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Vsebina

Katere stvari moram hraniti in kako
— podatki
— dokumentacija

Katera orodja so mi pri tem v pomoc

a0 MAN T F~A

Research Data Management Training

< g \ ‘ UK Data Service
. /
%\ .
2 @ IHSN
International Household Survey Network
FINNISH SOCIAL SCIENCE DATA MANAGEMENT
s DATA ARCHIVE GUIDELINES
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http://datalib.edina.ac.uk/mantra/
https://uk.sagepub.com/en-gb/eur/managing-and-sharing-research-data/book240297
http://ukdataservice.ac.uk/media/440277/documentingdata.pdf
http://www.ihsn.org/home/software/ddi-metadata-editor
http://www.fsd.uta.fi/aineistonhallinta/en/

Deljenje moje raziskave

Podatki morajo biti uporabnikom prijazni, morajo biti deljivi in
dolgotrajno uporabni.

-> zagotoviti moramo, da bodo razumljivi vsakemu uporabniku

To seveda zahteva jasen opis podatkov, ustrezne kontekstualne
informacije in dokumentacijo.
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Lahko razumete / uporabite tovrstne podatke?
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Name Type | Wiah | Decimals| vaties | Missing
175 quala10 ‘Numenc 2 0 Which of the quaifications on lhls cald do you have? 10 {-2, Noans... -99 - -1
176 aciivb {Numeric 2 0 Activity status for last week {-9, Noans... -99- -1
177  empsiat j'Numeric 2 0 Manager/Foreman {-, Noans... l99- 1
178 leverjob  |Numeric 2 0 Ever had paid employment or sef-employed (-9, Noans... -99 - -1
179 ﬂpcime ?Numeric 2 0 Ful-time or part-time {-, Noans... 1901
180 h(mlong ?Numefic 2 0 How long have you been Iookmg {-¢ Noans... T
181 wkstrt2 iNurﬁefic 2 0 Able to start work within 2 weeks (Govcmment tralmng scheme) (—'}, Noans... -9¢ - -1
I 1_Bg~ whlookd ‘Numcfic 2 (] Lookmg paid womgow scheme fast 4 wecks {-¢, Noans... l.e0- 4
_183 'hcmplc‘e Numcﬂc 2 o Number employed at placc of wk (-9, Noans... -09 - 1
184 nssec Numcfic 5 1 NS-SEC - ior]ig'versuon (hamwmscd) {-2.0, Noa.. 0 - -1. 0
185 cthpaid ‘Numcnc 12 (] Ewver had other employment (waiting to starl work) {-& Noans... 00 -1 )
186 payage  |Numeric 3 0 Age when basthadapaidjob (9, Noans... 98- 1
167 paylast Numenc 4 ¢ Year keft last paid job {9 Noans...-9¢- 1
186 paymon ; umeric 2 o Fﬁb;l—lrm_ﬁé‘léﬂ paid oo {- 9 No ans... KT
189 |schass  Numeric 2 0 Social Class {9, Noans... 99- 1
190 seg 'Numenc 2 o ';(;:lchonomc G«oup {- 9T7N<; ans.. 991
191 snempke ?Nud\enc- 2 o Self empkyyed how many employees 19, No ami 96 - 1
192 age o ithenc 3 0 Age last bulhday {-¢ Noans... A-QQ -1
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Kaj je potrebno hraniti?

Hranimo uporabno dokumentacijo, kot so:

- koncna porocila, objavljena porocila, navodila za uporabnika, delovni
dokumenti, publikacije, laboratorijski zapiski ...

Informacijo o podatkovni strukturi:
- popis podatkovnih datotek,
- informacijo o povezanih ali hierarhicnih datotekah,

- evidence, posamezne primere ... DMP
ac\\a
.. ] . . oﬂ“
Dokumentacijo na ravni spremenljivk: / «\‘o“"“\“‘ce"“‘
- m =\ ‘o
- imena spremenljivk / okrajsave, «\90‘“?’ \“e«‘"
a(\‘\e S\LO\|a

- posamezna kodiranja in klasifikacije, | e
: . 0w I I AP\

- informacijo o manjkajocih vrednostih, 19

- odstopanja in zdruzevanja.

Vir: UK Data Service
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Dokumentacija podatkovne datoteke

Doloceni tipi podatkovni datotek lahko vsebujejo informacije, ki
jih je potrebno ohraniti:

- poimenovanje spremenljivke / kategorije odgovorov;
metapodatki dokumenta; povezanost med tabelami in

poizvedbami v relacijskih datotekah, GIS podatkovne plasti /
tabele.

Na primer:

- SPSS: lastnosti spremenljivk dokumentirani v t.i. ,Variable View
»(ime spremenljivke, koda, podatkovni tip, manjkajoce
vrednosti),

- MS Access: povezanost med tabelami,
- ArcGIS: rastrske slike in drugi vektorski podatki,

- MS Excel: lastnosti dokumenta, poimenovanja delovnih listov
(kadar je teh vec).

Vir: UK Data Service
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Nadzor nad kakovostjo podatkov

Metoda zbiranja podatkov in uporabljen inStrument bosta v veliki
meri vplivala na to, kako (Ce sploh) so podatki (in spremno
gradivo) hranjeni v elektronski obliki.

V spletnih anketah se odgovori zapisejo v bazo takoj, ko so
podani. V racunalnisko podprtem osebnem anketiranju ali
telefonskih anketah anketar vnasa odgovore med samim
intervjujem. Papirnate vprasalnike je mocC prebrati z opticnimi
bralniki ali pa so v program vneseni rocno. Vse metode zbiranja
podatkov lahko povzrocijo napake pri podatkih.

g BLAISE R Enklik

SURVEY SOFTWARE FOR PROFESSIONALS
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Nadzor nad kakovostjo podatkov

Kvaliteto podatkov lahko izboljSamo z naslednjimi pristopi:

- Preveri in popravi vrednosti izven dovoljenega obmocja.

- Vnesene podatke primerjaj z nakljucno izbranimi vprasalniki.
- Preveri dolzino vrstic in stevilo spremenljivk.

- Ne preoblikuj spremenljivk (zdruzevanje kategorij) med samim
vhosom.

- Kadar se podatki vnasajo rocno, pazi na, da so varnostne kopije
hranjene loCeno in dovolj pogosto.

- Pri preoblikovanju spremenljivk uporabljaj statisticna orodja in
zapisuj spremembe z uporabo sintakse.

- Preveri veljavnost frekvenc.

- Pripravi in hrani dokumentacijo vseh sprememb, ki so bile

narejene na datoteki.
Vir: FSD: Data Management Guidelines
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http://www.fsd.uta.fi/aineistonhallinta/en/
http://www.fsd.uta.fi/aineistonhallinta/en/
http://www.fsd.uta.fi/aineistonhallinta/en/
http://www.fsd.uta.fi/aineistonhallinta/en/
http://www.fsd.uta.fi/aineistonhallinta/en/
http://www.fsd.uta.fi/aineistonhallinta/en/

Dokumentacija podatkovne datoteke: ime spremenljivk

Strukturirani/ tabelaricni podatki morajo imeti ustrezno
dokumentiran zapis spremenljivk (kratko ime, opis spremenljivke
in opis vrednosti).

Kratko ime spremenljivke je lahko npr. :

- povezano z imenom in stevilko vprasanja v anketi

Q1la, Qlb, Q2, Q3a

- numericno StevilCenje

V1, V2, V3

- smiselna okrajsava vprasanja ali pomena spremenljivke
moocc=mother occupation, faocc=father occupation
star=starost anketiranca

Ir=leto rojstva

Vir: UK Data Service
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Dokumentacija podatkovne datoteke: ime spremenljivk

- Za interoperabilnost med orodji (zagotavljanje dolgorocne
hrambe) je kljucno, da ime spremenljivke zasede do 8 znakov
brez presledkov, prvi znak naj ne bo stevilka.

- Ne pozabimo ustrezno poimenovati dodatnih spremenljivk —
okoljskih spremenljivk vCasih ni v vprasalniku. Npr. velikost
naselja (na podlagi vzorca).

Uporabimo poimenovanja bvi, bv2 (bv= background variable)

- V podatkovno datoteko se lahko doda tudi dodatne informacije,
ki ne izhajajo neposredno iz raziskovalnega instrumenta — npr.
datum zbiranja podatkov. Podatki zbrani s spletnimi anketami

pogosto vkljuCujejo tehnicne informacije, kot so uporaba
brskalnika, Cas anketiranja, respondentov IP naslov.

Uporabimo imenovanja tl1, t2 (t=technical information)

S
N2
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Comparative Study of Electoral Systems

CCSES

COMPARATIVE STUDY of ELECTORAL SYSTEN

CSES Module 3 Data Set Errata

Posted: October 24, 2010

SPSS portable files

For the convenience of users, in recent years the CSES
project has been providing SPSS portable (.por) files in its
data releases. However, an SPSS portable file is not
available in the first advance release of CSES Module 3.
This is because variable names in SPSS portable files are
limited to eight characters in length, and some CSES
Module 3 variables names exceed that limit. Until the
CSES Secretariat is able to resolve the issue, SPSS portable
files will not be provided in CSES Module 3 releases.
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Dokumentacija podatkovne datoteke: opis spremenljivk

Podobna nacela veljajo tudi za opis spremenljivk:
- bodite kratki (za dolgotrajno hrambo najvec 80 znakov)

- kjer je potrebno, ustrezno oznacite tip spremenljivke in mersko
lestvico (numericna / opisna spremenljivka)

- v opisu omenite St. vprasanja v vprasalniku
spremenljivka 'ql1hexw' z opisom 'Q11: hours spent taking
physical exercise in a typical week’

- pazimo na dosledno dokumentiranje manjkajocih vrednosti,
izogibamo se puscanju praznih polj. Kadar vrednosti niso podane
v vprasalniku, priporocamo uporabno standardnih oznak.

99=brez odgovora

98=ne vem

97=se ne nanasa, preskok
95= napaka

-1=zakrita vrednost

Vir: UK Data Service —




Dokumentacija podatkovne datoteke: opis spremenljivk

Pri opisih spremenljivk smo pozorni tudi na uporabo:

- Kodiranje oz. uporabo klasifikacijskih shem, z navedbo
bibliografske reference
Npr. Standardna kiasifikacija poklicev — seznam kod, za
umestitev respondentovega poklica; ISO 3166 - 2 mestna
koda za drzavo
- Kadar imamo v datoteki izvedene spremenljivke, pazimo, da so
ustrezno pripravljene in imenovane (npr. iz leta rojstva so
generirane starostne skupine).
- Enako velja tudi za pripravljeno utez (npr. utez po spolu).

Kadar je potrebno, pripravimo in distribuiramo locen dokument,
kjer opiSemo posamezna preoblikovanja spremenljivk.
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Dokumentacija podatkov — prepisi intervjujev

Kvalitativni podatki / tekstovni dokumenti:

- Ustrezen prepis intervjujev — tekst razdeli na govorce, dodaj
minute, izloCi medmete, po potrebi zapiSi tekst iz govornega
jezika / nareCja v pravopisni jezik.

- V glavo pripravljenega dokumenta dodaj kratke informacije, kot
so datum intervjuja, kraj, ime anketarja, informacije o
anketirancu, kontekst.

10.9.2011

ANKETAR: Janez Stebe (JS)

DRUGI PRISOTNI: Sanja Luzar (SL)
INTERVJUVANEC: D.K. (DK)
ORGANIZACHA: XXX

ZNANSTVENO PODROCIE: vodja XXX
POLOZAJ: znanstveni sodelavec
IZOBRAZBA: uni. dipl. inZ. XXX

LETA DELA: /

LETO ROJSTVA: /

Projekt Odprti podatki, INTERVJU_St. 21
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http://www.fsd.uta.fi/aineistonhallinta/en/processing-qualitative-data-files.html

7 EU VET - Raziskava o poklicnem izobrazevanju v sedmih
evropskih drzavah

The 7EU - VET project — Detailed Methodological Approach to
Understanding the VET Education - is a research study on
vocational education and training which builds on theoretical
backgrounds and secondary analyses of the existing documentation
as well as on national and EU data in order to conduct quantitative
and qualitative studies and derive empirical results. The project is
built upon one of the goals of the Lisbon strategy, which is the
promotion and the quality of vocational education and training.
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http://www.adp.fdv.uni-lj.si/opisi/euvet12/
http://www.adp.fdv.uni-lj.si/opisi/euvet12/

Prirocniki in vodici
EUVET 12
— Coding of Master guestionnaire

EUVET 12 (Manual for cleaning and entering data)
— splosne informacije

— dolocanje manjkajocih spremenljivk

— problematika specificnih vprasanj

— vnos podatkov

— kontrola kvalitete

— CisCenje podatkov
— pregledovanje / iskanje napak.
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http://www.7eu-vet.org/uploadi/editor/DnD1338462424Codebook_Masterquestionnaire_final.pdf
http://www.7eu-vet.org/uploadi/editor/DnD1338462424Codebook_Masterquestionnaire_final.pdf
http://www.7eu-vet.org/uploadi/editor/DnD1338462424Codebook_Masterquestionnaire_final.pdf
http://www.adp.fdv.uni-lj.si/podatki/euvet12/euvet12_om1_en_v1_r1.pdf
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Methodological Research Data and Documentation ESS Resources
The Eurcpean Social Survey runs a Data and documentation can be accessed by The ESS provides a series of outreach
programme of research to support and round (year), by theme or by country. Data resources designed to increase the use of its
enhance the methodology that underpins the are available for download and online data, including ESS Bibliography, Findings,
high standards it pursues in every aspect of analysis. Training Courses and elLearning resources.

survey design, data collection and archiving.



ESS6 - integrated file

Edition 2.1

Integrated files and documents

ESS6 - integrated file, edition 2.1

ESS6 - data from Interviewer's questionnaire, edition 2.1

ESS6 - test variables from Supplementary questionnaire, edition 1.0

ESS6 - parents’ occupation edition 2.1, all country files and integrated isco file
ESS6 - data from Contact forms, edition 2.0

ESS6 - interview time data, edition 1.1

ESS6 - data from Media claims, edition 4.0

Guide to weighting of ESS data

Useful hints: Combining data files, Renaming variables, Other data formats.

Fieldwork Summary and Deviations



Evropska druzboslovna raziskava — Podatkovni protokol

B2, Parents’ OCCUPAtION ciiit e i et erraeerinaeeranaeaaraneerannnaeens
06 T 3 LT - -
B4. Specifications and deposit of Sample design data files (SDDF) ..........
B5. Common identifiers in data files ...
B6. Checking data.. e erereneaeeeeans
B7. Anonymised data, files 1-4 e
B8. Deposit of indirectly identifiable data, files Sand 6.....ccovvviivvviennnn...
C. Principles of variable definitions ... e
L0 O T o T TR 7= 1 1=
C2. Multiple responses and missing values ... e
LG T o T 1 0 = |
CA. Variable MamiEs . e e
C5. Variable labels and categories .o
D. Standards and classifications ...
D1. International standards. ..o e
D1.1 IS0 31661, COUNTIY ereeeeee e e e e e e e e
D1.2 150 639-2, LangUade «..riiiiii e i e iia et iasaanarasannarannnarannns

http://www.europeansocialsurvey.org/docs/round6/survey/ESS
6 data protocol e0l1l 4.pdf
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http://www.europeansocialsurvey.org/docs/round6/survey/ESS6_data_protocol_e01_4.pdf
http://www.europeansocialsurvey.org/docs/round6/survey/ESS6_data_protocol_e01_4.pdf
http://www.europeansocialsurvey.org/docs/round6/survey/ESS6_data_protocol_e01_4.pdf

Your Dataset Deserves More than a First
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http://www.colectica.com/software/colecticaforexcel

Colectica for Excel

Document Variables
and Datasets

Colectica allows documenting of
Variables, Code Lists, and Data Sets
directly from within Microsoft Excel.

Import Stata to
Excel

Colectica for Excel Professional allows
direct importing and documenting of
Stata data files, with a file extension
.dta. The variable names, labels and
code lists in the Stata file will also be
imported and added to the stored
documentation automatically.

Metadata is
Embedded

Colectica saves your standards-based
metadata directly in the Microsoft Excel
file. If you email or share your file, the
metadata will still be attached.

Import SPSS to Excel

Colectica for Excel Professional allows
direct importing and documenting of
SPSS data files, with a file extension
.5av. The variable names, labels and
code lists in the SPSS file will also be
imported and added to the stored
documentation automatically.

Publish
Documentation

Colectica for Excel can generate
documentation for your Variables, Code
Lists, and dataset in PDF, Word, HTML,
and XSL-FO.

Create DDI-Lifecycle
Metadata

Export your data documentation to an
¥ML file in the DDI metadata format,
the standard for data documentation.
Open and edit it from Colectica
Designer, Colectica Express, or other
DDI applications.
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Data Documentation
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Nesstar Publisher

Nesstar Publisher — okolje, v katerem lahko urejamo podatke iz
razlicnih virov (vkljuCujoC SPSS, SAS, Excel itd.).

Orodje ponuja prilagojen metapodatkovni urejevalnik, moznost
preverjanja kvalitete podatkov in metapodatkov, ter metapodatkovno
podlago, ki omogocCa standardizacijo in kontrolo nad vnosom.

Easy editing/creation and export | Tools to compute/recode/label
of DDI documented datasets with | new, or existing, variables to be

XML experience needed. added to a dataset before
publishing.

Tools to validate metadata and The ability to import and export

variables. data to the most common statistical

formats, including delimited files.

The ability to include automatically  Multilingual - Arabic, Chinese,
generated frequency and summary English, French, Portuguese,
statistics for each variable. Russian and Spanish and more.
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Podatkovni formati, ki jih podpira Nesstar Publisher

File formats currently supported:

+« Nesstar (.Nesstar)

+« NSDstat (.NSDstat)

« DDI Document (*.xml)

« SPSS (".sav)

SPSS Portable (".por)

SPSS Syntax (".sps)

STATA (".dta)

Statistica (".sta)

NSDstat (".nsf),

dBase (".dbf)

DIF (*.dif)

Delimited Text (".txt, ".csv, ".sdv, ".cdv, ".prn)
« PC-Axis (".px)

+« Excel (".xls)

+ Hierarchy Definition File (*.NSDstatHDef)

File size limitations: The maximum size of file that can be imported is approximatel
10 Gigabytes, with a limitation within a file to 260 million cases. However, using files

of this size will affect response times.




*¥ Nesstar Publisher v4.0.9 - Temp#6.~esstar (euvetl2-en_F1) - [My Projects]

File Edit Documentation Variables Data Publishing Tools
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Dokumentacija vkljucuje:
- anketni vprasalnik,
- popis o0zadja intervjujey,

- informacije o respondentih in njihove .. — —
demografske znacilnosti (zlasti v kvalitativnih | s A
raziskavah),

- tabelo imen in opisov spremenljivk,
- Clanek, ki nudi dodatne informacije o raziskovanju,
- opis metodologije uporabljene pri zbiranju podatkov.
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Kaj naj bo ohranjeno?

Kontekstualne informacije o projektu in podatkih
e ozadje, zgodovina projekta, nameni in cilji raziskave, hipoteze
e publikacije, ki temeljijo na zbranih podatkih

Metodologija in procesiranje podatkovne zbirke
e vzorcenje in proces zbiranja podatkov

e uporabljen instrument — vprasalniki, pokazne kartice, zapiski anketarja o
anketiranjih

e geografsko pokritje

e preverjanje podatkov — CiSCenje, preverjanje napak
e izvedba / izraCun izvedenih spremenljivk

e utezevanje: spremenljivke, proces utezevanja

e uporabljeni sekundarni viri

Zaupnost podatkov, dostop in pogoji uporabne
e izvedeni postopki anonimizacije

e privolitev - pogoji / postopki

¢ pogoji dostopa in uporabe podatkov

Vir: UK Data Service
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Osnovna struktura DDI 2.*

- Metapodatki — podatki o podatkih / standardi
- Data Documentation Initiative (DDI)
- ISO19115
- Dublin Core
- Metadata Encoding and Transmission Standard (METS)
- Preservation Metadata Maintenance Activity (PREMIS)

II\/IuItiIinguaI I IXML I

I Controlled Vocabulary I I Semantic and technical interoperability I

- Section 1.0 - Opis dokumenta (Document Description) consists of
bibliographic information that can be considered as the header whose
elements uniquely describe the full contents of the compliant DDI file.

- Section 2.0 - Opis raziskave (Study Description) consists of
information about the data collection. This section includes information
about who collected and who distributes the data, about the scope and
coverage, sampling (if relevant), data collection methods and
processing, citation requirements, etc.

=




Osnovna struktura DDI 2.*

Section 3.0 - Opis podatkovne datoteke (Data Files Description)
provides information about the Data file(s).

Section 4.0 - Opis spremenljivk (Variable Description) provides a
detailed description o f variables, including (when relevant) t he
variable type, variable and value labels, literal questions, computation
or imputation methods, instructions to interviewers, universe,
descriptive statistics, etc.

Section 5.0 - Povezana gradiva (Other Study Related Materials)
allows for the inclusion of other materials related to the study such as
questionnaires, user manuals, computer programs, interviewer
manuals, maps, coding information, etc.
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/.4 International database

One of the WP 7 products will be a publicly accessible
international database with the corresponding
documentation (questionnaires, technical information,
sampling information) based on which anyone interested
will be able to perform secondary analyses. The
international database will be published on the web page
and publicly after the publication of the final report.
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euvetl?2_f1 wvigs D2_7 Role: A persons family ought to be his or her main priority in life (not asked in LK)
euvetl2 f1 wi1es D3 Do you think men and women have the same opportunities to get a job in your aspired occupation? (e
euvetl?_f1 w167 D4 What kind of job do you expect to have when you are about 30 years old?
euvetl?_f1| w168 | d40 What kind of job do you expect to have when you are about 30 years old?
euvetl2_fl| wi1g9 | d41 What kind of job do you expect to have when you are about 30 years old?
euvet1?_f1 w170 | d42 What kind of job do you expect to have when you are about 30 years old?
euvetl?_f1| w171 | D4_ISCO | ISCO: What kind of job do you expect to have when you are about 30 years old?
euvetl?_f1| vi172 D5_1 Sector: Industry (e.qg. producing industry, steel, maotor, oil)

euvetl2_f1 w173 D5_2 Sector: Services (e.q. nursing, policding, hairdressing)



Previous grade: first foreign language_comparable

Choice: The programme offered good job prospects

* Documentation

Statistics Weights Documentation
S . Pre-Question Text
...... E Literal Question Literal Question

...... E Post-Question Text
i R Interviewer Instructions A4, |..|.:.W important were the following aspects b:l you when you were choosing your current programme? (Flease tick only one
&3 Descript box in each row) The programme offered good job prospects

= escription

...... Variable Text
...... Concepts




Survey Documentation
ESS6 Data Documentation Report ed. 2.1

ESS6 Appendix Al Education ed. 2.0 European Social Survey, Round 6

ESS6 Appendix A2 Income ed. 2.0

ESS6 Appendix A3 Political Parties ed. 2.0

ESS6 Appendix A4 Legal Marital and Relationship Status ed. 2.0
ESS6 Appendix A5 Population Statistics ed. 2.0

ESS6 Appendix A6 Classifications and Coding Standards

ESS6 Appendix A7 Variables and Questions ed. 2.1

ESS6 Appendix A8 Variable List ed. 2.1

ESS6 Data Protocol ed. 1.4

ESS6 Quality Report

Fieldwork Documents

ESS56 Source Main Questionnaire

ESS6 Source Showcards Main Questionnaire

ES56 Source Contact Forms

ESS6 Source Supplementary Questionnaires

ESS6 Source Showcards Supplementary Questionnaires
ESS6 Source Administration of Supplementary Questionnaires

ESS56 Source Project Instructions



Reference

FSD — Data Management Guidelines
http://www.fsd.uta.fi/aineistonhallinta/en/

UKDA — Create & Manage Data
http://www.data-archive.ac.uk/create-manage

ICSPR — Guide to Social Science Data Preparation and Archiving

http://www.icpsr.umich.edu/icpsrweb/content/deposit/quide/chapter5.h
tml

IHSN — Data archiving and dissemination
http://www.ihsn.org/home/archiving

MANTRA — Research Data Management Training
http://datalib.edina.ac.uk/mantra/
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