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Data Receipt

· It's usually necessary to monitor the collection of the data very carefully.

· With interview surveys, reports may be obtained from the field on a daily bases, or at least two or three times per week, from each interviewer or agency working on the delivery.

· Any "nondeliverable" pieces should be checked to determine why they couldn't be delivered to the intended re​cipient. That way the researcher can assess the quality of the mailing list and it's source.

· When there are many nondeliverable pieces marked with notation such as "no such address" that indicates the list is inaccurate.

· If many of the questionnaires couldn't be delivered because many of the addresses have moved and there's no forwarding address, that usually shows the list is "dated."

· Mail questionnaire returns should be opened immediately and the date the questionnaire was received should be recorded on the back, at the end of the questionnaire.

· Interview questionnaires coming in from the field should be checked to be sure the interviewer has recorded the date of the interview, and perhaps also to record when it was received in the office.

· It's always wise to keep a complete record of how many surveys were sent into the field, how many are still out at any given point, and how many have been completed and returned.

Handling Completed Questionnaires

· The completed are the documents from which computer files of survey data will be created.

· It's absolutely necessary to devise a system for handling the completed questionnaires and then stick by it throughout the receipt period.

· Steps:

· Open mail returns or materials received from interviewers and record the date of receipt.

· The extra materials that are returned can be discarded or filed for later use on another project.

· Record a location of some mail survey respondents on the questionnaire by checking the postmark on the return envelope before it's separated from the completed questionnaire it contains.

· Record a unique, consecutive identification number on each completed questionnaire returned from the field.

· When more than one person will be sight-editing documents and systematic record of who has which docu​ments will be needed.

· Be sure those who assist or perform the processing tasks know they'll be held accountable for both the loss of any documents and the quality of their work.

Sight-Editing Documents

· Each questionnaire should be examined to see if it's acceptable for processing and to make any corrections or notations required.

· Three aspects of sight-editing:

· Judging Completeness

· Multiple Questionnaire Forms

· Editing, Branching, and Exclusions.

Judging Completeness

· A brief record of incomplete questionnaires should be kept as an indication of the reasons for failure to com​plete the instrument.

· The editor should examine each page and section of the questionnaire to be sure the respondent followed in​structions and recorded answers in the proper place.

· The researcher should establish fixed criteria concerning how much of the questionnaire must be completed to make the case acceptable.

· Have editors form three groups of documents:

· Those that are obviously acceptable

· Those that are obviously rejects

· Those that are questionable

Multiple Questionnaire Forms

· The instruments of each type should be separated into two groups and treated individually in the initial phase of data processing.

· The more standard the task, the more efficient the editors and data transfer clerks will be.

· The researcher must establish separate criteria for editing and accepting each form of the instrument.

Editing, Branching, and Exclusions

· Editors should mark out answers respondents have inserted for items they should have ignored.

· Inappropriate or superfluous responses shouldn't be keyed to the data file.

· The most effective way to edit such questionnaires is to give each editor a "key" questionnaire.

· Items or sections that should sometimes be excluded should be boldly marked.

· The "criterion" question or item - the one indicating whether or not the following item or section should be completed - can also be marked clearly on the key, together with an indication of the answers that include or exclude following item or section.

· The editor should compare each page of the completed document with this key to be sure there are no inap​propriate answers recorded.

· When a respondent failed to complete an item or section of the questionnaire that should be completed be​cause of a branching mistake, the editors should use the same criteria to judge acceptability or rejection of the case as they would for other items or sections .

· When a respondent has completed an item or section where they shouldn't have, it usually doesn't require re​jecting the case; often those answers can be safely ignored.

Postcoding the Data

· Postcoding consists of assigning code values to all responses that don't already have a precode.

· The postcoding can either be done simultaneously with the sight-editing or as a separate task.

· Those postcoding the questionnaires should have a blank, "key" questionnaire similar to that used for the sight-editing.

· The "key" questionnaire should highlight the items to be examined and postcoded.

· The postcoding editors record two things:

· New codes for answers that have no precode values are inserted on the questionnaire so they can be trans​ferred to the data file later.

· The code value, together with the answers themselves, must be recorded in the codebook or on the codelist.

· There must be a codelist for each item that may require postcoding.

· The codebook should be set up in advance to contain one or more separate pages for each such item, with the item number or questionnaire location clearly indicated at the top of the page.

· It's advisable to assign only one person to the task or to "stagger" the times and/or days when different edi​tors will code the completed questionnaires.

· The objective of the coding process is to provide a unique code for each acceptable answer.

· It's very dangerous to permit editor to work independently from different codebooks in separate locations.

Criteria for Postcoding
· The researcher should specify the criteria for identifying and categorizing answers and assigning codes to them.

· The editors need guidelines about how "fine-grained" the categories should be and how to group individual answers into categories.

· Without specific guidelines and criteria for coding, editors who aren't familiar with the survey process are likely to error in one of two directions:

· Some will assign a new code to virtually every new alternative, based on the precise, verbatim word or phrase noted on the questionnaire.

· Some may simplify their task by "lumping" all responses that are even vaguely similar to one another into the same, large category.

· Editors should be monitored closely during the initial phase of the work.

· It's much better to specify categories that might be too narrow, rather than too broad.

· If the data are grouped into categories that are too broad, there's no way to separate out smaller categories, short of returning to the completed questionnaires, postcoding them again and transferring the data to fill a second time.

Maintaining the Codebook

· It's very important to be sure the entries in the codebook are very neatly and legibly made.

· If the codelists become disordered or confusing, it's well worth the time and effort to rewrite them from the originals, creating a more orderly codebook.

· Entries must not be changed in any way, and the same codes must apply to the same answers and cate​gories.

· When categories are to be combined, that should be done only after the codes have been transferred to the data file, and not during the coding process.

· The most common and detrimental error when coding completed questionnaires and making entries in the codebook is to fail to list a new code and category in the book.

Transferring the Data

· If the pre- and postcoding have been done properly, data transfer should consist only of reading the codes for each item and recording them in the file according to the record format printed on the questionnaire.

· The type of file to which the data will be transferred depends on the type of processing that's selected.

· If the data are keyed to computer files by data entry clerks who are unfamiliar with questionnaire data entry, they must be instructed thoroughly on precisely how to enter the data.

· The research analyst should be present or readily available while the first few cases are being keyed to file, so the operators can ask questions and get additional direction if they need it.

Data Entry Documents

· A variety of different types of computer programs and files might be used to enter survey data.

· The formats almost all fall into two very broad categories:

· Spreadsheet formats

· Database program formats

Spreadsheet Documents

· Most common and probably the easiest to use.

· Each row in the spreadsheet corresponds to a single questionnaire or "case" for analysis.

· The data are entered horizontally and there will be as many rows as there are completed questionnaires.

· The questionnaire numbers or case numbers are usually entered into the last column of the spread​sheet.

· It's critical that the data entry clerk refer very often to the column designations to be sure the data are be​ing entered into the correct column.

· Include 3- or 4- or even 5-digit section or page numbers on the questionnaire.

· List a column number for them when listing the record format on the document.

· Then anyone can tell at a glance if the columns are aligned properly by looking down the page number columns to be sure they are aligned correctly.

Database Documents

· Database programs can be programmed to edit and screen the data as it's entered:

· The program and data file can be set up to accept only certain types of data in each variable or field:

· Numbers

· Letters

· Special characters

· The program can screen the data, accepting only entries that are within an acceptable range for each variable.

· Database programs can also be programmed to move to the next field after a specific number of digits have been entered.

Dedicated Data Entry Programs

· The most sophisticated and elegant data entry programs are designed especially for high volume data entry.

· They make the job of those entering the data as clean and simple as possible.

· They speed the data entry process and reduce fatigue and other sources of error.

· As with general purpose database programs, they permit data screening and manipulation.

· They are designed to articulate with statistical analysis programs in the same "family" or software suite.

Computer Data Editing

· Once the data have been keyed to computer file, they must be edited thoroughly to be sure they're acceptable for analysis.

· If the data aren't perfectly clean and in the proper condition for analysis, two serious problems can result:

· The analysis routines may fail to run and even if they do, they may generate reports with obviously in​valid values.

· The programs may run and generate erroneous results that appear to be okay.

· Computer data editing should seek to identify and correct two kinds of errors:

· Records that deviate from their prescribed format, where variables have been keyed to the wrong columns or fields.

· Variables that contain the wrong kind of data or containing values that exceed the acceptable range for the item.

· As soon as the data have been completely entered and before any processing has begun, at least one copy of the original file should be stored on a separate medium, preferably at another location.

· It's also advisable to make backup copies of each "generation" of the data file - each time major modifica​tions are made or substantial effort has been exerted on the file.

Checking Deviations from a Spreadsheet Record Format

· The simplest way to check spreadsheet record formats is to see if the multi-digit page numbers are aligned in the same column.

· Other key variable columns can be checked in the same way (e.g., a 1-digit variable next to a 2- or 3-digit variable).

· With a large n-size, it may be easier to highlight the entire data set and sort on key columns, such as page numbers.

Checking Deviations from Variable Range

· Each variable in the data file has an acceptable range of data.

· Each and every variable must be checked to be sure the data are within the permissible range.

· The variable range of data in spreadsheets can be checked by sorting each column in turn (together with all the others) and checking the extreme values.

· The variable range can also be checked by running simple, preliminary data description analysis producing frequency tables or reporting maximum and minimum values.

· The disadvantage of this is that when invalid values are found, there's no indication of the case numbers from which they were derived.

· An alternative is to instruct the statistical analysis program to select only those cases with the illegitimate values and print the cases or case numbers.

· Another alternative is to cross-tabulate the variable in question with the case numbers.

Data Processing

· Data processing and statistical analysis are far less burdensome than in even the recent past.

· Analysis systems are increasingly user-friendly, freeing research analysts to turn their attention and effort to the content and meaning of the information.

· It's important to note that the analysis routines can't protect research analysts from themselves!
· If the analyst chooses the wrong statistical tool, the program will probably run but the results are likely to be entirely bogus.

· The difference between data and information is that data are meaningless on inspection, while those who ex​amine information can understand it and obtain meaning from it.

· The primary purpose of data processing is to summarize the data into information.

· The objective of data processing and analysis is to suppress the detail and reveal the important and meaning​ful patterns and relationships contained in the data.

Scale and Data Types

· The type of scale and data dictate, in part, which statistical; techniques are appropriate and which are inap​pro​priate.

· Before actually beginning the statistical analysis, the analyst should identify the scale and data types for each questionnaire item in advance.

· Nominal Scale

· The numeric values are merely the names of categories.

· The numbers are used only to make categories distinct.

· The values don't indicate any magnitudes.

· The values don't indicate any relationships.

· No arithmetic operations can be used on the numbers.

· Statistical manipulation is extremely limited.

· Ordinal Scale

· The numeric values show the order or sequence.

· The values are not a measure of magnitude.

· The interval between values doesn't indicate magnitude.

· The values do show relationships by order or sequence.

· The values can't be used in mathematical equations.

· Statistical manipulation is somewhat limited.

· Interval Scale

· The numeric values show both order and magnitude.

· The interval between integer values is equal.

· A zero value doesn't indicate absolute zero.

· The values show relationships by order and magnitude.

· The values can't be used to form ratios.

· Statistical manipulation isn't very limited.

· Ratio Scale

· The numeric values show both order and magnitude.

· The interval between integer values is equal.

· A zero value does indicate absence of the thing measured.

· The values show relationships by order and magnitude.

· The values can be used to form ratios.

· Statistical manipulation isn't limited.

Recoding the Data

· Recoding for Fewer Values

· Sometimes recoding is done to reduce the number or range of different values in the distribution of re​sponse to a survey item.

· Recoding to Meaningful Categories

· Three rules to follow when recoding a variable into new categories:

· The categories must be all-inclusive. There must be a new category for every data point.

· The categories must be mutually exclusive. There must be no "overlap" between categories; no response that would fit into more than one categories.

· There must be more variation in the thing being measured between categories than within them.

· Recoding and Category N-Sizes

· N-Size - the number of respondents or cases.

· Normally, the broader the categories and the fewer the categories into which the data for a variable are recorded, the larger their n-sizes will be.

· The analyst should run some preliminary data description routines to de​termine the n-size for each newly created categories.

· Newly combined categories with an overly large proportion of the sample should be again recoded from the original values into more, smaller categories for analysis.

· It's rarely advisable to have a category containing only a small number or percentage of responses.

Report Labeling

· Virtually all spreadsheet and statistical analysis programs allow the user to en​ter names or labels for the variable s and categories to be analyzed.

· These names or labels are usually limited to a certain number of letters, so it may not be pos​sible to list the entire item from the questionnaire.

· The names and labels should be listed no the key questionnaire document to avoid mis​takes or confusion at later stages of analysis.

· These names and labels ordinarily need to be entered only once at the data preparation stage. If it isn't done at this stage, it might be necessary to do the naming labeling many, many times on output and reports gen​er​ated by analysis program.
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