
Instructions for Completing the "Log-in" Spreadsheet for the Youth Tobacco Survey (YTS) 

Completing the Login spreadsheet is essential for several reasons. 
•	 First, this form is used to statistically measure the quality of the survey collection. We want to track not only the number of schools and students participating, but also the numbers 

initially selected.  The ratio of participating divided by selected is defined as the response rate, and is a commonly used statistic to compare survey quality.   
•	 Second, this form allows us to make statistical adjustments for non-responding schools and students; these adjustments provide the best assurance that the weighted sample results 

represent the overall population.   

Instructions: 
1.	 Open up the Login Spreadsheet in Microsoft Excel. 
2.	 Locate the School-Level and Classroom-Level Forms. 
3.	 Use the School-Level and Classroom-Level Forms to fill in the following specific information on the Login Spreadsheet: 

i.	 Match the School ID and School Name (from the School-Level Form) to the School ID and School name (from the Login 
Spreadsheet). 

ii.	 Fill in the Participation Code (Login Spreadsheet Column H) according to the following participation code table: 
Participation Code Meaning 

1 School Participated in the survey. 
0 School Refused to Participate in the survey. 

<blank> School was ineligible (or out-of-scope). 
Examples: School closed, School had the wrong grades, School was damaged due to natural disaster 

The following example shows a school which refused to participate (code=0) and a participating school (code=1): 

Number School ID District School Enrollment School School Participated Classes 
Weight Interval 1=yes/0=no Total # # Classes 

Ineligble=Blank Classes Selected 
45 210 THE GREENWICH THE GREENWICH JAPANESE S 112 22.0392738 2.3879795 0 
26 436  WALLACE MIDDLE WALLACE MIDDLE SCH 1232 2.0035703 26.2677742 1 51 2 

If a school is ineligible, please enter a note on the spreadsheet (either to the right of the participation code cell, as the example below 
demonstrates, or as a prominent footnote on the spreadsheet) explaining why the school is ineligible: 

Weight Interval 1=yes/0=no Total # # Classes 
Ineligble=Blank Classes Selected 

27 285  HALE SCHOOL  HALE SCHOOL 248 9.9532204 5.2876688 school closed 
26 436 MICHAEL F. WALLA MICHAEL F. WALLACE MIDDLE 1232 2.0035703 26.2677742 1 51 2 
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Items iii and iv (the next two items) are for participating schools only: 

iii.	 From the School-Level Form data, type in the total number of eligible classes and the total number of selected classes. The following 
example is complete: 

Classes 
Total # # Classes 
Classes Selected 

9 2 

iv.	 For each class selected in a school, use the Classroom-Level Form to enter the class ID under the Class Selected column, the total 
number of students enrolled in the class under the Total # Enrolled column and total number of students that participated in the class 
under the # Students Participated column.  The following example is complete: 

Class ID 
Class Total # # Students 

Selected Enrolled Participated 

7  20  19  

If a specific class refused to participate in the survey (even though their school participation code is "1", or even though other classes 
in that school participated), then enter a zero in the # Students Participated column: 

Class ID 
Class Total # # Students 

Selected Enrolled Participated 

1  20  0  

Final Note: 

You should note any deviations from the initial sample design on the spreadsheet. 

For example: 

Long River Middle School's (School ID=365) enrollment was actually 1,200 students instead of 605 on the school enrollment file. 


