Instructions for Reader Spreadsheet

1. Fill in information in yellow shaded areas (Yearly faculty allocation from Dean Ullom and name of Faculty on Master Worksheet and on each worksheet put the name of student and dollar amount you assign each student).  The worksheet will automatically tell you how many hours the student should work each month based on the dollar amount you assign them.  If you have more than one reader, you must determine the dollar amount for each reader based on your total allocation.

2. Do not alter information in any other cells.

3. Save each time you enter information.

4. Pay particular attention to % Remaining Dollars (in red) on Master worksheet to make sure that your readers are not working more hours than they should.  If the % of money left is lower than the target for that month for all of your readers, then you will need to adjust them back or you will run out of money before the end of the year.

5. If you double click on Std 1, Std 2, i.e., at the bottom of the worksheet you can substitute the reader's name, at least on a PC platform.

6.
Make an appointment with Dr. Ullom in A 118 by calling Joan Cartwright at ext. 2354 if you need assistance.

