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Coding the document



Getting to know the Atlas.ti Interface

• Area 1 can be used to explore 
data (e.g., what kind of data do 
I have?) as well as codes (e.g., 
what kind of codes do I have?)

• Area 2 can be used to code 
and read documents, as well 
as explore codes and data, 
and analyze data.
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1. Import and sort the file into our collaborative 
project

• Make sure that your document is 
CLEANED- meaning no comments.

• Import it into Atlas.ti

• Under “Document Groups” create or find 
the relevant attribute and classification 
groups that you can fit your document 
into. 

• Drag your document file into the relevant 
document groups.
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2.1 Create codes for your document

• Create a code 
by selecting a 
piece of text, 
right clicking 
and selecting 
Apply Code
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2.2 Create codes for your document

• Type your unique descriptive 
code into the search and click 
the + sign to code. 

• Don’t forgot that you can add 
more than 1 or even 2 
descriptive codes for a piece of 
text.

• Code extracts of text based on 
what you can summarize in a 
descriptive code.
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REMINDER: What is a descriptive code? 

For thematic analysis: descriptive codes represent 
"what passages of data are about, they are a snapshot 
of the text
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Field notes about food assistance 
distribution:

“Yes, we have the disabled and the elderly. We no 
longer see this type of group being assisted 
adequately by the UNHCR. But they get food 
assistance. If they are unable to get to the 
distribution centers to collect the food themselves, 
they send their kins or people they trust to collect 
for them food.” 
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Codes:
• INADEQUATE ASSISTANCE 

VULNERABLE PEOPLE

• FOOD  COLLECTION 
VUNLERABLE PEOPLE

Example:

Codes should be as specific and precise as possible

Code names should be neither too broad nor too 
narrow

“roles,” “baking”

“food preparation by women”

“attitude,” “behavior”

“dislike of the programme”, 
“carelessness in preparing dinner”



Sort ing the codes into 
containers



1. Open your Code Manager
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• Open your 
coding 
manager by 
double clicking 
“Codes” in the 
explorer panel 
on the left 
hand or by 
finding the 
drop-down tab 
at the top. 



2. Prepare to sort your codes into the Code Folders
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• Stretch your explore panel, close the 
Code Groups panel, and stretch out 
the “name” column in the code 
manager so that you can easily read 
the Code Folders on the left and the 
code names on the right.

• The Code Folders represent each of 
the thematic research questions that 
we used to develop the question 
guide.

• If you click on any of the folders, the 
research question will appear at the 
bottom of the Explore panel as a 
comment.

• Recommend to wait until you have 
coded all the files you are responsible 
for before starting this step.



3. Sort the codes into the Folders 
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• To sort the code into the 
appropriate Code Folder, 
reflect on whether that code is 
related to a particular 
thematic research question(s). 

• If a code relates to 2 or more 
Code Folders, right click on 
the code and “Duplicate”

• Drag the code into the 
relevant Code Folders



Categoriz ing the codes



1. Selecting all the codes in a Code Folder
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• In the Code Manager, select a 
Code Folder, select all the files 
that have been sorted under 
that folder and copy.



2. Paste into a Separate Word Document 
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• Open a word document

• Copy and paste in the thematic 
research area or question (the label of 
the container were the codes were 
held)

• You are going to categorize codes per 
thematic research question/area

• Create a table with at least 2 columns

• You can add more as you see fit

• Copy and paste in the codes from that 
thematic research question/area into 
the document and try to group them 
into columns based on similarities or 
patterns.

• Label each column.



3. Bring back these categories into Atlas.ti

• Right click on the relevant Code 
Folder and select “Add Code”

• Create a code for the category you’ve 
developed on word.

• Remember to label it first with 
“Category: “

• Drag the codes into the relevant 
categories, remembering that codes 
can be sorted into multiple 
categories by duplicating that code

• Repeat steps 1-4 for all Code Folders
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Interpret ing codes for  themes



Step 1: brainstorm how codes/categories answer thematic 
area/question

• When all documents have been coded and categorized, you are ready for developing themes 
and interpreting the data. Use the linked template.

• Reflect on the categories against the thematic research area/question within which the codes 
/categories are contained: 

• How do these categories speak to the research area/question? 



Step 2: filling in the template for themes, linked categories and key 
points

• Develop a few themes that reflect how the categories answer to the thematic research area/question 
and put these themes into Column C.

• In Column E, enter all of the categories that were used to develop each particular theme (tip: 
categories can speak to multiple themes).

• In Column D, expand on what the category means in one full and complete sentence.



Step 3: filling in the template for Narrative and key quotations

• To fill out Column F, go back to the codes that are contained within that category and write a more 
detailed narrative based on what the codes are saying specifically within that category.

• In Column G, extract any particularly important or notable quotes that help to explain the key point 
within that category. 



Tips on extracting quotes from Atlas.ti

• In Area 1, double click on the category you would like to explore. 

• Scroll through the list of quotes attached to the category, right click and select “Copy Content.”



THANK YOU for your attention
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