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TURNING SURVEY MONKEY RESULTS INTO A MICROCASE DATA FILE


To analyze the data you get from your surveys, you will need to turn your Survey Monkey results into a Microcase data file.    This involves several steps:

(1) Downloading your Survey Monkey data into Excel

(2) Creating a Microcase data set as the ultimate destination for the data

(3) Importing the Excel file into Microcase

(4) Copying the Excel data into the Microcase data set.


Survey Monkey has a straightforward way of downloading survey results into Excel, so I won’t deal with that here.

For much of the rest, consult the very useful “Help” files on Microcase to supplement what I say below.   Indented material below comes directly from these “Help” files, unless indicated otherwise.    You may have to play around a bit with the instructions to get it all to work.  The bottom line is this:  Once you have everything set up, you should be able to cut and paste results from each of your variables into the appropriate column of your Microcase data set, rather than having to enter laboriously each specific piece of data.
Creating a Microcase Data set and Defining Variables
JH: Microcase gives you the option of creating several kinds of data sets and several kinds of variables.   Generally you will want to create a  Standard data set with Numeric variables.
To create a new MicroCase data file, click on the New File button on the File Management Task Menu, or click on the File menu on the menu bar and then choose “New.”  MicroCase allows you to create three different types of files.

Standard files are simply empty MicroCase data files.  After the file has been created you may create variables and add cases.

To add a new variable to your data file, choose the Define & Edit Variables task from the Data Management menu.  The variable definition screen will then appear.
JH:  Very important.  You must create variables in the same order as they appear on your survey.  Each Microcase variable must have the same response categories in the same order as its counterpart from the survey.  Otherwise the resulting data set will be useless mush! 
For each variable you create, you need to provide a variable name.  The variable name must be 10 or fewer characters in length; it may not start with a number and it may not contain a quotation mark (“).  Special characters ($, #, %, etc.), numbers, spaces, periods, and upper- and lower-case letters can be used in the variable name.

Variable descriptions are optional.  In the retail version of MicroCase, variable descriptions are limited to 2,000 characters or less.  In versions of MicroCase packaged with student workbooks, variable descriptions are limited to 255 characters or less.  There are no limitations on the kinds of characters that can be used in the description.

JH: I strongly recommend doing a variable description that includes the question you asked and the response categories you provided.   That way, you don’t have to look back to your survey to remind yourself of what you actually said.
If you would like to cut or copy the variable name or variable description to the clipboard, or paste in a name or description from another document, click on the right mouse button.  A menu will then appear that allows you to cut, copy and/or paste.

When defining a variable, you must indicate which type of variable it will be—numeric, alphanumeric, or date.  Numeric variables are variables whose values consist of numbers.  In other words, one case might have a value of 0 and the next a value of 1, etc.  An alphanumeric variable is a variable whose values consist of text.  Thus, one case might have a value of "Washington," while another case has a value of "Oregon."  A date variable is a variable whose values consist of dates in a particular format.  For example, one case might have the value "12/30/1997," while another has the value of "01/08/1998."
Defining Numeric Variables: Numeric variables are variables whose values consist of numbers.  In other words, one case might have a value of 0 and the next a value of 1, and so on.  You can create several different kinds of numeric variables.

For example, you might use a numeric variable with one decimal place to keep track of interval data, such as average daily temperatures.  Thus, cases would have values such as 65.3, 66.7, 88.9, etc.  You can define variables with up to 5 decimal places.  Choosing the “Precision Variable” option allows you to define variables with up to 13 decimal places.

You could also use a numeric variable for categorical or ordinal data.  For example, you could create a Likert-type scale by creating a new numeric variable with five category labels.  Category labels must be ten or fewer characters.  Thus category 1 would be labeled “Str Disagr,” category 2 would be labeled “Disagree,” category 3 would be labeled “Neither,” Category 4 would be labeled “Agree,” and category 5 would be labeled “Str Agree.”  Note: if your data file uses enhanced category descriptions, you can add or edit the enhanced descriptions, using up to 500 characters.

If you would like to cut or copy category labels to the clipboard, or paste in labels from another document, click on the right mouse button.  A menu will then appear that allows you to cut, copy and/or paste.

To create a numeric variable, click on the Numeric Variable button.  Several options will then become available.  When you have finished defining the numeric variable, click on the “Continue” button to create it.

Importing Excel Worksheet Files 

JH: This may take a little experimentation.  Here is what Microcase says:

To open an Excel worksheet file in MicroCase, click Open from the File drop-down menu or choose "Open File" from the File Management task menu.  When the Open box appears, click on the "Files of type" drop down list and choose "Excel 5/’95/’97 workbooks (.xls)."  Locate the Excel file you want to open and then click on the Open button.

MicroCase will correctly read the first worksheet from most Excel 5.0, Excel95, and Excel97 workbooks, but may have problems with some complicated worksheets containing linked cells or embedded charts.  

If the workbook has multiple sheets and you want to import sheets other than the first one, use Excel to copy those sheets to other workbook files.

JH:
However, Trevor Pinho (’11) recalls that Microcase can be finicky, so you may need to make sure that your Excel data include numbers only.   Here is what he says:

It is possible that microcase will want all the data to be numbers (I don't remember). If this is the case, they should, in excel, select the entire column and find/replace each word or phrase, one at a time, with the number. For example, for class year, if microcase only wants number variables but their output is in words, they could highlight that portion of the data and find/replace "Freshman" with "1" etc etc.

Copying Excel data into your Microcase Data Set
Cutting, Copying and Pasting Data

When the grid is showing in data entry, you may cut, copy, or paste data within the grid.  These options may be selected either from the Edit menu, or from the menu that appears when the right mouse button is clicked.  To cut or copy, simply highlight the appropriate block in the data grid and then select the desired action.  This places the selected data in the clipboard so it can be pasted to another location.  To paste, click on the cell in the upper left corner of the area to be replaced and then select the Paste option from the Edit menu.  You may highlight and entire row or column by clicking on the label at the left (for row) or top (for column).  If you copy and paste to another row or column, only the data are copied.

You may also copy and paste data between MicroCase and other programs using these same procedures.  In this situation, you may click on column and row labels to copy the data, but you must click within the grid itself (i.e. the first cell in the row or column) to paste the data.
