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Computers in Research: A Simple and Friendly Guide 

 

1. How Computers Help in Research (Basic Overview) 

In Simple Terms: 

Computers have become essential in research work. Imagine doing everything manually - 
collecting data on paper, calculating statistics by hand, typing reports on typewriters! 
Sounds exhausting, right? 

Main Ways Computers Help: 

For Data Work: 

• Collection: Gathering information through online surveys, forms, or questionnaires 

• Storage: Keeping all your data safe in one place (no more lost papers!) 

• Analysis: Using tools like Excel or SPSS to find patterns and meaning in your data 

For Writing: 

• Creating research papers in MS Word 

• Formatting your work to look professional 

• Using LaTeX for technical documents 

For Sharing: 

• Making presentations in PowerPoint 

• Finding research papers and journals online 

• Communicating with other researchers via email 

 

2. MS Word: Your Research Writing Partner 

What is MS Word? 
Microsoft Word is like a digital notebook where you write your research papers, reports, and 
documents. It's much better than pen and paper because you can edit, format, and 
improve your work easily. 

How Researchers Use MS Word: 
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1. Typing Research Papers 

o Write your entire thesis or research paper 

o Easy to edit - no cutting and pasting paper! 

o Save multiple drafts 

2. Making It Look Professional (Formatting) 

o Font: Choose readable fonts like Times New Roman (size 12) 

o Spacing: Set proper line spacing (usually 1.5 or double) 

o Margins: Adjust page margins (usually 1 inch all around) 

o Makes your work look neat and academic 

3. Adding Tables and Charts 

o Insert tables to show data clearly 

o Add charts and graphs from your analysis 

o Better than drawing by hand! 

4. Citations and Bibliography 

o Automatically create references 

o Different styles available 

o No more manual formatting of references! 

5. Mail Merge 

o Send the same letter to multiple people 

o Useful for sending surveys or invitation letters 

o Changes only the name and address automatically 

Important for Exams: 

• Default file extension: .docx (for newer versions) or .doc (older versions) 

• Remember the formatting tools: Bold, Italic, Underline, Alignment 

• Know how to insert page numbers, headers, and footers 
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3. MS Excel: Making Sense of Your Data 

What is MS Excel? 
Think of Excel as a smart calculator and organizer combined. It helps you manage data in 
rows and columns (called a spreadsheet) and perform calculations automatically. 

Why Researchers Love Excel: 

1. Data Entry and Management 

o Organize survey responses 

o Keep track of research participants 

o Create databases of information 

2. Simple Formulas (The Magic Part!) 

o SUM: Adds up numbers automatically (e.g., total scores) 

o AVERAGE: Finds the mean/average 

o COUNT: Counts how many responses you have 

Example: If you survey 100 students about study hours, Excel can instantly tell you the 
average hours studied! 

3. Creating Graphs and Charts 

o Bar graphs to compare groups 

o Pie charts to show percentages 

o Line graphs to show trends over time 

o Makes data visual and easy to understand 

4. Sorting and Filtering 

o Arrange data alphabetically or numerically 

o Filter to see only specific information (e.g., only female respondents) 

o Find patterns quickly 

5. Pivot Tables (Advanced but Useful) 

o Summarize large amounts of data 

o Create cross-tabulations 
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o Very helpful for PhD research 

Why It's Important for PhD Students: 

• Statistical Calculations: Basic statistics without complex software 

• Survey Analysis: Analyze questionnaire responses 

• Visual Presentation: Create charts for your thesis 

• Data Cleaning: Fix errors and organize messy data 

Practical Example: 
Imagine you surveyed 50 people about their social media usage: 

• Excel stores all responses 

• Calculates average time spent (AVERAGE formula) 

• Creates a pie chart showing which platform is most popular 

• Sorts users by age group 

 

4. PowerPoint: Presenting Your Research 

What is PowerPoint? 
PowerPoint (PPT) is presentation software that helps you create slideshows. Instead of just 
talking, you show visual slides that support your explanation. 

How Researchers Use PowerPoint: 

1. Seminar Presentations 

o Present your research to classmates or colleagues 

o Each slide covers one main point 

o Keeps audience engaged 

2. Thesis Defense 

o Final presentation of your PhD work 

o Show key findings visually 

o Answer questions with visual support 

3. Slide Master for Consistency 
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o Creates a uniform design for all slides 

o Same fonts, colors, and layout throughout 

o Looks professional 

4. Adding Visual Elements 

o Charts and Tables: Show your data analysis 

o Images: Add relevant photos or diagrams 

o Graphs: Display statistical results 

5. Animation for Clarity 

o Make points appear one by one 

o Highlight important information 

o Keep audience focused 

o (But don't overdo it - too much animation is distracting!) 

Golden Rules for Research Presentations: 

• Keep slides simple - not too much text 

• Use bullet points, not paragraphs 

• Large, readable fonts (at least size 24) 

• Consistent design throughout 

• Practice your timing (usually 1-2 minutes per slide) 

 

5. Internet: Your Research Library 

The Internet = A Huge Digital Library 

The internet has revolutionized research. You don't need to visit physical libraries for 
everything anymore! 

How Researchers Use the Internet: 

1. Literature Review (Finding What Others Have Written) 

o Google Scholar: Free search engine for academic papers 
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o Find research papers related to your topic 

o See who cited a paper (citation tracking) 

2. Research Journals and E-Books 

o Access thousands of journals online 

o Many universities provide free access 

o Download PDF papers instantly 

o E-books available through library subscriptions 

3. Data Collection from Websites 

o Government statistics (Census data, economic reports) 

o Organization websites (WHO, UNESCO data) 

o News archives for historical research 

4. Email and Communication 

o Contact other researchers 

o Send questionnaires 

o Join research groups and forums 

o Collaborate internationally 

5. Online Surveys 

o Google Forms (free and easy) 

o SurveyMonkey, Typeform 

o Reach respondents anywhere 

o Automatic data collection 

Important Exam Question Alert: 
"Discuss the use of internet in research work" - This is a common long answer question! 

Sample Answer Points: 

• Access to global research literature 

• Easy data collection through online surveys 
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• Communication with researchers worldwide 

• Cost-effective compared to traditional methods 

• Faster dissemination of research findings 

 

6. Google Forms and Google Docs: Free Online Tools 

Google Forms: Create Online Questionnaires 

What Is It? 
A free tool to create surveys and questionnaires that people can fill out online. 

Perfect for Research Because: 

• No Paper Needed: Everything online 

• Multiple Question Types: 

o Multiple choice (MCQ) 

o Short answers 

o Long answers (paragraphs) 

o Rating scales 

o Checkboxes 

• Automatic Data Collection: Responses automatically saved in Google Sheets (like 
Excel) 

• Share Easily: Send link via email, WhatsApp, or social media 

• Free: No cost for basic features 

Especially Useful for PhD Students: 

• Collect data from hundreds of respondents 

• No manual data entry 

• Real-time response tracking 

• Create follow-up surveys easily 

Google Docs: Write Together Online 
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What Is It? 
Like MS Word, but online and collaborative. 

Key Features: 

• Online Writing: No software installation needed 

• Auto-Save: Never lose your work 

• Sharing and Collaboration: 

o Multiple people can edit the same document 

o Perfect for group research projects 

o See changes in real-time 

o Leave comments and suggestions 

• Access Anywhere: Work from any device with internet 

• Version History: See all previous versions 

Practical Use: 
Your research guide can review your work and leave comments directly in the document. 
You can respond to feedback without emailing back and forth! 

 

7. Statistical Basics Every Researcher Should Know 

Understanding Your Data Through Statistics 

Don't worry - you don't need to be a math genius! Here are the basic concepts: 

1. Mean (Average) 

• What: Add all numbers and divide by how many numbers you have 

• Example: If 5 students score 70, 80, 90, 85, 75 

• Mean = (70+80+90+85+75) ÷ 5 = 80 

• Use: Shows the typical or average value 

2. Median (Middle Value) 

• What: The middle number when arranged in order 

• Example: 70, 75, 80, 85, 90 - Median is 80 
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• Use: Better than mean when you have extreme values 

3. Mode (Most Common) 

• What: The number that appears most often 

• Example: 70, 80, 80, 80, 90 - Mode is 80 

• Use: Shows what's most frequent 

4. Correlation (Relationship) 

• What: How two things are related 

• Example: Study hours and exam scores 

• If more study = higher scores → Positive correlation 

• Value: -1 to +1  

o +1 = perfect positive relationship 

o 0 = no relationship 

o -1 = perfect negative relationship 

5. Regression (Prediction) 

• What: Predicting one variable based on another 

• Example: Can we predict exam score based on study hours? 

• Creates a formula for prediction 

Software for Statistics: 

• Excel: Basic statistics 

• SPSS: Most common in social sciences 

• SAS: Advanced analytics 

 

8. SPSS and SAS: Statistical Software Explained 

SPSS (Statistical Package for the Social Sciences) 

What Is It? 
Software specifically designed for social science research and data analysis. 
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Why Researchers Use It: 

• User-Friendly: Easier than programming 

• Point-and-Click: No need to write code 

• Comprehensive: Does almost all statistical tests 

• Common: Most universities have it 

What It Does: 

• Data entry and management 

• Descriptive statistics (mean, median, mode) 

• Advanced statistics (t-tests, ANOVA, chi-square) 

• Graphs and charts 

• Correlation and regression 

• Survey analysis 

Perfect For: 

• Psychology research 

• Sociology studies 

• Education research 

• Marketing research 

• Any quantitative social science research 

Typical Use Case: 
You survey 200 people about job satisfaction. SPSS helps you: 

1. Enter all responses 

2. Calculate average satisfaction score 

3. Compare satisfaction across age groups 

4. Create graphs showing results 

5. Test if differences are statistically significant 

SAS (Statistical Analysis System) 
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What Is It? 
A more advanced statistical software used for complex data analysis. 

Key Features: 

• Powerful: Handles very large datasets 

• Advanced Analytics: Complex statistical modeling 

• Multiple Uses: Research, business, healthcare 

• Programming-Based: Requires learning SAS language 

When It's Used: 

• Big data research projects 

• Advanced statistical modeling 

• Business analytics 

• Medical research with large datasets 

• Government statistical work 

Difference from SPSS: 

• SPSS = Easier, social science focused 

• SAS = More powerful, requires programming, handles bigger data 

 

 

  



  Page 12 of 12 

Common Exam Questions to Remember 

1. Default file extensions: 

o MS Word: .docx or .doc 

o MS Excel: .xlsx or .xls 

o PowerPoint: .pptx or .ppt 

2. Uses of MS Word in research (Short answer) 

3. Role of internet in research (Long answer) 

4. Difference between SPSS and SAS (Short answer) 

5. How to use Google Forms for data collection (Short/Long answer) 

6. Statistical measures: Mean, Median, Mode (Definitions) 

 

Final Words 

Computers are not just tools - they're your research partners! The more comfortable you 
become with these technologies, the easier your research journey will be. Start with the 
basics, practice regularly, and gradually move to advanced features. 

Remember: Every expert was once a beginner. Don't be afraid to explore, make mistakes, 
and learn. Technology is here to make your research work easier, faster, and better! 

Good luck with your research journey!                    

 


