How to Install the Toolkit

This document provides step-by-step instructions on how to install the Toolkit.

Step 1.

From Windows Explorer, double-click on the file named “Evaluation Toolkit.exe”. Once you
double-click on this file, you will see the message shown in figure 1 below.

Figure 1. Install Toolkit
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Click on the “Yes” button to continue.

Step 2.

Once you click on the “Yes” button in step 1 shown above, you will be asked to unzip the Toolkit
files to a folder on your computer (as shown in figure 2 below).

Figure 2. Unzip files to local drive.
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The default location for the Toolkit files is: “C:\Program Files\Evaluation Toolkit\”

Please note: The computer network administrator in your organization may have restricted your
ability to download to the “program files” folder on your computer. If this default location is restricted,
you can change the location where the program will be installed by clicking on the “Browse” button
shown in figure 2 above. However, for easy access, we recommend saving the files in the default
location specified. Please make sure not to deselect the two options identified with green check-marks
in figure 2 above. Deselecting these options will result in improper set-up. Click on the “Unzip” button to
extract the files to your local drive. Once the files have been extracted, you will see a confirmation
message shown in figure 3 below.

Figure 3. Toolkit files extraction confirmation.
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Step 3.

Once you click on the “OK” button in the window shown in figure 3 above, the installation program will
open Excel to run a program that sets-up the Toolkit files for use on your computer. When Excel opens,
depending on the version you have installed, may see a macro security alert. In order to set-up the
Toolkit, you will need to enable macros. Step 4 below guides you through the process of enabling
macros in Excel 2002 or 2003. Step 5 guides you through the process of enabling macros in Excel 2007.

Step 4. If you are using Microsoft Excel 2002 or Excel 2003

You will see a message box similar to the one in Figure 4.
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Step 5.

Figure 4. Microsoft Excel 2002 or Excel 2003 macro security warning

Microsoft Excel

"1 EvaluationToolkit, xls' contains macros.,

Macros may conkain viruses. It is usually safe bo disable macros, but if the
macros are legitimate, vou might lose some funckionality,

Disable Macros Enable Macros Maore Info

If you see this message box, click on the ‘Enable Macros’ button to set-up the Toolkit files.

If you click on the ‘Disable Macros’ button, you will not be able to properly set up the Toolkit

files.

If you do not receive this message, then you may need to change your security settings in Excel
from High to Medium. For information on how to change these settings, please refer to your
Excel documentation, or the Microsoft support website: http://office.microsoft.com/en-
us/help/HA010429521033.aspx.

If you are using Microsoft Excel 2007

You will see a window similar to the one in Figure 5.
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Figure 5. Microsoft Excel 2007 macro security warning — initial screen
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The macro security warning in Excel 2007 is handled slightly differently from Excel 2002 or Excel
2003. As shown in Figure 5, the Excel 2007 security warning appears in the area circled in red in
Figure 2.

To enable macros, click on the ‘Options’ button next to the Security Warning. You will see a
screen similar to the one shown in Figure 6.
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Step 6.

Figure 6. Microsoft Excel 2007 macro security alert — enable macros
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Macros have been disabled. Macros might contain viruses or other security hazards, Do
not enable this content unless you trust the source of this file.

Warning: It is not possible to determine that this content came from a
trustworthy source. You should leave this content disabled unless the
content provides critical functionality and you trust its source.
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Once you see the window shown in figure 6 above, first select “Enable this content” by clicking

on the small white circle to the left of the label. Then click on the “OK” button on the bottom of
the window.

Once the macros are enabled, the installation program sets-up the files on your computer and
will display a confirmation message as shown in figure 7 below.

Figure 7. Toolkit files set-up confirmation.
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Step 7.

Click on the “OK” button to resume.

Once you click on the “OK” button in the window shown in figure 7 above, you will be able to
access the Toolkit by double-clicking on the short-cut named “Start Toolkit” that the set-up
program installed on your desktop.

Once you double-click the “Start Toolkit” icon on your desktop, you will see the introductory
screen shown in figure 8 below. Use the links throughout the web-page to navigate.

Figure 8. Toolkit introductory screen. -

How is our program working? HelpingYoung
A toolkit for evaluating your youth smoking cessation program Smi}kel‘s Quft

Home About the Toolkit Use the Toolkit Questions and Answers The Helping Young Smokers Quit Project

Welcome
Welcome to the evaluation toolkit.

We, at the Helping Young Smokers Quit project, have designed this toolkit to guide and assist you
in evaluating your youth smoking cessation program. The toolkit provides information and tools
that specifically focus on youth,

Inside you'll find:

© Information sbout the toolkit

@ Information about why evaluating your program is important
@ Directions to help you evaluate your program

@ Surveys for youth participants and program leaders

i Step-by-step instructions for:

@ Collecting the data about your program
@ Entering the data you collect
@ Creating reports 50 you can assess your program

Within this toolkit is everything vou need to complete vour program evaluation. You do not need
Internet access to complete your evaluation. The toolkit does provide a few links to additional
resources on the Web, Only those resource links need a live Internet connection,

We hope you find that this toalkit makes an important and valuable contribution to improving your youth smoking cessation program and
bettering the health of youth in your community,
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