, serial or card numbers)
e Sequence (the sequence number of the entry to assist in locating it in the entry list)
o Location (the data location and the code for responses in individual locations)

e Duplicate

e Faulty

The list can be sorted by any column. For example sorting on the duplicate column will put all the
duplicated locations together in the list.

Questions from text

Questions from text dialog box

From the Main window menu [Insert] [Add question entries from imported text] is used to convert a
questionnaire document into entries. From the Main window an Entry details window appears along
with this dialog box.

This dialog box can also be requested directly from an Entry details window. It enables you to insert
text from a document and create questions and responses from it that can be amended if necessary in
the Entry details window.
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The body (most of the window) of the dialog box contains the questionnaire document as plain text
or rich text. Portions of text are highlighted and then a context menu (right click) is used to transfer
the text to the Entry details window.

Document source
The document can be copied from a word processor and pasted from the clipboard.

You can also open text (TXT) files directly into the display.

New question creation

The Entry details window can be used in the normal way to add filters and other entries and to
change questions created from the "Questions from text" dialog box.

New question entries are created whenever the question name or text is added using the context
menu and one of the following is true:

e The Entry details window is not showing a question entry.

o There is already text assigned to the name or text being copied in the Entry details window.

Questions from text context menu
This is the context menu for the "Questions from text" dialog box questionnaire document display.

Using the right mouse button in the document display allows these menu items to be used on the
highlighted (selected) text in the display:

e Question name. Highlighted text used as the entry name.
e Question text. Highlighted text used as the entry text.
e Answer type. Used to select the type of question:

e Single-coded

e Multi-coded
o Integer
e Float

e Character

« Date
o Time
e Verbatim
» None

o Response insert. Highlighted text used as a new response text.

e Add block of responses. Highlighted text used as responses. Each line will be a new
response.

Entry details

Entry details

This important window is used to create and update entries. It is called a window but does not have
a menu yet.
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From the Main window menu [Insert] is used to add entries. It is also possible to add new entries
from within the Entry details window.

From the Main window menu [Edit] [Update] is used to alter selected entries. The Main window
toolbar, context menu, and double clicking can also be used.

Both new and updated entries are shown using the same Entry details window.
It has a menu, toolbar and a status bar that are always present.

The body of the window changes depending on the type of entry, see these sections:
Entry details question

Entry details filter

Entry details variable

New entry positions

From the Main window, new questions are placed after (or before, if requested) the highlighted focus
entry.

From within the Entry details window, new questions are placed after the entry being displayed.
New filter entries are always first placed at the end of the entry list. When you stop viewing a filter
entry it will be moved to the appropriate place.

Entry list in entry details

The Entry details window keeps a list of the entries that were selected when [Edit] [Update] was
used. If new entries are added, they are added to this list.

You can move backwards and forwards between the entries on this list, using toolbar buttons.
You can also move away from the list to the entry before or after the current entry in the full entry
list, using other toolbar buttons.

Undo and Redo

All changes made with the Entry details window take immediate effect. There are toolbar buttons to
undo and redo changes to the current entry.

The changes list is preserved until the whole file is saved. This means that you can return to an entry
and still be able to undo any changes made earlier.

Entry details menu
This is the menu for the Entry details window.

Entry
This is used to leave the current entry and move to another entry.

There are two lists of entries; the full list of entries, as shown on the Main window, and the list of
entries that were selected when entry update was requested. New entries are added to the update list.

Previous entry on update list
Move to the requested entry.

Next entry on update list
Move to the requested entry.
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Entry before this one on the full list
Move to the requested entry.

Entry after this one on the full list
Move to the requested entry.

Close this window
Exit.

Edit
This is used to change the entry shown.

Undo changes to this entry

This returns the entry to the state it was in before the previous change, you can repeatedly undo
changes.

You will be warned if the undo predates when this update was started. You cannot undo changes
that were made before the whole project was last saved, although the previous version of the file will
be preserved in the Archive sub-folder.

Redo changes to this entry

This returns the entry back to the state it was in before the previous undo, you can repeatedly redo
changes.

Check this entry for errors
This checks the entry for any problems that would arise if the entry is saved.

New
This is used to insert new entries into the project.

Question entry
Insert a new guestion entry after the entry shown.

Filter entry

Insert a new filter entry. The new filter will be put in the appropriate place after the last entry
referred to in the logic definition.

Variable entry
Insert a new variable entry after the entry shown.

Use text to create questions

This opens the "Questions from text" dialog box to use a document to create question entries in this
project.

Duplicate this entry

This makes a duplicate copy of the current entry. The ending of the name in the copy is changed; the
rest is an exact copy.

The copy is placed immediately following the original and the Entry details window shows the new
copy.
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Make a variable from this entry

A variable copy is made of the current entry. The variable refers to the current entry in the
definitions.

The variable is placed immediately following the current entry and the Entry details window shows
the new variable.

The type of variable created will depend on the type of the current entry.

Count responses to a variable

You must be looking at a multi-coded question or variable.

An integer variable is made that will hold the number of responses selected in the current entry.

The variable is placed immediately following the current entry and the Entry details window shows
the new variable.

Score value to a variable

You must be looking at a single-coded (or multi-coded) question or variable that has score values
assigned to one or more responses.

A float variable is made that will hold the score value from the selected response in the current entry.
The variable is placed immediately following the current entry and the Entry details window shows
the new variable.

Applied

This gives access to the applied filters tab for questions and variables.

There is also a toolbar on the applied filters tab for questions and variables.

Applied filters tab view
Switch to the applied filters tab.

Apply a question filter
Apply a filter to the whole entry with the "Entry choose" dialog box.

Apply a negative question filter
Apply a negative (NOT) filter to the whole entry with the "Entry choose" dialog box.

Apply a response restrictor

For questions only, apply a response restrictor from another entry with the "Entry choose™ dialog
box.

Apply a negative response restrictor

For questions only, apply a negative response restrictor from another entry with the "Entry choose"
dialog box.

Select all applied filters
Select all the applied filters.

Cut selected applied filters
Cut selected applied filters to clipboard.

154



Reference Manual

Copy selected applied filters
Copy selected applied filters to clipboard.

Paste applied filters
Paste applied filters from clipboard.

Responses
This gives access to the applied responses tab for questions and variables.

There is also a toolbar on the responses tab for guestions and variables.

Responses tab view
Switch to the responses tab.

Add block of responses
For questions only, add responses after the response with focus with the "Responses add™ dialog box.

For variables only, add responses after the response with focus with the "Variable responses add"
dialog box.

Add response matrix
For variables only, add responses after the response with focus with the "Variable responses matrix"
dialog box.

Insert response
Insert a new response after the response with focus.

Insert response before
Insert a new response before the response with focus.

Reserve responses

For questions only, add open-ended responses to the end of the response list with the "Responses
reserve" dialog box.

Reverse responses
For variables only, reverse the selected responses.

Select all responses
Select all the responses.

Cut selected responses
Cut selected items to clipboard.

Copy selected responses
Copy selected items to clipboard.

Paste responses

Paste responses from clipboard after the response with focus. If question responses are pasted into a
variable then the definitions are created.
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Replace texts for responses

Using only the texts from responses copied to the clipboard, replace the texts of the selected items.
If no responses are selected then all the response texts are replaced. The responses are unchanged
except for the response texts.

First response
Select the first response in the response list.

Previous response
Select the response above the currently selected response.

Next response
Select the response below the currently selected response.

Last response
Select the last response in the response list.

Tools
This is used to open the tool windows to put settings on responses.

Response input settings show

This will cause the "Response input settings™ tool window to appear so that input settings can be put
on any selected responses in questions and variables.

Response analysis settings show

This will cause the "Response analysis settings™ tool window to appear so that report settings can be
put on any selected responses in questions and variables.

Entry details window toolbar
This is the toolbar for the Entry details window:

<
>
A

Show previous entry in list

Show next entry in list

Show previous entry in sequence number order
v Show next entry in sequence number order

Undo last change to this entry

E,

Redo last undone change to this entry

Add a new question entry after current entry

& o

Add a new filter entry
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i
Check this entry for problems

EJ Add question entries from imported text

ﬁ Open the "Response input settings” tool window

There are additional toolbars that appear with specific entry types:

Open the "Response analysis settings" tool window

Question entry, Filters tab

Question entry, Responses tab

Entry details status bar
This is the status bar for the Entry details window. For the entry being displayed, it contains:

e Sequence number
o« Name
o Text

Entry details question

Entry details for question window
This describes the body (most of) the Entry details window when looking at a question entry.

This window enables you to create or amend a question, using the following tabs:

Question tab
This tab has the basic information about an entry:

Name
The question name is used to identify the entry, see Entry name rules.

It is usually also shown with the text in reports.
You cannot change the name for an existing entry, use Entry rename instead.

Type
The type of answer, see Question types.

Structure and data locations
Depending on the question type selected:

« Individual response locations for responses
e Width (number of data locations)

e Max responses allowed (for multi-coded)

« First data location
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If responses have individual data locations these are relative to the start location. For example,
adding 1 to the start data location will add 1 to the data locations of all the responses; the codes are
unchanged.

Text
This is the actual question asked. See Text rules.

Interviewer instructions

During data input this text is used to give instructions. A colour can be used to indicate the type of
instruction or to draw attention to itself.

Responses

For convenience the responses to single-coded and multi-coded questions are shown on this tab.
Double clicking in this response list will switch the view to the "Responses™ tab where responses
can be added and altered.

Extra tab

This tab enables you to add additional text before or after the question on the questionnaire document
as well as data entry instructions. See Text rules.

These extra texts are not seen during data entry.

Filters tab

This tab has a list of the filters applied to the question, see User Guide, Filters, Applying a filter for
more details.

You can set a base text (filter description) to use if more than one question filter is applied.
The toolbar and context menu enable you to:

o apply the various types of filter to this question
e cut, copy and paste selected filter applications from one entry to another
If all the applications are selected then copy (and paste) will also copy the base text.
If more than one filter or restrictor is applied, they are sorted into entry sequence order.

Settings tab
This tab enables you to amend these infrequently used features:

Automatic locations

When the program sets the data locations you can request that this question is placed in one of three
sections

e Beginning
e Asinlist
« End

Putting all the ZZZ questions and associated entries at the beginning can reduce the size of the data
files. If you are going to strip out these entries from the data file before delivery, these entries should
be placed at the end.

Answer checking
For most questions you can set:
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« Blank is allowed. This question can be left empty when data in entered. For paper projects
all questions can be left empty.

For questions with responses you can set:

o Randomize response order. Except for paper input, the responses to this question will appear
in random order.

For questions with a value answer you can set:
e Minimum value allowed
e Maximum value allowed
o Plus 3 additional specified values
For questions with textual answers you can set text to be converted on input:
e Upper case
e Astyped
o Lower case
For CATI
In CATI projects you can specify that this question is a:
« Sample point. Used to control which sample records are to be selected.
e Quotaentry. Used to stop interviewing when a specified number of interviews have been
completed for each response.

Pre-select from entry
By selecting this you can choose an entry that contains the probable responses needed in the current
entry during data input. There are two settings:

o Pre-select that presets the answer to this question from an earlier question or variable, using
the "Entry choose" dialog box. This can save time if the answer is almost always going to be
the same as that given earlier.

e Auto-select causes the question to not be seen at all. The answer is pre-selected, using the
"Entry choose" dialog box and cannot be changed.

Auto-select can be used in order to store a calculated variable in the data.

The entry used for this must have the same answer type as the question, except that an integer entry
can be used on a multi-coded question to cause the first few responses to be selected.

This is very useful for CATI projects where the responses can be randomized so that a set number of
responses are selected at random.

Image
In a None (text for interviewer) question an image or a video clip can be attached to the question.
The image or clip are shown following the question during data input.

Routing after question

This gives a text to appear on the printed questionnaire to tell the interviewer which question to ask
next. It can be:

e No routing.
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e Question routing. This prints this question name in the appropriate place using the "Entry
choose™ dialog box.

o Textrouting. This prints the text specified (usually "close™) in the appropriate place.

Important: This will not route past questions in data input or analysis, see User Guide, Filters,
Applying a filter.

Responses tab

This tab has the response list for a question. For a description of a response see User Guide, Project
components, Responses.

The toolbar and context menu enables you to:

o Add a new response before or after the highlighted focus response.

o Add a set of responses after the highlighted focus response with the "Responses add" dialog
box.

o Add a set of open-ended responses at the end of a response list with the "Responses reserve"
dialog box.

o Cut, copy and paste responses from one entry to another.

When copying and pasting responses with individual data locations, these are preserved relative to
the start location for the question.

Response settings for selected response

Each response has a response text that identifies it. If there is no response text it is called an
"unallocated" response.

A response with [Supplemental reject] will be selected if no other responses are chosen. A
[Supplemental reject] does not appear on the printed questionnaire, nor when you enter data. It is not
allocated a data location (or code) when the questionnaire is columnated. A supplemental reject
must be the last response and only one reject response (embedded or supplemental) is allowed in a
question response list.

A data location and code are allocated if the "Individual locations™ box is checked on the "Question”
tab. See User Guide, Handling raw data, Matching data locations.

Response input settings for selected responses

Individual responses can have input settings to control data entry. These are allocated using the
"Response input settings™ tool window.

You can view the "Response input settings" tool window from the Entry details window menu or
toolbar. The tool window remains open until you close it and can be used to change the input
settings for all the responses selected for questions.

Response analysis settings for selected responses

Individual responses can have analysis settings for reports, including a score value for use in mean
score calculations. These are allocated using the "Analysis settings™ tool window.

You can view the Response analysis settings tool window from the Entry details window menu or
toolbar. The tool window remains open until you close it and can be used to change the analysis
settings for all the responses selected for questions and variables.
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Entry details question filters toolbar

This is the toolbar that appears on the "Filters" tab of an Entry details window for a question with the
list of applied filters:

Apply a filter to the whole entry with the "Entry choose" dialog box.

Apply a negative (NOT) filter to the whole entry with the "Entry choose" dialog box.

Apply a response restrictor from another entry with the "Entry choose" dialog box.

Apply a negative response restrictor from another entry with the "Entry choose" dialog box.

Select all the applied filters.

&< [ed] 18] 2] (B [

Cut selected applied filters to clipboard
Copy selected applied filters to clipboard

% Paste applied filters from clipboard
See User Guide, Filters, Applying a filter for more details.

Only existing entries can be applied.

The filters that are applied to a question or variable can be cut, copied and pasted from other entries.
This does not alter the entries that are being applied; only the entry that they are being applied to is
changed.

Entry details question filters context menu

This is the context menu for the Entry details question window, "Filters™ tab list of applied filters to
the question. Using the right mouse button in the list view allows these menu items to be used on the
selected items in the list view.

See the Entry details question window toolbar for more details about the purpose of these context
menu selections:

e Question filter add
e Response restrictor add

e Selectall
o Cut

» Copy

o Paste

o Delete - this deletes the selected filter application *

* This is not on the toolbar.
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Entry details question responses toolbar

This is the toolbar that appears on the "Responses” tab of an Entry details window for a question
with the response list:

=]
ﬂ Add responses after the response with focus with the "Responses add" dialog box

i Insert a new response after the response with focus

Insert a new response before the response with focus

Add open-ended responses to the end of the response list

Select all the responses

Cut selected items to clipboard

7 &< [wd

Copy selected items to clipboard

% Paste responses from clipboard after the response with focus

Select the first response in the response list

Select the response above the currently selected response (previous)

Select the response below the currently selected response (next)

i [l (IS [

Select the last response in the response list

Entry details question responses context menu

This is the context menu for the Entry details question window, "Responses™ tab response list. Using
the right mouse button in the list view allows these menu items to be used on the selected items in
the list view.

See the Entry details question window toolbar for more details about the purpose of these context
menu selections:

o Insert a response after

e Cut

o Copy

« Paste after

e Delete - this deletes the selected responses *
* This is not on the toolbar.
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Entry details filter

Entry details for filters
This describes the body (most of) the Entry details window when looking at a filter entry.

This window enables you to create or amend a filter entry.

If you change the logic definition of a filter entry it will be moved to follow the last entry referred to
in the definition.

Name
The filter name is used to identify the entry, see User Guide, Entry name rules.

You cannot change the name of an existing filter here, use [Edit] [Rename] from the Main window
menu instead.

Hold input if true
This is set to stop data input if the filter entry logic definition is true.

Logic definition user control

Filter entries are defined with a user control for logic definition which is described in a separate
section.

Store in data location

If this is set then whenever a record is saved to a raw data file the value of this filter is stored in the
data location specified. The value stored is:

0 if the filter is false
1 if the filter is true

Entry details variable

Entry details for variable window
This describes the body (most of) the Entry details window when looking at a variable entry.

This window enables you to create or amend a variable, using the following tabs:

Variable tab
This tab has the basic information about the variable entry:

Name
The variable name is used to identify the entry, see Entry name rules.

It is usually also shown with the text in reports.

You cannot change the name for an existing entry, use the "Entry rename" dialog box from the Main
window menu instead.

Type
The type of answer, see Variable types.

For CATI
In CATI projects you can specify that this question is a:
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e Sample point. Used to control which sample records are to be selected.

e Quotaentry. Used to stop interviewing when a specified number of interviews have been
completed for each response.

Ignore case when testing character questions in response definitions

If this is set then the case (upper, lower, or mixed) is ignored when testing character questions. For
example, title/'MR' will be true if title is MR, mr, or Mr.

Text
This describes the contents. See Entry rules, Text rules.

Arithmetic

For integer and float variables a user control is used to define the arithmetic definition and the text
for the variable.

See the separate section for a description of an Arithmetic user control.

Responses

For convenience the responses to single-coded and multi-coded variables are shown on this tab.
Clicking in this response list will switch the view to the "Responses™ tab where responses can be
added and altered.

Filters tab

This tab has a list of the filters applied to the variable, see User Guide, Project definition, Filters,
Applying a filter for more details.

Response filters cannot be applied to a variable.
You can set a base text (filter description) to use if more than one filter is applied.
The toolbar and context menu enable you to:

o apply a new filter to this question

e cut, copy and paste selected filter applications from one entry to another
If all the applications are selected then copy (and paste) will also copy the base text.
If more than one filter is applied, they are sorted into entry sequence order.

Responses tab

This tab has the response list for a variable. For a description of a response see User Guide, Project
components, Responses.

The toolbar and context menu enables you to:

« Add a new response before or after the highlighted focus response.
e Cut, copy and paste responses from one entry to another.
o Insert a block of responses using ranges of answers from other entries

Response settings for selected response

Response logic definitions and the response texts are defined with a Logic definition user control
which is described in a separate user control section.
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Analysis settings for selected responses

Individual responses can have analysis settings for reports including a score value for use in mean
score calculations. These are allocated using the "Analysis settings" tool window.

You can view the "Response analysis settings" tool window from the Entry details window menu or
toolbar. The tool window remains open until you close it and can be used to change the analysis
settings for all the responses highlighted for questions and variables.

Entry details shortcut keys
These are the shortcut keys for the Entry details window.

See the Entry details window menu for more details about the purpose of these shortcut keys:

Key Function
F1 Context help relevant to the window you are looking at
Key Function

Control+R | Insert a new response after the selected response.

For this you hold down the Ctrl key and type the letter, whilst still holding the Ctrl key down.

Key Function

Alt+left [Entry] [Previous entry on update list]

Alt+right | [Entry] [Nextentry on update list]

Alt+up [Entry] [Entry before this one on the full list]

Alt+down | [Entry] [Entry after this one on the full list]

For these you hold down the Alt key and type the arrow key, whilst still holding the Alt key down.

Entry details variable filters toolbar

This is the toolbar that appears on the "Filters" tab of an Entry details window for a variable with the
list of applied filters:

&

Apply a filter to the whole entry with the "Entry choose" dialog box.

Apply a negative (NOT) filter to the whole entry with the "Entry choose™ dialog box.

Select all the applied filters.

S [ene| (B

Cut selected applied filters to clipboard
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Ep:
Copy selected applied filters to clipboard

% Paste applied filters from clipboard

See User Guide, Project definition, Filters, Applying a filter for more details.

Only existing entries can be applied.

The filters that are applied to a question or variable can be cut, copied and pasted from other entries.

This does not alter the entries that are being applied; only the entry that they are being applied to is
changed.

Entry details variable filters context menu

This is the context menu for the Entry details window for a variable, "Filters" tab list of applied

filters to the question. Using the right mouse button in the list view allows these menu items to be
used on the selected items in the list view.

See the Entry details question window toolbar for more details about the purpose of these context
menu selections:

e Question filter add

e Selectall
e Cut

o Copy

o Paste

o Delete - this deletes the selected filter application *
* This is not on the toolbar.

Entry details variable responses toolbar

This is the toolbar that appears on the "Responses™ tab of an Entry details window for a variable with
the response list:

=

ﬂ Add responses after the response with focus with the "Variable responses add" dialog box

i Insert a new response after the response with focus

Insert a new response before the response with focus

Reverse (or swap) the selected responses

Select all the responses

Cut selected items to clipboard

07 &< [wd

Copy selected items to clipboard
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% Paste responses from clipboard after the response with focus

Select the first response in the response list

Select the response above the currently selected response (previous)

Select the response below the currently selected response (next)

w5l (1520

Select the last response in the response list

Entry details variable responses context menu

This is the context menu for the Entry details window for a variable "Responses" tab response list.
Using the right mouse button in the list view allows these menu items to be used on the selected
items in the list view.

See the Entry details variable window toolbar for more details about the purpose of these context
menu selections:

e Insert a response before
o Insert a response after

e Selectall
e Cut
« Copy

o Delete - this deletes the selected responses *
« Paste before
o Paste after

* This is not on the toolbar.

Select test

Select test dialog box

This dialog box appears when inserting or editing a test in a logic definition, for example when
defining a filter. See the "Tests" tab in the User control for logic definitions.

This dialog box is used to define a test. A test is a part of a logic definition, see User guide, Project
components, Logic definitions introduction.

For a full description of the types of definition that can be used, see Definitions, Logic definitions.

A test is a reference to an earlier entry that is either true or false.

Individual tests may be combined with AND (both) and OR (either or both) to form logic definitions.
Parentheses can be used to control the order of processing.

All tests can be "Negative" and this reverses the meaning - true will be false and false will be true.
The types of test that can be applied will depend on the type of entry that is being referenced:
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Single-coded reference
When referring to single-coded questions or single-coded variables, the test can be:

Blank. True if the entry is empty. Do not use when referring to entries with a reject category
because they will never be blank.

One value. True if this response number has been selected.
Range. True if any response number has been selected within the inclusive range.

Multi-coded reference
When referring to multi-coded questions or multi-coded variables, the test can be:

Blank. True if the entry is empty. Do not use when referring to entries with a reject category
because they will never be blank.

One value. True if this response number has been selected..

Range. True if one or more of the response numbers have been selected within the inclusive
range.

Single. True if only one response has been selected.
Multi. True if more than one response has been selected.

Integer reference (including date and time)
When referring to integer, date and time entries, the test can be:

Undefined. True if the entry is not set (skipped or faulty).

One value. True if the entry has this value.

Less than. True if the entry has a value less than this.

More than. True if the entry has a value greater than this.
Range. True if the entry has a value within the inclusive range.

Float reference
When referring to float entries, value can be:

Undefined. True if the entry is not set (skipped or faulty).

One value. True if the entry has this value.

Less than. True if the entry has a value less than this.

More than. True if the entry has a value greater than this.
Range. True if the entry has a value within the inclusive range.

Be careful when using ranges on float entries. For example the two ranges 1.0 to 2.0,and 3.0 to 4.0,
would not include any value between 2.0 and 3.0 (2.1 or 2.9). Usually you should create an integer
variable copy which will round each value to the nearest whole number and use that instead.

Character reference
When referring to character questions, the test can be:
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The case (upper or lower) of the text in quotes is important, except in a variable when you have set
the option to ignore case when comparing.

If the text is shorter than the width of the question then the test will only be true if the rest of the
entry is blank.

Filter reference
When referring to filter entries the test is true if the filter is true, and false if the filter is false.

Responses add

Responses add dialog box

This dialog box is reached by using the "Responses add" toolbar button, from the "Responses” tab in
the Entry details - question window.

This dialog box enables you to add more than one response at a time to a question.

You arrange the responses, one per line, in the display that fills most of this window.

You can paste the text for the responses from the clipboard into this display or you can type them in.
You can reverse the order of the responses to be added if required.

There is a check box which enables you to assign score values to the allocated responses. When the
box has been checked, add the values at the end of each line after the response text and one space.

You can choose to include unallocated responses by leaving blank lines.

RESpOIlSES reserve

Responses reserve dialog

This dialog box is reached by using the "Responses reserve" toolbar button, from the "Responses™
tab in the Entry details - question window.

This dialog box enables you to add or remove open-ended responses from the response list.
You can choose to mark new responses to be refused during input.

Variable responses add

Variable responses add dialog box

This dialog box is reached by using the "Add responses” toolbar button, from the "Responses” tab in
the Entry details window for variables.

This dialog box allows you to copy a range of answers from other entries.

After an entry is chosen with the "Entry choose™ dialog box, you will be asked for the range of
answers to use, see "Select range" dialog box. This dialog box also allows you to select "Negative"
references.

If the entry chosen has responses then the selected range of responses will be copied to variable and
the definition for these responses will refer to the relevant response in that entry.

If the entry chosen has a value (integer) then the selected range of responses will be used as the text
and the definition for these responses will refer to the relevant answer in that entry. The score value
for the new responses will also be set to the value.
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Block AND and OR

This means combining each response with the same response from other entries. A common
example would be to get an "Any mention of ..." from a list of questions with the same response list.

To do this you select more than one entry and combine the definitions using AND or OR. You can
also use "(" and )" to set the order of evaluation for each response.

If more than one entry is selected then the response texts and other settings will be taken from the
first entry selected as described above. The first entry range selected will also determine how many
responses are created in the variable.

A list of the entries and ranges selected so far is shown in a list view.

Variable responses matrix

Variable responses matrix dialog
This dialog box is reached by using the [Responses] [Add response matrix] menu item from the
Entry details window for variables.

This dialog box allows you to generate a full matrix of responses by combining responses from up to
5 entries.

Each of the 5 entries is selected with a button which invokes the "Entry choose" dialog box. You will
then be asked for the range of answers to use, see "Select range" dialog box. You will normally
select all the responses.

For example from 4 entries with 2, 3, 3, and 4 responses respectively this dialog will generate 72 (2
X 3 X 3 X 4)responses. Each response will "AND" four responses together, one response from each
entry.

Each generated response text will contain the text from all the combined responses put together.
You can choose to omit the outer entries response texts and use these as headers instead.

You can use the same entry more than once to get each pair of responses to a multi-coded entry.

If you are weighting data to a full table of figures (not just the rims) this dialog can be used to make a
variable with a response for each cell of the target table.

You may want to exclude any reject responses when selecting the range of responses for each entry.

Select range

Select range dialog box

This dialog box always appears after an entry has been selected from the "Variable responses add"
dialog box.

This dialog box allows you to select the range of responses or answers from the selected entry.

You set the lower (From) and upper (To) limits of the range of answers to convert into variable
responses.

If the selected entry has a response list it will be displayed and you can use this to select the range of
responses to include in the definition.
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Entry select

Entry select dialog box
From the Main window menu [Edit] [Select by criteria] is used to select entries.

This dialog box enables you to choose entries which meet certain criteria.
You can choose to set the Main window selections:

o Select only these. Any previous selections are ignored and only entries that meet the criteria
are selected.

o Select these as well. Previous selections are preserved and entries that meet the criteria are
selected as well.

o Deselect these. Previous selections are preserved but any selected entries that meet the
criteria are deselected (no longer selected).

You can specify one or more of the following criteria. All specified criteria must be met for an entry
to be included.

Entry names
It is possible to select entries by name.

Tip: Name searches are not case sensitive.

Simple find
This will find any name containing the group of characters chosen.

Regular expression
This uses a "Regular Expression".

For details on what to use as the search text, see Definitions, Regular expressions find.

Entry types
e Questions
e Variables
o Filters
e Hold
e Other

e Other entry types

Answer types
e Single-coded

e Multi-coded
o Integer

o Float

« Date

o Time
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e Character
e Verbatim
o None (Interviewer text)

Refers to named entry
You can select all entries that refer to the specified entry.

Entry texts
It is possible to select entries by searching for particular pieces of text in one or more of the main text
types:
o Entry texts
« Interviewer instructions
e Response texts
o Base texts
Tip: Text searches are not case sensitive.
Simple find
This will find any selected text containing the group of characters chosen.

Regular expression
This uses a "Regular Expression".

For details on what to use as the search text, see Definitions, Regular expressions find.

Responses block update

Responses block update dialog box
Extended facilities licence needed.

From the Main window menu select the relevant questions and then [Edit] [Block update responses]
is used to alter the questions.

This dialog box enables you to change a number of single-coded and multi-coded questions at the
same time.

Rejects tab

Remove supplemental

When you apply changes, all selected questions with a supplemental reject response will have that
response deleted from the response list.

Insert supplemental
When you apply changes, a supplemental reject response is added to all the selected questions.
The text to be allocated for all these added responses is given, for example "No answer".

You can set Zero suppress for these supplemental rejects so that they will not appear in reports if
they are empty.
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Important: a reject response will not be added to any question that already has a reject response in
the response list.

Score values tab

The selected questions are first inspected and any questions that have identical response lists are
grouped together.

The groups are listed showing the number of responses and the first and last response texts for each.

You can select one or more of these groups in order to allocate the same score values to all the
questions in them. If more than one group is selected they must all have the same number of
responses, but the response texts can be different.

Once a group (or groups) is selected the responses are listed. You can then select a response and for
every question in the group or groups:

e Type in a score value for this response

e Ascending. The following response and each response in turn after that is given a score value
one higher than the previous response in the list.

o Descending. The following response and each response in turn after that is given a score
value one lower than the previous response in the list.

o Use texts. For this and following responses the score value will be set to the first number
found in each response text. For example, if the response text is "3 cars" the score value is
setto 3. If a second value is found in the text then the score value is set to the midpoint. For
example, if the text is "Used 13 - 16" the score value will be set to 14.5.

o Remove. Delete the score value on the selected response.
Important: The responses are not changed until you [Apply changes].

Refuse tab

Remove refuse setting

When you apply changes, all responses in the selected questions with a refuse input setting that have
a response text allocated will have the refuse setting removed.

Add refuse setting

When you apply changes, all responses in the selected questions without a refuse input setting that
do not have a response text allocated will have the refuse setting added.

Applied filters block update

Applied filters block update dialog box

From the Main window menu select the relevant entries and then [Edit] [Applied filters block
update] is used to alter the filters and response restrictors applied to the selected entries.

This dialog box enables you to add a filter or response restrictor to a number of entries at the same
time. You can also remove a selected filter or restrictor from all the selected entries where it has
been applied.

The entries that are altered are those selected on the main window when the add or remove buttons
are used. You can select different entries from the main window without closing this dialog box.
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Randomize questions

Randomize questions dialog box

From the Main window menu you can select the relevant entries and then [Edit] [Randomize
questions] to add or remove random begin and end program entries.

All random program entries have a group name and each set with the same group name is in the
same group.

Each set starts with a random begin entry and ends with a random end entry with the same group
name.

See User Guide, Analysis, Finishing a project, Randomize guestions and responses for a description
of groups and sets.

During data entry each set within a group will be swapped with the other sets in the same group.

Normally each set will consist of an individual question that is to be randomly shuffled with other
questions in sets with the same group name.

Whole blocks of a questionnaire can be treated as a single set if required.

Variables and filters following a question that refer to the question are often included in the set. This
ensures that the filters and variables are moved with the question when the set is swapped with
another set in the same group.

Important: It is important not to have filters or variables that refer to an entry that could appear later
in the list after randomization.

When opened this dialog box collects a list of all the group names used in the project and the group
name to be used can be selected from the list supplied. A new group can be added by typing the new
group name.

For the group selected, this dialog box can be used to:
o Make every selected question into a separate set in the group
o Make all the selected entries into one single set in the group
e Remove random program entries for any selected sets in the group.

Group entries

Group entries dialog
From the Main window menu [Edit] [Group entries] is used to allocate entries to named groups.

This dialog box enables you to choose entries to add to named groups and also to allocate a colour to
each named group.

On the main window and whilst updating entries the colour will be shown. If an entry belongs to
more than one coloured group, then the colour for the first group in the sorted list of group names
will be used. The sort order is a mixed sort.

The entries used by this dialog box are the entries currently selected on the main window. For the
currently chosen group this dialog shows the total number of entries that are in this group and the
number that are currently selected on the main window.
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The list of existing group names is available and new groups can be created by entering a new name.
Group names cannot contain certain characters, see Entry name rules.

You can:
o Select all entries in the named group
e Choose a colour for the named group
o Add any selected entries to the named group
e Remove any selected entries from the named group
e Remove any selected entries from all groups to which they belong
If you plan to allocate entries to a lot of groups, then short group names should be used.

Paste special

Paste special dialog box

Use [Edit] [Paste special] from the Main window to change entries as they are pasted from the
clipboard into the project.

See Icons for the meanings of the various icons used with paste special.

This dialog box enables you to amend entries from the clipboard and add them to the project, see
User Guide, Project definition, Questions, inserting entries for details on new entries.

After any changes below use [Paste entries] to add the clipboard entries to the project. The clipboard
entries are scanned before pasting and any errors reported.

If data locations are being set manually then you can choose to give the pasted questions new data
locations:

o Set a new starting location; the questions are allocated new locations starting with this value.

e Add a fixed amount to each location.

e Subtract a fixed amount from each location.

« If you do not set new data locations then the data locations for the clipboard questions will
not be changed.

Entries to be pasted
A list of the entries on the clipboard is shown.

Except for program entries all entries must have unique names. Any clipboard entries with names
already in the project are marked as having duplicate names.

You can rename any clipboard entries by selecting them and typing a new name for them. Any
references to renamed entries in other clipboard entries will also be changed.

Use the "Block" button to do global name changes with the "Block replace" dialog box. Extended
facilities licence needed.

Referenced entries

Any references from clipboard entries to entries that are not on the clipboard are checked. Any
entries referred to that are not in the project will be marked as faulty references.
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You can alter any references by selecting them and typing in the new reference; the new reference
should be to an entry that is in the project. All clipboard entry references to a renamed reference will
be changed.

Use the "Block™ button to do global referenced name changes with the "Block replace™ dialog box.

You can remove selected references. This will delete any reference to the selected entry in the
pasted entries:

o Applied filters referring to the entry are deleted

o References to the entry in logical definitions (filters or variable responses) or arithmetic
definitions are deleted

o Carry forward references are deleted
o Pre-select and auto-select references to the entry are deleted

Entry rename

Entry rename dialog box

From the Main window menu [Edit] [Rename] is used to rename the selected entries. The toolbar or
context menu can also be used.

This dialog box enables you to change the name of a existing entries. All references in other entries
to any renamed entries will also be changed.

This dialog box shows a list of entries that were selected on the Main window when the rename was
requested. These entries are selected one at a time and the new name typed in.

You can change all the entry names to be completely upper case or lower case.

Entry choose

Entry choose dialog box
This dialog box appears whenever you need to choose a single entry from another dialog box.

A list of all the relevant entries is shown. This is not normally every entry because only particular
types of entry can be used.

Text choose

Text choose dialog

This dialog box is reached by using the "Undo" button alongside the text box when defining a logic
definition.

This dialog box allows you to choose the text from a list of all the previously allocated texts.
If the list is very long there is a button to sort it into alphabetical order.
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Text find and replace

Text find and replace dialog box

From the Main window menu use [Edit] [Text find and replace]. The entries to be scanned can be
selected first.

This dialog box is used to make global searches and replacements to entry texts.
It is possible to restrict the find and replace to one or more of these main text types:
o Entry texts
« Interviewer instructions
e Response texts
o Base texts
Text searches are normally case sensitive. There is a check box to [Ignore case in search pattern].
Regular expression
You can choose :

« Simple (not regular expression). Search for a group of characters and replace them with
another group of characters.

e Regular expression. Search and replace using a regular expression and substitute texts.

For notes on how to use regular expressions in this dialog, see Definitions, Regular expressions find
and Regular expressions replace.

Preview changes

This scans the chosen texts for entries currently selected on the main window and displays all texts
found that contains the search pattern. The display shows the text with the replacements.

Important: you must have a replacement string (which can be the same as the search string) in order
to see the locations of the found text.

Text replace

This replaces all the texts containing the search string with the replacement string. A display of all
the changed texts is shown. The number of entries and responses changed is shown at the end.

Block replace

Block replace dialog box
Extended facilities licence needed.

From the "Paste special™ dialog box using either of the "Block™ buttons will invoke this dialog box to
do a global rename of entries on the clipboard.

You can choose :
o Simple. Search for a group of characters and replace them with another group of characters.
e Regular expression. Search and replace using a regular expression and substitute texts.

For notes on how to use regular expressions in this dialog, see Definitions, Regular expressions find
and Regular expressions replace.
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The default is to the ignore case when testing. You can change this so that a case sensitive search is
done.

Raw data view

Raw data view window

From the Main window menu [Data] [Raw file view] [Data file view] is used to handle raw data
files.

This window has a menu with some shortcut keys and a status bar.

This window enables you to view and edit a data file in its raw format, see User Guide, Data,
Handling raw data, Raw data introduction.

To see data as answers to questions use Data view instead.

For an overview of the facilities available from this window, see User Guide, Data, Handling raw
data, Raw data view.

It is used to view raw data files as they are stored on disk as fixed format character or binary. This is
normally only necessary if the raw data file has come from another program and the contents are
uncertain or the structure of the records is faulty.

This window makes no reference to any of the entries in the project. It only uses Project global
settings for the raw data structure.

From this dialog box you can access other windows to:
Find and replace

Change the way the file is read

Fix structure errors and replace serial numbers

Get a hole count

The body of this window shows a display of the raw data file contents by data location.
When first invoked it shows the lines of data as they are in the data file.
You can collate the lines to show the records that are present in the data file in serial number order.
You can alter the contents by:
e Using find and replace
« Typing new characters to replace the existing one shown by the two intersect lines:
e Use Ins key or Edit menu to add a new blank line after the selected line
o Use Shift+Ins key or Edit menu to add a new blank line before the selected line
e Use Del key or Edit menu to delete the selected line
To prevent accidental changes to the file:
e Over-typing and Replace are not allowed unless [Edit] [Overtyping allowed] is set.
e Adding and deleting lines is not allowed unless [Edit] [Insert and delete line allowed] is set.
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Intersect lines

If the mouse is positioned in the data display, then intersect lines appear in the window. These are a
thin coloured vertical line and thin coloured horizontal lines.

The intersect lines allow you to follow a particular row or column when scrolling through the data.

They also allow you to examine the contents of a particular place in the data. The character between
the horizontal intersect lines and to the right of the vertical intersect line is the one selected and the
status bar shows various information for the column selected, see status bar.

The arrow keys can be used to move the intersect lines in any direction to change the overtype
location and the columns displayed in the status bar.

Multi-punching

In binary data each column can contain up to 12 codes (&-0123456789) usually called
(VX0123456789).

To enter more than one code in a column, hold down the Ctrl (control) key whilst entering the codes
using the numeric keypad.

Important: Because & is not on the keypad, a + (plus) is used instead. Because you may want to
enter + as a character, you always need to hold down the control key so that the + is treated as &
even if it is the only code in the column.

Raw data view window menu
This is the menu for the Raw data view window.

You need to be familiar with User Guide, Handling raw data, Raw data structure.

Tip: You can use this window to add or replace serial numbers in a data file.

File
Used for opening, saving and closing files:

Open raw data file
Close the file currently being viewed and view another data file.

Save
Save and unlock the file. A copy of the unchanged file is put jn the Archive sub-folder.

Save as character data file
Save the current data file view as a new character data file.

Important: You must not do this if the original file was binary and it contains multi-coding. Any
multi-coded columns that do not contain valid characters will be lost (set to ASCII character 7F
hexadecimal or 127 decimal).

Save as binary data file

Save the current data file view as a binary file.

This can be used to convert a binary file type, for example open a CBA file and save as a CSl or
CBE file.

Exit

Close the current window.
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Treatment

Inspect file to determine type

If you are unsure whether the file extension was correct you can ask that the program inspects the
data file to try and work out the file type from the contents.

The file is read again and treated as the file type most likely from the data file contents.

Change file treatment

If you suspect that the data file is being treated incorrectly you can control some aspects of the
reading with the "Raw data treatment" dialog box.

The file is read again and treated as requested.
Sort by
You can sort the lines displayed into a different order:
e Sort by position in file
e Sort by serial numbers
e Sort by both serial and card numbers
Important: Be careful when saving a file because it is saved exactly as it is shown in the display.
Highlight
You can highlight certain lines in the display to make it easier to locate lines with faulty structure:
« Highlight faulty serial numbers
« Highlight faulty card numbers
See also [Collate] [Highlight duplicate serial numbers] below.

Collate

Collate by serial number
Groups data records together by serial number.

If multiple lines per questionnaire is set, then the card numbers are also used in the sort and any
faulty card number lines are ignored and do not appear in the display.

Tidy collated file or change serial numbers
Extended facilities licence needed.
Clean the collated data structure or replace all the serial numbers, see the "Raw data tidy" dialog box.

To add serial numbers to the data file, set the new location for them in Project global settings
beforehand. Every record will be faulted during Collate; these errors can be ignored.

Highlight duplicate serial numbers
This makes it easy to locate duplicate serial numbers in a collated view.

List serial numbers
Produces a list of collated serial numbers in a "Log" dialog box. This shows:

e Sequence number of the record (questionnaire)
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o Serial number of the record (item)
e Card numbers found in the record if multiple lines per questionnaire is set (details)
Edit
See also [Tidy collated file or change serial numbers] below.
Used for changing the data:
Find

This menu item does not yet work in the collated view, and is therefore not often helpful with
multiple lines per questionnaire.

You can only search for characters; you cannot look for binary file multi-coding.
This enables you to search for a particular piece of text using the "Find raw" tool window.
You can confine the search to a particular range of data locations.

Replace

This menu item does not yet work in the collated view, and is therefore not often helpful with
multiple lines per questionnaire.

You can only search and replace text with characters; you cannot use binary file multi-coding.

This enables you to search for a particular piece of text using the "Find raw" tool window and
replace it with another piece of text.

You can confine the replace to a particular range of data locations.

Overtype allowed

Turning this feature on enables you to amend the contents of the data file. Any changes will not be
made to the file until you save.

When a character is typed it replaces the character currently selected. This is shown by the intersect
lines, see User Guide, Handling raw data, Raw data introduction. For multi-coding hold down the
Control key whilst entering the codes on the numeric keypad. Use - (minus) for code V and + (plus)
for code X.

Over-typing is not allowed in collated view.

Insert and delete line allowed
This enables whole lines to be added and deleted.

You cannot add and delete lines in collated view.

Insert a line before selected line
Insert a new blank line before the line containing the selected character.

Insert a line after selected line
Insert a new blank line after the line containing the selected character.

Delete selected line
delete the line containing the selected character.
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View

Refresh
Update the view to reflect any changes.

Font
Change the font style and size for the display.

Selected text line colour
Change the colour used for the intersect lines that show where the selected character is.

Highlight colours

You can change the background colours for highlighting the following:
« faulty serials
o faulty cards
e collated duplicates

These will only be used if you have chosen to highlight these with the [Treatment] and [Collate]
menus.

List character codes

Shows the binary character code table in a "Log" dialog box. This is not related to the data being
viewed and the list will always be the same; it shows:

e The ASCII decimal value (sequence)

e The character (item)

e The binary codes (VX0123456789) used for this character (details)

e The hexadecimal equivalent of the binary codes in the 12 least most significant bytes.
This table is used when converting binary to character and character to binary.

Analysis

Hole count
You should usually collate the data before using this option.

Enables you to print the hole count. See Raw data hole count window.

Raw data view shortcut keys
These are the shortcut keys for the Raw data view window.

Key Function
Help relevant to the window you are looking
F1 at (Raw data view)
Control+O Opens a raw data file
Control+R Refreshes the display
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Control+Insert Add a new line after the selected line

Control+Shift+Insert | Add a new line before the selected line

Control+Delete Delete the selected line

In a binary file holding down the control key
whilst typing one or more codes causes the

Control+Code codes to be entered into the same column.

Codes are numeric keypad keys +-
0123456789.

Reference Manual

Raw data view status bar
This is the status bar for the Raw data view window.

Top row
This shows:

What background task is in progress, if any
A stop button for the background task

A progress bar for the background task
Data file type

Characters at intersection

Binary equivalents at intersection

You can click the button shown:

You can stop the background task

Bottom row
This shows:

A button that shows when the data file has been changed
Serial number at intersection

Card number at intersection

Row number at intersection

Column number at intersection

The full data file name including path

You can click the button shown:

You can request that file is saved and reloaded

Data file type

This shows the way in which the data file is being treated. It shows the three letters that are used for
the extension for that file type, see Files, Data files.

If the file name has a recognised extension then it will be treated as that type.
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Tip: If you are unsure whether the file name extension is correct you can use [Treatment] [Inspect
file to determine file type] to see what type it appears to be from the contents.

File size

When a data file is opened or [View] [Refresh] is used the row and column numbers are replaced
with:

o The total number of lines in the data file.
e The number of columns (data locations) in the longest line in the file.

If multiple lines per questionnaire is set then after [Collate] [Collate by serial number] is used the
collated sizes are shown:

e The number of questionnaires (serial numbers) in the data file.
e The number of columns (data locations) in the longest line after collating.
If the mouse is positioned in the display these figures are replaced as above.

Contents at intersection

If the mouse is positioned in the data display then intersect lines appear. These are a thin vertical
line and two thin horizontal lines.

The character between the horizontal intersect line and to the right of the vertical intersect line is the
one selected. The status bar shows the information below for this column (data location) and the 9
following columns:

e The ten characters in these columns
e Ten binary equivalents. The codes for each column in turn are enclosed in square brackets
o Serial number for this line in the data

e Card number for this line in the data only if multiple lines per questionnaire is selected and
not collated

e The column (data location)

Raw data treatment

Raw data treatment dialog box

Use [Treatment] [Change file treatment] from the Raw data view window to alter the way the raw
data file is read.

When this dialog box is closed the data file is read again using new settings.

Treat file as

You can set the file type yourself, see Files, Data file. You should only need to do this if the file
name has the wrong extension.

Record length and padding
Most data files store the data as lines, so the line lengths are known.

IBM 360 column binary CSI files do not have lines. Every record is 80 columns (160 bytes) and
each record follows immediately after the previous one.

If the record length is not 80 you need to change this setting to the correct record length.
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You can also set a padding after each record, in case the producer has added one or more line end
characters to each record.

Use blank lines
Normally blank (completely empty) lines in data are ignored.

You can set this to include empty lines in the display, and in any saved data file.

Make all records the same length and split
This does not work with CBE data files.

This setting causes all lines to be padded out to the same specified length in the display, and in any
saved data file.

Any lines that are too long will be truncated and any lines that are too short will be padded.
If [Split records to new length] is set then lines that are too long are split into separate lines.

Raw data tidy

Raw data tidy dialog box
Extended facilities licence needed.

Use [Collate] [Tidy collated file or change serial numbers] from the Raw data view window to repair
data structure errors or to change all the serial numbers in a data file.

This dialog box enables you to globally fix structure errors and add (or update) all the serial numbers
in the data, see User Guide, Handling raw data, Change serial numbers.

You need to set the location for serial numbers in Project global settings beforehand. If the serial
data locations are empty, as they will be if you are adding new serial numbers, then every record will
be faulted during Collate; these errors can be ignored.

Faulty serial numbers
For any questionnaires with a faulty or missing serial number, this section allows you to choose:

o Discard records. Delete these records from the file view.

o Allocate new numbers. Give a starting serial number to be used to replace the first faulty
serial number. The next faulty serial numbers will be given the next number up, and so on.

e No change. Do not change the faulty serial numbers.

Missing cards
For any questionnaires with missing card numbers, this section allows you to choose:

« Discard records. Delete the whole of the records from the file view.
e Add empty cards. Create empty cards with no data for any missing card numbers.
e No change.
This is only concerned with "fixed" card types. Missing "optional™ card types are not an error.

Faulty card numbers have already been discarded when the file was collated. If you want to fix
faulty card numbers, you need to do this in the Raw data view window before collating the file.
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Duplicate serial numbers
For any questionnaires with the same serial number as another, this section allows you to choose:

o Discard. All but the last one are deleted from the file view. This assumes that the final one
in the data file is the correct one.

o Allocate new numbers. Give a starting serial number to be used to replace the first duplicate
serial number.

The next record with a duplicated serial number will be given the next number up, and so on.
This renumbers all the records that started with duplicate serial numbers.

« Nochange. Do not change the duplicated serial numbers.

Replace serial numbers
This should not be used with other sections on this dialog box.

For all the records in the file, you can choose to replace the serial numbers:

« Allocate new numbers. Give a starting serial number to be used to replace the first record.
The next record will be given the next number up, and so on.

e Add value. Adds a given number to all the serial numbers.

e Combine two column locations. Make a new serial number by combining two numbers from
the data. The two numbers have a data location and a width. The second number will be
padded with leading zeros added to its width, if necessary.

« No change.

Raw data hole count

Raw data hole count window
A hole count is requested from the Raw data view window.

This dialog box has a toolbar.
For details about the information in a hole count see User Guide, Handling raw data, Hole count.

A hole count is a count of responses by data locations. Traditionally a hole count was a count of all
the "holes" (also called codes or punches) on the card images that make up the data record.

A hole count must be read in conjunction with a printed copy of the questionnaire that has data
locations, since no texts are shown and individual questions are not identified.

A hole count can be copied to the clipboard for pasting into a spreadsheet program, such as
Microsoft Excel. It can also be printed, and you can reduce the font size for large files where the
figures may not fit on the page.

Raw data hole count toolbar
See section Raw data hole count window.

Raw data hole count icons

Ep:
Copy whole list to the clipboard (not just selected items)
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-'!a-'"- Font to use for display and print

% Print the hole count. If it does not print properly try changing the font size.

Raw CSV file view

Raw CSV file view window
From the Main window menu [Data] [Raw file view] [CSV file view] is used to handle raw
spreadsheet files, see User Guide, CSV file introduction.

You can also view spreadsheet data on the clipboard (copied from a CSV file or a spreadsheet
program) with the Main window menu [Data] [Raw file view] [Clipboard spreadsheet view].

This window can also be used to view a Microsoft Excel worksheet. If there is more than one
worksheet in the file opened you select which worksheet to view.

This window can also be used to view a simple XML file. If there is more than one level of data in
the file opened you can select which table to view.

This window has a menu with some shortcut keys and a status bar.

This window enables you to view and edit a CSV file in its raw format, see Files, CSV files. You
can alter the treatment of the file and reread it with the Raw CSV treatment dialog box.

The body of the window contains a data grid view of the opened file contents and can be altered as
follows:

o Every cell is treated as character data and can be over-typed with new contents.

o Rows can be deleted and new lines can be added at the end.

e The column headers can be changed with the Rename columns dialog box.
e The data can be sorted on individual columns using a character sort.

o The whole data as viewed can be copied to the clipboard or opened (extracted) in a new Raw
CSV window.

e You can extract part of the file with the Data extract dialog box. This dialog box also allows
the data to be:

o Filtered on a column containing a particular value

e Sorted on one column using a mixed sort
e Selected columns can be chosen
e Duplicate lines can be removed

Extracted data is opened in a new Raw CSV window and can be further extracted if necessary. For
example to sort on two columns, sort on the second column, extract to a new window, then sort on
the first.

Raw CSV file view shortcut keys
These are the shortcut keys for the Raw data view window.

Key Function
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Help relevant to the window you are looking at (Raw
F1 data view)

Control+0O | Opens a raw data file

Control+C | Copies the viewed data to the clipboard

Raw CSV file view menu
This is the menu for the Raw CSV file view window.

This is temporary documentation.

File

Used for opening, saving and closing files:

Important: To save the viewed data in a new sorted order you extract the file and then use Save as.
Open

Close the file currently being viewed and open another:

e CSV file. The program will scan the front of a CSV file to determine the character used as
the delimiter.

o Excel workbook
e Simple XML file

Worksheet select

If the file you opened is an Excel workbook with more than one worksheet, this opens the "Raw CSV
file treatment" dialog box to select a particular worksheet to view.

If the file you opened is an XML file with more than one level (tier) of data this opens the "Raw
CSV file treatment™ dialog box to select the table to view.

Treatment and separator select
This opens the "Raw CSV file treatment" dialog box to change the way the CSV file is read.

Save

The file is saved with any changes and a copy is kept in the Archive sub-folder. Only changes to the
data will be used when saving, the order is unchanged even if the view has been sorted.

Save as

The changed file is saved. Only changes to the data will be used when saving, the order is
unchanged even if the view has been sorted.

Exit

Close the window. You will be prompted if the file has changed
Edit

Used to change the contents.

Rename columns
Used to alter the headings of the columns with the "Rename columns™ dialog box.
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CSV files used with the program usually need set names as the headers, for example "Serial" or entry
names used in the project.

Delete columns
Used to delete columns with the "Delete columns™ dialog box.

Over-typing allowed
To prevent accidental changes you must set this before you can change individual cell contents.

Insert and delete line allowed
To prevent accidental deleting of whole rows you must set this before you can delete lines.

This setting also causes the new row to appear at the bottom of the list so that new rows of data can
be added.

Copy whole view to clipboard

This copies the whole data to the clipboard as viewed including any reordering of columns or sorting
of rows.

Whole view extract

Opens a new "Raw CSV file view" window with the data as viewed including any reordering of
columns or sorting of rows.

Extract part of view

Allows selected parts of the data to be viewed in another "Raw CSV file view" window using the
"Data extract™ dialog box. Extended facilities licence needed.

Raw CSV file view status bar
This is the status bar for the Raw CSV file view window.

This shows:
e A button that shows when the data file has been changed
e What background task is in progress, if any
e A stop button for the background task
e A progress bar for the background task
e The number of rows in the viewed data
e The full data file name including path
You can click the buttons shown:
You can request that file is saved and reloaded (not implemented yet)
You can stop the background task

Raw CSV file treatment

Raw CSV file treatment dialog

From the Raw CSV file view window use [File] [Worksheet select] or [File] [Treatment and
separator select].
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Excel workbooks

This dialog box is used to switch the view to another worksheet, if the workbook contains more than
one worksheet.

CSV files

This dialog box is used to select the separator used to delimit columns in the CSV file, the delimiter
will normally be a comma or a tab character. Some countries may use other characters to delimit the
columns.

You need to use this dialog if the CSV file does not contain the column headers in the first row of the
file.

You may need to request that "short™ lines are combined together because there are stray line endings
in the middle of rows of data.

Rename columns

Rename columns dialog box
From the "Raw CSV file view" window use [Edit] [Rename columns].

This dialog box is used to alter the heading names for the columns in a CSV file.

The headings can be altered individually or they can all be replaced with the headings copied from
another file.

Delete columns

Delete columns dialog box
From the Raw CSV file view menu [Edit] [Delete columns] is used to delete columns from the view.

A list of all the column header names is shown. The columns to be deleted are selected on the list for
deletion.

There is an option to select all the column header names that start with a particular character or set of
characters.

Data extract

Data extract dialog box
Extended facilities licence needed.

From the "Raw CSV file view" window use [Edit] [Extract part of view].

This dialog box is used to obtain part of the data from a CSV file. The extracted data can then be
saved to another file, copied to the clipboard, or further extractions can be made.

The original file is not altered; a copy of the relevant data is used.

You can:
e You can choose to extract only rows that contain a certain value in a particular column.
e You can sort the rows on a particular column. This uses a mixed sort.
e You can exclude all columns that begin with a certain character or string of characters.
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e You can also select one or more individual columns to extract.
e You can remove all duplicate rows from the extracted data.

The data you have selected is shown in a new "Raw CSV file view" window. The data has been
copied for this new window; changes to this new window will not alter the original contents.

You can extract the data again from the new window, for example to apply a second row filter or a
second sort order.

Data check

Data check dialog box
From the Main window menu [Data] [Check data file] is used to check the contents of a data file.

This dialog box enables you to inspect data for specific errors. You should check a data file before
running any analysis.

When the dialog box is first opened you are asked for the name of the data file to check. If it does
not have a valid file name extension then the software will try to determine the type from the
contents.

The checking is done in two or three phases:

Phase 1 (Open data file)
This phase is done when a data file is opened.

The whole data file is read and collated, and each serial is checked and cleaned.

This phase only deals with structural problems and will only clean data that is not recognisable for
the type of question. It only looks at the question data and does not check filters and variables.

It lists the number of times the following types of error occurred:

« Raw data structure errors. This refers to faulty serial and card numbers. Some data lines may
have been ignored.

o Faulty data (not a number). For questions that should have a number stored in the data, the
contents are not a valid number. These questions will be made empty.

e More than 1 response in single-coded. There is more than one response to a single-coded
question. Only the lowest numbered response will be kept and used.

o Data not referenced by any question. This will tell you if any questions or responses are
missing from the project.

Open data file
Use this button to open another data file for checking.

View open error log

If any errors were encountered during Phase 1 you can view the Data log with a list of the errors
found, each with the serial number, entry name, and fault found.

Phase 2 (Check data)

This phase is used to check the data file against the questions and filters in the project and report any
errors. This i s sometimes called a "r;report edit
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The errors that can be reported are:
o Hold filters true. These are used to check for inconsistencies in the data.

o Empty data. There is nothing in the entry and it is not marked as blank allowed. Optionally
for single-coded and multi-coded questions, it also does not have a supplemental reject
response.

o Not empty. This question is filtered but does have an answer.
For integer, float, date and time questions:

« Outof range. The answer is not within the range set for the question.
For single-coded questions and multi-coded questions:
o Out of range. The response number is not in the response list for the question.
o Invalid response. The response is marked as a supplemental reject or as print only.

e Response restrictor. Response restrictors are applied to the question and the answer is not
valid in one of them.

Weight data window

From the Main window menu [Data] [Weight data] is used to calculate respondent weights from
targets. It has a menu.

This window is used to open a data file and calculate the respondent weights needed to achieve the
targets set with the Weight targets window.

For a description of weighting see User Guide, Weighting introduction

The targets can be simple grossing up or down, full matrix, rims, accumulated quantity targets, or
any combination of these . Entries used for targets can be any single-coded, multi-coded, integer or
float questions or variables, and filters.

Weighting can be applied to subsets of the data.
The targets set can be stored in a weighting file for re-use later.

The calculated weights can be stored in the data file (in a float question) and they can be output to a
CSV file.

Various statistics including the effective sample sizes (ESS or efficiency) are shown during the
weighting procedure and a report can be produced with the final details.

Weighting procedure
The weights are calculated as follows:

Open the data file
Set the targets with these choices

o With the Weight targets window
o Load an existing Weighting file and change if required

Create or select an existing float question to hold the calculated weights
Prepare and check the data with these choices:
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« Start with all weights set equal
o Start with existing weights already in the data
Calculate weights:
e You can repeat this step without resetting the weights beforehand if required
e You can request a single iteration to see the effect of one pass over the data

Amend the calculated weights to show them as they will be stored in the data. There may be
some loss of precision if insufficient data locations have been allocated to the weight
question.

Save the targets to a Weighting file in case you need to recalculate weights because the data
has changed

Save a summary report of the weighting statistics
Save the data file with the individual weights added
Save the project file if you have created a new float question to store the weights

When this window is closed you may see the Weight save dialog box with a reminder of any
information that has not yet been saved.

Window layout
The window has three areas:

Weight statistics
This area shows the results of the calculations so far for each target set:

Data

Name of the entry being used

Entry response or base being used

Type of target set

Actual number of respondents in the data

Usable respondents in the data (those without a fixed, predetermined weight)
Target set

Progress: reaches 100% when this target has been achieved

The weighted figure achieved

The effective sample size (ESS)

Efficiency: shows loss of data due to weighting effects (100% = no data lost)
Minimum weight used

Maximum weight used

Description of this target

This shows the respondent data being used for the weighting including the calculated weights and the
target entries.
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Other

Here you can choose the precision required for the calculated weights which is set as significant
digits. The greater the significant digits, the longer the calculations will take. The maximum setting
is 14 significant digits because this is the limit that can be achieved using 64 bit floating point
numbers.

This area also shows the average target significant digits and worst significant digits achieved for
any target set.

Calculation iterations only will stop when one of the following occurs:
o Every target is correct to the number of decimal places set
e You use the [Stop] button.

« Neither average nor worst significant digits have improved for a number of consecutive
iterations.

Weight data menu.
This is the menu for the Weight data window.

Data
Used to open, close, and save a new data file with the weights:

Open
Open a raw data file to add weights. If a data file is already open it will be closed first.

Save

Save the raw data file with any calculated weights and keep a copy of the original file in the Archive
folder.

Save as
Save the raw data file with any calculated weights to a new data file.

Exit

Close this window. You may see the Weight save dialog box with a reminder of any information that
has not yet been saved.

Targets
Used to control the targets for weighting and where to store the weights:

Targets set
Invokes the Weight targets window to set the targets.

Question to store weights > Create new

Invokes the Entry details window to create a new float question to store the calculated weights in. If
the data file has already been opened it will be reloaded to include the new question. You must save
the updated project when the weighting is finished to save the added weight entry.

Question to store weights > Use existing

Invokes the Entry choose dialog to select an existing float entry where the calculated weights will be
stored.
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Save to weighting file
Saves the target information to a weighting file so that it can be reloaded at a later date.

Load from weighting file
Loads the target information from a weighting file. Any faulty entry references will be ignored.

Calculate
Used to calculate the weights to achieve the targets set:

Prepare and check data

Checks the data for each target and reports any data records without a target set or any targets with
no data.

Presets weights for any records with zero or maximum efficiency weights.
Presets other records weights to an identical value, usually 1.0.

Prepare starting with existing weights

Any existing weights in the chosen float question will be used as the starting point for the
calculations.

Calculate weights

Do a set number of calculation iterations. The process will stop once the required level of precision
(significant digits) is achieved for all the targets. Can be repeated if more iterations are needed.

One iteration only
Do one calculation iteration only. You should never need to use this option.

Show stored weights

This amends the calculated weights to be what they will be after they have been saved to the data.
This will not normally affect the results unless insufficient data width has been allowed for the float
question so that some significant digits are lost when each weight is stored in the data.

Reports
Generates weight reports:

Weights > View weights
View a list of serial numbers and weights with a Raw CSV file view window.

Weights > Copy weights to clipboard
Copy a list of serial numbers and weights to the clipboard.

Summary > View summary
View the weighting statistics with a Raw CSV file view window.

Summary > Copy summary to clipboard
Copy the weighting statistics to the clipboard.
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Weight targets

Weight targets window

From the Weight data window menu [Targets] [Targets set] is used to select entries and set targets
for them.

This window is used to select entries to be used for the weighting targets. The list of entries chosen
is shown along with any targets set for them.

Any number of entries can be chosen and they can be can be:
o All respondents: this is always the first item on the list
« Filters: will have two targets, one for those that pass the filter and one for those that do not
« Single-coded entries: one target for each response plus two for the base if any (applied filters)
o Multi-coded entries: one target for each response plus two for the base if any (applied filters)

o Quantity entries (integer or float): one target for accumulated total plus two for the base if
any (applied filters). The weighting applied is simple grossing up or down only; the weights
applied are not dependent on the value in individual records.

Once the entries have been chosen they can be highlighted on the list and targets set for them. You
can select a number of items at once and set targets for all of them at the same time.

You can select a number of items and paste the targets for them from the clipboard. These will
usually have been copied from a spreadsheet program. A matrix of figures (multiple rows and
columns) can be used for this purpose.

Underneath the list is shown three figures for the selected items:
e Number of items selected
o Total of any target values assigned to these items
o Total of any target percentages assigned to these items

You should check the total of the targets set for all the responses to each entry. For single-coded
entries this should usually be 100%, for multi-coded it will usually be more than 100%.

Where targets are a matrix of figures you may need to create a matrix variable using [Responses]
[Add response matrix] from the Entry details menu from the Entry details for variables window.

Targets set here can be saved to a weighting file from the Weight data window.

Important: individual records will be in a number of target settings. The priority used for individual
records is in the order below under "target types".

Target types
There are a number of settings possible for each item on the list:

Ignore

This item has no target and will be completely ignored when the weights are calculated. Weight
statistics including the ESS will be shown for ignored items and the data for them will be shown in
the data grid in the Weight data window.
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Ignore does not mean that these records will be ignored. It means that this item will not be referred
to when calculating weights. Records will be used in the weighting calculations if they are included
in other targets.

Keep existing weights
The weights for all records in this item will be left unchanged

Zero weights

The weights for all records in this item will be set to zero. These records will be excluded from any
reports.

Fixed weights
All these records will be given the specified fixed weight.

Target
Thege items will be used in the weighting calculations. The targets set for each item can be:
o Value: the weighted total required.
e Percentage, choose from:
e The weighted percentage of the total records
« The weighted percentage of the base for this entry
e Asunweighted: the weighted total should be the same as the unweighted total

For quantities the target is the accumulated total required. For filtered quantity entries only records
that pass the filter are looked at. Negative values should not be used.

You can choose "Maximum efficiency" for a limited number of items. If chosen then any relevant
records will be given the desired weight first and the weights will not be changed afterwards for
other targets. This should only be used for critical records where the efficiency should be kept to a
maximum.

You can also set an efficiency priority. The default value is 1.0. Higher values will cause this item
to get more priority when calculating weights to improve the efficiency for these records.

Weight targets menu
This is the menu for the Weight targets window.

Entries
Used to select the filters, questions or variables for the weighting:

Add an entry to the list

Invoke the Entry choose dialog box to select the entry to be added. For single-coded and multi-
coded entries all the responses are added to the list.

Remove selected from the list
Delete all the selected items from the list of targets.

Abandon changes made
Restore the list as it was when this window was opened.
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Exit
Close the window

Targets

Paste

For all the selected items on the list the targets will be pasted from the clipboard. The number of
cells on the clipboard must be the same as the number of items selected. Targets will be set to:

« Value: for cells containing a value
o Percentage: for cells containing a percentage (value followed by a %)
o Ignore: for cells that do not contain a value

Weight save

Weight save dialog

When the Weight data window is closed this dialog appears with a list of information that can be
saved from the weighting procedure:

Targets set for the weighting

You should save the targets (set with the Weight targets window) to a weighting XML file so that
they can be reused if necessary.

The name of the float question used to hold the weights is also stored.

Statistics from the weighting

For each target, and overall, a variety of statistics should be preserved including the important
Effective Sample Size (ESS). The statistics can be saved to a CSV file or copied and pasted into a
spreadsheet program.

Project with weight entry added

If a new float question to hold the respondent weights was created using the weight procedure then
the project file will need to be saved with this additional entry.

Weights and serial numbers only

If the weights are going to be merged with other data using another program then you can output just
the serial numbers and the weights. The serial numbers are then used to apply the correct weight to
each individual record.

The weights list can be saved to a CSV file or copied and pasted into a spreadsheet program.
You do not need to use this option if you use the next option and save a new data file with the
weights included.

Data with weights added
This is used to save a new data file with the weights stored in the float question selected.

The original data file will be preserved in the Archive sub-folder.

If you added a new question for the weights then it is important to save the project file with this
entry.
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Data export

Data export dialog box

From the Main window menu [Data] [Data export] is used to output data to a spreadsheet report
(CSV or XML).

This dialog box is a wizard that takes you through the four stages:

o Data: choose the data file to extract the report from

« Filter: choose the records to use in the report

o Output: choose the types of output to use in the report
o Entries: choose the entries to output

When all the relevant sections have been completed the report is displayed in a "Raw CSV file view"
window and it can be saved to a file.

The chosen output can be saved to an Export details XML file and re-loaded for use at a later date
with the same or a different data file. The Export details file can also be used with other projects that
use the same entry names which is useful for CATI or CAPI projects to look at ZZZ entries.

Data
This tab appears first and allows you to choose the data file to use with the Data read user control.

If you move to another tab without choosing a data file and there is one preselected then this file will
be loaded for you.

This tab also allows you load and reuse a previously saved Export details file.

Filter

This tab allows you to select a subset of the records to output with a filter defined with a Logic
definition user control.

Output
This tab has the overall output type settings:

e Readable output for loading into a spreadsheet program
e QPSMR portable output to make a CSV file for the QPSMR Classic programs

These overall settings set all the relevant options in the Export type user control which also appears
on this tab. The user control can then be used to change any of the options if required.

Important: If an entry is filtered then the output cells will be left blank.

Entries
This tab is used to choose the entries to be exported:

e All relevant entries in the project
e Only the relevant entries selected on the Main window.
o Selected entries on the Main window can also be added to the existing list.
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The word relevant above means that only entry types requested in the Export type user control will
be included in the list when it is replaced. You can "Add main window selected™ entries even if they
have a type that has not been requested.

A list of entries to be exported is shown and for selected entries on this list:
« Entries with response lists can be output as value or text.
e They can be removed from the list
e They can be moved up or down the list

Open data file

Open data file dialog box

This dialog box used whenever you need to open a data file to check, view, update, weight or
produce an analysis report.

You can:
e Open the data file shown
o Browse for the file you want

e Choose from a list of already loaded files and all the data files in the project folder, see Data
file used list

o Prepare a new data file by combining files together, see Data prepare
The body of this dialog box is the Data read user control.

Data ready list

Data ready list dialog

This dialog box is reached from the Main window [data] menu, Open data file dialog box or Data
read user control [Ready list] button.

This dialog box shows a list of:

o All data files previously accessed in this session

« All data files with recognisable extensions in the project directory
From the main window you can review opened data files.

From other windows you can choose a file to read from the list or cancel to return to the previous
window or dialog box.

Once a raw data file is loaded it is kept in memory to speed up access if it is needed again. If you
have used a large data file and you know that you will not need to look at it again you can select it
and clear out the data memory of it.

Data prepare

Data prepare window
From the Open data file dialog box [Prepare data] is used to select some data files for analysis.
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This window enables you to combine one or more data files for analysis and has an option to filter
the combined file on a sub-set of the questionnaires.

Preparing the data

Title

This is the title that will be used for the combined data file It should describe the data files and
subset selected.

Data

Data files are added one at a time by using the Add button which invokes the Open data file dialog
box.

The number of data files and the total number of questionnaires in those data files is shown.

Filter
You can use the displayed Logic definition user control to select only the records that pass the filter.

The number of records that pass the filter is shown.
Using the prepared data

Save as
You can save the combined data to a new data file.

Use now
This selects the combined data file as the data to be used by the calling window or dialog box.

Filter definition

Filter definition dialog box

This dialog box is used when a filter definition to define a subset of the records is needed. The part
where the definition is defined is a Logic definition user control.

Input data

Input data dialog box

This dialog box appears when you double-click a data cell in Data view window. If you double-click
another entry whilst this dialog box is showing, the display will change to the new entry.

This dialog can be used to update the current record.

It shows the answers to each entry one at a time. You can choose to see working entries as well
(variables, filters and ZZZ entries) with the_Input pause dialog box.

You can review all the data for this record with the Input review dialog box via the Pause button.

Input pause

Input pause dialog box
This dialog box appears when you use the Pause button from the Input data dialog box.
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You can Review the data for the current record, see the Input review dialog box.

You can choose which entries to see as you move through a record:
o Filter entries
« Variable entries
e ZZZ questions

Input review

Input review dialog box
This dialog box appears when you use the Data review button from the_Input pause dialog box.

All entries with data are shown in a list with the answers stored.
You can move to another question by selecting the entry on the list.
Double clicking an entry will select it and close the dialog box.

Serial number select

Serial number select dialog box
This dialog box appears when you add a new record from the Data view window.

Serial numbers are very important and every questionnaire should have a unique serial number. If
there is a paper document for a record then this must have the serial number on it. See User Guide,
Project components, Serial numbers for more information.

Data summary

Data summary dialog box

From the Main window menu [Data] [Summary report] is used to get a "top line" or "frequency"
count from a data file. This dialog box can also be reached from the Data view and Data prepare
windows.

This dialog box has a toolbar.

This dialog box allows you to display summary reports and print them, see User Guide, Handling
data, Data summary.
The summary report can be output to a file using Report file type.

You can alter the appearance of the report by cutting and pasting the file to a word processing
package.

All records count as 1. No weighting is available yet.

Title
This shows the title that will be used as a heading for the report. It can be changed if required.

Entry list
This shows a list of entries with the entry text.

For filters it also shows the number of records (serials) that are true for this filter.
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For variables and questions it also shows the:

e Base. The number of records that pass the filter and should have an answer.

e Empty. The number of those in the base that are empty (blank).
By selecting an entry from the list you can obtain a list of the various answers given to the question
with a count of the number of times each answer appears in the data:

Selected entry counts
When one entry is selected in the entry list, the counts for that entry are shown:

For single-coded and multi-coded entries the list shows:

7. Count. The number of questionnaires with this response
8. Extra. The count as a percentage of the base for this question
9. Text. The response number followed by the response text
For other entry types the list is sorted by answer value and shows:
4. Count. The number of questionnaires with this answer
5. Extra. The count as a percentage of the base for this question
6. Text. The value or text of the answer
The rows are sorted on the answer values in ascending numeric order. Non-numeric values are
shown first for character questions.
Options
You can select one or more entries in the list and set:
e Zero row suppress. Empty responses or answers are not shown

o Percentages cumulative. The percentage shown is the current answer percentage plus all
previous answer percentages. The last percentage shown is therefore usually 100%.

The cumulative percentage is useful for integer and float entries to determine the ranges (bands) to
be used for later analysis.

Data summary toolbar
This is the toolbar for the "Data summary" dialog box.

Selected. This only displays entries selected on the Main window.

< Refresh. You need to do this if you have selected different entries on the Main window to
display.

n To file. Saves all the counts to a file, see "Report file type" dialog box.

Ep:
Copy. Copy all counts to the clipboard (not just selected items) for pasting into a spreadsheet
program, such as Microsoft Excel.

-fd-"l- Font. Change the font to use for print and display.
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% Print. Print all the counts to a printer.

Report file type

Report file type dialog box

Whenever you save a report to a file, this dialog box enables you to select the type of output for the
requested report.

File type for report
You can choose to output:

e HTML for use with an internet browser
o XML for use with a style sheet

The HTML output is produced by converting the XML output using an XSLT style sheet file. Some
XSLT files are supplied with the software and can be chosen from the list box.

Browse

You can use the Browse button to select your own XSLT file instead. This must have the extension
Xslt and the file name must end with html, for example:

My_output_html.xslt

Action
Once the file has been produced you can:

e Only make file.
o View the file after it is made
o Edit the file after it is made

The programs used for [View] and [Edit] must be set beforehand in the "Options settings™ dialog
box. The relevant external program is started after output file has been created.

Tool windows

Tool windows introduction
A tool window is a small window with a narrow title bar that can be used to:

e Search (find or replace) in the window that was used to display it
e Change the settings of any selected items in the window that was used to display it

Tool windows can be opened and closed as required and can be left open all the time the window
that was used to display it remains open, even if they are no longer applicable.

A tool window can be moved away from the window that created it, if that window is not using the
whole display.

The program has these tool windows:
Response analysis settings

Response input settings
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Find raw

Response input settings tool window

This tool window is reached from the Entry details window and is used to allocate report settings to
the responses selected in questions.

This tool window remains open until it is closed by the user or the Entry details window itself is
closed.

All the question responses selected will be changed by this window. You can set the following:

o Single response only. This is used when you have a responses that, if selected, should be the
only response allowed, for example "None of the above".

o Fixed position. This is used for responses such as "None" or "Don't know" when these are
included in a question with Randomize responses set in the "Settings™ tab.

o Ignore response restrictor. This means that the response is always available during data
input, even if a response restrictor specifies that it should not be available.

o Response filter. This response will only be valid if the applied filter is true. Only one
response filter is allowed per response using the "Entry choose" dialog box

o Embedded reject. This response will be selected if no other responses are chosen in input.
You can have only one reject response in a question.

o Refuse input. This means that a response is not valid and is not listed during data input.
This can be used to reserve response numbers.

e Routing instructions:

« Ineligible. The interview will terminate leaving the rest of the questionnaire blank and
is marked as "ineligible™.

e Close. The interview will terminate leaving the rest of the questionnaire blank and is
saved as "successful".

o Question This prints this question name in the appropriate place, using the "Entry
choose" dialog box.

o Text. This prints the text specified in the appropriate place.

The first two above are used in data input; the other two only appear on the questionnaire
document and do not affect data input

Normally only one response should be selected when changing the settings in this tool window.

Response analysis settings tool window

This tool window is reached from the Entry details window and is used to allocate report settings to
the responses selected in questions and variables.

This tool window remains open until it is closed by the user or the Entry details window itself is
closed.

All the responses selected will be changed by this window. You can set the following:
o Value score to be used for mean score calculations (averages).
e Suppress if zero. Do not show this response if it is empty.
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o Rank start. Begin ranking the responses with this response. Ranking is reordering the
responses printed so that the response selected most often appears first and the remainder in
descending order to the least selected response.

e Rank finish. Stop ranking responses with this response. Following responses will not be
ranked.

o New page. Start a new page (overflow) for this and following responses.

« Base for following responses. Percentages for subsequent responses use this response as the
base.

Normally only one response should be selected when changing the settings in this tool window.

Tip: An arithmetic variable can use the SCORE function to get the relevant score value from a
single-coded (or multi-coded) entry. This variable containing the score value can then be used in
arithmetic and output.

Find raw tool window

Use [Edit] [Find] or [Edit] [Replace] from the Raw data view window to locate a particular string of
characters.

This tool window is used in a raw data file to locate and replace text in a particular range of columns.

You can restrict the range of columns in which to search for this text. This allows you to locate
answers to specific questions or ranges of questions that use sequential data locations.

This tool window can be left open and used again when required.

You cannot find or replace multi-coded columns in binary data; only normal characters (including
spaces) can used.

Find

Find the next occurrence of the string in the data, starting at the current position.

It will only search in data locations that are within the inclusive range set.

Be careful to search for whole answers by padding with zeroes or spaces.

Important: If the range of columns contains more than one question, be careful not to locate
answers that overlap two questions. For example 99 could be found in the answers 19 and 93 if they
are together in the data.

Replace
With the "Enabled replace™ you can substitute the last found text with the replace text.

The replace text must contain the same number of characters as the text found.

Replace all
With the "Enabled replace™ checked you can substitute all the found texts with the replace text.

The replace text must contain the same number of characters as the text found.

Close
This tool window remains on top of the Raw data view window until it is closed.
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User Controls

User controls introduction

A user control is a group of windows controls that are grouped together in a consistent way.
Wherever the group of controls appears on a window or dialog box, the behaviour of the controls
will always be the same.

Once the user is familiar with one appearance of the user control, they will be able to use them all.
These are the user controls in the program:
Logic definition user control

Arithmetic definition user control

Data read user control

Export type user control

There are other user controls in the program but because these only appear once, they are described
elsewhere:

Entry details filter

Entry details question

Entry details variable

Logic definition user control

This user control appears in many places where a logic definition is needed to define a subset of the
data.

It has the following tab pages:

Filter tab

Logic definition
New users are advised to use the "Tests" tab page to define logic definitions until they are familiar
with the syntax required.

This describes the respondents that pass the filter (when the logic definition is true).
For an introduction, see User Guide, Project components, Logic definition.

For details on the syntax used, see Definitions, Logic definitions.

Logic definitions may be typed in upper or lower case and you may leave spaces (blanks) where you
like.

Text
Text that describes the definition is shown and can be changed.

If you modify the definition then the text will change to represent the new definition. There is a lock
button to prevent the text being replaced when the definition is changed

You can use a special undo button to restore the text to one that was displayed previously without
altering the definition.
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Tests tab
This tab contains a list of the tests that make up the logic definition. The list contains tests, logical
operators and priority markings.

There are buttons to insert new tests and to edit tests that are already in the list. Tests are created and
changed with the "Entry choose" dialog box and the "Select test" dialog box.

Priority markers can be added or removed by selecting two or more tests.

Order tab

If the filter definition contains more than one test, a pictorial representation of the order of
processing is shown.

Other resources for logic definition user controls
Other relevant topics will depend on which window or dialog box you are using at the time:

In a filter entry

For general help on the Entry details window, see Entry details overview and the Entry details
toolbar.

For details about the body of this window for filters, see Entry details filter.

This window enables you to create or amend a filter entry.

You cannot change the name of an existing filter, from the Main window use [Edit] [Rename]
instead.

If you change the logic definition of a filter it will be moved to follow the last entry referred to.

In a variable response

For general help on the Entry details window, see Entry details overview and the Entry details
toolbar.

For details about the body of this window, see Entry details variable.

This window enables you to create or amend a response in a variable entry.

In reports
This defines a subset of the respondents who will be included in the analysis.

Arithmetic definition user control

This user control appears in variables where an arithmetic definition is needed to define a calculated
value.

It has the following tab pages:

Arithmetic tab

Treat undefined as zero

If set then any undefined values (missing or filtered past) referred to in the arithmetic will be treated
as zero.

This switch should normally be used if any of the entries referred to will be filtered or empty. If itis
not set and any of the entries are missing then the calculated value will also be undefined (missing).
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Count responses

This button is used to create a value that is the number of responses selected by each respondent to a
particular multi-coded question or variable, using the "Entry choose" dialog box.

Score value extract

This button is used to create a value that is the score value from the response selected by each
respondent to a particular single-coded question or variable, using the "Entry choose™ dialog box.

Arithmetic definition
New users are advised to use the "Values™ tab page to define arithmetic definitions until they are
familiar with the syntax required.

This describes the calculation to perform.
For an introduction, see User Guide, Project components, Arithmetic definition.

For details on the syntax used, see Definitions, Arithmetic definitions.

Arithmetic definitions may be typed in upper or lower case and you may leave spaces (blanks) where
you like.

Text
Text that describes the definition is shown and can be changed.

If you modify the definition then the text will change to represent the new definition. There is a lock
button to prevent the text being replaced when the definition is changed.

You can use a special undo button to restore the text to one that was displayed previously without
altering the definition.

Values tab
This tab contains a list of the values (entries or constants) that make up the logic definition. The list
contains entries, constants, arithmetic operators and priority markings.

There are buttons to insert new entries or constants and to edit values that are already in the list.
Entries are added and changed with the "Entry choose™ dialog box.

Priority markers can be added or removed by selecting two or more values.

Order tab

If the arithmetic definition contains more than one value, a pictorial representation of the order of
processing is shown.

Other resources for arithmetic definition user controls
Other relevant topics will depend on which window or dialog box you are using at the time:

In a variable

For general help on the Entry details window, see Entry details overview and the Entry details
toolbar.

For details about the body of this window, see Entry details variable.

This window enables you to create or amend a response in a variable entry.
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Data read user control

This user control loads a data file so that it can be accessed by the window or dialog box in which it
appears.

You can stop the loading at any point to look at only the first few records in the data file.

When the file has been loaded the number of records is displayed.

Open this file

Often the name of the data file required is already shown, in which case the data can be loaded
without browsing.

Browse
Use this button to find the data file that you want to use.

Ready List
Use this if the file that you want has already be used in this session or you want a data file that is in
the project folder.

This opens a dialog box that lists any data files previously opened in this session. This dialog box
also lists all data files with the correct extension found in the project folder, see Data ready list.

Prepare data
Instead of choosing an existing file you can combine a number of existing files and use the combined
file, see Data prepare.

Note: This option is not always available because it would not be appropriate for some windows that
use this control.

Export type user control
This user control is used to control export reports created with the "Data export™ dialog box.

It has the following tab pages:

General
This tab is used to:

o Choose whether the serial number is output and the header name to be used for it.
o Select the types of entries that are to be exported.

o Select the text for filters. Common schemes are:
e "True" and "False"

"1" and "0"

e "True" and blank

"1" and blank

Question
This tab is used to select the types of responses for questions that are to be output.

Variable
This tab is used to select the types of responses for variables that are to be output.
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Response

This tab is used to control the way that responses (single-coded and multi-coded) to questions and
variables are to be output:

o Output the response text instead of the response number
o Whether to output unallocated responses (those without any response text)

e Specify some text to be used in front of response numbers. For example you might want
response 15 to be output as "Response 15".

« Specify what to output when the entry is empty (has no responses set)

e Specify that response numbers all have the same number of digits, for example 003 for
response 3. The number of digits will be set:

o From the data location width
e To the number of digits needed to hold the largest response number
e As specified on this tab

Multi

This tab is used to control the way that multi-coded responses to questions and variables are to be
output. These settings are in addition to those on the Response tab:

o Whether to output all the responses to a single column of output and:
e What to use as a separator between the responses (when there are more than 1) , or

o Whether to put out the responses as a string of Os and 1s with an option to add
something to the end to prevent other programs removing any leading 0s (because it
will then be treated as text).

o Or to output as multiple columns and:

e Choose some text (usually ) to use in the column header between the entry name and
the repeat number. For example the three columns for entry Q1 would be Q1 _1,
Q1 2and Q1_3.

e Put every response in its own column.
o Set a fixed output for every response, usually "1".
e Set the number of columns to use.

Value

This tab is used to control the way that values (integer and float) to questions and variables are to be
output:

« Specify that values all have the same number of digits, for example 003 for response 3. For
float values this is the digits before the decimal point. The number of digits will be set:

e To the number of digits needed to hold the largest value
e As specified on this tab
For float values:

e Specify that values all have the same number of decimal places, for example 6.300 for 6.3.
The number of digits will be set:
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o To the number of decimal places needed to hold the largest number of places in the
data

e As specified on this tab

Character
This tab is used to control the way that textual answers to questions are to be output:
o Whether to limit the output to a set number of characters. The answers will be truncated if
necessary.

Date/time
This tab is used to control the way that date and time answers to questions are to be output:

e Whether to output the value as stored in data, either YYYYMMDD or HHMMSS.

e Whether to use the long format instead of the short format as set in the Windows Control
Panel.
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A

Analysis (program output): This refers to edit reports, data lists, and tables.

Answer (to a question): This refers to the answer given to a question. It may be a response (single-coded or multi-coded) or a
value (integer, floating-point, character, date or time) depending on the question type.

Appointment (CATI): This is the term used for telephone interviewing to set a time for the call-back.

Archive folder: This sub-folder holds previous versions of various files. These are preserved for troubleshooting and in case a
disastrous change is made and an earlier version needs to be retrieved. If you save a QDF often you may need to clean out
the older versions from this sub-folder. Never store any files in this sub-folder and never alter any files that QPSMR has put
there. If you wish to go back to an earlier version of a file then copy it back to the main project folder first.

Arithmetic definition: This defines an arithmetic computation that can include earlier questions and constants and use arithmetic
operators +-*/ (plus, minus, times, and divide). Entry names must be preceded by a $ (dollar sign). Single-coded entries can
be referred to; the value is the response selected or zero if empty. There are two additional special functions CT() and
SCORE() that can be used.

Arithmetic operator: An arithmetic operator is plus (+), minus (-), multiply (*) or divide (/).

ASC file: This is the suffix used for a QPSMR ASCII Data file. Each respondent's information is stored on a single line and the
answers to each question are stored in particular columns (data locations). Data is stored using ASCIl encoding (not Unicode).

ASCII: This refers to ASCIl encoding (not Unicode). This is the encoding used in a normal text (TXT) file and also in ASC data files.

Auto-select: This refers to the ability to select the answer to a question based on earlier answers. For auto selection the question is
not shown and the answers selected are stored as the answers to this question.

B

Binary Data: This describes the way respondent data is stored as card images representing punched cards. The Market Research
industry is one of the last industries that still use this method, and many traditional MR programs handle data in this
format. CBA is the native QPSMR binary type of data.

Block and: Refers to the creation of a variable that "and"s together similar responses from other entries. The new variable will only
have responses selected if they were selected in both (or all) of the input entries.

Block or: Refers to the creation of a variable that "or"s together similar responses from other entries. The new variable will have
responses selected if they were selected in any of the input entries.

Bracket: Brackets (also called parentheses) and are used in definitions to control the priority order for evaluation. Without these the
definition will be evaluated from left to right.

C

CAI: This is short for Computer Assisted Interview.
Call-back: The name given to an appointment when the call is made to the contact to start or continue the interview.
CAPI: This is short for Computer Assisted Personal Interview.

Carry forward: This refers to text that is replaced with the response to an earlier question. For example Q12 "When did you buy
[Q10]?" will replace [Q10] with the answer given to question 10 (the entry called Q10).

CATI (telephone interviewing): Short for Computer Assisted Telephone Interviewing. A full system will do this but will also include
a sample management and appointment systems. QPSMR CATI is the program used by supervisors and for analysis.

CBA file: This is the suffix used for a QPSMR Binary Data file. Respondent data is strored in a particular way that represents cards
and columns. A CBA can be converted using [Data] [Convert raw data] to or from many other binary formats.

Character answer: Text. This text is stored in the data file (left justified). See also "Verbatim".

Character data file: This is the accepted way to store respondent data. Each respondent's information is stored on a single line
and the answers to each question are stored in particular columns (data locations). This is also called fixed format character
data (ASC). Other ways that respondent information is normally stored are as CSV and CBA.

Character question: This type of question accepts a limited amount of text as the answer. This text is stored in the data file (left
justified) with the other respondent data. See also "Verbatim".

Choose (serial): If serial numbers are chosen this means that the interviewer allocates the serial number to each new questionnaire
created (not retrieved from sample or partial). This is not recommended for CATI.
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CL program: Short for Command Language and refers to QPSMR CL which is a powerful syntax driven analysis tool for research
data.

Classic: This refers to the earlier QPSMR programs; QPSMR Solo, QPSMR Insight, and QPSMR CATI.
Clipboard (in Windows): On a computer this refers to a temporary storage area used for cutting and pasting objects.

Close (on response): A response can be marked close. If such a response is selected the interview will terminate immediately but
will be marked as a completed interview (ZZZEND/1). Close is rarely used and should be treated with caution.

Comma Separated Value file: Usually shortened to CSV. This refers to a particular storage method for spreadsheet information as
text. It will usually have a header line that describes each column. In each row of data, the columns are separated by a
comma. Speech marks are put round any cell that contains a comma (,) or speech mark (). Any speech marks within a cell
text are doubled up to show that they are not the end of the cell contents. A tab character is normally used on the clipboard
instead of a comma. In in some countries a local symbol is used instead of a comma - this is controlled from the Windows
Control Panel International settings.

Contact (interviewee): This is the name sometimes given to a person to be interviewed in CATI (the respondent or interviewee).
Continue later: A request to make an appointment.

Continuous project: A project that is ongoing and analysis is done periodically.

Control (window): This is the basic unit on a window or dialog box, for example a menu, toolbar, button, text box or list view.

Cross tabulation: Usually shortened to "table". This refers to an accumulated count of one question as rows by another question as
columns, possibly filtered on a subset of the data.

CSV file: This refers to a file with information stored in Comma Separated Value format. It will usually have a header line that
describes each column. In each row of data, the columns are separated by a comma. Speech marks are put round any cell
that contains a comma (,) or speech mark (). Any speech marks within a cell text are doubled up to show that they are not the
end of the cell contents. A tab character is normally used on the clipboard instead of a comma. In in some countries a local
symbol is used instead of a comma - this is controlled from the Windows Control Panel International settings.

CT function: This can be used in arithmetic to count the responses to a multi-coded entry.
Current entry: This means the entry that is being inspected, or is the one that is now selected.

Current response: This means the response that is being inspected, or is the one that is now selected

D

Data (questionnaires): This will normally refer to the information stored about a respondent - sample details or survey data
(answers to a questionnaire, plus ZZZ entries). It may refer to any information stored on a computer.

Data entry (input): This refers to the entry of the answers to questionnaires.

Data file (questionnaires): This is a disk file that contains a set of records for respondents - interviews, partial interviews, or just
sample information. All data files for a project have the same layout and are accessed with the same QDF for analysis and
updating.

Data hand-in: This describes the facility to get the data from a CSV data file into a raw data file.
Data hand-out: This describes the facility to put the data to a CSV data file from a raw data file.

Data hand-over: This describes the ability to hand-out data from a data file to a CSV and hand-in this data to another (or the same)
data file. The information may be modified with a spreadsheet program before hand in and a different QDF may be used to
cause the information to be restructured to match the data layout in the QDF.

Data list: This is a detailed report that lists record by record the responses to specified entries.

Data location: This refers to the column in the data where a particular question will be stored. Data locations cannot be changed
once data has been entered. Data hand over facilities are used to overcome this problem.

Date answer: A date stored as year, month, day.
Date question: A question for which the answer is a date stored as year, month, day.

Dead sample: This is the name given to a sample record that cannot be reached (ZZZSST/2). No further calls will be made to this
sample record.

Definition (syntax): This refers to a syntax that describes a logical condition for a respondent that is true or false (logical), or an
arithmetic calculation for a respondent that has a value (arithmetic).

Delay (appointment): This is the time allowed for an appointment to be dealt with (called back) after the appointment time, before it
is considered a "late" appointment.

Demographic: Basic information about an interviewee, for example age, sex, class and area.

Dialog box: This is the term used for windows that appear at various points for additional details to be entered. It will usually have to
be completed before anything else can be done.
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E

Effective sample size: Used to judge the "efficiency" of a weighting scheme, sometimes called the "weighting effect". When a set of
records are given respondent weights the effective number of records used for statistics calculations is less than the actual
unweighted number of records.

Eligible (for interview): Not ineligible.

Entry (in QDF): This refers to an item in the QDF which will be a question, filter or variable.

F

F1 function key: This refers to the use of the key on the keyboard labelled F1. It is used to bring up context help relevant to the
window or dialog box that you are looking at.

Falsed out: This term refers to the application of a filter that is always false. This is sometimes done so that a question no longer
appears during data entry.

File server: This refers to a central disk store that various users on a network can access.

Filter (sub-set): This is a subset of the data and may refer to an entry that defines the subset or the application of that filter to
another entry or analysis.

Filter definition: The syntax of a (logic) definition of a subset of the respondents that pass the filter. They are used in filter entries
and for each response in a single-coded variable or multi-coded variable.

Filter entry: This refers to an entry in the QDF that specifies a subset of the data. Filters are used on subsequent entries to make
sure that irrelevant questions are not asked. For example if an earlier question determined the sex of a respondent then the
question "When did you have your first baby" would not be relevant for a male respondent and a filter "Females only" would be
defined and applied to the question. A filter entry is either "true" or "false"; A respondent who qualifies for (passes) the filter is
"true" and a respondent who fails to qualify is "false". Filters are also also applied in analysis.

Finished (CATI): This refers to the state of an interview that has reached ZZZEND but has not yet been saved.

Float answer: This is a number that may contain a decimal point (a floating-point value)

Float entry: This refers to a float question or float variable

Float question: This is a type of question where the answer is a floating-point number (a number with a decimal point).

Float variable: A variable that has an arithmetic definition that calculates a value for each respondent. The value is stored as a
floating point value.

Floating-point (number): A value with a decimal point. If stored in an integer entry it will be ROUNDED to the nearest whole
number.

Focused item: One item in a list view is the focused item. The full row for the focused item is highlighted. The focused item is
normally involved in operations such as insert, insert before, paste, paste before and paste special.

Folder (in Windows): This is the name for a particular place on the workstation where a collection of files is stored.

Forcing (data): This refers to the correction of question data based on other question answers by applying a set of rules to follow.
Sometimes called a force edit.

Fresh sample: This means sample records that have never been tried (called).

G

Grid question: This is a special type of question that includes a group of similar questions called 'elements’. Because using grids
places restrictions in what can be done, we normally recommend using individual questions instead.

H

Hall tests: This is where interviewing is done in a hall or other venue and interviewees are invited in to be interviewed. It is often
used for product testing.

Hand-in: This describes the ability to load a CSV into a data file to create new records or to modify existing ones. This is the second
half of a data hand over.

Hand-out: This describes the ability to create a CSV from a data file. This is the first half of a data hand over.

Hand-over: This describes the ability to hand out data from a data file to a CSV and hand in this data to another (or the same) data
file. The information may be modified with a spreadsheet program before hand in and a different QDF maybe used to cause
the information to be restructured to match the data layout in the QDF.

Hard copy: This usually refers to a real paper document as opposed to a computer representation of the same. In QPSMR it may
refer to the computer representation of a paper document as opposed to the internal view that is shown when creating the
objects that would be placed on the paper document.
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Hard drive: This is the nhame given to permanent disk storage on a computer.

History (CATI): This refers to the previous calls made for a particular sample record. QPSMR stores the date, time, result and user
number (interviewer) for up to 10 calls.

Hold filter: This refers to an entry in the QDF that specifies particular type of filter. If this filter is "true” (this respondent passes this
filter) then data entry is suspended and the interviewer (or data entry person) is requested to put right the fault in the previous
selections. A typical example is when a set of integer questions (percentages) do not add to 100.

Icon (in WIndows): This refers to small images that identify something on the computer. Sometimes they act as buttons to select
the object.

In progress (CATI): This is the state of an interview when it has passed all the quota entries but has not yet reached the end
(ZZZEND).

Ineligible (CATI): This means a respondent cannot be interviewed because he fails to pass the criteria for this project. Responses
can be marked as ineligible and, if selected, cause the interview to terminate. An empty CATI quota entry is deemed as
ineligible.

Insight program: This is the name of the QPSMR Classic program for entering and analysis of paper and CAPI projects.

Integer (number): A whole number. It may refer to an integer question or integer variable. Integer values must noy be longer that 9
digits.

Integer entry: This refers to an integer question or an integer variable
Integer question: Refers to a question for which the answer is a whole number.

Integer variable: A variable that has a definition (arithmetic) that calculates a value for each respondent. The value will be rounded
to the nearest whole number.

Interlocking: Interlocking targets, quotas or samples refers to two or more questions that are combined together so that every
combination is treated separately.

Interviewee: This is a person who is interviewed. Each is given a unique serial that identifies them. This serial is stored with the
data record. Interviewees are sometimes called respondents or contacts.

Interviewer (person): This is a person who conducts the interview and collects the information (answers). For data entry and CATI
each interviewer is given a unique user number which identifies them.

Interviewer instructions: During data entry this is an area reserved for instructions to the interviewer or entry person and not to be
read out to the respondent. The background can be coloured.

Issue (serial): If serial numbers are issued this means that consecutive numbers from a set starting number will be allocated to each
new questionnaire created (not retrieved from sample or partial). This is recommended for CATI.

Iteration: A procedure that is repeated many times until a desired result is achieved

K

Keypad (on keyboard): This usually refers to an area on a keyboard, it can also refer to a representation on this on the screen so
that the mouse can be used.

L

Live sample: This is CATI sample that is neither "Contact successful" nor "Dead" and is available for selection from the sample file.
This sample may have been tried one or more times and includes the "fresh" sample.

Logic definition: This is the syntax of a definition of a subset of the respondents that pass the definition. It is used in filter entries
and for each response in a single-coded variable or multi-coded variable.

M

Main data file: This is the final data file where completed and aborted (terminated) records are stored. This is the data file that is
used for any analysis on the project although only ZZZEND/1 records are completed interviews.

Mean score: This is the name given to the accumulated average for a rating scale or similar question that has (score) values
attached to each response.

Meta data: For a research project this is all the information needed to describe the respondent data. This is essentially the
questionnaire with data locations. The meta data is the information stored in the QDF. Most exports and imports only deal with
basic meta data such as the questions and response lists.
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Multi-coded answer: This is an answer to a question or variable that has a list of possible responses and more than one response
is allowed for each respondent.

Multi-coded entry: This refers to a multi-coded question or a multi-coded variable

Multi-coded question: This is a question that has a list of possible responses (a closed question) and more than one response is
allowed for each respondent. For example "Products used in last year". Open-ended questions are usually multi-coded and
may have some pre-coded answers.

Multi-coded variable: This is a variable that has a list of responses and more than one response is allowed for each respondent, for
example "Products used in last year".

N

Network (general usage): This is the term used when a number of workstations are connected together, usually with a central
server to hold files that everyone can access.

O

Open-ended: A question (usually multi-coded) where not all the responses are known before interviewing starts.

Out of quota: This means that a record is not needed because enough interviews have already been saved in this CATI quota cell.
Also called "over quota".

Over quota: This means that a record is not needed because enough interviews have already been saved in this CATI quota cell.

P

Parenthesis: Parentheses (also called brackets) are used in definitions to control the priority order for evaluation. Without these the
definition will be evaluated from left to right.

Parsed: This refers to the calculation of definitions in filters and variables as they are reached during an interview.

Path (general usage): This is the name given to the full address of a folder, including all the folders above it. For example, C:\My
Projects\My Job.

Pre-coded: A single-coded question or multi-coded question with a pre-defined list of responses, possibly with an "Other" code for
answers not on the pre-coded list of responses.

Pre-select: This means that the answers to a question are preset from earlier answers before a question is presented to the
interviewer.

Print style: This is the name given to a particular layout to be used for printing a document. Print styles are held in a folder reserved
for that purpose as file type PRS.

Priority (appointment): This decides which appointments will be shown at the top of the appointments list for interviewers.

Progress (CATI): This is the state of an interview when it has passed all the quota entries but has not yet reached the end
(ZZZEND).

Project (general usage): This describes a survey being conducted. All the files for a particular project are usually stored together a
separate project folder.

Project folder: All the files for a particular project are usually stored together in a separate folder. For large projects there may be a
number of sub-folders to hold individual waves of data, backup copies, testing, or analysis. The QDF is crucial for access to
any data file and it is vital that there is never any confusion about which QDF is used for each data file. For this reason a
project folder will normally have only one live QDF in it. If another QDF is needed then another project folder will normally be
created for it.

Pull-down: This refers to a list on the screen from which one can choose an option. To see the list the user needs to click to right of
the list to cause the list to drop down below the single line that shows the current selection. This is sometimes called a Combo
box.

Q

QDF file: Also called Questionnaire Definition. This is the main project file that contains the questionnaire entries. The QDF is
crucial for access to any data file and it is vital that there is never any confusion about which QDF is used for each data file.

Quantile: See ILE in the format section for an explanation.
Quantum: Program for Market Research analysis owned by SPSS..

Question (general usage): This refers to an individual question on a questionnaire. It may also refer to an entry in the QDF that
asks a question that normally requires an answer from the respondent.

Question entry: This refers to an entry in the QDF that asks a question. This does not include filters and variables.
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Question filter: This refers to a filter being applied to a question so that only those who pass the filter (true) are asked the question.
Those who fail the filter (false) skip to the next question. Up to 10 separate filters can be applied to a question (or variable) and
the respondent must pass them all for the question to be presented.

Question routing: This refers to the allocation of a question to a response on a single-coded question or multi-coded question. The
question referred to will be after the question with the response. This appears on a hard copy questionnaire and may be used
for carry forward texts. It is not used during the interview to skip questions.

Questionnaire (general usage): This refers to the collection of entries and other details that make up a complete interview. It may
also refer to the hard copy document representation of this. It may also be used to refer to the QDF.

Questionnaire Definition file: Also called QDF. This is the main project file that contains the questionnaire entries. The QDF is
crucial for access to any data file and it is vital that there is never any confusion about which QDF is used for each data file.

Quick table: This refers to a table that is produced and the definition is not preserved for re-use.
Quota (CATI): This refers to a predetermined maximum number of respondents required in a particular quota cell.

Quota cell (CATI): A quota cell is a particular category of respondent and is similar to a sample point. A required number of
respondents is allocated to each one.

R

Radio button: This is a set of round buttons, usually in a dialog box, from which only one can be chosen.
Randomize (general usage): This means that questions or responses can be presented in a random order.

Rating scale (general usage): This refers to a question that has responses representing what the respondent thought of an object.
These are often 5 point (or 10 point) scales where, for example, 1 is very bad and 5 is very good. A (score) value is usually
attached to the responses.

Record (general usage): This refers to one set of data from a collection of similar sets. In QPSMR a record is the data that is stored
for an interview, part interview, or a sample contact. Records are stored in data files.

Refuse input (on response): This is a response setting that tells the program not to accept this response as a valid answer.
Regular expression: A special definition used to scan for particular contents in text.
Respondent (general usage): This is another name used for the interviewee (the person who is interviewed).

Response (general usage): This refers to an answer to a question from a list of possible answers. For single-coded questions and
multi-coded questions (and variables) there is a list of valid responses that can be selected.

Response list: The predefined list of responses to a single-coded question or multi-coded question (or variable).

Response restrictor: This is used to ensure that only valid responses for this record are allowed, based on answers given to earlier
questions.

Rim weight: This is a form of target weighting where not all the interlocking cells have targets.
Rotation: Asking a block questions in a different order. QPSMR has randomization facilities instead.

Routing: This refers to the skipping of questions during an interview because they are not relevant for this interview. Routing is
done by applying filters to questions.

S

Sample (general usage): This term is used to describe a list of possible contacts for a CATI survey. The interviewers get random
records from the sample list to try to interview.

Sample management: This encompasses all the facilities for dealing with the CATI sample. Others use this term in a much broader
sense to include appointments, autodial, and other facilities.

Sample point (CATI): This is a particular category of respondent from the CATI sample file and is similar to a CATI quota cell.

Sample point entry: This is a single-coded question or single-coded variable that contains a number of sample points as
responses.

Sample question: A question into which data is pre-loaded in the CATI sample data file.

Sample section: This is the part of the CATI QDF that accepts the sample information. It contains the pre-loaded sample point
entries and other sample guestions and any filters or variables built from the sample questions.

SCORE function: This can be used in arithmetic to extract the relevant score value from a question.
Score value (general usage): This refers to a value attached to a response that will be used to calculate statistics.
Scroll bar: This is the band at the edge of a window used to move focus to another part of the information being viewed.

Selected items: Selected items are shown in the left hand column and all the selected items will normally be involved in operations
such as cut, copy and delete.
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Serial (general usage): In QPSMR this will normally refer to a serial number.

Serial number: This is a uniqgue number allocated to each interview or CATI sample record that is stored with the data to identify
this respondent. Sometimes it is just referred to as "Serial".

Serial width: This is the number of data locations allocated to store serial numbers. The width can be any value up to 9. For CATI
projects it should be normally be set to 7.

Server (general usage): This is the name given to a central computer store that individual workstations can access via the network.

Set (randomization): This term is used in randomization to refer to one or more entries that will be swapped with another set with
the same set name before interviewing starts.

Significant digits: The number of digits from the left (ignoring the decimal point) that must match for two numbers to be treated
equal. For example 45.6789 and 45.6788 are the same to 5 significant digits.

Single-coded entry: This refers to a single-coded question or a single-coded variable.

Single-coded question: This is a question that has a list of possible responses and only one response is allowed for each
respondent. For example "Most preferred product”.

Single-coded variable: This is a variable that has a list of responses and only one response is allowed for each respondent. Each
response has a (logic) definition to describe who should be in the response.

Skeleton: This is a framework QDF that contains the basic entries needed for a particular type of project.

Sort and Compact: This can be done on a data file opened in the Data window to remove wasted space. It should be done
periodically to the Partial data file on large projects to remove space used by appointments that have been completed.

Spread-field: A method of storing the answers to a multi-response question as a set of integer numbers.

Station number: This is a number allocated to each workstation for data entry. It is held in the IniStn TXT file and stored in ZZZSTA
entries.

Status bar: One or more rows of information at the bottom of a window that show status information about the information displayed
in the window

Sub-folder: This is a folder that resides under the current folder
Successful contact: This is when a record leaves the CATI sample file and becomes an appointment or a finished interview.

Supervisor (general usage): This is the name given to the staff who to set up and monitor a project and to analyze the
collected data. In CATI there are additional Supervisor menu selections.

Survey (general usage): Another name for a project.

Suspended (general usage): This refers to the stopping of an interview before completion to correct an error, to make an
appointment, or to abort it.

Syntax: This is the name given to a set of symbols, words and numbers that have a particular meaning to the program in a defintion
(logic or arithmetic).

T

Table (general usage): This is any two dimensional set of figures. In QPSMR this is short for Cross tabulation and refers to a count
of one question as rows by another question as columns, possibly filtered on a subset of the data.

Tables Definition file: Also called QTF. This QPSMR Classic file holds a batch of table descriptions that are created from the Table
window.

TAPI protocol: This is a Windows system for handling telephone calls. QPSMR CATI uses TAPI 2.

Target (general usage): This is a number of respondents wanted for a particular cell (subset of respondents). For CATI this is the
maximum (or required) number of records needed in a particular quota cell or sample point.

Target weight: When weighting survey data, the target is the required weighted total for a particular cell.

Telnum entry: This must be the entry name used for the CATI sample telephone number. It must be a character question with a
width of up to 32 characters.

Text Document file: Also called TXT. This is usually the output from an analysis of some kind. It contains readable and printable
text and expects to be viewed using a fixed pitch font (Courier) so that the columns line up.

Text for interviewer question: This is not really a question. It is used to add additional text for the interviewer for which there is no
answer needed. It is also used to show Video, Sound or Images for CAPI.

Text string (general usage): This is the name for one or more of words, including spaces.
Time question: A question for which the answer is a time stored as hour, minute, second.

Top-line: This refers to a summary count of the number of respondents who gave each answer to all the questions in the
questionnaire.
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Trailer surveys: This describes a traditional type of questionnaire where a large block of questions are repeated. See the web
Knowledge base for information on how to handle this type of project.

Tries (CATI): This refers to the number of times a CATI respondent has been called and includes all calls whether successful or not.

Triple-s: This is a standard for moving survey data and meta-data between different research programs. See the www.triple-
s.org website for details. Meta-data can be ASCII or XML. The data is always ASC.

TXT file: Also called Text Document. This is usually the output from an analysis of some kind. It contains readable and printable
text and expects to be viewed using a fixed pitch font (Courier) so that the columns line up.

U

User control: This is complex group of windows controls that are combined together in a particular way n order to present a
consistent behaviour when used. The same user control can e used in various windows to enter the same type of information.

User number: This is a unique number used during data entry that is allocated to each interviewer or supervisor. These numbers
and the names are stored in the CSV called "User Numbers" in the start-up project folder. On a server it is important that this
folder is the same for all interviewers or data entry people otherwise there will be more than one copy of this file.

V

Variable entry: This refers to an entry in the QDF that is very similar to a question except that is not asked. The answers to a
variable are constructed from the answers to previous questions or variables. Some computer systems use the term variable to
describe any entry. In QPSMR the term only refers to a specific type of entry where the answers are derived from other entries.

Verbatim question: This type of question accepts text as the answer. A lot of text can be entered for each respondent and it is
stored in a separate CSV, not with the other respondent data. Verbatim answers are not retrieved when a record is retrieved
for update (or appointment), so a character question may sometimes be needed.

Verify (general usage): In data entry this refers to entering data twice, the second entry is compared with the first and differences
highlighted. Quality standards insist that verification is done on a percentage of the data for every project, where appropriate.

W

Wanted (CATI): The number of interviews required in this sample point or quota point. Also referred to as the "target".

Wasted space (in data files): This refers to empty areas in a data file that can be retrieved if the file is compacted. These areas
occur when a record is updated and the new record will no longer fit into its previous space.

Weight (general usage): This refer to weighting (quantity weights or target weights). WEIGHT is also a special name for a weight
question which will be used as the weight in analysis if it is found in a project.

Weight entry: This is an old name for a float question or float variable

Weight question: This is an old name for a float question.

Weight variable: This is an old name for a float variable.

Weighting: Applying different weights to respondents for analysis. Target and Rim weighting can be used in QPSMR.
WordPad: This is the Windows editor for TXT files.

Worksheet (general usage): This is a name used for some dialog boxes in QPSMR. It is also the name used to describe each
section in spreadsheet files.

X

XML: A modern method of storing information of any kind.

Z

ZZZ entry: These are special questions that are not asked. They are used to store relevant information automatically as various
actions take place on a particular record.

ZZZEND entry: This is the most important ZZZ that must be present in all projects and gives the status of the record.
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