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  Try This Now

Portability, “reach,” and few data input errors are advantages to  
using online surveys. At the same time, access to the Internet is 
unequally distributed in terms of age and income. Furthermore, 
face-to-face administration has the advantage of answering ques-
tions that arise and building trust. You could integrate these 
approaches by administering an online survey link to participants 
who come to a computer lab and then download the responses into 
a data file. What argument could you make that there is still a need 
to learn how to build a data file from scratch?

THE IMPORTANCE OF LABELING
Label everything. You will accomplish this slightly differently depending on your 
approach (paper vs. electronic), but you want to keep track of (a) the day of admin-
istration, (b) the time of administration, (c) the place of administration, and (d) any 
particularities of administration. If you are conducting a between subjects design, make 
sure you use some code to keep track of who was in what condition. This differentiation 
may be straightforward in an electronic version where you have a randomizer function (see 
Chapter 5) to distribute the different conditions across participants (the program keeps 
track), but if you are exposing participants to different conditions (e.g., by projecting 
an image on a screen) in a “paper” version, make sure you record which experimental 
stimulus (image/scenario/text) they saw.

In addition, each survey should be labeled with a participant number (start with 1). 
If you have paper surveys, write the participant number, the day, the time, the place of 
administration, and the condition (if applicable) in the same place on each questionnaire 
(usually the upper right-hand corner). Some researchers recommend that you write the 
participant number on each page of a participant’s questionnaire. You would certainly 
want to do this if you separated the pages (e.g., for doing content analyses of several ques-
tions and worked on those pages separately from other parts of the survey).

With regard to the particularities of administration, you might have a journal in 
which you record the date, time, place, and comments about how the session went. If 
participants came late, left quickly, were talking or laughing, or otherwise may have 
influenced others’ responses, you want to note that. For example, if one or two people 


