These are directions for how to use Excel sheet in your class and with students.

· Assignments: an excel spreadsheet with your name and the portion of each guideline you are to read, summarize and report through the DISCUSSION Topic.
· 
· 
· A submodule with Guideline document files.  All guidelines are found in your codebooks.  Know where to find them but be cautious about highlighting or tagging. There are also PDF and Word documents in this module in case you want to view them on an electronic device.
· 
· 
· The Discussion Topics broken down by Guideline subject.  The spreadsheet gives you your assignment.  Review your particular guidelines and make an entry (describe your guideline in your own words) in the appropriate Topic.  Also, LABEL your entry with the specific guideline subject or title.
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