ALGENTA TECHNOLOGIES

Colectica User Manual

For Colectica Release R5

Ccolectica



Updated Thursday, December 16, 2010

Copyright® 2010Algenta Technologiedll rights reserved.



Contents

Part 1: INETOTUCTION. ... .eiiiiiiii e eeeemi et e et emmme et e e e e e s s ammmmnn e et e e e e e s nnbb e e s mmmneneeeeeeeeaanns 5..
Chapter 1:  Metadad Driven SUIVEY DESIQIL.......cciiiiuiiiiimereeeeeeeeeasiiiee e e mmeeeeeeee e s s ssnbeeeeeeeeeees 6
Chapter 2:  Managing Projects With COIECLCA. ............uviiiierreeeeie et erreeee e e Q.
Chapter 3:  The Colectica PIatfOrmL..........ooiiiiiiceeeei e mmne e e 12

Part 2: ColecticaDesktop APPlICALIONS.........oiuiiiiiiee e erreeee e eeereee e e e eeeeem e 14
Chapter 4:  INSTAIALION..........uuieiiie et eeeme e e e e e emmmn e e e e e e e emmmnnees 15
Chapter 5:  Getting STAME.........cooiiiiiiiit e rre e eeeeeee e e ee e s 20.
Chapter 6:  Create Projects and StUTIES...........ooiiiiiieeeeeeeiiiiiii e eeeemm e eemmne e 29
Chapter 7:  Edit General Project and Study Information................evvcccccccieeeiiciciniiiceeeeee e 31
Chapter 8: Define Basic and Conceptual INnformation...............oovieeeeeee i 38
Chapter 9:  Manage ClassifiCations..............ooo it ceeeeee i e a7
Chapter 10: Design QUESHONNAIIES..........ccoii i it eeeeeee ettt mmmmmm bbb e e e e e e as 56
Chapter 11: WOrK With Data........cccceeiiiiiiiceereee e ee e e eeeeeee e e e e e e e e s mmmmmm e ennnnnen 68..
Chapter 12: Import Data into COIECHCA..........ccoiiiiiceeeeee e e eeeeeee e smmmmae e 69
Chapter 13: EXport from COIECHCA............ccoi i i e 82
Chapter 14: Search RepPOSIHONES. ......ccii i i ceeeeee e eeeeeee s e e 85.
Chapter 15: Synchronize with a Remote REPOSILONY........covvviiiit e 81.
Chapter 16: DDI 3 HElPEr FEAIUIES........vviiiiiieiiiet e errreee e e e e e e e e e e e e e e e e e s eeneeeeseeeeeees 93

Part 3:  Other ColeCtiCa PrOGUCLS. .........ccuuiiiiiieceee et sreerm e me e e e 95..
Chapter 17: ColeCtiCa REPOSITOMY. .......uuuuuiiiiiiiireereeeeeeeeeeeesseesssssseeesesereeeereeereeesesnnmmnmnsssssnnnsnnes 96.
Chapter 18: ColectiCa WED...........uceeeeee ettt e e 97
Chapter 19: ColeCtiCa RESOIVE..........cccce e eeeeeee et et e e e e e aaaeeeaaaeas 98..
Chapter 20: Colectica Open Data RepOSItArY............ccoeiiieeeeeeeiieiieeeeeee e eeeeeeeevee e 100

Part 4: Open StANAArdS..........ccooo oo s e e errennn e e e e e e e e e e e e e e e e e eneeeenaees 101
Chapter 21: Data Documentation Initiative (DDI).........uueerieeiiiiim e srreeee e e e e e e 102
Chapter 22: ISO L1179 it e e e e s eeeem st e e e e e e s s st emmnnbeeeeeeeeesanssssmmmmnen 103
Chapte 23:  Additional ISO Standards...........cccciuuiiceeeeeeee e eeeeree e e s mmmeae e 104
Chapter 24: Webh ServiCes (MEB........ooii oot eeeeeee e eeeeeee e mmmmme e 105
Chapter 25: RDF @nd RDFA........uuiiiiiiiiiiiiiet et srreree e e e e e e e e e e e e e e e e e s eneeennssessaseseeseees 106

Part 5:  AdditioNal RESOUICES.......ccoiiiiiieiteeceee ettt reseem et e e emmeee e s e e e s saneeeeees 108
(O{gF=T o] (=] 24 S M @] [=Tox 1 [or= R I = 1111 oo PSSR 109



Chapter 27: Standards TraiNINg........cououurreeeecemmrreeeeee e e e e srreeaeeessaannrrrrreeesereeaeeessanneneees

Chapter 28: Services



Part 1: Introduction



Chapter 1: Metadata Driven Survey Design

Introduction

In current survey practice, the creation of a data collection insinuokets two distinct steps. The first is
survey design, in which a researcher defines the questions and flow of a survey. The second is survey
implementation, in which a researcher or programmer turns the design into an electronic or paper survey
instrumet.

The Colectica platform enablesatiernative approach to survey development. Metholaa survey
design means that the actions taken to define a survey are the same actions that create the survey instrument.
Using a metadathiven approach to suay design provides several benefits, including:

Less redundant work

Better, easier data documentation
Reusability of key survey components
Increased data harmonization potential
Greater research integrity
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Metadata in Survey Design

At the core of a surveyf course, are thguestios. What is a question? Besides the words that ask for data,
a few things are needed to fully represent a question.

In order to know what type of data a question is meant to collect, response options should be specified.
Possibities include numbers, text, lists of categories, scales, dates, or a mixture of these. In some cases, the
researcher may wish for the order of response options to be randomized to control for ordering bias.

A researcher might also wish to specify theepbbehind a question and to record the intent of a question.

By specifying these metadata at the time the question is created and while the information is most accurate,
there is no need to perform separate documentation efforts later. Future uselettbd data will have

a full understanding of the researcherds met hodol

Once questions are defined, the survey designer <c
simple as a series of questions in a particular order.

Many survgs have a more complicated structure that includes loops, sampling, and conditional branching.
For example, a certain section of a survey may only be administered to a random subsample of half the
respondents in the full sample, or additional questioriseraaied of respondents who provide a particular
response to a question.

A computerassisted instrument might also have specialized actions, such as computing dynamic text values
or starting a voice recorder at certain times.

In current practice, a resgtger may specify all this information in text files, Microsoft Word documents, or
handdrawn flowcharts. These design documents are rarely published. By following alrvetadata



approach to survey design, researchers can ensure that the metadiaharicrgéités vital stage of the data
collection process are not lost.

Management of the Metadata

The Data Documentation Initiative (DDI) standard provides a structured way to store and exchange these
metadata. By using software that implements DDI @rglees can specify the design of their surveys in
much the same way as the past: by writing the question text, interviewer instructions, lists of response
categories, and other elements that define a survey.

Colectica enables a researcher to define thdatan a structured way. Although at fingt software may
not be familiar to researchéis usecan facilitate survey development strmevides standard fields for
the required elements, and can quickly point out missing information and.conflict

Traditional word processing systems or paper cannot provide this instant feedback, and so problems must be
communicated from survey developers to the survey designers, changes must be made and resubmitted, and
the process repeated several times.slaisdrintensive and errgrone.

A metadatalriven approach to survey design does not remove the need for instrument testing. On the
contrary, by specifying a survey in a structured way, software can perform automated testing at an earlier stage
and withless effort than traditional methods allow.

Col ecti cabs hadsendugtiafaneation tomautbmadtically generate a survey instrument in
several forms: source code for compagsisted interviewing systems such as ®|&$SES, CSPro, or
DatSta®; paper instruments to be printed; customized Web surveys using XForms or other Web
technologies; or other forms of survey instruments.

Better, Easier Data Documentation

Besides improving the survey design process, a métagatapproach to sugvdesign also increases the
guality of a projectds data documentati on. Il nst ea
data collection phase of a project, it is a byproduct of the design process itself.

Software that generates publishdbkcumentation from the metadata defined by a researcher reduces a great
amount of redundant work. This type of work is often a lower priority than processing and analyzing the
collected data, but it is vitally important for the usability of the datebychers who were not involved in

the studyods design.

Byusingametadadar i ven approach to survey design, the doc
This is the point when it is likely to be most accurate.

Enabling Data Harmonization

Colectica stores g$ructured metadata in a repository. A DDI 3 repository provides computer programs and
Web sites a standard way to register, version, search for, and retrieve the metadata created by researchers.

For example, if one researcher creates et of questions asking about a
and stores these questions in a repository, another researcher creating a survey can simply search for existing
guestions about the topic and include those same questions in her owhistuaykflow results in a

guestion bank that can be populated and accessed directly by researchers.
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A DDI 3-based repository is much more than a question bank, however. In the same way that the researcher
who uses a repositdmgsed software tool stomgsestions in a repository, he stores all other elements of a
surveyodos specification: <classification schemes, ¢
metadata.

By storing these elements as identifiable, versionable, reusabléhelpettsitial for crosgudy data
harmonization is greatly increased. For example, researchers can quickly find all questions in a repository that
are related to the O0socioeconomic statusd concept

For a given question, researchers can find all siveylude the question, along with all analysis datasets
with variables that are derived from the question.

By connecting multiple repositories into a web of linked data, harmonization is enabled even further.

Colectica Repositocan be configured sloely are publicly available, or they can be restricted to certain
individuals, groups, or organizations. Metadata elements managed in a repository can be licensed so that
researchers who use another r es e aracebearchersmayomsimt e nt
to require that use of her content is attributed, or that it is not used for commercial purposes.

Greater Research Integrity

A key tenet of scientific research is that researchers should be able to independently verify the results of
published research. Certain aspects of social science research, such as the need to protect respondent
confidentiality, make this inherently difficult.

However, even in cases where an independent researcher obtains permission to access the appropriate dat
validation is often impossible because the original statistical code and relevant documentation are not
available.

A metadatariven approach to survey design, documentation, and analysis can prevent this problem.

In the same way that metadata elemelated to data collection can be managed and published as part of a
repository, so can metadata about analysis datasets. Datasets, variables, and other published data can be
linked back to the source questions and concepts from which they were derived.

Thi s full view of a datasetds |ife cycle greatly i
verified. This is the key to rigorous, daised research.

Conclusion
A metadatalriven approach to survey design can lead to better data dodomeittatess duplicated work

The DDI standard provides a framework for this metadatn workflow. With DDbased metadata
repositories, researchers can reuse metadata elements and create harmonized questionnaires and datasets.

By disseminating datarag with documentation that covers the entire life cycle of a study, researchers can
allow their findings to be validated.



Chapter 2: Managing Projects with Colectica

Managed Item Types

Projects
Iltem Type Description
, Project A group of related studies aedources
!] Study A datacentric study

g Resource Package A collection of reusable metadata definitions

General and Conceptual Information

| ltem Type Description |
g Concept Describe the basic ideas being explored by a study
{'-;'} Concept Set A set ofrelated concepts
@ Universe Describes the population being studied
{ﬂ} Universe Set A set of related universes
Soh Organization An institutioncompanyor other organization

{,;l-_} Organization Set A set of related organizations

Classifications

ltem Type Description

Category Generic term for items at any level within a classification

?E Category Set A set of related categories

= Code Associates a numeric or alphanumeric value with a category
Code Set A set of related codes




Data Collection

Item Type Description |
? Question A gquestion that is asked to a survey respondent
{f:.:} Question Set A set of related questions
i F
Sequence A reusable sequence of questions and control constructs
¥ |
ugmg_z Instrument A questionnaire
Data
Iltem Type Description
\’i‘g Variable A reusable, logical description of a column of data
{»{g} Variable Set A set of related variables

] Data Relationship Describes the layout of a data file

Dataset A file containing data

General and Conceptual Information
Forthcoming: moranformation about general study information.

Concepts describe the basic ideas being explored by a study. By defining the concepts behind your study, you
can more easily create wefjanized documentation. Sharing concepts among multiple studieswgolables g

painless data harmonization.

Classifications
Colectica allows you to manage two types of classificatensry schemesndcode schemes

A categoryis generic term for items at any level within a classification (OECD Glossary of Statisfjcal Term

A sample category scheme for genders might have two items, Male and Female.

A codeassociates a value with a category. The value is often numeric, but could be angdgring. A
schemeallowsa collection of codes to be specified in either a flegrardhical manner.

Multiple code schemes may be associated with the same category scheme. For example, one code scheme

might assign values to the gender category scheme as follows:
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Value Category
1 Male
2 Female

Another code scheme might assiiffierent values to the same categories.

Value Category |
M Male
F Female

Data Collection
Colectica allows you to easily create, manage, and reuse gudstionsy instruments.

Forthcoming: more information about the way Colectica mapegtisnnaires and questionnaire elements.

Data

Forthcomingmore detailethformation about the way Colectica manages datasets.

Agencies
An agency is the organizatiesponsible faa study or a set of metadata elements.

11



Chapter 3: The Colectica Platform
Desktop Applications

Colectica offers three desktop applications: Colectica Reader, Colectica Express, and Colectica Designer.

Colectica Reader  Colectica Express Colectica Designer

View DDI 3 metadata VvV Vv V

Multilevel metadata V
validation

Create and editstudy
metadata

Create and edit dataset
metadata

Questionnaire designer

Import from DDI 2/Nesstar

Import from SPSS

Generate statistical source
code

1 < I K<IK<IK<| <K< | < | <

Generate publishable
documentation (PDF, RTF)

Import from Blaise® and
CASES

| < [ <K<K <[ <K< | <

Generate computer assisted
interviewing system source
code

<

Browse contents of Colectica
Repository

Synchronize with Colectica
Repository

Publish to Colectica
Repository

Table 1 Desktopapplications comparison

Colectica Repository
Colectica Repository is a centralized storage system for managing data resources, enabling collaborative
workflows, and providing automatic version control.
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Client applications such@slectica DesignandColectica Welmteract with Colectica Repository using
standard communications protocols. Although Colectica Repositdrgasessed directly by ersaérs, it is
the backbone of the Colectica platform.

DDl -based server for metadata storage and versioning
Authoritative source for one or more DDI agencies
Enables collaborative workflows

Manage metadata in multiple laggaa

Secure, rolbased authorization system

ISO 1117%ompliant

=A =4 =4 4 -8 A

Colectica Web

Colectica Web is a web application, powered by Colectica Repository, which enables data and metadata
publication and discovery.

Web application for metadata publication sswbdéery

Search and browse contents of Colectica Repository
Publishes linked data and RDFa metadata

Provides metadatech home pages for agencies and studies
Comment on, rate, and share metadata items

=A =4 -4 -4 4

Colectica Resolver
Colectica DDI Resolver is a DMSsed resolution service for DBagency identifiers and related metadata.

9 DDI agency resolution
I Metadata resolution
1 Powered by DNS Max, a managed DNS service with over 10 years of high availability operations

An agency is an organization responfgiblmaintaining data or metadata. The Colectica DDI Resolver
enables discovery of dagtated services provided by an agency, including:

T Location of the Colectica Repository instance
9 Location of other repositoriescantai ng t he agencyo6s i nformation
T Location of the agencyd6s web site

Colectica Resolver is a free service.

For more detailed information and to use Colectica Resolvegsuisitr.colectica.com

13


http://www.colectica.com/products/designer
http://www.colectica.com/products/web
http://resolver.colectica.com/

Part 2. Colectica Desktop
Applications

Colectica offers three desktop applications: Colectica Reader, Colectica Express, and Colectica Designer. For
a comparison of these applicationsTabkel: Desktopapplications comparison
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Chapter 4: Install ation

Installation Steps
Follow these steps to install Coled®ieader, Colectica Express, or Colebtsigner.

1. Locatethe setup file. This will be named one of the following:
a. ColecticaReadeBetup3.0.####.exe
b. ColecticaExpresSetup3.0.####.exe
c. ColecticaDesignerSetug3.0. ####.exe
(where #### is filled in with a specific version number).
2. Execute the setup program and follow theapaen instructions. On Windows Vista and Windows
7 you will eed to run the setup program as a user with Administrative privileges.

Installation Screens

157 Setup - Colectica

Welcome to the Colectica Setup
Wizard
This will install Colectica 3.0 Release on your computer.

it is recommended that you close all ather applications before
continuing.

Click Mest to continue, or Cancel to exit Setup.

Figure linstaller Screen 1: Welcome
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Flease read the following important information before continuing.

Please read the following License Agreement. You must accept the terms of this
agreement befare continuing with the installation.

Colectica End User License Agreement

This Colectica End-User License Agreement ("EULA”) is a legal agreement
between you (either an individual or a single entity} and Algenta Technologies for
the Colectica software product(s} which may include associated software
components, media, printed materialz, and "online” or electronic documentation
MSOFTWARE PRODUCT™). By installing, copying, or otherwise using the
SOFTWARE PRODUCT, you agree to be bound by the terms of this EULA. This
license agreement represents the entire agreement concerning the program

@ | accept the agreement
(71 | do not accept the agreement

Select Additional Tasks
Which additional tasks should be peformed?

Select the additional tasks you would lilke Setup to perform while installing Colectica,
then click Next.

Additional icons:
Create a desktop icon
[7] Create a Quick Launch icon

Figure 3 Installer Screen 3: Choose shortcuts
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Ready to Install
Setup is now ready to begin installing Colectica on your computer.

Click Install to continue with the installation, or click Back if you want to review or
change any settings.

Additional tasks: -
Additional icons:
Create a desktop icon

Figure 4 Installer Screen 4: Ready to Install

s O ke

Installing
Please wait while Setup installs Calectica on your computer.

A
|

Bxtracting files...
C: . MColectica®Colectica Designer's

Figure 5 Installer Screen 5: Installation progress
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! 177 Setup - Colectica

Completing the Colectica Setup
Wizard

Setup has finished installing Colectica on your computer. The
application may be launched by selecting the installed icons.

Click Finish to exit Setup.

Figure 6 Installer Screen 6: Installation complete

After installation, you can launch Colectica Designer from the Windows Start menu.

Dependencies

Colecticalesktop applicatiomkepends on the .NET Framewdrk If .NET Frameworlt.Ois not installed
on your systim, the Colectica setup program will notify you and exit.

You can download .NET Framewdrkfrom

http://www.microsoft.com/net/download.aspx
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Chapter 5:  Getting Started

In this chapter:

Introduction

The Ribbon

The Navigation Bar

Manage Multiple Languages
Foell Checking

Save Items

Synchronizavith aRepository
Specify your Agency

View Revision Information
View Differences between Revisions
Send Feedback
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Introduction
Colectica allows you to create, manage,amempublishll the elements of your study.

This section describes the basics of the Colgesiktop applicationser interfaceAlthough Colectica
Reader, Colectica Express, and Colectica Designer offer somewhat different feature sets, the user interface
style icommonamong them.

For instrutions onhow to managparticular study elements daagv to perform certaitasks, please consult
the chapters that follow.

The Ribbon

The ribbon is designed to help you quickly find the commands you need to complete a task. Commands are
organized underhia. To reduce clutter, some tabs are shown only when needed.

: Colectica | Import  Export  Help

E Metadata Language English (L ,| @ @ ﬂ y Add Concepts -

- Il:?;i'uzluzl Universes =
CAI Language Meutral v|
Mew Open Save Adda AddaResource

File Stucly Package + Add Organizations =

File Languages Projects Conceptual

Figure 7 The ribbon as it appears in Colectic&Express

Minimize the Ribbon
1. Click theQuick Toolbar dropdown.

c

Colectica



2. In the listof menu itemsclickMinimize the Ribbon.
3. To use the ribbon while it is minimized, click the tab you wish to use. This will temporarily expand
the ribbon tab and allow you to access its commands.

-

Colectica Import  Export Help

Figure 8 The ribbon while minimized

Restore the Ribbon
1. Click theQuick Toolbar dropdown.

Colectica

2. In the listof menu itemsuncheckinimize the Ribbon.

Ribbon Tabs
The Colecticatab holds commands dh allow you to save items, create new items, and specify the currently
displayed metadata and source code languages.

]
Colectica  Import  Export  Help
Metadata Language English (L '| = @ ﬂ  Add Concepts = [Z]Add Categories ~ 2 Add Questions ~ “i% Add Variables =

w = A e o 24, A
w0 . CAl Language [Neutral v| e Addan @ Add Universes Add Codes 5 Add a Sequence =] Add a Data Set Definition
Fﬁ‘g pen  save ;Satcucd\a’ Ae (p:cicea_-gueurce sta Add Organizations - e a =] Add an Instrument | [igAdd a Data Set

y
File Languages Projects Conceptual Classifications Data Collection Data

Thelmport tab contains commands to import data from various sources.

Project  Import  Export  Help

<ddi= <ddi=

L 1B L B

| — < 3 £ 3

Impert OOT Impeort | Import | Impert Import
2/Messtar DDI3 5P55 Blaize(r) CASES

DDI Data Survey Instruments

The Export tab has commands to export data to various formats and to generate documentation for your
study.

Project Import  Export  Help

<ddi> <ddi= =
Generate Generate Generate
DDI3.1 Do1z2 Documentation
Standards Static Documentation

21



TheHelp tab has links to online help resources.

: Project  Import Export  Help

@ = <ddi> S:_) <ddi> A@ =

=

[JJJJJ[

Manual About ool Colectica  DDI Colectica Survey Metadata
Samples | Training Training | Customization Development Preparation
Local Documentation | Samples Training Services
Project ul . .
— .| The Navigation Bar
) studies The navigationdr is the column on the left hand side of the Colectica
| Resource Packages window. Itis designed to help you find the metadata elements you want to

| Metadata Citation view and edit.

Conceptual £y

The navigation pane is broken isewerasectionglepending on which
Colectica desktop application you airgus

« Concepts
@ Universes

‘. Organizations The contents d_isplayed in the navigation bar vary depending on which pane
is currently active.

Classifications -~
Categories

[7] Codes

Data Collection ~
2 Questions

25 Sequences

EE Survey Instrurnents

Data ~
“i§ Wariables

1 Data Set Definitions

G Datasets
m Project
Repository Search
posteny Figure 9 The Navigation bar with the
Checkouts Projectpane activated
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Manage Multiple Languages
Most text fields iColectica Designer allow you to enter text in multiple languages.

The active language is identified by the languagefbutidronthe rightsideof a text box.

Study Title | Default en-Ls... |

Figure 10A multi-lingual text field

Choose Available Metadata Languages
1. From themain menu, chooséManage Languageg
2. In the dialog window that appears, move languages to and fRnoj¢ice Languagedist; move
languages either by selecting the language and clicking the appropriate arrow button, or by clicking
and draging a language from one list to the other.

= Manage Metadata Languages [22]
/ ™
Available Cultures Project Cultures
Afrikaans (South Africa) = Afrikaans
o | o o
Albanian = Chinese (Traditional)
Albanian {Albania) English (United States)
Alsatian (France) French
Ambharic (Ethiopia) Spanish
Arakic
Arabic [Algeria) u
Arabic (Bahrain)
Arabic (Egypt)
Arabic (Iraq)

Arabic (Jordan)
Arabic [Kuwait)
Arabic [Lebanon)

Arabic (Libya) -

Gl

Figure 11The Manage Languages dialog window

Change the Active Metadata Language
You can change which metadata language Colectica displays in its forms.

1 Choose the language from the dropdown Ilsimguagess e ct i on o Studythbe r i bbond ¢

23



Mew Open Save
File
File

Figure 12Language controls on the ribbon

All text fields will automatically switch to display text in the selected language.

Text fields that do not contain text for the currently specified language will

appear blank.

Colectica  Import  Export

J | E Metadata Language English (L |‘:|,|
|

CAI Language

Help

Languages

View all Translations of a Text Field

Colectica can show you a preview of the different translations of a text field.

1 Hover the mouse cursor over the language bottsitowa tooltip previewing translations of the

text field.

LS

(1]

staying here

~

nichtberticksichtigt haben?

S

—

£

= n
== 7

5q A ka pasur ndonjé person tj
shtesé qé géndronte kétu né
datén 1 prill 2010 gé nuk e keni

¢Habia personas adicionales
quedandose aqui el 1 de abril

-US Were there any additional people

April 1, 2010 that you did not include

de 2010 que usted no incluyo en la

Je, kulikuwa na mtu yeyote wa zaidi
aliyekuwa akiishi hapa mnamo
tarehe 1 Aprili, 2010 ambaye

fr Y avait-il d'autres personnes qui
résidaient a cet endroit au ler avr
2010 gue vous n'avez pas incluses a

de Wohnten noch weitere Personen hier
am 1, April 2010, die Siein Frage 1

zh-CHS BRTEF—ZFCSIEIALST, 2

AEEMATE 2010 £48 1 BEE

_Ten-JS... H“

Figure 13A tooltip showing translation previews

You can view the full text of all available translations.
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9 Click the language button to the right of a text field to vievatigation window.

= String Editor |E||E||E|
Languags Text
English (United States) Were there any additicnal people staying here
Albanian Aka [é:as..' r.d-:nr.fia person t_ief'ér shtesé gé cé"c*o;te kétu né
Spanish h—lali:ia pErsonas s:"c'::r'a es :ue:é":c-s; a;ui el'_ de abril
Kiswahi Je, kulikuwa na mtu yeyote wa zaidi aliyekuwa akiishi hapa mname
French ¥ avait-il d'autres personnes qui résidaient a cet .enclr:it au ler avril 201
German Wohnten noch weitere Personen hier am 1. April 2010, die Siein Frage :
Chinese (Simplified) BTEE—ZECSEEAALA, ESSEEMAE 2010548 1 5HE
Afrikaans

Chinese (Traditicnal)

Figure 14The translation window for a single text field

Spell Checking

For English language text, Coledlieaigneautomatically provides spell checking.

Abstract

The U.% Census counts gyry resident in the United
States, and is required by teh Constitution to take
place every 10 }rears.|

en-LUs..

Figure 15Automatic spell checking in a text field

Correct a Misspelled Word
You can correct a misspelling either by manually changing the text, or by using a suggestion from the spell
checker.

9 To correct a misspelled word with a suggestion, right click the awse €he appropriate
suggestion from the context menu.

Add a Word to the Dictionary
You can add a word to the dictionary so it is not marked as a misspelling.

1 Right click the word and chodsed to Dictionary from the context menu.

25



ColecticdDesignewill provide spell checking for additional languages in future versions.

Save Iltems
To save the items you are editing, simply choose the Save button on the Colectica ribbon or on the quick
access toolbar.

: Colectica |

=

Mew COpen Save
File

File

Figure 16The Save buttonon the ribbon and on the Quick Access Toolbar

Specify your Agency
All itemsmanaged by Colectica have an authoritative aigiemtified by aagency identifier. This agency
is responsible for keeping the official representation of a project, stingyothermanageitem.

You may register for an agency identifier with the DDI All@htt://www.ddialliance.org/

If you prefer to delegate your own authoritative agency ordi6 ymi know your agency identifier, you can
make one up or use youisting domain name.

You can specify your agency identifi€olectica

1. From themain menu, chooséMlanage Repositorieg

2. IntheAgency Identifier text field, enter your agency identifier as provided bZgtmatica
administrator; if you do not have gercy identifier, feel free to leave it with its default value.

3. Click theSavebutton.

View Revision Information
When working with a reposito@olectica automatically tracks all revisiaigouand others synchronize
with the repositoryYou can viewhe full revision history of aitem.

1 Click theRevisionHistorybut t on t hat appears near the top

26

of



%\

€ Revision History

# Qwner Date Message

5 admin 12/14/2010 10:59:39 AM  recrder. Age should be before name now.
4 admin 12/9/2010 7:47:56 AM Some changes to the study

3 admin 12,/9/2010 7-46:35 AM Add an abstract and purpose.

2 admin 12/9/2010 4:46:04 AM reordered questions

1 admin 12/9/2010 4:41:04 AM Eddi Demo

Close |

Figure 17The Revision History window

Revision history includes the date and time a change was made, the identity of the person who made the
change, and any notes the person may have entered wheheszvamges.

Future versions of Colectica Designer will allow you to revem older
revisions of an item.

View Differences between Revisions
Colectica can show what changes have been made between two versions of an item.

1. Select two versions in the Revision History window.
2. Right click your selection and choose&Citmpare Versionsccommand.

Colectica will display a difference viewer containing the properties that have changed.

Send Feedback

Colectica Designer allows you to send your feedback to the Colectica developers directly from within the
program

1. From theColectica meny click theSend Feedbackbutton.
2. Fill out the contact form and click thendbutton.
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& Submit Feedback (===

Contact Information

‘

Please provide contact information if you would like a response. If you do not reguire a response you may
leave these fields blank.

Mame ..'oh" Doe l
Email: Jjohndoe@example.com l

Message

Subjectt | Some fesdback..

Message

Rello,

Optional Information
Include log file  View

Include system configuraticn information  View

Send l [ Cancel

Figure 18The Send Feedback window

Donét be shy about sharing your feedback. We

Include System Information with your Feedback
Coletica allows you to include certain system information and log files in your feedback message. These may
be useful in helping the Colectica developers diagnose any problems you may experience.

1 Toincluddog files andystem information, chettie Include log file or Include system
configuration information checkboxes as desired.

1 To view the information that isbe@ sent, click théiew link next to theorresponding item



Chapter 6: Create Projects and Studies

In this chapter:

Overview

Create a New Project@olectica Express
Create a New Project in Colectica Designer
Create a New Study

=A =4 =4 =

Overview
A Colecticgroject contains one or mostgudiesand one or moreesource packages

Create a New Project in Colectica Express

To create a new project in Colectica &grsimply choose tRew File button on theColecticaribbon.
Your project will be created.

3 E E ¥
- Colectica

=

Mew Open Save
File
File

Figure 19The New File button on the Colectica ribbon

Create a New Project in Colectica Designer

In Colectica Designer, a project eated as a checkoGheckouts are items that can be synchronized with a
remote repositongee Synchronize with a Remote Repositorerview (pagé?) for details on managing
checkouts with Colectica Designer.

To create a neproject as aheckout:

1. From theProjectribbon tab, choose Create a Checkout.

2. IntheCreate New Checkoutialog, choseProjectas the type of item you would like to create
and enter a name for the project.

3. Colectica will create your checkout and it will open automatically.

Note: Colectica does not automatically synchronize your checkout with the
repository after it isinitially created.

Create a New Study

Once you have a project open, you can add a study to the project.

1. Click theAdd a Studybutton in theColecticaribbon.
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Adda AddaFResource
Study Package

Projects

Figure 20The Add a Study button on the Colectica ribbon

2. Enter a name for your new study and cliciCtieatebutton.

= Mew Study @

Please enter a name for your new study.

Create l[ Cancel

Figure 21The New Study dialog
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Chapter 7:  Edit General Project and Study Information

In this chapter:

Navigatdo a Study

Edit aStudy Bescription

Describe the Funding Sources Sfualy

Edit the Topics, Time Periods, and Geographical Areas Covered by a Study
Edit aStudy Gitation

=A =4 =4 4 =4

Navigate to a Study

To navigate among the different elementgpuadjact use thé’roject Navigation baron the left &le of the
windowto select a Study

Project «

Items Ml United States Census 2010 Agency colectica.com  Revision 53
General ~ Y :
;‘E" United States Census 2010 Last Updated 2010-03-26 11:30  [[goe
Studies

Description

|=] Resource Packages Funding | Coverage | Citation |

| Metadata Citation
General Information

Conceptual ca)
c N Study Title United States Census 2010 en-Us..
» Concepts
@ Universes Abstract
% Organizations The .5, Census counts every resident in the United States, and is required by the
Constitution to take place every 10 years,
Classifications co)
Categories B
en-Us...
7] Codes
Data Collection ~ Purpose
) Questions The purpose of the 2010 census is to determine the distribution of Congressional seatsto #
v states. The Census is
=3 Sequences * mandated by the U.5, Constitution
* used to apportion seats in the .S, House of Representatives o
] Survey Instruments * used to define legislature districts, school district assignment areas and other 1
important functional areas of government
Data A
X The 2010 questiennaire is one of the shortest in history, and comes very close to the
4% Voriables length and scape of inquiries asked in 1790. Everyone in the household answers seven o
1 Data Set Definitions questions: name, gender, race, ethnicity, and whether they sometimes live somewhere - en-Us.
B Datasets | Universe
“““ ‘
W) Project
B census2010 M
XML

People Living in the United States on April 1, 2010 —

Figure 22The Project navigationbar with a Studyselected

Edit a Studyd Description

To edit general information about a stablgpse th&tudy Descriptiontab of theStudy view

The Studyescription view allows you to edit several elements.
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United States Census 2010 Agency colectica.com Revision 53

Last Updated 20010-03-26 11:39 QK|

Description | £ynding | Coverage | Citation |

General Information

Study Title United States Census 2010 en-L5...

Abstract

The .5 Census counts every resident in the United States, and is required by the Constitution to
take place every 10 years,

en-L5...

Purpose

The purpose of the 2010 census is to determine the distribution of Congressional seats to states,  »
The Census is

* mandated by the .5, Constitution

* used to apportion seats in the U.5, House of Representatives

* used to define legislature districts, school district assignment areas and other important
functional areas of government

The 2010 questionnaire is one of the shortest in history, and comes very close to the length and
scope of inquiries asked in 1790, Everyone in the household answers seven questions: name,

gender, race, ethnicity, and whether they sometimes live somewhere else, The head of - en-Us..

Universe

Search for an itermn

census2010 X
Pecple Living in the United States on April 1, 2010

Figure 23The Study Description view

Abstract
DDI Use the Abstract field to describe the nature and scope of the study.

Purpose
DDI Use the Purpose field to describe theamimatudy questions or hypotheses as well as information on
any legal basis for the study, such as laws requiring the collection of census data for apportionment purposes.

Study Universe

DDI Use the Universe field to describe the group of persons oelethents that are the object of research

and to which any analytic results réfge, nationality, and residence commonly help to delineate a given
universe, but any of a number of factors may be involved, such as sex, race, income, veteranadtatus, crimin
convictions, etc. The universe may consist of elements other than persons, such as housing units, court cases,
deaths, countries, etc. In general, it should be possible to tell from the description of the universe whether a
given individual or elemehypothetical or real) is a member of the population under study.
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Describe the Funding Sources of a Study

Add a New Funding Source
To describe a funding source for your stsigyply start typing a grant number or description in the list of

funding sources.

Edit a Funding Source
To edit a funding source:

1. Select a funding source from the list of funding sources.
2. In the detail view below, the list, make the desired changes.

TheFunding Sourcéew allows you to edit several elements.

United States Census 2010 Agency colectica.com Revision 53

Last Updated 2010-03-26 11:39 TS

Description Funding Coverage | Citation |

Grant Number Description Role Funding Agency Mz
Funding for the United States 2010 Census US Census Bureau

Funding Information

Grant Number |

Role |

Funding Description
Funding for the United States 2010 Census

en-UJs...

Organization
US Census Bureau =«
US Census Bureau

Figure 24The Funding Source view

Grant Number
DDI The identification code of the grant which provided funding for the described object.

Role
DDI The role of the funding agency.
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Funding Description
DDI Additional information regarding the role and actibti® funding source.

Organization
DDI The organization or individual that served as the funding source.

Edit the Topics, Time Periods, and Geographical Areas Covered
by a Study

To specify what topictime periods, and geographical areas a study cbuess th€overagetab in the
Study view.

The Coverage view allows you to edit several elements.

United States Census 2010 Agency colectica.com Revision 53

Last Updated 2010-03-26 11:39  (UEWVS

JDescription |Funcling Coverage | Citation |

Topical Coverage

Subjects (one per line) Keywords (one per line)

Temporal Coverage

Time Periods

DateTime ~| [1/1/2010 [l thiough [ DateTime | [12/31/2010 Remove

Spatial Information
Bounding Box
South Latitude
West Longitude

Morth Latitude

1111

East Longitude

Forthcoming: detailed information on each field in the Coverage view.

Edit the Studyé Citation

To edita study citatiorthoose th€itation tab in theStudy view
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The Citation view allows you to edit several elements.

United States Census 2010 Agency colectica.com Revision 53

Last Updated 2010-03-26 11:39 =)

Description | Funding | Coverage éCitationé

Study Citation
Title United States Census 2010 en-US...‘
Sub Title ‘ En-US...‘
Alternate Title ‘ en-US., ‘
Creator ‘ en-US...‘
Publisher ‘ EI'I-US...‘
Contributor ‘ en-US...‘
Publication Date Select a date
Tdentifier ‘ En-US...‘
Copyright ‘ EI'I-US...‘

Figure 25The Citation view

Title
DDI The full, authoritative title.

Sub Title
DDI Secondary or explanatory title.

Alternate Title
DDI An alternative title by whiehstudy is commonly referred, or an abbreviation for the title.

Creator
DDI Person, corporate body, or agency responsible for the substantive and intellectual content of the
described object.

Publisher
DDI Person or organization responsible for makingdloeirce available in its present form.

Contributor
DDI The name of a contributing author or creator, who worked in support of the primary creator given
above.

Publication Date
DDI The date of publication.
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Identifier
DDI ISBN, ISSN or similar designator.

Copyright
DDI The copyright statement.

Edit a Resource Package
Forthcoming

Edit the Metadata Citation

The Metadata Citationview allows you to enter the citation for the metadata itself. This citation is distinct
from the citation that may apply to an individual study. The metadata citation should identify the creator of
the Colectica/DDI file.

United States Census 2010 Agency colectica.com Revision 53

Last Updated 2010-03-26 11:39  FIITnl

Metadata Citation

Title United States Census 2010 en-L5s...
Sub Title en-Us..
Alternate Title en-L5...
Creator en-L5...
Publisher en-LU5..
Contributor en-Us..

Publication Date Select a date |

Identifier en-L5...
Copyright en-Us...
Title

DDI The full, authoritate title.

Sub Title
DDI Secondary or explanatory title.
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Alternate Title
DDI An alternative title by which a study is commonly referred, or an abbreviation for the title.

Creator
DDI Person, corporate body, or agency responsible for the substantivelactdahtcontent of the
described object.

Publisher
DDI Person or organization responsible for making the resource available in its present form.

Contributor
DDI The name of a contributing author or creator, who worked in support of the primargieezator
above.

Publication Date
DDI The date of publication.

Identifier
DDI ISBN, ISSN or similar designator.

Copyright
DDI The copyright statement.
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Chapter 8: Define Basic and Conceptual Information

In this chapter:

1 Create and Manage Concepts
1 Create and Manage Ungaes
1 Create and Manage Organizations

Create and Manage Concepts

Concepts describe the basic ideas being explored by a study. By defining the concepts behind your study, you
can more easily create weljanized documentation. Sharing concepts among nstutiiiés enables quick,

painless data harmonization.

Add a NewCollection of Concepts
To add a new collection of concepts to your study

1. Click theAdd Conceptsbutton on theColecticatab of the ribbon.

w Add Concepts ~

¥ Add Universes -

# Add Organizations -

Conceptual

Figure 26 The Add Concepts button

2. In the dialog window that follows, enter a name for your new collection of concepts.

= Create 5cheme &3

Enter a name for the new scheme.

[ Create |I Cancel |

Figure 27The Create Concept dialog box

3. Your new concept collection will be created and displayed.

Add an Existing Collection of Concepts
This feature is only available in Colectica Designer.

To add a collection of concepts that already exists:

1. Click the dropdown arrow next to thdd Conceptsbutton on theStudytab of the ribbon.

38



J =
' Add Concepts = 4 .l'f'-dd{

oono

Create a new concept scheme..,

Add an existing concept scheme...

Figure 28The Add Concepts dropdown

2. Use the Item Finder dialog to locate the collection of concepts you wish to add to your study.

&= Search for Item @

Search for an existing item.

Search Repository

~ concepts X

i  United States Census 2010 Concepts
Mo description is available.
Version: 9 Agency: colectica.com

i#t Concepts
Mo description is available.
Version: 4 Agency: colectica.com

i+ An Experimental Study of the Effects of Government Terror Warnings on Political Attitu:
Mo description is available.
Version: 44 Agency: example.org

| Add || cancel

Figure 29The Item Finder dialog being used to search for concept collections

3. Select the item and click thaéd button.

Add and Remove individual Concepts
To add a concept:

1 To add a concept, simply begin typing the name or label of your new concept in the Concepts List.

To remove a concept:

1 To remove a concept, right click the concept and cRemseve ltemf r om t he concept ds
menu.
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Edit a Concept
ICPSR-27063 Concepts Agency example.org Revision 0

Last Updated 2010-07-23 04:52 View DDI

Add existing concepts...

MName Label Description

China China is seen variously as an ancient civilization extending over a large area in East &4
Liaoning Liacning is located in the southern part of China's Northeast, Liaoning often called ™ E'
Identifier An identifier is & unique expression in a written format either by a code, by numbers
Mother & mother is a woman who has, conceived, given birth to, and raised a child.
W‘ A& father is defined as a male parent of any type of offspring.

Grandparent Grandparents are the father or mother of a person’s own father and/or mother. -

Figure 30A list of concepts
To edit a concept:

1. Use theProject Navigator to navigate to the r o j Gomcepts s
2. From the list of concept collections, select the concept coljextianish to edit.
3. Use the concept |list to edit a conceptds name,

use theConceptviewt o edit a conceptds detail s.
The Concept view allows you to edit several elements.

Father Agency example.org Revision 0

Last Updated 2010-07-23 04:52 R

Concept
MName Father EIT-US...‘
Label ‘ EH-US...‘
Description | A father is defined as a male parent of any type of offspring. EIT-US...‘

m

External Mappings

OpenCyc 1D |

http://umbel.crg/umbel/ |

http://www.w3.org/2006/03 /wny/wn 20/ |

|
|
http://dbpedia.org/ | |
|
|

http://en.wikipedia.org/wiki/ | Father

Relationships

Figure 31The Concepts view
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Name
A name for the concept

Label
A display label for the concept

Description
The definition of the concept itself

External Mappings
The External Mappings section allows you to map a concept to one or more resourcesyicehtiRed b

Colectica currently supports the following mappings:

OpenCyc
Umbel
DBPedia
WordNet 2.0
Wikipedia

=A =4 -4 -4 4

Relationships
The relationships section allows you to relate a concept to other concepts.

The following relationship types are supported:

1 Subclassf
1 Superclass of
1 Type of

Create and Manage Universes

Add a New Collection of Universes
To add a new collection of universes to your study:

1. Click theAdd Universesbutton on theColecticatab of the ribbon.

¢ Add Concepts -

ll;_a;:'u:h:l Universes =

+» Add Organizations =

Conceptual

Figure 32The Add Universes button

2. In the dialog window that follows, enter a name for your new collection of universes.
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= Create S5cheme @

Enter a name for the new scheme.

Create ][ Cancel

Figure 33The Create Universe dialog box

3. Your new universe collection will be created and displayed.

Add an Existing Collection of Universes
To add a collection of universes that already exists:

1. Click the dropdown arrow next to #hed Universesbutton on theColecticatab of the ribbon.

& Add Universes |~ Add

Mrnanizatinne -

Create a new universe scheme...

Add an existing universe scheme...

Figure 34The Add Universes dropdown button

2. Use the Itenfrinder dialog to locate the collection of universes you wish to add to your study.

€= Search for ltem @

Search Repositery

‘ ;7 Census "

Search for an existing item.

(@ United States Census 2010 Universes
Mo description is available.
Version: 5 Agency: colectica.com

Add | [ Cancel

Figure 35The Item Finder dialog being used to search for universe collections

3. Select the item and click theéd button.
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Add and Remove Individual Universes

MName Label Description
Liaoning immigrants Mainly immigrants from North China who settled in rural Liaoning during the early eigt «

To add a universe:

1 To add a universe, simply begin typing the name or label of your new universe in the Universe List.

To remove a universe:

1 Toremove a universe, right click the universe and dReosve Itemf r om t he uni ver se/
menu

Edit a Universe
To edit a universe:

1. Use theProjectNavigatort o navi gat dniverses t he st udyds

2. From the list of universe collections, select the universe collection you wish to edit.

3. Use the universe | ist t o tiondltetnatigely,select\aaniveraeed s na m
and use th&niverse vew to edit the details of the universe.

The Universe view allows you to edit several elements.

Liaoning immigrants Agency example.org Revision 0

Last Updated 2010-07-23 08:12 EUgn)s

Universe
MNarme ‘ E|'|-US...|
Label ‘ Liagning immigrants E|'|-US...|
e Mainly immigrants from Nolrth China who settled in rural Liaoning during the early oL
eighteenth century, and their descendants.

Figure 36 The Universe view

Name
A name for the universe

Label
A displayabel for the universe

Description
A humanreadable description of the universe
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Create and Manage Organizations

Add a New Collection of Organizations
To add a new collection of organizations to your study:

1. Click theAdd Organizationsbutton on theColecticatab of the ribbon.

¢ Add Concepts =

Q;:'-.dd Universes =
«ta Add Organizations =

Conceptual

Figure 37The Add Organizations button on the Study ribbon

2. Inthe dialog window that follows, enter a name for your new collection of organizations.

= Create 5cheme [ =3 |

Enter a name for the new scheme.

Create |[ Cancel

Figure 38The Create Organizaion dialog box

3. Your new organization collection will be created and displayed.

Add an Existing Collection of Organizations
To add a collection of organizations that already exists:

1. Click the dropdown arrow next to thdd Organizations button on theColecticatab of the

ribbon.
L Add Codes ~ =
«5 Add Organizations /= [:5Add Code [
Create a new organization scheme...

Add an existing crganization scheme...

Figure 39The Add Organizations dropdown button

2. Use the Item Finder dialog to locate the collection of organizations you wish to add to your study.

44



& Search for ltem @

Search Repository

‘ s~ Census *

Search for an existing item.

54z Census 2010 Organizations
Mo description is available.

Version: 7 Agency: colectica.com

Figure 40The Item Finder dialog being used to search for organization collections

3. Select the item and click thaéd button.

Add and Remove Individual Organizations

SSI Organizations [3GELUE]  Agency example.org  Revision 0

Last Updated 20010-07-17 12:31 QUETRw

Organization Name Description

Social Security Administmﬁon| The United States Social Security Administration (554) is an independent agency of the United Stat #

To addan organization

1 To addan organizatigrsimply begin typing the name or label of youorgawization in the
Organization List.

To removean organization

1 To removean organizatigmight click the organization and chd@eaove Itemfrom the
organi zationds context menu.

Edit an Organization
To editan organization

1. Use theProjectNavigatort o navi gat ©rganipatonshe st udy6s
2. From the list of organization collections, select the organization collection you wish to edit.

3. Use the organization list to eglitorganizatidns name and descriapti on.

organizatiorand e theOrganization view to edit the details of the organization.
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The Organization view allows you to edit several elements.

Social Security Administration Agency example.org Revision 0

Last Updated 2010-07-17 12:31 View DDI

Organization

Marme | Social Security Administration En-US...|

Mickname | Social Security En-US...|

The United States Social Security Administration (554) is an independent agency of the United
States federal government that administers Social Security, a social insurance program
consisting of retirement, disability, and survivors' benefits, To qualify for these benefits, most
Armerican workers pay Social Security taxes on their earnings.

Description

en-lJs..

Keyword | En-US...|

Image URL | http:/fwww.ssa.gowv/history/ssa/lege.gif |

o ey,

o 4

5, N &
/I’KNJSTL:*\

Figure 41The Organization view

Name
DDI The official name of the organization

Nickname
DDI An abbreviation or a brief name for an organization

Description
DDI A description of the organization

Keyword

A commaseparated list of keywords used to classify the organization or its activities

Image URL

The URL of an image of the organizationds | o0ogo
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Chapter 9: Manage Classifications
In this chapter:

1 Classifications in Colectica

1 Create and Manage Category Schemes

1 Create and Manage Code Schemes

1 Generate a Code Scheme from a Category Scheme

Classifications in Colectica
Colectica allows you to manage two typesssifitationscategory schemesndcode schemes

A categoryis generic term for items at any level within a classification (OECD Glossary of Statistical Terms).
A sample category scheme for genders might have two items, Male and Female.

A codeassociates a value with a category. The value is often numeric, but could be angdgring. A
schemeallowsa collection of codes to be specified in either a flat or hierarchical manner.

Multiple code schemes may be associated with the same céiegeryFsr example, one code scheme
might assign values to the gender category scheme as follows:

Value Category

1 Male
2 Female

Another code scheme might assign different values to the same categories.

Value _Category

M Male
F Female

When creating @assification scheme for use in a survey, the general process is:

1. Create a category scheme
2. Create a code scheme based off the category scheme

Create and Manage Category Schemes

Add a New Collection of Categories
To add a new category scheme to giiaty:

1. Click theAdd Categoriesbutton on theColecticatab of the ribbon.
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[¥C]Add Categories ~
[:0]Add Codes ~
Classifications
Figure 42The Add Categories button on the Study ribbon

2. In the dialog window that follows, enter a name for your new category scheme.

= Create 5cheme @

Enter a name for the new scheme.

Create l[ Cancel

Figure 43The Create Category Scheme dialog box

3. Your new category scheme will be created and displayed.

Add an Existing Category Scheme
To add a category scheme that already exists:

1. Click the dropdown arrow next to thdd Categoriesbutton on theColecticatab of the ribbon.

24 Add Questions ~

=

[¥7]Add Categories | =

Create a new category scheme..,

Add an existing category scheme...

Figure 44The Add Categories dropdown button

2. Use the Item Finder dialog to locate the category scheme you wish to add to your study.

= Addkem =]

Createitem in | United States Census 2 =
Search Repository

7 o

= House Ownership
No description is available.

Version: 7 Agency: colecticacom

Figure 45The Item Finder dialog being used to search for category schemes
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3. Select the item and click thad button.

foject “ | 1tems
General [ State
E] Studies
Sex
|Z] Resource Packages
551 Diagnosis

. Metadata Citation
Conceptual

', Concepts

@ Universes

.=a Organizations
Classifications
Categories

[7] Codes
Data Collection

20 Questions

85 Sequences

] Survey Instruments
Data

V}[g Variables

S5 Program Eligibility
Household Compaosition

Living Arrangements

m

SRS

XML

Figure46Apr oj ect

60s category

Add and Remove Individual Categories

To add a category:

1 To add a category, simply begin typingligmayabelof your new category in the category list.

To remove a category:

1 Toremove a category, right click the category and éewosee Itemf r om t

menu.

Edit a Category
To edit a category:

1. Use theProjectNavigatort o

State

Agency example.org

Last Updated 2010-07-17 07:26 (YTt

schemes

navi gat €ategooest h e

Revision 4

Display Label
Alabama

Description

Alaska
Arizona
Arkansas
California
Colorado
Connecticut
Delaware
District of Columbia
Flarida
Georgia
Hawaii
Idaho
Tllinois
Indiana
Iowa

Kansas
Kentucky

Name Missing

T T

he

studyoos

2. From the list of universe collections, select the category scheme you wish to edit.

3. Us e

t he

category

st

to edit a

The category list view allows you to edit several elements.
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State Agency example.org Revision 4

Last Updated 2000-07-17 07:26  QISUV)

Display Label Description Mare
|Alabama |

Alaszka
Arizona
Arkansas
California
Colorado
Connecticut

Delaware

Figure 47The Category view

Display Label
DDI A display label for the category

Description
DDI Descriptionor definition of the category

Name
DDI A name for the category

Missing

DDI Indicates if the category represents missing data

Create and Manage Code Schemes

Add a New Collection of Codes
To add a new code scheme to your study:

1. Click theAdd Codesbutton on theColecticatab of the ribbon.

[#]Add Categories ~
[:-]Add Codes -
Classifications

Figure 48The Add Codes button

2. In the dialog window that follovesjter a name for your new code scheme.
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= Create S5cheme @

Enter a name for the new scheme.

Create ][ Cancel

Figure 49The Create Code Scheme dialog box

3. Your new code scheme will be created and displayed.

Add an Existing Category Scheme
To add a code scheme that already exists:

1. Click the dropdowarrow next to thédd Codesbutton on theColecticatab of the ribbon.

T VAR M e i

- =] Add an Instrument

Create a new code scheme...

Add an existing code scheme...

Figure 50The Add Codes dropdown button

2. Use the Item Finder dialog to locate the code scheme you wish to add to your study.

< Add ftem =]

Create item in [United States Census 2( ']
Search Repository

| - codes X
i= Hispanic origin Codes .
No description is available. 1

Version: 16 Agency: colectica.com

i= Party Identification Codes
No description is available.
Version: 10 Agency: example.org

i= Program A or B Codes
No description is available,
Version: & Agency: colectica.com

Related Codes

No description is available,
Version: 16 Agency: colectica.com

Add | [ Cancel

Figure 51The Item Finder dialog being used to search for code schemes

3. Select the item and click thaéd button.
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Add and Remove Codes

To add a code, you must choose an existing

value wilcorrespond.

1. From theCodesribbon tab, click thadd a Category Schemer Add Individual Categories

button.

C o re——
: Colectica Impert  Export  Help  Codes

= | b

Create a New Add a Category  Add Individual
Code Set Scherne Categories

Actions

Figure 52The Add Categories button

2. Use the Item Finder dialog to locate the category soheategory to add to your code list

= Item Finder =]
43 Search X |
[¥=] State
]  Sex
] 551 Diagnosis
7] SSI Program Eligibility
[¥=] Household Composition
(7] Living Arangements

Figure 53The Item Finder dialog being used to search for category schemes

3. Select the item and click thaéd button.

To remove a code;

1 Toremove a code, right click the code and clives@we Item from the context menu.
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Edit a CodeSchemes Values and Hierarchy

State (US) Codes Agency example.org Revision 9

Last Updated 2010-07-17 07:35 IISTvwl

Alabama - |

AK Alaska

&

]

Arizona

AR Arkansas
CA California

o Colorado

Connecticut

DE Delaware

DC District of Columbia
FL Florida

GA Georgia

H Hawaii

Figure 54A code scheme
To edit acode value

1 Use the text box next to a category label to assign the appropriate code.
To edit a code schemes hierarchy:

1. Right click the code that you wish to move.
2. From the context menu, choddeve up, Move down Move left, or Move right as appropriate.

Generate a Code Scheme from a Category Scheme

The fastest way to create code schemes is to enter a category sctiemeoandomatically create a code
scheme based on the category scheme.

1. Create or locate your category scheme using the Study Navigation bar or the ribbon.
2. IntheCategoriesribbon tab, click th€reate Corresponding Code Schenimutton. Colectica will
aubmatically create a code scheme and assign default values for each category.
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Colectica Import  Export Help = Categories

e i—
— 37—
= —
Add Create Corresponding
Categories~ Code Scheme
Actions

Figure 55 The Categories ribbon tab

3. Edit the values and hierarchy as desired.
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Chapter 10: Design Questionnaire s

Inside this chapter

Createand Manag8uvey Questions
Createand ManagReusable Sequences
Createand Manag8urvey Instrumesit
Design a Survey Instrument

Analyze a Survey Instrument

Generate a Paper Questionnaire
Generate Survey Instrument Source Code

=A =4 -4 -4 4 -8

Create and Manage Survey Questions

Add a New Collection of Questions
To add a new collection of Questions to your study:

1. Click theAdd Questionsbutton on theColecticatab of the ribbon.

2 4dd Questions =
35 Add a Sequence

=] Add an Instrument

Data Collection
Figure 56 The Add Questions button on the Study ribbon

2. In the dialog window thé&bllows, enter a name for your new collection of Questions.

= Create Scheme [ &=

Enter a name for the new scheme.

Create |[ Cancel |

Figure 57The Create Question dialog box

3. Your new Question collection will be created and displayed.

Add an Existing Collection of Questions
To add a collection of Quasts that already exists:

1. Click the dropdown arrow next to thdd Questionshbutton on theColecticatab of the ribbon.



PAddQuestions|+| -S| | %Addva

Create a new guestion scheme...

Add an existing guestion scheme...

Figure 58 The Add Questions dropdown button

2. Use the Item Finder dialog to locate the collection of Quegbiongsh to add to your study.

 Add Item =]

Create item in [2010 Questionnaire ‘]
Search Repository

| ' guestions X
. .
7 Personal Background Questions

Mo description is available.
Version: 19 Agency: colectica.com

.7 Questions
Mo description is available.
Version: 8 Agency: example.org

.7 Quantum Information Technology Questions

Mo description is available.
Version: 16 Agency: colectica.com

.7 Demographic Questions
Mo description is available,
Version: 23 Agency: colectica.com

[ Add || Cancel

Figure 59The Item Finder dialog being used to search for Question collections

3. Select the item and click thaéd button.

ji «
Project Ratns 7
General ~
2010 Questions
Studies.
3 Resource Packages s Questionled
Q How many people were living or staying in this house, -
1) Metadata Citation . L L =
Q@ [Were there any additional people staying here.
Conceptual ~ . e -
- Q3 Ts this house, apartment, or mabile home 777 4
) Concepts -
Q4 What is your teleshone number? We may call if we don?72t understand an answer
@ Universes (5] What is Person {PersenCounter]??7s name? =
= Organizations 53 What s Person {PersonCounter}?77s sex?
Classifications A @ What s Persan {PersanCounter}?77s age and what is Person (PersonCounter|7¢7s date of birth?
Categories Qs Is Person (PersanCounter] of Hispanic, Lating, or Spanish crigin? -
[7] Codes
colectica.com
Data Collection ~
) Questions
=5 Sequences Question
[ Survey Instruments Mame | Q2 w-us...‘
(E5iz) - Question Text
g Variables - -
Were there any additionsl people staying here
=1 Data Set Definitions April 1, 2010 that you didl not include in Question 17
[@ Datasets
en-US..
W) project
XML Interviewer Instructions

Figure 60Questions in a study
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Add and Removelndividual Questions
To add a Question:

1 To add a Question, simply begin typing the name or question text of your new Question in the
Question List.

To remove a Question:

1 Toremove a Question, right click the Question and cRewmseve Itemfrom the Questio & s
context menu.

Edit a Question
To edit a Question:

1. Use theStudy Navigatort o navi gat Quedtans t he st udyds

2. From the list of Question collections, select the Question collection you wish to edit.

3. Use the Question |ist to edit a Questionds nam
and use th@uestion iew to edit the details of the Question.

The Question view allows you to edit several elements.

P2 Agency colectica.com Revision 22

Last Updated 2010-03-27 04:04 UISrwlv}

Question

Marne | B2 en-Us..,

Question Text

How is this person related to Person 17

en-Us..,

Interviewer Instructions

en-Us..,

Figure 61The Question view

Name
A name for the question

Question Text
The text of the question presented in the survey instrument

Interviewer Instructions
For surveys administered by an interviewer, any directions intended for the interviewer

Response Options
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The Response Options section determines the type (domain) of data collected by a question. A question may
have one or more response domains.

To add a Response Domain:

1. Click theAdd Response Domairbutton and seledtext, Numeric, Date/Time , or Codeas
appropriate.
2. Fillin the details of the response domain.

Every type of response domain allows you to enter a Label and Description.

Text Domains
Minimum Length: the smallest number of characters allowed for the data to be valid

Maximum Length: tHargest number of characters allowed for the data to be valid

Regular Expression: A regular expression that must be matched for the data to be valid. This allows you to
specify requirements such as email addresses or telephone numbers.

Forthcoming: refererce to detailed reqular expression documentation.

Numeric Domains
DDI Type: the data type of the number in which the data should be stored:

91 BigintegerAn integer of unlimited size.

1 IntegerAn integer number can hold a whole number, but no fractionrémeaye be either signed
(allowing negative values) or unsigned (nonnegative values only)

1 Long:An integer of up to 32 bits in size (corresponding to an unsigned range of 0 to 4,294,967,295
or a signed range @,147,483,648 to +2,147,483,647)

1 Short:An integer of up to 16 bits in size (corresponding to an unsigned range of 0 to 65,535 or a
signed range e82,768 to +32,767)

1 DecimalA real number (allows fractions expressed as decimals)

1 Float:Real numbers that may be stored in scientific notation (@xatp005, 99:5000.12,
6.02e23)

91 Double:Float of up to 32 bits

1 Count:Ordinal number of objects in a finite set, discrete. A simple incrementing Integer type.

1 IncrementalA value that is continuous and infinite can be interval or ratio

Additivity:the type of additivity:

M1 Stock
1 Flow
1 NonAdditive

Minimum: the minimum number allowed in order for the data to be considered valid

Maximum: the maximum number allowed in order for the data to be considered valid
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Scale: the unit of scale, for example 1000atthal data should be multiplied by 1000 to calculate the true
value of the data

Date/Time Domains
Type: the type of date or time that should be provided:

Date and Time
Date

Time

Year

Month

Day

Month and Day
Year and Month
Duration
Timespan

=4 =4 =4 4 -8 48 -8 -4 - -9

Code Domains
Selection Style: indicates how many codes may be selected:

1 Select one
1 Select all that apply
T Select up to é (enter a numberthaimaybesetetiddng t he

Code Scheme: the code scheme containing the response options

Multiple Response Domains
For questions with multiple response domains, you can specify how a respondent will answer the question.
Choices are:

1 A single response domain
9 One or more response domains
1 Every response domain

Response Options

[Add Response Du:umair1|

Responses come from [Ever}r response domain *

Figure 62Choose for which domains a respondent should provide data.

Concepts
Specify the concepts relatethe question

Question Intent
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The purpose of the question

Estimated Time
An estimate of the amount of time it will take the respondent to understandwedthe question.

This is used by Colecticads instrument analytics
instrument might take.

If you leave the estimate as 0, Colectica will estimate the time based on average English speaking time.

Create and Manage Reusable Sequences
Forthcoming

Create and Manage Survey Instruments

Add a New Survey Instrument
To add a new survey instrument to your study:

1. Click theAdd an Instrumentbutton on theColecticatab of the ribbon.

2 Add Questions -
35 Add a Sequence

=] Add an Instrument

Data Collection
Figure 63The Add an Instrument button on the Study ribbon

2. In the dialog window that follows, enter a name for your new instrument.

&= Create S5cheme [ £= |

Enter a name for the new scheme.

[ Create |[ Cancel

Figure 64The Create Survey Instrument dialog box

3. Your new instrument will be created displayed.

Add an Existing Survey Instrument
To add a survey instrument that already exists:

1. Click the dropdown arrow next to thdd an Instrument button on theColecticatab of the
ribbon.
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|j Add an Instrument ' = @.\'—'«dd a Data ¢

Create a new instrument...

Add an existing instrument...

Figure 65The Add an Instrument dropdown button

2. Use the Item Finder dialog to locate the survey instrument you wish to add to your study.

= Add Item =]
Create item in [Default 'l
Search Repository
‘ ' questionnaire X
2t| 2010 Instrument
2010 United States Census Questionnaire
Version: 15 Agency: colectica.com
[s] Quantum IT Questionnaire
Mo description is available.
Version: 3 Agency: colectica.com
m Attitudes Towards Risk and the Framing of Bioterrist Prevention Questionnaire
Mo description is available.
Version: 4 Agency: colectica.com
Add | | Cancel

Figure 66 The Item Finder dialog being used to search for a survey instrument

3. Select the item and clitle Add button.

Design a Survey Instrument
Colecticabs questionnaire designer all

constructs from the toolbox.

oOws you
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Tools »

2010 Instrument Agency colectica.com  Revision 12

Toolbox
Last Updated 2010-03-27 04:37 V)
) Control Constructs ~
Design | Basic Information |;:\na|)f5i5 | gﬁkction
CustomnSequencedct... Expand All Collapse Al [O)statement
. I:E.QJCDHditional
1} CustomSequenceActivity EConditional Branch

OWhiIe
Sequence Details OUntiI
OLoop

;] ¥ LiJ Sequence

How many people were living or staying in this house,

apartment, or mobile home on April 1, 20107 = Questions 2

[2010 Questions 4
Q1 .
o2 ¥ How many people were
11 living or staying in this
Were there any additional people staying here | Type: house,

April 1, 2010 that you did not include in Question Mame: 02 @
Were there any additional
people staying here

April 1, 2010 that you did

i3 ¥ —
Q3
Is this house, apartment, or mobile home 777 Is this house, apartment,
or mobile home 777
Q4
What is your telephone
L ¥ number? We may call if

we don?i?t understand an

What is your telephone number? We may call if we

don???t understand an answer. Q5 )
What is Person

{PersonCounter}?iis
- name?
Variables Imports 4 O Q6

LY I

Figure 67 The survey designer

The Toolbox

Thetoolbox isfound to the right of the instrument designer.defmarated into two sectio@gntrol
ConstructsandQuestions The Control Constructs section all ow:
flow and to organize an instrument im@nageable parts. The Questions section lets you add the questions

from your study.

Add Control Constructs
Control Constructs can be added from the toolbox.

1 To add a control construct to the survey, use the mouse to drag the desired type of conttol constru
onto the survey design&@reen plus signs will indicate areas where an item may be dropped.

Colecticaupportsseveral types of control constructs.

Action
Represents actions that can be performed by a comgsitted interviewing system

Statement
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Represents a statement to be printed on paper or read by an interviewer, but that has no data input associated
with it

Conditional
Represents a group of conditions (branches) that execute only when the specified condition is true

Conditional Branch
Contairs a sequence of survey items (questions or other control constructs) that are executed when the
specified condition is true

While
Contains a sequence of survey items that are executed as long as the specified condition is true

Until
Contains a sequencesafvey items that are executed until the specified condition is true

Loop

Contains a sequence of survey items that are executed; the loop is specified with an initializer (usually setting
a counter to 0 or 1); a condition which must be true for the sequiéietns to continue executing; and an
expression that is executed at the end of the sequence of items (usually to increment a counter)

Sequence
A sequence of items to be executed; this can be used to group items into logical components, such as screens
for a computeassisted interviewing system

Goto End
An instruction that indicates the survey should end immediately

Load Data
Load data from a specified source (for example, basic respondent information such as hame and address, or
precomputed samplingformation).

Forthcoming: more detailed documentation for these types of survey items

Add Questions
You can add any question defined in your study to your survey instrument.

1. Select the collection of Questions from the dropdown box.

Questions =

[EDIEI Cuestions "l

Figure 68The Question collection selection control

2. Use the mouse to drag the desired question onto the survey designer in the appropriate location.

Edit an element in the Survey Designer
To edit a control construct or question in the survey designer:
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1. Click the expand button of the item.
Q2 W

Were there any additional people staying here
April1, 2010 that you did not include in Question 17

2. A detailed view wil!/l appear at the bottom of
properties

Forthcoming: more detailed documentation on editing elements within the survey designer.

Analyze a Survey Instrument
Forthcoming

Generate a Paper Questionnaire
Colectica is able to generate a paper questionnaire based on your survey design.

To generate a paper questionnaire:

1. Use theProject Navigation bar to navigate to your survey instrument.
2. From thelnstrument ribbon, click th&senerate Paper Fornibutton.
PR | |

Colectica Import  Export  Help  Instrument

Analyze Generate
Instrurment Paper Form

Instrument

3. Using theGenerate Paper Questionnairdialog, choose the file formats, output options, and
output location for your questionnaire.

€= Generate Documentation =

Formats
Generate PDF
[[] Generate RTF
[] Generate X5L-FO

Output Options

Header Text | Sample Documentation |

Footer Text | Sample Documentation |

Output Location
Pleaze choose the location where the documentation should be written,

d:\ColecticaOutput | [:l
/

Generate |[ Cancel |
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Generate Survey Instrument Source Code
This feature is only availaibh Colectica Designer.

Colectica is able to generate source code for several casgigted interviewing systems.

Currently, Colectica supports the following systems:

i Blaise®
1 CASESE
T CSPro

Please contact us if you would like Colectica to sajitibnal systems.
To generate source code for your instrument:

1. Using theProjectNavigation bar, navigate to your survey instrument.
2. From thelnstrument ribbon, click th&enerate Source Codeutton.

?ﬁg
- Froject  Import  Export  Help  Instrument

@
=)=
-l
Analyze  Generate Generate
Instrurment Paper Form Source Code
Instrument

Figure 69The Generate Source Code button

3. IntheGenerate Source Coddialog, choose the system for which you would like to generate
source code, and the disk location to which the source code should be written.

& Generate Source Code =]

Source Code Options

CAlLlanguage |Blaise -

Output Location
Please choose the file where output will be written.

dColecticalutput'EarlyPregnancy.bla |
Generate Cancel

Figure 70The Generate Sotce Code dialog box

4. Press th&eneratebutton. Colectica will generate your source codapandhe location where the
results are stored
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census.q

4@ » If someone who has no permenent place to stay is staying
41‘here on April 1, 2818, count that person. Otherwise, he or
she may be missed in the census.]
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s

g

<3 I
L ST

|
47°502<

A [# Nome: Q2]

49 Were there any additional people staying here

50 4pril 1, 2818 that you did not include in Question 12

2 <1» Children, such &s newborn babies or foster children

3 2> Relatives, such as adult children, cousins, or in-laws
4 <3 Nonrelatives, such as roommztes or live-in baby sitters
5 <4> Pepple staying here temporarily

[ 5> No additional people
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9

8 5Q3<

[# Name: Q3]
Is this house, apartment, or mobile home —

¢<1> Owned by vou or someone in this household with & mortgage or loen? Include home equity loans.
£2> Owned by you or someone in this household free and clear (without a mortgage or loan)?

<3> Rented?
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Figure 71Generated source code
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Chapter 11: Work with Data

In this chapter:

Create Reusable Variabéscriptions
Create Datasets

Compute Descriptive Statistics
Generate Statistical Command Files

=A =4 =4 =

Create Reusable Variable Descriptions
Forthcoming

Create Datasets
Forthcoming

Compute Descriptive Statistics
Forthcoming

Generate Statistical Command Files
Forthcoming
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Chapter 12: Import Data into Colectica

In this chapter:

Import DDI 3

Import DDI 2/Nesstar

Import from Spreadsheets or Delimited Files

Import Blaise®@Survey Instruments

|l mport CASESE Survey Instruments
Import SPSS Files

Import Data Files

=A =4 -4 -4 4 -8

Colectica can impodata from a number of sources.

Import DDI 3

This feature is only available in Colectica Designer. Colectica Express and Colectica Reader use DDI 3 as its
native file format, so an import feature is not needed. To open a DDI 3 file in Colectica Express or Colectica
Reader, simply choose @ygen button from theColecticaribbon.

Colectica is able to import DDI 3.

1. Click thelmport DDI 3 button from thdmport ribbon tab.

?ﬁg
- Project Import  Export  Help ' Instrument

. . —— 4 X 4 X
> <os> &o o

Import DDT Import | Import | Import Import
2/Messtar DDI3 SP55 Blaise(r) CASES

DDI Data Survey Instruments

Figure 72The Import ribbon with the Import DDI 3 button

2. The ImportWizard will open. Click ti@hoosei n p u t bfltior teseléct the file you wish to
import. Click théNext button.
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= Import Wizard

(= =]=]

Import Wizard

To get started, choose the file(s) you would like to impaort.

[Choose input files...] [Clear ﬁle{s]l

Dvworkhcensus2010-ddi3.aml

Figure 73DDI 3 import file selection page

3. Colectica will read the DDI 3 file and show you a summary of itstsonte

= Import Wizard

[ = =]

Import Wizard

Colectica will impert the following items.

Variable Code Set

49 3

Category 5et Resource Package
3 1

Figure 74DDI 3 import summary

4. Click theFinish button.
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5. Colectica will import your data. Depending on the size of the DDI 3 file, this may take a few
minutes.

Import DDI 2/ Nesstar
Colectica is able to import DDI 2 files as produced by Nesstar, a protdadilofwegian Social Science
Data Services.

Importing other types of DDI 2 files may also work, but is not explicitly
tested or supported. Please contact us if you have existing data you would
like to import and we can work with you to support your formats

You can import a DDI 2 file using the Import Wizard.

1. Click thelmport DDI 2/Nesstar button from themport ribbon tab.

?ﬁg
- Project  Import  Export  Help  Instrument

I , = £ 5 £
=ddi= <ddi> L 3] 3 I

Import D01 Import | Import | Import Import
2/Messtar DDI3 P55 Blaise(r) CASES

DDI Data Survey Instruments

Figure 75The Import ribbon with the DDI 2/Nesstar button

2. The Import wizard will open. Click tBdoosei n p ut bfitior t@seléct one or more file you
wish to import. If you select multiple files, they will be merged into a single Colectica study. Click the
Next button.

& Import Wizard [==]=]

Import Wizard

To get started, choose the file(s) you would like to import.

[Chouse input fi\es...] [Clear file(s]]

Divworkimexico-study-ddiz.xml

Figure 76 DDI 2 import file selection page
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3. Colectica will read the DDI 2 files and attempt to discover their language. If you wish to override the
language, do so using I8® languagecolumn. Click th&lext button.

= Import Wizard El@
DDI2 Options
Please choose the language of your DDIZ files.
File ISO Language
Diworkmexico-study-ddi2.xml [ Spanish - ]

Figure 77DDI 2 language selection page

4. Colectica willead your files and show you a summary of the imported contents. Gleok the
button.

= Import Wizard

(s f=](=]

Import Wizard

Colectica will impert the following items,

Variable Code Set

49 3

Category S5et  Resource Package

3 1

Figure 78DDI 2 import summary page
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5.

Click theFinish button.

6. Colectica will import your data. Depending on the size of the DDI 2 filesayhiske a few

minutes.

Import from Spreadsheets or Delimited Files
Colectica can impadtte following types @Xxisting metadata that you may have in spreadsheets or in
delimited text files.

=A =4 -4 -4 4 A

Concepts
Universes
Organizations
Categories
Questions
Variables

The following steps show how to import variables from a delimited file; the steps for other types are similar.

If you are importing from a spreadsheet, first save the file as asEpanated text file (CSV).
From theAdd Variablesdropdown menu on th@olectica ribbon, choose Import froldelimited
File. The Import Wizard will appear.

“I% Add Variables ' =

| &t Create new Variables

= | Import from Delimited File

Choose the type of delimiter and indicate whether the first row of your file has headers. Choose the
file you would like to import. Click the Next button.

<= Import Wizard e r=l

Import Wizard

Choose the import source.

Delimiter |Comma v|

First row has headers

Select the file with the data to import.

| | (]

Cancel | MNext |

4. Colectica wilprovide a list of the columns found in your file. In the first column of the list, indicate

which metadata field to which Elxlctie Nextbutipro ur f
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= Import Wizard o= =]
Import Wizard
Describe how columns will be mapped.
Celumn Rowl Row 2

ItemMName Name Variablel Variable2

Label Label Variable 1 label Variable 2 label

Description Description This variable is a numeric type This variable is a text type

RepresentationType Type Numeric Text

[ Cancel | [ Previous [ MNext |

5. Colectica will summarize the items to be imported. Clickntbl Bitton to add the items to your
project.

= Import Wizard |lo = =]
Import Wizard

Colectica found 4 items. Click Finish to add these to your study.

Cancel | Previous ‘ Finish |

Import Blaise® Survey Instruments
This feature is only available in Colectica Designer.

Colectica can import Blaise® survey instruni@liaise® is a product of Statistics Netherlands.
You can import 8laise® instrument using the Import Wizard.

1. Click thelmport Blaise® button from thdmport ribbon tab.
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: Project  Import  Export  Help  Instrument

H | o o
<ddi>  <ddi> ﬁ% ﬁ:':la

Import OO Import | Import | Import Import
2/Messtar DDOI3 SPSS Blaise(r) CASES

(] Data Survey Instruments

Figure 79The Import ribbon with the Import Blaise® button

2. The Import wizard will open. Click 8eh 0 0 s e i n lputionto $eliedthe *sbé file that
contains your sur v €licktheVestbuttanment 6 s data model

= Import Wizard EI@
Import Wizard

To get started, choose the file(s) you would like to impaort.

[Choose input files...l [Clear ﬁle{s]l

Divwvorkiexamplel.bla

Figure 80Blaise® import file selection page
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3. Colectica will reagbur survey instrument discoverll languages used in theruraent You can
assign the destination and ISO language of each discovered language hyleisidgtthe
Element andISO LanguagecolumnsClick theNext button.

= Import Wizard [a[m][=]

Blaise Options

Calectica discovered the following languages in your Blaise files.
Please cheose how each language will be imported.

Language ID Metadata Element 150 Language

Default Default English (United States)
DEF QuestionText English (United States)
MDD Description English (United States)
HLP Instructions English (United States)
MTH [Intent = I English (United States)

Cancel Mext

Figure 81Blaise® language selection page

4. Colectica will read your files and show you a summary of the imported contents Nelitk the

button.
& Import Wizard |?||E”?l
Import Wizard
Colectica will import the following items.
Question Code Set 1 Resource Package

Category Set Question Set

16 14

Cancel Finish

Figure 82Survey instrument import summary

5. Click theFinish button.
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6. Colectica will import your data. Depending on the simmipinstrumenthis may take a few
minutes.

) I BT OO0 #! 3%3A 3000AU )T 00001 AT OO
This feature is only available in Colectica Designer.

Colectica can import CASES survey instruments. CASES is a product of the -@egigtgiiISurvey
Methods program at the Warsity of California, Berkeley.

You can import £ASESnstrument using the Import Wizard.

1. Click thelmport CASESbutton from thdmport ribbon tab.

?‘ﬁg
- Project  Import  Export  Help ' Instrument

= ¢ 3 4 3
<ddi> <ddi> | ﬁj?j ﬁj:j

Import DOT ImSDrt Import | Import Import
2/Messtar DDI3 SP5S Blaise(r) CASES

DDI Data Survey Instruments

Figure 83The Import ribbon with the Import CASES button

2. The Import wizard will open. Click t8eh 0 0 s e i n lpution to Belett @F&E or *.q file
that contains your survey instrument. CliciNth button.

= Import Wizard E‘@@
Import Wizard

To get started, choose the file(s) you would like to import.

[Choose input fiJes...l [Clear file{s]l

Divwork\census.g

Figure 84 CASES import file selection page
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3. Colectica will read youle and show you a summary of the imported contents. Chkxthe

button.

& Import Wizard

Import Wizard

Question Code Set

76 16

Category 5et Question Set

16 14

Colectica will import the following items.

[=[=]l=]
1 Resource Package

Figure 85Survey instrument import summary

4. Click theFinish button.

5. Colectica will import your data. Depending on the size of your instrument, thiseradew

minutes.

Import SPSS Files

Colectica can import data from SPSS files. SPSS is a product of IBM.

You can import an SPSS file using the Import Wizard.

1. Click thelmport SPSSbutton from thdmport ribbon tab.

—=

<ddi=

<ddi=

< 3 < 3
L IEE L 1B

B
Import DOI Import | Impert | Import Import
2,£\Iesstar DoI 3 SP55 Blaise(r) CASES
DDI Data Survey Instruments

Figure 86 The Import ribbon with the Import SPSSutton

2. The Import wizard will open. ClicktBeh 0 0 s e
Click theNext button.
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- Project Import  Export  Help ' Instrument

i nlpution to Geledt thes SPSS .sav file.



< Import Wizard

Import Wizard

To get started, choose the file(s) you would like to import.

[Chooseinputfiles...| [Clearfile(s]|

Dvtmp\MyData.sav

Cancel | Mesxt |

Figure 87 SPS3mport file selection page

3. Colectica will read yofiles and show you a summary of the imported contents. Chlskkthe
button.

= Import Wizard [==] =]

Import Wizard

Colectica will import the following items.

Variable Code Set

49 3

Category Set  Resource Package

3 1

Cancel | Finish |

Figure 88SPSSmport summary

4. Click theFinish button.
5. Colectica will import your data. Depending on the size ofigtailethis may take a faninutes.

Import Data Files
Colectica can import data from ASCII datasets into your existing datasets.

1. Use theProject Navigation bar to navigate to your dataset.
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2. Choose thémport Data command from th®ata ribbon.

|
: Colectica Import Export  Help  Data

i B O &

Calculate Summary Generate Generate Import
Statistics Source Code | Synthetic Data Data
Commands Source Code Test Import

Figure 89The Data ribbon

3. Specify the type of delimited file ymput wi
button.

= Import Data &3

[] First row has headers

Select the file with the data to import.

| =

Import ][ Cancel ]

Colectica will import your data and add it to the existing dataset.
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Chapter 13: Export from Colectica

In this chapter:

1 Generatdaper Documentation
1 Export DDI 3
1 Export DDI 2

Generate Paper Documentation
Colectica can generate paper documentation for your study.

1. Click theGenerate Documentatiorbutton in theExport ribbon tab.

el T
©

Colectica Import Export  Help

= <ddi>
Generate (Generate
Documentation DOT2

Static Documentation | Standards

Figure 90The Generate Documatation button

2. TheGenerate Documentatiordialog will appear. Choose the formats you would like to generate,
enter any text you would like for the header and footer of each page, and select the location where
the output should be written.

€ Generate Documentation

=

. Formats

Generate PDF
[7] Generate RTF
[7] Generate ¥SL-FO

Output Options

Header Text | Sample Docurnentation |

Footer Text | Sample Docurnentation |

Output Location
Please choose the location where the documentation should be written.

di\ColecticaOutput |
i

[ Generate l[ Cancel l

Figure 91The Generate Documentation dialog

3. Click theGeneratebutton. Colectica will create your documentation.



Paper Documentation Formats

PDF: Portable Document Forma@his can be opened aBynumber ofreeapplications

RTF: Rich TexEormat. This can be opened by Microsoft Word or other word processing applications.

XSL-FO: Extensible Stylesheet Language Formatting ObjactXML format that can be processed by

various third party applications.

Export DDI 3

This feature is only aladilein Colectica DesignéZolectica Express uses DDI 3 as its native file format. To
export DDI 3 from Colectica Express, simply save a file; the generated XML is the DDI 3.

Colecticdesignercan export your projettt DDI 3 format

1. Click theGenerateDDI 3.1 button in theExport ribbon tab.

L
_./l Project Import  Export  Help
cddi>  <ddi> :

Generate
Documentation

Static Documentation

Generate Generate
DDI31 DDI2

Standards

Figure 92The Export ribbon with the Generate DDI 3.1button

2. Using thesave Adlialog, select the file where you would like to save the DDI 3.1.

& Save As

=

. v Computer » Local Disk (D:) » work ~ | ++ @ Search work

Organize * New folder

>

2 RecentPlaces Mame Date modified Type

=] census2010-ddi3.xml XML Document

2] mexico-study-ddiZ.xml

4/21/2010 4:22 PM

Librari
LS 3/5/2010 1:43 PM

3 Docurments
rJ’- Music
| Pictures

E Videos

#ML Document

m

#d Homegroup

18 Computer
£, Local Disk (C)
a Local Disk (Dx)
a Local Disk (Q:)

SR T I——— 2N

File name: census2010-ddid.xml

164 KB

3,182 KB

0
®

Save as type: | XML Files (*xml)

“ Hide Folders Save

Cancel

Figure 93The Save As dialog
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3. Colectica will create your file.

<1l:CategoryScheme id="661218e5-aebl-49%@8-9a15-318608bF2694" version="4.8.8" versionDate="2018-83-17T87:52:34" agency="coleci
<r:VersionRationale xml:lang="en-US"»Publishing study</r:VersionRationale>
¢1:CategorySchemeName xml:lang="en-US">House Ownership</l:CategorySchemslame:
«1l:Category id="61428675-ddb2-4fbc-ad47-4cb@77aaed4@7" version="18.@.80" versicnDate="2010-83-26T@3:84:58" missing="false">»

xml

xml:

:UserID type="11179-IRDI">»colectica.com:&1428675-ddb2-4Fbc-8d47-4cb@77aaedd7 1 18</riUserID>
:VersionRationale xml:lang="en-US">Publishing study</r:VersionRationale>

xml:
xml:
wmlt

lang="en-U5">0wned by you or someone in this household with & mortgage or loen? Include home equity loans.<
lang="sg"»Eshté né pronésiné tusj apo té ndonjg banori tjetér t& késaj shtépie me geranci hipotekare apo hu
lang="es":Propiedad suys o de alguien en este hogar con una hipoteca o préstamo? Incluya los préstamos sobr

rlang="sw">*Unaimiliki au mtu mwingine katika nyumba hii kwa malipo benki au mkopo? Jumuisha mikopo ya hisa 3
xml:
wmlt

lang="fr"Mumérolnt-ils &té achetés & crédit par vous ou quelgu’un de vokre foyer ¥ Incluez les préts sur ]
lang="de"»gehdrt Ihnen oder einer Person in diesem Haushalt mit einer Hypothek oder einem Darlehen?Das umf:

lang="zh-CHS">BTEHEEFHETAE (FEEEREFHERSEER </r:label>

«l:Category id="ele358d6-132b-4a74-b3b8-4f6b39fabIel” version="17.@.8" versicnDate="2010-83-26T@3:@4:58" missing="false">»
UserID type="11179-IRDI">colectica.com:ele35@d6-132b-4a74-b3bB-4Ff603%Fab9el:17</r:UserID>
VerszionRaticnale xml:lang="en-US">Publishing study</r:VersionRationale>

xml:
xml:

xml

census.xml
1841
1842
18432
1844
1845 <r:
1846 Lre
1847 <r:Label
1848 <r:lLabel
1849 <r:Label
1858 <r:Label
1851 <r:label
1852 <r:Label
1853 <r:Label
1854 </liCategorys>
1855
1856 <r:
1857 <re
1858 <r:Label
1859 <r:lLabel
1868 <r:Label
1861 <r:Label
1862 <r:label
1863 <r:lLabel
1864

<r:

Label

Export DDI 2

Colectica can export your project to DDI 2 format.

lang="en-U5">0wned by you or someone in this household free and clear (without a mortgage or loan)?</r:labe

:lang="sq">Eshtd né prongsiné tusi apo t& ndonj& banori tjetér t& k&sai sht@pie pa gsranci (hipotekare apo b
xml:lang="es"*Propiedad suys o de alguien en este hogar libre y sin dewds (sin una hipoteca o préstamo)?</r:lat
rlang="sw">Unaimiliki su mtu mwingine katika kaya nyumba hii bils ve& mkopo?</r:lLabel»

xml:
xml:
xml:

leng="fr"»0nt-ils &été achetés sans crédit par vous ou quelgu’un de votre foyer 2</r:label:
lang="de"»gehdrt Ihnen oder einer Person in diesem Haushslt ohne jegliche Belastumg {ohne Hypothek oder Dar

lang="zh-CHs">ETERTEFCHETHE, BEEARS (TERREDT) </rilabel>

Figure 94A DDI 3.1 file generated byColectica

1. Click theGenerateDDI 2 button in theExport ribbon tab.

[ .
L=
i

Project Import  Export | Help
<ddi= zddi= u
Generate Generate Generate

DoI3.1 DoI12
Standards

Documentation
Static Documentation

Figure 95The Export ribbon with the Generate DDI2 button

2. Using thesave Adlialog, select the file where you would like to save th2 DDI

S Save s

—
 Computer » Local Dk 0) » work

Organize v

(I3
2]

~ | 4 ) Search work

New folder =

1 Recent Places Name Date modified

2] census2010-dd3aml
= mexico-study-ddi2.xml

42

164 KB

Libraries
- 3182K8

9 Documents
& Music -
S Picures

H videos
& Homegroup

18 Computer
& Local Disk (C)
s Local Disk (0:)
ca LocalDisk @)

File name:  census2010-ddi3xml -

Save astype: (XML Files () x

 Hide Folders

Figure 96 The Save As dialog

3. Colectica will create your file.
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Chapter 14: Search Repositories

The Repository Search view is only available in Colectica Designer.
In this chapter:

1 Search Repository ltems
1 Checkout an Item from the Repository

Colectica Designer includes a {witepository that allows you to work with studies on yoairdomputer.

You can also configure Colectica Designer to work with one or more remote installations of Colectica
Repository. Working with remote repositories allows you to collaborate with multiple people and to publish
documentation to the web.

Search Repository Items
Colectica allows you to search for items located in a repository.

Location: Choose whether to find items in your local repository, remote repositories, or both.
Types. Choose which types of items to search.
Text: Find items containing theesified text

Repository Search « | To find repository items:

Location [Remote v|

1.1 n the Repository Browserds navi
Types  [Projec | of your search and press Searchbutton.
| joll \ 2. Colectica will search your repositories and display the results in

the results list.

3. Select an item frothe results list and Colectica will display the

Blaise Import Sample .
contents of the item.

Commute Imported-11/16/2010...
Eddi Demo
hDevelopersDevelopersDevelop...
Imported-11/16,/2010 G:06:45 PM 1
ImportTest

PostTurkeyTest
TurkeyConflictTester
TurkeyTest2

TurkeyTest

ﬂl Project

Repository Search

Checkouts

Figure 97 Search form in the repository
search view
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Check out an Item from the Repository
Checking out an item downloads the item and all its depentiepoigsocal system. You can then edit the
item and keep it synchronized with the remote repository.

Repository Search «
P +d hDevelopersDevelopersDevelopers Agency colectica.com  Revision 4
Location_|Remote -| - Updated 2010-12-06 11:07 View DD
Types [Project l
£ Search » | % This item is located on a remote repository and cannot be edited.

| Search I
Metadata Citation

Blaise Import Sample -

Commute Imported-11/16/2010... Title | hDevelopersDevelopersDevelopers en-Us..,

en-US..

Eddi Demo
Sub Title |

hDevelopersDevelopersDevelop...

| En-US...|
T 1

Imported-11/16/2010 6:06:46 PM Alternate Title
ImportTest

Creator en-US...
PostTurkeyTest

Figure 98The results view with a selected item, displaying the content
To check out an item:

1. Find an item using thRepository Searchbar.
2. Select the item.
3. Pressth€heckoutbutt on on the banner at the top of the

The full contents of the item will be downloaded from the repository and the item will be added to your
checkouts list. Colectica will automaticalilyadetand display the item.
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Chapter 15: Synchronize with a Remote Repository

Synchronizing with a remote repository is only available in Colectica Designer.

In this chapter:

Overview

Configure a New Repository
Create a New Checkout
Checkouts View

View and Select Checits
Activate a Checkout
Synchronize a Checkout
Tag a Checkout

= =4 =4 -4 4 -4 - 4

Overview

Colectica Designer allows you to synchronize your work with Colectica Repository. This allows you to
collaborate with multiple people while working on the same project. Colectiaticalitotakes care of
tracking versions and helps you resolve conflicts.

When working with a repository, the main unit being managed is referrecheckswt While this
managed item will usually derajector aStudy, it can actually be any type you would like.

Checkouts can be synchronized with the server. You can update a checkout to pull any changes made by
other users, or you can perform a full synchronization to submit your own changes to the repository.

Configure a New Repository
Before synchronizing with a remote repository, the repository must be configured in Colectica Designer.

From themain menu, chooséManage Repositorieé
Click the Add buttor )

Enter the URL, user name, and password as provided bgpasitory administrator.
Click theSavebutton.

PN
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g

& Manage Repositories

o= URL | opendata.colectica.com |
| . User Name :
ocpendata.colectica.com guest
Pazsword | sanne |

A

Agency Identifier: colectica.com

Figure 99The Manage Repositories dialog window

Create a New Checkout
To create a new checkout:

4. From theProjectribbon tab, choose Create a Checkout.
5. IntheCreate New Checkoutialog, choose the type of item you would like to manage and enter a

name for the item.
6. Colectica will create your checkout and it will open automatically.

Note: Colectica does not automatically synchronize your checkout with the
repository after it is initally created.

Checkouts View
The Checkouts View lets you manage your checkouEstd@@kReference source not foundpageError!
Bookmark not defined) for an introduction to Checkouts.
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&= Colectica Designer E@

_./ Project  Import Export Help = Checkout

b :ﬁf
= :
e/ '— e 2

Createa | Activate | Update Synchronize | Tag

Checkout

Create Project Repository
Checkouts « ) _ ) )
Demonstration Project Agency midus.wiscedu Revision 1
Demonstration Project
1 Last Updated 2010-12-16 06:29 T Revision History

Developers2

Metacdata Citation

DevelopersDevelopersDevelopers

Eddi Demo
Title Demonstration Project en-US...|
Imported-12/14/2010 10:55:06 AM
Sub Title ‘ en-US..
Alternate Title ‘ en-US..
Creator ‘ en-lUS
Publisher ‘ en-US..
Contributor ‘ en-US..

Publication Date Select a date

,,,,, Identifier ‘ en-Us...
ﬂl Project :
Repository Search Copyright ‘ en-US...
Checkouts

Figure 100The full Checkouts view

Project Import Export Help  Checkout

[T

H 2 G &

Createa | Activate | Update Synchronize | Tag
Checkout

Create Project Repository

Figure 101The Checkouts ribbon

View and Select Checkouts
Colectica displays a list of all your checkouts i
is indicated by its icon. Sdanaged Item Typgsaged) for details.

To view a checkout, simply select the checkout from the checkouts list. The item will be displayed in the main
content area.

Activate a Checkout
An active checkout provides extended navigation functionality and displays extended details compared to
what appears in the Checkouts View. These details can be found in the Project View.
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Checkouts of the following types can be activated.

| Project

@ Study

H Resource Package

To activate a checkout:

1. Select the checkout in the Checkouts View.
2. Press théctivate button on theCheckoutsribbon tab.

The checkout will be activated and the Project view will automatically be displayed.

Synchronize a Checkout

Synchronize a Checkout
1. Select the checkout you wish to synchronize.
2. Click theSynchronizebutton on the Checkout ribbon. T&gnchronization Wizardwill appear
and will check for changes to your items.

& Synchronize = (@ [=

Update

Colectica is updating your items from the server.
“
e

Updating

Finding working set.

3. If any changes are found on the remotesitepy that you have not yet downloaded, the wizard will

show you the changes.

If any conflicts are present, resolve the conflicts (see Resolve Conflicts below).

5. Enter a commit message and click\idet button This message will be recorded as part of the
change log.

B

90



= Synchronize ===

Commit Options

Log Message

I made some changes..

en-Us...

[ Cancel H Previous [ Mext

6. Colectica will perform the synchronization.

& Synchronize o | B ER

Synchronization Complete
Your items are now synchronized with the server,

0 items updated from the server.

0 items added locally since last synchronization.
0 conflicted items.

5 items committed to the server.

Click Finish to close the synchronization wizard,

Finish |

View Changes
While viewing incoming changes, you can view what has changed compared to your own copy.

1. Right click an item.
2. Choose th&how Differencescommand from the context menu.

Colectica wikhow theDifference Viewerwindow outlining what changes have been made.

Resolve Conflicts

If you have made changes to items that somebody else has already made changes to and committed to the
remote repository, those items will be in conflict. If ctméire present, the synchronization wizard will

display the items that are in a conflicted state.

To view the difference between your version and
the View Changes section above.

To resolve a colit:
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1. Right click a conflicted item.
2. Choose either tHdse Mine or Replace with latest from servemenu item, depending on whether
you want to use your copy or the remote copy.

Tag a Checkout
A specific version of a checkout can be tagged ustrdefined state. Tags can be used to implement
organizational workflows or business process models.

Examples of states might inclievelopmdrestor Production
To tag a checkout:

1. Select the checkout in the Checkouts View.
2. Press th@ag button on theCheckoutsribbon tab.
3. Inthe Tag dialog, enter the tag and press OK.

The tag will be assigned to the item.

= Colectica A

Please choose a tag for this version,
Production A

QK | [ Cancel

Figure 102The Tag dialog allows you to tag a checkout with a specific tag or state.
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Chapter 16: DDI 3 Helper Features

In this chapter:

T XML View
M1 View DDI 3
i Validate DDI 3

XML View

The XML View is only available in Colectica Reader and Colectica Express.

XML Display
The main display of XML view shows the XML of the currently open file. The XML view provides syntax
highlighting and hierarchical element folding.

XML Navigation

Advanced XML navigation features will ke available in a future version
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