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Information About Our Training

Training Registration

Registration is essential for all training courses and seminars. Bookings can be made at:

Upon receiving your registration we will email you an invoice for your training fees. Please
note that your place on the course(s) of your choice will not be confirmed until payment of
your training fees is received. We have a “no payment, no place” policy regarding this.

Payment can be made by direct credit, credit card, cheque or cash.

Training Fees
There are two prices for registration:

Corporate Those who are employed by a company and/or institution that is a
profit based organisation.

Academic Those who are studying and/or teaching at an NZQA accredited
institution.

If your organisation is a charitable trust or NGO, please contact us to arrange a possible
discount from the corporate rates.

Cancellation Policy

Cancellations or postponements must be notified at least five working days prior to the day
of the course. Refunds will incur an administration charge of 20% of the total registration
fee. Cancellations received within five working days will not be refunded. You are welcome
to send a colleague in your place if you are no longer able to attend.

Training Location

All training will be held at Academic Consulting, Ground Floor, 17 Great South Road,
Newmarket, Auckland. Directions for how to find us and suggestions for car parking can be
found at:

For researchers based outside of Auckland, please note that we offer a small selection of
courses through Victoria University of Wellington. We’re also happy to travel to your
location for an in-house training course with your research team or organisation. If you're
able to travel to Auckland, you may well find that the cost of the training fees and travel
expenses work out less than attending the course locally. If travelling to our courses from
out of Auckland, we’re able to advise on transport and also nearby accommodation options.
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Prerequisites

Some of the courses require that you have prior knowledge of the topic and/or software
being taught. These are listed for each course. If you are unsure whether you meet the
prerequisites, please contact us. It is in your best interest to ensure you have the necessary
skills in order to maximise your learning potential during the course.

What to Bring

For computer-based courses, please bring a laptop computer with the appropriate software
installed. We do hire laptops for a small fee — please contact us to arrange this.

Teaching Material

All course notes will be provided. We encourage participants to bring note-taking
equipment to the course(s).

Company Profile

Academic Consulting was formed in 1999 by Dr Lyn Lavery, after she identified a clear
demand for research consultancy and software training amongst academic researchers and
students. She initially set up the company in Ellerslie, Auckland, whilst completing her PhD
in Educational Psychology. While offering training and consulting services, Lyn also
identified a potential need for the provision of various research services. Since then, the
company has seen huge growth, and there are now approximately 10 full and part-time staff
working at the company's office in Newmarket.

Our research services include:

e Transcription

e Dataentry

e Data analysis

e Questionnaire design
e Thesis formatting

e Thesis printing

e Proofreading

e Bibliographic services
e NVivo project set-up

Further details regarding the company and its staff can be found at:
http://www.academic-consulting.co.nz.

Please contact us if you have any questions regarding our services.
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Free Seminar Series

Note that places are limited, and will be made available on a “first come, first served” basis.
Book early to ensure your place, at: http://www.academic-consulting.co.nz/registration.

This seminar will discuss and demonstrate how qualitative software packages such as NVivo
can be used to facilitate the writing of a literature review. Features of NVivo 8 such as
sources (data), coding, the casebook, attributes, and queries will be demonstrated in
relation to “analysing” literature. We will also discuss the new features of NVivo 9 that will
make NVivo even more useful for conducting a literature review.

Zotero is an open-source (free) bibliographic package, which operates via an extension in
Mozilla Firefox. Increasing numbers of researchers are switching from EndNote to Zotero -
this seminar will highlight why. Strengths and weaknesses of both packages will be
discussed, and key features of Zotero will be demonstrated.

This is one of our most commonly asked questions by NVivo users. It’s easy to get so caught
up in the coding process that you lose sight of the other analysis tools NVivo has to offer.
This seminar will discuss and demonstrate features such as queries, the modeller, and
various techniques for reporting. Taking output from NVivo and into the writing process will
also be covered.

One of the problems with Microsoft Word is that we’re often self-taught users, and
therefore “don’t know what we don’t know”. This workshop covers the ten favourite
features of Word that we couldn’t live without — you’ll wish you’d learned them years ago!

Academic Consulting staff have had nearly twenty years combined experience in assisting
postgraduate students with the final stages of formatting, proofreading, printing, and
submitting their thesis. We’ve also submitted a few of our own. This seminar covers the
things we wished someone had told us in the lead-up to submission.

This seminar will introduce and demonstrate the exciting new features in this next version
of the popular NVivo software. New to NVivo 9 is the ability to code information from
spreadsheets and databases, new data visualisation tools and text query options, the ability
to import bibliographic data from packages such as EndNote, and the capacity for more than
one team member to work on a project at the same time.
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Qualitative Research

Need to know the difference between ethnography and phenomenology? Wondering
what’s so grounded about grounded theory? This course will introduce participants to
gualitative research approaches, and provide suggestions for further reading in this area.

e What is qualitative research?

e Overview of qualitative methodologies

e Strengths and weaknesses of qualitative approaches

e Reliability and validity in qualitative research

e Brief introduction to qualitative data collection techniques

Target Audience:
Novice researchers (or those experienced in quantitative research) who need a general
overview of qualitative methodologies and their application.

Dates and Times:
28" September, 10:00am — 2:00pm

10" November, 1:00pm — 5:00pm

This introductory workshop builds on the material covered in our ‘Demystifying Qualitative
Research’ course, and covers in more detail the practicalities and strengths/weaknesses of
various qualitative data collection techniques.

e Interviews and focus groups

e Observation and participant observation

e Other possible types of data (documents, photographs, videos etc.)
e Sampling, recruitment and ethics

e Successful record keeping

Target Audience:
Novice researchers (or those experienced in quantitative research) who are intending to
collect qualitative data for an upcoming research project.

Dates and Times:
29" September, 10:00am — 2:00pm

17" November, 1:00pm — 5:00pm
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This workshop is aimed at those researchers who have collected qualitative data and now
require efficient techniques for handling and analysing it. Note that we recommend
enrolling in our introductory NVivo workshops (see page 8) in addition to this session.

e Data preparation (e.g. transcription)

e Approaches to thematic coding and categorising
e Tables, matrices, flowcharts and diagrams

e Theorising, writing, and reporting

e Ensuring quality

Target Audience:
Researchers who are new to qualitative data analysis.

Dates and Times:

6" October, 1:00pm — 5:00pm
24" November, 1:00pm — 5:00pm
15" December, 1:00pm — 5:00pm

Qualitative Software

A new version of NVivo is due for release during October,

2010. We will therefore be teaching NVivo 9 from November

onwards. The basic functionality of the software remains the O QS R
same across both versions, so those attending NVivo 8 training — @ Internationa

will be able to easily transfer their knowledge to version 9 when
it is released.

Should | Upgrade?

If you’re mid-way through a project, we’d advise waiting until it's completed before
upgrading. The exception to this would be if you were wishing to take advantage of some of
the new features offered in NVivo 9:

e The ability to work with spreadsheets and databases

e The capacity to import bibliographic data from software such as EndNote
e Extended options for searching the text of documents

e Additional visualisation tools

NVivo 8 projects are compatible with NVivo 9, so any researcher wishing to upgrade will be
able to do so easily.

Further information regarding NVivo 9, can be found at: http://www.qgsrinternational.com.
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This workshop introduces participants to the basics of setting up an NVivo project, and
provides an overview of the software. Please note that this is the first session of a two part
workshop - participants may choose to attend both days, or this session only.

e The NVivo project interface

e Preparing, importing, and working with data
e Creating and working with nodes (coding)

e Viewing coding and context

e Linking data

Target Audience:

Researchers wanting an efficient means of handling and analysing their qualitative data. No
prior knowledge of the software is assumed, however a basic understanding of qualitative
analysis procedures would be helpful.

Dates and Times:
6" September, 10:00am — 4:30pm 7" October, 10:00am — 4:30pm

25" November, 10:00am — 4:30pm 16™ December, 10:00am — 4:30pm

Our ‘Extending Analyses’ session builds on the content learnt in our ‘Working with Data’
training. This interactive workshop looks at NVivo’s analysis tools, and discusses the various
means of extending and simplifying qualitative analyses.

e Revision of introductory NVivo knowledge
e (Cases and attributes

e Running queries

e Reporting

e Working with models

Target Audience:

Researchers who have attended our ‘Working with Data’ session, who wish to extend their
knowledge of the analysis features within NVivo. This session may be attended immediately
after the ‘Working with Data’ session, or at a later time, once the researcher has been able
to practice the skills taught on a project of their own.

Dates and Times:
7" September, 10:00am — 4:30pm 8" October, 10:00am — 4:30pm

26" November, 10:00am — 4:30pm 17" December, 10:00am — 4:30pm
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This workshop is aimed at researchers who have been using NVivo 8, and are intending to
upgrade to NVivo 9. Content will focus on key differences between the two versions, and
also the many new features of NVivo 9, including:

e Changes to the NVivo interface (introduction to the ribbon)

e Changes to nodes, cases, and attributes

e Introduction to working with datasets (spreadsheets and databases)
e Working with bibliographic information (importing from EndNote)

e Changes to text queries (including new visualisation tools)

Target Audience:
NVivo 8 users who wish to learn about the new features available in NVivo 9.

Dates and Times:
29" November, 1:00pm — 5:00pm
14" December, 10:00am — 2:00pm

For some smaller-scale qualitative projects, the use of a qualitative package such as NVivo
may be unnecessary. This workshop looks at features of both Word and Excel that can be
used to perform simple qualitative analysis.

e Preparing data

e Working with tables

e Coding processes and reviewing coding (sorting, filtering etc.)
e Memos and annotations

e Visual representations of data and themes

e Searching the text

Target Audience:
Researchers who are looking for simple techniques to efficiently analyse their qualitative
data.

Prerequisites:
Attendees will be required to have some basic familiarity with Word and Excel 2007.

Dates and Times:
14™ October, 1:00pm — 4:00pm
10" December, 1:00pm — 4:00pm
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Quantitative Research

This introductory course is a user-friendly, non-intimidating introduction to essential
concepts in quantitative research.

e Sampling and populations

e Hypotheses and variables (including independent and dependent variables)
e Levels of measurement (nominal, ordinal, interval and ratio)

e Descriptive statistics

Target Audience:
This course is ideal for anyone who is new to quantitative research, or whose skills are a
little “rusty”. Those who feel they are “no good at maths” are particularly welcome.

Dates and Times:
1% September, 10:00am — 1:00pm

2" November, 10:00am — 1:00pm

This course will introduce participants to the basics of quantitative data analysis. Course
content will include t-tests, ANOVA, correlation, and non-parametric statistics such as chi-
square and Mann-Whitney — more complex analyses such as regression and MANOVA
cannot be accommodated within this one-day session.

e Basic principles of significance testing

e Choosing the correct statistical procedure
e Test assumptions

e Interpreting statistical analyses

Target Audience:
Researchers who are new to the techniques involved in significance testing, or who are in
need of a refresher on the subject.

Prerequisites:
Attendance at ‘Introduction to Quantitative Research’ and ‘Introduction to PASW (SPSS)’
or equivalent knowledge.

Dates and Times:
2™ September, 10:00am — 4:30pm

3" November, 10:00am — 4:30pm
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Quantitative Software

This session introduces participants to the basic functions of PASW (SPSS) and teaches
the skills necessary to perform a variety of statistical functions.

e Creating data sets and entering/importing data

e Defining variable properties

e Performing data transformations

e Calculating descriptive statistics and other statistical procedures
e Producing tables, and charts

e Using the PASW Help features

Target Audience:

Researchers who require a user-friendly statistical package to analyse quantitative data.
Note that statistical theory will not be discussed in this session — please refer to
‘Introduction to Quantitative Research’ and ‘Introduction to Quantitative Data Analysis’
for courses that cover statistical theory.

Dates and Times:
1% September, 2:00pm — 5:00pm

2" November, 2:00pm — 5:00pm

What Happened to SPSS?

SPSS has recently rebranded all of their software packages in order to ensure consistency
across their product range. Hence, what we knew as SPSS Statistics, is now known as
PASW Statistics, Clementine became PASW Modeller, SPSS Decision Trees became PASW
Decision Trees and so on. A full list of the name changes can be found on the SPSS website.

PASW stands for Predictive Analytics Software, and is not pronounced as a word, each
letter is simply spelt out as SPSS was i.e. P - A - S - W. Somewhat confusingly, the software
company itself is retaining the name SPSS, so it’s still http://www.spss.com that you visit
to obtain product information.

There are no differences between SPSS and PASW, apart from the name, so whichever
version you’re currently using, Academic Consulting’s courses will be suitable for you.
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Questionnaires

This session will introduce participants to the basics of designing questionnaires. Learn
what the common pitfalls are so that you can ensure you avoid them when collecting
your own data.

e General principles of questionnaire design and maximising response rates
e Approaches to content framing

e Question wording and communication with respondents

e Appropriate question types (e.g. open vs. closed, rating vs. checklist)

e Overall questionnaire layout

Target Audience:
Novice researchers, or those who are new to questionnaire based research.

Dates and Times:
9™ September, 10:00am — 1:00pm

11" November, 10:00am — 1:00pm

The presentation of research questionnaires can have an enormous impact on the
quality of data gathered and response rates. This workshop covers a range of techniques
in Microsoft Word that will assist researchers in creating professionally presented
questionnaires.

e Overall questionnaire layout (e.g. font choice, page setup options)

e Creating different question types (e.g. rating scales, ticked options, open
response)

e Working with questionnaire templates

e Printing and production issues

e Other techniques for questionnaire design (e.g. specialised software)

Target Audience:
Researchers who need to prepare print based questionnaires for their research projects.

Dates and Times:
9" September, 2:00pm — 5:00pm
11" November, 2:00pm — 5:00pm
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Writing with Technology

This training course highlights time-saving features of Microsoft Word that are especially
useful for academic writing and research. Workshop content will be ideal for users who
are 'self-taught' and wish to learn more about making the most of Microsoft Word.

e A brief introduction to styles and templates

e Methods for viewing and navigating large documents
e Tips and tricks for drafting and editing

e Keeping track of changes (reviewing features)

e Spelling, grammar, and language issues

Target Audience:

Researchers who are wanting to work more efficiently, and save time when working in
Microsoft Word.

Dates and Times:
20" October, 1:00pm — 4:00pm

This full-day course will cover everything you need to know to successfully format and
write your thesis in Microsoft Word. The morning session will cover formatting issues
specific to theses, while the afternoon session will deal with writing related issues. This
is more than just a ‘long documents’ workshop as it specifically deals with the needs of
thesis writers.

e Working with templates

e Creating and modifying styles

e Working with your thesis chapters and your thesis as a whole

e Pagination, Headers, and Footers

e Inserting a Table of Contents and other lists

e Tips and tricks for the writing process (see ‘Writing Smarter’ content above)

Target Audience:
Masters and Doctoral level thesis students who are using Microsoft Word.

Dates and Times:
12" October, 10:00am — 4:00pm

16™ November, 10:00am — 4:00pm
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Zotero is an open-source (free) bibliographic package, which operates via an extension
in Mozilla Firefox. It works in a similar manner to EndNote, but in our opinion is much
more user-friendly to operate. It also has a range of useful features not available in
EndNote. Join the thousands of researchers that are moving from EndNote to Zotero, by
attending this introductory workshop.

e Entering reference information into Zotero

e QOrganising your library and taking notes

e Working with PDFs

e Generating bibliographies, references and reports
e Syncing, collaboration and backup

e Getting the most out of Zotero

e Moving from EndNote to Zotero

Target Audience:
Researchers who would like to explore an alternative to EndNote for creating
bibliographies and reference lists, and for organising their reference information.

Dates and Times:
30" September, 10:00am — 12:30pm

13" December, 1:00pm — 3:30pm

Training Courses for 2011

Keep an eye out for our 2011 Summer Programme which will be released in November this
year. The quiet summer period is a great chance to learn new skills that will ensure you're
working at maximum efficiency in the coming year.

We'll also be offering a range of new training courses and seminars during 2011:

e Working with NVivo Datasets

e Analysing Questionnaires with NVivo

e Introduction to Mixed Methods Research

e Visual Mapping Techniques

e Analysing Questionnaires (Introduction to Factor Analysis)
e What’s New in Microsoft Office 2010?

e NVivo “Refresher”

e Writing Up Qualitative Research

e Presenting Quantitative Data: Graphing in Microsoft Excel

Details of these courses will be published on our website. To be the first to receive details
regarding these, join our mailing list (visit our website for details).
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Consultancy and Project Advice

Our popular ‘BYO Project Afternoons’ are an opportunity for you to bring your project
into our Newmarket offices and work on specific aspects of it, with assistance on hand
as required. Sessions are 3-4 hours in length, during which we can offer you expert
advice, along with excellent coffee from Poppi Cafe next door. Group size is limited to
three people in order to maximise opportunities for one-on-one assistance. The majority
of attendees bring their NVivo projects to work on for the afternoon. However, we can
also provide assistance with:

e Data preparation and management

e Quantitative and qualitative analysis techniques

e Using research and data analysis software packages

e Working successfully with research software in teams

e Questionnaire formatting, data collection techniques etc.

e Providing feedback on aspects of research reports, theses, dissertations etc.

Target Audience:

These sessions are perfect for researchers who don't require intensive consultation
sessions, but need a "helping hand" every now and then while working on a specific
aspect of their project.

Dates and Times:

19" August, 1:30pm — 5:00pm
30" September, 1:30pm — 5:00pm
21% October, 1:30pm — 5:00pm
18" November, 1:30pm — 5:00pm
20" December, 1:30pm — 5:00pm

Individual or team consultations are a great way to ensure you're maximising precious
time and resources for your research project, be it quantitative or qualitative.
Consultation sessions can be booked following a training course, in order to target the
specific needs of your project. Alternatively, if you are unable to attend a training
course, you may like to consider booking some one-on-one training via a consultation
session.

Times are available Monday through Friday. Unless specifically requested, all
consultation sessions are held in our Newmarket offices.

Charges for consultancy sessions can be found on our website at:
http://www.academic-consulting.co.nz/consultancy.
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Training Course Summary

Note that all courses will be held at Academic Consulting, Ground Floor, 17 Great South

Road, Newmarket, Auckland.

Registration is essential for all courses: http://www.academic-consulting.co.nz/registration.

Course Title Aug Sept Oct Nov Dec ! Page

Qualitative Research
Demystifying Qualitative Research 28
Qualitative Data Collection Techniques 29
Qualitative Data Analysis Techniques
Qualitative Software
Introduction to NVivo: Working with Data 6
Introduction to NVivo: Extending Analyses 7
Upgrade to NVivo 9
Qualitative Data Analysis with Microsoft Office
Quantitative Research
Introduction to Quantitative Research 1
Introduction to Quantitative Data Analysis 2
Quantitative Software
Introduction to PASW (SPSS) 1
Questionnaires
Designing Questionnaires 9
Formatting Questionnaires in Microsoft Word 9
Writing with Technology
Writing Smarter with Microsoft Word
Successful Thesis Writing with Microsoft Word
Introduction to Zotero 30

BYO Project Afternoons 19 30

14
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26
29
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11
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15

16
17
14
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13
20
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10

11

12
12

13
13
14
15

Contact us for further information:

Phone: +64 9 522 0676
Fax: +64 9 522 0677
info@academic-consulting.co.nz

http://www.academic-consulting.co.nz
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