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The Survey Monkey data entry link follows the same flow of questions as the hard copy surveys.

However, at the end of the survey questions, four additional process questions are required to complete data entry.

ENGLISH DATA ENTRY

Entering data from completed hard copy English surveys is very easy.

The Survey Monkey data-entry link starts at question #1 of the survey:
1. How much of a problem do you believe each of the following is among youth (grades 6 - 12) in your community?

Amoderate A serious
Not a problem A minor prablem Don't Know
problem problem

Alcohol use
Marijuana use
Prescription drug misuse

Other drugs (specify below®)

Driving under the influence of alcohol, marijuana or
other drugs?

Tobacco
Depression
Suicide

*1f you marked "Other Drugs” above, which drugs?
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Step 1 Enter data from questions 1 — 12.

Step 2 Understand the skip pattern after Q12 to enter demographic data.

a. If the answer to Q12 is yes, the participant continues to complete the survey. In this case, demographic

questions in Survey Monkey start at Q19.

b. If the answer to Q12 is NO or Don’t Know, participants are instructed to go to question 19 on the hard

copy survey. Survey Monkey shows this as question 13.

Start of data entry of demographic questions — navigating the skip pattern

Are you a parent or guardian with any
children in 6 - 12™ grade? Clves

[if NO or Don’t Know, go to >Question 19]

D No D Don’t Know

12. Are you a parent or guardian with any children in 6 — 12th grade?
v Yes
No

Don't Know

12. Are you a parent or guardian with any children in 6 — 12th grade?
Yes

JNO

Don't Know

Demographic questions start at Q19
19. What is your age?

18-24
25-34
35-44
45-54
55-64

65+

Demographic questions start at Q13.
132. What is your age?

18-24
25-34
35-44
45-54
55-64
65+

Step 3 complete entering data for the remainig questions.
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Step 4 complete the 4 process questions. At the top of the frong page of the survey there are data entry slots for

process questions. (Check Athena Forum for up-to-date survey form (Version 9-29 for English; Versions 10-03 for other languages.)
e Q26 & Q32 are drop down menues. Selection of YOUR coalition name is required.

e Q27 or Q33 isthe survey language. It is important because it is the only way we track surveys completed in a different languages.

e Q28 o0rQ34isthe numbering of your hard copy surveys. It important for quality control and survey process evaluation. Admin initials are
voluntary. It is useful to be able to go back to the person who enters data should any question arise.
e Q35 is the date participants complete their survey. The MM/DD/YYYY structure is important.

Q28 or 33 Manually -
‘enter thelinitials of the
person who enters data.

Q28 or O34 Mané_,lallyr wrrite
in # of the survedy. Use a
simple numeric sequence.

OZ2F7orid33 Enter
survey language.

1T

T

EVEMT-"""""g OZ%9 or 335 Enter ewent E-LIr"'.E:E".I'd-EItE

T

iy AT E-5 5555

For the CORE Survey the processs questions start atQ20 or Q26 depending on whether the participant has children in 6" - 12" grade.

The following guestions are important to record your coalition and the lanquage of the survey. The questions zlse help to promote data quality and review.

Please complete all the gquestions. THIS 1S IMPORTANT. Thank you

*26. Which coalition gave this survey?

[ ~

27. Which language was the survey taken in?
English
Spanish
Somali
Russian

Cambodian/Khmer

28.

What is the survey number? (coaliticns assign l:l
2 number te frack complated surveys)

What are your initials? (this is for the persan I:I

who enters the data)

29. When did the participant complete their survey? (MM,/DD/YYYY)

L]

Press "Done” below to complete the survey. Make sure you are completely done with the survey before you press "Done.”

After the survey closes, you may see a message that says something like "Trying to close Window." Don't worry about this. Your survey is safely closed
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For the EXPANDED Survey the processs questions start at Q26 or Q32 depending on whether the participant has children in 6" -12
grade.

The following guestions are impertant to record your coalition and the language of the survey. The questions also help to promote data quality and review.
Please complete all the questions, THIS 1S IMPCRTANT. Thank you

*32. Which coalition gave this survey?

I v

33. Which language was the survey taken in?
English
Spanish
Samali
Russian

Cambodian/Khmer

34.

What is the survey number? (coalitions assign I:l
& number to frack completed surveys)

What are your initizls? (this is for the person [ |
whea enters the data)

325. When did the participant complete their survey? (MM,/DD/YYY¥Y)

[ ]

th

2014 CPWI Community Survey - DATA ENTRY INSTRUCTIONS OCT 17, 2014

Page 5 of 11



FOREIGN LANGUAGE DATA ENTRY

Step 1 Start entering data as described above for the English surveys.
Step 2 Keep in mind the skip pattern after Q12.
Step 3 Carefully enter demographic data.

e Learn to follow the numbering pattern on the hard copy survey to help guide your data entry.

o

SPANISH ' RUSSIAN

CAMBODIAN/KHMER

Datos demograficos [leMorpadHyeckue faHHble

e \ Clig-os

iCudl es su edad? VKaxuTe Bal EDSpaCT
[Jas-54 E Clas-54

SURVEY MONKEY QUESTING NUMBERS
Q19 — Numbering for participants who respond YES to Q12
Q13 — Numbering for participants who respond NO or DON’T KNOW to Q12

Step 4 Carefully enter data using the numbers on the left handside of the hard copy survey to guide your data
entry.

Pay particular attention to:

Q22 (Race),
Q23 (language spoken at home), and
Q24 (educational attainment).
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SPANISH DATA ENTRY

' wmte
Dzh 2gro o afroamencanu

iCusles sﬁ _— Black qr African American

1
2

DaII digena amencano nativo de 3 American Indian, Alaska Native
il

EE Marque todaslas que Casigtico SRR 1|4l Asian -
mnESpo"da"‘ : D,r., ativo de Hawal] o de otra isla 5 Nati'.reEHawaiian or Other Pa:{ific Islander
Dsl\ 5 sé/No estoy segum 6 Don't Know/Not Sure
. 7 Other |; lease specify)
_________________________ L S
) ; ; D:Ir glés : |:|1C imboyano/ 23, What languages are spuken in your home? C.'ledr all that appfy
¢Qué idiomas se hablan en su casa? :
: DsE‘ pafiol DaR 150 1 Carnhnmanﬂ(hrner
.. _ , _
17 Marque todas las que 5 (s uma]| 5 5 English ) : .
correspondan. : : : ' ' '
: [Jsoro - : 3 | Russian
4 Snmali
NOTE: Be sure to enter language based on the alphabetical list in Survey Monkey. .5 .. gpamgh ........... ........... ...........
6 | Other {please specify) . ' .

NOTE: Survey Monkey lists languages in alphabetical order
- not in the order of the hard copy.
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==
LT

|:|-|Nu rca asist a la ascualy DuGI aduado de 24. What is the highest grade or year of school you completed?

: : : ] _ : u . Never attended school
{Cuél es el grado y afio de escuela ' zMe10s que la preparatoria LJeAl jo de unive

| mas avanzado que termind? 1. T .

Less than high school
: Dmlg o de preparatoria

Some high school

High school /GED

Ceere paratoria /GED | Oeee stgrado -
: ' High school graduate

Some college

College/university graduate

CON O 1 & W N =

Post graduate

RUSSIAN DATA ENTRY

- O kex '*'.('.é,;i ........... ol 22, Whatis your race? Check ai that apply,
_ _ - Oz "emoxowuit-(-an)-nmbo-adpe | 1 White -

?Rmuuie-naum-mcﬂ O, knepuua—:c}mﬁw—mm,«mﬁa 2 Black c;r African American -

H 1 . . : El4 \smar-(kalf | 3 American Indian, Alaska Native

|- ). ViauTe-Bce-Mogxoqaigme- . . . . . . . . Mlakonas AT Fapaienw” o :

: BapHaHTbI-OTBETa.= : s LOpEeHHOW HMTENbL - aBaneB ) 4 Asian . .

: _ : . woro-okeaHaf S R AR o
: ' [e 4e-3Hai0/He-yeepen ¥ 5 Native Hawaiian or Other Pacific Islander
Oedae - | 6 Don't Know/Not Sure

: 5 : : : 7 Other (please specify)
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HakaomcrsKaxromparesanen | Lanenwionst -+ | LyKamGogunicn
' D_-,llcﬁamm‘i -+ D,Pfccmﬂlf

YKa¥HTe-BCeNOAXOALLMHE .
BAPHAHTbIOTBETAN | Lo pyrve Z 4

NOTE: Be sure to enter language based on the alphabetical list in Survey Monkey.

13. What languages are spoken in your home? Check all that apply.
1 Cambodian/Khmer | ' '

2 English

Russiafn

4 Somalf
5 Spanisfh ----------- ----------- -----------
; . : :

Other {pleaSE specify)

NOTE: Survey Monkey lists languages in alphabetical order
- not in the order of the hard copy.

=
[=)

|:|1.: IMKor A3 e N cean' wKony Dn JKOHYIA-CPEaHIOH

D'za! |BOKOHHEN HAA"CPAAHAR' LUK imﬂ. IKEMEANEHT KON

249 : ' ' ' :
: y“m“m‘m“mwi'ﬂmmh‘_ D;.f IKBMEANE HT'CPEAKE I KON — D'I" Jkowamne I
N nonyyexHoro-8aMu-006pasoBaxnA S Ko A/ yHuee pime

Dal Wn'wmmfuﬁmmﬁpﬁ :almm. ﬂn'rm,rum:u

4 .......... D,I,cn“pa"rﬂ.:..

24. What is the highest grade or year of school you completed?
Never attended school

Less than high school

Some high school

High school /GED

High school graduate

Some college

College/university graduate

ON O 1 B W N =

Post graduate
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CAMBODIAN/KHMER DATA ENTRY

--------------------------------------- — - N 22, What is your race? Check ail that apply.
D1 l’lIl_]f'iflT """"" :'i' """""" S ,ﬂﬂf}' """"
| e 1 White -
Dz flIlirii'J}'l' ijﬁ'l]illﬁﬂ'li )
; S 2 Black or African American
O dsendsdisiniwin o : :
T R 3 American Indian, Alaska Native
Dd. i : :
: o A | Asian -
Ds IGARETING in e - .
2 B - 5 Mative Hawalian or Other Pacific Islander
. TG HN/GE ] 1A o :
jI:l E 6 Don't Know/Not Sure
= i) = Other (please specify)
o : ‘ 13. What languages are spoken in your home? Check all that apply.
: D:ﬁh‘liliihiﬁl’li Dﬂ.‘ls‘u‘li; h.d b - : :
S, T ~ s ' . : Cambadian/Khmer
AAMANIBANERSMBIEIRE:. . | 'Elﬁﬂh‘fi‘lh‘iﬂ]J’]l]_l """" Dsa«mnj. | TS ———————
; ; _ o ; : 2 English
ﬁﬂﬁ?ﬁﬁfﬂ:ﬂﬁfﬁfm{‘;ﬁfﬁ : : Dd i :
T : ; " Russian
| | L Daigin | - :
4 | Somali
NOTE: Be sure to enter language based on the alphabetical list in Survey . : : :
.5 |.. 5pamsh ....................................
Monkey. : : : :
6 | Other (please specify)
NOTE: Survey Monkey lists languages in alphabetical order —
not in the order of the hard copy.
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O, :fﬁmﬁnn{].t:

e 5...D.z.ii._l]immlﬁ"T.......

I Ansagniesiuam? ) Dk
: : Uit

Dl i /GED

_Dsm i
s oiia
Ll
st

24. What is the highest grade or year of school you completed?

ON O 1 & W N =

Never attended school
Less than high school
Some high school

High school /GED

High school graduate

Some college
College/university graduate

Post graduate

STEP 5 — Complete the 4 process questions as descried above for the English survey.

QUESTIONS?

Please contact Martha Perla and cc your Prevention System Manager.

Martha Perla,
Phone: 360-725-2638
Email: martha.perla@dshs.wa.gov
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