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PREPARING THE DATASET

Before marking up the file (entering the metadata into Nesstar Publisher), always check to ensure that the file
is ready for public use. You will need to check for the following:

there is an id variable;

all the variable labels are correct and unique (avoid lengthy labels/repeats that read as a literal
question);

all the value labels are correct;

all the missing values have been declared;

all the recoded variables are correct;

any alphanumeric variables are truly alphanumeric; and

make sure the data are not weighted.

This guide assumes you will perform these checks using SPSS. However, sometimes quick fixes can be made in
Nesstar. Generally, you will have either an SPSS system file (.sav format — obtained from <odesi> or Statistics
Canada Nesstar), or you will have a combination of an ASCII text file (.txt or .dat) and a syntax file (.sps —
obtained from Statistics Canada FTP site). The following will describe how to prepare the dataset in each case.

1) Working with an “.sps” syntax file (creating an SPSS system file .sav)
Open the syntax file (.sps file) by double-clicking on it. The .sps file is the program file which converts the raw
data file (ASCII text file) to an SPSS system file (.sav) which is then imported into Nesstar.

a)

b)

<)

Modify the SPSS command code

See below for instructions on editing the syntax file.

Tips on editing SPSS command code:

e all commands end with a period.

e all commands start in the first column; subsequent lines in the same command are indented by 1-2
columns.

e alllines of text are in quotation marks

o LRECL (Logical Record Length) can be determined by looking at the last position of the last variable
on the raw data file. Or, the last number at the end of the DATA LIST FILE.

Run the file

SPSS will run the syntax file’s code against the raw data file referred to.

i) Save the file

ii) From the Menu bar, use the menu command: Run = All to run the code. When it is done, “SPSS
processor is ready” will appear at bottom of screen.

Check results.

i) Check that the SPSS System File (.sav) was saved to the disk location you specified at the bottom of
your SPSS program (.sav file will have been added to working directory / folder)

ii) From within the data editor screen (the one that looks like a spreadsheet), use the menu
command: Analyze - Descriptive Statistics > Frequencies

iii) Choose an appropriate variable (e.g. Province, or some other categorized variable)

iv) Run the analysis and compare your results (e.g. number of cases) with the number of cases
indicated in the “Readme” file or Data Dictionary for the survey

v) The .sav file can now be imported into Nesstar Publisher
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= *gssclvi.sps - PASW Statistics Syntax Editor

File  Edit  View

Diata

Tranzform  Analyze

Direct Marketing

Graphs  Ltilties

Add-onz

Fun  Tools

HH & e~

T

TITLE "GEMERAL SOCIAL SURNVEY CYCLE 1, 1985"

SUBTITLE "HEALTH AMD S0CIAL SUPFPORT"

SET LEMNGTH=
FILE HANDLK G55/

‘nickname’ of file
same as DATA LIST
FILE name

\

title and subtitle in quotes

> @

sets page width

WIDTH=80. <

ME="Cdatabgssc0185. dat /LRECL=559.

—

full path to where
raw data is located

Logical Record Length (LRECL)

identifies file, gives record length

DATA LIST FIL
SEQNO T- numbers identify positions of variables in raw data file
GEMHLTH E-b
BFCHECHK i-7
[CIMACTI 22 -2
DAY SMISS 23-24 A “(A)” —indicates that this variable is alphanumeric;
CUTDOWYN 25-25 It’s value label will be letters not numbers.
3 CUTALLDY B - 27 If the data are numbers, this has to be changed.
ICIMACTZ 208-28 See Appendix C for instructions on how to change
DAYSNTAE  29-30 (&) alphanumeric variables to numeric variables.
=EEDOC 3 -H
WEIGHTI 9-93 “(1)” —indicates th ber of decimal pl tob din;i
—indicates the number of decimal places to be read in; in
WWEIGHTM 94 - 97 “j this case, this variable should be interpreted as having 1 decimal
CVEUMDR 95 - 95 place.
EXERCISE  99-93
TYPEXERT 100 - 100
GCHILD 556 - 556
RELATIV 557 - 557 a period (“. “) signifies the end of this command
EXFARE 555 - 559

this number is the LRECL — it is the last position of the raw data file

VARIABLE LABELS

SEQND "SEQUENCE NUMBER" Make most changes in this section.
GEMNHLTH  "DESCRIBE ¥YOUR STATE OF HEALTH" Clean up variables if needed:
EFCHECK  "TIME SIMNCE LAST BELOOD PRESSURE CHECK! - check spelling

GCHILD  "HOUSEHOLD INCLUDES RESPOND GR-CHILDREMN" - spell out words in full (i.e cigs —
RELATIY  "HOUSEHOLD INCLUDES RESFOMDEMTS RELATWVES" cigarettes)

EXFARE  "EXTENDED FAMILY SUMMARY WARIABLE".
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VALUE LABELS

GEMHLTH

1 "EXCELLEMNT"

2 "zoop”

3 "FAIR"

4 "POOR"

9 "MOT STATED" L .

; Generally, don’t change things in this section.
BPCHECK

1 "6 MONTHS OF LESS"

2 "2 MONTHS"

3 "13-24 MOMNTHS"

4 "2+ YEARS"

5 "MEVER"

B "DO MOT KMo

8 "TIME UINEMOWT"

9 "MOT STATED"

MISSING VALUES

GEMHLTH |:9:| Always check to make sure all missing values have been declared.
BFCHECK B9 All <odesi> files should have missing values declared.
BPHIGH {039

EPTREAT (03 9).

u " Incl he full h wh h Iti P file (. i
SAVE OUTFILE= C:Rdata‘ngsﬂ.sav . tncbudet Z Lé patth v:.leret ert.esuftllngs SS(sytem ile (.sav) is
o be saved. Give the file a meaningful name (survey acronym
EXECUTE.

and year).

Changing Alphanumeric Variables to Numeric Variables in the SPSS Syntax File
In some instances, variables will be coded as alphanumeric when they are really numeric variables. In these
cases, the variables need to be changed to numeric in the SPSS syntax file.

Alphanumeric variables are noted by the ‘(A)’ beside the variable in the Data List. To check if the variable is
truly an alphanumeric variable, scroll down to the Value Labels and look at the values for the variables. If the
value of a variable is listed in quotes (‘a’ “Excellent” or ’1’ “6 months”) then the variable is coded as
alphanumeric. If the value is a letter, then it is fine; if the value is a number, then it needs to be changed.

To change a variable from alphanumeric to numeric:
i) remove the ‘(A) from the Data List
ii) remove the quotes from around the value in the Value Labels list
iii) save file and run syntax file with data file to create new .sav file
iv) import the new .sav file into Publisher

For more information on this, see Appendix C in Publishing to <odesi> Using Nesstar Publisher 4.X (using
DDI2.x).

Alexandra Cooper (Queen’s University) July 27, 2015 5



2) Working with an SPSS system file (.sav) file.
If you are starting directly with a .sav file, you do not need to go through the process that was described in
part 1) above.
e QOpen the .sav file in SPSS
e Go through the checklist listed at the beginning of this section.
e Make any needed changes.
e Save the file.
e The .sav file can now be imported into Nesstar Publisher.

TIPS FOR MARKING UP FILES

e For Document Description and Study Description the correct title is necessary, including the year and study #
(if applicable).

e Inthe left-hand side tree navigation, click on ‘+’ to expand a section; click on the folder name to see all fields
in that section; click on the field name to edit it.

e When you are filling in the information on the right-hand side and you want to add more entries, click on the
‘+’ sign on the right-hand side. This can be done as often as necessary. It will ensure that the entry is on a
different line when it is published. If there is no ‘+’ sign, then it is not possible to add more entries in that
particular field.

o Likewise, you can click on the ‘—* sign to take away an entry you don’t want.

e If you want to re-order your entries, put the cursor over the entry you want moved and click once so there is
a box around it, and then click on the up or down arrow on the right-hand side.

e If there is a Globe icon on the right-hand side, clicking on it will enable you to put in a URI (external link) that
is relevant to that particular field.

e Correct spelling and grammar are of the utmost importance.

e |t may seem like you are repeating yourself when you are entering metadata in different sections and that is
because you are! Remember that the different fields you are entering information into will appear in
different parts of the finished document and must be complete on their own.

* Always remember to SAVE the file and export the .xml file regularly!
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CREATING / EDITING THE DATASET

1) Importing a Dataset

Some files can take a while to import — be patient

a)
b)
c)

Open Nesstar Publisher

Click on My Projects

(if this is not highlighted, then the Import Study option will not be available)
Click on File = Import Study..

d)

(to import more than one file, click on File 2 Import Multiple Studies...)

e)

(to choose more than one file, hold CTRL or Shift and click on file names)

ERROR NOTE: when importing some files, there may be a warning:
“The measure definitions for variables appear to be wrong, do you want them corrected?”

Click on Yes and the file will be imported. For information on this warning, see Appendix D in
Publishing to <odesi> Using Nesstar Publisher 4.X (using DDI2.x).

When data is imported, you will see this screen.
To add/edit metadata, click on the section
names on the left. To see the data, click on the
‘+’ beside ‘Datasets’, then on ‘Variables'.

f) Save and rename the file

When the dataset is first imported, Nesstar
uses the name of the dataset as the

filename.

File 2 Save As... to save and rename the file

#y Nesstar Publisher v4.0.2

File Edit Documentation Variables Data Publishing Tools Help

EEHE L 2R B T [mow 0 ro &

Projects:

[Z] tsrczo0m

= My Projects

2] cesto77
E] ces19es

Z] tsrczooe

07_E_1979_F1
Document Description
I Series Statement
(21 Other Study Materials
D Datasets

--[17] Wariable Groups

(3 other Materials

[:I External Resources

'!:li-s@e‘

s *

Ensure that you’re using an appropriate template. Nesstar always uses the last template used.

Select the file type (.sav) from the drop down box = Double click on file name

File Location

The file has not been saved yet.
Copyright

Copyright () Statistics Canada

Datasets

* Name: sws_T5M0O007_E_1979_F1
Variable Count: 52
Case Count: 57779

The file will save with a .Nesstar extension.

2) Resequence Variables

This is very important to do and must be done for each dataset. It recalculates the start and end positions
for each of the variables. If it is not done, then the user will get an error when trying to export to spss, sas

or ASCII.

a) Click on ‘+’ beside Datasets = click on Variables

b) Variables - Resequence

¢) Resequence dialog box — “Do you want to recalculate the widths? Recalculating the widths are
recommended if you plan to export as Fixed Format Text, SAS or SPSS syntax.” = Yes

#r Nesstar Publisher v4.0.2

The StartCol and EndCol will
have an asterisk until the
columns are resequenced

File Edit Documentastion ‘arisbles Data  Publishing Tools Help
=aE % EE A T |k TG &
Projects: 4
B cesiarT -
= cestoss Mumber | Mame |Lah5| IWldth StartCol IEnanI Is ‘;l +
=1 tsrezoos vl jin) Identification id 6 * *
2] tsrezong V2 PROYIMCE Prov 1 * *
B-[5] aws_75M0007_E_1979_F1 va_ |FILLERL Filler 1 1 * *
[#]-- 1% Document Description v AGEGRP Age groups 1 * #*
[ I Series Statement ve o |SEX Sex 1 * *
[ other Study Materials vE | MARST Marital status 1 * *
-1 Datasets w7 EDUCATH Education 1 * *
=--E8 aws_7SM0007_E_1579_F1 vE | CLSWKER Class of worker 1 * *
[ 1] File Description w3 occ Occupation 2 * * (err |
(Z1 Key Yariables & Relations w10 IND Industry 2| * *
iables vil | TOTHRSWK | Usual hours worked H # l
(&=l DataEntry vz |LFSTATUS | Labour Force Status 1 " i
B Cell Motes vi3  |cquo Did you work as a paid & 1 # #
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3) Declare Weights for entire file
State which variable is the weight variable (repeat for each weight variable). This applies the weight to the
entire file; to add weight to individual variables, see Add weight variable to individual variables below.
a) Choose weight variable (user guide will list weight variable(s))
b) Inlower right-hand corner, under Variable Information, check Is Weight Variable (do this for each

weight variable)

OR File Edit Documentation Varisbles Data Publishing Tools Help
ZEE L BREE & T MEERE R

Turn on Is Weight Variable ;
Projects:
CheCkbOX = My Projects _

. . E-E] oss1977 - -

C) CIICk on Select COl umns Icon 5. 2] Document Description Humber | Mame [Label startCol  [EndCol  [1s weight variab a4
. . . . A Series Statemert vi4_|Dav D] DAY S 2 =] _

d) Customize the variable list dlalog []S oi::: Stjdzm::te”als ¥15 | INTLENG [INTLENG] INTERVIEW L Ed 25 O -
510 Datasets w16 |LanG [LANG] LANGUAGE 29 20 O 2
box opens & cestorr W17 | NCALLS [NCALLS] # OF CALLS M 0 i -

€) Click Is Weight Variable - OK £ [41 Fils Description v18 [PeD [PED]PROVINCIAL FLEQ Select
[ Key variablzs & Relations ®v18  |WT [WWT] WEIGHT

Variables w20 | PECFL [PECF1] PERSON CORRE Columns

@- -

| Data Entry ¥21  |HHCF1 [HHCF1] HOUSEHOLD C1 R
B Cell Nokes v22  |PECF2 [PECFZ] PERSON CORRE icon S
‘o[ Cube Setups w23 |HHCFZ [HHCF2] HOUSEHOLD C1
(1 variable Groups vz4 |ot [Q1] ATTENTION TO PR1 42 4z O

o5 Nesstar Publisher v4.02 B 1= ]
. . . . . . Fle Edt Documentaton variables Data Publihng Took Help
4) Add weight variable to individual variables S h e @ T e P
. . . . Projocts: ‘
a) Click on Weights tab in the middle of the = s
FiEEerl| ar [wickh [ starcol [Erdcol | 1= Welght Variab] o f‘ .
screen e -
. . . . . va_|runrn 4 7 10 0
b) Highlight variables that weight is to be 7 o 4 » @
- 0 Datosets T [ 2w ow 0
added to i e | e -
(¥ 2 Flle Pescription ¥8__|ResTouR 3 £ 0 O
. (7, . . (L1 Key Variables b Rel v [ss.oma 1w a ] -
c) Clickon ‘+’; the Select Variable dialog box 2 v I
Data Ertry 8 _Q01C 1 ) ) 0
Col Notes viz_|es_ooin 1w [}
opens pEm X (I
e o e ' A [l L,L‘
= ~ i velue:  Labels
File Edt Documentstion Varisbles Data Publishing Tools Help — — . Category Test:
EaEE L RE S T | o TG @
Level Name:
Projects: ‘
& oes1977 -
= p— humber | Name [Label [widkh_[SkartCol [Endcal [ 15 Weight Variab] Rec ii + %
P vl |REFYEAR Reference year. 4 1 4 _ _
5] tsrezoms v2 |REFMONTH | Reference month. 2 s [ O
Ej 2] Document Description v3 | PUMFID A unique persan idenitifie 4 7 10 O = @
-5 Series Statement @ vi | wTEm Person weight 10 11 20 = i
(I3 other Study Materials ! -
-3 Datasets | Es -
& tez00s_ape_person 1 . 8| 10| x|
1) Fils Description | ]
i Murnber | Marne Label = :
B0 Koy vartis e N - | V=] | v - wrTeDs - Persom weigh
Variables - w1 REFYEAR. Reference year.
Data Entry - v2 |REFMONTH | Reference month, Min=173.629
B Cell Notes | MFID A unigue person identifier, Max=46079.7122
[Z& Cube Setups | Person weight Decimals=4
57c2009_zpr_trip - Vo RESPROW Province of inkervisw
B tsrc2003_apr_visit =
tsre2005_aug_persan E 1—‘ ve RESCD Census Division of inkerview
tsrc2009_aug_trip + Documentation . Label: w7 REZCMAZ iZensus Metropolitan Area of intery
tsrc2009_aug_visit Seis ”Tghts‘ PR ETn | l_ w8 |RESTOUR Taurism Region of interview
tsrc2009_dec_person —] wa  |cE_qoia | overnight trips within yr within pros
tarc2009_dec tip * w10 B 00iE Owernight trips within yr to other
B tsrezn0g_dec_visit & _g _p - ki L
tsrc2009_feb_persan vl |GBE_Q0IC | Overnight trips within yr bo USA
=] . Level Name: vlz |GE_QoiD vernight trips within yr other cour

w13 |GE_Q0IE Mo overnight krips within yr

w14 | AGE_GRZ Age of respondent (grouped).

w15 | EMDER Sex of respondent

w16 |ECLEVER Education lewel of respondent,

w17 |LFSSTATG  |Labour Force Status,

v18 |IMCOMGERZ | Househaold income (grouped). d

d) Choose weight variable and click OK E— Cancel

\ 4

e if there is more than one weight variable, the
proper weight variable must be applied to the appropriate variable. The User Guide will usually
have this information.

e if there is more than one weight variable, and each one can be applied to any of the variables (for
example, an individual weight, a household weight), then do not do this step.
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e) Weight variable is now listed under the Weights tab.

e a

1 I Document Descrption w3 | Pureo A urique per
-3 Serles Statement WP
(£ Sther Study Materials

Datasets
1 IR tsrezone_apr_person
(- (2 Flle Descripton

([ ey varisbles & fel

| variables
[ Data Entry

iy Cell Notes
(i Cube Setups
LsreZn0s_apr_krip

~ Documentation
Statistics

B '

a
0

csstar Publisher v-4.0.2

File EdlE  Documentation  Yarlables Daba  Publishing  Tooks  Help

=~ R B T =T - R

Projects: -

= B o | waniasies

= v Number | Name [Labet [wideh | Starteol | Endcol | Tz weight variabl Rec =] 4+

Vi |REFvEAR Fealaronee yoor. T B (] =
vz REFMONTH Feference month 2 5 o =]

(]
=

EEEEEEEEEEES

tercz009_Feb visit

-~
-+
s
=1
>
| T | Gacumentatian
-

Value: Label:

Catmgary Test:

Level Mame:

f) Click on Statistics tab, choose variable that weight has been added to.
The Preview window will now show the variable with both weight and non-weighted values.

o Nesstar Publisher v+.0.2
File Edit Documentation Varisbles

Data Publishing Tools Help

EISETE

—— ¥ Include Frequencies Fri

bsrco009_feb_pe | 17 List Missing A¢ End alue  Label N wN
bsrconno feb tri | ooring of Freguencies: 1 1824 years 540 3047842 018
tsrco009_feb_vie | Valus (ascending) = 2 2534 years 1100 4599613981
bsrc2009_jan_pe  SUmmary Statistics Options: 3 35Adyears 1362 4730106.999
tsrc2n08_on by Include Valid 4 2564 years 1495 6235844
bsrcong jan vis | Include b 5 5664 years 1333 3954145002

I~ Include Max 6 65 years and over 1660 4341754 995

ksre2003_jul_per

w2009 _ul_rp | | Indude Mean

mary Statistics:
[ Include Weihted Mean

12009 _jul_visi
. ZUUgJ = I~ Include StdDev ;;“;‘ Weighted
. = J”"J;e' ™ Indude Weighted StdDev all

7
I
I 15 2%
I o 2
N 15.4%
[ IS

| il

=gl f BEE & T  dh >G5 &
Projects:
) g Z:::Z; Humber [ Name [Label [wicth [Startcol [Endcol [1s weight Varisb[Record 2| & [ B &3 Category Herarchy. 4
| terczone vz |REFMONTH | Reference month, 5 6 O - (O 1- 1524 years _
- o— vi  |PUMFID 2 unique person identifie 4 7 10 O o | ] g g i:_j: 1:::2
2 Document Descriptior | [# ¥4 | WTPM Fersan weight 1 i o = (] 4- 4554 years &
) Series Statemert RESPROW | Province of interview 2 2t 22 [m] = C5-Setvears | &
(20 Other Study Material: RESCD Census Division of inters z z3 24 [} w7 6 - 65 years and ov 2,1
(22 Datassts RESCMA2Z | CensusMetropolitan Are 3 5 2 [m] + i
£ B tsrc2009_apr_pe RESTOLR | Tourism Region of mterv 3 z ) ] KN [E—— |
2 File Descript GB QLA Owernight trips within yr 1 31 31 ] ¥ v Label:
[ Key Yariable: GBQUIE | Overnighk brips win yr 1 2 2 O o]
ariables GB_QOIC Owernight trips within yr 1 33 3 ] (Gl UCEE
Data Entry GBQUID | Overnigh trips win yr 1 H H O
- B Cell Notes GB_QOLE Mo overright trips withiny 1 35 35 ]
[ Cube Setups & > A Lewel Name:
£5re2003_apr_tr GENDER. Sesc of respondsrt 1
Lsrc2009_apr_vi: FrIFVGR Frllcatinn level of resnoi 1 fecti=h iR
£c2009_aug_pe
kere2009_sug_ty ~ Documentation ~ variable information
o g vBlIEES e Weights ym'\ Data Typs:
tsrc2009_dec_pe Mumeric v
bsrc2009_dec_tri ¥ Include weighted Statistics o

Horrinal -
[~ Is Time Yariable

I~ 1s Weight Yariable

Min: Max: Decimals:
I~ Implici: decirals

Missing data:

[
jv
j‘

5) Marking up the dataset

Below is the list of sections in which you will be entering information. Each section contains a number of

fields that must be filled out. For more detailed information and examples, please refer to the Best
Practices Document (http://spotdocs.scholarsportal.info/display/odesi/best+practices+-+english).

After entering the metadata, the last steps in marking up the dataset are validating the metadata, saving

the .Nesstar file and exporting the .xml file.

If you have existing metadata in XML format, you can import it rather than starting from scratch.
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Importing metadata from other source:

After the dataset has been imported:
Documentation - Import 2 Import from DDI... (.xml file) OR
Documentation = Import 2 Import from Study... (.Nesstar file)

These two options are essentially the same. One uses the .xml file the other, the .Nesstar file.

i) Import Documentation dialog box

ii) Check the sections you want to import

iii) Click OK

iv) Find the .xml file

v) Click on Open and the metadata will be added to your file

Variable Information — imports the following:

e variable label

e |ocation information (start column, end column, width, record
number)

e decimals for numeric variables

e measure definition for numeric variables

e missing definitions for numeric and fixed string variables

e min and max for numeric and data variables are reset

e statistics options are reset for numeric variables

e universe and notes for variables

Variable Documentation — imports all the documentation for a

variable, except for question text and variable labels

Question Text — imports the literal, pre- and post-questions and

interviewers instructions; universe and notes are imported with

Variable Information

rIncluded in impork

Import Documentation @l

v Document Descripkion
[+ study Description
[ File Description

W ariable Information

[+ ‘ariable Docurmenkakion

¥ Cateqgories

| ¥ Question Texts |

¥ Keys and Relations
v ‘ariable Groups

[ Cther Study Material
v ©ther Material

(0] 4 I Cancel

Weights — if weights are declared in the source file, then they will be copied when imported (for both

the file and individual variables)

NoTEe: when importing, the file imported will override any previous default fields from the template.

NorTE: for a list of tags that must be edited when using metadata from another source, see section 7)f)
Tags that must be edited when XML file is imported in Publishing Microdata to <odesi> Using

Nesstar Publisher 4.x.

Sections to be Marked Up
a) Document Description

Describes the metadata, that is, the document which you are presently putting together.
Click on ‘+’ beside Document Description to open section. Click on field name to edit.

b) Study Description
Describes the study
NOTE: for Beyond 2020, Excel files, and any other aggregate data only:

e 2.4.1 Media — describes the type of aggregate data. These will display as a direct download of the
data/page from the <odesi> search interface. Use one of the following tags:

e B2020
e Excel
e Data
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e 2.4.1.1 Location of Data Collection - points to the URL of the aggregate data page (.html) or the
data files on the <odesi> ftp server; this is the only time this field would be used

e Enter the link to the aggregate data file on the <odesi> ftp server:
http://odesi.scholarsportal.info/documentation/{surveyfoldername}/{filename.htm/}

Click on ‘+’ beside Series Statement to open section. Click on field name to edit.

c) Other Study Materials

Describes other related studies or publications for this data file. To enter a study or publication:

(a) Highlight the section the survey is to go under

(b) Click ‘+

(c) Enter title of study and any other relevant
information

d) Datasets
The Dataset section shows all the datasets imported
into the file.
Click on the ‘+’ beside the dataset you want to edit.
i) File Description
(a) File Contents
Brief Information about what the data covers
(b) Data Check
Information on any checks performed on the
data
(c) Version Statement
(i) Version Text
Version number (if there is no number,
use the date)
(ii) Version Date
Date of revision
(iii) Version Responsibility
Who is produced the version (i.e
Statistics Canada)
(iv) Version Notes

#» Nesstar Publisher v4.0.2

File Edit Documentation ‘Yariables Data Publishing Tools Help

@ & BE T | Engish - ¥

Projects:
= My Projects
251 oest977
R 1% Document Description
- 2% Series Staternent
------ [0 other Study Materials
Jakasets
&-EE cesa77
£ %) File Description
ED File Contents
. File Contents
E|[:| Data Check
- R Extent of Processing Checks
1[0 version Statement
Wersion Text
Wersion Type
‘Wersion Date
‘ersion Responsibilicy
‘rersion Responsibility AfFiliation
bl ‘Wersion Motes
...... (2 Key variables & Relations
. E| Varisbles
------ [rata Entry
------ _-é Cell Motes
...... [C& Cube Setups
...... [ variable Groups
------ [ Other Materials
------ D External Resources

Reason for revision (e.g. errors in processing re-weighting)

ii) Variables

Resquence and declare weights if not already done.

(a) Check variables (most of this should have been done in SPSS)

(i) Variables and value labels are correct

(ii) Missing values are declared (if not, dataset will have to be corrected in SPSS and re-

imported)
(b) Question Text / Universe / Notes

Click on Documentation tab in middle of screen and fill in fields. Cut and paste from

documentation (user guide, codebook, questionnaire, etc.)

iii) Data Entry

This section shows the data. Do not change anything here.
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e) Variable Groups

Variable groups cluster variables with similar characteristics.

i)

i)

Create Variable Groups

(a) Click on Description tab

(b) On left-hand side, click on Variable Groups, then on ‘+’

(c) Type group name in Label: field (right side of screen) and any additional information about the
variable group

(d) Next variable > click on Variable Groups, then on ‘+’
e if you click on ‘+’ before Variable Groups, you will create a sub-folder of the current group;

to remove folder, click on ‘=

Add variables to groups

(a) Click on Variables tab

(b) Highlight the Variable Group that you want to add the variables to

(c) Click on ‘4’ on far right side of screen

(d) Select Variables window opens

(e) Choose variables to add, click OK
e agreen dot appears beside a variable when it has been added to a group

(f) To remove variable from group - highlight variable - click on ~*

(g) To move variables up/down - highlight variable - click on {, or P

(h) When done, check the list to make sure all the variables in the dataset have been putin a
group. If they are, they will all have a green dot beside them

f) Other Materials

Provides links to all documentation that accompanies the data file for this study: codebooks, user
guides, questionnaires, SPSS and SAS program files, etc.

g)

i)
ii)

Click on “+

Enter title of study and location on the <odesi> ftp server

e Location of ftp site:
http://odesi.scholarsportal.info/documentation/{surveyID}/{filename}
o {surveylID} is the file name of the dataset (minus the file extension)

External Resources

External Resources is used for aggregate data, allowing it’s metadata to be described the same way as

a data file.

See External Resources Guide for instructions.
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6) Validate (Tools = Validate ...)
a) Validate metadata
This option checks that all mandatory metadata fields are completed. If any empty fields are found
they will be marked in red. Fields are marked mandatory in the Template Editor.
b) Validate External Resources
This options checks that all mandatory fields for ‘External Resources’ are completed. If any empty
fields are found they will be marked in red. Fields are marked mandatory in the Template Editor.
c) Validate Variables
This option enables you to validate the variables within a dataset and to locate those that may have
missing information, e.g. missing category labels. = .
The following options are available: o
Type of validation;
¢ Nominal variables without categories
Checks for missing category labels within
nominal variables.
e Variables with missing label
Checks for any variables with missing labels.
e Variables with same label
Use to quickly locate variables that have the same label.
e Variables with missing mandatory fields
Checks for missing mandatory information.
e Scale variables with non-missing categories
Locates scale variables that contain categories that are not defined as ‘missing’. For example, some
‘Age’ variables record a respondent’s exact age, but may include a category ‘99’ labelled ‘Not
answered’.
To use:
i) Select variables to be validated by highlighting variable
ii) Inthe Variables section, Tools = Validate Variables
iii) Select the type of validation from the drop down list
iv) Click OK
A message will be displayed saying how many variables were found that matched the validation
criteria, and these will be highlighted in the Variables window.

IN:::minaI wariables without categories

Morminal wariables without categories
Mominal wariables with undocumented codes
Variables with missing label

Wariables with same label

Wariables with missing mandatory figlds
Scale wariables with non-missing categories

7) Save file
b) File > Save As...
c) Name file same as .sav file and save in appropriate directory = Save

8) Exporting Metadata (.xml file)
Export the file to create the .xml file. Make sure that you have saved the file before exporting the
metadata.
a) Click on Documentation = Export = Export DDI...
b) Save DDI file as .xml in proper directory
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9) Publishing Data and Metadata

a)

b)

d)

e)
f)
g)

Publishing = Server Name - Study - Publish data and

metadata...

Select catalogs to publish to dialog box = find folder that

study belongs in 2 put checkmark in box beside folder

name

i) If afolder does not exist for a file, create a new one
in Manage Server...

ii) Check to make sure that no other folder is selected;
Publisher will sometimes ‘remember’ previously
selected folders

If the file is not to be made public immediately:

i) Under Time of availability: > check At the given
time and date:

ii) enter time and date

Email Notification

If substantial changes have been made to the file and

notification needs to go out:

+ Select catalogs to publish to =1 3]
Language:
[Engish R R
Catalogs:
: [ (23 Matural Resources and Erviraniment =] =
(23 Public Opinian Palls
0 (7 Social Surveys ol )
O[] CAMADA
0 [ Canada Survey of Giving, Yalunteering and Participating (CSGYP)
(I General Social Survey (G55)
[ C O Sycle 24, 2010 |
Selected Catalags:
(L ODESI (Click to View CategoriesNSocial Surveys\CANADAIGENeral Social Survey (GSS5) =
[~ Time of availability:
& Immediately
At the given time and date:
|12:36 = |ur,iusﬂzu12 ¥
Motification to catalog subscribers:
add information about changes to survey here For email notification to work]
Publish | Cancel |

i) inthe Notification to catalog subscribers: box, list changes made to file

Click on Publish

Window opens — Working, Please Wait... (some files can take a while to publish)
When file is published, Publishing Report will open = click on Open in Web client... to view and

perform quality checks on final published product.

10) Republish

Only use this for problems that can be fixed in Publisher; if problem is fixed in SPSS, you must re-import

the file.

a)

b)
c)

Publishing > Server Name - Study = Republish

e study will publish to folder(s) originally published to
OR

Publishing = Republish on all servers

e this will publish the file to any of the servers it has already been published to
Window opens - Working please wait... (some files can take a while to publish)
When file is published, Publishing Report will open -click on Close

RE-IMPORTING THE DATA FILE INTO NESSTAR

If there is a problem with the data file that cannot be fixed in Publisher, you will have to fix it in SPSS and re-

import the datafile.

Before you do this, ensure that you have exported the metadata as described above. Once you have finished
fixing the data file, re-import the data following the steps below.

a)
b)
c)

d)
e)

f)

Alexandra Cooper (Queen’s University)

Import dataset
Resequence variables
Import .xml files

e uncheck Variable Information — if you leave this checked, the .xml file will override the dataset and

the changes made in SPSS will be gone.
Save .Nesstar file
Export Metadata (.xml file)
e exporting the file creates the new .xml file.
Re-publish the file.
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CREATING A NEW VERSION OF A SURVEY
When new versions of a data file or documentation is received from the author, the current Nesstar record is
updated and notes are added to the file to reflect the changes in the data or documentation.

Do not change the ID number. This will stay the same regardless of the version.

The following fields need to be updated when creating a new version of a Nesstar record:
e 1.1.1.1and2.1.1.1-Title
o at end of title add version number in square brackets — [version#]
e.g. General Social Survey, 2013 [Canada]: Cycle 27, Social Identity [version 2]
e 1.1.1.4and2.1.1.4 — Parallel Title
o same as Title — add version number in square brackets at end of parallel title
e.g. Enquéte sociale générale: Identité sociale, fichier de microdonnées a grande diffusion [version
2]
e 1.1.7 and 2.1.7 — Bibliographic Citation
o add version number at end of title
o e.g. Statistics Canada. General Social Survey, 2013 [Canada]: Cycle 27, Social Identity [version 2]
[Public use microdata file] Ottawa, Ontario: Statistics Canada [producer] Ottawa, Ontario: Data
Liberation Initiative, Statistics Canada [distributor].
e Version Statement
There are three Version Statement sections:
o 1.1.6 — Document Description
o 2.1.6 — Study Description
o 3.1.12 —File Description
Fill this in only if there is a new data file; if the changes are to the documentation files, then only
1.1.6 and 2.1.6 are filled in
For each section fill in the following fields:
o Version Number —if there is no number use the date
o Version Date — date that the new version was released
o Version Responsibility — for the Document Description, this is the Data Centre updating the
file, for Study and File Description, this is the author of the dataset
o Version Notes — information about why the new version was released; what variables (if any)
were affected and what the difference is, what files have been replaced, e.g. user guide,
codebook, etc.
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