		
Data Entry Instructions
· Completed questionnaires for 8 participants are posted in a separate file on Canvas.
· Print the questionnaires and then enter the data according to the directions below. 
· Each student is responsible for entering and submitting the data, but you may ask classmates, TAs, and professors for help.  
· Due dates:
· Th 9/19: Enter data for at least one participant by class on Thursday, 9/19. Bring all the printed questionnaires and the SPSS dataset (.sav) file to class. In class, we will answer questions about data entry and show you how to recode variables and compute scores.
· T 9/26: Upload your completed SPSS dataset file, with all data entered and the appropriate recoded variables and new scales to Canvas by T 9/26 by 11pm.  

Data Entry: 

Step 1: Define your variables
A) You will first enter the names of the variables into SPSS. Follow the directions in Chapter 1 of the SPSS manual. NAME the variables in the following order, which is the same order of the variables in the questionnaire (We recommend you copy and paste the cells below into SPSS's variable view, because the names must be EXACTLY as shown, and they must appear in this EXACT order)

	ID

	anticipate1

	satisfaction1

	moment1

	anticipate2

	satisfaction2

	moment2

	anticipate3

	anticipate4

	satisfaction3

	moment3

	anticipate5

	moment4

	anticipate6

	moment5

	anticipate7

	satisfaction4

	moment6

	moment7

	moment8

	anticipate8

	satisfaction5

	thinking

	talking

	visualize

	music

	printphoto

	emailtext

	shareonline

	onlinephoto

	onlinecomm

	benefit

	age

	gender

	ethnicity

	guilford



B) Give each variable a LABEL (come up with a short description of the variable itself that makes sense to you and that explains what the variable is).  This will appear in your output in lieu of the abbreviated variable names and will make your output much easier to interpret.  For example, you could label the variable named “moment4” with something like “make the most of a good time”

C) If appropriate (i.e., for the nominal variables), give the variable VALUE labels (for example, tell SPSS what numbers correspond with “male” and “female,” etc). Use the code sheet (last page of this document) as a guide for how to label the values so that everyone enters data with the same values. 

Step 3: Enter Practice Data
A) Enter the data from at least 1 survey for practice (you may work with a partner or partners and enter 1 practice survey together). Follow the directions in Chapter 1 of the SPSS manual. (seriously, use the manual!)

B) Save the data as “(yourlastname(s)Survey.sav,” for example “SmithSurvey.sav.”  You do not need to save the output file at this time. Do NOT print anything. Double-check that you’ve saved the data (.sav) file.

Step 4: Bring the 8 printed questionnaires, your practice SPSS data file, and your SPSS manual to class on Thursday, 9/19.
A) We will make sure everyone is on the right track with data entry during class.

B) You will also learn how to code open-ended responses, RECODE, and COMPUTE variables, so make sure you read over those sections in the SPSS manual before class that day.


Step 5: Complete data entry and prepare the data for analysis. 
A) After class on Thursday, 9/19, you will have the skills necessary to enter all your data and RECODE and COMPUTE the appropriate variables. 

B) Upload your final dataset file (.sav) to Canvas on or before Tuesday, 9/26 at 11 p.m.  





CODE SHEET

ID (enter ID number on questionnaire) 

Part A (Questions 1-21: anticipating, savoring the moment, and satisfaction with life questions): enter number (if more than one number is circled, enter middle score (e.g., if person circles “3 and 4”, enter 3.5).  

Part B (Questions 1-9: styles of reminiscing questions): enter number (if more than one answer is circled, enter middle score (e.g., if person circles “3 and 4”, enter 3.5).  

Part C 

benefit
1 =gain perspective on present problems  
2 = diversion from present problems   
3 = a way to improve mood
4 = socialize with others  
5 = I see little benefit in reminiscing  
6 =other 

age: enter number

gender: 1 = male, cisgender male, or cismale; 2 = female, cisgender female, or cisfemale; 
3 = another gender	

ethnicity:	1 = Caucasian or White 	2 = African American or Black	3 = Hispanic or Latino 	4 = Asian                         	5 = Biracial or multiracial	           6 = Other
	

guilford:  1 = yes   2 = no
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