Downloading, Viewing, and Assembling the Instructor Manual and Student Manual

Downloading 

The Instructor Manual and Student Manual for Lead Safety for Remodeling, Repair, & Painting have been posted for free download in PDF format.  The master files for both manuals are large, making downloading them each as a single file impractical.  To circumvent that problem, the manuals have each been broken into a series of smaller files.  Download all of the component files for either manual and save each component file on your desktop or in a file folder of your choosing.

NOTE: The Student Manual contains 255 pages and the Instructor Manual contains 358 pages, including a page containing the cover graphics.

Viewing

View and print the PDF files using Adobe Reader, a free program.  Adobe Reader is available for free download: http://www.adobe.com/products/acrobat/readstep2.html. 

Assembling

Once you have downloaded all of the component files for a manual, reassemble the material in two ways.

1) Combine the component files for a manual into a single PDF file.  Adobe Acrobat software allows users to combine PDF files.  However, Adobe Acrobat is not free software and must be purchased online or at a software retail outlet.  If you have Adobe Acrobat, open the first component file and use the Insert Pages function from the Document menu to import material from the other component files.  Save the new file under a new name, indicating that it now contains the complete manual.

2) Print out a copy of each component file and assemble a hard copy of the entire manual.  

Regardless of which method off assembly you choose, note the following about the layout of the manuals in hardcopy:

· Use the Table of Contents to assemble the manuals in the correct order.  The manuals should follow this rough order: Cover, Acknowledgements, Table of Contents, Notes to the Instructor (Instructor Manual only), Introduction, Modules 1-5, Appendices 1-9.  The Table of Contents for the Instructor and Student Manuals are included below.

· In both manuals, modules and appendices are separated by tabs.  Tabs are shown in the PDF files as pages that are blank except for module or appendix titles written in the right-hand margin.  Make these tabs visible by printing them on tab stationary, printing them on colored paper, or any other method that will make it easy for manual users to flip between sections.

· The contents of the Introduction and Modules 1-5 differ between the Student Manual and the Instructor Manual.  In the Student Manual, the pages in these sections each consist of a slide and its accompanying student notes, which can be printed single- or double-sided.  In the Instructor Manual, the pages in the Introduction and Modules 1-5 alternate between 1) the instructor notes and 2) slides and student notes.  The pages in these sections should be printed double-sided with the instructor notes on the left and the slide and student notes on the right, so that the instructor notes are opposite their corresponding slide.
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