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10 Starting the Program M
1 Welcome

MAXQDA 12 is a high-performance program for professional social science oriented data analysis —
ideal not only for researchers but also for students and for teaching at universities and high schools.
MAXQDA is used in a variety of disciplines: the social sciences, education, health sciences, the hu-
manities, economics, marketing, and many others. In short, MAXQDA is the ideal software for those
who require a program for the effective management and systematic evaluation of texts, documents
and all kinds of media data.

MAXQDA 12 is a result of more than 25 years of continuous development that began with MAX for
DOS in 1989. MAXQDA 12 is groundbreaking as it is the world's first QDA software that provides the
same functionality for Windows and Mac and allows you to switch effortlessly between the two plat-
forms. The user interface is almost identical; aside from the ever-present Mac menu bar at the top of
the screen that is unknown in Windows. The menu, icons, shortcuts and functions are nearly identical,
eliminating the need for two different user manuals.

This guide provides a detailed overview of the features of MAXQDA. The “Getting Started Guide”
offers a brief introduction. The manual explains all the functions and features of MAXQDA rather
than following the logic of learning the program. Further help can be found on the website
www.maxgda.com, including online tutorials, textbook references and information on the annual
user conference in Berlin, the “MAXQDA International Conference” (MQIC).

In our continuous effort to improve and troubleshoot MAXQDA, we are always interested in your
feedback and suggestions on how the program could be enhanced. Simply send us an email or watch
for issues of interest in the MAXQDA forum and propose your contributions.


http://m22.maxqda.com/
http://conference.maxqda.com/
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2 MAXQDA Screens and Menus

2.1 Starting the Program

After opening MAXQDA, a window will appear with the MAXQDA logo and then the following wel-
come dialogue, which allows direct access to instructions to help get you started in MAXQDA:

o Help
L E
Getting Started Getting Started . .
(Online tutorial) (Video tutorial) Getting Started Guide Open Examples

No longer display at start up ﬁ

The quick introduction to MAXQDA: direct access to online tutorials, and sample projects

A click on the Open Examples button lists the example projects included in the installation of
MAXQDA, allowing you to explore the features of MAXQDA in detail. First click on a project from the
list, and then click OK to open the selected sample project.

After clicking Next, the following start and login window appears. If you selected Open Examples,
the startup window appears immediately.
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| NON MAXQDA 12

User

Enter your name
into the box

Mrs. Berkempers b 4

-s} ° Create and open new project

? ) Open existing project

Other projects...

/Users/webteam/Documents/MAXQDA/MAXQDA 12/Examples/ENG/LifeS
/Users/webteam/Documents/MAXQDA/MAXQDA 12/Examples/ESP/Medi Recently opened
/Users/webteam/Documents/MAXQDA/MAXQDA 12/Examples/GEFPHtir™ .
/Users/webteam/Documents/MAXQDA/MAXQDA 12/Examples/POR/volu PI'OJECtS

o o

The MAXQDA start window: choose user name and projects

You can enter your name or initials in the user field, so that all of your actions, whether they be
importing documents, coding segments, or writing memos, are marked with your user signature. This
user system is especially helpful when you are working in a team. You can then look to see who in
the team did each action.

To create and open a new project, click OK. Otherwise select Open Existing Project. In the bottom
pane select a recent project, or click on OK to open another project.

Important: It is strongly recommended that you regularly create project backups and save them on

external hard drives or flash drives, in order to minimize losses in case of computer problems.

Project files from MAXQDA 12 have the extension MX12. If your computer system hides file exten-
sions, you can identify data by the MAXQDA symbol and by the file type “MAXQDA 12 Project File.”
You can now enter your data including interview transcripts, reports as PDF files or video clips, as well
as import documents into the created or opened project.

2.2 The MAXQDA Interface and the Four Main Windows

After opening or creating a new project, you will see the MAXQDA interface:

e At the very top of the screen, you will see the project document name including the location where
it is saved.
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e Underneath the file name, you will see the drop-down menus and various toolbars with buttons
that offer quick access to frequently-used functions.

e A status bar is found at the bottom of the screen.

MAXQDA's four main windows occupy the main part of the workspace:

[, DocumentSystem |5 gl % ¢p ¥ %) S0 © =X [£ Document Browser =P TYDO oxTx
2 Dl # o 0

T Documents 0

[ 7Sets 0

Document System Document Browser

=  Code System & a SOl dE L Txx Q‘ry Retrieved Segments 22 E 379 E» @ ¢ qﬁ P \BEx=Xx
-3} Dl # = B

T code System V]

;_ Sets 0

Code System Retrieved Segments

The four main MAXQDA windows

The four windows have the following functions:

e The “Document System” provides an overview of all the texts, PDF files, tables, pictures and media
files of your project. You also have the option of organizing these documents in document groups,
which act as folders.

* The “Code System” displays all the codes, subcodes and code memos along with the number of
associated coded segments.

* The “Document Browser” displays one of the documents from the “Document System,” where
it can then be worked on. You can highlight, edit, code, create links, or attach memos in this
window. Geo-Links are also displayed in the Document Browser.

* The "Retrieved Segments” window is a results window. Here you can display a selection of coded
segments (Retrieval).

Small Toolbars in the Windows

Each window has a toolbar, which gives you quick access to frequently-used functions. By hovering
over each symbol, you can see what each symbol does. Symbols that are found in more than one
toolbar always have the same function, such as:

= prints out the content of the window
B exports the content of the window

4 allows for search in associated window
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& undocks the window
~ maximizes the window to the largest possible size

X closes the window

. Document Browser E E e @zx Q:) Retrieved Segments
$ [m} ]

Undock window Close window

Maximize window

Small toolbar within a window

Hide and Show Main Windows

All four windows can be shown or hidden in various ways so that you can control the arrangement
of windows on your screen and optimize your work space.

1. You can hide or show the windows by selecting View > Windows in the main menu.

A" Documents Codes
Screen Layout Manager

Document System
Code System
Document Browser
Retrieved Segments

AL NN

<

MAXQDA standard
Code

v Media player

v Visual tools
MAXDictio

Hide and show four main windows in the menu

2. You can hide or show the windows by clicking on the appropriate icons in the “MAXQDA stand-

ERAENE

3. You can close the windows by clicking on the appropriate icon * in the upper-right hand corner
of each window. Next to the close icon, you also have the option of clicking to maximize the
window to its largest possible size.

ard” toolbar:

Note: You can hide or show all windows, but at least one window must be shown at all times, which
means it isn't possible to close all four windows.
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Optimize interface: Customize Window Width

The optimal setup of your windows in MAXQDA depends largely on the size of your monitor and the
set resolution. It is not recommended that you use a resolution smaller than 1024 x 768.

The size of each window in comparison to the others can be adjusted as you wish by clicking with
the left mouse button on a border and dragging it in the appropriate direction.

[#  Document Browser = [» 70 0 @z X @) Retrieved Segments ==zl PR P L max
6 O 39 0
oo

Change size of the windows by clicking in
between the windows and holding the mouse

key while moving border to the right or left

Window height and width can be adjusted by clicking and dragging borders with the mouse

Optimize Interface: Customize Coding Columns

The “Document Browser” window includes the coding column, a gray area left (or right) of the text
document in which codes are displayed. To adjust the width of the coding column, move the mouse
pointer to the top of the line separating it from the document, press the left mouse button, and drag
the column to the left (or right) side of the text.

[#  Document Browser: Grace =P YO ozXx
® D

Home Life:
| am pretty satisfied with my home life. 1 am very close to my
e only reason why |
To adjust column size, left-click and " VR R T TuR 10
. . acially my Mom and
hold mouse key while moving the rom home and |
border to the right or left time. | e-mail my
out things that are
..Parents going on around campus. I'm closer to my Dad than my Mom, it
. Relationships took me a long time to get close to my Mom. | think that it took a
while because my Mom is very protective and we had arguments
about it a lot of the time. It became a lot better when | came down
to IU because we realized that we wouldn't see much of each
other anymore. But, in short, | love my family and am very
satisfied with my life with them. | know that not too many people
have the family closeness that my family has.

8

Adjusting the width of the coding column

You can choose whether or not to display the names of each code by clicking on an empty spot in
the coding column and right-clicking. A window will then appear that allows you to change this
setting.

Optimize Interface: The Two-Column and Three-Column Layout

With a screen width of over 1,440 pixels, MAXQDA 12 uses a three-column layout by default. This
takes advantage of the widescreen format of modern monitors better than the traditional four-win-
dow layout, which has long been a characteristic of MAXQDA. You can easily change back to the
traditional four-window view with the help of the “Screen Layout Manager.” This is appropriate for
screens with normal formats.
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To call up the Screen-Layout-Manager, select:

1. In the opening window View > Screen Layout Manager; or

2. The "= icon in the main toolbar.

The Screen-Layout-Manager allows you to select from among four options:

®  [=lScreen Layout Manager

Standard layout Alternative three-
with three columns column layout

Classic layout with Alternative two-
two columns column layout

The Screen-Layout-Manager

Top left: The new default layout in three columns for wide screens. The “Document Browser” is
found in the middle and “Retrieved Segments” in the third column on the far right.

Top right: Alternative three-column layout with the “Document System” and the “Code System” on
the right side.

Bottom left: The classic two-column layout with the “Document System” and the “Code System”
on the left side.

Bottom right: Alternate two-column layout with the “Document System” and the “Code System”
on the right side

Optimize Interface: Small Screens

When coding a document, it is sometimes helpful to close the “Document System” and “Retrieved
Segments” window, so the “Code System” and “Document Browser” are larger. The “Document
Browser” can then be made even bigger by dragging the border in the direction of the “Code Sys-
tem.”
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"  Code System adEaoeH P o= X #  Document Browser: Mary " = B S 0= X
v T code System 540 10  Recreation:
v Challenges 0 11 Going to parties, exercising makes up
Life Strategy 0 most of what | do. | am VERY upset by
my lack of time to relax. Basically, | don't
Pivotal Moments 0 have anty. | havde Ia lot of homewc".:frkI tfhat
never stops and | am very resentful for
> Day-to-Day Issues 94 H . P
o Jay-to-bay ) that. For instance, this week is little 5
> Interview Guide Topics 85 $ week, and | cannot go to any of the
> o People 74 parties because | have exams to study
> Video Interview 3 -.Education for and papers to write. | can feel that |
@ Autocode: satisfaction 248 am tense all of the time because | do not
Key Quotes 03 have time to relax. Hopefully, it wiII'get
#) Health ’ better during the summer when | will
N '/T ter Autocod 12 only be working and not taking any
'witter Autocode
classes.
I Sets 0

Optimal window setup when coding

It is similarly helpful to close the “Document Browser” when you are doing retrievals (Coding Query),
5o you have access to the three necessary screens while maximizing the size of your “Retrieved Seg-
ments” window. Whenever you now click on the text information box in the “Retrieved Segments”
window, the corresponding text will be open in the “Document Browser” window.

2.3 The Main Menu

The main MAXQDA menu includes the following menus:

Project View Documents Codes Variables Analysis Mixed methods Visualtools Reports Help
The main MAXQDA menu

The main menu options offer the following functions:

Project Menu

In the Project menu, you can choose to create a new project, open an existing project, or complete
other project management functions like printing, exporting, and importing. This makes it possible,
for example, to print out the “Document System,” the “Code System,” the “Retrieved Segments”
window, and the currently opened document in the “Document Browser.” You can also change the
user name or access the admin settings for teamwork options on a project.

View Menu

This menu allows you to hide or view each of the four main MAXQDA work area windows. Further-
more, you can open the Screen Layout Manager to arrange the four main windows.

The MAXQDA toolbars can be turned on or off in this menu. After turning on a toolbar, you can
move the toolbar around, freely placing it anywhere on your screen. If a toolbar is closed and then
opened again, it will reappear where it had last been placed.
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Documents Menu

In this menu, you can import documents, create a new document group, or a new document. A
special function also allows you to import structured document forms. Furthermore, you can import
data from Twitter, SurveyMonkey and MAXQDA's Web Collector as well as focus group transcripts.

The document shown in the “Document Browser” can also be printed or exported, and the “Over-
view of links” can be called up.

Codes Menu

This menu offers functions that connect to your codes, and some of the functions can also be accessed
by right-clicking in the “Code System” window.

The available functions allow you to create a new code, view an overview of code frequencies, or
create a complete index of all codes assigned to all document segments.

You also have the option of printing the “Code System,” importing or exporting the “Code System.”
The list of all coded segments can be printed or exported.

Variables Menu

The variables menu allows you to create, edit, and set values for document variables, as well as switch
between the various variable views. You can also import or export variables from this menu and call
up code variables.

You will also have access to MAXQDA's Statistics and Graphics functions, which can be called up for
both document and code variables.

Analysis Menu

This menu offers options related to the lexical search and retrieval functions for coded segments
(called “Coding Query”). Furthermore, you can access the functions to create and display summaries
for coded segments.

The Analysis menu also offers access to the intercoder agreement functions and the memo functions,
especially the “Overview of memos” window. This overview includes all memos (document memos,
document group memos, code memos, in media memos, and free memos) and can be filtered for
various criteria.

Mixed Methods Menu

This menu includes various functions for the combination of qualitative and quantitative data using
documents and variables. The activation via variables allows you to activate documents or document
groups based on their assigned variable values, thereby limiting the retrievals to certain document
segments. The Quote Matrix and Crosstabs functions are different visualizations that show connec-
tions between coded segments and selected variables or variable categories. The Typology Table is
similar and shows percentages and/or mean values and standard deviations for qualitatively-designed
typologies.
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Visual Tools Menu

This menu offers several visualization function options: MAXMaps, the tool for qualitative modeling;
the Code Matrix Browser (documents by codes); the Code Relations Browser (code co-occurrence);
and the Document Comparison Chart are all for numerous or all of your documents; and the Docu-
ment Portrait and Codeline visualizations apply only to one document at a time, which means that
they can only be selected when an appropriate document is opened in the “Document Browser”; the
tag cloud vizualises the 50 most-frequent words of all text, PDF and table documents and can be
adjusted with a stop list.

Stats Menu (optional)

This menu is only available if you are running a license for “MAXQDA Analytics Pro”. “Stats” is a
module, which offers frequently used descriptives and inferential statistic functions, like frequency
tables, crosstabs, one-way analysis of variance, correlation and creating scales.

MAXDictio Menu (optional)

This menu is only available if you are running a license for “MAXQDA Plus” or “MAXQDA Analytics
Pro”. "MAXDictio” is a module, which offers many functions for word frequencies, word combina-
tions, and other tools for text exploration as well as quantitative content analysis based on a diction-
ary.

Help Menu

Here you will find the Getting Started Guide in PDF format, which may be helpful to print out. You
will also find detailed help and links to the online and video tutorials, which give you a quick intro-
duction to the program. You can also search for an update and download the update if you don’t
have the most recent version.

2.4 The Toolbars

MAXQDA's main toolbar is called “MAXQDA standard” and should always be visible. It contains icons
that provide quick access to frequently used program functions. By default, the toolbar is located
directly below the main menu:

p@E g BOAREEE AERIT EREAWS

“MAXQDA standard” toolbar

The icons represent the following:


http://m22.maxqda.com/products/maxqda-analytics-pro
http://m22.maxqda.com/products/maxqda-plus
http://m22.maxqda.com/products/maxqda-analytics-pro
http://m22.maxqda.com/products/maxqda-analytics-pro
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New Import MAXApp Reset Coding Lexical Summary Smart
project Project Query search Grid Publisher
© N -
W B 'E E P(tr’\ /o - E -
|
Open Reset Overview Coding Summary
project activations of memaos Query Tables

Data editor Statistic of Screen Code System Retrieved
(document document Layout open/close Segments
variables) variables Manager open/close

A TRIEN®

Data editor Document Document
{code Statistic of System Browser
variables) subcodes open/close open/close

Overview of the buttons in the “MAXQDA standard” toolbar

In addition to the main toolbar ("MAXQDA standard”), there are four other toolbars that can be
shown or hidden as necessary. These toolbars can be hidden or displayed in the View menu.

v MAXQDA standard
v Code
Media player
Visual tools
MAXDictio

The “View"” menu

The “Code” toolbar offers quick access to functions for coding, linking text segments, and turning
on/off Edit Mode.

= Challenges\Life Strategy ¢ dﬁ} i& ﬁ ? ﬁ ¢ ﬁ o '¢ @ ] (+]

“Code” toolbar

The “Media player” toolbar makes it possible to play audio and video files connected to texts and
insert time stamps.

Eo @ T % S W W I M o0o000so00rs

“Media player” toolbar
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The “Visual tools” toolbar has seven symbols, giving you quick access to the mapping tool MAX-
Maps as well as the visualization functions “Code Matrix Browser,” “Code Relations Browser,” “Doc-
ument Comparison Chart,” “Document Portrait,” “Codeline,” and “Tag cloud.”

v AR e ®

“Visual tools” toolbar

The "MAXDictio” toolbar makes it easy to access six of the most common functions in the add-on
module MAXDictio for quantitative, dictionary-based content analysis.

=W W E

“MAXDictio” toolbar

Position Toolbars on the Screen

All toolbars can be positioned anywhere on the screen. Simply click on the four points on the left
edge of a toolbar or the title of a free-floating toolbar and place the toolbar at the desired position.

Click here and hold mouse \ﬁ
.m o0
key to move the tool bar

Position toolbars

2.5 The Context Menus and Toolbars in the “Document
System”

In addition to the various menus accessible from the menu bar, MAXQDA can be controlled using the
toolbars and context menus in their respective windows. The functions that relate to the handling of
documents are available in the “Document System” window.

Toolbar

The toolbar at the top of the “Document System” window offers quick access to the following fre-
guently-used functions:

B Reset activations — resets current activations

™ Activate by document variables — allows activation of documents based on their variable values.
¥ Display only activated documents

“D Activate by color — allows activation of documents based on their assigned color.

™ New document group — creates a new document group directly above the document group,
displayed in the highest position.
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2 Import document(s) — allows you to insert text, PDF files, spreadsheets, images and media files
into the project.

b Display search toolbar — allows you to search for a specific document name.
& Undock window
+ Maximize window

X Hide window

Documents and Document Groups

In order to better organize your documents, it is possible to create document groups. In MAXQDA, it
is, however, not absolutely necessary that each document is put in a document group. Documents
can simply be left in the root of the “Document System” window.

Documents can also be temporarily grouped together from various document groups for certain as-
pects of your analysis. In MAXQDA, these groupings are called document sets.

Example: In an interview-based study on kindergartens in which teachers, administrators, and par-
ents are interviewed it makes sense to make three folders, one for each category of interviewees. All
interview transcripts would be imported into the project (perhaps called “Kindergarten study”) and
then assigned to one of three document groups, named “Administrator,” “Teachers,” and “Parents.”

"

In the “Document System,
different context menu:

it is possible to differentiate between three levels, each level offering a

e the project level
o the document group(s) level

e the document level

[} Document System ERdGiEdI L ozx
5
i Level: Document group
v TlNew York 223
= Teresa 8
= Joanna 26
Z Jon Level: Project 38
= Kim 31
= Mary 36
= George 47
= Vincent Level: Document 37
»  TlIndiana 87
» [T Websites & Literature 118
»  TlVideo 4
»  TlImages 0
» Tl Twitter Analysis 108
:_Sets 0

Three levels in the “Document System” window
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The Upper Level

23

The upper level in the “Document System” hierarchy is the project level. After creating a new project,
the “Document System” is empty except for the “Documents”-entry. By right-clicking on its icon,
you will call up the following context menu:

r Document System

v

v T New York

= Teresa

= Joanna

([T IT TN

= Vincent

Jon

Kim

<
]
<

George

T Indiana
T Websites & Lite 2]

" Images

>
>
» [l video
>
>

T Twitter Analysis

a2 Sets

Bo

Context menu for the upper level in the Document System
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b |
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Activate all documents
Deactivate all documents
Activate by document variables

Invert activation
Collapse all document groups
Memo 4M

New document group
Sort document groups (ascending)
Sort document groups (descending)

Move activated documents here

Create document

Import document(s) 3#D
Import documents from Excel spreadsheet
Import structured document (Preprocessor)
Import focus group transcript

Import f4/f5 transcript

Transcribe audio/video file

Overview of coded segments
Overview of variables
Overview of memos
Overview of codes

Overview of links

Overview of summaries
Tag cloud

Export teamwork

Import teamwork

MAXDictio Coder

— —_——

The menu contains the following functions:

Activate all documents — activates all documents in the entire project.

Deactivate all documents — deactivates all documents in the entire project.
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Activate by document variable — allows you to create logical conditions based on the existing doc-
ument variable values for selecting and activating documents.

Invert activation — activates all documents that are not currently activated and deactivates all those
documents that are currently activated. This is especially helpful when doing logical activations; you
can then very quickly call up segments from documents with the contrasting document variables.

Collapse all document groups — collapses all document groups for a better overview. Thus, the
individual documents of the document groups will not be visible.

Memo - creates a memo that can hold information about the entire project.

New document group - creates a new document group.
Sort document groups (ascending) — sorts all document groups in ascending alphabetical order.
Sort document groups (descending) — sorts all document groups in descending alphabetical order.

Move activated documents here — moves all activated documents to the top level of the “Docu-
ment System” window. This function is only visible if at least one document is actually activated.

Create document — inserts a new, empty text or table document with a default name into the “Doc-
ument System.”

Import document(s) — allows you to import document(s) into the project. They will be inserted at
the highest hierarchical level of the “Document System”. When choosing this function, a standard
file dialog appears to choose a file for import. The documents can be in TXT, RTF, DOC/X, PDF, JPG,
GIF, TIF and PNG format. You can also select media files; however, due to their size, they are not
imported into the project file, but stored externally and assigned to a text document.

Import documents from Excel spreadsheet — allows import and automatic coding of cases as doc-
uments from a table structure, which is very useful for survey data.

Import structured documents (Preprocessor) — facilitates the import of a pre-structured text that
may marked passages for automatic coding during import. The text may also be split up into several
documents during import.

Import focus group transcript — imports a transcript of a focus group interview, which will auto-
matically be coded.

Import f4/f5 transcript — imports a transcript, created with the software f4/f5. After selecting the
transcript, MAXQDA automatically asks for a media file to assign to the transcript.

Transcribe audio/video file — facilitates the import of an audio or video file to be transcribed within
MAXQDA. The new document name will be that of the chosen audio/video file.
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Overview of coded segments — lists all coded segments in the entire project in table form.

Overview of variables — shows the data editor of the document variables for all documents in the
project.

Overview of memos - lists all memos in the entire project in table form.
Overview of codes — lists all codes in the entire project in table form.
Overview of links — lists all links in the entire project in table form.

Overview of summaries — lists all summaries in the entire project in table form.

Tag cloud — creates a visualization of the 50 most frequently-used words in the entire project.

Export teamwork — allows export of all coded segments, memos, summaries and variables of the
project.

Import teamwork — allows export of all coded segments, memos, summaries and variables of the
project.

MAXDictio Coder — opens the MAXDictio Coder (will be displayed only if MAXQDAplus, which con-
tains the MAXDictio functions, is installed).

The Middle Level: Document Groups

A project can contain as many different document groups as you wish to create. A context menu is
also available at the document group(s) level, which offers functions that only affect that specific
chosen document group.
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I Document System i e ’ 0= X

v [T Documents 539

Activate all documents
= Teresa

Deactivate all documents
b4 a Joanna
# Jon Memo XOM
= Kim
= Mary >{ Delete document group B &
= George Rename document group o
= Vincent
> ~BRindiana Ql Sort documents (ascending)
> [T Websites & Literature ﬁl Sort documents (descending)
> Video Move activated documents here
> " Images
» T Twitter Analysis Create document
Sets Import document(s) 3D
Import focus group transcript
Import f4/f5 transcript
Transcribe audio/video file
_¢ Overview of coded segments
5 Overview of variables
F Overview of memos
2. Overview of codes
Overview of links
_: Overview of summaries
&% Tag cloud

Export teamwork

Import teamwork

MAXDictio Coder
Context menu for the middle (document group) level in the Document System
The following options are available in the context menu of a document group:

Activate all documents — activates all documents in the document group.

Deactivate all documents — deactivates all documents in the document group.

Memo - creates a memo that can hold information about the document group.

Delete document group — deletes the document group, including all documents, coded segments,
memos, summaries and variables that are associated with it. MAXQDA only completes the deletion
after confirming that you do indeed wish to carry out the action.

Rename document group — lets you give a new name to the document group.
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Sort documents (ascending) — sorts all documents in the document group in ascending alphabetical
order.

Sort documents (descending) — sorts all documents in the document group in descending alpha-
betical order.

Move activated documents here — moves all activated documents to this document group, thus
resorting the “Document System” accordingly. This function is only displayed if at least one document
is actually activated.

Create document — inserts a new, empty document with a default name into the document group.
The document is automatically opened and put in Edit Mode, allowing you to immediately type con-
tent into the document.

Import document(s) — allows you to import document(s) into the document group. When choosing
this function, a standard file dialog appears to choose a file for import. The documents can be in TXT,
RTF, DOC/X, PDF, JPG, GIF, TIF and PNG format. You can also select media files; however, due to their
size, they are not imported into the project file, but stored externally and assigned to a text document.

Import focus group transcript — imports a transcript of a focus group interview, which will auto-
matically be coded.

Import f4/f5 transcript — imports a transcript, created with the software f4/f5. After selecting the
transcript, MAXQDA automatically asks for a media file to assign to the transcript.

Transcribe audio/video — facilitates the import of an audio or video file to be transcribed within
MAXQDA into the document group. The new document name will be that of the chosen audio/video
file.

Overview of coded segments — list all coded segments from the document group in table form.

Overview of variables — shows the data editor of the document variables for all documents in the
document group.

Overview of memos - lists all memos in the document group in table form.

Overview of codes — lists all codes used in one of the documents of the document group in table
form.

Overview of links — lists all links in the document group in table form.

Overview of summaries — lists all summaries in the document group in table form.

Tag cloud — creates a visualization of the 50 most frequently-used words in the document group.
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Export teamwork — allows export of all coded segments, memos, summaries, and variables of all
documents in the document group. The exported file can be imported in a project on a different
computer. This function enables you to work in a team and divide the work on the documents of a
document group among team members.

Import teamwork — allows import of all coded segments, memos, and variables to the document
group.

MAXDictio Coder — opens the coding tool MAXDictio (will be displayed only if MAXQDAplus, which
contains the MAXDictio functions, is installed).

Document sets are handled similarly to document groups. They are a temporary grouping of docu-
ments, but only contain links to the documents instead of the documents themselves. The context
menu that appears when you right-click on a document set is similar to the document group context
menu, but it does not contain the options to import documents.

The Lower Level: The Document

A context menu is also available at the individual document level and contains a variety of functions
connected to the chosen document.
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Export document
Link audio/video file

Overview of coded segments
Overview of variables
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QOverview of codes

Qverview of links

Qverview of summaries

Document Portrait
Codeline

Tag cloud

Export teamwork

Import teamwork
MAXDictio Coder

Properties

Context menu for the lowest (document) level

The menu contains the following functions:
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Activate — activates the document; if the document is already activated, the option will be to deac-
tivate it.

Open document — opens the document in the “Document Browser”. The document which is cur-
rently opened in the “Document Browser” is indicated in the “Document System” with a special
symbol (document with a pen).

Open document in a new tab — opens the document in a new tab in the “Document Browser”.
The document which is currently displayed is indicated in the “Document System” with a special
symbol (document with a pen).
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Open document in second Document Browser —opens the document in an undocked “Document
Browser”. The document which has last been focused is indicated in the "Document System" with a
special symbol (document with a pen)."

Memo - creates a memo for the document.

Color — opens a window that allows you to select a color for the document.

Delete document — deletes the document including all connected information, including memos,
coded segments, variables, etc. MAXQDA only completes the deletion after confirming that you do
indeed wish to carry out the action.

Rename document — allows you to modify the document name.

Export document — the selected document will be exported and saved in the location of your choice.

Overview of coded segments — lists all coded segments from the document in table form.
Overview of variables — shows the data editor of the document variables for the selected document.
Overview of memos - lists all memos in the document and the document memo in table form.
Overview of links — lists all links in the document in table form.

Overview of summaries — lists all summaries of the document in table form.

Document Portrait — opens a visualization of the document that uses the code colors of the coded
segments in the document to create a picture of the document. The size of the coded segment acts
as the weighting factor, meaning that the longer the coded segment, the more space that color takes
up in the visualization.

Codeline — opens a visualization of the coded segments of the document. A matrix is created with
the codes on the y-axis and the paragraph numbers on the x-axis. It is then possible to see which
codes were used in each paragraph of the document.

Tag cloud — creates a visualization of the 50 most frequently-used words in the document.

Export teamwork — allows for the export of all coded segments, memos, summaries, and variables
for the document. The exported file can be imported in a project on a different computer. This func-
tion enables you to work in a team and divide the work on a single document among team members.

Import teamwork — allows for the import of coded segments, memos, summaries, and variables for
the document of an earlier exported file.

MAXDictio Coder — opens the MAXDictio Coder (will be displayed only if MAXQDAplus, which con-
tains the MAXDictio functions, is installed).
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Properties — opens a window with all the properties of the document, which can then be edited (e.qg.
whether or not the document should be opened in read-only mode). You can also link a media file
to the corresponding document (e.g. an audio file with the corresponding transcribed interview) to
either code the transcript or the media file itself.

2.6 Context Menus and Toolbar in the “Document Browser”

Toolbar

The “Document Browser” is MAXQDA's main work window: This is where you can code text and
images, write memos, link text and images together, add external links and more. The majority of the
functions you will carry out in the “Document Browser” are available in the context menu, which you
can access by simply right-clicking in the window. The most commonly-used functions are also avail-
able in the toolbar at the top of the “Document Browser.” It contains the following functions:

% Edit mode on/off — allows you to edit the text of a text or table document.

B Print document - allows you to print the document displayed in the window, optionally along
with memo symbols and coding stripes.

2 Export displayed document — saves the open document in a location of your choice.

Filter visualized coding stripes — allows you to choose which coded segments should be visu-
alized in the coding column based on their color.

- Display search toolbar — allows you to search within the open document.
& Undock window

4 Maximize window

X Hide window

Context Menu

If you highlight a segment of text or select a section of a picture opened in the “Document Browser, "
a context menu will appear with a large selection of various functions.
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/ Document Browser: Mary ‘= S P = X
4 Career:
5 |l am majoring in £ 1 rchand _ ‘ust recently switched into
this major and se¢ " Code with a new code N#EW  ary happy with it at the
. moment because |.% Code in-vivo | nd my clothing interests. |
-Education think it is great h¢ e m ) ith and development in the
.Interests field. Also, | enjoy ~ Code with 'Health y job-related classes and
was very inspired to talk in one of my classes.
6  Health: New memo
7 | am pretty happy SilL arely and when | do, it is
~Health | o only for a short ar#~ Search for highlighted text ed to the fact that | eat right
People and exercise semi  List assigned codes lory of breast cancer and

diabetes and | wo|

8  Home Life:

9 | feel okay about 1“3 Insert document link kL my parents and sister. We
..Home Life d don't fight very of  |nsert external link ing that | choose to do.
--Parents However, | feel lik 3 n 19, do not appreciate this
very much. So,w| Insertweb link nt toward my parents.
==hllngs Insert geolink
10 Recreation:
11 Going to parties, ¢ am VERY upset by my lack of
time to relax. Basil rework that never stops and
I am very resentfu R Copy 5 week, and | cannot go to
Q ’
any of the parties apers to write. | can feel that
..Education I am tense all of tl ax. Hopefully, it will get
better during the | not taking any classes.
12 Relationships:
'3 1have not had ver  pjsplay geolink column that | have had have turned
out extremelybac. ... _. _ _ ___ ___ ___ . . __ . _ontact with any of my exes. |
_Partner T don't really want to. However, if I do have any sort of romantic relationship, | hope for
it to be long term. | am not one for one night stands or first dates with random people.
I would rather know the person pretty well first and then date them.

Context menu of a highlighted segment of text in the Document Browser

Most of the available functions are self-explanatory, but they will still be explained quickly in the
following section.

Note: For PDF and image documents some functions such as cut and paste are not available because
these file formats do not permit modification. Some functions are also unavailable for spreadsheets.
Code with a new code — codes the highlighted text or section of an image with a new code.

Code in-vivo — codes the highlighted text with a new code created and named with the highlighted
text.

Code with “xyz" — codes highlighted text or section of a picture with the most recently used code.

Code with activated codes — codes highlighted text or section of a picture with all activated codes
in the “Code System.”

New memo — creates a memo for the highlighted text.

Search for highlighted text — opens the lexical search, with which you can search for the selected
text in all or part of the project.
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List assigned codes — displays the codes assigned to the selected segment.

Convert to line-numbered text — cuts each line after a pre-defined number of characters into a
new line, which will be treated as a new paragraph. Since this function changes the text altogether,
it is only available in Edit mode. The function is not available for texts in read-only mode; the write
protection needs to be disabled to use it.

Insert document link — sets an anchor for a link, which is a connection between two sections of a
text or image.

Insert external link — opens a file dialog to allow you to choose a file to be linked to the highlighted
section of the text or image.

Insert weblink — allows the insertion of a link to a website.

Insert geolink — allows to insert a geolink; a file dialog will appear to open and import a KML file,
that contains the geo information.

Remove link — deletes a link from the selected text.

Cut — cuts the highlighted text from the document as in Microsoft Word.
Copy — copies the highlighted text as in Microsoft Word.

Paste — pastes the contents of the clipboard as in Microsoft Word.

Undo text changes — undoes the most recent change to the text (only works when in Edit mode).

Undo all text changes — undoes all changes to the text that have been done since Edit mode was
turned on (only works when in Edit Mode).

Display geolink column — displays the geolink column next to the memo and code visualization
column on the margin of the “Document Browser.” All geolinks are visualized with a symbol in this
column.

Display timestamp column - displays the timestamps column on the margin of the “Document
Browser”. This option is only visible if a media file is linked to the document.

2.7 Context Menus and Toolbar in the “Code System”

Toolbar

The toolbar at the top of the “Code System” window offers quick access to the most commonly-used
functions in this window. These functions are:
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@i Reset activations — resets current code activations.
27 Activation by code variable — allows the activation of codes depending on their variable values.
‘@ Activation by color — allowing codes to be activated based on their assigned colors.

< Display emoticodes only / <= Display codes and emoticodes — reduces the display in the
“Code System” window to emoticodes.

FH Change to table view / = Change to standard view — switches between tree view, and table
view of the code system.

New code — adds new code into the code system.
7~ Display search toolbar — allows you to search for a specific code.

& Undock window

4!

Maximize window

X Hide window

The Upper Level in the “Code System”

When you create a new project, the “Code System” is empty except for the “Code System” icon and
label. This represents the root directory or folder, the upper level of the “Code System” hierarchy. If
you right-click on the symbol or the label next to it, you will see a context menu. Since most selectable

functions only apply to a non-empty Code System, some codes have already been inserted into the
following illustration.
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Code System adEern P o x X
‘ Activate all codes ‘
v o Day-to-Day Issues 2
& Emotions Deactivate all codes 03
@ Education 7 Activate by code variables 18
elnterests Invert activation 14
@ Money and Financi L 4
- il Load activation
@ Religion and Spiriti 6
@ Significantly Positi Save activation 27
v Challenges
¢ Collapse all subcodes
Life Strategy
Self Growth New code EN
Pivotal Moments Sort subcodes >
> Interview Guide Topics 85
» ePeople Code Alias Table 74
> Video Interview X 3
f& Overview of coded segments
@ Autocode: satisfaction — 248
Key Quotes Overview of linked memos 23
*) Health T Overview of variables 1
> Twitter Autocode — . 12
Statistic of subcodes
Sets 0

A

Export Code System (MAXQDA format)
Import Code System (MAXQDA format)

Context menu for the upper level of the Code System

This menu offers access to the following functions:

Activate all codes — activates all codes in the entire “Code System.”

35

Deactivate all codes — deactivates all codes in the entire “Code System” (except focus group partic-

ipant codes).

Activate by code variables — allows activation based on code variable values.

Invert activation — activates all currently deactivated codes and deactivates all currently activated

codes in the entire “Code System.”

Load activation — code activation status will be imported from a file previously created in MAXQDA.

Save activation — the current activation status of the code system is stored in a file that can be called
up at a later time in order to establish this specific activation status.

Collapse all subcodes — to the better overview all subcodes are collapsed, so that only the codes of

the uppermost level are visible.

New code — creates a new top level code in the code system.
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Sort codes — sorts all codes in the upper level of the “Code System” hierarchy by code frequency or
in alphabetical order.

Move activated codes here — moves all activated codes to the top level of the “Code System”
window. Subcodes of activated codes will keep their position as subcodes as long as they are not
activated. This function is only visible if at least one code is actually activated.

Code Alias table — lists all codes in a table view where you can edit the code alias of each code.

Overview of coded segments — lists all coded segments in the entire project in table form.
Overview of linked memos - lists all memos that are linked to any code in the “Code System.”
Overview of variables — shows the data editor of the code variables for all codes in the project.

Statistic of subcodes — calls up the statistics and graphics functions which generate frequency tables
and charts with the number of encodings.

Export Code System (MAXQDA format) — exports and saves the “Code System” as a file with the
extension MTR (MAXQDA TRee). This function can be used for transferring code system from one
project to another.

Import Code System (MAXQDA format) —import a “Code System” from a previously created MTR
file.

Code with activated codes — the currently highlighted text or image segment, or video or audio
clip, is encoded simultaneously with all activated codes.

The Lower Level: Individual Codes and Subcodes

There is also a context menu for the single code/subcode level, which offer functions that affect the
code you right-clicked on.
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Code System a & %CI @ / H= X
v Code System 539
> Challenges 0
| s i
0 | Activate incl. subcodes 38 Clck
> Interview Guid Activate £ClIck 85
> o People 74
> Video Interviev New code 3N 3
@ Autocode: sati M M 248
Key Quotes emo 23
> Twitter Autoco s Color 12
a Sets Code highlighted segment 0
> Delete code and subcodes B
Rename code +
Sort subcodes >

Copy subcodes

Copy coded segments

Move coded segments

Overview of coded segments

1 A

Overview of linked memos
Overview of variables

Overview of documents

i

Overview of summaries

Transform into a document variable

Transform into a categorical document variable
Statistic of subcodes

Intersections

Crosstab

Add code to code favorites

Properties
Context menu on the code/subcode level

The following functions are shown in the context menu:
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Activate incl. subcodes / Deactivate incl. subcodes — the code including all its subcodes are acti-
vated or if it is activated, it is deactivated together with the subcodes.

Activate/Deactivate — only the code itself, without its subcodes, is activated.

New code — creates a new subcode for the selected code.

Memo — creates a memo for the current code.
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Color — opens a window where you can set a color for the code.

Code highlighted segment — codes the currently highlighted text or image segment in the “Docu-
ment Browser” or the highlighted audio/video clip in the “Multimedia Browser” with the current
code.

Delete code and subcodes — the selected code is deleted after confirmation. In the alternative view
of the “Code System” as Table, several codes can be deleted simultaneously. When a code is deleted,
every association to coded segments will be deleted. Subcodes will also be deleted. The removal of
codes from a code system can be visualized as the cutting of branches from a tree: when a branch
(code) is cut, all attached subcodes and subcodes of subcodes are also cut.

Rename code - allows you to create a new name for the code.

Sort subcodes — sorts all subcodes of the current code by alphabetical order or by code frequency.
Copy subcodes — copies all subcodes so that they can be pasted into another code.

Move activated codes here — inserts all activated codes as subcodes of the chosen code. Subcodes
of activated codes will keep their position as subcodes as long as they are not activated. This function
is only visible if at least one code is actually activated.

Copy coded segments — copies all coded segments for the code, so that they can be copied into a
different code. After choosing this option, right-click on the code that you would like to paste these
coded segments into and select Insert coded segments from ...

Move coded segments — cuts the coded segments from the current code, so you can insert them in
a different code. After selecting this option, right-click on the code where you want to move the
coded segments to and select Move coded segments from ... A window will appear confirming
that you really wish to move the codes, and after you confirm this, the coded segments are moved.

Overview of coded segments — opens a table with all coded segments coded with the current code,
offering an overview of the text and image segments assigned with the code.

Overview of linked memos — opens a list of all memos that are linked to the current code.
Overview of variables — opens a table with all code variables of the code and its subcodes.
Overview of documents — opens a table with all of the documents in which the code was used.

Overview of summaries — lists all summaries in the entire project in table form.

Transform into a document variable — creates a numerical document variable with the name of
the current code in the variable list. The number of times the code appears in each document is
entered as the variable value for each document.



M MAXQDA Screens and Menus 39

Transform into a categorical document variable — creates a new string variable whose value for
each document is the subcode that appears most often in that document (only works for codes that
have subcodes).

Statistic for subcodes -

Intersections — shows a list of all codes that intersect with the current code. The code that intersects
most often is listed first. Clicking on an entry in the list displays the corresponding intersecting seg-
ments in the “Retrieved Segments” Window.

Crosstab -

Add code to code favorites — adds the current code to the list of code favorites.

Properties — opens

2.8 Context Menus and Toolbars in the “Retrieved Segments”
Window

Toolbar

The following commonly-used functions are available in the toolbar at the top of the “Retrieved Seg-
ments” window:

23 Change to table view / = Change to standard view — switches from list view to table view
and back.

B Print retrieved segments — prints segments along with indications of their origins.
Open as Excel table — opens the retrieved segments in an Excel document in XLS/X.
@ Open as HTML table — opens the retrieved segments in your standard browser.

2 Export retrieved segments — the segments can be exported in text format RTF (text format), or
as tables in XLS or HTML format. Memos attached to coded segments, other codes assigned to the
segment, as well as tooltip variables, can be included in the exported material.

% Overview of retrieved segments — shows overview of all retrieved segments in table form.
Overview will be displayed in a new window.

@ Code retrieved segments — all coded segments that are currently in the “Retrieved Segments”
can be coded additionally with an existing code.

¢ Code retrieved segments with a new code - all coded segments that are currently in the
"“Retrieved Segments” can be coded additionally with a new code.

/- Context search — allowing for searches within the retrieved segments.

& Undock window
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4 Maximize window

X Hide window

Context Menu

All coded segments in the activated documents that were coded with the activated codes are shown
in the “Retrieved Segments” window.

To the left of each of these segments is an info box with information about that segment. The info
boxes tell you in which document group, document, and position the segment is found and which
code was assigned to it.

0 New York
a Teresa
[ 16-16
09 People
Og Parents

Clicking on the yellow info box opens the original document in the “Document Browser” and highlights the
document segment

If you right-click in the gray area on the left side of the “Retrieved Segments” window (not on an
info box), a context menu appears.

This menu offers access to a number of different features that affect the way segments are received
in this window. You can, for example, set how retrieved segments should be sorted or how activated
codes are linked to each other.

The retrieved segments can be sorted according to the document in which they are found (according
to the order of documents in the “Document System”), according to the code they are coded with
(according to the order of codes in the “Code System”), or according to the weight assigned to each
coded segment.

o Retrieved Segments EFEFETEPRE 0o PO @ax

=] D

S Right-click here
%4 Complex Coding Query

to open the
context menu

~ Ordered by Document System
Ordered by Code System

Ordered by weight score (ascending)

Ordered by weight (descending)

Include subcodes
Use weight filter
i Edit weight filter

Context menu in the gray area of the “Retrieved Segments” window
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Here are all the available functions in the context menu:

Complex Coding Query — opens the Complex Coding Query tool, which proposes numerous re-
trieval options.

Ordered by Document System — the segments in the “Retrieved Segments” window will be sorted
in order of the “Document System.”

Ordered by Code System — the segments in the “Retrieved Segments” window will be sorted in
order of the “Code System.”

Ordered by weight score (ascending/descending)- sorts retrieved segments according to the
weight assigned to them.

Include subcodes — automatically includes all subcodes in the retrieval for each code activated in the
“Code System.”

Use weight filter — displays only those retrieved segments that are within a certain weight range.

Edit weight filter — opens a window where you can change the range of weight scores included in
the “Retrieved Segments” window.

2.9 The Status Bar

At the bottom of the MAXQDA screen, you will see a status bar that includes information about
various aspects of your current workspace (e.g. the number of activated documents and codes, the
number of retrieved segments, the current retrieval option, etc.)

Activated Coded Sort

Subcodes

documents segments sequence

Q316 o

i:] + ' Simple Coding Query (OR combination of codes)

Default

weight

Status bar at the bottom of the MAXQDA screen

B Activated Documents — number of currently activated documents
@ Active codes — number of currently activated codes

@ Coded segments — number of coded segments, which are displayed in the “Retrieved Segments”
window
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i Default weight — displays the current standard weight, with which each new coded segment is

provided. The icon is interactive! Click the icon to customize the standard weight.

&1 Include Subcodes — displays the current status of the retrieval: If there is a checkmark on the
icon, the subcodes are included in the retrieval; if no checkmark is displayed, the subcodes are not
included. The icon is interactive! Click the icon in order to determine whether subcodes will be
included or not.

i Use Weight Filter — displays the current status of the weight filter for the retrieval: If there is no
checkmark displayed on the icon, the weight filter is switched off and all segments will appear in the
“Retrieved Segments” window, regardless of their weight. If a checkmark appears on the icon, the
weight filter is active and only the segments which satisfy the conditions of the filter will appear. The
icon is interactive! Click the icon to turn the weight filter on and off.

+ Sort sequence — shows the sequence of the coded segments in the “Retrieved Segments” win-
dow, which can be sorted by Document System, Code System, or weight. The icon is interactive!
Click the icon to toggle between the various sorting options.

' Coding Query — displays the selected mode of retrieval, such as “Simple Coding Query” or
“Qverlapping.” The icon is interactive! Click the icon to call up the Complex Coding Query.
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3 Use of Table Overviews in MAXQDA

3.1 The Toolbar in Table Overviews

There are many situations in MAXQDA where table overviews are used to display information, and
they are similar in how they can be worked with, which is similar to the handling of tables in Excel.
All table overviews have a toolbar offering quick access to frequently-used functions.

The overviews include various icons depending on their function and purpose. The following icons
are found in nearly all of these toolbars:

= Only activated documents — Displays only the rows in which activated documents appear. The
symbol can only be clicked when at least one document is activated.

@ Only activated codes — Displays only the rows in which activated codes appear. The symbol can
only be clicked when at least one code is activated.

Y Filter — Turns the filter for the columns on and off. The symbol can only be clicked when a filter
has been set for at least one column. Set the filter by right-clicking on the column header.

F Delete filter - Deletes the defined filter for all columns of the table.
7~ Search — Turns the search toolbar for the table on and off.

Excel table — shows the current table in an Excel document. This does not happen within
MAXQDA, but can be printed out or saved as a separate file.

2 HTML table — shows the current table in an HTML document. This can also be saved or printed
out, but is no longer connected to your MAXQDA project.

2 Export — saves the content of the table in diverse formats including Excel (XLS/X) or Website
(HTML) and opens the file. Unlike the two functions above, you can choose the file name and location.
This exported file is also no longer connected to your project file.

3.2 Managing Table Overviews

Tables in MAXQDA can be customized as in Excel or other similar spreadsheet programs. For the
following example, we'll use the table view of the document variables in MAXQDA:
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Data editor - All documents 18 Documents
A 48 E ol coal i
Document group Document name Creation date Number of coded segments Number of memos Gender
= New York George 27.12.12 15:20 47 3 Male
= New York Joanna 27.12.12 11:36 26 0 Female
= New York Jon 27.12.1211:37 38 0 Male
= New York Kim 27.12.12 11:57 31 0 Female
= New York Mary 27.12.12 15:20 36 2 Female
= New York Teresa 27.12.1211:24 8 1 Female
= New York Vincent 27.12.12 15:20 37 3 Male

Table view of an example project’s document variables

The heading of each column has the name of each variable, although the standard MAXQDA system
fields are written in a different font color:

e Document group - the name of the Document group in which the document is found

e Document name — the name of the document

e Creation date - the date on which the document was imported

e Author - the user that was logged in when the document was imported

e Number of coded segments — the number of coded segments in the document

e Number of memos — the number of memos in the document

Adjusting column width and position

The width of each column can be changed by clicking and dragging the border between the columns.
Double-clicking on the column header border to the right of the column resizes the column to its
optimal size, so that the contents of each row can be fully seen.

[ JON | T Document variables

Data editor - All documents 18 Documents

P 4REE T E 0
Document group s;-l-;gDocument name Creation date Number of coded segments Number of memos
New York 27.12.12 11:24 8
New York 27.12.1211:36 26

Gender

Female

Female

. . 1211:37 38 . Male
Click an drag to Double-click vy Click and drag to s
adjust column to optimize  PERTE I IRE adjust column  [EREE.
12 15:20 47 position. Male
Vincent 27.12.12 15:20 37 Male

Adjust column width and position
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It is also very easy to change the order of the columns. You just need to click on a column header
and drag it to the place you wish to have it.

By right-clicking on a column header, the context menu appears for that particular column. This
includes various options, including the option to hide the column or search within the column. The
Select field option opens a window where you can select which of the columns should be viewed
in the standard view.

Sorting Tables

Tables can be sorted very easily. Just click on the column header of the column that you want to sort
the rows by.

Data editor - All documents 18 Documents
PR M= 1 T B O
Document group Document name Creation date Number of coded segments Age Gender
= Indiana Grace 28.12.1219:22 36 Female
= Indiana Kelly 27.12.12 15:03 45 Female
= New York Mary 27.12.12 15:20 36 Click here to sort the Female
= New York George 27.12.12 15:20 47 Male
— . column.
= New York Kim 27.12.12 11:57 31 Female
= New York Jon 27.12.1211:37 38 Male

Sorting a table

Tables can be sorted alphabetically or in reverse alphabetical order. Clicking once on the column
header sorts it alphabetically; clicking a second time sorts it in reverse. A small triangle appears inside
the column header of the column that is currently being used to sort the table and whether it is sorted
alphabetically or in reverse alphabetical order.

Tables in MAXQDA contain both editable (blue) and un-editable (black) columns. The system varia-
bles, for example, cannot be edited. You would therefore need to change the document name in the
“Document System” and change the document group of a document by dragging it to a different
document group in the “Document System.”

In the editable cells of the table, you can enter or change a value by double-clicking on the cell and
then typing the value.

Selecting Rows in the Table

The table contents can also be selected and copied into the Windows clipboard. The selection of one
or multiple rows, or a section of the table, is done as follows: A single cell can be selected by simply
clicking on it, and additional cells can be added to the selection by holding the Ctrl key (Windows) or
Command key (Mac) and a section of the table can be selected by clicking the first and last rows to
be included while holding down the Shift key. In MAXQDA, the selected sections of a table are high-
lighted in green.
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You can also search for certain values within each column of tables in MAXQDA. You only need to
right-click on the column in which you want to search and select Search. In string fields, the search
will start with the initial character. If you wish to search for a certain word or phrase that does not
have to appear at the beginning of the value, you can use the asterisk (*) at the beginning of your
search.

Context Menus for Tables

All overviews in MAXQDA have context menus that can be called up by using the right mouse button.
The number of options that appear in the context menu depends on the overview. It is usually possible
to delete a selection (e.g. a coded segment or memo). In the “Overview of coded segments,” you
also have the option to change the weight score of each segment. The most options are available in
the document variables table.

Data editor - All documents 18 Documents
4 z B O
Document group Documen| nama MNraatinn data Nitmhar af nadad eanmante f:nnrln_r Age
New York Kim A Activate 2 19 or less
New York Mary |4 Open document 3 19 or less
Indiana Grace X 2 19 or less
Open document in a new tab
Indiana Kelly b 19 or less
Open document in second Document Browser
New York Jon 19 or less
New York George Memo X{OM 19 or less
& Color
X Delete document ®A
Rename document !

Export document
Link audio/video file

¢, Overview of coded segments
Overview of variables
Overview of memos
Overview of codes

Overview of links

Overview of summaries

Document Portrait

Codeline

#% Tag cloud

Export teamwork

Import teamwork
MAXDictio Coder

Properties
Context menu in the document variables table

Table overviews with detailed view

The "Overview of coded segments” differs from, for example, from the "Overview of variables" in
that it is divided into two parts. The lower section is used just as in other tables. The upper section
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serves as a detailed view. Here, the coded segment, or text or image segment itself that is selected in
the bottom section appears. The same applies to the “Overview of Memos”: Here the detailed view
of the memo will appear.

Code: Day-to-Day Issues\Emotions

=] /

¢ &

7 Coded segments

=N

23 coded segments from 9 documents and 2 document groups

E O

| really enjoy my home life and that is probably the main reason why | came back home after being away at college for a year. | was at
Loyola College in Maryland last year and | was just unhappy. The thrill of being away lasted for a few months. Then all | wanted to do
was come home. | attribute most of that to my home life. | often think that | live in the "Leave It to Beaver" home but we all have our

problems. Sometimes those problems seem like the worst things in the world but when | actually think about what is really going on,
things are not that bad. | could have it much worse. So yeah, I'm pretty happy at home | would say.

C t D t gro... D

QO sadness New York Joanna
o
O happy New York Jon
(0] New York Jon
(o) New York Jon
(@] New York Kim

Q New York Kim

O

~

Detailed view of the “Overview of Coded Segments”

3.3

New York Mary

name Code
Day-to-Day lss...
Day-to-Day Iss...
Day-to-Day lss...
Day-to-Day Iss...
Day-to-Day lss...
Day-to-Day lss...
Day-to-Day lss...
Day-to-Day lss...

Begin
33
16
30
32
35
35
33
17

End

33
16
31
33
35
36
34
18

AN -SR-S -RE-AN-N - N-]

Searching inside Table Overviews

Weight score Preview

Sadness reminds m...
| really enjoy my ho...
HAPPINESS: | find ...
SADNESS: This hap...
Overall, | would rat...
SADNESS: Out of m...
HAPPINESS: There ...

Success: | experien...

Area
230

379
647
372
765
533
259

Coverage %

4,99
8,34
4,90
8,36
4,81
6,58
4,58
5,61

To browse a table overview, click on the #~ symbol at the top of overview. Another toolbar will
appear, in which you can enter the search term.

[ JOX )

Data editor - All documents
=] | % D
X 7
= |New York Teresa
= New York Joanna
= New York Kim
= New York Mary
= Indiana Grace

Browsing table overviews

) Document variables

27.12.12 11:24
27.12.12 11:36
27.12.12 11:57
27.12.12 16:20
28.12.12 19:22

26
31
36
36

Female
Female
Female
Female

Female

19 or less

19 or less

o o o o o

19 or less

(n uf . .
"1 Choose search columns — Allows you to select which columns will be searched.

18 Documents

)

o o o o o

= Highlight all rows with hits — Highlights all the lines in which the search term appears.

> 0

Tip: If you want to limit your search to a single column in the table, right-click on the column heading
and select the Search option. MAXQDA automatically selects only the indicated column for the

search.
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[ ] ) Document variables
Data editor - All documents 18 Documents
= P A i B O
X | J o0 = [
Document group Creation date Numb... Gender Age Emotions Educal
= Twitter Analysis 02.03.201 ) Search * 1 58 0 0
= Twitter Analysis 02.04.201 Filter F |51 0 0
= New York George ) 47 Male 19 or less 0 0
= Indiana Grace X Hide column ? 36 Female 19 or less 0 0
= Video Interview Select fields ) 4 0 0

Limit search to one column

3.4 Filtering Table Overviews

Table overviews can easily be filtered. For example, in the Data Editor you can display only the rows
with documents containing more than 20 codes or whose names begin with “B":

1. Right-click on the heading of the column you wish to filter, and select the Filter option.

=] 3 Document variables
Data editor - All documents 18 Documents
= o Wk =T B O
X |f o0 = [
Document group R -] "2 Numb... Gender Age Emotions Educat
= Indiana Kelly »- Search 13 45 Female 19 or less 0 0
= New York George Filter [N 0 47 Male 19 or less 0 0
= New York Joanna % Hide column 6 26 Female 0 0
= New York Jon 17 38 Male 19 or less 0 0
= 3 Select fields I
= New York Kim i |31 Female 19 or less 0 0

Set filter by column

2. Set the desired filter options in the window that appears.
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@ @ _| Filter: Number of coded segments

Contains
Doesn't contain

Starts with

(OR o O o

Greater than

©or AND

20

Case-sensitive

@  Claral L OK B

Filter window

<< <N <

In all four input fields, you can define criteria to filter. The following criteria are available:

e (Contains
e Doesn't contain

e Starts with

® Greater than or Lesser than (applies to both numbers and the alphabet)

® Earlier than and Later than (available only in columns containing a date)

49

OR/AND: Here you can select the manner in which the four input fields are combined. With OR, the
rows in which at least one of the criteria applies are listed. With AND, the rows in which all of the

criteria apply are listed.

Case sensitive — When this option is selected, you can differentiate based on whether the text in the
text column appears in upper or lowercase. In this case, if “interview” in lowercase appears in the

filtered column, “Interview” beginning with an uppercase letter would not be taken into account.

After clicking OK, MAXQDA filters the table overview according to the defined criteria. At the top
right MAXQDA indicates how many of the originally existing rows are currently displayed.

12 (18) Documents

MR B O

Data editor - All documents

YPLPLARA:

Document group Document name Creation date
= New York Joanna 27.12.12 11:36
= Websites & Literature OECD 2009 28.12.12 09:34
= New York Kim 27.12.12 11:57
= New York Mary 27.12.12 15:20
= Indiana Grace 28.12.12 19:22
= New York Vincent 27.12.12 15:20

Filtered table overview

26
30
31
36
36
37

Number of me...

w o N O O o

If you set a filter for multiple columns, they are combined with the AND function.

Author
Angela
Angela
Angela
Angela
Angela
Angela
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You can switch a filter for a table overview on or off at any time using the Filter Y symbol, to toggle
the view between all rows and filtered rows.

If you wish to delete all defined filters in an overview, click on the Reset all filters ¥ symbol.

Note: Each time an overview is reopened, filters in table overviews will automatically be set to “off"”.
The filter settings are saved individually for each overview in the project, so if you have defined a filter

and reopen the project at a later time, you can turn on the filter by simply clicking the Filter Y
symbol.
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4 Documents and the “Document System”

4.1 General Information about Importing Documents in
MAXQDA

With MAXQDA you can

e import all types of DOC/X, RTF and TXT files without using any special formatting options unless
you want to use certain MAXQDA functions or achieve a specific document appearance,

e import all DOC/X and RTF documents with a certain structure (e.g. forms),
e import PDF documents,

e import XLS/X table documents,

e import pictures and graphics in JPG, GIF, TIF and PNG format,

e import web pages in HTML format,

e manage audio and video files in order to analyze them and the transcripts at the same time or to
code them yourself,

e create new text or table documents and input the data yourself,

e create new blank documents that are freely editable by typing or pasting content from the Win-
dows clipboard.

Important: DOC/X documents can only be imported in MAXQDA if you have Microsoft Office (for
Windows!) 2003 or later installed on your computer. Otherwise, the documents can be saved in RTF
format and then be imported into MAXQDA.

All text and table documents imported into MAXQDA can be edited in the “Document Browser.”
This means you have the option of fixing typos, deleting or adding text, etc. This is also possible once
you have done some coding and/or creation of memos. This means you don’t have to have a com-
pleted document to start your coding. PDFs, images, and audio/video files cannot be edited in
MAXQDA.

4.2 General Information on the Preparation of Text
Documents

If you want to import text documents into MAXQDA you should think of their preparation before
importing them. It does not matter which word processor you use as long as you can save the docu-
ment in RTF or DOC/X format, which is almost always the case. There are almost no limits to the
options available in RTF and DOC/X format when creating a document.
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If you wish to handle certain sections of text as a single unit, though, it makes sense to have them
together in the same paragraph. A new paragraph number is inserted automatically in MAXQDA after
each hard return. It is also easier then to automatically code these paragraphs in MAXQDA.

Here are the things to remember when importing a text document:

e All formatting aspects — like bold, italics, etc. — are carried over to MAXQDA.
o All fonts and text sizes are carried over.

e Paragraph formatting (e.g. right-justified, line height) is also carried over.

e The text can contain tables, pictures, graphics, etc.

o If objects like graphics are imported or not can be selected in the global options menu (Project >
Preferences ... for Windows and MAXQDA12 > Preferences for Mac ...).

As listed, MAXQDA can handle tables in a text document, and you code parts or whole cells of these
tables. The only limitation is that the size of the table can no longer be changed once it has been
imported.

Note: Principally, it is recommended to use tables in text documents sparingly. This not only increases
the options for analysis (e.g., automatic coding on a paragraph level), but also enhances the perfor-
mance of display. In particular, it is advisable not to place interviews in a table structure in which each
speech contribution forms a separate row.

4.3 Importing Documents into MAXQDA

Importing Documents with Drag-and-Drop

Importing files into MAXQDA is simple and intuitive: you can simply highlight the documents in Win-
dows Explorer or Mac Finder and drag them with the mouse into the “Document System.” They will
then be inserted on the upper level of the “Document System” hierarchy, directly under the “Docu-
ments” icon. In the following screenshot, you can see that eight documents (Teresa, Joanna, Jon,
etc.) have been imported.

r Document System i N i = y

i
4
X

v [l Documents
=_{Teresa
= Joanna

Jon

Kim

Milly

George

Mary

Vincent

» Sets

[~ === -]

Visualization of eight imported documents in the “Document System”
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By moving the mouse over a document name, you will see a tooltip that gives you information about
the document, including its size, the author (MAXQDA user logged in at the time of import), the date
of import, and the number of coded segments and memos in the document.

Ordering the documents in document groups

All you have to do is drag documents into the “Document System,” and you're ready to start your
analysis of those documents. Most people don’t start with the analysis immediately, though, and
prefer to organize the documents in folders, as they might do on their computer’s hard drive. Rather
than using folders, MAXQDA uses document groups. They work just like folders do in Windows Ex-
plorer or Mac Finder — you can name them and drag documents into them. The number of document
groups is not limited in MAXQDA; you can make as many of them as you want. When you create a
new document group, it will automatically be named “Group 2,” “Group 3,” etc.

I Document System i NNy P 0= X

v Tl Documents 0
7 Group 2
v [TNew York
o Teresa
= Joanna
Jon
Kim
Milly
Mary

George
= Vincent

a2 Sets

0O O 0O oo oo oo o o

Newly created document groups are automatically named “Group 1,” “Group 2,” etc.

Import of documents into document groups can also be done via drag and drop. You just need to
highlight the documents in Windows Explorer or Mac Finder and drag them onto the document group
name. You'll see that the documents are imported into the document group when the file names
appear under the document group icon and name.

Tip: To import an entire document folder into MAXQDA, drag the folder from Windows Explorer or
Mac Finder into the “Document System” window. MAXQDA will then create a new document group
with the same name as the folder, into which it will import all MAXQDA importable documents.

In addition to Drag & Drop, documents can be imported into MAXQDA in the following ways:

e Select a Document Group, then click the Import document(s) button in the “Document Sys-
tem” toolbar.

e Or you can also import documents by using the keyboard shortcuts Shift+Ctrl+T (import to the
upper level) or Alt+T (import to the selected document group).

e Oryou can right-click on the root in the “Document System” and select Import document(s).
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e or you can right-click on the document group that you want to hold the imported documents
and select Import document(s) from the context menu that appears.

r Document System i S N B = P o= X

v [ Documents 0

Activate all documents

- Group 2 . 0

v  BTNew York Deactivate all documents 0
=_[Teresa Memo TOM 0

= Joanna 0

= Jon > Delete document group <l 0

= Kim Rename document group  + 0

= Milly 0

= Mary Ql Sort documents (ascending) 0

= George El Sort documents (descending) 0

= Vincent o 0

7 sets Create document 0

= Import document(s) A #D
Import focus group transcript

Importing a document via the context menu

A dialog box will appear that allows you to select the documents that you would like to import.

Newly imported documents are put at the top of the list of documents in the document group. They
are given the same name as the original file, but you have the option of renaming them at any point.
If you want to import several files at once into the same document group, you can select more than
one document by holding the Ctrl (Windows) or the cmmd button (Mac) while clicking on the docu-
ments to import.

Note: The document group into which the document will be imported will be highlighted in blue.
When no document group is indicated, MAXQDA will insert the newly imported document at the top
of the document system.

The order of document groups in the “Document System” can also be changed at any time. You
simply need to click on the document group icon and drag it to the location you would like to
have it. In other words, it is not necessary to know how you will organize all of your documents when
you import them.

Note: In MAXQDA, it is not absolutely necessary that you create at least one document group.
MAXQDA works with document groups similar to the way Windows Explorer or Mac Finder work
with folders. You can create document groups/folders to better organize your documents, but each
document doesn’t have to be put in one. Documents can be moved freely from one document group
to another without having it affect the document in any way.

Document variables generated automatically during import

Each document contains a data record of variables ("Document variables"). When you import a doc-
ument, a record is simultaneously generated - much like during your first visit to a new doctor. If at
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the time of import a data record containing variables is generated, firstly only certain internal
MAXQDA variables will be saved.

To view these internal variables (“System Fields"), click Overview of Variables in the context menu
of the document. Here, you can see the date, time, and user name (author), among other information.
In the Number of Coded Segments and Number of Memos columns, MAXQDA will display the
existing coded segments and memos for this document.

o @ 5 Document variables
Data editor - Document: Teresa 1 Documents
7/ iz el o
Document group Document name Creation date Number of memos Number of coded segments  Author
I:I Teresa 17.08.15 15:35 0 0 Mrs. Berkempers

“Overview of variables” for a newly imported document

This information will appear as a tooltip if you hover the mouse over a document name in the Docu-
ment System and wait a moment.

4.4 External Files

In general, all documents will be imported into the MAXQDA project file, meaning the original file
remains in place. You can modify or delete the original file without affecting the imported document
in MAXQDA. This concept holds a great advantage over other QDA software, in which the primary
files are constantly at risk of being modified “from the outside.”

Since MAXQDA 10, it has been possible for you to connect audio or video files to their transcriptions
and import PDF and image files, which means that the “one project = one file” concept is not always
optimal. If you were working with many audio/video, image, or PDF files, for example, your project
file would quickly become very large, which would slow down processes in MAXQDA and make it
almost impossible to move the file, either online or on a DVD.

For this reason, versions from MAXQDA 10 onwards do not save imported PDF and image files that
are larger than a certain size (default 5 MB) in the project file. Instead they are saved in an external
folder. You won't notice any difference in the way you work with the documents in MAXQDA, the
icons in the “Document Browser” look just like they would if the documents were saved in the project
file.

The default maximum size for PDFs and image files can be changed under Options in the Project
drop-down menu. You can also set the location where external files are to be saved. If you do not
change it, the default location for all external files will be as follows:

o for portable license installations: [installed folderNMAXQDA_Externals
e for Windows normal license installations: [My documents\MAXQDA _Externals

e for Mac normal license installations: [My documents\MAXQDA\Externals
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Note: All your external documents will be saved in a global external folder. If you wish to save exter-
nals in a project-specific folder, you should create a folder for the designated project. However, it can
be useful to work with a global external folder from which external files can be accessed by multiple
MAXQDA project files. For this reason, when you delete a document, the associated media file will
not be deleted (without prompting), as the file could still be linked to other documents.

What actually happens when a PDF or image file larger than the set maximum size is im-
ported into the "Document System”?

1. The document is added to the list in the “Document System” just as it would be if it were a smaller
file.

2. The document is visualized with the PDF or image icon as is the case with smaller files.

3. The document is copied into the “MAXQDA_Externals” folder unless you have chosen to have
external files saved elsewhere. The original document remains in its original location.

It is import to remember that unless you change the default folder for external files, this folder will
hold externals for all projects. You will only have a separate folder for the externals of a certain project
if you change the external folder in the Preferences ... window. It often makes sense to use the
same folder for all of your projects, so that several projects can access the same external file. It is for
this reason that audio/video files are not deleted from the external files folder automatically when the
linked document is deleted; this audio/video file could also be linked to other documents.

What happens to a document in the “Document System” when it is linked to a media (au-
dio/video) file?

1. The location of the original file is saved in the Properties menu of the document.

2. The original media file is never saved as part of MAXQDA project file, even if it is smaller than the
maximum file size.

3. The media file is copied into the “MAXQDA_Externals” folder or whatever folder you have chosen
for this purpose. The original document remains in its original location.

4. When importing a text file with timestamps, MAXQDA also looks through the file for timestamps,
creates a List of timestamps synchronizes the text with the audio/video file.

Which file is actually used — the original or the copy?

MAXQDA always looks for the original first — it looks for the file based on the path that is saved in
the properties menu of the document. If the original is not found, the copy of the file in the external
files folder is used. This file is then loaded. In other words, the original file can be moved or deleted
without it affecting the proper functioning of MAXQDA.

Be careful when using the same file name for different files!

It is possible to import several documents with the same name into the “Document System” (e.g.
three files named “Interview 1”). This is only a problem if the file is larger than the set maximum and
must be saved in the external files folder. When the most recently imported file is saved, it automat-
ically replaces the older file with the same exact name.
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What happens when you change the external files folder for a project that already has ex-
ternal files saved in the default external files folder?

In this case, MAXQDA will ask you if you would like to move the documents from the previous location
to the new external files folder. The documents are only moved once you confirm this. Since this
action changes the global setting for all projects, all files are moved from the former external files
folder to the new.

What happens if a project with external files is passed on to a different computer/MAXQDA
installation?

To share the project with team members and colleagues, including the external files, follow these
steps

1. Send the MAXQDA (MX12) project file.

2. Bundle all external files with the appropriate function in the Project drop-down menu. MAXQDA
then compresses all external files associated with the current project into a Zip archive, which is
named after your project (e.g. “Projectname.mx12.zip") and saved in the same place as your pro-
ject file.

3. Send this newly created Zip file.

Procedure on receiving end:
1. Open the MX12 project file.

2. Choose Unpack bundle files from the Project drop-down menu and select the Zip archive in
the Windows dialog box that appears. MAXQDA then unpacks the archive and moves the linked
files to your external files folder.

If a document is linked to an audio or video file, the original location of the audio/video file will be
listed in the document properties. If a document with this name isn’t found in the appropriate folder,
the copy in the external files folder will be used.

Careful! The location settings for your external files (Windows: Project > Preferences ...; Mac:
MAXQDA 12 > Preferences ...) are global, meaning for all of your projects. You can also select
project-specific locations, but this requires great discipline when working. In this case, select a specific
external folder at the beginning, when you create the project. This location will consequently be used
for all projects, meaning when you open other projects you must first re-select the applicable location.
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@ L}, Preferences

v General

No duplicate code names

Objects Embedded in Text M

Default weight 0

Max. number of codes in Quick List 20

Folder for externally stored files /Users/Shared/MAXQDA/Externals
Sum up subcodes in 'Code System' window

Autosave documents in Edit mode and memos [Minutes] 5

¥ User interface

Reset user settings (restart of MAXQDA required)

Large font
v PDF and image documents

Do not embed if larger than [MB] 5
v Maedia files

Distance of video preview images [seconds] 1
Width of video preview images [pixel] 96
v Export
Excel format XLSX
v Program updates
Search for updates automatically
Vv Automatic project backups
Back up projects automatically
Time interval [days] 7

Folder for backup files /Users/Shared/MAXQDA/Backup

i L Ok Cancel

Global options for MAXQDA

4.5 Objects Embedded in Text

MAXQDA for Windows supports Windows OLE (Object Linking and Embedding), which means that
audio file, PowerPoint slides, hyperlinks, and video files can be embedded in an RTF or DOC/X file.
The connection between the text document and these objects remains in effect even after import
into MAXQDA.

There are two ways to deal with these embedded objects, which will be explained with the example
of a PowerPoint slide.

The first variation works as follows:

Highlight a PowerPoint slide (e.g. from the sort view) and copy it into the Windows clipboard. You
can then paste it into a MAXQDA document by pressing Ctrl+V; the slide can then be viewed in the
document in the “Document Browser.” By double-clicking on the slide, you will open it in PowerPoint,
where you have the option of editing the slide. You can also code the slide, but MAXQDA handles it
as a single object, so lines of text in the slide cannot be coded separately. Depending on the type and
size of the object, it may take up quite a bit of memory to code it, so only code such objects if it is
important for your analysis.
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Second variation:

Here there is only a link created for the embedded objection. These work like hyperlinks in a web
browser; you will be able to tell that a link exists, because the text will be blue and underlined. By
hovering the mouse over the link, you can see the name of file linked to that spot. Clicking on the
link opens the file in the appropriate program, assuming that program is installed on the program
you are working with (e.g. PPT files are opened in PowerPoint, audio files in a media player, etc.). The
program that will be opened depends on the computer’s settings.

With the second variation, it makes absolutely no difference how big the linked file is. With the first
variation, though, it is important to be aware of the object size, so the project file doesn't become
too large. MAXQDA is first and foremost designed for analyzing text documents, so it is not recom-
mended that you use it as a photo archive or as a multimedia program.

4.6 Hyperlinks Embedded in Texts

Thanks to the expansion of the Internet, everyone knows what a link and what happens when you
click on one. Documents imported into MAXQDA can also have hyperlinks in them. Clicking on the
link in MAXQDA brings up the webpage or HTML file in the default browser.

Hyperlinks are always made up of two parts: the visualization (whether it be a button, picture, or text)
and the URL, which is the information about the location of the file, which may be a WWW address.
By hovering over the link, you can see the location/URL in the tooltip that appears. Usually, this is not
otherwise visible.

/ Document Browser: hyperlink

Example for an external hyperlink:
2 MAXQDA-Website

http://www.maxqda.de/

Hyperlink in a text

Note: When you enter an Internet address in a text in MAXQDA, it will automatically transform into
a clickable hyperlink when you close Edit Mode.

If you want to work in MAXQDA with pictures or other objects that require a lot of memory, it is
recommended that you don’t import the pictures into the project file, but just link to them. The links
can still be coded and called up in the “Retrieved Segments” window, but they don’t affect the size
of the project file. Since MAXQDA 10, it has been possible to import pictures into the “Document
System” and save them either in the project file or externally as external files. Limits for the file size
of imported objects are set under Projects > Options.
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4.7 Opening and Editing Documents

To view and edit a document, it must be open. MAXQDA will automatically open the most recently
imported document. To open a specific document in MAXQDA, you can:

e double-click on the document in the “Document System,” or
e right-click on the document in the “Document System” and choose Open document.

The document is then opened in the “Document Browser,” and the icon next to the name of the
document in the “Document System” changes from a sheet of paper to a sheet of paper with a pencil
on it.

£

Symbol in the “Document System” for a document open in the “Document Browser”

You can now begin to work with the document in the “Document Browser.” You can code document
or picture segments, attach memos, link segments, insert external links, edit text, or add new text.
There are two different modes for working on a document:

e "Code Mode"” — allows you to code segments of texts or images, create internal or external links,
and write memos.

e "Edit Mode" - allows you to edit text in documents imported from RTF or DOC/X format as well
as table documents. You can type new content, fix typos, and delete text.

Code Mode is active by default when a document is opened in the “Document Browser.” Click the
Edit Mode button in the Document Browser toolbar to switch to Edit Mode. In Edit mode, the usual
formatting functions such as selection of font color and size are available.

/ Document Browser: Teresa qﬂ = / 0a X

1 Type Written Life Satisf: Edit mode on/off XE
2 LSTWO035 - Teresa

3  SECTION 1 - Main Topics

Button for turning Edit Mode on and off

Note: Documents that are opened in Edit mode are automatically cached on demand. You can set
the time interval under Project > Preferences (Windows) or MAXQDA12 > Preferences (Mac) (by
default, the open document will be saved every 5