
Implementation Science and Evaluation #16:

DATA
MANAGEMENT (II)

PRINCIPLES of good data management

PITFALLS of data entry

HAVE A DATA DICTIONARY
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 (if applicable)
 

Indicate what
special
markers (e.g.,
9999) or null
value (i.e. no
value
input) means

  

Results in unwanted categories during analysis
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Want to
know more? Here is a toolkit that provides a step-by-step guide on how to make a Data Dictionary:

https://www.secoda.co/blog/how-to-create-a-data-dictionary-a-step-by-step-guide
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Define
what each
column
means as 

 clearly as
possible

  
For
calculated 

 or derived
values, 

 provide the
formula

Each  column  represents
a variable (e.g.,  Name)

Each row is an 
 observation

(e.g.,
A Student )

Typical
Dataset

Tidy & Machine-
Readable Dataset

Database Management ensures that: 

Transforms into

Recap

Should not
have line
breaks
within cells

Textual Variables

TIDY DATA

MACHINE READABILITY

Relevant fields can be
extracted and used
without human input

  

Generic Formats 
 (e.g., CSV which can be

presented in excel)

In a Dataset:

Structure File Type Column Headers:

Numeric Variables
Expressed as full numbers 
Should not have commas
Should not have units

 Express percentages either
in decimal (0.9) or in full
(90%), but not both

 

Be consistent with
the format throughout
the column!

Refer to Infoposter #14 
 on Data Management (I) 
 to find out more!
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Only use alphanumeric and these 2 special characters  . _
Use "and" instead of "&"
Each header must be unique

 


