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Learning and Improvement – Evaluation Plan tool
Steps to begin using the self-study sheet and evaluation plan:
1. Extract / copy the two files (Evaluation_Plan.docx and Self Study Questions Input Sheet.xlsx) to a folder on your computer. Make sure they’re both in the same location, e.g. the desktop. 
2. Open Self Study Questions Input Sheet.xlxs
3. Keep this file open while you progress through the online material. When you come across a self study question you can enter it into the spreadsheet.
4. When finished answering the self study questions, open the Evaluation Plan.docx file
5. Word will ask you if you want to update data from the linked files. Select Yes.
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[bookmark: _GoBack]Your Evaluation Plan.docx file should now be populated with answers from the Excel spreadsheet. If you wish to change the text of any value, simply double click the table cell in Word and it will open the Excel file for you. Save your changes in Excel and then go back to your Word document. If the changes haven't automatically updated, right click the cell in Word and select "Update Link".
When you complete this file with your self-study answers as directed, you have also developed your peer organisation’s draft evaluation plan. This can be used within your organisation to gain support for your information gathering plans, and may even be helpful for ILC grant submission opportunities ahead.
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