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Spotlight Session — Memos

The Usefulness of Memos

Memos represent a simple yet extremely important tool in every data analysis project. For
some research methodologies, memos are essential — the case of Grounded Theory, for
instance. Memos represent a dynamic type of text that can be changed, supplemented,
modified, and integrated at any time. In MAXQDA, Memos can be assigned to every single part
of the project file to inform the data management and the research. Sometimes, MAXQDA uses
Memos to supplement metadata to documents, especially when pre-processing features are

used.

Types of Memos in MAXQDA

In the past, researchers would be spreading hand written post-its across the printed materials
or on a blackboard. The principles for assigning Memos in MAXQDA remain the same, however
producing information in digital format can be much more convenient. Later we will describe
some of the advantages. For the moment, it is important to check the baseline features. Inside
a MAXQDA project file, users can assign different types of memos, according to their position
in the Project file. The options are compiled into the Memos tab:

Home Import Codes Memaos Variables Analysis Mixed Methods Visual Tools Reports Stats MAXDictio

a \B 0 = = B @ £
Mew free Free Code  In-Document |n-Media Document  Document Group & Code Set Overview of Project Search in
memao Memos  Memos Memos Memos Memos  Document Set Memos  Memos Memaos Memao Meros

From this list, it is possible to foresee that Memos can be distributed in the different parts of

the dataset. The options include the “Free Memo”, not directly assigned to a position in the

data material, nor to a document or code, and the Open Memo
“Project Memo”, a memo that is displayed in the upper Copy Memo
row of the Document System. To create a Memo, Convert Memo into a Document
normally users are offered different strategies. X Delete Memo

Sometimes, it is enough to double-click a specific area inside the workspace of using the right-
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click after selecting a document of a text segment. Memos can be copied or deleted by selecting

the required entries directly. As in other parts of MAXQDA, there are options for exporting and
printing memos transversely the different dialogue boxes. Once assigned inside the MAXQDA

project file, the Memos are represented, by default, using dedicated yellow icons:

Oc AXQOA fact 0 - MAXQDA Analytics Pro 2020 (Release 20.06) =0 X

Home  Import  Codes - Vardbles  Analysis  Mixed Methods  Visual Tools  Re

B @@ @ E @B B a B % Swve Anomymized roject As
New  Open  Document Code Document Logbook  Teamwork  Merge iad ”
ol bl < Projects
IR DocumentSystem 12 T (v 51 [0 O © @ = X [Z Document Browser: Jamie LPLPE I B L & 3 x
b ™ bboth Bl 22 PSP B D B8 @
" mwili—== =
2 e | [ how much | really understand myself
E
& *  Q: How satisfied are you with recreation and leisure in your life?
5 ° R:1goto movies with my friends and family, | go out 10 €at a lot, 1 go 1o lots of coffee houses, | go to tons of concerts, | go to

amusement parks, | go shopping, | read, | watch television, and | listen to music alot | definitely do a ot of recreational activties
and | have a lot of fun in my ife. What bothers me about my recreational ie is that sometimes | feel that my friends and | think too
much about things instead of just having care-free fun. It would be nice to spend some of my free time without always

] philosophizing about ife. | remind my se¥ of Angela at times from "My So Called Life" and | wish | could act a litle more fike a
’; character from Beverly Hills 90210 at times
°
v'm gt ° Q: How satisfied are you with your relationships?
) Oten et ak. 2019 ° -
B Xl ‘NW 4 12 R: One thing that makes me very happy is the fact that | do have a ot of friends. | have three people in my e who are extremely
v - B8 Focus groups . close 1o me. I've been great friends with these people for many years. They are all extremely loyal and have always been there for
i
= © B QPO ©xX me. nmb«mmﬂmh«naswaamuoveumnwsomucnmumuaumgsmmbmmmeanommm T
! retty neg et depres: = Memo 17
¥ ok - Friend 0 Say somethi B My third friend is tons of fun Bt of a conlct here — Jamie loves her fiends, but
v g 0 recognizes that they are flawed Almost sounds like she's
P and | ahways have a terrfic time with her. We laugh together for hours. She is also very briliant in School but her common sense e
9 ‘sometimes seems to be lacking. She acts a Ittle immature at times and her social skills with other people are not always the with hlclheﬂdi ~ wonders  they truly understand each
other estions her role in the fiendships — “more of a
. s greatest | love all of these people but sometimes | wonder if | really can fully connect with them and if we al totally understand poyciologist Yo e than o Bus Wk thias eoues bovi
o one another. | am really not very satisfied with the romance in my life. I've only had one serious boyfriend in my ife and we did not the friendships in the future?
v " v have a very good relationshp. | cared about him much more than he did for me. | have a hard time believing that il ever meet the
B right person.
v o % Retrieved Segments BE® B 488 6 ®OLE L & ©3 X
2 Activate documents and codes to retrieve coded segments ...
1
s
’
s
5
=lo & & 0 44 smmple Codng Query [OR combination of codes]

By moving the mouse over a yellow Memo symbol in MAXQDA, a small information window
appears with the title of the Memo, the last modification date, if applicable the assigned label
for the Memo type as well as the beginning of the Memo text. In the sidebar, it is possible to
activate and read the contents of the in-document Memos. When editing a Memo, a dialogue-

box comprising numerous options is available:

In-document memo: Interviews Indiana\Jamie (Pos. 12) — O *
0@ MmN NN LT Pxm3E & o
Men  “J[uv]B /| US A E=S= EiE &% = XBHE 9o

Memo 17 Max, 2019.10.06 18:26
Bit of a conflict here — Jamie loves her friends, but recognizes that they are flawed. Almost sounds like she's questioning the

friendships and isn't sure she “"connects” with her friends — wonders if they truly understand each other. Questions her role in the
friendships — "more of a psychologist to them than a friend”. Will these issues harm the friendships in the future?

¥ Linked codes (0} =1 Linked coded segments (0) E-':

Drop code in memo Drop coded segment in memo
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MAXQDA is saving all entered information and changes to a Memo when closing the window.
In addition, the Memo window will be saved regularly and you can adjust the time interval in
MAXQDA'’s settings. At the top, there is a toolbar for formatting the text, so you can create
enumerations and numbers, for example. A table can be inserted by right-clicking in the text
window and selecting the function with the same name. Additionally, in the upper area of the
Memo, users can assign a meaningful Memo title — just click on the bold title with the mouse.
In the upper right corner MAXQDA
@2 @Mk §§ENNN

shows when and by whom the Memo
was last edited. Hold the mouse cursor over this information to see who originally created the
Memo. Do not forget the options to assign different symbols to each memo. This makes it
possible to indicate what kind of memo it is. At last, it is possible to link codes or coded
segments to Memos. The boxes for the linked entries are displayed at the bottom. Another
possibility, is to link text, images or Memo segments to each other using internal links. A click
on the link at one position then jumps to the other position. The two linked segments can be

in the same document/Memo or in two different documents/Memos:

2| In-document memo: Interviews New York\George (Pos. 4) - ] X
M7 [T (L M ey ™ ™ ™ ™ ™ Tk Type: O x m[> im
B [arial “[[o~v]B I U £ Ay E=E=E EE € E XEBE 9o

Memo 1 Max, 2019.10.06 16:19

R N T S

George faces a difficult career conflict here — he has to settle for A TiLEE T v - ...

career. He feels this is "unfair” and | definitely sense regret and doubt, an/ 5 Insert Table
will affect George's overall life satisfaction in his future. L(" Insert Internal Link (Anchor/Target)
k’)
¥ Cut Ctrl+X
E@ Copy Ctrl+C
[Q@ Paste Ctrl+V
¥ Llinked codes (0) Linke B
Drop code in memo Drop coded segment in memo

Memos can be converted to documents. The function is available in the Overview of Memos or
in the context menu of any Memo symbol. Right-click on a memo icon in MAXQDA and choose

Convert to a document to transform the memo into a document in the Document System.
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Going Digital

One of the advantages of using a MAXQDA project file, is the ability to perform searches and
complex queries to the dataset. Searching within the memos is very easy. A dedicated dialogue

box is provided to complete the task using different criteria:

~~ Search in Memos — | e
Search strings = Delete search item X Clear all
family
Mew entry ... OR AMD
Within L= Sentence

[ Find whole words

|:| Case-sensitive

|:| Interpret search items as regular expressions
[ indude words from lemma list

German

MAXQDA users do not have to worry about the exact location where Memos are assigned inside
the project file since all the entries will be saved and compiled in tables. Therefore, it is possible
to retrieve a group or all the entries at any given moment. Tabulated data is very easy to

retrieve. The entries can be filtered according to their type using the Memo Manager:

Mema Manager - O x
Start  Format
© - B - 0O N s s
Newfree  FreeMemos CodeMemos In-Document  In-Media  Document Document Group & Code Set Search in
meme ()] )] Memos (9)  Memos(0)  Memos (5)  Document Set Memos (4)  Memos (0) Memos
v % Y Jdorgn ~| [Jopenintabs O Olsen et al. (2019)
" Document memos This source is available here: https://doi.org/10.1016/].socscimed 2019.03.009
v [ Literature
Olsen et al. (2019) It has not been changed and is published under a creative common license: hitps://creativecommons.orgflicenses/by/4.0/
Ocean et al. (2019)
~ [ videos
[=d Building a tower
~ B Pictures Ocean et al. (2019)
2l Joanna playing This source is available here: https://doi.org/10.1016/.s0cscimed.2018.12.017
[l Devin's team
5 sets It has not been changed and is published under a creative common license: https://creativecommons.org/li 4.0/

Building_a_tower
We have integrated a video into this example project because we believe that it is impartant for you to be able to test
MAXQDA's video functionality as well, even if this particular vides hss no connection to the topic of the example project.
We hape that it is nonetheless enjoyable to watch.

Joanna playing

Created by Priscilla Du Preez (unsplash.com)

Eventually, users may want to reach all the existing entries for a thorough reading or simply to
apply bulk actions (e.g. deleting several Memos). That comprehensive list is called Overview of

Memos:
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" Overview of Memos - [m] >
Al 24 Memos
T YYERL AlMemosw X [x JETNES
George faces a difficult career conflict here — he has to settle for a higher-paying less-rewarding job rather than pursue his dream career. He feels
this is "unfair” and | definitely sense regret and doubt, and even some hopelessness. | wonder how this decision will affect George's overall life
satisfaction in his future.
Title Preview Origin Modified by Modified Created by Created Document "™
MAXQDA Exampl... This project give...  Project Max 2019.11.04 14:45 Max 2019.10.29 18:46
T Friends Itisinteresting t... Code Manx 2019.10.29 18:50 Max 2019.10.29 18:50 Frie
L] These codes will ... Code Max 2019.10.29 18:53 Max 2019.10.29 18:53 s
| George facesa ... In-document Max 2019.10.05 16:19 Max 2019.10.06 16:19 Gearge
il Despitz George ... | In-document Max 2019.10.06 16:20 Max 2019.10.06 16:20 George
?| Memo 3 Again, this touch .. In-document Max 2019.10.06 17:22 Max 2019.10.06 17:22  Vinnie
? Memo 10 T could picture Vi... | In-document Max 2019.10.06 17:23 Max 2019.10.06 17:23 | Vinnie
Memo 15 Tssues of doubt .. In-document Max 2019.10.06 18:25 Max 2019.10.06 18:25  Jamie
Memo 16 Not sure whatm._.. | In-document Max 2019.10.06 18:15 Max 2019.10.06 18:15  Jamie
Memo 17 Bit of a conflicth.. In-document Max 2019.10.06 18:26 Max 2019.10.06 18:26  Jamie
Olsen et al. {2019) This sourceisav... Document Max 2019.11.04 14:54 Max 2019.10.28 17:55 Olsen et al. (2018)
Oceanetal. (20... This sourceisav... Document Manx 2019.11.04 14:54 Max 2019.10.28 18:00 Ocean etal. (20...
Joamna playing  Created by Prisdi... Document Max 2019.10.29 19:25 Max 2019.10.29 19:25 | Joanna playing
Devin's team Created by Josh... Document Manx 2019.10.29 18:47 Max 2019.10.29 18:47 Devin's team
Building_a_tower  We have integra... Document Max 2019.10.06 17:00 Max 2019.10.06 17:00  Building a tower
M Interviews from ... Itwasmuchmor.. Documentgroup — Max 2019.10.23 19:27 Max 2019.10.29 19:27
M | Interviews from . There were very.. Documentgroup | Max 2019.10.29 19:28 Max 2019.10.29 19:23
YouTube: YouD... ' Title YouDon'tFi.. Documentgroup  Max 2019.11.01 16:48 Max 2019.11.01 16:48
Twitter data (01..  All of these word... Documentgroup | Max 2019.11.01 16:54 Max 2019.11.01 16:54
AUTOCODE - Se...  2019-11-04 21:1... Code Max 2019.11.04 21:12 Max 2019.11.04 21:11 AU,
< >

The table can be sorted using the different columns. In the column called Origin, it is possible
to identify the type of memo. Again, users do not have to worry about the physical location of
their printed data, the existing entries are easy to access regardless of their location. For those
managing a large number of Memos, by using these tools it is less likely to leave important
annotations behind. In the Overview of Memos, it is possible to perform a search in context
using the dedicate icon. Once more, it is not necessary to browse manually endless lists of post-

its.

Please refer to the MAXQDA Training Center for more information regarding MAXQDA tools:

https://www.maxgda.com/training.
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