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Working With Memos

Writing memos is an important task in every phase of the qualitative analysis 
process. The ideas captured in memos are often the “pieces of a puzzle” that 
are later put together in the phase of report writing. Theory-building, often 
associated with building networks, also can involve the use of memos.

Memos are explanatory and descriptive texts that may be associated with other 
"objects" like quotations, codes, or other memos. Memos can also "stand 
alone" – simply as part of an HU. They can contain methodological notes; they 
can be used as a bulletin board to exchange information between team 
members; you can use them to write notes about the analytical process, 
keeping a journal of to-dos. Memos may also serve as a repository for symbols, 
text templates, and embedded objects that you may want to insert into PDs or 
other memos.

Memos can also be assigned as primary documents, if you want to code them 
(see page 247 below).

Difference Between Memos And Codes
Code names are (or should be) succinct, dense descriptors for concepts 
emerging during the stage of closely studying the data. They often reduce 
complex findings to crisp placeholders and/or theoretically relevant concepts.

Beginners often stuff lengthy treatises into a code name, blurring the distinction 
between codes, comments, and memos and thereby mistaking codes for their 
more appropriate siblings.

If you find yourself using more than a few words as code word, consider using 
quotations or the code comment instead. 

Like codes, memos have names. These names, or titles, are used for displaying 
memos in browsers, and help to find specific memos. Just like code names, a 
memo’s title should be short and concise. Don’t confuse the name with its 
content! 

How Memos And Comments Differ
Memos are very similar to comments in that both are intended to hold lengthy 
texts, as opposed to codes that are simply naming a concept. Comments 
exclusively belong to one entity. For example, the PD comment is part of the 
primary document. 

Comments are not displayed in browsers separately from the object to which 
they are attached. Memos can be associated with more than one object and 
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have an additional type attribute, e. g., theoretical, methodological, 
commentary, etc. They can also be free-standing, unlike comments.

Memo Content
Memos may use plain-text as well as Unicode or Rich Text. The latter allows 
extended formatting and offers the option to insert pictures, tables etc. You 
can also include local file names like file://notation.

The Memo Editor
For displaying and editing memos, a modified text editor is used. It is opened 
via the Memo Manager’s toolbar for an existing, selected memo or when 
creating a new memo.

Below the toolbar, the editor includes a title and memo type field. The default 
title assigned to a newly created memo is: “ME – today’s date”. The title and 
the default type “Commentary” can be changed by overwriting the default 
title or by selecting a different memo type.

Various options are available. You can change the default memo title and 
manage available memo types. You can also be prompted for a title when 
creating a new memo. For details see “Memo Preferences” on page 248.

After having typed or changed something in the memo editor and before 
closing the editor, save the contents if you want to keep it. Click on the Save 
button or select MEMO / SAVE from the editor’s menu.

Create A Free Memo

In the Memo Manager, click the CREATE NEW button or select CREATE FREE MEMO 
from the HUEditor’s MEMOS menu.

A new memo with the default memo title is created. The memo editor opens 
(default setting).

Change the memo title according to your needs and begin to type the 
memo. 
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Figure 205: The memo editor

file://notation/
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Save the memo content before moving on to do something else by clicking 
on the Accept button, or select MEMO / SAVE or click Ctrl+S. If you forget to 
save it, you are reminded by the program to do so before closing the editor.

Attaching Memos To Data Segments
The procedure to create and associate a memo with a data segment or an 
existing quotation is similar to the coding procedures described above (see 
“General Coding Procedure” on page 188).

Create A Memo For A Data Segment

Select the part of the primary document for which you want to write a 
memo.

Click the memo button in the primary document toolbar. 

If the selected data segment does not resemble an existing quotation, a new 
quotation is created and the memo is attached. An editor opens and you can 
start to type.

Adapt the automatically generated memo type and title according to your 
needs.

 You can customize the default values used for memo title and type via 
TOOLS /PREFERENCES / GENERAL PREFERENCES, TAB: MEMOS.

Attach A Memo To A Data Segment

Select the part of the primary document to which you want to attach the 
memo.

Select the part of the primary document to which you want to attach the 
memo.
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Figure 206: Attaching a memo to a data segment
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Select a memo in the Memo Manager and drag and drop the memo to the 
highlighted data segment. 

If the highlighted segment was not already a quotation, ATLAS.ti creates a 
new quotation and attaches the memo.

Attach A Memo To Multiple Quotations

One option is to drag a number of quotations from the Quotation Manager 
onto a memo in the Memo Manager. By using the Quotation Manager, one 
can comfortably browse and review display quotations before attaching them 
to the memo.

Another option is to select from a list of quotations:

In the Memo Manager, select a memo.

Choose menu option LINK MEMO TO: / QUOTATIONS from the context menu or 
the Memos menu.

A window pops up showing all quotations that are currently not linked to this 
memo. Select the quotations to be associated with this memo. Click OK.

As a third option you can connect a memo and quotations visually by using the 
Network Editor (see “To link more than two nodes” on page 321).

Memo Types
Memos can be organized, sorted and filtered by the type attribute. Several 
standard memo types are offered by ATLAS.ti (currently commentary, 
method and theory). You can add new types or modify existing ones. Memo 
types may either have a global or local scope. Global types are available in all 
HUs; local memo types are known only for the HU for which they have been 
defined.

Memo types are displayed and can be sorted in the Memo Manager’s details 
view in an extra Type column. 

Create A Local Memo Type

When creating a new memo, simply overwrite the default memo type 
displayed in the memo editor’s type field with a new type. After saving the 
memo, this new type may also be used for other memos inside this specific HU.

Add Or Remove Global Memo Types

Open the General Preferences dialog and select the MEMOS tab.

In section ‘Global Memo Types’ enter a new memo type in the entry field 
and click the ADD button.
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To remove a global memo type, select a memo type from the list and click 
REMOVE.

Click APPLY and close General Preferences.

The default memo type is ‘Commentary’ unless you have set a different default 
in the dialog. This default type is used for newly created memos. To change the 
default type, select another memo type and tick the box ‘use as default type’.

Make A Local Type Global

Choose the menu option MISCELLANEOUS / MAKE TYPE GLOBAL from the context 
menu or from the MEMOS main menu to make all types of the selected memos 
global. 

Using Memos As PDs
Memos can be assigned as primary documents. How you implement this option 
in your work depends on the nature of your project, your creativity, and 
methodological considerations. 

Select a memo in the Memo Manager.

Select the menu option MISCELLANEOUS / USE AS PRIMARY DOC from the context 
menu or the Memos menu. Or, drag the memo into the PD Manager.

Consequences Of Using Memos As PD

Assigning a memo as primary document has two immediate consequences:
• If you want to edit the memo’s content, you need to edit the primary 

document. Once a memo has been assigned as a PD, you can no longer edit 
the memo in the Memo Manager. The reason is that, as a PD’s data source, 
the memo may be referenced from quotations. Only the PD editing 
technology guarantees the necessary synchronization after content changes.

• All editing in the primary document also affects the memo. The reason for 
this is that the data source for the Primary Document IS the memo. 
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Figure 207: Adding new memo 
types
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The ‘PDs’ column in the Memo Manager indicates whether a memo is used as 
primary document. The number displayed indicates the number of PDs using 
the memo as a data source. A dash (-) indicates that the memo is not used as a 
PD.

Miscellaneous Memo Goodies

Memo Preferences

You may specify a number of settings for memos via TOOLS / PREFERENCES / 
GENERAL PREFERENCES, Tab: MEMOS, or click on the preferences button in the main 
tool bar.

Dragging A Memo To Another Hermeneutic Unit 

You can drag memos between HUs. This transfers the memo (name, body, 
type), but none of its referenced quotations, codes, etc., are migrated along.

Using Memos To Create A Code List

Using a “pseudo” memo allows you to bulk-create a large number of free 
codes:

Create a new memo.

Type a list of codes with one code per line, or copy and paste an existing list 
from an application like Word.

Save the memo.

From the MISCELLANEOUS menu, choose the option CREATE CODES FROM SELECTED 
MEMO.

Codes in the memo’s code list that already exist are prefixed with three 
exclamation marks. If such prefixed codes already exist, they are ignored.

Drag & Drop Text To Create A Memo

While dropping text into the text pane of the Memo Manager or the memo 
editor inserts the dropped text at the drop position. 
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Figure 208: Memo used as PD
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Margin Drag & Drop

All objects populating the margin area (i. e., “margin objects”) support drag & 
drop. The bar visualize quotations segmenting the document, and - depending 
on the context - the objects attached to the bars represent themselves or the 
link with the quotation. 

The effect of a drag & drop operation depends on the objects that are involved 
as drag sources (those that are dragged) and targets (those onto which objects 
are dropped).

A large variety of objects from the margin area can be dropped into the margin 
area. Furthermore, objects can also be dragged from other object managers 
and browsers. Objects can be dragged from the margin into other windows 
and even into “foreign” applications like Word™. In the latter case, the 
ATLAS.ti objects lose their ATLAS.ti specific “objectness” but at least they 
render into something useful, e. g., a formatted title and rich text comment.

Move Linked Objects
When an object (e. g., a code, memo, or hyperlink) is dropped on a quotation 
bar, a new link is created between the object and the quotation represented by 
the bar. In the figure below, the code ‘historic context’ is unlinked from its 
original quotation (silver bar) and linked to the quotation of the target bar.

Replace Linked Objects
When a margin object is dropped onto another margin object it is replaced. It 
combines the operation described above with the replacement of the dropped-
on object. Three operations are accomplished at the same time: the object is 
removed from its original quotation, it is linked to the target quotation, and it 
replaces the object it was dropped on (the latter is unlinked from its quotation). 
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Figure 209: Moving linked objects


