Using Airtable to code existing data

Create a free account at:
https://airtable.com/signup

Import a spreadsheet

Import data in bulk:

You can import a table into Airtable by uploading a . CSV file with tabular
data. Most spreadsheet applications will allow you to export your

* Addanew base corosdshoct as a .Cov fle
+ Select “Import a spreadsheet” option

* Copy data from URL and paste into base:
Or, paste table data here

http://bit.ly/SampleOpinionSurvey You can also copy a able from a spreadsheet program (such as Excel or

Google Sheets) and paste it below.

Update column types

*  Click on column header, select “Customize field type”

20... © Library staff are co... © Library staff are co...

*  For multiple choice questions, can change to
“Single select”

Library staff are considering offering or €

*  Why? Easier to filter than search © Snaleselect ’

Single select allows you to select a single

*  After you convert the column, consider going option from predefined options in a dropdown
back in to change the order © Coloredoptons 1 Hlphabetize
*  For checkbox questions, can change to 2:::”
“Multiple select” < Alot

* Need to make sure only commas are the ones ® MNoopkion

+ Add an option

separating items

e |
*  Forlong comments, change to “Long text”
Apply topical tags
. . . A Field 10 +
* Add new field with + sign
. Topical tag|
*  Select “Multiple select” | ° J
* Name the field “Topical tag” .| =F Muttiple select v
*  For each free-text comment, add one or more tags by e e T bl one or more
C|ICk|ng InSIde the empty Ce” @ Colored options 4t Alphabetize
* Tip: use arrows in the corner of the comment
box to read comment more easily .|+ Addanoption
* Try typing a new tag; if something similar concel [N

exists, you'll see it pop up



] [Z Sample Opinion Survey

Imported table *

Filter and group data . Eoidvew & @wdeteds T riter |Bowipedbyiio] fsot coor T E o

A Timestamp © Which library doyo... ~ © Library staff are co. © Library statf are co. © Library staff are co.
* Filter:
ilter: E——
David M. Rubenstein °*"*2

se | eCt asu bset Of rOWS, e ith er th ro ugh 1 2/18/2019 16:58:26 David M. RubensteinR..  Alittle No opinion Alittle

2/18/2019 17:00:39 David M. Rubenstein R..  Alot Notatall No opinion

<

searching for a keyword or limited to a

«

Perkins & Bostock L1~

known value

3 2/18/2019 16:58:42 Perkins & Bostock Libr... No opinion No opinion No opinion
4 2/18/2019 16:58:53 Perkins & Bostock Libr... Not atall Alittle Alittle

* Group: s sy | GEEIEEED GB
6 2/18/2019 17:00:51 Perkins & Bostock Libr... No opinion Alittle Alot

keep all records, but arrange them by .
the value of a column v ety o2

7 211872010 16:59:12 Music Library Alot Alot No opinion
. Proba b|y makes most sense for s 2nenowcozs Masic brary Noopiion Aot Aiite
“Single select” columns or text e —
¥ Lilly Library 2
CO| umns With ve ry feW fo) pti ons 9 211812010 16:59:43 Lilly Library Alittle Alittle Alittle
2/18/2019 17:00:10 Lilly Library Alittle Not at all Alot

Collect more data with a form view & Sample Opinion Survey - e 8 @

Responses ~ @IXD © isLocks
A ClICk on view drOp-dOWn v [ sampleOpinionSurvey i [ Shareform @ Openform -
e Addaview: Form s
. . A Timestamp Add a cover image
* Edit how questions appear I

* Adjust question text

° Hide questions + Add a field to this table
. . Sample Opinion S
*  Make questions required cmple Fpinion Sarey

Add a description for this form

* Change from drop-down to list
* Prevent users from adding new

Which library do you visit most frequently?
fo) pt| ons David M. Rubenstein Rare Book & Manuscript Library (Special Collecti...
Perkins & Bostock Libraries

e Share link to form view MasicLrary

Lilly Library

Exa m pl e: Library staff are considering offering or expanding the
* following library services. How much would each of
the following improve your library experience?

httpS .//a | rta ble. COm/Sh r8N MV7Qp06n7 KM B [Additional lockers or places to store personal

belongings]

Not at all

Alittle



