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Transcription Services 

 High quality, verbatim transcripts, suitable for 

research purposes. 

 Fully compatible with QSR NVivo. 

 In-house quality control - all transcripts are 

checked by a second staff member. 

 Data security and confidentiality a high priority. 

 Charged by length of recording time, not the length 

of time it takes to complete the job i.e. no nasty 

surprises when the bill arrives! 

Base Rates Per Hour of Recording Time: 

Individual interviews - $162 + GST 

Focus Groups - $210 + GST 
 

Further information and booking details at: 

www.academic-consulting.co.nz/transcription 

Virtual Research Assistant Services 

Our trained research staff can assist with all stages of 

your research project, thereby saving you the time, 

cost, and resources involved in hiring and 

supervising your own assistant(s). 

 Data entry 

 NVivo project set-up 

 NVivo and SPSS analysis 

 Questionnaire design 

 Thesis and dissertation formatting 

 Proofreading and bibliographic services 

Further information and booking details at: 

www.academic-consulting.co.nz/research-services 

NVivo Interface: Quick Reference 

Navigation View: This allows you to 

organise and access project items. 

List View: This displays the content of 

folders selected in Navigation View. List View 

also allows the addition of new items plus the 

opening/editing of existing items. 

Detail View: This displays the contents of 

opened items (e.g. documents and nodes). 

Please Note 

 This guide is intended as a ‘reminder’ 

following attendance at a training course - it 

is not intended as a replacement for 

thorough training. 

 There are multiple methods for performing all 

the above tasks - only one is mentioned. 

 For further information regarding NVivo, 

visit: http://www.qsrinternational.com. 



Creating an NVivo Project 

An NVivo project is where all your data, coding, 

models etc. will be stored.  

1. Open the NVivo software. 

2. Click the New Project button at the bottom 

left of your screen. 

3. In the dialogue box that appears, name your 

project. 

4. By default your project will save to ‘My 

Documents’ or ‘Documents’. If you wish to 

change this, click the Browse button, 

choose a new location, and then click Save. 

5. Click OK to open and begin working in your 

project. 

 

Creating Folders 

Folders can be created within ‘Sources’, ‘Nodes’, 

‘Queries’, and ‘Models’. They are a useful way to 

organise project items. 

1. Select the ‘top-level’ folder you wish to 

create a folder from e.g. ‘Internals’ within 

‘Sources’. 

2. Right-click your mouse button and choose 

New Folder.  

3. In the dialogue box that appears, name your 

folder and then click OK. 

 

Preparing Sources 

Data can be prepared outside of NVivo and then 

imported into your project. NVivo accepts MS 

Word (*.doc/*docx), PDF, and common audio, 

video, image, and spreadsheet files. See the 

help files for further information. 

Importing Sources 

1. Choose ‘Sources’ from the Navigation View, and 

select the folder you wish to import into from 

‘Internals’. 

2. Right-click in List View and from the menu that 

appears, select ‘Import Internals’ followed by 

the type of internal you require. 

3. In the dialogue box that appears, click the 

Browse button and move to the location where 

your data is saved. 

4. Select the file(s) to import and click Open. 

5. Select any other options required in the import 

dialogue box and then click OK. 

 

Creating Memos 

1. Choose ‘Sources’ from the Navigation View and 

select the ‘Memos’ folder. 

2. Right-click in List View and from the menu that 

appears, select ‘New Memo’. 

3. Name and describe your memo (if required) 

and click OK. 

 

Creating Nodes 

1. Choose ‘Nodes’ from the Navigation View, 

followed by the ‘Nodes’ folder. 

2. Right-click in List View and from the menu that 

appears, select ‘New Node’. 

3. Name and describe your node and click OK. 

Note: When creating parent nodes, right-clicking in 

the white space will create a ‘parent’ node. To 

create a ‘child’ node, right-click directly on the 

parent. 

Coding Sources 

1. Open the source that you wish to code so that 

it can be viewed in Detail View. 

2. Create the nodes you require and ensure you 

can see them in the List View. 

3. Select the section of your source that you 

wish to code. 

4. ‘Drag’ the selection to the node it belongs to 

and ‘drop’ it there (immediately on top). 

Tip 1: This technique is easier if Detail View is on 

the right-hand side. Choose the View tab, 

followed by Detail View -> Right. 

Tip 2: You may also find it useful to code with the 

‘Coding Density Bar’ turned on. To do so, from 

the View tab, choose Coding Stripes -> 

Coding Density Only).  This allows you to see 

what you’ve coded easily. 

 

Working with Project Items 

The tips below refer to ‘project items’ - sources, 

nodes, memos, models, queries etc. 

 To open a project item, double-click on its 

icon in the List View. 

 To delete a project item, right-click it in List 

View and choose Delete. 

 To move a project item, ‘cut’ and ‘paste’ it to 

its new location. 

 To change the name or add a description for a 

project item, select it in List View and press 

Ctrl + Shift + P. 

 To close a project item in the Detail View, 

right-click on its tab and choose ‘Close’. 


