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Document your Data
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Document your Excel Workbook

Attaching documentation to your Excel workbook allows you to add information to about each 
column in your file, as well as general information about the file itself.

On the Data Documentation ribbon tab, click the Document Workbook button

After clicking the Document Workbook button, Colectica will embed information in your workbook 
to document your data file and each column. You can add more detailed information by following 
the steps below.
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Use the Dataset Details pane to add information about your data file

Use the Variable Editor to add information about each column
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If you add or remove columns, click the Refresh Documentation button in the Dataset Details 
pane

The Refresh Documentation button will attach documentation for any new columns you have 
added, remove information for any deleted columns, and update column names within the 
documentation.
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Add Detailed Information about each Column

On the ribbon, select the Variable Details button to show the Variable Details pane

The Variable Details pane shows details for the column where the cursor is located.
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Enter a Label and Description for the column



Colectica for Microsoft Excel - 9

Choose a Data Type for the column, and fill in some details

If your column has coded data, create a new code list or use an existing code list

See Create a Code List for a Column and Reuse a Code List  for instructions on defining code 
lists for columns.
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Specify a measurement unit and role for the column, if appropriate

A role can indicate whether the column represents an identifier, a weight, or serves some other 
purpose.

Specify what type of item the column is about

The Analysis Unit describes what type of entity the data in this variable is about.

• Individual: Any individual person.

http://en.wikipedia.org/wiki/Weighting
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• Organization: Any kind of formal administrative and functional structure - includes 
associations, institutions, agencies, businesses, political parties, schools, etc.

• Family: Two or more people related by blood, marriage (including step-relations), adoption or 
fostering and who may or may not live together (National Community Services Data 
Dictionary, Vers 3, AIHW, 2004).For example, used when researching the extent to which 
people provide support and assistance for their relatives.

• Family: Household family: A more specific term, refers only to related people who live in the 
same household at a point in time. If not known whether the analysis unit is Family or 
Household family, use Family.

• Household: A person or a group of persons who share the same dwelling unit and common 
living arrangements. These common living arrangements may include pooling some, or all, 
of their income and wealth, and consuming certain types of goods and services collectively, 
mainly housing and food (Eurostat).

• Housing Unit: U.S. Census: A housing unit is a house, an apartment, a mobile home, a group 
of rooms, or a single room that is occupied (or if vacant, is intended for occupancy) as 
separate living quarters. Separate living quarters are those in which the occupants live and 
eat separately from any other persons in the building and which have direct access from the 
outside of the building or through a common hall.

• Event/Process: Any type of incident, occurrence, or activity. Events are usually one-time, 
individual occurrences, with a limited, or short duration. Examples: criminal offenses, riots, 
meetings, elections, sports competitions, terrorist attacks, natural disasters like floods, etc. 
Processes typically take place over time, and may include multiple events or gradual 
changes that ultimately lead, or are projected to lead, to a particular result. Examples: court 
trials, criminal investigations, political campaigns, medical treatments, education, athletes' 
training, etc.

• Geographic Unit: Any entity that can be spatially defined as a geographic area, with either 
natural (physical) or administrative boundaries.

• Time Unit: Any period of time: year, week, month, day, or bimonthly or quarterly periods, etc.
• Text Unit : Books, articles, any written piece/entity.
• Group: Two or more individuals assembled together or having some unifying relationship.
• Object: Anything material, but inanimate, that has an independent existence and may be 

perceived by the senses. Examples: objects of art (paintings, sculptures, etc.) or weapons, or 
vehicles, etc.

• Other: Use if the unit of analysis is known, but not found in the list.
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Specify who provided the data contained in the column

The Response Unit describes the source of the data held by this column.

• Self: The source of data is same as unit of observation/analysis.
• Informant: The source of data is different than the unit of observation as part of the study 

design.
• Proxy: The source of data is different than the unit of analysis because the sampled unit is 

unavailable/unable to participate.
• Interviewer: Data are entered directly by an interviewer, as a result of his/her own 

observations, and not by eliciting answers to a question.
• Other: Use if the response unit is known, but not found in the list.
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Add Additional Fields to your Documentation

If you would like to capture information beyond what the built-in fields for in the dataset or variable 
editors allow, you can add extra fields. You can add as many extra fields as you like.

At the bottom of the pane, click the Add button

Enter a name for your property
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Enter a value for your property



Colectica for Microsoft Excel - 15

Create a Code List for a Column

Often, numeric data correspond to labelled information. For example, a dataset may use the 
number 1 to represent Males, and 2 to represent Females. Of course, is much easier to make 
sense of coded data when the values for each number are documented, so Colectica allows you 
to do this.

On the ribbon, select the Variable Details button to show the Variable Details pane

The Variable Details pane shows details for the column where the cursor is located.
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For the Data Type, choose Code

Click the Create New Code List button
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To edit codes, click the button for your code list

Add labels for each coded value
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Reuse a Code List

Often, numeric data correspond to labelled information. For example, a dataset may use the 
number 1 to represent Males, and 2 to represent Females. Of course, is much easier to make 
sense coded data when the values for each number are documented, so Colectica allows you to 
do this.

For instructions on creating a code list for a column, see Create a Code List for a Column.

Additionally, you can re-use a code list if it applies to multiple columns.

Open the Variable Details pane for the column
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For the Data Type, select Code

Click the Use Existing Code List button

After clicking the Use Existing Code List button, a list of available code lists from your workbook is 
displayed.
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Double click the code list you would like to use

The code list will be displayed in the Variable Details pane
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Publish your Documentation
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Export Information to Standardized XML

Document your Excel file.

Follow the instructions in Document your Excel Workbook to document your Excel workbook.

On the Data Documentation ribbon, click the Save as DDI button
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Choose where your file will be saved
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Create Publishable Documentation

Document your Excel file.

Follow the instructions in Document your Excel Workbook to document your Excel workbook.

In the Data Documentation ribbon, choose Create Documentation and choose a format
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Choose the location where your documentation will be saved
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Import Existing Data into 
Microsoft Excel
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Import Data from SPSS

On the Data ribbon tab, click the From SPSS button



Colectica for Microsoft Excel - 28

Choose the file to be imported

Your data and related documentation will appear
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Import Data from Stata

On the Data ribbon tab, click the From Stata button
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Choose the file to be imported

Your data and related documentation will appear
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Configuration
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Modify the Authoritative Agency of your Metadata

On the Data Documentation ribbon tab, select the Options button

In the Options pane, enter your agency identifier and click Save

If you don't have an official DDI agency identifier, you can get one at the DDI Agency Registry.

http://registry.ddialliance.org
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