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Team Project Management

Tasks of the Project Administrator

Sets up the Project
The project administrator is responsible for 

• creating the HU with the necessary settings for each team member

• assigning the data

• distributing the project data to team members

• explains team members how to create a user account and how to log in (see 
“Adding a New User“ on page 151.

Makes Decisions with regards to Editing Primary 
Documents
Editing documents that are assigned to a Hermeneutic Unit is a critical tasks 
and effects coding. Therefore the pros and cons need to be considered and 
informed decisions should be made. If editing is allowed, then it either needs to 
be done at one central location or clear instructions need to be provided 
containing information about who is allowed to edit what. For more 
information on editing, see the general section on Editing Primary Documents 
on page 136 and the project scenarios below.
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Merges Hermeneutic Units
Each team member has to work within her or his own sub HU and these need 
to be merged from time to time. The project administrator sets the time 
intervals when sub projects are to be merged, provides instructions to team 
members when and what to send where (this varies depending on the project 
setup chosen and whether editing is allowed or not), merges the sub HUs (see 
Merging Hermeneutic Unitson page 171) and distributes the new Master HU 
to all team members.

Works on the Project
In most cases, the project administrator will be someone from the research 
team and not a remote IT person. It is essential to understand how data 
management in ATLAS.ti works, it is not just a matter of installing ATLAS.ti and 
providing IT resources.

In addition to data management, other things like how to develop a common 
coding system need to be decided upon. Thus methodological and content 
related matters are also part of the project management tasks.

User Management

Collaboration or multi-authoring means that more than one author may work 
on an ATLAS.ti project at different times. ATLAS.ti supports this teamwork by 
systematically keeping track of each author's productions. 

Every object created, including the Hermeneutic Unit itself, is automatically 
stamped with a date, time, and author. This identification of the author is what 
makes the log in process upon system start necessary (which by default 
proceeds automatically). Simultaneous collaboration is not supported, so only 
one person can work on a specific Hermeneutic Unit at a time. By default, only 
the author who created the Hermeneutic Unit (the owner or original author), is 
authorized to load, read, and edit the Hermeneutic Unit.

Letting others participate in creating a Hermeneutic Unit requires a few 
bureaucratic adjustments; one of which is the definition of users (cf. “User
Management” on page 150).

The simple concept of the ATLAS.ti user management allows all data that will 
be shared by different users to be placed in publicly accessible directories. But 
even with the Hermeneutic Units stored in a public directory, access can be 
restricted to the author. In other words, Hermeneutic Units can either be 
private or public. The default setting is pubic. If set to private,  other users can 
be defined as co-authors for this Hermeneutic Unit (see “Access Rights for the
HU“ on page 154). 

To keep it simple, it is best to leave the default setting to public access and to 
allow all users to create an account with administrative rights. These rights only 
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apply when working with ATLAS.ti. Users defined in ATLAS.ti are not 
necessarily the same as Windows users. Furthermore, administrative rights 
assigned to an ATLAS.ti user have nothing to do with Windows user rights.

Adding a New User
If you do not intend to use ATLAS.ti in a work group environment, the only 
procedure you might want to know is how to modify the default account called 
"Super." 

ATLAS.ti knows two classes of users: administrators, and all others. 
Administrators have more rights than "normal" users. The key rights of 
administrators are the ability to define new users, to install service packs or use 
the more advanced data source management features. Thus, in order to be 
able to create new user accounts, you need to be logged as a user with 
administrative rights. By default, you are logged in as “Super” user and this 
user has administrative rights.

To create a new user account, select  EXTRAS / USER EDITOR from the main 
menu. 

If this option is grayed out in the menu, you are logged in as standard user. 
Choose EXTRAS / LOGIN and log in as Super user to be able to access the user 
administration window.

In addition to being an administrative user in the ATLAS.ti context, you also 
must have administrative rights as a Windows user in order to write-access the 
user database which is located in ATLAS.ti’s PROGRAM folder below the 
Program Files folder. This folder is usually write protected for non-
administrative users on “secure” (well, in principle ..) operating systems like 
Windows XP, Windows 2000, Windows Vista, Windows 7 etc..

For Windows Vista and Windows 7 users:  When using Windows Vista or 
Windows 7, you need to run ATLAS.ti in administrative mode. To do this, 
right click on the program icon when you start ATLAS.ti. Then select the 
option Run as administrator. If you do not see this option, then you do not 
have administrative rights to your Windows system. Thus, you first need to 
start Windows with administrative rights.
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A user is characterized by five attributes, four of which you are prompted for in 
sequence: Account name, password, last name, first name.

Account name: When working with ATLAS.ti, the account name has to be 
entered at log-in time. Every object created, including the Hermeneutic Unit, is 
stamped with the account name.

Password: A password should be at least 4 characters (letters, digits, symbols) 
long, but should not exceed 10 letters (higher risk of typos). A password can be 
changed later by the administrator. However, when logging in, you are not 
required to enter a password if the default settings are kept (see Relaxed User
Management below).

Last and first name: Both names really have no important function other then 
giving the user a correct welcome. However, both a last and a first name must 
be provided when defining a user.

To add a new user:

Select  EDIT / NEW USER.

Enter an Account name, a password, the last and the first name into the 
sequence of “prompters”.

After completion of the sign up procedure, the new entry appears in the list of 
users. The“Access rights” attribute is set to “Administrator” by default (see 
“Administrative and Standard Access Rights“ below).

Change the access rights if needed.
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Administrative and Standard Access Rights
Administrative rights allow you to add, delete and change users. In addition, 
administrative access rights are necessary if you want to edit primary 
documents. 

Users with standard rights can only access HUs they have created themselves, 
or those where there have been registered as co-author. They are not allowed 
to edit primary documents.

Removing a user
To assure that there is at least one user with administrative privileges in the 
database, any attempts to remove all administrators is rejected. You cannot, for 
instance, remove the user who is logged in. 

Select the user to be removed in the list, right click and select the option 
DELETE USER or or select the corresponding menu item from the EDIT menu.

Changing user attributes
You can change the account name, the password, the first and last names of a 
user and the access rights. 

Right click on a user entry and select the appropriate option from the context 
menu, or highlight a user and select the corresponding menu item from the 
EDIT menu.

None of the menu options except New user will be available if you select 
yourself in the list of users. If you need to change or even delete your own 
account, log in under a different administrative account, edit your normal 
account and log in again (Extras / Login). Logging in can be accomplished 
without the need to restart ATLAS.ti.

Saving the user database
After new definitions and modifications, the user database must be explicitly 
saved or all changes will be discarded. If you close the user administrator 
window without saving, you will be prompted to save. 

Be default the user data base is stored in a file called HERMENCR.HDB in the 
ATLAS.ti program folder. This name and folder should be used, unless you are 
about to create a copy of the database. 

To save the user data base, select File / Save from the main menu in the User 
Administration window.

Logging in
After creating a new account, the next step is log in:
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Select Extras / Login.

Select a user account from the drop-down list.

Password: Note that the password field is grayed out and that you are not 
required to enter a password. If you do want to password  protect your user 
account, you need to change the relaxed user management setting (see page 
156. To set a password for the HU, see page “Access Rights for the HU“ 
below).

Automatic Login: If you are the only person working at this particular 
computer (or on a public computer using a personal Windows user account), 
then the automatic login can remain activated. This means the current log in 
name is also used for the next sessions. If more than one user works on the 
same computer, then the automatic log in should be deactivated. If 
deactivated, the login window pops up upon start-up and the user is 
prompted to log in.

Access Rights for the HU
To change access rights for a HU, choose the option EXTRAS /CHANGE ACCESS RIGHTS 
from the main menu. Four options are offered: 

Public - read only: this choice lets all other users load and view the 
Hermeneutic Unit, it may even be edited, e.g. for training purposes, but it 
cannot be saved to disk.

Public - read & write (default):  permits other users to have the same rights as 
the author, but not the ability to change the access rights.

Private: By choosing this option you can revoke previously granted rights again.

“Set Password”  lets you protect the Hermeneutic Unit against loading unless a 
correct password is provided. Make sure you remember the password or you 
will not be able to load your own Hermeneutic Unit again!

As with all other access-related options you need to save the Hermeneutic Unit 
before any changes are in effect.
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Co-Authors
To restrict access to a group of co-authors (i.e., more than one author), the 
sub-menu EXTRAS / CO-AUTHORS  offers  three options for authors: add, remove, 
and view the list of co-authors currently defined for this Hermeneutic Unit. This 
feature only makes sense if public access to the HU has not been granted.

To register co-authors

Co-authors have the same rights as the original author, except for the right to 
define or remove co-authors, unless having administrative rights themselves. 

Select EXTRAS / CO-AUTHORS / REGISTER CO-AUTHORS. You are presented the list of 
all users known to the system (which have previously been defined by the 
administrator or the original author).

Select one one more authors from the list and click OK. A message pops up 
informing you who is registered as co-authors for the currently loaded. HU.

To remove co-authors

Select EXTRAS / CO-AUTHORS / REMOVE CO-AUTHORS. You are presented the list of 
current co-authors. Choose the ones to be removed from the Hermeneutic 
Unit.

To display co-authors

Select EXTRAS / CO-AUTHORS / DISPLAY CO-AUTHORS. You see a list of  the co-authors 
currently assigned to the Hermeneutic Unit.

To filter by co-authors

To display only those parts of a Hermeneutic Unit created by a subset of the 
co-authors involved, choose the filter-option CO-AUTHORS in any of the Object 
Managers.

The User Database
All ATLAS.ti users are cataloged in a special "database"-file HERMENCR.HDB, 
located in the ATLAS.ti system directory. This file is loaded on program start-
up. 
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Never modify the user database file HERMENCR.HDB  from outside 
ATLAS.ti, as this will corrupt it and lock you out of the system! 

After the initial installation of ATLAS.ti, there is already one "dummy" user 
with administrator privileges set up: Account = SUPER, password = USER. 
Because automatic login is the default mode, it is quite likely that you usually 
work under this default account. 

Creating and working with different user databases

To create a new data base, save the standard data base HERMENCR.HDB 
under a new name, e.g. hermencr_2.hdb: FILES / SAVE AS. 

Make the desired changes and save the new data base. 

When you start ATLAS.ti the next time, the default user data base 
“hermencr.hdb” is loaded. To load the newly created user data base, select 
FILE / LOAD DATABASE.

Relaxed User Management
The default setting is “relaxed user management”. This feature removes the 
password requirement for user accounts. The default setting can be changed by 
editing the central configuration file for ALL users, ATLAS.INI. This file can be 
found in the common application data folder. You need Windows administrator 
rights to be able to modify this file. To access the file for modification:

Select EXTRAS / EXPLORER / COMMON APPLICATION DATA.

Make a backup copy of ATLAS.INI file.

Open it with a plain text editor (such as Windows Notepad).

Look for the section: [lan] and set the variable "relaxedUserManagement" to 
either "enabled" or "disabled."

If relaxed user management it disabled, users need to enter their account 
password when logging in.

Settings in ATLAS.INI affect all clients in a networked environment. For any 
changes in ATLAS.INI to take affect, ATLAS.ti has to be restarted. 
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Team Scenario 1: The team is sharing the same data source 
files on a shared drive

In the scenario depicted below, four persons let's call them Tom, Peter, Mary, 
and Paul, all access the same data source files. 

Examples
• Team members code all documents, but only for specific aspects.

• Team member code the entire document, but only a subset of the entire 
data base.

Option A: All-In-One HUPATH Setup

Project Setup - Tasks of the Project Administrator

Any of the four team members, Tom, Mary, Peter or James can take on the 
role of the project administrator. In most cases, the project administrator is also 
a team member.

Create a project folder on a shared drive and move all documents to be 
analyzed to this folder. The documents may be organized in subfolders 
within the same main folder (see below).

Open ATLAS.ti and assign the documents.
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Save the Master HU to the project folder. All files are referenced by the 
special HUPATH (see page “The HUPATH (the recommended option)” on 
page 108 for further detail).

Copy the HU file as many time as there are team members; add the name or 
initials to each file name.

Instruct the team members about their tasks.

Project Setup - Tasks of Team Members

Create an ATLAS.ti user account on your computer and log in under your 
name (see page 153).

Access your HU file on the shared drive. As the HU file name contains your 
name, you can easily see which file you are supposed to work on.

Work on your part of the project.

Do not change the order of the PDs, otherwise there will be a problem when 
merging the various subprojects. This means extra work for the project 
administrator as he or she needs to adjust the order of the documents in each 
affected HU. 

Save your individual HU file to the common project folder after each work 
session.

Editing Primary Documents (all)

Editing primary documents can be allowed without restrictions as ATLAS.ti 
controls that no two persons edit the same primary document at the same 
time. See the chapter on “Editing Primary Documents in Team Projects“ on 
page 145 for further detail.
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Merging  - A Task for the Project Administrator

The project administrator merges the sub projects according to previously 
agreed upon time intervals (e.g. in the evenings, first thing in the morning, 
every Friday, etc.). 

As all HUs are stored in the project folder on the shared drive, the project 
administrator can simply access all sub HUs on the shared drive to create a new 
Master HU.

Depending on the way the work is distributed, the merge strategy may vary. If 
all team members have access to all documents and a common code list is 
used, then the merge strategy is: Same PDs and Codes. This strategy also 
works if team members have added codes to the common code list. New codes 
will be added to the list. See “Merging Hermeneutic Units“ on page 171 for 
more detail. New documents should only be added to the Master HU by the 
project administrator.

After merging, the project administrator saves he new Master HU. In order for 
team members to easily see which is the newest version, the date can be 
added.

All old versions (Master and sub HUs of the team members) can be moved to a 
backup folder.

If the project administrator is a kind soul, he or she will once again make copies 
of the new Master HU – one for each team member - or ask the team 
members to make a copy adding their names to the file name (see figure 84 
below).
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Tasks of team members after merging

Access the new Master HU file on the shared drive and if this was not yet 
done by the project administrator, make a copy of this file and add your 
name or initials to the file name.

Continue to work on the project.

Backup (all)

Team members: After each work session, each team members copies the HU 
file and stores it at a secure location (e.g. on their local drive, a backup folder 
on the shared drive, or an external device). Keep three rolling copies of your 
backup files.

Project administrator: The project administrator creates a copy bundle file 
directly after setting up the project and after each merge operation and stores it 
at a secure location (see “Create a Bundle“ on page 129).
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Repeat the above work flow until all data are coded and analyzed.

Benefits of this approach

• Facilitates team work.

• All documents are shared, no file duplication is necessary.

• Team members can work simultaneously at the same data source files (but 
not at the same HU).

• Modifications to a document are propagated to the HUs of other team 
members.

Drawbacks

• Requires that all team members have access to a shared drive.

• Team members can only work at locations that provides access to the shared 
drive. 

Option B: Working with the Textbank Folder -  the 
TBPATH setup
The TBPATH setup allows the HU files to be stored in a folder AWAY from the 
document folder hierarchy, e.g. on each individual computer. The computers of 
all team members however need to be in the same local area network.  

Examples

• Documents are stored on a central server with shared access. Users work on 
several independent projects using some shared documents as well as data 
material that is only relevant for their respective projects.

• Documents are stored in a location that does not allow the user full write 
access, e.g., on a CD-ROM, or on a server with restricted access permissions. 
Therefore, the user cannot create a HU in the document folder.

Project Setup - Tasks of the Project Administrator

As above, any of the team members can take on the role of the project 
administrator. Thus, one person may have two roles: project administrator and 
team member.

Create a new folder for the project data on the shared drive.

Copy all documents to be used in the project into this folder; use sub folders 
if you desire an added degree of structure.

Set your Textbank Path to this location (EXTRAS / PREFERENCES / GENERAL PREFERENCE 
/ PATHS). 
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Open ATLAS.ti and assign the documents.

Save the HU (FILE / SAVE) to a location outside the project folder, e.g. on the 
desktop or a local drive. 

The resulting project has all documents assigned through the special 
<TBPATH> . To double check, open the PDoc Manager and look at the 
column “Origin”. If you find that documents were assigned differently, 
check the following:

If you find documents using the HUPATH, you have stored the HU 
somewhere in the “Textbank folder”.

Documents with an absolute path (if you see a long path name in the 
column  “origin”) indicate that these documents are outside the HU and the 
“Textbank folder”. If this is the case, it is best o start the project afresh, 
delete the HU file and start again.

If everything is correct and the documents are referenced by the <TBPATH>, 
send the HU file to each team member.

Instruct the team members about their tasks.

Project Setup - Tasks of Team Members

Create an ATLAS.ti user account on your computers and log in in under your 
own user name.

Set the Textbank Path to the project folder as instructed by the project 
administrator (EXTRAS / PREFERENCES / GENERAL PREFERENCE / PATHS, see figure 85 
above).

Save the HU file, which was sent to you by the project administrator on your 
computer or laptop. Rename the HU file, e.g. by adding your name or initial. 
Each team member should use a unique name for their personal HU file.

Make sure that you are connected to the shared drive when working on the 
HU.

Do not change the order of the PDs, otherwise there will be a problem when 
merging the various sub projects. This means extra work for the project 
administrator as he or she needs to adjust the order of the documents in each 
affected HU. 
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Do not add new documents if they should be shared by all team members. 
This needs to be done by the project administrator.

After an agreed upon time interval, send the HU file to the project 
administrator so he / she can merge the various sub projects.

Editing Primary Documents (all)

Editing primary documents can be allowed without restrictions as ATLAS.ti 
controls that no two persons edit the same primary document file at the same 
time. See the chapter on “Editing Primary Documents“ on page 136for further 
detail.

Merging  - A Task for the Project Administrator

The project administrator merges the sub projects according to previously 
agreed upon time intervals (e.g. in the evenings, first thing in the morning, 
every Friday, etc.). 

As all files in each sub HU are referenced by the TBPATH, the project 
administrator can download / store all HU files in one folder on his/her 
computer and start with one of the HUs to begin the merge process.

Depending on the way the work is distributed, the merge strategy may vary. 
See “Merging Hermeneutic Units“ on page 171 for more detail.
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After merging, the project administrator saves he new Master HU and sends it 
to the team members. In order for team members to easily see which is the 
newest version, the date can be added.

All old versions (Master and sub HUs can be moved to a backup folder.

Tasks of team members after merging

Save the new Master HU file that is sent to you by the project administrator 
anywhere on your computer and rename the file by adding your name or 
initials to the file name.

Continue to work on the project.

Backup (all)

Team members: After each work session, the team members copy the HU file 
and store it at a secure location (e.g. on their local drive, a backup folder on the 
shared drive, or an external device). Keep three rolling copies of your backup 
files.

Project administrator: The project administrator creates a copy bundle file 
directly after setting up the project and after each merge operation and stores it 
at a secure location  (see “Create a Bundle“ on page 129).

Repeat the above work flow until all data are coded and analyzed.

Benefits of this approach

The HU is not tied to the location of its documents and may be copied and 
moved anywhere without losing functionality as long as the Textbank Path 
refers to the location of the documents. 

Migrating or backing up your project using the Copy Bundle function is easy. 

Drawbacks

This scenario relies on the user-configured textbank folder. If the user wishes to 
work on different projects with documents stored in different folder hierarchies, 
the textbank folder must be set to the path that was valid when the HU was 
created. 
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Team Scenario 2: Teams that do not always or never have 
access to a shared drive

Peter, Tom, James and Mary work together on a project. All four want to code 
and analyze the documents and would like to work on their laptops at different 
locations. This means that they won’t be able to access a shared network drive 
at all times. In addition, all four would like to be able to edit the documents 
they analyze.

This also works if a shared drive is not available and team members are only 
connected via the Internet.

To realize this project scenario, it is recommended to use the HUPATH to assign 
documents.
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Project Setup – Tasks  of the Project Administrator
As was the case for team scenario 1, also here any of the team members can 
take on the role of the project administrator. 

Create a new folder for the project on your personal computer or on the 
shared drive. 

Copy all files to be analyzed into this folder (or in one or more sub folders, 
see figures 52 and 53 on page 109). 

Start ATLAS.ti and assign the documents.

Save the HU to the project folder. All files are saved to the special HUPATH 
(see page 108 for further detail).

To distribute the project, you have the following options: 
a) create a copy bundle file and send it to the team members (see page 
129),or 
b) use a program like WinZip or WinRar, compress the project folder and 
send the zip or rar file to the team members, or 
c) ask each team member to copy the project folder from the shared drive to 
their individual computers.

Instruct the team members about their tasks.

Project Setup - Tasks of Team Members
Create an ATLAS.ti user account on your computer and log in under your 
name (see page 151).

Depending on whether the project administrator has chosen option a, b or c 
for distributing the project folder, you either need to install the bundle file on 
your computers (see “Install a Bundle“ on page 131 for further detail), or 
unzip the zipped file and store the extracted folder on your computer, or 
make a copy of the project folder on the shared drive and store it on your 
computer.

Rename the Hermeneutic Unit file by adding your name or initials to the file 
name.
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Team Scenario 1: The team is sharing the same data source 
files on a shared drive

In the scenario depicted below, four persons let's call them Tom, Peter, Mary, 
and Paul, all access the same data source files. 

Examples
• Team members code all documents, but only for specific aspects.

• Team member code the entire document, but only a subset of the entire 
data base.

Option A: All-In-One HUPATH Setup

Project Setup - Tasks of the Project Administrator

Any of the four team members, Tom, Mary, Peter or James can take on the 
role of the project administrator. In most cases, the project administrator is also 
a team member.

Create a project folder on a shared drive and move all documents to be 
analyzed to this folder. The documents may be organized in subfolders 
within the same main folder (see below).

Open ATLAS.ti and assign the documents.
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Save the Master HU to the project folder. All files are referenced by the 
special HUPATH (see page “The HUPATH (the recommended option)” on 
page 108 for further detail).

Copy the HU file as many time as there are team members; add the name or 
initials to each file name.

Instruct the team members about their tasks.

Project Setup - Tasks of Team Members

Create an ATLAS.ti user account on your computer and log in under your 
name (see page 153).

Access your HU file on the shared drive. As the HU file name contains your 
name, you can easily see which file you are supposed to work on.

Work on your part of the project.

Do not change the order of the PDs, otherwise there will be a problem when 
merging the various subprojects. This means extra work for the project 
administrator as he or she needs to adjust the order of the documents in each 
affected HU. 

Save your individual HU file to the common project folder after each work 
session.

Editing Primary Documents (all)

Editing primary documents can be allowed without restrictions as ATLAS.ti 
controls that no two persons edit the same primary document at the same 
time. See the chapter on “Editing Primary Documents in Team Projects“ on 
page 145 for further detail.
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Merging  - A Task for the Project Administrator

The project administrator merges the sub projects according to previously 
agreed upon time intervals (e.g. in the evenings, first thing in the morning, 
every Friday, etc.). 

As all HUs are stored in the project folder on the shared drive, the project 
administrator can simply access all sub HUs on the shared drive to create a new 
Master HU.

Depending on the way the work is distributed, the merge strategy may vary. If 
all team members have access to all documents and a common code list is 
used, then the merge strategy is: Same PDs and Codes. This strategy also 
works if team members have added codes to the common code list. New codes 
will be added to the list. See “Merging Hermeneutic Units“ on page 171 for 
more detail. New documents should only be added to the Master HU by the 
project administrator.

After merging, the project administrator saves he new Master HU. In order for 
team members to easily see which is the newest version, the date can be 
added.

All old versions (Master and sub HUs of the team members) can be moved to a 
backup folder.

If the project administrator is a kind soul, he or she will once again make copies 
of the new Master HU – one for each team member - or ask the team 
members to make a copy adding their names to the file name (see figure 84 
below).
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Tasks of team members after merging

Access the new Master HU file on the shared drive and if this was not yet 
done by the project administrator, make a copy of this file and add your 
name or initials to the file name.

Continue to work on the project.

Backup (all)

Team members: After each work session, each team members copies the HU 
file and stores it at a secure location (e.g. on their local drive, a backup folder 
on the shared drive, or an external device). Keep three rolling copies of your 
backup files.

Project administrator: The project administrator creates a copy bundle file 
directly after setting up the project and after each merge operation and stores it 
at a secure location (see “Create a Bundle“ on page 129).
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Figure 84: Team scenario 1: Project files after merging
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Repeat the above work flow until all data are coded and analyzed.

Benefits of this approach

• Facilitates team work.

• All documents are shared, no file duplication is necessary.

• Team members can work simultaneously at the same data source files (but 
not at the same HU).

• Modifications to a document are propagated to the HUs of other team 
members.

Drawbacks

• Requires that all team members have access to a shared drive.

• Team members can only work at locations that provides access to the shared 
drive. 

Option B: Working with the Textbank Folder -  the 
TBPATH setup
The TBPATH setup allows the HU files to be stored in a folder AWAY from the 
document folder hierarchy, e.g. on each individual computer. The computers of 
all team members however need to be in the same local area network.  

Examples

• Documents are stored on a central server with shared access. Users work on 
several independent projects using some shared documents as well as data 
material that is only relevant for their respective projects.

• Documents are stored in a location that does not allow the user full write 
access, e.g., on a CD-ROM, or on a server with restricted access permissions. 
Therefore, the user cannot create a HU in the document folder.

Project Setup - Tasks of the Project Administrator

As above, any of the team members can take on the role of the project 
administrator. Thus, one person may have two roles: project administrator and 
team member.

Create a new folder for the project data on the shared drive.

Copy all documents to be used in the project into this folder; use sub folders 
if you desire an added degree of structure.

Set your Textbank Path to this location (EXTRAS / PREFERENCES / GENERAL PREFERENCE 
/ PATHS). 
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Open ATLAS.ti and assign the documents.

Save the HU (FILE / SAVE) to a location outside the project folder, e.g. on the 
desktop or a local drive. 

The resulting project has all documents assigned through the special 
<TBPATH> . To double check, open the PDoc Manager and look at the 
column “Origin”. If you find that documents were assigned differently, 
check the following:

If you find documents using the HUPATH, you have stored the HU 
somewhere in the “Textbank folder”.

Documents with an absolute path (if you see a long path name in the 
column  “origin”) indicate that these documents are outside the HU and the 
“Textbank folder”. If this is the case, it is best o start the project afresh, 
delete the HU file and start again.

If everything is correct and the documents are referenced by the <TBPATH>, 
send the HU file to each team member.

Instruct the team members about their tasks.

Project Setup - Tasks of Team Members

Create an ATLAS.ti user account on your computers and log in in under your 
own user name.

Set the Textbank Path to the project folder as instructed by the project 
administrator (EXTRAS / PREFERENCES / GENERAL PREFERENCE / PATHS, see figure 85 
above).

Save the HU file, which was sent to you by the project administrator on your 
computer or laptop. Rename the HU file, e.g. by adding your name or initial. 
Each team member should use a unique name for their personal HU file.

Make sure that you are connected to the shared drive when working on the 
HU.

Do not change the order of the PDs, otherwise there will be a problem when 
merging the various sub projects. This means extra work for the project 
administrator as he or she needs to adjust the order of the documents in each 
affected HU. 
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Do not add new documents if they should be shared by all team members. 
This needs to be done by the project administrator.

After an agreed upon time interval, send the HU file to the project 
administrator so he / she can merge the various sub projects.

Editing Primary Documents (all)

Editing primary documents can be allowed without restrictions as ATLAS.ti 
controls that no two persons edit the same primary document file at the same 
time. See the chapter on “Editing Primary Documents“ on page 136for further 
detail.

Merging  - A Task for the Project Administrator

The project administrator merges the sub projects according to previously 
agreed upon time intervals (e.g. in the evenings, first thing in the morning, 
every Friday, etc.). 

As all files in each sub HU are referenced by the TBPATH, the project 
administrator can download / store all HU files in one folder on his/her 
computer and start with one of the HUs to begin the merge process.

Depending on the way the work is distributed, the merge strategy may vary. 
See “Merging Hermeneutic Units“ on page 171 for more detail.
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After merging, the project administrator saves he new Master HU and sends it 
to the team members. In order for team members to easily see which is the 
newest version, the date can be added.

All old versions (Master and sub HUs can be moved to a backup folder.

Tasks of team members after merging

Save the new Master HU file that is sent to you by the project administrator 
anywhere on your computer and rename the file by adding your name or 
initials to the file name.

Continue to work on the project.

Backup (all)

Team members: After each work session, the team members copy the HU file 
and store it at a secure location (e.g. on their local drive, a backup folder on the 
shared drive, or an external device). Keep three rolling copies of your backup 
files.

Project administrator: The project administrator creates a copy bundle file 
directly after setting up the project and after each merge operation and stores it 
at a secure location  (see “Create a Bundle“ on page 129).

Repeat the above work flow until all data are coded and analyzed.

Benefits of this approach

The HU is not tied to the location of its documents and may be copied and 
moved anywhere without losing functionality as long as the Textbank Path 
refers to the location of the documents. 

Migrating or backing up your project using the Copy Bundle function is easy. 

Drawbacks

This scenario relies on the user-configured textbank folder. If the user wishes to 
work on different projects with documents stored in different folder hierarchies, 
the textbank folder must be set to the path that was valid when the HU was 
created. 
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Team Scenario 2: Teams that do not always or never have 
access to a shared drive

Peter, Tom, James and Mary work together on a project. All four want to code 
and analyze the documents and would like to work on their laptops at different 
locations. This means that they won’t be able to access a shared network drive 
at all times. In addition, all four would like to be able to edit the documents 
they analyze.

This also works if a shared drive is not available and team members are only 
connected via the Internet.

To realize this project scenario, it is recommended to use the HUPATH to assign 
documents.
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Figure 88: Team project scenario 2 for teams that want or need to work at different locations

Figure 89: Team project scenario 2 without a shared drive
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Project Setup – Tasks  of the Project Administrator
As was the case for team scenario 1, also here any of the team members can 
take on the role of the project administrator. 

Create a new folder for the project on your personal computer or on the 
shared drive. 

Copy all files to be analyzed into this folder (or in one or more sub folders, 
see figures 52 and 53 on page 109). 

Start ATLAS.ti and assign the documents.

Save the HU to the project folder. All files are saved to the special HUPATH 
(see page 108 for further detail).

To distribute the project, you have the following options: 
a) create a copy bundle file and send it to the team members (see page 
129),or 
b) use a program like WinZip or WinRar, compress the project folder and 
send the zip or rar file to the team members, or 
c) ask each team member to copy the project folder from the shared drive to 
their individual computers.

Instruct the team members about their tasks.

Project Setup - Tasks of Team Members
Create an ATLAS.ti user account on your computer and log in under your 
name (see page 151).

Depending on whether the project administrator has chosen option a, b or c 
for distributing the project folder, you either need to install the bundle file on 
your computers (see “Install a Bundle“ on page 131 for further detail), or 
unzip the zipped file and store the extracted folder on your computer, or 
make a copy of the project folder on the shared drive and store it on your 
computer.

Rename the Hermeneutic Unit file by adding your name or initials to the file 
name.
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Figure 90: Project folder on the computer of a team member (data could also be contained in sub 
folders within the main project folder)
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Always save the HU to the project folder on your individual computer when 
working on your part of the project.

Do not change the order of the PDs, otherwise there will be a problem when 
merging the sub projects. This means extra work for the project administrator 
as he or she needs to adjust the order of the documents in each affected HU. 

After an agreed upon time interval, either upload the HU or a copy bundle 
file to the shared drive or send it to the project administrator so he / she can 
merge the various sub projects. Whether it is sufficient to upload / send the 
HU file or whether a copy bundle file is needed depends on the permission to 
edit documents (see below).

Migrating projects to a Second Computer – for Team 
Members
If you want to migrate your project to a different computer, e.g. back and forth 
between a laptop and a PC, then you need to do the following:

When moving the project for the first time

Either copy the entire project folder to an external device like a USB stick and 
move it to the second computer. Or create a copy bundle file, save it for 
instance on a USB stick or send it to yourself via email and install it on the 
second computer (see “Install a Bundle“ on page 131 for further detail).

When moving consecutive times and none of the documents has been edited

You simply need to move the HU file back and forth and overwrite the 
previous version.

When moving consecutive times and at least one of the documents has been 
edited

Either move the entire project folder and overwrite the previous version on the 
second computer, or create a copy bundle file and install it (see page 131). 
During the installation of the copy bundle file, ATLAS.ti checks whether there is 
a newer version of a file and if so overwrites the old version.

Editing Primary Documents (all)
Editing primary documents can only be allowed with restrictions. A decision 
could be that only the project administrator is allowed to edit documents. 
Another option is to allow individual team members to edit a sub set of 
documents, but not any of the other documents.

• If none of the primary documents are edited, it is sufficient to upload / send 
the HU file to the project administrator for merging. After merging, the 
project administrator just needs to distribute the new Master HU file to all 
team members.  

• If team members are allowed to edit a specific sub set of documents, they 
need to upload / send a copy bundle file to the project administrator for 
merging. After merging, the project administrator needs to distribute a 
bundle file or a zipped version of the project folder.
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• If the project administrator is the only person allowed to edit the documents, 
it is sufficient to send the HU file for merging. After merging, the project 
administrator needs to distribute a bundle file or a zipped version of the 
project folder.

If two people edit the same document at two different locations, one 
version  - this includes the coded version as well – is lost!! See “Editing
Primary Documents“ on page 136. If you want the benefits of working with 
rtf files, but don't want team members to edit the files, set the rtf files in the 
Windows File Manger to “read only” (file properties).

Merging – A Task for the Project Administrator
The project administrator merges the sub projects according to previously 
agreed time intervals (e.g. in the evenings, first thing in the morning, every 
Friday, etc.). 

If documents are not edited

Team members only need to upload or send their HU file.

• If team members have uploaded their HU files to the shared drive, the 
project administrator can start with the merging process right away on the 
shared drive.

• If team member send their HU files via email, then the project administrator 
needs to save all HUs file to the project folder on his or her computer or on 
the shared drive before merging.

• Depending on the way the work is distributed, the merge strategy may vary. 
See “Merging Hermeneutic Units“ on page 171 for more detail.

• After merging, the project administrator saves the new Master HU. For team 
members to easily see which is the newest version, the date can be added to 
the file name.  All old versions (Master and sub HUs) can be moved to a 
backup folder.

Tasks of team members after merging

Copy the new Master HU from the shared drive, or the new Master file is 
sent to you by the project administrator. 

Store the new Master HU file in your local project folder.

Rename the new Master HU file  by adding your name or initials to the file 
name.

Continue to work on the project.
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If documents are edited

The project administrator needs to install the various copy bundle files sent or 
uploaded by the team members. 

• It is best to install all bundle files into a new project folder. Add the date to 
the name of the new folder so that is clear to everyone which is the newest 
version of the project. 

• The old project folder can be moved to a backup folder.

• In the Copy Bundle Install window, the HU Path needs to be set to the 
location of the new project folder (see figure ) before installing the bundle 
files. 

• Select “Migrate”a s unbundling strategy as then ATLAS.ti controls that older 
files are only overwritten if a newer version exists.

• After installing all copy bundle files, the new project folder will contain all 
HU files of the team members, all documents, plus a log file for each 
modified document (see “Creation of Log files“ on page 139). The project 
administrator can now begin with the merge process, or can first open each 
individual HU for synchronization. If this is not done prior to merging, 
ATLAS.ti will request synchronization during the merge process. 

• Depending on the way the work is distributed, the merge strategy may vary. 
See “Merging Hermeneutic Units“ on page 171 for more detail.

• After merging, the project administrator saves the new Master HU. For team 
members to easily see which is the newest version, the date can be added to 
the file name (see figure 87).

• As some or all data source files were modified by one or more team 
members, the project administrator can a) store the new project folder on a 
shared drive, or b) send the new project folder as WinZip or WinRar file to 
team members, or c) send a copy bundle file. 

Tasks of team members after merging

• Either copy the latest version of the project folder from the shared drive. If a 
shared drive is not available, the project administrator sends a WinZip / 
WinRar or a copy bundle file of the newest project version. This file needs to 
be unpacked or installed (see “Install a Bundle“ on page 131).

• The old project folder can be deleted (see “Backup (all)“ below).

• Rename the new Master HU file (contained within the new project folder) by 
adding your name or initials to the file name.

• Continue to work on the project.

If only the project administrator is allowed to edit documents 

Team members only need to upload or sent their HU file. 
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merging



TEAM PROJECT MANAGEMENT 170

• The first step is to merge all sub projects. The project administrator can 
proceed as explained above in the section “If documents are not edited“ on 
page 168.

• After all HU files are merged, the project administrator can make the 
necessary changes to the documents in edit mode. The project folder then 
contains the new Master HU, the documents and log files for all modified 
documents. In order for team members to easily recognize the updated 
project folder, add the current date to the name of the project folder.

• As some or all data source files were modified, the project administrator can 
a) store the new project folder on a shared drive, or b) send the new project 
folder as WinZip or WinRar file to team members, or c) send a copy bundle 
file.

• The old project folder can be moved to a backup folder.

Tasks of team members after merging

Either download the latest version of the project folder from the shared drive. 
If a shared drive is not available, the project administrator sends a WinZip / 
WinRar or copy bundle file of the newest project version. This file needs to 
be unpacked or installed (see page 131).

The old project folder can be deleted (see Backup (all) below).

Rename the new Master HU file (contained within the new project folder) by 
adding your name or initials to the file name.

Continue to work on the project.

Backup (all)

After each work session, each team member copies the HU file (or if 
documents were edited, creates a copy bundle file, see page 129) and stores it 
at a secure location. Keep three rolling copies of your backup files / folders.

The project administrator creates a copy bundle file immediately after setting 
up the project and after each merge operation and stores it at a secure location.

Repeat the above work flow until all data are coded and analyzed.

Benefits of this approach

• Facilitates team work and distributed work organization.

• Τeam members are flexible and can work at different work locations.

• Team members can work simultaneously at the same project. If editing rights 
are negotiated, this also includes simultaneous work on primary documents.

• The project folder can be completely copied/moved to another location and 
all documents remain accessible.

• Migrating or backing up your project using the Copy Bundle function is easy. 

• Unpacking the copy bundle file can be done anywhere on the target 
computer.
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Drawbacks

• Negotiations between team members is essential.

• Files need to be duplicated/copied to the various project folders.

• Sharing of all documents is only possible (safely), if the assigned documents 
are not edited. As every sub project is stored in its own private data folder, 
modifications to a document are not immediately propagated to other sub 
projects using the same documents. This only takes place, when the project 
administrator merges all sub projects.

Merging Hermeneutic Units

The Merge Tool reunites HU's that were originally divided for analytical or 
economical reasons. Its main purpose is the support of teams. It links together 
the contributions of different members of a research team. A common scenario 
is the analysis of different sets of documents by different team members, 
sharing a common code base. Of course, the single researcher can also benefit 
from this function using the merge facility to help organize large projects.

Examples of Application

Text Corpus Reuse

With only PDs to add and everything else IGNORED you can transfer all 
documents from any HU into a freshly created, or already existing HU. The PD 
comments and any existing quotations are also transferred. 

Theory Import

With only codes, networks, and code families selected, a "theory" can also be 
migrated to another HU. This is similar to the current "Import Networks" 
feature, but also migrates Network Views and code families. 

Team Work

Add codes, unify PDs: This would be the strategy when the same set of PDs 
is utilized by different team members using different codes. 

Unify codes, add PDs: Different PDs were distributed to team members 
using the same set of codes, or mainly the same set of codes. Codes that are 
different from the common set are not lost but added.   
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Concepts

Target and Source HUs

The main concepts in Merge are the Target HU and the Source HU. The Target 
HU is the HU into which another Source HU is merged. The target HU has to 
be loaded into the HU Editor before invoking the Merge HUs option. It is 
advisable to store the target HU under a different name before starting the 
merge procedure. 

To prevent accidental overwrite of an existing HU, you may create a new HU 
first, and then merge the two HUs consecutively into this HU. However, this 
approach takes two merge steps.

Merge Strategies

Three "strategies" can be chosen for the processing of every object category. 
These are "Add," "Unify," and "Ignore." The object categories that can be 
processed within the HU are PDs, Quotations, Codes, Memos, PD Families, 
Code Families, Memo Families, and Network Views.

Add: The objects of this category are added to the target HU. If an identical 
object is found in the target, the added object will get a new name consisting 
of the original name plus the suffix "_number". A new number is added until 
the name of the object is unique. For instance, if a code "Alchemy" already 
exists in the target, the source version of "Alchemy" is renamed to 
"Alchemy_1". 

Unify: Searches for corresponding objects in the target HU. If such an object is 
found, all attributes of the source object are "inherited" by the target object. A 
corresponding quotation is one that resides in the corresponding primary 
document AND that has the same start and end position. 

In this procedure, attention is paid to deviations between two PDs to be 
merged that may result in a corrupt PD with misaligned quotations.

While most other objects are unified via their name, PDs are treated differently. 
A PD from the source HU is unified with a PD from the target HU if the 
following conditions hold:

• Both PDs have the same ID (e.g., P 1). 

• Both PDs refer to the same data source.

• If none of the PDs can access its data source, the test uses ID and revision 
equality only. Thus, HU files can also be merged if the data source files are 
not available.

• If two PDs found to be the same but at a different revision status, the PD 
with the older revision status is synchronized. 

Ignore: Instances from ignored object categories are not transferred during the 
merge process. For a finer grained exclusion you can use the "ignore" families 
option (see next).

"Ignorant" families: To exclude specific objects from the transfer (like private 
memos or test codes, etc.), you would create a special family with the name "!
MERGEIGNORE" into which you can move items to be excluded. This can be 
done for all three family types.
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How to Merge Hermeneutic Units
When merging two HUs, the Merge Wizard guides you through the procedure. 
In the first step, the source HU is selected. Next, a merge strategy is chosen 
and possibly fine-tuned. 

Select a target and source HU

Load the target HU. It is advisable to save it under a different name, so that 
you don’t corrupt the original file in case something goes wrong.

From the HU Editor’s main menu, select TOOLS / MERGE WITH HU. Alternatively 
you can drag an HU onto the HU Editor’s caption holding down the CTRL 
key. The Merge Wizard opens, guiding you through the merge procedure 
(see figure 93 below). 

The first page of the Merge Wizard displays the current target HU (i.e., the one 
that was loaded first), requesting you to enter the source HU’s file name. 

Click on the browse button and select a source HU from the file dialog.

Click the NEXT button. The source HU is loaded and you can proceed with the 
next step.

If the merge procedure was initiated by drag & drop, the source HU is already 
entered into the source entry field. You can immediately proceed by clicking on 
the NEXT button. Next, you need to choose a merge strategy.

Choose a merge strategy

The second step is the selection of how the source HU is to be merged into the 
target HU. Four broad, predefined strategies are available that can be 
customized in a second step. Object classes can be selectively added, unified, or 
ignored (see “Concepts” on page 172 above).
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Select one of the four stock strategies. A short description of the strategy is 
displayed at the bottom left of the dialog box.

Fine-tune the strategy so it best suits your needs. For all major object types, 
you can divert from the predefined stock strategyand manually define how 
the various object types are to be handled in the merge process.

Same PDs and Codes: Choose this strategy when PDs and codes are (mostly) 
the same in the target and source HU. All of the same PDs and codes are then 
unified. Different PDs and codes will be added. 

When unifying PDs, please observe that PDs are unified by their P numbers 
(P 1, P 2, P 3, etc.) and not by their names! Therefore the order of the PDs 
need to be the same in all HUs to be merged.

Same PDs – Different Codes: Choose this strategy when target and source HU 
contain the same PDs, but different set of codes. If identical codes are found 
during the merge procedure, the duplicate codes from the source HU are 
automatically renamed by adding a numeric suffix.

Original code name: Alchemy

Duplicate code: Alchemy_1

Different PDs  - Same Codes: Choose this strategy when target and source HU 
contain different PDs that have been coded with the same code set. This is a 
common situation when working in teams and different team members have 
coded different PDs using a common set of codes. If a few additional codes 
have been added to the common set, these will be added.

Different PDs and Codes: Choose this strategy when both PDs and codes are 
different. The PDs and codes from the source HU will be added to the ones in 
the target HU. If identical codes are found during the merge procedure, the 
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duplicate codes from the source HU are automatically renamed by adding a 
numeric suffix as shown above.

Check the option "Create Merge Report" to generate an overview of what 
has been done. The report lists all added and unified objects and their old 
and new names. Statistics about the source and target HUs and the resulting 
merged HU are created. The report will be opened in a rich text editor after 
the merge process is completed (see “Merge Report” on page 177 for 
details).

Click FINISH to start the merge process. This may take a while depending on 
the size of both the target and source HUs and the strategy chosen. The 
Unify strategy is generally more consumptive in processing time than adding 
objects.

If you repeatedly merge the same HUs, you might want to deactivate the 
option “Merge Comments” as this may unnecessarily blow up the comment 
for any of the unified objects and leads to duplication of entries.

Conflict Resolution for Links

For certain entities, a default "conflict resolution strategy" is used. If the 
inclusion of objects could result in the modification of a "link" between objects 
in the target HU, the target HU link is preferred. Example: If there is a link "is-
associated-with" between two codes "Alchemy" and "Gold" in the target HU, 
and a conflicting link "is-contrary-to" exists between the corresponding source 
HU codes, then the link in the target HU "wins". However, if no link exists 
between two objects in the target HU, the link existing in the source HU is 
transferred. This strategy is also pursued for hyperlinks and other connections 
between objects.
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Migration of General Features

The comment of the source HU is appended to the target, and the list of co-
authors in the target is completed with those in the source HU.

Special Considerations for Quotations 

Quotations play a special role because they cannot be handled independent of 
the PDs. When PDs are ignored, so are quotations. When PDs are added, 
quotations are  added. The interesting case is when PDs are unified: you can 
then select either UNIFY or ADD. 

ADDing quotations will create dublicate quotations in the target PD, even if a 
matching quotation already exists. This is a useful option if you want to 
calculate inter-coder reliability (see CAT, a free online tool that allows you to 
calculate inter-coder-reliabiltiy. You can access the tool via HELP / MORE 
RESOURCES / THE CODING ANALYSIS TOOLKIT).

Merging Scaled Codes

When variable codes with a special naming convention (see “Scaled vs.
Dichotomous Codes” on page 416) are added during the merge process, their 
values are invalidated in case of name clash. The reason for this is that 
imported codes with an identical name are automatically renamed using a 
numeric suffix.

Note that before applying the SPSS job generation feature on the resulting HU, 
such codes would need to be manually renamed.
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Figure 95: Merging HUs: Link resolution- The link between Code A and Code B in the target HU 
survives the merge process.
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A Few Additional Considerations

You can unify codes, but add Network Views. This results in a new network 
containing the same nodes as those already contained in the target HU's 
network.

Adding nodes and unifying networks could result in an existing Network View 
being crowded with both the nodes from the target and the source HUs.

Unifying Super Codes combines their queries using the OR operator.

To get acquainted to the effects of either adding or unifying entities, you 
should experiment with the various strategies using sample HUs. Observe 
what happens. Before modifying serious projects, you should gain some 
understanding of how the merging process works. 

After the Merge

After a successful merge operation, some "cleaning up" might become 
necessary. For example, codes with different names but similar meaning (i.e., 
synonyms) are now treated as distinct codes. They may need to be merged (see 
“Merging Codes” on page 218). It could also be the case that you end up with 
a number of quotations that overlap but are coded by the same code(s). Such 
instances can be found with the help of the Coding Analyzer (see “Redundant
Coding Analyzer” on page 381).

The Merge Report
If you have checked the option “Create Merge Report” in the Merge Wizard 
(default), a report generator keeps track of every object affected during the 
merge process.

The report displays:

• the name and location of the source and target HUs

• object statistics and merge strategies for source and target HUs

• added objects sorted by object type (prefixed with a "+")

• unified objects sorted by object type (prefixed with a "=")

• statistics for the resulting HU

Below, excerpts from a merge report are shown resulting from merging “The 
Sample” HU with itself using the strategy “Different PDs Same Codes”. During 
this merge, PDs, quotations and PD Families are added; and all codes are 
unified.

The first part of the report provides an overview of the selected merge 
strategies.
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Added Objects

When objects are added that have identical names in both the source and 
target HUs, the added object is renamed using an incremental numbering 
scheme. Note that the PDs are not renamed. This is because the prefix "P x" is 
a part of the name, making equally named PDs distinct.

The imported PD families are renamed using the numeric suffix "_1". 
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Figure 96: First part of the merge report: An overview of the selected merge strategies

Figure 97: Added primary documents using a unique identifier in form of the PD number
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Unified Objects

Unified codes are displayed along with their new quotation references within 
the resulting HU:

Statistical Summary

The statistical summary at the end of the report provides an overview of all 
object types after the merge.
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Figure 98: Names of added primary documents

Figure 99: Report on unified codes
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Figure 100: Statistical summary at the end of the merge report


