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Chapter 1:  Metadata Driven Survey Design  

Introduction  
In current survey practice, the creation of a data collection instrument involves 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 

instrument. 

The Colectica platform enables an alternative approach to survey development. Metadata-driven survey 

design means that the actions taken to define a survey are the same actions that create the survey instrument. 

Using a metadata-driven approach to survey design provides several benefits, including: 

¶ Less redundant work 

¶ Better, easier data documentation 

¶ Reusability of key survey components 

¶ Increased data harmonization potential 

¶ Greater research integrity 

Metadata in Survey Design 
At the core of a survey, of course, are the questions. 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. 

Possibilities 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 the concept behind 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 users of the collected data will have 

a full understanding of the researcherõs methodology. 

Once questions are defined, the survey designer can create the flow of a survey. A surveyõs flow could be as 

simple as a series of questions in a particular order.  

Many surveys 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 questions may be asked of respondents who provide a particular 

response to a question.  

A computer-assisted instrument might also have specialized actions, such as computing dynamic text values 

or starting a voice recorder at certain times. 

In current practice, a researcher may specify all this information in text files, Microsoft Word documents, or 

hand-drawn flowcharts. These design documents are rarely published. By following a metadata-driven 
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approach to survey design, researchers can ensure that the metadata created during this 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 3, researchers 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 the metadata in a structured way. Although at first the software may 

not be familiar to researchers, its use can facilitate survey development since it provides standard fields for 

the required elements, and can quickly point out missing information and conflicts.  

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. This is labor-intensive and error-prone. 

A metadata-driven 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 with less effort than traditional methods allow. 

Colecticaõs DDI 3 based model holds enough information to automatically generate a survey instrument in 

several forms: source code for computer-assisted interviewing systems such as Blaise ®, CASES, CSPro, or 

DatStat®; 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 metadata-driven approach to survey design also increases the 

quality of a projectõs data documentation. Instead of the documentation process being a separate step of the 

data collection phase of a project, it is a byproduct of the design process itself.  

Software that generates publishable documentation 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 data by researchers who were not involved in 

the studyõs design.  

By using a metadata-driven approach to survey design, the documentation work is done at a projectõs outset. 

This is the point when it is likely to be most accurate. 

Enabling Data Harmonization  
Colectica stores its structured 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 a set of questions asking about a respondentõs socioeconomic status 

and stores these questions in a repository, another researcher creating a survey can simply search for existing 

questions about the topic and include those same questions in her own study. This workflow results in a 

question 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 repository-based software tool stores questions in a repository, he stores all other elements of a 

surveyõs specification: classification schemes, concepts, universe definitions, survey instruments, and other 

metadata.  

By storing these elements as identifiable, versionable, reusable objects, the potential for cross-study data 

harmonization is greatly increased. For example, researchers can quickly find all questions in a repository that 

are related to the òsocioeconomic statusó concept.  

For a given question, researchers can find all surveys that include 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 Repository can be configured so they 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 researcherõs content agree to certain terms. For example, a researcher may wish 

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 data, 

validation is often impossible because the original statistical code and relevant documentation are not 

available. 

A metadata-driven approach to survey design, documentation, and analysis can prevent this problem. 

In the same way that metadata elements related 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. 

This full view of a datasetõs life cycle greatly increases the likelihood that a study will be independently 

verified. This is the key to rigorous, data-based research. 

Conclusion 
A metadata-driven approach to survey design can lead to better data documentation with less duplicated work  

The DDI standard provides a framework for this metadata-driven workflow. With DDI-based metadata 

repositories, researchers can reuse metadata elements and create harmonized questionnaires and datasets. 

By disseminating data along with documentation that covers the entire life cycle of a study, researchers can 

allow their findings to be validated. 
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Chapter 2:  Managing Projects with Colectica  

Managed Item Types 

Projects 

 Item Type Description 

 

Project A group of related studies and resources 

 
Study A data-centric study 

 

Resource Package A collection of reusable metadata definitions 

 

General and Conceptual Information  

 Item Type Description 

 
Concept Describe the basic ideas being explored by a study 

 
Concept Set A set of related concepts 

 
Universe Describes the population being studied 

 
Universe Set A set of related universes 

 
Organization An institution, company, or other organization 

 
Organization Set A set of related organizations 

Classifications 

 Item Type Description 

 Category Generic term for items at any level within a classification 

 
Category Set A set of related categories 

 Code Associates a numeric or alphanumeric value with a category 

 
Code Set A set of related codes 
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Data Collection 

 Item Type Description 

 
Question A question that is asked to a survey respondent 

 
Question Set A set of related questions 

 

Sequence A reusable sequence of questions and control constructs 

 
Instrument A questionnaire 

 

Data 

 Item Type Description 

 
Variable A reusable, logical description of a column of data 

 

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: more information 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 well-organized documentation. Sharing concepts among multiple studies enables quick, 

painless data harmonization. 

Classifications  
Colectica allows you to manage two types of classifications: category schemes and code schemes.  

A category is 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 code associates a value with a category. The value is often numeric, but could be any string. A code 

scheme allows a collection of codes to be specified in either a flat or hierarchical 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 assign different values to the same categories. 

Value Category 

M Male 

F Female 

 

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

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

Data 
Forthcoming: more detailed information about the way Colectica manages datasets. 

Agencies 
An agency is the organization responsible for a study or a set of metadata elements. 
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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 V V V 

Multilevel metadata 
validation V V V 

Create and edit study 
metadata 

 V V 

Create and edit dataset 
metadata 

 V V 

Questionnaire designer  V V 

Import from DDI 2/Nesstar   V V 

Import from SPSS  V V 

Generate statistical source 
code 

 V V 

Generate publishable 
documentation (PDF, RTF) 

 V V 

Import from Blaise® and 
CASES 

  V 

Generate computer assisted 
interviewing system source 
code 

  V 

Browse contents of Colectica 
Repository 

  V 

Synchronize with Colectica 
Repository 

  V 

Publish to Colectica 
Repository 

  V 

Table 1: Desktop applications 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 as Colectica Designer and Colectica Web interact with Colectica Repository using 

standard communications protocols. Although Colectica Repository is not accessed directly by end-users, it is 

the backbone of the Colectica platform.  

¶ DDI -based server for metadata storage and versioning  

¶ Authoritative source for one or more DDI agencies  

¶ Enables collaborative workflows  

¶ Manage metadata in multiple languages  

¶ Secure, role-based authorization system  

¶ ISO 11179 compliant  

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 and discovery  

¶ Search and browse contents of Colectica Repository  

¶ Publishes linked data and RDFa metadata  

¶ Provides metadata-rich home pages for agencies and studies  

¶ Comment on, rate, and share metadata items  

Colectica Resolver 
Colectica DDI Resolver is a DNS-based resolution service for DDI 3 agency identifiers and related metadata. 

¶ DDI agency resolution  

¶ Metadata resolution  

¶ Powered by DNS Max, a managed DNS service with over 10 years of high availability operations  

An agency is an organization responsible for maintaining data or metadata. The Colectica DDI Resolver 

enables discovery of data-related services provided by an agency, including: 

¶ Location of the Colectica Repository instance containing the agencyõs information 

¶ Location of other repositories containing the agencyõs information 

¶ Location of the agencyõs web site 

Colectica Resolver is a free service. 

For more detailed information and to use Colectica Resolver, visit resolver.colectica.com. 

  

http://www.colectica.com/products/designer
http://www.colectica.com/products/web
http://resolver.colectica.com/
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Part 2:  Colectica Desktop 

Applications  

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

a comparison of these applications, see Table 1: Desktop applications comparison. 
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Chapter 4:  Install ation  

Installation Steps  
Follow these steps to install Colectica Reader, Colectica Express, or Colectica Designer. 

1. Locate the setup file. This will be named one of the following: 

a. ColecticaReaderSetup-3.0.####.exe  

b. ColecticaExpressSetup-3.0.####.exe 

c. ColecticaDesignerSetup-3.0.####.exe  

(where #### is filled in with a specific version number). 

2. Execute the setup program and follow the on-screen instructions. On Windows Vista and Windows 

7 you will need to run the setup program as a user with Administrative privileges. 

Installation Screens  
 

 

Figure 1 Installer Screen 1: Welcome 
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Figure 2 Installer Screen 2: License agreement 

 

Figure 3 Installer Screen 3: Choose shortcuts 
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Figure 4 Installer Screen 4: Ready to Install 

 

 

Figure 5 Installer Screen 5: Installation progress 
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Figure 6 Installer Screen 6: Installation complete 

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

Dependencies 
Colectica desktop applications depends on the .NET Framework 4.0. If .NET Framework 4.0 is not installed 

on your system, the Colectica setup program will notify you and exit. 

You can download .NET Framework 4.0 from  

http://www.microsoft.com/net/download.aspx





 
 

 
 

Chapter 5:  Getting Started  
In this chapter: 

¶ Introduction 

¶ The Ribbon 

¶ The Navigation Bar 

¶ Manage Multiple Languages 

¶ Spell Checking 

¶ Save Items 

¶ Synchronize with a Repository 

¶ Specify your Agency 

¶ View Revision Information 

¶ View Differences between Revisions 

¶ Send Feedback 

Introduction  
Colectica allows you to create, manage, view, and publish all the elements of your study.  

This section describes the basics of the Colectica desktop applications user interfaces. Although Colectica 

Reader, Colectica Express, and Colectica Designer offer somewhat different feature sets, the user interface 

style is common among them.  

For instructions on how to manage particular study elements and how to perform certain tasks, 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 under tabs. To reduce clutter, some tabs are shown only when needed. 

 

Figure 7 The ribbon as it appears in Colectica Express 

Minimize the Ribbon  

1. Click the Quick Toolbar dropdown. 
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2. In the list of menu items, click Minimize 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. 

 

Figure 8 The ribbon while minimized 

Restore the Ribbon 
1. Click the Quick Toolbar dropdown. 

 
 

2. In the list of menu items, uncheck Minimize the Ribbon. 

Ribbon Tabs 

The Colectica tab holds commands that allow you to save items, create new items, and specify the currently 

displayed metadata and source code languages. 

 

The Import tab contains commands to import data from various sources. 

 

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

study. 
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The Help tab has links to online help resources. 

 

 

The Navigation Bar 
The navigation bar is the column on the left hand side of the Colectica 

window. It is designed to help you find the metadata elements you want to 

view and edit. 

The navigation pane is broken into several sections depending on which 

Colectica desktop application you are using. 

The contents displayed in the navigation bar vary depending on which pane 

is currently active. 

 

 

 

 

 

 

 

 

 

 

 

  

Figure 9 The Navigation bar with the 

Project pane activated 
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Manage Multiple Languages  
Most text fields in Colectica Designer allow you to enter text in multiple languages. 

The active language is identified by the language button found on the right side of a text box. 

 

Figure 10 A multi -lingual text field 

Choose Available Metadata Languages 

1. From the main menu, choose Manage Languagesé 

2. In the dialog window that appears, move languages to and from the Project Languages list; move 

languages either by selecting the language and clicking the appropriate arrow button, or by clicking 

and dragging a language from one list to the other. 

 

Figure 11 The Manage Languages dialog window 

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

¶ Choose the language from the dropdown list in Languages section of the ribbonõs Study tab. 
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Figure 12 Language 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. 

View all Translations of a Text Field  
Colectica can show you a preview of the different translations of a text field. 

¶ Hover the mouse cursor over the language button to show a tooltip previewing translations of the 

text field. 

 

Figure 13 A tooltip showing translation previews 

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

 

Figure 14 The translation window for a single text field 

Spell Checking 
For English language text, Colectica Designer automatically provides spell checking. 

 

Figure 15 Automatic 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. 

¶ To correct a misspelled word with a suggestion, right click the word. Choose the 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. 

¶ Right click the word and choose Add to Dictionary from the context menu. 
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Colectica Designer will provide spell checking for additional languages in future versions. 

Save Items 
To save the items you are editing, simply choose the Save button on the Colectica ribbon or on the quick 

access toolbar. 

 

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

Specify your Agency 
All items managed by Colectica have an authoritative agency, identified by an agency identifier. This agency 

is responsible for keeping the official representation of a project, study, or any other managed item. 

You may register for an agency identifier with the DDI Alliance at http://www.ddialliance.org/.  

If you prefer to delegate your own authoritative agency or if you do not know your agency identifier, you can 

make one up or use your existing domain name. 

You can specify your agency identifier in Colectica. 

1. From the main menu, choose Manage Repositoriesé 

2. In the Agency Identifier text field, enter your agency identifier as provided by your Colectica 

administrator; if you do not have an agency identifier, feel free to leave it with its default value. 

3. Click the Save button. 

View Revision Information  
When working with a repository, Colectica automatically tracks all revisions that you and others synchronize 

with the repository. You can view the full revision history of any item. 

¶ Click the Revision History button that appears near the top of any itemõs form 
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Figure 17 The 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 when saving the changes. 

Future versions of Colectica Designer will allow you to revert to 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 the Compare Versions command. 

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 the Colectica menu, click the Send Feedback button. 

2. Fill out the contact form and click the Send button. 
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Figure 18 The Send Feedback window 

Donõt be shy about sharing your feedback. We appreciate hearing from you! 

Include System Information with your Feedback  

Colectica 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. 

¶ To include log files and system information, check the Include log file or Include system 

configuration information checkboxes as desired.  

¶ To view the information that is to be sent, click the View link next to the corresponding item. 
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Chapter 6:  Create Projects and Studies 
In this chapter: 

¶ Overview 

¶ Create a New Project in Colectica Express 

¶ Create a New Project in Colectica Designer 

¶ Create a New Study 

Overview  
A Colectica project contains one or more studies and one or more resource packages. 

Create a New Project in Colectica Express 
To create a new project in Colectica Express, simply choose the New File button on the Colectica ribbon. 

Your project will be created. 

 

Figure 19 The New File button on the Colectica ribbon 

Create a New Project in Colectica Designer  
In Colectica Designer, a project is created as a checkout. Checkouts are items that can be synchronized with a 

remote repository. See Synchronize with a Remote Repository ð Overview (page 87) for details on managing 

checkouts with Colectica Designer. 

To create a new project as a checkout: 

1. From the Project ribbon tab, choose Create a Checkout. 

2. In the Create New Checkout dialog, choose Project as 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 is initially created.  

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

1. Click the Add a Study button in the Colectica ribbon. 
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Figure 20 The Add a Study button on the Colectica ribbon 

2. Enter a name for your new study and click the Create button. 

 

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

¶ Navigate to a Study 

¶ Edit a Studyõs Description 

¶ Describe the Funding Sources of a Study 

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

¶ Edit a Studyõs Citation 

Navigate to a Study 
To navigate among the different elements of a project, use the Project Navigation bar on the left side of the 

window to select a Study. 

 

Figure 22 The Project navigation bar with a Study selected 

Edit a StudyȭÓ Description  
To edit general information about a study, choose the Study Description tab of the Study view. 

The Study Description view allows you to edit several elements. 
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Figure 23 The 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 the primary study 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 or other elements that are the object of research 

and to which any analytic results refer. Age, 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, veteran status, criminal 

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 element (hypothetical 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 study, simply 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. 

The Funding Source view allows you to edit several elements. 

 

Figure 24 The 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 actions of the 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 topics, time periods, and geographical areas a study covers, choose the Coverage tab in the 

Study view. 

The Coverage view allows you to edit several elements. 

 

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

Edit the StudyȭÓ Citation  
To edit a study citation, choose the Citation tab in the Study view. 
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The Citation view allows you to edit several elements. 

 

Figure 25 The Citation view 

Title  

DDI The full, authoritative title. 

Sub Title 

DDI Secondary or explanatory title. 

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 substantive and intellectual content 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 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 Citation view 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. 

 

Title  

DDI The full, authoritative 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 substantive and intellectual content 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 primary creator given 

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: 

¶ Create and Manage Concepts 

¶ Create and Manage Universes 

¶ 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 well-organized documentation. Sharing concepts among multiple studies enables quick, 

painless data harmonization. 

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

1. Click the Add Concepts button on the Colectica tab of the ribbon. 

 

Figure 26 The Add Concepts button 

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

 

Figure 27 The 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 the Add Concepts button on the Study tab of the ribbon. 
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Figure 28 The Add Concepts dropdown 

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

 

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

3. Select the item and click the Add button. 

Add and Remove individual Concepts 
To add a concept: 

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

To remove a concept: 

¶ To remove a concept, right click the concept and choose Remove Item from the conceptõs context 

menu. 
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Edit a Concept 

 

Figure 30 A list of concepts 

To edit a concept: 

1. Use the Project Navigator to navigate to the projectõs Concepts. 

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

3. Use the concept list to edit a conceptõs name, label, or description. Alternatively, select a concept and 

use the Concept view to edit a conceptõs details. 

The Concept view allows you to edit several elements. 

 

Figure 31 The 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 resources identified by a URL.  

Colectica currently supports the following mappings: 

¶ OpenCyc 

¶ Umbel 

¶ DBPedia 

¶ WordNet 2.0 

¶ Wikipedia 

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

The following relationship types are supported: 

¶ Subclass of 

¶ Superclass of 

¶ Type of 

Create and Manage Universes 

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

1. Click the Add Universes button on the Colectica tab of the ribbon. 

 

Figure 32 The Add Universes button 

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



42 
 

 

Figure 33 The 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 the Add Universes button on the Colectica tab of the ribbon. 

 

Figure 34 The Add Universes dropdown button 

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

 

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

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

 

To add a universe: 

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

To remove a universe: 

¶ To remove a universe, right click the universe and choose Remove Item from the universeõs context 

menu. 

Edit a Universe 
To edit a universe: 

1. Use the Project Navigator to navigate to the studyõs Universes. 

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

3. Use the universe list to edit a universeõs name, label, or description. Alternatively, select a universe 

and use the Universe view to edit the details of the universe. 

The Universe view allows you to edit several elements. 

 

Figure 36 The Universe view 

Name 
A name for the universe 

Label 
A display label for the universe 

Description  
A human-readable 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 the Add Organizations button on the Colectica tab of the ribbon. 

 

Figure 37 The Add Organizations button on the Study ribbon 

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

 

Figure 38 The Create Organization 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 the Add Organizations button on the Colectica tab of the 

ribbon. 

 

Figure 39 The Add Organizations dropdown button 

2. Use the Item Finder dialog to locate the collection of organizations you wish to add to your study. 
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Figure 40 The Item Finder dialog being used to search for organization collections 

3. Select the item and click the Add button. 

Add and Remove Individual Organizations  

 

To add an organization: 

¶ To add an organization, simply begin typing the name or label of your new organization in the 

Organization List. 

To remove an organization: 

¶ To remove an organization, right click the organization and choose Remove Item from the 

organizationõs context menu. 

Edit an Organization  
To edit an organization: 

1. Use the Project Navigator to navigate to the studyõs Organizations. 

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

3. Use the organization list to edit an organizationõs name and description. Alternatively, select an 

organization and use the Organization view to edit the details of the organization. 
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The Organization view allows you to edit several elements. 

 

Figure 41 The 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 comma-separated list of keywords used to classify the organization or its activities 

Image URL 
The URL of an image of the organizationõs logo 
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Chapter 9:  Manage Classifications  
In this chapter: 

¶ Classifications in Colectica 

¶ Create and Manage Category Schemes 

¶ Create and Manage Code Schemes 

¶ Generate a Code Scheme from a Category Scheme 

Classifications in Colectica  
Colectica allows you to manage two types of classifications: category schemes and code schemes.  

A category is 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 code associates a value with a category. The value is often numeric, but could be any string. A code 

scheme allows a collection of codes to be specified in either a flat or hierarchical 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: 

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 a classification 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 your study: 

1. Click the Add Categories button on the Colectica tab of the ribbon. 
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Figure 42 The Add Categories button on the Study ribbon 

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

 

Figure 43 The 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 the Add Categories button on the Colectica tab of the ribbon. 

 

Figure 44 The Add Categories dropdown button 

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

 

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

 

Figure 46 A projectõs category schemes 

 

Add and Remove Individual Categories 
To add a category: 

¶ To add a category, simply begin typing the display label of your new category in the category list. 

To remove a category: 

¶ To remove a category, right click the category and choose Remove Item from the categoryõs context 

menu. 

Edit a Category 
To edit a category: 

1. Use the Project Navigator to navigate to the studyõs Categories. 

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

3. Use the category list to edit a categoryõs label and description.  

The category list view allows you to edit several elements. 
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Figure 47 The Category view 

Display Label  

DDI A display label for the category 

Description  

DDI Description or 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 the Add Codes button on the Colectica tab of the ribbon. 

 

Figure 48 The Add Codes button 

2. In the dialog window that follows, enter a name for your new code scheme. 
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Figure 49 The 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 dropdown arrow next to the Add Codes button on the Colectica tab of the ribbon. 

 

Figure 50 The Add Codes dropdown button 

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

 

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

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

To add a code, you must choose an existing category scheme that contains the categories to which the codeõs 

value will correspond. 

1. From the Codes ribbon tab, click the Add a Category Scheme or Add Individual Categories 

button. 

 

Figure 52 The Add Categories button 

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

 

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

3. Select the item and click the Add button. 

To remove a code: 

¶ To remove a code, right click the code and choose Remove Item from the context menu. 
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Edit a Code Schemeȭs Values and Hierarchy 

 

Figure 54 A code scheme 

To edit a code value: 

¶ 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, choose Move 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 scheme, and then to automatically 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. In the Categories ribbon tab, click the Create Corresponding Code Scheme button. Colectica will 

automatically create a code scheme and assign default values for each category. 
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Figure 55 The Categories ribbon tab 

3. Edit the values and hierarchy as desired. 





 
 

 
 

Chapter 10:  Design Questionnaire s 
Inside this chapter 

¶ Create and Manage Survey Questions 

¶ Create and Manage Reusable Sequences 

¶ Create and Manage Survey Instruments 

¶ Design a Survey Instrument 

¶ Analyze a Survey Instrument 

¶ Generate a Paper Questionnaire 

¶ Generate Survey Instrument Source Code 

Create and Manage Survey Questions 

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

1. Click the Add Questions button on the Colectica tab of the ribbon. 

 

Figure 56 The Add Questions button on the Study ribbon 

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

 

Figure 57 The 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 Questions that already exists: 

1. Click the dropdown arrow next to the Add Questions button on the Colectica tab of the ribbon. 
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Figure 58 The Add Questions dropdown button 

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

 

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

3. Select the item and click the Add button. 

 

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

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

Question List. 

To remove a Question: 

¶ To remove a Question, right click the Question and choose Remove Item from the Questionõs 

context menu. 

Edit a Question 
To edit a Question: 

1. Use the Study Navigator to navigate to the studyõs Questions. 

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

3. Use the Question list to edit a Questionõs name, label, or description. Alternatively, select a Question 

and use the Question view to edit the details of the Question. 

The Question view allows you to edit several elements. 

 

Figure 61 The 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 the Add Response Domain button and select Text, Numeric , Date/Time , or Code as 

appropriate. 

2. Fill in 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: the largest 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: reference to detailed regular expression documentation. 

Numeric Domains 

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

¶ BigInteger: An integer of unlimited size. 

¶ Integer: An integer number can hold a whole number, but no fraction. Integers may be either signed 

(allowing negative values) or unsigned (nonnegative values only) 

¶ 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 of -2,147,483,648 to +2,147,483,647) 

¶ Short: An integer of up to 16 bits in size (corresponding to an unsigned range of 0 to 65,535 or a 

signed range of -32,768 to +32,767) 

¶ Decimal: A real number (allows fractions expressed as decimals) 

¶ Float: Real numbers that may be stored in scientific notation (example: 20.0005, 99.9, -5000.12, 

6.02e23) 

¶ Double: Float of up to 32 bits 

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

¶ Incremental: A value that is continuous and infinite can be interval or ratio 

Additivity: the type of additivity: 

¶ Stock 

¶ Flow 

¶ 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 1000 if the actual 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 

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

¶ Select one 

¶ Select all that apply 

¶ Select up to é (enter a number indicating the maximum number of choices that may be selected) 

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: 

¶ A single response domain 

¶ One or more response domains 

¶ Every response domain 

 

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

Concepts 
Specify the concepts related to the 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 understand and answer the question. 

This is used by Colecticaõs instrument analytics feature to create an estimate of the total time a survey 

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 the Add an Instrument button on the Colectica tab of the ribbon. 

 

Figure 63 The Add an Instrument button on the Study ribbon 

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

 

Figure 64 The Create Survey Instrument dialog box 

3. Your new instrument will be created and displayed. 

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

1. Click the dropdown arrow next to the Add an Instrument button on the Colectica tab of the 

ribbon. 
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Figure 65 The Add an Instrument dropdown button 

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

 

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

3. Select the item and click the Add button. 

Design a Survey Instrument  
Colecticaõs questionnaire designer allows you to visually design your survey by dragging questions and control 

constructs from the toolbox. 
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Figure 67 The survey designer 

The Toolbox 

The toolbox is found to the right of the instrument designer. It is separated into two sections: Control 

Constructs and Questions. The Control Constructs section allows you to add items that affect the surveyõs 

flow and to organize an instrument into manageable parts. The Questions section lets you add the questions 

from your study. 

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

¶ To add a control construct to the survey, use the mouse to drag the desired type of control construct 

onto the survey designer. Green plus signs will indicate areas where an item may be dropped. 

Colectica supports several types of control constructs. 

Action  
Represents actions that can be performed by a computer-assisted 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  

Contains 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 sequence of survey 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 sequence of items 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 computer-assisted 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 name and address, or 

pre-computed sampling information). 

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. 

 

Figure 68 The 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. 

 
2. A detailed view will appear at the bottom of the survey designer. Use this view to edit the itemõs 

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 the Project Navigation bar to navigate to your survey instrument. 

2. From the Instrument ribbon, click the Generate Paper Form button. 

 
3. Using the Generate Paper Questionnaire dialog, choose the file formats, output options, and 

output location for your questionnaire. 
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Generate Survey Instrument Source Code  
This feature is only available in Colectica Designer. 

Colectica is able to generate source code for several computer-assisted interviewing systems. 

Currently, Colectica supports the following systems: 

¶ Blaise® 

¶ CASESÊ 

¶ CSPro 

Please contact us if you would like Colectica to support additional systems. 

To generate source code for your instrument: 

1. Using the Project Navigation bar, navigate to your survey instrument. 

2. From the Instrument ribbon, click the Generate Source Code button. 

 

Figure 69 The Generate Source Code button 

3. In the Generate Source Code dialog, choose the system for which you would like to generate 

source code, and the disk location to which the source code should be written. 

 

Figure 70 The Generate Source Code dialog box 

4. Press the Generate button. Colectica will generate your source code and open the location where the 

results are stored. 
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Figure 71 Generated source code 
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Chapter 11:  Work with  Data 
In this chapter: 

¶ Create Reusable Variable Descriptions 

¶ Create Datasets 

¶ Compute Descriptive Statistics 

¶ Generate Statistical Command Files 

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 

¶ Import CASESÊ Survey Instruments 

¶ Import SPSS Files 

¶ Import Data Files 

Colectica can import data 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 the Open button from the Colectica ribbon. 

Colectica is able to import DDI 3. 

1. Click the Import DDI 3  button from the Import  ribbon tab. 

 

Figure 72 The Import ribbon with the Import DDI 3 button  

2. The Import Wizard will open. Click the Choose input filesé button to select the file you wish to 

import. Click the Next button. 



70 
 

 

Figure 73 DDI 3 import file selection page 

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

 

Figure 74 DDI 3 import summary 

4. Click the Finish 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 product of the Norwegian 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 the Import DDI 2/Nesstar button from the Import  ribbon tab. 

 

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

2. The Import wizard will open. Click the Choose input filesé button to select 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. 

 

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 the ISO language column. Click the Next button. 

 

Figure 77 DDI 2 language selection page 

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

button. 

 

Figure 78 DDI 2 import summary page 
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5. Click the Finish button. 

6. Colectica will import your data. Depending on the size of the DDI 2 files, this may take a few 

minutes. 

Import from Spreadsheets or Delimited Files  
Colectica can import the following types of existing metadata that you may have in spreadsheets or in 

delimited text files. 

¶ 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. 

1. If you are importing from a spreadsheet, first save the file as a comma-separated text file (CSV). 

2. From the Add Variables dropdown menu on the Colectica ribbon, choose Import from Delimited 

File. The Import Wizard will appear. 

 
3. 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. 

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

which metadata field to which each of your fileõs columns should be mapped. Click the Next button. 
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5. Colectica will summarize the items to be imported. Click the Finish button to add the items to your 

project. 

 
 

 

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

Colectica can import Blaise® survey instruments. Blaise® is a product of Statistics Netherlands. 

You can import a Blaise® instrument using the Import Wizard. 

1. Click the Import Blaise® button from the Import  ribbon tab. 
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Figure 79 The Import ribbon with the Import Blaise® button 

2. The Import wizard will open. Click the Choose input filesé button to select the *.bla file that 

contains your survey instrumentõs data model. Click the Next button. 

 

Figure 80 Blaise® import file selection page 
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3. Colectica will read your survey instrument to discover all languages used in the instrument. You can 

assign the destination and ISO language of each discovered language by using the Metadata 

Element and ISO Language columns. Click the Next button. 

 

Figure 81 Blaise® language selection page 

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

button. 

 

Figure 82 Survey instrument import summary 

5. Click the Finish button. 
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6. Colectica will import your data. Depending on the size of your instrument, this may take a few 

minutes. 

)ÍÐÏÒÔ #!3%3Ά 3ÕÒÖÅÙ )ÎÓÔÒÕÍÅÎÔÓ 
This feature is only available in Colectica Designer. 

Colectica can import CASES survey instruments. CASES is a product of the Computer-assisted Survey 

Methods program at the University of California, Berkeley. 

You can import a CASES instrument using the Import Wizard. 

1. Click the Import CASES button from the Import  ribbon tab. 

 

Figure 83 The Import ribbon with the Import CASES button 

2. The Import wizard will open. Click the Choose input filesé button to select the QFILE or *.q file 

that contains your survey instrument. Click the Next button. 

 

Figure 84 CASES import file selection page 
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3. Colectica will read your files and show you a summary of the imported contents. Click the Next 

button. 

 

Figure 85 Survey instrument import summary 

4. Click the Finish button. 

5. Colectica will import your data. Depending on the size of your instrument, this may take a few 

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 the Import SPSS button from the Import  ribbon tab. 

 

Figure 86 The Import ribbon with the Import SPSS button 

2. The Import wizard will open. Click the Choose input filesé button to select the SPSS .sav file. 

Click the Next button. 
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Figure 87 SPSS import file selection page 

3. Colectica will read your files and show you a summary of the imported contents. Click the Next 

button. 

 

Figure 88 SPSS import summary 

4. Click the Finish button. 

5. Colectica will import your data. Depending on the size of your data file, this may take a few minutes. 

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

1. Use the Project Navigation bar to navigate to your dataset. 
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2. Choose the Import Data command from the Data ribbon. 

 

Figure 89 The Data ribbon 

3. Specify the type of delimited file you will import, and choose your fileõs location. Press the Import  

button. 

 
 

Colectica will import your data and add it to the existing dataset.  





 
 

 
 

Chapter 13:  Export  from Colectica  
In this chapter: 

¶ Generate Paper Documentation 

¶ Export DDI 3 

¶ Export DDI 2 

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

1. Click the Generate Documentation button in the Export ribbon tab. 

 

Figure 90 The Generate Documentation button 

2. The Generate Documentation dialog 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. 

 

Figure 91 The Generate Documentation dialog 

3. Click the Generate button. Colectica will create your documentation. 
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Paper Documentation Formats  
PDF: Portable Document Format. This can be opened by a number of free applications. 

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

XSL-FO: Extensible Stylesheet Language Formatting Objects is an XML format that can be processed by 

various third party applications. 

Export DDI  3 
This feature is only available in Colectica Designer. Colectica 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. 

Colectica Designer can export your project to DDI 3 format. 

1. Click the Generate DDI 3.1 button in the Export ribbon tab. 

 

Figure 92 The Export ribbon with the Generate DDI 3.1 button 

2. Using the Save As dialog, select the file where you would like to save the DDI 3.1. 

 

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

 

Figure 94 A DDI 3.1 file generated by Colectica 

Export DDI 2  
Colectica can export your project to DDI 2 format. 

1. Click the Generate DDI 2 button in the Export ribbon tab. 

 

Figure 95 The Export ribbon with the Generate DDI 2 button 

2. Using the Save As dialog, select the file where you would like to save the DDI 2. 

 

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: 

¶ Search Repository Items 

¶ Checkout an Item from the Repository 

Colectica Designer includes a built-in repository that allows you to work with studies on your local computer. 

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 the specified text 

To find repository items: 

1. In the Repository Browserõs navigation pane, enter the parameters 

of your search and press the Search button. 

2. Colectica will search your repositories and display the results in 

the results list. 

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

contents of the item. 

  

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 dependencies to your local system. You can then edit the 

item and keep it synchronized with the remote repository. 

 

Figure 98 The results view with a selected item, displaying the content 

To check out an item: 

1. Find an item using the Repository Search bar. 

2. Select the item. 

3. Press the Checkout button on the banner at the top of the itemõs display. 

The full contents of the item will be downloaded from the repository and the item will be added to your 

checkouts list. Colectica will automatically activate and 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 Checkouts 

¶ Activate a Checkout 

¶ Synchronize a Checkout 

¶ Tag a Checkout 

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. Colectica automatically takes care of 

tracking versions and helps you resolve conflicts. 

When working with a repository, the main unit being managed is referred to as a checkout. While this 

managed item will usually be a Project or a Study, 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. 

1. From the main menu, choose Manage Repositoriesé 

2. Click the Add button ( ) 

3. Enter the URL, user name, and password as provided by your repository administrator. 

4. Click the Save button. 
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Figure 99 The Manage Repositories dialog window 

 

Create a New Checkout 
To create a new checkout: 

4. From the Project ribbon tab, choose Create a Checkout. 

5. In the Create New Checkout dialog, 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 initially created.  

Checkouts View 
The Checkouts View lets you manage your checkouts. See Error! Reference source not found. (page Error! 

Bookmark not defined.) for an introduction to Checkouts. 
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Figure 100 The full Checkouts view 

 

Figure 101 The Checkouts ribbon 

View and Select Checkouts 
Colectica displays a list of all your checkouts in the Checkout Viewõs navigation bar. The type of the checkout 

is indicated by its icon. See Managed Item Types (page 9) 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 

 

Resource Package 

To activate a checkout: 

1. Select the checkout in the Checkouts View. 

2. Press the Activate button on the Checkouts ribbon 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 the Synchronize button on the Checkout ribbon. The Synchronization Wizard will appear 

and will check for changes to your items. 

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

show you the changes. 

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

5. Enter a commit message and click the Next button. This message will be recorded as part of the 

change log. 
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6. Colectica will perform the synchronization. 

 

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

1. Right click an item. 

2. Choose the Show Differences command from the context menu. 

Colectica will show the Difference Viewer window 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 conflicts are present, the synchronization wizard will 

display the items that are in a conflicted state. 

To view the difference between your version and the remote repositoryõs version, follow the instructions in 

the View Changes section above. 

To resolve a conflict: 
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1. Right click a conflicted item. 

2. Choose either the Use Mine or Replace with latest from server menu 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 with a user-defined state. Tags can be used to implement 

organizational workflows or business process models. 

Examples of states might include Development, Test, or Production. 

To tag a checkout: 

1. Select the checkout in the Checkouts View. 

2. Press the Tag button on the Checkouts ribbon tab. 

3. In the Tag dialog, enter the tag and press OK. 

The tag will be assigned to the item. 

 

Figure 102 The 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: 

¶ XML View 

¶ View DDI 3 

¶ 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 be available in a future version










































