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(Data Entry for Quantitative Data)
1. Database Set-up (There are 3 separate tables; the first two can be combined in one database.)
Database 1: Tracking database

· Set up a separate tracking database in Access to log data as it’s received and processed. This database can be combined with the study practice database. 
· Include columns with yes/no check boxes for each data and study instrument (data forms, consents, HIPAA forms, etc) to indicate reception of the document and track the dates received if necessary.
· Add fields to log any issues that come up with data collection (i.e., incomplete data that needs follow-up, changes of ID# due to duplication of #, survey sent to wrong person, patient does not meet inclusion/exclusion criteria etc.)

Database 2: Main database 

· Consult with Study Team, in particular the biostatistician, on the design of the data database and variable format including labels for coding data (use an SPSS database).
· Determine what to do with missing and invalid data up front; talk to the biostatistician about strategies to deal with missing data in the beginning.

· Set up a code-book for data entry and analysis based on the database design.


a. It’s preferable to embed the codebook directly onto the data collection 
instruments (based on feedback from both study statisticians and those 
responsible for data entry)

b. Code book should include each question with the data entry values for legitimate responses to the questions. 

c. Data Entry Values for Missing data and/or Invalid data should be defined for each question.

d. Any additional data entry standards for a particular data set should be clearly defined in the Code-Book.
· Test the database by entering a few data records.
· Create a template in SPSS with all variables labels, values, etc. completed. This template will be copied and used to dump data into throughout data collection and analysis. Keep template with no data entered.
Database 3: Data entry database

· Design a database in Access or a spreadsheet in Excel for data entry based on the main database design. This will be the interface used for data entry. (if entered in Access it will need to go through excel before SPSS)
· Test the data entry database by entering data and completing interrater reliability estimates comparing the data entry database and the main database to ensure consistency.

2. Data Entry:
· Use the Code-book as an instruction manual for data entry. Even if one person is entering data, review the codebook every-so-often, especially after a lag in data entry. This will ensure consistency of the entered data with the actual data.
· If internal, set up a schedule for periodic data entry (e.g. daily, weekly)
· Set up a cut-off date for data entry and stick to it.

· Have a process in place to review data quantity and quality on a regular basis through such things:

1.  as periodic data quality reports 

2. Designating one research staff member to review data for completeness as it is received before data is entered.

3. Data Entry – verification

· Design a macro in either Excel or Access for double-entry. 
· Always enter the data into the “Data entry” database and never directly into the SPSS Main database.
· If data entry is to be done externally:

1. Have the service or individual enter a few records and send database back to NRN staff to review. Resolve any discrepancies with the external service or individual.

· If data entry is to be done internally:

1. 
Have an internal project staff member enter a few records from each variant of the data collection instrument. Have another member of the project staff check the records for any discrepancies between data entry and actual data and the code-book.

4. Data Cleaning

· Maintain a log for data cleaning throughout the study.

· Clean data throughout data collection if the study design allows.

· Make sure time is built into the timeline and budget for data cleaning.  

Last modified 12/6/2006 by JK

