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Introduction

This document provides supporting materials for Advanced Document Authoring
Workshop. This workshop will provide the knowledge, tools and resources to create
more attractive and attention-grabbing documents. It is especially beneficial for faculty
members and student trainers who are responsible for introducing LiveText to
students and who facilitate training labs and support on their campus. Advanced
Document Authoring will provide the knowledge to create documents, change
document properties, use the functions of LiveText's HTML editor, add Discovery
Education™ streaming resources, build groups and share documents with groups,
create Visitor's Passes and share documents with visitors, create and manage
templates, and enable discussion boards at the document level.

Prerequisite Skills

e Proficiency with a personal computer

® Web browser navigation skills

e Basic word processing skills

o Knowledge of LiveText basic mechanics
e Basic knowledge of HTML

o Knowledge of image editors

e Ability to access files on a computer

Goals

Ability to create documents

e Tounderstand how to create and edit the pages and sections of a document
e To be able to add text, images, and attachments to a document

Ability to convert a document into a template

How to use LiveText's HTML editor

How to change LiveText document properties

How to add Discovery Education™ streaming resources

How to enable and use discussion boards at the document level

.
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Create a New Document for LiveText Legacy

This section demonstrates creating a portfolio, however all document types are

Note: A Template Outiine will created by clicking the Create button in the MyDesk area.

appear on the right side of the

screen once a document 1. Click the My Work link located within the Materials area on the left side under
template has been selected. the MyDesk tab.
The outline reflects the page 2. From within the My Work area, click the Create button.
and section titles of the 'v'CD"egelj\feTextedusnlurjnnr help |- logout
document template. The MyDesk Hi, LiveText Professor | Saturday, June 14, 2008
document structure, titles, and .
. ructure, i Materials: My Work
content may be modified after My Work \1) o 1 e
Inb { shewing 1-1 0 [ 1
the document has been Sl'le:tx Create | |2 Jabel [Cnange\abel /][ Remove label "My Work" ] | |[Searcn\ < W
created. \ )—]
All [] Titiew Type Created Modified
Jis=h [0 [ LiveTextBasics Project 09:34AM 09:34AM
Labels
edit labels. ..
3. Choose a folder from the dropdown menu.
4. Choose a document template.
5. Enter a Title and an optional document Description.
6. Click the Create Document button located on the lower left side, below the

Description box.

~Template Outline

Document Authoring Basics -
Guided Practice 1

1. Choose a folder

Training Templates M 3

+ Page 1: Examples

2. Choose a template ® ;ixtg‘lrgage
@ andards
Document Authoring Basics - Guided Practice 1 M 4 ) : SE;?i:mes
© Form Viewer (This section is only
3. Enter title and description fao"ram”?:'ﬁ“,fa‘_fr{;;“f"e i
+ Page 2: Document Authorin
Title: LiveText Document Authoring Basics \ 5 ) Bagsics 9

o

LiveText Documents

Text & Image Sections
Standards

Resources

Rubric

Form Viewer (This section is only
applicable if you have taken a

4. [create Document 6 form in LiveText.)

Standards Sections
Resources Sections

Description:
(optional)

o0 000

o

o

Insert & Edit Content

After the document is created, the next step is to insert content. Content can only be
entered into sections. This means that a document must contain at least one page,
and that page must contain at least one section before any content can be entered
into a document. If your document was created from a blank template then you need
to create a page and a section before you can add content to the document.

.
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Section Types

There are five types of sections in LiveText. Each section stores different types of
content. The table below describes each section type. This guide will model the steps
for editing a Text & Image, Standards, and Resources section within a LiveText
document.

Type Description

Text & Image The Text & Image section is the most commonly used section
type. Users can type or paste text here. Each section also
stores up to one image and up to ten file attachments.

Standards The Standards section stores standards selected from the
LiveText Standards Database. Users are not allowed to type
or paste standards into a Standards section. If users wish to
manually type or paste standards, then use the Text & Image
section instead.

Resources The Resources section stores other external supplemental
material. The most common use of this section is to store
Discovery Education™ streaming videos.

Rubric The Rubric section stores rubrics which are built in LiveText.
However, users cannot paste any external rubrics into the
Rubric section. Users must build the rubric in LiveText.

Form Viewer The Form Viewer section stores responses to forms you have
submitted.

Your partner for continuous improvement www.livetext.com \‘fl
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Create a Text & Image Section

1. While viewing the document, click the edit page link on the page where the new

RIEER ) Ll LoriiceT I (e 1y Text & Image section is needed.

versions will appear in
lowercase. | MyDesk | Hi, LiveText Professor | Monday, June 16, 2008

next page » Edit Document | Submit for Review | Share | More Actions...
Materials >

LiveText Basics

by LiveText Professor show properties

Page 1: Examples

Page 1: q ) edit page
Text & Image 7 edit

Examples

[~

2. Click the Create Section button.

3. Select the Text & Image option.

4. Enter a Section Title and click the Finish button.
[Create Section 2 @[Unﬁdeﬂ[mtmes][belete]
[ Title ~ Please enter a Section Title

: Text & Image :

[ Tet&imae 3 ) 4 edit
O Sandes = ~
[0 [& Resources 3 Resources edit
[0 [ Rubric 4 Rubric edit
L] @ Form Viewer (This section is only available ifyou... 5 Form Viewer edit

Edit a Text & Image Section

1. From within the document, click the edit link that corresponds with the Text &
Image section. The edit link is located to the right of each section.

| MyDesk | Hi, LiveText Professor | Monday, June 16, 2008

next page » Edit Document | Submit for Review | Share | More Actions...
Materials >

LiveText Basics

by LiveText Professor show properties

Page 1: Examples
Page 1: b 9 P edit page

Examples Text & Image 1 edit

[~ S,

2. Rename the Text & Image section by entering a new Section Title located above
the HTML editor toolbar.

3. Author within the editor, add an image, or add attachments within the Text &
Image Section.

4. Click the Save button.

5. When finished editing, click the Finish button to view the document.

.
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= collegeLiveTextedu solutions help - logout
MyDesk Hi, LiveText Professor | Monday. June 16, 2008
[E| Document: LiveText Basics a

%_ Page: Page 1: Examples
L% Edit Section: Text & Image

Section title:  [Text & Image

= Fomat ~ | Font ~| Size M | Tm~ I~ |

M= &% 8 %Y Esue|[]

Pages in a LiveText document may include a variety of sections.

o Text & Image: This section is a Text & Image section. Edit this section to add, edit and format text, as well as add an image, and attachments.
o Text can be formatted in a variety of ways including, size, font (e.g. Arial, Comic Sans), emphasis (e.g. bold, ifalic, underline, strkethretgh), color,
etc. You can also cut and paste text from other applications (e.g. MS word). Howsver, it is advised that text is pasted from other applications in plain
text. In addition, you are also able to create links to other web pages, as well as other LiveText documents_

@ One image (i.e. gif, jpeg. and png) can be displayed in each Text & Image section. After adding the image. LiveText provides you with options to
create a caption, display size. and placement within the section_ If you would like to add mare pictures, you are able to create more Text & Image
sections.

3 Ten file attachments may be added in each Text & Image section. Attachments can be any file type (e.g. doc. xIs, mpg, jpeg. pdf. ppt) and size.
Attached in this section are help guides for creating a document. editing a Text & Image section. adding standards to a standards section, and adding

a unitedstreaming resource.

o Standards: Fdit 3 standards section to add standards from the | iveText standard The is comprised of hundreds of state P-12 learning

Image: (None) edit »
7 Attachments: (None) edit»

4) | Cancel

Using LiveText’s HTML Editor
Use LiveText HTML editor to enter and format text and paste text from other text

editors. The editor has functions to adjust a document’s layout, insert LiveText links

that lead to other LiveText documents, and create web links. Images can also be
uploaded to accompany text and enhance a document’s look. Use the file attachment
feature to add formatted content, such as word processor documents, spreadsheets,

and multimedia presentations.

Overview—LiveText’s HTML Editor

This section provides an overview of the functions available in LiveText's HTML editor

including a brief description of what each function does.

HTML Editor Toolbar Functions
Function Icon | Description
Format Formats the style of a paragraph
Font Formats the font style of selected text
Size Formats the size of selected text
Cut
£ Cuts selected content from the editor
(Ctrl+x)
Copy
Copies selected content from the editor
(Ctrl+c)
Your partner for continuous improvement www.livetext.com '\%
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HTML Editor Toolbar Functions
Function Icon | Description
Paste
=8 Pastes copied content into the editor
(Ctrl+v)
i e e e Strl.ps all formattlng from copied content and pastes it as
plain text into the editor
Select All
El Selects all content in the editor
(Ctrl+a)
Bold
B Makes selected text bold or not bold
(Ctrl+b)
Italics
r Makes selected text italicized or not italicized
(Ctrl+i)
Wil u Makes selected text underlined or removes the
(Ctrl+u) - underline
Strike Through A Creates or removes a strikethrough from selected text
. Formats selected text as subscript or returns subscript
Subscript 5
text to normal
. . Formats selected text as superscript or returns
Superscript = .
superscript text to normal
Text Color Iy Changes the font color of selected text
Background Color 4 Changes the background color of selected text
Left Justify = Left justifies selected text
Center Justify = Center justifies selected text
Right Justify = Right justifies selected text
. - Creates a numbered list of selected text or returns a
Numbered List i— .
® numbered list to normal text

.
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HTML Editor Toolbar Functions

Function Icon | Description

Creates a bulleted list of selected text or returns bulleted

Bulleted List *= | content to normal text

Decreases indent of a paragraph that was previously
indented

Tea
i

Decrease Indent

i
m

Increase Indent Indents a paragraph

Table

H

Allows a table to be created in the editor

Horizontal Line Inserts a horizontal line in the editor

”
i

Inserts a special character in the editor (e.g. ©, ®, or

SR G ey accentuated vowels)

Web Link Creates a web link in the editor that leads to a web site

Remove Web Link Removes a web link present in the editor

Creates a LiveText link in the editor that leads to

EECRE another LiveText document

Y o FE

Spell Check Checks the spelling of content in the editor
Source Displays HTML source in the editor that can be modified
AutoSave ] Automatically saves documents every 2 minutes
Your partner for continuous improvement www.livetext.com '\‘fl
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Author within the Editor

1. Click the text box, type text into the editor, and format with the HTML editor

Tip: Click the Paste as plain toolbar. Text from other editors can be pasted into the editor.

text icon (clipboard with the

T) to paste text from other 2. Click th_e _Save bultt_on- _ _ .
editors (e.g. Microsoft Word, 3. When finished editing, click the Finish button in the top right corner of the Text &
AppleWorks). Image section to view the document.

Create and Edit Tables

This section will demonstrate how to create and edit a table in Firefox, LiveText’'s
recommended browser. Please note that some of these functions will vary from
browser to browser.

1. While in edit mode of a Text & Image section, click the Edit/Insert Table icon.

MyDesk Hi. LiveText Professor | Monday, June 16, 2008
. Document: LiveText Basics (7]
Note: The percentage is & Page: Page 1: Examples
relative to the viewer’s screen 15 Edit Section: Text & Image Finsn

size. The layout will vary from
computer to computer ¢ Fomat - Font [aral -] e
depending on resolution, O %t 2% ¥ S| H
browser, and presence of any m
scroll bars or menus on the
side of the page.

Section title: [Text & Image

in a LiveText document may include avariety of sections.

« Text & Image: This section is a Text & Image section. Edit this section to add, edit and format text, as well as add an image, and attachments
© Text can be formatted in a variety of ways including, size. font (e.g. Arial, Comic Sans), emphasis (e.g. beld, ifalic, underline, strikethreugh), color,

etc. You can also cut and paste text from other applications (e g MS word). However. it is advised that text is pasted fram other applications in plain
text_In additinn_vo ars alsn ahls ata links tn otharwsh nanss_as wall as othar | ivaTaxt documan ts

2. Enter the number of Rows and Columns in the Table Properties pop-up window.

3. Enter desired Border size. Border size sets the thickness in pixels of the lines
that separate each cell within the table. This may be set to 0 so that no border is
visible between cells.

4. Choose Right, Center, or Left from the Alignment dropdown menu. Alignment

tells the browser where to place the cell on the page.

Enter Width specifications and choose either pixels or percent.

Enter Height specifications in number of pixels.

7. Enter a value for Cell spacing. Cell spacing is the number of pixels that will
appear between each cell in the table.

8. Enter a value for Cell padding. Cell padding is the distance that objects within
the cell will have from the edge.

Note: Both Cell spacing and
Cell padding may be set to
0.

oo

.
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9. Type an optional Caption to add a title above the table.
10. Type an optional Summary.

11. Click the OK button. Note: The total width of all cells
must be less than or equal to the
Table Properties size of the table itself, or the table

will be stretched beyond its set
parameters. When using

Rows: Width: |2D|] piels vl absolute measurements and not
B e Height- I:l poceds percentages, an asterisk (*) can

be used to tell the browser to fill

| th ining table width with
Border size: |1 Cell epacing: e remaining table width wi
Alignment: | <Mot set= - Cell padding:

Caption: | |

Summary: | | Note: When text is entered into
the Caption field, it becomes
the title of the table. Text
entered into the Summary field
will be used to describe the
data presented in the table by
text-to-speech applications and
non-visual browsers only,
which will not be apparent to
most users.

12. Click in the cells and enter text.

Your partner for continuous improvement www.livetext.com '\"f
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Section title: |Introduction

Format | |*| Fomk |.H.ria|
M = am % R 'g o 5:-uru:e||:

Note: Cut, Copy, or Paste
performs these operations on
text within the cells only. They
do ”Oft _";‘ffe‘t’tt Tzete“t're cell or 13. Right-click in a cell to open the editing options dropdown menu.
any of Its attributes. .
y 14. Click Cut, Copy, or Paste.
15. Click Insert Row or Insert Column to add a row or column to the table.
16. Click Delete Rows or Delete Columns to remove the selected row or column.

Farmat - | Font | Aral - | Size -
| | Font | [~] size | -]

[ = a@ %% gﬁf}' Source||H

| |
|

&
Copy
2 Pasts

Cell 4

Note: Deleting rows and
columns will also delete the
content of the cells.

el |

2 |nsert Row

Calumn

Delete Table
[] Table Properties

17. Click Insert Cell to add a cell to the right of the selected cell.

1 S. La Grange Road, 2nd Floor, La Grange, IL 60525-2455 1-866-LiveText (1-866-548-3839) edu-solutions@livetext.com
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18. Click Delete Cell to remove the current cell and shift the remaining cells in the
row to the left. Note: Insert Cell or Delete
Cell may leave a column with
| | improperly formatted cells,
| | which appears below in gray.
| " Some browsers do not display
this correctly and therefore

o Cut some text may not be visible,
| or other elements may not
~OF display correctly.
E Paste
Cell 5= Insert Cell

Row g Delete Cells

calumn | B2 Merge Calls

Delete T B Spit Cel
] Table Pre =] Cell Properties | |

] fomnal  odit

19. Select at least two cells that are side by side and right-click.

Your partner for continuous improvement www.livetext.com '\‘f

Livelext



Page 18 of 112

ADVANCED DOCUMENT AUTHORING
L
20. Click Merge Cells to merge the cells together into one cell that spans multiple

columns.
m 0

T
o

Note: The contents of each cell
. . 12
will be placed in the new cell ) 0 3
with a line break between ,
.

them. Cells in the same

column cannot be merged. R, Paste
Cell g Insert Cell
Row » | E7* Delete Cells

i@ Merge Calls
fF Spiit Cel

Column 4

Delete Table
[T Table Properties (=] Cell Properties

21. Select a cell, right-click and click Split Cell to break the selected cell into two
separate cells.

ﬁ i
Ju %
"
®
o= E‘E' Insert Cel
Flow v | B Delete Cells
Column » | FE Merge Cells
Delete Table
[ Table Properties (=] Cell Properties

22. Right-click in a cell and click Cell Properties.
23. Enter Width specifications and choose either pixels or percent.
24. Enter Height specifications in number of pixels.
25. Choose Yes or No from the Word Wrap dropdown menu.
26. Choose Right, Left, or Center from the Horizontal Alignment dropdown menu.
27. Choose Top, Bottom, Middle or Baseline from the Vertical Alignment
Note: Rows and Cglumns dropdown menu.
Span can be used in 28. Enter a value for Rows Span.

conjunction with the adding
and deleting cells operations 29. Enter a value for Columns Span.

from the editing menu. This - - - -
will allow a cell to bridge http:/fcollege.livetext.com - Cell Properties - Mozilla Firefox m
multiple rows or columns Cell Properties
without any breaks. Care (o =
should be taken when using \idth: poceis [ _
Height: pixels Rows Span:
these parameters as some T S 3
values may cause unintended Word Wrap:
Background Color: Select ...
results. ) i
Horizontal Alignment: | <Mot set> | s | Border Colar: [ Select... |
Vertical Alignment: <Mot set> [
[ 0K | [ Cancel |
Done
\"f 1 S. La Grange Road, 2nd Floor, La Grange, IL 60525-2455 1-866-LiveText (1-866-548-3839) edu-solutions@livetext.com
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|
30. Enter a Background color or click the Select... button to open the Select Color

31.

32.
33.
34.
35.
36.

pop-up window.
Enter a Border color or click the Select... button to open the Select Color pop-
up window.

Select Color

Highlight

Selected

Clear

| oK | | Cancel |

Choose the color or type the name or hexadecimal value in the text box.
Click OK to close the Select Color pop-up window.

Click the OK button to close the Cell Properties pop-up window.

Click the Save button.

When finished editing, click the Finish button to return to view mode.

Insert a LiveText Link

Tip: Holding the Control

A LiveText link may be inserted into a section of one LiveText document that leads to key on a PC or the

another LiveText document. Disable any activated pop-up blocking software before

Command key on a Mac
while clicking the Insert

inserting a LiveText Link to allow the Insert LiveText Link pop-up window to open. LiveText Link icon will
disable pop-up blocker for
1. While editing a Text & Image section, click the Insert LiveText Link icon. one action.
=| Document: LiveText Basics 2
FE'L Page: Page 1: Examples
. . [Finish |
I—[%l Edit Section: Text & Image
Section title: [Text & Image |
¢ Format |Nomal ~ | Font ~ | Size PG EEBEBEIB U s < | Ty Iy
JE=sicEleri0s 9ie A8V Bsw B
E
@‘lnserta link & to another LiveText document
Your partner for continuous improvement www.livetext.com '\“f
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2. Choose the label associated with the LiveText document from the Materials drop-
down menu in the Insert LiveText Link pop-up window.

Insert LiveText Link
Materialsém:«wﬂrk v

{ showing 1-1 0f 1) K4 4 kM
@ | | [Search]
[] Title'w

[] LiveText Basics @

Check the checkbox that corresponds with the LiveText document.
Click the Insert button.

Click the Save button.

When finished editing, click the Finish button to return to view mode.

o0 AW

Insert a Web Link

A web link may be inserted into a section of a LiveText document that leads to a web
site. Disable any activated pop-up blocking software before inserting a web link to

Tip: Holding the Control allow the Insert Web Link pop-up window to open.
key on a PC or the
Command key on a Mac 1. While in edit mode of a Text & Image section, highlight the text that will serve as
while clicking the Insert / the web link. If text is not selected, then the website’s URL will be present as the
Edit Link icon will disable web link.
pop-up blocker for one 2. Click the Insert/Edit Link icon.
action. E| Document: LiveText Basics a
B Page: Page 1: Examples
E{ Edit Section: Text & Image
Section title: [Text & Image |
£ Format |Nommal ~ | Font ~ | Size L ERBEB 5 U s x|y da
NEEEREEHER = IO LS Y a=Eal
== 1
'\'}' 1 8. La Grange Road, 2nd Floor, La Grange, IL 60525-2455 1-866-LiveText (1-866-548-3839) edu-solutions@livetext.com
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|
3. Type the web address in the URL field of the Link pop-up window.
Link

Link Info  Target Advanced

Link Type

| URL (]

Protocol LIRL

[ hitp=/s (el

4. Click OK.
5. Click the Save button.
6. When finished editing, click Finish to return to view mode.

Source

Source refers to the HTML code (source code) of a Web page. It is the icon in the
LiveText editor that allows a user to edit the HTML. For more information on HTML
visit: http://www.htmlcodetutorial.com/

1. While in edit mode of a Text & Image section, click on the Source icon to edit the
HTML code.

2. Click the Save button.
3. When finished editing, click Finish to return to view mode.

Lo inis|
LE[ Edit Section: Text & Image v

Section title: [Text & Image |

Tt EREBEIB 7 U s Ty Oy

0= an i@ B 1Rk Esu]

<p>in a LiveText document may include a varicf zections.</p> m
<ul>

<li><font size="2">Text &amp; Image: <span style="font-weight: bold;">This section iz a Text
gamp:; Image section.</span> Edit this section to add, edit and format text, as well as add an
image, and attachments.</font>

<al>

<li»<span style="color: rgb(0, 0, 0):"><font size="2">Text can be formatted in a wariety

of ways including, </font><font size="2"><font size="4">size</font>, font (e.g. <span
style="font-family: Q;j_;_:!_._;"}&gj_.,a_;l__{/span}, <span style="font-family: Comic Sans M5;">Comic
Sans</span¥), emphasis (e.g. <span style="font-weight: bold;">bold</span», <span
style="font-style: italic;"»italic</span>, <span style="text-decoration:
underline;">underline</span>, <span style="text-decoration: line-through;">»strikethrough</span¥),
<span style="font-weight: bold; color: rgb(255, 0, 0);">c</span><span style="font-weight: bold;
color: rgb(255, 102, d) :">o0</span><span style="fonct-weight: kbold: color: rgb (51, 153,
102) :">1</span><span stvle="font-weight: bold: color: robi0. 0. 255):">0</span><soan M

Image: (None) edit»
ﬁi\ttachmenis: (None) edit»

[Save) | [Cancal

Your partner for continuous improvement www.livetext.com '\%
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AutoSave
In a Text & Image section, documents are automatically saved every 2 minutes.
The AutoSave feature is the disk icon located in the HTML editor Toolbar. Once

content has been added to the HTML editor textbox, the AutoSave feature will be
activated.

The Save status of a Text & Image section can be viewed by hovering over the
AutoSave icon. It will display a timestamp of the last AutoSave.

Add Images
Note: LiveText uses an Image There is a limit of one image per Text & Image section. Create additional Text &
pop-up window to add images . . . . .
and attachments. Disable any Image sections to add more than one image to the document. When adding images, it
activated pop-up blocking is important to maintain standard web browser image formats either .jpg, .gif, or .png.
software before uploading an
image. 1. From within the document, click the edit link that corresponds with the Text &

Image section. The edit link is located to the right of each section.

| MyDesk | Hi, LiveText Professor | Monday, June 16, 2008

next page » Edit Document | Submit for Review | Share | More Actions...
Materials >

LiveText Basics

by LiveText Professor show properties

Page 1: Examples
Page 1: 9 P edit page
Examples Text & Image 1 edit

2. Click the edit>> link to the right of the Image field located below the HTML editor
text box.

3. Click the Browse... button in the Image pop-up window.

4. After the image is located and opened on the computer, click the Attach button to
upload the image.

5. While the image is uploading, a status bar indicator will appear. Uploading larger
images will take longer. When the image is finished loading, the file name will
appear under the Attach button.

. __________________________________________________________________________________________________________
\‘)r 1 S. La Grange Road, 2nd Floor, La Grange, IL 60525-2455 1-866-LiveText (1-866-548-3839) edu-solutions@livetext.com
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Note: When editing a Text &

E@l Edit Section: -Te)dllrﬁ.

>

Image section, only the image
appears in the preview area.

Section title: [Text & Image

= Format | Normal

Image: (None) edit» 6'
g Attachments: (None) edit»

Click Browse... to locate your file.

Choose your file and click Attach.

Click Finish to complete process.

The image aligned with the
text will be visible in view
mode after clicking the Finish
button.

| T~ -

(Save) | [Cance)

Done

. Click the Save

- =20 0~

button.

Enter a Caption into the corresponding text box. This is optional.
Select a Display Size from the dropdown menu.
Select the Placement of the image in relation to the text.

. When finished editing, click the Finish button located in the top right corner of the

Text & Image section to return to view mode.

Display size

&7 Attachments:

Image:
Caption:

Placement:

text.PNG edit »

)

. | Original (1280x300)

2 Do not display image
 To left of text

& To right of text

C Above text

O Below text

: (None) editw»

(10) [save) | [Goncer)

MI@

Remove an Image

1. From within the document, click the edit link that corresponds with the Text &
Image section. The edit link is located to the right of each section.

| MyDesk |

Hi, LiveText Professor | Monday, June 16, 2008

Materials >

next page »

Edit Document | Submit for Review | Share | More Actions...

LiveText Basics

by LiveText Professor
Page 1:
Examples Text & Image

show properties

Page 1: Examples ,
edit page

@ edit

Your partner for continuous improvement

.V
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2. Click the edit>> link to the right of the Image field located below the HTML editor
text box.

Image: text.PNG edit»
Caption: | A |

Display size: | Original (1280x800) v

Placement: (Do not display image
O To left of text
& To right of text
O Above text

C Below text
& Attachments: (None) edit »
|
3. The file name of the uploaded image will be listed in the center of the Image pop-
up window.
4. Click the remove link located to the right of the image file name.
5. Click the Finish button to close the Image pop-up window.
6. Click the Save button.
7. When finished editing, click the Finish button located in the top right corner of the
Text & Image section to return to view mode.
| Browse. ..
Note: You can only attach a single image.
Attach
Choose your file and click Attach.
Current Attachments:
etext.PNG remove 6
(rinisn (5)
Click Finish to complete process.
\" 1 8. La Grange Road, 2nd Floor, La Grange, IL 60525-2455 1-866-LiveText (1-866-548-3839) edu-solutions@livetext.com
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Add Attachments

There is a limit of ten attachments per Text & Image section. Create additional Text
& Image sections to add more than ten attachments to the document.

1.

2.

i

Your partner for continuous improvement

From within the document, click the edit link that corresponds with the Text &
Image section. The edit link is located to the right of each section.

Click the edit>> link to the right of the Attachments field located below the HTML
editor text box.

y
o] &)

Click Browse... to locate your file.

D
Image: text.BNG edit » Choose your file and click Attach.
Caption:
aption: | )
Display size: | Original (1280x800) [v] -/

Placement: O Do not display image Click Finish to complete process.

O To left of text
®To right of text
O Above text

O Below text

Y Attachments: (None) edits

7) (swe) | [cancel

2

Click the Browse... button in the Attachments pop-up window.

After the file is located and opened on the computer, click the Attach button to
upload the file.

While the file is uploading, a status bar indicator will appear. Uploading larger files
will take longer. When the file is finished loading, the file name will appear under
the Attach button.

Click the Finish button to close the Attachments pop-up window.

Click the Save button.

When finished editing, click the Finish button located in the top right corner of the
Text & Image section to return to view mode.

www.livetext.com

Note: LiveText uses an
Attachments pop-up window to
add files. Disable any
activated pop-up blocking
software before uploading a
file.
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Remove an Attachment

1. From within the document, click the edit link that corresponds with the Text &
Image section. The edit link is located to the right of each section.

2. Click the edit>> link to the right of the Attachments field located below the HTML
editor text box.

Image: text.PNG edit»

Caption: |

Display size: | original (12801800) v

Placement: () Do not display image
OTo left of text
® To right of text
O Above text
O Below text

£ Attachments: course_catalogSUD8.csv edit » @

[save | [ Cancel|

w

The file name of the uploaded attachment will be listed in the center of the
Attachments pop-up window.

Click the remove link located to the right of the attachment file name.

Click the Finish button to close the Attachments pop-up window.

Click the Save button.

When finished editing, click the Finish button located in the top right corner of the
Text & Image section to return to view mode.

/

| |[ Browse... ]

No ok

Click Browse... to locate your file.

Attach

Choose your file and click Attach.

Current Attachments:
07 course_catalogSU03 csv remowve @

(roen) (@)

Click Finish to complete process.

\"f 1 S. La Grange Road, 2nd Floor, La Grange, IL 60525-2455 1-866-LiveText (1-866-548-3839) edu-solutions@livetext.com
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Create a Standards Section

1. While viewing the document, click the edit page link on the page where the new
Standards section is needed.

Materials = next page » Edit Document | Submit for Review | Share | More Actions...

LiveText Basics

by LiveText Professor show properties
Page 1: Examples P Page 1: Examples 6 edit page
Page 2: Text & Image edit
o +

2. Click the Create Section button.
3. Select the Standards option.

[ mypesk | Hi. LiveText Professor | Monday, June 16, 2008

E Document: Student Portfolio a

% Edit Page:Mission and Resume (Properties | | [Gotof 5 ) Finish |

S
{ showing 1-1 of 177" 1 1

[Create SecﬁoniEder [ Unhide | | [ Edit Titles | [ Copy | Delete |
Er‘ Text & Image [
Er‘ Standards

Order Type
me 1 Text & Image edit

Er‘ Resources
Ié Rubric
@ Form Viewer

4. Enter a Section Title and click the Finish button.

Edit a Standards Section

1. From within the document, click the edit link that corresponds with the Standards
section. The edit link is located to the right of each section.

MyDesk Hi, LiveText Professor | Monday, June 16, 2008

Materials = next page » Edit Document | Submit for Review | Share | More Actions...

Student Portfolio
by LiveText Professor show properties

Standards 3 Standards edit page

Purpose Standards 6 edit

Mission and No standards added.
Resume Click edit to add standards.

Teaching
Philosophy

2. Rename the Standards section (optional) in the Section title text box located
below the Standards List and Add Standards tabs.
3. Click the Add Standards tab.

= =
; ; (Finish |
I—E’l Edit Section: Standards
(Stmbrt | pdasumos: 3 )
~—7
Section title: |Star1dards
(showing 0-0 ) ¥ 1 1
[] Standard  Description
Mo items found.
Your partner for continuous improvement www.livetext.com '\%
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4. Click the All or Personal links to display either Personal or All Standards Sets.

5. Select a Standard Set from the dropdown menu.

6. After selecting a Standard Set, the standards will appear below the LiveText
Standards box. Additional Levels or Subjects, Grades, and/or Keywords may be
used to refine the search.

7. After entering search criteria, click the Search button.

LiveText Standards
NCATE:National Council for Accreditation of Teacher Education

Search using the following criteria:

Standard Set: MCATE [v]\S)
(Personal | All) \y

Standard Set Level 1: | p|| [« Optional
(Lewvels | Subjects)

Grade(s): [From (v} (7o ]

Keywords:
(optional) {Example: 'NCATE.1' or 'Economy")

O [searn

8. Select the checkboxes that correspond with the standards to be added.

9. Click the Add button located in the top left of the standards list.

10. To view added standards, click the Standards List tab.

11. Click the Finish button located in the top right corner of the Edit Section screen to
view the document with the standards listed.

3
[] standard Set Description

Candidate Knowledge — Candidate Knowledge, Skills, and Dispositions: Candidates preparing to work in schools as teachers or
other professional school personnel know and demonstrate the content, pedagoeaical, and professional knowledge, skills, and

TENOWNg 120 0T 37 1 7 I LF

v
NCATE 1 8 Jispositions necessary to help all students leam. Assessments indicate that candidates meet professional, state, and institutiona
tandards.
= Content Knowledge: Teacher candidates know the subject matter that they plan to teach and can explain important principles ani
v ATE. 1. concepts delineated in professional, state, and institutional standards. Eighty percent or maore of the unitds program completers
[¥] NCATE1A s del ted fi I, stat d institut | standards. Eighty it fth t3 let

pass the academic examinations in states that require examinations for licensure. (c.Spr 2003) [Acceptable]

= Content Knowledge: Candidates for other professional school roles know their fields and can explain principles and concepts
[] MCATEAA(NT) delineated in professional, state, and institutional standards. Eighty percent or more of the unitds program completers pass the
academic examinations in states that require examinations for licensure. (c.Spr 2003) [Acceptable]

= Pedagogical Content Knowledage: Teacher candidates have a broad knowledge of instructional strategies that draws upon
content and pedagogical knowledge and skills delineated in professional, state, and institutional standards to help all students
learn. They facilitate student learning of the subject matter through presentation of the content in clear and meaningful ways and
through the integration of technology. [Acceptable]

NCATE.1.B

.
\“f 1 S. La Grange Road, 2nd Floor, La Grange, IL 60525-2455 1-866-LiveText (1-866-548-3839) edu-solutions@livetext.com
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Standard Sets in LiveText are a list of itemized standards, goals, objectives,
indicators, and/or outcomes from state, national, professional, or school/university
institutions. They are added and updated at the request of LiveText partners and
clients.

Personal Standard Sets is a default list of standard sets provided by LiveText based
on the state and school of the LiveText user. The Personal Standard Set can be
modified to list specific sets.

All Standard Sets is a list of all the standard sets in the LiveText Standards
database. This contains additional standards that are not included in the Personal
Standards Set.

Remove Standards from a Document

1. From within the document, click the edit link that corresponds with the Standards
section. The edit link is located to the right of each section.

2. Rename the Standards section (optional) in the Section title text box located
below the Standards List and Add Standards tabs.

3. Within the Standards List tab, select the checkbox to the left of each standard to
be removed.

4. Click the Remove button located above the list of standards.

Errger o

LE] Edit Section: Standards

Standards List Add Standards

Section title: [Standards |02

(=showing 1-30f3 ) ¢ 1 1

Reme] (4)

[] standard Description

Candidate Knowledge — Candidate Knowledge, Skills, and Dispositions: Candidates preparing to work in schools as teachers or
ather professional school personnel know and demonstrate the content, pedagogical, and professional knowledge, skills, and

ispositions necessary to help all students learn. Assessments indicate that candidates meet professional, state, and institutional
standards.

O ncatedl 3

5. Click the OK button in the “Are you sure you want to remove checked items?”
window.

6. Click the Finish button located in the top right corner of the Edit Section screen to
view the document.

Your partner for continuous improvement www.livetext.com \‘fl
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Create a Resources Section

1. While viewing the document, click the edit page link on the page where the new

Resources section is needed.

Materials > next page »

Edit Document | Submit for Review | Share | More Actions...

LiveText Basics
by LiveText Professor

Page 1: Examples P

Page 2: Text & Image
o

+

show properties

e edit page

edit

Page 1: Examples

2. Click the Create Section button.

[ Create Section:~

[Hide | [ Unhide | | [ Edit Titles | [ Copy | [ Delete |

IE-‘ Text & Image v

Order Type
E-‘ Standards

1 Text & Image
[By Resources

E’l Rubric

2 Standards

edit
edit

IE-‘ Form Viewer

3. Select the Resources option.

4. Enter a Section Title and click the Finish button.

Edit a Resources Section

Users can add personal resources, as well as choose from LiveText resources and
Discovery Education™ streaming video resources.

Add a Personal Resource

1. From within the document, click the edit link that corresponds with the
Resources section. The edit link is located to the right of each section.

Resources

Mo resources added.
Click edit to add resources.

6 edit

2. Rename the Resources section (optional) in the Section title text box located

below the Resource List tab.

l—% Edit Section: Resources

_ Add Personal Resource  Add LiveText Resource Add unitedstreaming Resource

N itl £
Section title: |Resources

(=howing 0-0) | 1 1

[ Title

Mo items found.

3. Click the Add Personal Resource tab.
4,
the resource.
5. Click the Save button.
6.

.
Livelext

1 8. La Grange Road, 2nd Floor, La Grange, IL 60525-2455 1-866-LiveText (1-866-548-3839)

Enter the Name, URL (if applicable), Type, Description, Subject, and Grade(s) for

Click the Finish button in the top right corner of the edit Section screen.

edu-solutions@livetext.com
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L]%] Edit Section: Re rces @
M LiveText Resource Add unitedstreaming Resource

Name: |

|
URL (optional) | e |
e

Description

Subject: ] English Language Arts [ Fine Arts
O Foreign Languages [J mathematics

[JPhysical Development and Health [] Science and Technology
[J social Science

Gradety: From ] 7o ]
)
(5 <o)

Add a LiveText Resource

1. From within the document, click the edit link that corresponds with the Resources
section. The edit link is located to the right of each section.

Resources @ edit
Mo resources added.

Click edit to add resources.

2. Rename the Resources section (optional) in the Section title text box located
below the Resource List tab.

. . Finish
LE] Edit Section: Resources
_ Add Personal Resource  Add LiveText Resource  Add unitedstreaming Resource
Section tile: [Resourcss ()]
N\ .
(showing 0-0') ¥ 1 1
[ Tite Edit
No items found

3. Click the Add LiveText Resource tab.

4. Select the Type of resource, as well as Grades and/or Keywords to refine the
search.

5. Click the Search button.
6. Alist of LiveText resources will be listed below the search box.

LE] Edit Section: Resources

Resource List Add Personal Resource Add unitedstreaming Resource
Search using the following criteria:

Tope
Gradst: [ w]7e v

Keywords:

|
(o]
n@ Search

Your partner for continuous improvement www.livetext.com '\“f
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The first visit to Discovery
Education™ streaming
requires registration. Complete
the registration form but do not
change the pre-populated
fields. Your personal LiveText
account will automatically store
your Discovery Education™
streaming username and
password; therefore, it is not
necessary to write them down.

Tip: To return to your LiveText
document without adding a
resource, click the LiveText
logo located in the top right
corner.

.
Livelext

1 S. La Grange Road, 2nd Floor, La Grange, IL 60525-2455 1-866-LiveText (1-866-548-3839)

7. Select the checkbox to the left of each resource to be added.
8. Click the Add button located above the list of resources.
9. Click the Finish button in the top right corner of the Edit Section screen.

Add a Discovery Education™ streaming Video

LiveText users with the LiveText plus Discovery Education™ streaming membership
may add Discovery Education™ streaming video resources to a LiveText document.

1. From within the document, click the edit link that corresponds with the
Resources section. The edit link is located to the right of each section.

Resources edit

Mo resources added. 1 )
Click edit to add resources.

2. Rename the Resources section (optional) in the Section title text box located
below the Resource List tab.

3. Click the Add Discovery Education™ streaming Resource tab.

4. Click the Go button.

Resource List Add Personal Resource  Add LiveText Resource | Add unitedstreaming Resource 3 )

unitedstreaming™ Video Resources ;:-\\ /

unitedstreaming™
)

search unitedstreaming | Go

//\\:
Search for content using the Search text box in the top center of the screen or
search using the search links on the left side.
Click the Go button.
After the search results appear, select a resource by clicking its title.
Click the Play button to view the video.
Click the Add to my LiveText Document link to add the resource to the
document.
10. If desired, edit the resource Name, Type, Description, Subject, and Grade(s), but
do not make changes to the URL.
11. Click the Save button.
12. Click the Finish button in the top right corner of the Edit Section screen.

o

©ooN®

Remove a Resource

1. From within the document, click the edit link that corresponds with the Resources
section. The edit link is located to the right of each section.

2. Rename the Resources section (optional) in the Section title text box located
below the Resource List tab.

3. From within the Resource List tab, select the checkbox to the left of each
resource to be removed.

4. Click the Remove button located above the list of the resources.

5. Click the OK button in the “Are you sure you want to remove checked items?”
window.

6. Click the Finish button in the top right corner of the Edit Section screen.

Resource List Add Personal Resource Add LiveText Resource  Add unitedstreaming Resource

Section title: [Resources |

Remove 4 ’

[] Title
[ eBivd

( ghowing 1-1 of 1)

1

Edit
edit

edu-solutions@livetext.com
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1. While viewing the document, click the edit page link on the page where the new
Rubric section is needed.
Materials = next page » Edit Document | Submit for Review | Share | More Actions...
LiveText Basics
by LiveText Professor show properties
Page 1: Examples B Page 1: Examples 1) edit page
2. Click the Create Section button.
3. Select the Rubric option.
4. Enter a Section title and click the Finish button.
L= Edit Page:Artifacts [ Properties | | Go to...] | Finisn
{showing 1-20f2) \4)
Create Section 2 der [ Unhide] | [EdilT\tIes ] [ De\ele]
[ Title Order Type
O B Arifacts 1 Text&Image edit
O B Rubric 2 Rubric edit
5. While editing a page, click the edit link that corresponds with the Rubric section.

Edit a Rubric Section

1.

2.

From within the document, click the edit link that corresponds with the Rubric
section. The edit link is located to the right of each section.
Rename the Rubric section (optional) in the Section title text box.

Add/Edit Rubric Levels (Columns)

1. Select from the predefined set of levels in the dropdown menu, or click the
corresponding Add button located to the right side of the screen for each
additional level (or column).

LEQ Edit Section: Rubric

Section title: [Rubric |
:Choose a set of levels... iv]
Choose a set of levels_..

Mastery, Accomplished, Developing, Beginning U
Advanced, Proficient, Developing, Beginner
Exemplary. Proficient, Partially Proficient, Incomplete
! Far Exceeds, Exceeds. Meets, Does Mot Meet Expectations
2. To edit a level, click its title to open an edit window.

Your partner for continuous improvement

e Edit the name of the Level.
e Adjust the level's Points value, if applicable.

e Position the level in relation to the other levels. By default, the level's present
position is listed.

To delete a level, click the delete button.

Insert a new level by clicking the insert button (which will shift existing levels
to the right).

e To add a level, click the Add button.

www.livetext.com

Tip: LiveText provides a
dropdown menu of predefined
sets of levels. After selecting a
set, the title, points, and
position of each level may be
modified.
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Section title: [Rubric

Target (3 pts) Acc
Level
2roines

E Position e

| delete | this level

insert | new level here

3. Continue editing the rubric levels, elements, and cells. When finished, click the
Save button.

Add/Edit Rubric Elements/Objectives (Rows)

1. To add an element, click the Add button on the left side of the screen.
2. To edit an element, click its title to open an edit window.

o Edit the name of the Element.

e Set the element’s relative Weight.

o Position the element in relation to the other elements. By default, the
element’s present position is listed. Click the Position field box to view the
positions of the elements. To reposition the element, enter a new position
number. The other elements in the rubric will shift accordingly.

e To delete an element, click the delete button.

Insert a new element by clicking the insert button (this will shift existing
elements down).

e |f standards are added to the document, a list of available standards will
appear. These standards can be associated with the rubric element by
highlighting the standard(s) from the Available Standards menu and clicking
the << add button.

® Toremove standards from the element, click the standard(s) from the
_Assigned Standards menu, and click the remove button.
|_E'|'1r_°”c' . Element
=] Edit Wejlr%ht \y
Section title: @ Position ' move |

Assigned Standards: Available Standards:
| | NCATEN
Element 1 Egi¥glg
141 (100%) o
D
B ==

delete | this element

insert | new element here

3. Continue editing the rubric levels, elements, and cells. When finished, click the
Save button.

.
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Edit Rubric Cells

1. Double click the rubric cell that corresponds with the level and element, and enter

text. Text from other sources can be pasted (Ctrl + v) into each rubric cell.

2. Continue editing the rubric elements and cells, then click the Save button.

3. To return to view mode, click the Finish button located in the top right of the Edit
Section screen.

L%l Edit Section: Rubric
Section title: [Rubric |
Target (2 pts) Acceptable (2 pts) Unacceptable (1 pt)
Element 1 |
11 (100%)
O
2) (50|

Create a Form Viewer Section

The Form Viewer section displays your responses to a selected LiveText form and is

only applicable if you have taken a LiveText form. The Form Viewer section allows
for a form and its answers to be included in a LiveText document that can be shared
with others for viewing and evaluation purposes.

1. While viewing the document, click the edit page link on the page where the new
Form Viewer section is needed.

Purpose

Purpose

State your purpose, including major aspects how you chose to organize your portfolio.

Form Viewer

Form data unavailable.

\1) edit page

edit

edit

2. Click the Create Section button.
3. Select the Form Viewer option.
4. Enter a Section Title and click the Finish button.

LE g .
=] Edit Page:Purpose

Create Section ~ \ZJT_rI[ Unh\de] | [ Edit Titles ][ Delele]

] Titie Order Type
[0 [ Purpose 1 Text & Image

[0 B Form Viewer 3) 2 Form Viewer

Properties | | | Go to...= \[Flnﬂ]
{showing 1-2072 ) R4

edit
edit

Your partner for continuous improvement

www.livetext.com
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Note: The Form Viewer
section will only retrieve
and display form
information that you have
taken and submitted in
your LiveText account. The
Forms area is located
within the Tools area in the
Legacy version of LiveText
and within the Tools &
References tab in the New
Generation.

.
Livelext

Edit a Form Viewer Section

1. From within the document, click the edit link that corresponds with the Form
Viewer section. The edit link is located to the right of each section.

Purpose
Purpose

State your purpose, including major aspects how you chose to organize your portfolio.

Form Viewer

Form data unavailable.

edit page

edit

@ edit

Rename the Form Viewer section (optional) in the Section title text box.
Select a form from the Form dropdown menu.

Click the Save button.

To return to view mode, click the Finish button located in the top right of the
Section screen.

arwd

Edit

L@[ Edit Section: Form Viewer

VS

Section title: [Form Viewer

PN
@

Form: \ Training form March 08

[save] | cancal]

Form Viewer

What i=s your first and last name?

Please state yvour date of birth:

VWhich feature was the easiest to learn?

Are you a current LiveText member?

Was the Eblvd deme beneficial and did it address your concerns?
Ethnicity:

Gender:

How did you hear about LiveText producte?

The section will display the questions and responses of the form selected.

1 8. La Grange Road, 2nd Floor, La Grange, IL 60525-2455 1-866-LiveText (1-866-548-3839)

edu-solutions@livetext.com




Page 37 of 112

ADVANCED DOCUMENT AUTHORING

Create a New Section

1. From within a document, click the page title to be edited.
2. Click the edit page link located on the right side of the screen, across from the
page title.
Reflection and Evaluation @Edlt peg
older versions | edit
Reflection

Please write your reflection of what your thoughts were on
the topic "Navigating the Web" or attach the completed assignment
below. Reflection should be 1 page in length.

3. Click the Create Section button located on the right side of the screen.

4. Select the section type (e.g. Text & Image, Standards, Resources, Rubric, Form
Viewer) from the dropdown menu.

5. Enter a Section Title.

6. Click the Finish button.

L]%‘] Edit Page:Reflection and Evaluation

[ create section ﬁomer | [ Hide | | unhide | | [ Edit Titles | [ Copy || Delete |

[] Title Order Type

O & Reflection 1 Text & Image
[ [By Evaluation 2 Text&Image
[ [ Resources 3  Resources

The section will be displayed in the Edit Page screen.

Your partner for continuous improvement www.livetext.com '\"f
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L

Manage Sections

Users can create, sort, hide, unhide, edit titles, copy, delete, and edit/modify sections
within a page.

Order Sections

Sections of a document can be placed in a particular order.

1. From within a document, click the page title to be edited.
2. Click the edit page link located on the right side of the screen, across from the

page title.
It page
Reflection and Evaluation @d

older versions | edit

Reflection
Please write your reflection of what your thoughts were on
the topic "Navigating the Web" or attach the completed assignment
below. Reflection should be 1 page in length.

3. Click the Order button.

L]%] Edit Page:Reflection and Evaluation
1o

[Create Section < || [Order | [ Hide | [ Unhide | | [ Edit Titles | [ Copy | [ Delete |

] Titie Order Type

O E] Reflection 1 Text & Image
[ [ Evaluation 2 Text&Image
F @] Resources 3 Resources

4. Select a section title.

5. Click the up and down scrolling arrows to order the sections.

6. Click the Finish button located in the top right corner of the screen to view the
document.

I—E] Edit Section Order

Reflection
Evaluation
Resources

[ save | | [ Cancel |

\Of 1 8. La Grange Road, 2nd Floor, La Grange, IL 60525-2455 1-866-LiveText (1-866-548-3839) edu-solutions@livetext.com
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Hide Sections

Hide sections from being viewed by others when sharing or submitting a document for
review. Sections can also be hidden if they will not be accessed frequently.

1.
2.

From within a document, click the page title to be edited.
Click the edit page link located on the right side of the screen, across from the
page title.

edit page
Reflection and Evaluation 2 )

older versions | edit
Reflection

Please write your reflection of what your thoughts were on
the topic "Navigating the Web" or attach the completed assignment
below. Reflection should be 1 page in length.

Select the checkbox to the left of each section to be hidden.
Click the Hide button.

L= Edit Page:Reflection and Evaluation

4

| Create Section = | | [ Order || Hide | [ Unhide | | [ Edit Titles || Copy | [ Delete |

[] Title Order Type

[0 [2 Reflection 1 Text & Image
[ [2 Evaluation 2 Text & Image
Ll E’I Resources 3 Resources

The section title(s) will be visible in gray in the Edit Page screen but will not be
visible in view mode.
Click the Finish button in the top right corner of the screen to view the document.

Unhide Sections

1. From within a document, click the page title to be edited.
2. Click the edit page link located on the right side of the screen, across from the
page title.
. .
Reflection and Evaluation \2) st page
older versions | edit
Reflection
Please write your reflection of what your thoughts were on
the topic "Navigating the Web" or attach the completed assignment
below. Reflection should be 1 page in length.
3. Select the checkbox to the left of each section to be unhidden. The title of each
hidden section is displayed in gray.
4. Click the Unhide button.
[Create Section ‘J]I [Drder][ Unhide] | [Ed\tTiIJes ] [ Delete]
[ Title Order Ty 4
1 §j Reflection 1 Tem%age edit
¥ E’I Evaluation 2 Text & Image edit
O E’I Resources 3 Resources edit
5. The section title(s) will be visible in black in the Edit Page screen and will be
visible in view mode.
6. Click the Finish button in the top right corner of the screen to view the document.
Your partner for continuous improvement www.livetext.com '\‘}-
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Edit Titles
1. From within a document, click the page title to be edited.
Note: Edit a section’s Title by 2. Click the edit page link located on the right side of the screen, across from the
also clicking the corresponding page title.
edit link. i’ edit page
Reflection and Evaluation 3) P
older versions | edit
Reflection

Please write your reflection of what your thoughts were on
the topic "Navigating the Web" or attach the completed assignment
below. Reflection should be 1 page in length.

3. Select the checkbox to the left of each section title to be edited.
4. Click the Edit Titles button.

4 )\
[ Create Section = || [Drder][ Unhide | | [m Delete

[ Title Order Type

[[1 Gy Reflection 1 Text & Image edit
F @ Evaluation 2 Text & Image edit
| Er‘ Resources 3 Resources edit

5. Enter/modify the title for each section.

LEFL Edit Section Titles

Title: |Reflection

“Save] | [Cancel s

6. Click the Finish button.

Copy
Note: Copying a section will
copy all content within the 1. From within a document, click the page title to be edited.
section. 2. Click the edit page link located on the right side of the screen, across from the
page title.
Reflection and Evaluation y sdtpage
older versions | edit
Reflection

Please write your reflection of what your thoughts were on
the topic "Navigating the Web" or attach the completed assignment
below. Reflection should be 1 page in length.

3. Select the checkbox to the left of each section to be copied.

4. Click the Copy button. 4
~—
| order | Fide | (unnide | EatTites | Copy | Dsite |
[ Title Order Type
[ § Reflection 1 Text & Image edit
[ [ Evaluation 2 Text&Image edit
O @] Resources 3 Resources edit

5. A copy of the section(s) will be displayed in the Edit Page screen.
6. Click the Finish button in the top right corner of the screen to view the document.

.
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Delete

1. From within a document, click the page title to be edited.
2. Click the edit page link located on the right side of the screen, across from the

page title.

Reflection
Please write your reflection of what your thoughts were on

the topic "Navigating the Web" or attach the completed assignment
below. Reflection should be 1 page in length.

edit page
Reflection and Evaluation 2 )

older versions | edit

Note: Deleting a section will
delete all content within the

3. Select the checkbox to the left of each section to be deleted.
4. Click the Delete button.

section.

[ Create Section © || [Drder][ Unhide | | [ Edit Titles | [ Delete |
] Title Order Type 4 )
| B Reflection 1 Text & Image

[ [ Evaluation 2 Text&Image

[ [ Resources 3 Resources

edit
edit
edit

5. Click the OK button in the “Are you sure you want to delete checked items?”
window.

The sections(s) selected will be deleted.

Click the Finish button in the top right corner of the screen to view the document.

No

Edit/Modify a Section

1. From within a document, click the page title to be edited.

2. Click the edit page link located on the right side of the screen, across from the
page title.

3. Click the edit link located to the right of each section.

4. Edit/Modify the content within the section.

Note: The steps and process
for editing a section will vary
based on the section type.
Please refer to the
documentation for editing Text
& Image, Standards,
Resources, Rubric, or Form

Materials = EdltDocument | Submit for Review | Share | More Actions... Viewer sections.
LiveText Frequently Asked Questions show properties
by Christian Fitzgerald
FAQ 2) edit page
Logging in / Registering and Account Problems older versions | edit 3 )
5. Click the Finish button in the top right corner of the screen to view the document.
Your partner for continuous improvement www.livetext.com '\‘}-
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Create a New Page

Users can create, sort, hide, unhide, edit titles, copy, delete, and edit/modify pages
within a document.

1. From within a document, click the Edit Document link located in the top right of
the document.

Materials = H

LiveText Frequently Asked Questions

| e_!"_l_l_:él Submit for Review | Share | More Actions...

show properties
by Christian Fitzgerald

FAQ edit page 1

Logging in / Registering and Account Problems older versions | edit

2. Click the Create Page button.
3. Enter a Page Title.
4. Click the Finish button.

= Edit Document: LiveText Frequently Asked Questions (Properies) | (6ows) | (Fassh

{ showing 1-10f1) 1

(Create Pags i+ (v (v (gt Ttes) (cony) tte)

[ Title Order
O B FAQ 1 edit

The page will be displayed in the Edit Document screen.

Manage Pages

Use the Edit Document screen to manage pages within a document. Open the Edit
Document screen by clicking the Edit Document link within an open document.
From here you can create, order, hide, unhide, rename, copy, and delete pages.

Order Pages

1. From within a document, click the Edit Document link located in the top right of
the document.

Materials > eEdlt

LiveText Frequently Asked Questions

:g_m_:;:l Submit for Review | Share | More Actions...

show properties
by Christian Fitzgerald

FAQ edit page 1

Logging in / Registering and Account Problems older versions | edit

2. Click the Order button.

=| Edit Document: LiveText Frequently Asked Questions

| Properties | | [ Goto.. | | [ Finish

{ showing 1-10f 1} ¥ 1 1

Order | Hide | [ Unnide | | [ Edit Trtles |[ Copy || Delete |

[ Title ~ QOrder

[ B FAQ 1 edit
\" 1 8. La Grange Road, 2nd Floor, La Grange, IL 60525-2455 1-866-LiveText (1-866-548-3839) edu-solutions@livetext.com
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|

Select a page title.
Click the up and down scrolling arrows to order the pages.
Click the Save button

o0k w

| Document: LiveText Frequently Ask...
—EEI Edit Page Order
FAQ
Unfitled
O
O)
@ save | | | Cancel

Hide Pages

Click the Finish button in the top right corner of the screen to view the document.

Hide pages from being viewed by others when sharing or submitting a document for
review. Pages can also be hidden if they will not be accessed frequently.

1. From within a document, click the Edit Document link located in the top right of
the document.
Materials > HEdItDU 1t | Submit for Review | Share | More Actions... I
LiveText Frequently Asked Quesﬁcﬂls show properties
by Christian Fitzgerald
FAQ edit page
Logging in / Registering and Account Problems older versions | edit
2. Select the checkbox to the left of each page to be hidden.
3. Click the Hide button.
% Edit Document: LiveText Frequently Asked Q ti a]
— ' q Yy Aske uestions [ Properties | | [ Goto..| | [ Finish
{ showing 1-10f 1} | 1
[Create Page | | | Order |[Hide | (Unnide | | [ Edit Tities | Copy | [ Delete |
[ Title Order
O & Fra 1 edit
4. The page title(s) will be visible in gray in the Edit Document screen but will not be
visible in view mode.
5. Click the Finish button in the top right corner of the screen to view the document.

Your partner for continuous improvement
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L

Unhide Pages

1. From within a document, click the Edit Document link located in the top right of
the document.

7\
Materials > E Ed\tDocumerﬂ: | Submit for Review | Share | More Actions... I

LiveText Frequently Asked Questions show properties

by Christian Fitzgerald
FAQ edit page

Logging in / Registering and Account Problems older versions | edit

2. Select the checkbox to the left of each page that is hidden. The title of each
hidden page is displayed in gray.
3. Click the Unhide button.
2]

Edit Document: IiiveText Frequently Asked Questions | R

(showing 1-10f1) ¥ 1 1

[Create Page | | | Order Unhide | | [ Edit Titles Delete

[ Title Order
mEER:! 1 edit

4. The page title(s) will be visible in black in the Edit Document screen and will be
visible in view mode.
5. Click the Finish button in the top right corner of the screen to view the document.
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Edit Titles

1. From within a document, click the Edit Document link located in the top right of

the document.

Materials >

ﬁ Edit Document | Submit for Review | Share | More Actions... Ml

LiveText Frequently Asked Quesfions

FAQ

by Christian Fitzgerald

show properties

edit page

Logging in | Registering and Account Problems

older versions | edit

2. Select the checkbox to the left of each page title to be edited.
3. Click the Edit Titles button.

Edit Document: LiveText Frequently Asked Questions (o) |

Go to... || | Finish

( showing 1-1 of 1) ¥ 1 d

[CreatePage] | order e Uniue | e s (Copy | Dolete |

[] Title Order

OB Fao 1

edit

N
m

nter/modify the title for each page.

S| Document: LiveText Frequently Ask...

% Edit Page Titles

Title: [FAQ

| save | | | cancel

5. Click the Save button.

6. Click the Finish button in the top right corner of the screen to view the document.

Your partner for continuous improvement
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L

Copy

1. From within a document, click the Edit Document link located in the top right of
Note: Copying a page will copy the document. L
all sections and content within Materials > wEdlt ent | Submit for Review | Share | More Actions... f

LD LiveText Frequently Asked Questions show properties

by Christian Fitzgerald
FAQ edit page

Logging in / Registering and Account Problems older versions | edit

2. Select the checkbox to the left of each page to be copied.
3. Click the Copy button.

% Edit Document: LiveText @quently Asked Questions

2]

| Properties | | | Go to... || [ Finish

( showing 1-10f1}) # 1

|| Order || Hide | Unhide | | | Edit Titles | [ Copy | Delete |

[ Title Order
O & Faa 1 edit

4. A copy of each page selected will be displayed in the Edit Document screen.
5. Click the Finish button in the top right corner of the screen to view the document.

Delete

1. From within a document, click the Edit Document link located in the top right of
the document.

Materials > m

LiveText Frequently Asked Qu;tions

ﬂt:l Submit for Review | Share | More Actions... I

show properties
by Christian Fitzgerald

FAQ edit page

Logging in / Registering and Account Problems older versions | edit

Note: Deleting a page will 2. Select the checkbox to the left of each page to be deleted.
delete all sections and content 3. Click the Delete button.
within the page.

2|
[ Properties | | [ Goto... || [ Finish
(showing 1-10f1) ¥ 1

% Edit Document: LiveText Frequently Asked Questions

| [Order | [Hide | [Unhide | | [EditTitles | [Copy | Delete ==

[ Title Order
B raa 4 edit

4. Click the OK button in the “Are you sure you want to delete checked items?”
window.

5. The page(s) selected will be deleted.

6. Click the Finish button in the top right corner of the screen to view the document.
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Edit/Modify a Page

1. From within a document, click the Edit Document link located in the top right of
the document.

Materials = 1) Edit Document: | Submit for Review | Share | More Actions...

LiveText Frequently Asked Que?sﬁons

show properties

by Christian Fitzgerald
FAQ edit page
Logging in / Registering and Account Problems older versions | edit
2. Click the edit link located to the right of each page.
2]|

|| Edit Document: LiveText Frequently Asked Questions

| Properties | | | Go to... || [ Finish

|| Order || Hide || Unhide | | | Edit Titles | [ Copy | Delete |

[ Title Order

( showing 1-10f1})

O & Faa 1 \ZJ edit

1

3. The Edit Page screen will open with options to create, edit/modify, sort, hide,
unhide, edit titles, copy, and delete sections of a page.
4. When finished editing or managing the sections of a page, click Finish.

Please refer to the documentation for Create/Edit a Section for more information
about managing sections of a page.

Discussion Board

Discussions can be enabled at the page level of a document. Viewers and editors of
the document will be able to participate in the discussion board.

1. From the document view screen, click the Edit Document button.

Materials > 1) EdltDucument: | Submit for Review | Share | More Actions.

LiveText Frequently Asked Ques}'lﬁns

by Christian Fitzg erald

show properties

FAQ edit page

Logging in / Registering and Account Problems older versions | edit

2. Click the edit link that corresponds to the page where the discussion will be

enabled.
=] . . _ 2]
=l Edit Document: LiveText Frequently Asked Questions N
{ showing 1-1 of1) | 1
| [Order [ unhide | | [ Edit Titles | | Copy || Delete |
[ Title Order
O & FAa 1 2) edit
3. Click Properties in the top right hand corner.
= Document: LiveText Frequently Ask...
=
|5 Edit Page:FAQ 8 ) Propertes | (oo | [rnsn]
( showing 1-7 of 7 ) | 1 |
[ Create Secion | Order | vide | (unie |
[] Title Order Type
| E‘ Logging in / Registering and Account Problems 1 Text & Image edit
|| E‘ Sharing and Submitting Problems 2 Text & Image edit
4. Check the box Enable discussions on this page.
Your partner for continuous improvement www.livetext.com '\‘fl
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5. Click Save.

E Document: LiveText Frequently Ask...

FE_I Edit Page Properties: FAQ

Page title: |FAC.‘1

[JEnable discussions on this page

@ l

6. Click Finish. You will be taken back to the document view page and the Post
Note: A Subject is required in new message link appears at the bottom of the page.
order to post a message. Each 7. Click on the Post new message link and a discussion board window opens.
entry is date and time stamped
and includes the author’s Post new message @
name.

Materials = Edit Document | Submit for Review | Share | More Actions...
8. Enter a Subject and/or message in the text box below.

Post new message

Subject: |

®

| Preview | | Save | | Cancel |

Three options are made available:

a. Preview: preview the message before posting
b. Save: saves and posts the message
c. Cancel: cancels the message and it will not be posted

Within the Preview mode, three additional options are available:

a. Post: the message will be posted

b. Edit: the message can be edited before posting

C.

.
Livelext
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Cancel: cancels any editing, and the message will not be posted
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|

Change Document Properties

After a document is created, the document's Title, Description, Type, Layout, or Style
may be modified.

Title
After a document is created, the document's Title may be modified.

1. From within a document, click the show properties link on the top right side of
the document.

Materials > Edit Document | Submit for Review | Share | More Actions... [L
LiveText Frequently Asked Questions show properties
by Christian Fitz
FAQ edit page
Logging in / Registering and Account Problems older versions | edit

2. Click the edit properties link.

Materials > Edit Document | Submit for Review | Share | More Actions...

LiveText Frequently Asked Questions
by Christian Fitzgerald

hide properties
@ edit properties
3. Modify the Title.

4. Click the Save button located in the lower left of the Edit Document Properties
area.

Edit Document Properties: LiveText Frequently Asked Questions

Title: | LiveText Frequently Asked Questions (3] |
A

~——

Description:

Type: | Project [+]

Layout: | single Page [ZI

Style: [vapor [»]

U ElieT
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.
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Description

After a document is created, the document's Description may be modified. A
document description provides supporting rationale for the purpose or function of the
document.

1. From within a document, click the show properties link on the top right side of
the document.

Materials > Edi th | Submit for Review | Share | More Actions... f

LiveText Frequently Asked Questions show properties
by Christian Fit

FAQ edit page

older versions | edit

1 8. La Grange Road, 2nd Floor, La Grange, IL 60525-2455 1-866-LiveText (1-866-548-3839)

Logging in / Registering and Account Problems

2. Click the edit properties link.

Materials > Edit Document | Submit for Review | Share | More Actions...

LiveText Frequently Asked Questions

by Christian Fitzgerald

hide properties
edit properties

3. Modify the Description.
4. Click the Save button located in the lower left of the Edit Document Properties

area.

Edit Document Properties: LiveText Frequently Asked Questions

Title: | LiveText Frequently Asked Questions |

Description: 6

Type: | Project [v]

Layout: | single Page ||

Style: [vapor [+]

® = ==
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Type

After a document is created, the document Type may be modified.

1. From within a document, click the show properties link on the top right side of
the document.

Materials > t | Submit for Review | Share | More Actions... f
LiveText Frequently Asked Questions show properties
by Christian Fit
FAQ edit page
Legging in / Registering and Account Problems older versions | edit

2. Click the edit properties link.

Materials > Edit Document | Submit for Review | Share | More Actions...

LiveText Frequently Asked Questions
by Christian Fitzgerald

hide properties
@ edit properties
3. Select a document type (e.g. Assessment, Course, Lesson Plan, Project, or
Portfolio) from the Type dropdown menu.

4. Click the Save button located in the lower left of the Edit Document Properties
area.

Edit Document Properties: LiveText Frequently Asked Questions

Title: | LiveText Frequently Asked Questions |

Description:

Type: | Project [v]

Layout: | Single Page [1]

Style: [ vapor [+]
(@) (sae)
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Layout

The layout of a document may be modified to display it in a Single Page, or Multi
Page layout. A Single Page layout displays the entire document on one page, and a
Multi Page layout displays the document one page at a time.

1. From within a document, click the show properties link on the top right side of
the document.

Materials > dit Document | Submit for Review | Share | More Actions... [L
LiveText Frequently Asked Questions Eshow properties
by Christian Fitzd
FAQ edit page
Logging in / Registering and Account Problems older versions | edit

2. Click the edit properties link.

Materials > Edit Document | Submit for Review | Share | More Actions...

LiveText Frequently Asked Questions
by Christian Fitzgerald

hide properties
@edlt properties
3. Select a layout from the Layout dropdown menu (e.g. Single, Page, Multi Page).
4. Click the Save button located in the lower left of the Edit Document Properties

% Edit Document Properties: LiveText Frequently Asked Questions

Title: | LiveText Frequently Asked Questions |

Description:

Type: | Project M
Layout: | Single Page [v|

h
Style: [ vapar [~]
(D
EDI
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The screenshots below display the same document in Single vs. Multi Page Layout.

Single Page

Materials = Edit Document | Submit for Review | Share | More Actions...
sample portfolio 2 show properties
by Linda Perez
edit page
Standards
older versions | edit
Standards No standards added.
Click edit to add standards.
edit page
Purpose
older versions | edit
Purpose State your purpose, including major aspects how you chose to organize your
portfolio.
edit page
Mission and Resume
older versions | edit
Multi Page
Materials > next page » Edit Document | Submit for Review | Share | More Actions...
sample portfolio 2 )
by Linda Perez show properties
Standards » Standards Gitpage
Purpose Standards older versions | edit
Mission and No standards added.
Resume Click edit to add standards.
Teaching
Philosophy
Belief Statements
Standards Growth
Artifacts
Rubrics
Your partner for continuous improvement www.livetext.com '\‘f

Livelext



Page 54 of 112

ADVANCED DOCUMENT AUTHORING

Style

The style of a document may only be modified by LiveText users with a Legacy
account. Different styles may alter the appearance of the document, including the
color and font of the pages, sections, and content within the document.

1. From within a document, click the show properties link on the top right side of
the document.
Materials > Edi

_t§| Submit for Review | Share | More Actions... I

LiveText Frequently Asked Questions show properties

by Christian Fitzgerald
FAQ edit page

Legging in / Registering and Account Problems older versions | edit

2. Click the edit properties link.

Materials = Edit Document | Submit for Review | Share | More Actions...

LiveText Frequently Asked Questions

by Christian Fitzgerald
hide properties
2) edit properties

3. Select a style from the Style dropdown menu.

=] Edit Document Properties: LiveText Frequently Asked Questions

Title: | LiveText Frequently Asked Questions |

Description:

Type: | Project [v]

Layout: | Single Page |v|

Style: [ vapor [>]
|

2

4. Optional: Click the Edit This Style link to modify the style. This will open the
Tip: Click the checkbox next to Document Styles Editor.

“To filter out any previous 5. Click the Save button located in the lower left of the Edit Document Properties
styles.” This will apply text, area

image, and background color :
settings to previously edited
Text & Image sections.

.
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|
The screenshots below display the same document in two different Styles.

Classic

Materials >

next page » Edit Document | Submit for Review | Share | More Actions...

sample portfolio 2

by Linda Perez show properties

Standards » Standards edit page

Purpose Standards older versions | edit

Mission and No standards added.
Resume Click edit to add standards.

Teaching
Philosophy

Belief Statements
Standards Growth
Artifacts

Rubrics

Vapor

Materials >

next page » Edit Document | Submit for Review | Share | More Actions...

sample portfolio 2

show properti
by Linda Perez

Standards

Purpose

Mission and Resume

) Standards

edit pag

Standards

No standards added.

older versions | ed

TERETE ST Click edit to add standards.

Belief Statements

Standards Growth

Artifacts

Rubrics

www.livetext.com '\“f
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About the Document Styles Manager

A Document Style is a group of formats (such as color, size, and position) that can be
Note: Different components of created, named, saved, and applied to a LiveText document. Document styles allow
:tfé:e:aegx:fﬁ?iétfzﬁ? as you to customize the look of many of the elements of your document. Use the
supp’ort different formats. Document Style Manager to list, edit, and delete existing document styles or to
create new document styles.

Access the Document Styles Manager
1. Click the Document Styles link within the Tools menu.

[ materiais Materials: My Work

My Work
Inbox y
Sent [ create | | | Apply label = |[ Change label = || Remove label "My Work” || Delete |
All [ Title Type
Trash (| LiveText Basics Project
Labels (| Student Portfolio Fortfoli
oraolno
edit labels__. |

Collaboration

Reviews

Groups

Visitors

Reports

Account info

Forms
Document Styles S

2. The system lists existing document styles. If there are no existing styles, then the
system lists "No document styles found."

1 8. La Grange Road, 2nd Floor, La Grange, IL 60525-2455 1-866-LiveText (1-866-548-3839) edu-solutions@livetext.com
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-
Create a Document Style

1.

From within the Document Styles Manager, click the Create button. The
Document Styles Editor is now open. The left column (Document, Edit Links,
etc.) is the component selector.

% My Document Styles 7]
or
¥ (showing 0-0) 144 1 b M
Inbax p

Sent ﬁ

All ] Hame ' Actions
Trash

Labels No document styles found

edit labels...

Use the component selector to select the document component that you wish to
format. The right column is the format selector. Use the format selector to select
the formats that you wish to apply.

Also, use the right column to save or discard (cancel) the styles that you create.
The middle column is the stand-in document. The look of this document will
change as you apply your formats, allowing you to view those formats.

Document Style Editor
Document N .
show properties

Author My Course
Title [ Preview ] [ Save ] [ Cancel
Page Tille by LiveText Professor
Section Title Bar Page #1 Page #1 edit page
Section Titl Link Page #2 - dit

My Text Section &
Edit Links

About
Misc the
Cutline
Properties
Resources
Rubric
Standards
Text Panel

Document Style Editor

Select a component to style. The system will display a red bracket to indicate the
selected component.

Select the formats to apply to the component. The choice of formats will vary
based on the selected component. You will see the effects of your formats within
the stand-in document.
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6. When you are done, click the X in the upper right corner of the right column
beneath the Document Style Editor.

ShowW properties

Document Style Editor
F— My Course ty
Text Panel: X
Author
e by LiveText Professor Text
Page #1 page #1 edit page Text
Page Title Page =2 §
Section Title Bar My Text Section edit | Calor .
Section Title Link [About Style | Bolt.:l 1
Edit Links the O italic
- Ounderline
RS Alignment Left
Qutling
Font
[Pyl Family Avrial
Resources
Size Small
Rubric N
Spacing
Standards
Padding
Text Panel Document Style Editor Margin -0
Text g The Document Style Editor allows you to apply formats Background
Image (such as color, size, and position) to the components of
- your LiveText document. Document components include Coler
the titles, pages, sections, text, images, etc. within a Border
N
7. Click the Save button to save your new style.
Document Style Editor
Document h t
show properties
Author My Course
Title [ Preview ] [ Save ] [ Cancel
Page Title by LiveText Professor
Section Title Bar Page #1 Page #1 edit page
Section Tile Link Page #2 - adit
My Text Section
Edit Links
About
Misc the
Outline
Properties
Resources
Rubric
Standards
Text Panel

Document Style Editor

8. Enter a title for your style and click the OK button.

.COM Says:

@ What would you like to name this style?

L=

| | cancel

1 8. La Grange Road, 2nd Floor, La Grange, IL 60525-2455 1-866-LiveText (1-866-548-3839)
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9. Your saved style is now listed in the Document Styles Manager.

My Document Styles e
(showing 1-10f 1} ¥ 1 1

Tcrost) | (pae)

[] name — -

[ Blue and Gray s edit

Apply Document Styles to LiveText Documents

After you have created document styles, you can apply them to LiveText documents.
Follow these steps to apply a document style to a LiveText document.

1. From within the Materials: My Work area, click on the title of the LiveText

document.
LECEEN| Materials: My Work
My Work .
Inbox . (showing 1-20f2 ) M4 1 |
Senh [create | | [ Apply label || Change labe! || Remove label "My Work™ | | Delete | \ | [ search| < |
iy @ ii:c o Type Created Modified
Irajhl O LiveText Basics Project Jun 14 0514P1
;:I:bels [ [§ studentPortfolia Partfalio Jun 16 12:48PH
| ——

2. Click on the show properties link.

Materials = next page » Edit Document | Submit for Review | Share | More Actions...
LiveText Basics
by LiveText Professor e show properties
Page 1: Examples  p Page 1: Examples edit page
Page 2: Text & Image edit

3. Click on the edit properties link.

Materials > next page »

Edit Document | Submit for Review | Share | More Actions...

LiveText Basics
by LiveText Professor

Document Type: Project

hide properties
e edit properties

Page 1: Examples P Page 1: Examples edit page
Your partner for continuous improvement www.livetext.com '\‘f
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4. From the Style dropdown menu, select a style from LiveText Styles or My
Styles.

Edit Document Properties: LiveText Basics

Title: [LiveText Basics

Description:

Type: | Project
Layout: | Multi Page
Style: | i

Vapor

[new] Curved

[new] Bright Lime
[new] Aquatone Matural
[new] Clean White
[new] Darkc Reflection

Styles
Blue and Gray

5. Click the Save button.

% Edit Document Properties: LiveText Basics

Title: |LiveText Basics

Description:

Type: | Project

Style: [Bjue and. Gray {»] Edit This Style
Ol 7o filter out any previous styles.
m | -Canoel
Tip: Click the checkbox 5
next to “To filter out any T . . .
previous styles.” This will 6. After clicking the Save button, the document with the newly applied style will
apply text, color, picture, appear in view mode.
and background color to
previously edited Text &
Image sections.
\"f 1 S. La Grange Road, 2nd Floor, La Grange, IL 60525-2455 1-866-LiveText (1-866-548-3839) edu-solutions@livetext.com
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Print a LiveText Document

This section of the guide will discuss how to print a LiveText document.

1. From the MyDesk area, click the title of the document to print.

LECEE | Materials: All
My Work _

({showing 1-2of2) ¥ 1 1
Inbaox
Sent [ Create | | | Apply label © || Delete | ”Search| < |
AL O Titlew o Author Type Created  Modified
% O LiveText Basics U Professor, Live.. Project Jun 14 05:14PM
E:ldileI:T .|:| Student Portfolio Prafessor, Live Portfolio Jun 16 12:48PM

2. While viewing the document, hover over the More Actions... link.

Materials > next page »

Edit Document | Submit for Review | Share | More Actions...

LiveText Basics
by LiveText Professor

Page 1: Examples P I

Page 1: Examples

Copy Document
Print Document
Export Document

perties

edit page

3. If desired, click the titles of pages or sections to exclude them from printing.

4. Click the Print link.

State your purpose, including major aspects how you chose to organize your portfolio.

PN
Click titles of pages or sections to prevent them from printing - Hide non-printable | Print | Go Back
Stud Portfoli
tudent Portfolio sho rties
by LiveText Professor

Standards

Purpose

Purpese

5. Use the options provided by the computer’'s operating system and web browser to

finish printing the document.

Your partner for continuous improvement
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6. Click OK to begin printing.

~ Prirter
e
Status: Ready
Type: HF Laserdet 1220 Series PCL
Wherzs:  smoathy
Comment: [ Prirt to file
~ Print range Copies
@A Number of copies:
oo = ﬂl @ [¥] Collate
Selection
~ Print Frames
1 A laid out on the screen
' The selected frame
Each frame separately I 0K i [ F— J
\or 1 S. La Grange Road, 2nd Floor, La Grange, IL 60525-2455 1-866-LiveText (1-866-548-3839) edu-solutions@livetext.com
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Note: A Template Outline will
appear on the right side of the
screen once a document
template has been selected.
The outline reflects the page
and section titles of the
document template. The
document structure, titles, and
content may be modified after
the document has been
created.

.
Livelext

Create a New Document for LiveText C1

All documents are created from document templates.

1. Click the Documents tab located in the top center of the screen.
2. From within the My Work tab, click the New button.

c Documents

4. Documents Main Page 4. Manage My Labels

Documents

My Work Inbox Sent Trash All Manage My Labels

My Work
@ Showing 1200128 1 2 [Next [D
& New...| | Apply Label § | | Move Label @ || € Remove Label || 3 Delete Search | &
3. Choose a folder from the dropdown menu.
4. Choose a document template.
5. Enter a Title and an optional document Description.
6. Click the Save as New Document button located on the lower right side

below the Template Outline.

+. Documents Main Page

Create a Document

@ Folder  Training Templates —Template Outing

emplate  [Document Authoring Basics - Guided Practice 1 v @ Document Authoring Basics -
Title Guided Practice 1

Description @ Page 1: Examples

O Text & Image

O standards

0 Resources

O Rubric

D Form Viewer (This section is only

@ available if you have taken a form
. in LiveText.)
H Save as Mew Document

Page 2: Document Authoring
Basics

D LiveText Documents
O Text & Image Sections

Insert & Edit Content

After creating a document, the next step is to add content. Content can only be
entered into sections. This means that a document must contain at least one page,
and that page must contain at least one section. If your document was created from
a blank template, then you need to create a page and a section before you can add
content to the document.

1 S. La Grange Road, 2nd Floor, La Grange, IL 60525-2455 1-866-LiveText (1-866-548-3839) edu-solutions@livetext.com
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Section Types

There are five types of sections in LiveText. Each section stores different types of
content. The table below describes each section type. This guide will model the steps
for editing a Text & Image, Standards, and Resources section within a LiveText
document.

Type Description

Text & Image The Text & Image section is the most
commonly used section type. Users can
type or paste text here. Each section also
stores up to one image and up to ten file
attachments.

Standards The Standards section stores standards
selected from the LiveText Standards
Database. Users are not allowed to type
or paste standards into a Standards
section. If users wish to manually type or
paste standards, then use the Text &
Image section instead.

Resources The Resources section stores other
external supplemental material. The most
common use of this section is to store
Discovery Education™ streaming videos.

Rubric The Rubric section stores rubrics which
are built in LiveText. However, users
cannot paste any external rubrics into the
Rubric section. Users must build the rubric
in LiveText.

Form Viewer The Form Viewer section stores
responses to forms you have submitted.

Your partner for continuous improvement www.livetext.com \‘fl
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Create a Text & Image Section

1. While viewing the document, click the Manage Section link on the page where

the new Text & Image section is needed.

LiveText Frequently Asked Questions

Document View | Edit Properties Manage Pages

@ Send for Review a Share @ Copy ‘a Print a Export H Save as Template

Logging in / Registering and Account Problems A

FAQ g B Manage Sections B G ‘i‘l

by Christian Fitzgerald

@ Show Properties

Table of Contents | 9%

2. Click the Create Section button.
3. Select the Text & Image option.
4. Enter a Section title and click OK.

= g Please enter a Section Title

[ [& Logging in/Registering and Acce Text & mage

JE Vv oK ¥ Cancel

] [

Edit a Text & Image Section

1. From within the document, click the Edit link that corresponds with the Text &
Image section. The Edit link is located to the right of each section.

Live Text Frequently Asked Questions

Document View | Edit Properties ~ Manage Pages

by Christian Fitzgerald

&) Show Properties

a Send for Review a Share @ Copy ‘a Print. a Export u Save as Template Table of Contents it Hide
FAQ E Manage Sections E 8 ‘il
Logging in / Registering and Account Problems g 2 Edit
\or 1 S. La Grange Road, 2nd Floor, La Grange, IL 60525-2455 1-866-LiveText (1-866-548-3839) edu-solutions@livetext.com

Livelext



Page 67 of 112

ADVANCED DOCUMENT AUTHORING

2. Rename the Text & Image section by entering a new Section title located above
the HTML editor toolbar.

3. Author within the editor, add an image, or add attachments within the Text &
Image Section.

4. Click the Save button.

5. When finished editing, click the Finish button to view the document.

Efl Edit Section: Logging in / Registering and Account Problems \y

Section title: |L0ggmg in / Registering and Account Problems 2 ) |
| Font - si BB H s 7 U < | T - 5]
EIE il 8 W Esue|H

Cuestion

| get an “Invalid Login™ error when | try to log in to LiveText. Why?

Answer

The Invalid Login message appears when either username and password do not match, or the username does not exist. Check to make sure your username and
password are typed correctly. Remember that passwords are case sensitive. Usemnames are not case sensitive, however. If you cannot remember your username
click the link that says “Having login problems?” and use the wizard to recover your username and password |

2

Image: (none) editw

&)Aﬂachn—f-«s; (none) edit s

4
J | Cancel

Use LiveText’s HTML Editor

Use LiveText's HTML editor to enter and format text or paste text from other text
editors. The editor has functions to adjust a document’s layout, to insert LiveText
links that lead to other LiveText documents, and to create web links. Images can also
be uploaded to accompany text and enhance a document’s look. Use the file
attachment feature to add formatted content, such as word processor documents,
spreadsheets, and multimedia presentations.
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Overview—LiveText’s HTML Editor

This section provides an overview of the functions available in LiveText's HTML editor
including a brief description of what each function does.

I EEE———————————————————————————————————————
1S. La Grange Road, 2nd Floor, La Grange, IL 60525-2455 1-866-LiveText (1-866-548-3839)

.
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HTML Editor Toolbar Functions

Function Icon | Description

Format Formats the style of a paragraph

Font Formats the font style of selected text

Size Formats the size of selected text

Cut ) 1 Cuts selected content from the editor

(Ctrl+x)

Copy Copies selected content from the editor

(Ctrl+c)

Paste B Pastes copied content into the editor

(Ctrl+v)

Paste as plain text Strips all formatting from copied content and pastes
it as plain text into the editor

Select All Selects all content in the editor

(Ctrl+a)

Bold B Makes selected text bold or not bold

(Ctrl+b)

Italics Fi Makes selected text italicized or not italicized

(Ctrl+i)

Underline u Makes selected text underlined or removes the
underline

(Ctrl+u)

Strike Through e Creates or removes a strikethrough from selected
text

Subscript x, Formats selected text as subscript or returns
subscript text to normal

edu-solutions@livetext.com
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HTML Editor Toolbar Functions

Function Icon | Description

Superscript ot Formats selected text as superscript or returns
superscript text to normal

Text Color Iy Changes the font color of selected text

Background Color I Changes the background color of selected text

Left Justify = Left justifies selected text

Center Justify = Center justifies selected text

Right Justify = Right justifies selected text

Numbered List 1= Creates a numbered list of selected text or returns
a numbered list to normal text

Bulleted List = Creates a bulleted list of selected text or returns
bulleted content to normal text

Decrease Indent = Decreases the indent of a paragraph that was
previously indented

Increase Indent gg Indents a paragraph

Table ] Allows a table to be created in the editor

Horizontal Line = Inserts a horizontal line in the editor

Special Character 2 Inserts a special character in the editor (e.g. ©, ®,

or accentuated vowels)

Web Link

Creates a web link in the editor that leads to a web
site

Remove Web Link

Removes a web link present in the editor

Your partner for continuous improvement
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HTML Editor Toolbar Functions

Function Icon | Description

LiveText Link % Creates a LiveText link in the editor that leads to
another LiveText document

Spell Check w Checks the spelling of content in the editor

Source Displays HTML source in the editor that can be
modified

AutoSave |:| Automatically saves documents every 2 minutes

Author within the Editor
1. Click the text box, type text into the editor, and format with the HTML editor

Tlge Ellisietlie Pniia s toolbar. Text from other editors can be pasted into the editor.
P'ﬁ‘g‘e"; A 2. Click the Save button.
(clipboard with the T) to 3. When finished editing, click the Finish button in the top right corner of the Text &

paste text from other
editors (e.g. Microsoft
Word, AppleWorks).

Image section to view the document.

Create and Edit Tables

This section will demonstrate how to create and edit a table in Firefox, LiveText’s
recommended browser. Please note that some of these functions will vary from

. rowser to browser.
Note: The percentage is browser to browse

lative to the vi 7
FEAve 1o e VISWST S Screen 1. While in edit mode of a Text & Image section, click the Edit/Insert Table icon.

size. The layout will vary
=| Document: LiveText Frequently Ask...
from computer to computer Page: FAQ

depending on resolution, L5 Edit Section: Text & Image
browser, and presence of any
scroll bars or menus on the

Section title: |Texl & Image

|
2 E B 7 U x| x xz\jii'oﬁ'é

i) fth £ Format |Nomal - | Fort - | Size hdH = =
sl e e et R = LY IF V-t
! "

2. Enter the number of Rows and Columns in the Table Properties pop-up window.
3. Enter desired Border size. Border size sets the thickness in pixels of the lines

Note: Both Cell spacing and that separate each cell within the table. This may be set to 0 so that no border is
Cell padding may be set to visible between cells.
0. 4. Choose Right, Center, or Left from the Alignment dropdown menu. Alignment

tells the browser where to place the cell on the page.
5. Enter Width specifications and choose either pixels or percent.

1 S. La Grange Road, 2nd Floor, La Grange, IL 60525-2455 1-866-LiveText (1-866-548-3839) edu-solutions@livetext.com
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6. Enter Height specifications in number of pixels.
7. Enter a value for Cell spacing. Cell spacing is the number of pixels that will

8. Enter a value for Cell padding. Cell padding is the distance that objects within

the cell will have from the edge.

9. Type an optional Caption to add a title above the table.

10. Type an optional Summary.

11. Click the OK button.

Table Properties

Rows: Width: 200 |[picels  [a]

Columns: Height: I:l pixels

Border size: | 1 Cell spacing:

Alignmenrt: | <Mot set= - Cell padding:

Caption: | |

Summary: | |
QK

12. Click in the cells and enter text.

Format

M = a.

Section title: |Introduction

= | Font | Adal
W i U E Source | [

P

13. Right-click in a cell to open the editing options dropdown menu.

14. Click Cut, Copy, or Paste.
15. Click Insert Row or Insert Column to add a row or column to the table.

Note: When text is entered
into the Caption field, it
becomes the title of the table.
Text entered into the
Summary field will be used to
describe the data presented
in the table by text-to-speech
applications and non-visual
browsers only, which will not

be apparent to most users.

Your partner for continuous improvement

www.livetext.com

.V
Livelext



Page 72 of 112

ADVANCED DOCUMENT AUTHORING

16. Click Delete Rows or Delete Columns to remove the selected row or column.

: Fommat = | Font |Arial | Size - [E
Note: Cut, Copy, or Paste L ST e i
performs these operations on JEESI®RiE Y Source | =]
text within the cells only. | |
They do not affect the entire | “
cell, or any of its attributes. | | ®
Delete Table
[] Table Properties

gg}f;n;"yﬁ:gvge;'c‘gh'fr::f;;th 17. Click Insert Cell to add a cell to the right of the selected cell.
improperly formatted cells, 18. Click Delete Cell to remove the current cell and shift the remaining cells in the
which appears below in gray. row to the left.
Some browsers do not display
this correctly and therefore | |
some text may not be visible, | |
or other elements may not | "
display correctly.

g*= Insert Cell

g Delete Cells

fF3 Merge Cells

FH Split Cell

] Table P =] Cell Properties | |
1 {nonal  adit !

19. Select at least two cells that are side by side and right-click.
20. Click Merge Cells to merge the cells together into one cell that spans multiple

columns.

:l[ O

12

u O 3

[ Paste
Note: The contents of =
each cell will be placed Cell g'= Insert Cell
in the new cell with a Row » | Bt Delete Cells
line break between
Merge Cells
them. Cells in the Column .
same column cannot Delete Table ff spit Cel
b d. .
© merge [T Table Properties (=] Cell Propeties
\"f 1 8. La Grange Road, 2nd Floor, La Grange, IL 60525-2455 1-866-LiveText (1-866-548-3839) edu-solutions@livetext.com
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21. Select a cell, right-click and click Split Cell to break the selected cell into two
separate cells.

Note: The editor will create a
new column and merge all of
the other cells in these
columns to give the
appearance that the selected
cell was split. The original

k3
i)
_ St Insert Cell cells appear in blue, the new
cell appears in white.

Iﬁ —0

&
éw

Row v | EF* Delete Cells
Column y | B Merge Cels
Delete Table ¥ Spit Cel

[T Table Properties (=] Cell Properties

22. Right-click in a cell and click Cell Properties.

23. Enter Width specifications and choose either pixels or percent.

24. Enter Height specifications in number of pixels.

25. Choose Yes or No from the Word Wrap dropdown menu.

26. Choose Right, Left, or Center from the Horizontal Alignment dropdown menu.

27. Choose Top, Bottom, Middle or Baseline from the Vertical Alignment
dropdown menu.

28. Enter a value for Rows Span.

Note: Rows and Columns
span can be used in
conjunction with the adding

29. Enter a value for Columns Span. ) )
and deleting cells operations
http://college. livetext.com - Cell Properties - Mozilla Firefox from the editing menu. This
Cell P - will allow a cell to bridge
< S EllEE multiple rows or columns
VWidth: pixels () without any breaks. Care
Height: picels Fows Span: should be taken when using
= Columns Span: 3 these parameters as some
Word Wrap: Yes [w .
Background Color: rr—— values may cause unintended
Horizorntal Alignment: | <Mot set> [l] Border Colar: ro— results.
Wertical Alignment: <MNot set> [

[ oK | [ Cancal |

Done

30. Enter a Background Color or click the Select... button to open the Select Color
pop-up window.

Your partner for continuous improvement www.livetext.com '\‘fl
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31. Enter a Border Color or click the Select... button to open the Select Color pop-
up window.

Select Color

Highlight

Selected

Clear

| oK | | Cancel |

32. Choose the color or type the name or hexadecimal value in the text box.
33. Click OK to close the Select Color pop-up window.

34. Click the OK button to close the Cell Properties pop-up window.

35. Click the Save button.

36. When finished editing, click the Finish button to return to view mode.

Insert a LiveText Link

A LiveText Link may be inserted into a section of one LiveText document that leads to
another LiveText document. Disable any activated pop-up blocking software before

Tip: Holding the Control key on inserting a LiveText Link to allow the Insert LiveText Link pop-up window to open.
a PC or the Command key on
a Mac while clicking the Insert 1. While editing a Text & Image section, click the Insert LiveText Link icon.
LiveText Link icon will disable
pop-up blocker for one action. [E| Document: LiveText Frequently Ask...
ErPage: FAQ
El Edit Section: Text & Image

Section title: |Tex‘t&|mage |

= Format |Nomal ~ | Fortt - | Size A B RBEIR I U s x leTi'%vEE
EE|CEIOE SRRV EswsH

@ | insert a link a to another LiveText dntumentk

Note: Insert additional links at
one time by checking multiple
checkboxes. IA

.
Livelext
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2. Choose the label associated with the LiveText document from the Materials drop-
down menu in the Insert LiveText Link pop-up window.

3. Check the checkbox that corresponds with the LiveText document.

4. Click the Insert button.

[[nsert LiveText Link
La bEI * | Templates [i]

( showing 1-5 of 7} | 1-2mM
| | search |
[] Title /= \2)

[] BoatLesson plan

" Elemer.yrﬂathematics Assessment

[] Example Portfolio - Miami

[] History-Social Science Teaching Event Assignment

[ LiveText Frequently Asked Questions Assignment

5. The LiveText Link pop- up window will close after clicking Insert.
6. Click the Save button.

7. When finished editing, click the Finish button to return to view mode.

Insert a Web Link

A web link may be inserted into a section of a LiveText document that leads to a web

site. Disable any activated pop-up blocking software before inserting a web link to
allow the Link pop-up window to open.

Tip: Holding the Control key on
1. While in edit mode of a Text & Image section, highlight the text that will serve as

a PC or the Command key on
the web link. a Mac while clicking the Insert/
2. |If textis not selected, then the web site’s URL will be present as the web link. Edit link icon will disable pop-

3. Click the Insert/Edit link icon. up blocker for one action.

Section title: [Text & Image |

£ Format |Nomal ~ | Fort ~ | Size ~E BREE:B 7 U s = | Ty %vg

JEE|l=Ei0s R8sV Esos|]
| 3) [seratiny]
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4. Type the web address in the URL field of the Link pop-up window.
5. Click the OK button.
Link

Link Info Target Advanced

Link Type
URL [v]

Protocol URL
http:// (s

| oK | | Caneel |

6. Click the save button.
7. When finished editing, click Finish to return to view mode.

Source

Source refers to the HTML code (source code) of a Web page. It is the icon in the
LiveText editor that allows a user to edit the HTML. For more information on HTML
visit: http://www.htmlcodetutorial.com/

1. While in edit mode of a Text & Image section, click on the Source icon to edit the
HTML code.

Lﬁ Edit Section: Logging in / Registering and Account Problems L

hHMnmh:hwmwm!mmmmmamAmwmﬁmmms

A | E | ) [ Source ||

<pr<span style="color: rgb (255, M:"}QJESEion(/span}Q:__g_ i

I get an &ldquo;Invalid Login&érdgquo; error when I try to log in to LiveText. Why?<br />

<span style="color: rgb(51, 153, 102);">Answer</span><br />

The Invalid Login message appears when either username and password do not match, or the username does not exig
Check to make sure your username and password are typed correctly. Remember that passwords are case sensitive,
Usernames are not case gensi , however. If vou cannot<font color="#ffff00"> </font>remember vour username

click the link that says &ldguoiHaving login problems?irdguo; and use the wizard to recover yOour user
pasaword. </ o

2. Click the Save button.
3. When finished editing, click Finish to return to view mode.

AutoSave

In a Text & Image section, documents are automatically saved every 2 minutes This
is beneficial in the case that the Save and Finish buttons were not pressed before
exiting the section or internet connectivity is lost.

The AutoSave feature is the disk icon located in the HTML Editor Toolbar. Once
content has been added to the HTML editor textbox the AutoSave feature will be
activated.

\")f 1 S. La Grange Road, 2nd Floor, La Grange, IL 60525-2455 1-866-LiveText (1-866-548-3839) edu-solutions@livetext.com
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The Save status of a Text & Image section can be viewed by hovering over the
AutoSave icon. It will display a timestamp of the last AutoSave.

Add an Image

There is a limit of one image per Text & Image section. Create additional Text &

Image sections to add more than one image to the document. When adding images,

it is important to maintain standard web browser image formats either .jpg, .gif, or

.png.

1. From within the document, click the Edit link that corresponds with the Text &

Image section. The Edit link is located to the right of each section.

Document View Edit Properties Manage Pages

E Submit As=ignment @ Send for Review & Share % Copy Print a Export E Save as Template

FAQ

Logging in / Registering and Account Problems

Question
| get an “Inwalid Legin® error when [ try to log in to LiveText. Why?

Manage Sections

2P Edit

<

Click the edit>> link to the right of the Image field located below the HTML editor

text box.

Click the Browse... button in the Image pop-up window.

After the image is located and opened on the computer, click the Attach button to

upload the image.

While the image is uploading, a status bar indicator will appear. Uploading larger

images will take longer. When the image is finished loading, the file name will

appear under the Attach button.

Click the Finish button to close the Image pop-up window.

T =Tt = oo or T T oy

Section title: |Logging in/ Registering a

Farmat |Momal

- | Font

0 = &a@

i =
z =
x =

ke
il

@

i

Cuestion

| get an “Invalid Login™ error when | try to |
Answer

The Invalid Login message appears whe
password are typed correctly. Remembe
click the link that says “Having login probl

Image: (nens) &dits

ﬁﬂﬂachments: (none} edit »

[Save) | [Cancal

7

Click Browse... to locate your file.
Choose your file and click Attach.

Click Finish to complete process.

Your partner for continuous improvement

www.livetext.com

Note: LiveText uses an Image
pop-up window to add images
and attachments. Disable any
activated pop-up blocking
software before uploading an
image.
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7. Enter a Caption into the corresponding text box. This is optional.
8. Select a Display size from the dropdown menu.
Note: When editing a Text & 9. Select the Placement of the image in relation to the text.
Image section, the image only 10. Click the Save button.
appears in the preview area.
The image aligned with the text
will be visible in view mode
after clicking the Finish button. Display size: | Original (1280x800) [l“

Image: text.PNG edit»
Caption:

Placement: Do not display image
O To left of text
@ To right of text
O Above text
O Below text

& Attachments: (None) edit»

40) [sov 1 [Cancel

11. When finished editing, click the Finish button located in the top right corner of the
Text & Image section to return to view mode.

Remove an Image

1. From within the document, click the Edit link that corresponds with the Text &
Image section. The Edit link is located to the right of each section.

Document View Edit Properties Manage Pages

a Submit Az=signment @ Send for Review & Share @ Copy Print a Export E Save as Template

FAQ Manage Sections

Logging in / Registering and Account Problems 1 & Edit
Question
| get an “Invalid Login® error when | try to log in to LiveText. Why?

2. Click the edit>> link to the right of the Image field located below the HTML editor
text box.

Image: text.PNG edit»
Caption: |

Display size: | Original (1280x800) [

Placement: Do not display image
O To left of text
@ To right of text
O Above text
O Below text

ﬁﬁmachments: (None) edit»

@) se)  [concel

3. The file name of the uploaded image will be listed in the center of the Image pop-
up window.
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4. Click the remove link located to the right of the image file name.

4
|

Note: You can only attach a single image.

rowse..

Attach

Choose your file and click Attach.

Current Attachments:
text.PMNG remove

Click Finish to complete process.

5. Click the Finish button to close the Image pop-up window.

6. Click the Save button.

7. When finished editing, click the Finish button located in the top right corner of the
Text & Image section to return to view mode.

Add an Attachment

There is a limit of ten attachments per Text & Image section. Create additional Text
& Image sections to add more than ten attachments to the document.

1. From within the document, click the Edit link that corresponds with the Text &
Image section. The Edit link is located to the right of each section.

Document View Edit Properties Manage Pages Note: LiveText uses an
Attachments pop-up window to
Submit Assignment | i3y Send for Review || & Share B Copy Print| | §) Export| [ Save as Template add files. Disable any activated
FA pop-up blocking software
Q WENEL S TR before uploading a file.
Logging in / Registering and Account Problems @ & edit
Question
| get an “Invalid Login™ error when | try to log in to LiveText. Why?
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.
Livelext

2. Click the edit>> link to the right of the Attachments field located below the HTML
editor text box.

- =

4

Browse...

Image: documents JPG edit Click Browse... to locate your file.
Caption: |
o
Display size: | Original (1280x800) [w

Placement: O Do not display image Choose your file and click Attach.

' To left of text -
O To right of text
) Above text
 Below text

ﬁﬂtta[:hments; (Mone) Edit x 3)

|| Cancel

3. Click the Browse... button in the Attachments pop-up window.

4. After the file is located and opened on the computer, click the Attach button to
upload the file.

5. While the file is uploading, a status bar indicator will appear. Uploading larger files
will take longer. When the file is finished loading, the file name will appear under
the Attach button.

6. Click the Finish button to close the Attachments pop-up window.

7. Click the Save button.

8. When finished editing, click the Finish button located in the top right corner of the
Text & Image section to return to view mode.

Click Finish to complete process.

Remove an Attachment

1. From within the document, click the Edit link that corresponds with the Text &
Image section. The Edit link is located to the right of each section.

2. Click the edit>> link to the right of the Attachments field located below the HTML
editor text box.

Image: text.PNG edit»

Caption: |

Display size: | Original (1280x800) ]

Placement: (Do not display image
O To left of text
& To right of text
O Above text
' Below text

£ Attachments: course_catalogSU08.csv editn\zj

(Save) | Cancel
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3. The file name of the uploaded attachment will be listed in the center of the
Attachments pop-up window.
4. Click the remove link located to the right of the attachment file name.

7

| |[ Browse... ]

Click Browse... to locate your file.

Attach

Choose your file and click Attach.

Current Attachments:
01 course_catalogSU08.csv remove

Click Finish to complete process.

Click the Finish button to close the Attachments pop-up window.

Click the Save button.

When finished editing, click the Finish button located in the top right corner of the
Text & Image section to return to view mode.

Noo

Create a Standards Section

1. While viewing the document, click the Manage Section link on the page where
the new Standards section is needed.

4. Documents Main Page

LiveText Frequently Asked Questions

Document Wiew Edit Properties Manage Pages

Submit Assignment | By Send for Review | & share | B8 Copy Print &) Export| |24 Save as Template

FAQ 6 Manage Sections

Logging in / Registering and Account Problems & Edit

Question
I get an “Invalid Login® error when | try to log in to LiveText. Why?

2. Click the Create Section button.
3. Select the Standards option.

[T Edit Page:FAQ (Propertes | [Gotev | [rimsh)

(showing 1-6 016 ) 1441

@' EditTitles
|E Texta 4
B m=as Order Type
O Standard
i S=ndards <egistering and Account Problems 1 Text & Image edit
[B) Resources
Submitting Problems 2 Text & Image edit
[ Rubric
1d Exhibit Center Problems 3 Text & Image dit
B Form viewer —
= =—==-ument Problems 4 Text & Image edit
[0 [& Browser Problems 5  Text &Image edit
O [& Text&Image 6  Text&Image edit

4. Enter a Section Title and click the Finish button.
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Edit a Standards Section

1. From within the document, click the Edit link that corresponds with the
Standards section. The edit link is located to the right of each section.

Document View Edit Properties Manage Pages

[ send for Review || & Share Copy & Print ) Export e TE et Hide
Standards Next Page [& Manage Sections Standards &

Purpose Q,
Standards 1 ) & eat Mission and Resume 2

NCATEA
Candidate Knowledge — Candidate Knowledge, Skills, and Dispositions: Candidates preparing to work in schools as teachers or other
professional school personnel know and demonstrate the content, pedagogical, and professional knowledge, skills, and dispositions: -
necessary to help all students learn indicate that ¢ meet professional, state, and institutional standards Belief Statements
NCATE. 1A

Click the Add Standards tab.

Click the All or Personal links to display either Personal or All Standards Sets.
Select a Standard Set from the dropdown menu.

After selecting a Standard Set, the standards will appear below the LiveText
Standards box. Additional Levels or Subjects, Grades, and/or Keywords may be
used to refine the search.

6. After entering search criteria, click the Search button.

Teaching Philosophy

15

b ¢ &

aoRrwd

—\9);’ Edit Section: Standards Frven

Standards List = Add Standards 2

NCATE:National Council for Accreditation of Teacher Education

LiveText Standards

Search using the following criteria:

Standard Set: NCATE (v 4

(Personal | Ally J
3

Standard Set Leve All (]| Optional

(Levels | Subjects)

Grade(s): From v

Keywords:

(optional) (Example: NCATE 1 or Economy’)
6

( showing 1-20 037 ) 14 <1 - 2B M
8)
[J] standard ~ Description

7 Candidate Knowledge — Candidate Knowledge, Skills, and Dispositions: Candidates preparing to work in schools as teachers or other professional
[] NCATE.1 school personnel know and demonstrate the content, pedagogical, and professional knowledge, skills, and dispositions necessary to help all

Select the checkboxes that correspond with the standards to be added.

Click the Add button located in the top left of the list of standards.

To view added standards, click the Standards List tab.

0. Click the Finish button located in the top right corner of the Edit Section screen to
view the document with the standards listed.

S ©oN

.
\")f 1 S. La Grange Road, 2nd Floor, La Grange, IL 60525-2455 1-866-LiveText (1-866-548-3839) edu-solutions@livetext.com

Livelext



Page 83 of 112

ADVANCED DOCUMENT AUTHORING

Standard Sets in LiveText are a list of itemized standards, goals, objectives,
indicators, and/or outcomes from state, national, professional, or school/university

institutions. They are added and updated at the request of LiveText partners and
clients.

Personal Standard Sets is a default list of standard sets provided by LiveText based
on the state and school of the LiveText user. The Personal Standards Set can be
modified to list specific sets.

All Standard Sets is a list of all the standard sets in the LiveText Standards

database. This contains additional standards that are not included in the Personal
Standards Set.

Remove Standards from a Document

1. From within the document, click the Edit link that corresponds with the
Standards section. The Edit link is located to the right of each section.

Document View Edit Properties Manage Pages

[, send for Review || &, Share | &) copy| & Print ) Export Table of Contents et Hide
Standards Next Page [B Manage Sections Standards ke
Purpose .{_3',
Standards 1 ) 9 e Mission and Resume &,
NCATE1 B T . - 3

eaching Philosophy
Candidate Knowledge — Candidate Knowledge, Skills, and D C preparing to work in scheols as teachers or other . b phy =
professional school personnel know and demonstrate the content, pedagogical, and professional knowledge, skills, and digpositions: NI ey
necessary to help all students learn. indicate that ¢ mest professional, state, and institutional standards. Belief Statements -
MNCATE.1.A — o

2. Within the Standards List tab, select the checkbox to the left of each standard to
be removed.

3. Click the Remove button located above the list of standards.

L= Edit Section: Standards L=y

Standards List Add Standards

Section title: [standards

(showing 1-30f3 ) 14 4 111
3
[ standard Description
Candidate Knowledge — Candidate Knowledge, Skills, and Dispositions: Candidates preparing to work in schools as teachers or other professional
[0 NCATEA school personnel know and demonstrate the content, pedagogical, and professional knowledge, skills, and dispositions necessary to help all
students learn. Assessments indicate that candidates meet professional, state, and institutional standards
= Content Knowledge: Teacher candidates know the subject matter that they plan to teach and can explain important principles and concepis
[0 NCATE1A delineated in professional, state, and institutional standards. Eighty percent or more of the unitds program completers pass the academic

examinations in states that require examinations for licensure. (c.Spr 2003) [Acceptable]

4. Click the OK button in the “Are you sure you want to remove checked items?”
window.

5. Click the Finish button located in the top right corner of the Edit Section screen to
view the document.
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Create a Resources Section

1. While viewing the document, click the Manage Section link on the page where
the new Resources section is needed.

1. Documents Main Page

LiveText Frequently Asked Questions

Document View Edit Properties Manage Pages

Submit Assignment Send for Review || & Share | BB copy print ) Export| [ save as Template

FAQ @ Manage Sections

£ Edit

Logging in / Registering and Account Problems

Question
| get an “Inwalid Login™ error when | try to log in to LiveText. Why?

2. Click the Create Section button.
L]%] Edit Page:Standards

(Propertes | (Gota. o [Fisn

( showing 1-10f1 ) ¥ 1 1

(Crte e[l hce(vnce) | [Eat s ooy D)
N

3 Text & Image

Standards
1 Standards edit
| [ Resources
24 Rubric
Form Viewer

Order Type

1c. Allrights reserved

supportf@livetext com

3. Select the Resources option.
4. Enter a Section Title and click the Finish button.

Edit a Resources Section

Users can add personal resources, and choose from LiveText resources or Discovery
Education™ streaming video resources.
Add a Personal Resource

1. From within the document, click the Edit link that corresponds with the
Resources section. The Edit link is located to the right of each section.

Resources & Edit
o rezources added.
Click edit to add resources.

\of 1S. La Grange Road, 2nd Floor, La Grange, IL 60525-2455 1-866-LiveText (1-866-548-3839)

Livelext

edu-solutions@livetext.com



Your partner for continuous improvement

Page 85 of 112

ADVANCED DOCUMENT AUTHORING

2. Rename the Resources section (optional) in the Section title text box located
below the Resource List tab.

L] Edit Section: Resources

_ Add Personal Resource Add LiveText Resource Add unitedstreaming Resource

Section title: [Resources |

O Title

Mo items found.

3. Click the Add Personal Resource tab.

the resource.
5. Click the Save button.

6. Click the Finish button in the top right corner of the Edit Section screen.

EE[ Edit Section: I@urces
m— Add LiveText Resource  Add unitedstreaming Resource

Name: |

URL (optional) | — |
T R— -

Description

Subject: ] English Language Arts [JFine Arts
[JForeign Languages [Jmathematics

[ Physical Development and Health [] Science and Technology
[ Social Science

Gradets

(5 [sove) [concel)
~"

Add a LiveText Resource

1. From within the document, click the Edit link that corresponds with the
Resources section. The Edit link is located to the right of each section.

Resources & eat
0 resources added.
Click edit to add resources.

2. Rename the Resources section (optional) in the Section title text box located
below the Resource List tab.

Enter the Name, URL (if applicable), Type, Description, Subject, and Grade(s) for

www.livetext.com
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Note: The first visit to
Discovery Education™
streaming requires registration.
Complete the registration form
but do not change the pre-
populated fields. Your personal
LiveText account will
automatically store your
Discovery Education™
streaming username and
password; therefore, it is not
necessary to write them down.

.
Livelext

1S. La Grange Road, 2nd Floor, La Grange, IL 60525-2455 1-866-LiveText (1-866-548-3839)

3. Click the Add LiveText Resource tab.
'—I%f[ Edit Section: Resources

_ Add Personal Resource  Add LiveText Resource Add unitedstreaming Resource

Section title: [Resources |

] Title
Mo items found.
4. Select the Type of resource, as well as Grades and/or Keywords to refine the

search.

Click the Search button.

A list of LiveText resources will be listed below the search box.

Select the checkbox to the left of each resource to be added.

Click the Add button located above the list of resources.

Click the Finish button in the top right corner of the Edit Section screen.
LE Page: Standards )

=] Edit Section: Resources

Resource List Add Personal Resource — Add unitedstreaming Resource
Search using the following criteria:
Gradels)

Keywords: |

(optional)

@

©o~NOO

Add a Discovery Education™ streaming Video
LiveText users with the LiveText plus Discovery Education™ streaming membership
may add Discovery Education™ streaming video resources to a LiveText document.

1. From within the document, click the Edit link that corresponds with the
Resources section. The Edit link is located to the right of each section.

Resources @ Edit

o resources added.
Click edit to add resources.

edu-solutions@livetext.com
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2. Rename the Resources section (optional) in the Section title text box
located below the Resource List tab.

'—Eﬁ Edit Section: Resources

Resource List Add Personal Resource Add LiveText Resource Add unitedstreaming Resource

Section title: [Resources |

[] Title
Mo items found.
3. Click the Add Discovery Education™ streaming Resource tab.
4. Click the Go button.

LE’L Edit Section: Resources | Fiwsh |

Resource List Add Personal Resource Add LiveText Resource = Add unitedstreaming Resource 3
i ina™ Vi 0\
unitedstreaming™ Video Resources ;mé’mmw

search unitedstreaming 4 //\\‘.—_’

o

Search for content using the Search text box in the top center of the screen or

search using the search links on the left side.

Click the Go button.

After the search results appear, select a resource by clicking its title.

Click the Play button to view the video.

Click the add to my LiveText Document link to add the resource to the

document.

10. If desired, edit the resource Name, Type, Description, Subject, and Grade(s), but
do not make changes to the URL.

11. Click the Save button.

12. Click the Finish button in the top right corner of the Edit Section screen.

©ooN®

Remove a Resource

1. From within the document, click the Edit link that corresponds with the
Resources section. The Edit link is located to the right of each section.

Resources & Edit

Mo rezources added.
Click edit to add resources.

Tip: To return to your LiveText
document without adding a
resource, click the LiveText
logo located in the top right
corner.

Your partner for continuous improvement
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2. Rename the Resources section (optional) in the Section title text box located
below the Resource List tab.

I—]%] Edit Section: Resources
_ Add Personal Resource Add LiveText Resource  Add unitedstreaming Resource

Section title: [Resources

|

[] Title

Mo items found.

3. From within the Resource List tab, select the checkbox to the left of each

resource to be removed.
4. Click the Remove button located above the list of resources.
[Finish |

LE] Edit Section: Resources
_ Add Personal Resource  Add LiveText Resource  Add unitedstreaming Resource

Section title: [Resources |
(showing 1-1 0f 1 ) B0 11

(remoe| ()
= Edit

[ Title —~
[ UNTITLED 5 edit

5. Click the OK button in the “Are you sure you want to remove checked items?”

window.
6. Click the Finish button in the top right corner of the Edit Section screen.

edu-solutions@livetext.com
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Create a Rubric Section

1.  While viewing the document, click the Manage Section link on the page where
the new Rubric section is needed.

Document Wiew Edit Properties Manage Pages

E Submit Assignment |§ Send for Review & Share % Copy Print a Export H Save as Template

FAQ 1 Manage Sections
Logging in / Registering and Account Problems 2 Edit
Question

| get an “Invalid Login® error when | try to log in to LiveText. Why?

2. Click the Create Section button.
3. Select the Rubric option.
4. Enter a Section Title and click the Finish button.

= .
L= Edit Page:Standards I[6oto..]|
(snowing 120130 g |
e 5 ({2l ) 1o unvce ) | e ke ) [coy) ot </
3 Text & Image order Type
[B; Standards
1 Standards edit
[0 Resources
2 Resources dit

% Rubric

B4 Form Viewer

—uc Allriohts reserved I =unnor@livetext com

Edit a Rubric Section

1. From within the document, click the Edit link that corresponds with the Rubric
section. The Edit link is located to the right of each section.
2. Rename the Rubric section (optional) in the Section title text box.

Add/Edit Rubric Levels (Columns)

1. Select from the predefined set of levels in the dropdown menu, or click the
corresponding Add button located to the right side of the screen for each
additional level (or column).

I 5 . N Finish
LEFL Edit Section: Rubric
Section title: [Rubric |
iChoose a set of levels... i~ 1
Choose a set of levels__ )
Mastery, Accomplished, Developing, Beginning
Advanced. Proficient, Developing. Beginner
| Exemplary, Proficient, Partially Proficient, Incomplete

Far Exceeds, Exceeds, Meets, Does Mot Meet Expectations

Tarnat Accentahla llnaccantahl

2. To edit a level, click its title to open an edit window.

¢ Edit the name of the Level.

e Adjust the level's Points value, if applicable.

e Position the level in relation to the other levels. By default, the level's present
position is listed.

e To delete a level, click the delete button.

e Insert a new level by clicking the insert button (which will shift existing levels
to the right).

e To add a level, click the Add button.

Your partner for continuous improvement www.livetext.com '\%
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Section title: [Rubric

Target (2 pts) Accy
Level

E Position move
3) | delete | this level 2
new level here J

insert

3. Continue editing the rubric levels, elements, and cells. When finished, click the
Save button.

Add/Edit Rubric Elements/Objectives (Rows)

1. To add an element, click the Add button on the left side of the screen.
2. To edit an element, click its title to open an edit window.

e Edit the name of the Element.

e Set the element’s relative Weight.

o Position the element in relation to the other elements. By default, the
element’s present position is listed. Click the Position field box to view the
positions of the elements. To reposition the element, enter a new position
number. The other elements in the rubric will shift accordingly.

e To delete an element, click the delete button.

e Insert a new element by clicking the insert button (this will shift existing
elements down).

o |If standards are added to the document, a list of available standards will
appear. These standards can be associated with the rubric element by
highlighting the standard(s) from the Available Standards menu and clicking
the << add button.

e Toremove standards from the element, click the standard(s) from the
Assigned Standards menu, and click the remove button.

Section title: [Rubric

T armat 03 adat A rrnmtabla o |:|t3}
Element |Element 1) |
Element 1 .
141 (100%) Weight 5
1 Position move £
7 Ass=igned Standards: Awailable Standards:
[E | MCATE.1
3 =1 MCATE. 1.4
) | | | HCATE.1.B
18997-2008 LiveText, Ir |
remove o add

3. Continue editing the rubric levels, elements, and cells. When finished, click the
Save button.

.
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Edit Rubric Cells

1. Double click the rubric cell that corresponds with the level and element, and enter
text. Text from other sources can be pasted (Ctrl + v) into each rubric cell.

2. Continue editing the rubric elements and cells, then click the Save button.

3. Toreturn to view mode, click the Finish button located in the top right of the Edit
Section screen.

Ly Edit Section: Rubric @

Section title: [Rubric |

Target (3 pts) Acceptable 2 pts) Unacceptable (1 pt)

Element 1

111 (100%) @

(Add |
(o)
&S [save] | [canca]

Create a Form Viewer Section

The Form Viewer section displays your responses to a selected LiveText form and is
only applicable if you have taken a LiveText form. The Form Viewer allows for a
form and its answers to be included in a LiveText document that can be shared with
others for viewing and evaluation purposes.

1. While viewing the document, click the Manage Section link on the page where
the new Form Viewer section is needed.

4. Documents Main Page

LiveText Frequently Asked Questions

Document Wiew Edit Properties Manage Pages

Submit Assignment @ Send for Review éashare @ Copy @ Print a Export H Save as Template

FAQ @ Manage Sections

Logging in / Registering and Account Problems &2 Edit

Question
| get an “Invalid Login™ error when | try to log in to LiveText. Why?

2. Click the Create Section button.
3. Select the Form Viewer option.

L5 Edit Page:Purpose I[Goto. |
( showing 1-2 1 1

| 4

[] Title Order Type o

[ [& Purpose 1 Text & Image edit

[ [& Form Viewer 2 Form Viewer edit

4. Enter a Section Title and click the Finish button.
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Note: The Form Viewer section
will only retrieve and display
form information that you have
taken and submitted in your
LiveText account.

.
Livelext
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Edit a Form Viewer Section

1. From within the document, click the edit link that corresponds with the Form
Viewer section. The edit link is located to the right of each section.

L]%] Edit Page:Purpose

(Propertea] | (Goto. o Fnsn]

( showing 1-20f2) | 1 !

[ Create secton | [Oraer e e | | Eat T | Cony [ Deete

[ Title Order Type

[ [ Purpose 1 Text & Image edit
[0 & Form Viewer 2 Form Viewer edit
Rename the Form Viewer section (optional) in the Section title text box.
Select a form from the Form dropdown menu.

Click the Save button.

To return to view mode, click the Finish button located in the top right of the Edit
Section screen.

LE] Edit Section: Form Viewer | Finish

Section title: [Form Viewer
"y

aorwd

Form: | Training form March 08

@) o) e

Form Viewer

What is your firet and last name?

Please state vour date of birth:

Which feature was the easiest to learn?

Aure wou a current LiveText member?

Was the Ebhvd demo beneficial and did it address your concerns?
Ethnicity:

Gender:

How did vou hear about LiveText products?

The section will display the questions and responses of the form selected.

edu-solutions@livetext.com



Page 93 of 112

ADVANCED DOCUMENT AUTHORING

Create a New Section

1. From within a document, click the page title to be edited.

2. Click the Manage Sections button located in the top right corner of each page
within the document.

Document View Edit Properties Manage Pages

Submit Assignment Send for Review éa Share @ Copy Print a Export u Save as Template

FAQ @ Manage Sections

&2 Edit

Logging in / Registering and Account Problems

Question
| get an “Invalid Login™ error when | try to log in to LiveText. Why?

3. Click the Create Section button on the right side of the screen.

4. Select the section type (e.g. Text & Image, Standards, Resources, Rubric, Form
Viewer) from the dropdown menu.

5. Enter a Section Title.

6. Click the Finish button.

= Edit Page:FAQ Properties | | Goto... | Finish)

(showing 1-6 of 6 ) | 1 1

Create Section; r Unhide | | [ Edit Titles Delete
[ Text & Image N

[ standards

Order Type
Xegistering and AccountPrablems 1 Text & Image

edit
|2 Resources

[ Rubric

Submitting Problems 2 Text & Image edit

1d Exhibit Center Problems Text & Image

[B Form Viewer

3 edit
" ument Problem: 4 Text & Image

5

6

edit
[] [& Browser Problems

[] [ Text&Image

Text & Image edit

Text & Image

edt

The section will be displayed in the Edit Page screen.
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Manage Sections

Users can create, sort, hide, unhide, edit titles, copy, delete, and edit/modify sections
within a page.

Order Sections

1. From within a document, click the page title to be edited.
2. Click the Manage Sections button located in the top right corner of each page
within the document.

Document View Edit Properties: Manage Pages

Submit Assignment @ Send for Review éa Share @ Copy Print a Export H Save as Template

FAQ @ Manage Sections

Logging in f Registering and Account Problems & et

Question
| get an “Invalid Login™ error when | try to log in to LiveText. Why?

3. Click the Order button.

L5 Edit Page FAQ [ Propertes | Goto..< | [Fnsn]

( showing 1-7of 7 ) ¥ 1

(Crte Secton | Order ™ e e | i T (Copy ) Dol

[ Title Order Type

[ [& Logging in/Registering and AccountProblems 1 Text & Image edit
[ [& Sharing and Submitting Problems 2 Text&Image edit
O @‘ Repaorting and Exhibit Center Problems 3 Text & Image edit
F General Document Problems 4 Text & Image edit
O Browser Problems 5 Text&Image edit
[ [B Text&Image B Text&Image edit
[ [B Rubric 7 Rubric edit

Select a section title.

Click the up and down scrolling arrows to order the sections.

Click the Save button.

Click the Finish button located in the top right corner of the screen to view the
document.

No ok

L& Edit Section Order

Logging in / Registering and Account Prol[i]
Sharing and Submitting Problems

Reporting and Exhibit Center Problems
General Document Problems @
Browser Problems

Text & Image

Rubric @

[ save | | [ cancet |
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Hide Sections

1. From within a document, click the page title to be edited.
2. Click the Manage Sections button located in the top right corner of each page
within the document.

Document Wiew Edit Properties Manage Pages

Submit Assignment @ Send for Review éa Share @ Copy Print a Export H Save as Template

FAQ @ Manage Sections

Logging in / Registering and Account Problems £ edit

Question
| g=t an “Invalid Legin™ errer when | try to log in to LiveText. Why?

3. Select the checkbox to the left of each section to be hidden.
4. Click the Hide button.

(showing 1-7 of 7} | 1

I—J%l Edit Page:F@ Properties | | [ Goto..~ | | [ Finish

[ Create Section | [Order | it Uniid] | €8 Tt Copy [ Delte]

Your partner for continuous improvement

[ Title Order Type
[} @‘ Logging in/ Registering and Account Problems 1 Text & Image edit
[ [&5 Sharing and Submitting Problems 2 Text&Image edit

5. The section title(s) will be visible in gray in the Edit Page screen but will not be
visible in view mode.
6. Click the Finish button in the top right corner of the screen to view the document.

Unhide Sections

1. From within a document, click the page title to be edited.
2. Click the Manage Sections button located in the top right corner of each page
within the document.

Document Wiew Edit Properties Manage Pages

Submit Assignment @ Send for Review éa Share @ Copy Print a Export H Save as Template

FAQ @ Manage Sections

Logging in / Registering and Account Problems £ edit

Question
| g=t an “Invalid Legin™ errer when | try to log in to LiveText. Why?

3. Select the checkbox to the left of each section to be unhidden. The title of each
hidden section is displayed in gray.
4. Click the Unhide button.

L5 Edit PageFAQ Properies | [ Goto..o || [Fnsh
@ ( showing 1-T0f7 ) | 1 1

(Cremte Section < (e ||t Tites Copy Daete

] Titie Order Type

O @] Logging in / Registering and Account Problems 1 Text & Image edit

F @] Sharing and Submitting Problems 2 Text & Image Eedit

5. The section title(s) will be visible in black in the Edit Page screen and will be
visible in view mode.
6. Click the Finish button in the top right corner of the screen to view the document.

www.livetext.com

.V
Livelext



Page 96 of 112

ADVANCED DOCUMENT AUTHORING

Edit Titles

1. From within a document, click the page title to be edited.
2. Click the Manage Sections button located in the top right corner of each page
within the document.

Document Wiew Edit Properties Manage Pages

Submit Assignment Send for Review én Share @ Copy Print a Export H Save as Template

FAQ 6 Manage Sections

Logging in / Registering and Account Problems £ Edt

Question
| g=t an “Invalid Legin™ errer when | try to log in to LiveText. Why?

3. Select the checkbox to the left of each section title to be edited.
4. Click the Edit Titles button.

[T Edit Page:FAQ [rrcparses I o tos I ree

(showing 1-Tof 7 ) | 1

[ Create Section | [Order i Unhid] | €8t s Copy | Dette|

[ Title Order Type
[} @ Logging in/ Registering and Account Problems 1 Text & Image

@

[ [&5 Sharing and Submitting Problems 2 Text&Image

5. Enter/modify the title for each section.

E Edit Section Titles

@
3

Title: |Lngging in ! Registering and Account Problems
Title: |Text& Image

@[Save] | [ cancel |

6. Click the Save button.
7. Click the Finish button in the top right corner of the screen to view the document.
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Copy

1. From within a document, click the page title to be edited.
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2. Click the Manage Sections button located in the top right corner of each page

within the document.

Note: Copying a section will
copy all content within the

Document Wiew Edit Properties Manage Pages

E Submit Assignment @ Send for Review éE Share @ Copy Print a Export H Save as Template

FAQ

Logging in / Registering and Account Problems

Question
I g=t an “Invalid Login™ errer when | try to log in to LiveText. Why?

2

section.

Manage Sections

2 Edit

3. Select the checkbox to the left of each section to be copied.
4. Click the Copy button.

L5 Edit Page:FAQ

Properties | | | Go to...< || | Finish

-
[Create Section | | [ Order | Hide | [Unhide | | [ Edit Titles Delete

[ Title Order Type
[0 [ Loaging in/Registering and Account Problems 1 Text & Image
F Er‘ Sharing and Submitting Problems 2 Text & Image

( showing 1-7T of 7 ) | 1

edit

edt

5. A copy of the section(s) will be displayed in the Edit Page screen.
6. Click the Finish button in the top right corner of the screen to view the document.

Delete

1. From within a document, click the page title to be edited.

2. Click the Manage Sections button located in the top right corner of each page

within the document.

Document Wiew Edit Properties Manage Pages

E Submit Assignment @ Send for Review éE Share @ Copy Print a Export H Save as Template

FAQ

Logging in / Registering and Account Problems

Question
I g=t an “Invalid Login™ errer when | try to log in to LiveText. Why?

2 Manage Sections

2 Edit

3. Select the checkbox to the left of each section to be deleted.
4. Click the Delete button.

Note: Deleting a section will
delete all content within the

section.

LE Edit Page:FAQ [ Popersce oo i F==an
4 {showing 1-7 of 7} | 1
[Create Section = || [ Order || Hide || Unhide | | [ Edit Titles Delete
] Title Order Type
O @‘ Logging in / Registering and Account Problems 1 Text & Image edit
[ [& Sharing and Submitting Problems 2 Text & Image edit
5. Click the OK button in the “Are you sure you want to delete checked items?”
window.
6. The section(s) selected will be deleted.
7. Click the Finish button in the top right corner of the screen to view the document.

Your partner for continuous improvement
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Edit/Modify a Section

Note: The steps and process 1. From within a document, click the page title to be edited.
for editing a section will vary 2. Click the Manage Sections button located in the top right corner of each page
based on the section type. within the document.
zéiisserstf:;;z tf';‘:edmn Toxt 3. Click the edit link located to the right of each section.
& Image, Standards : 4. Edit/Modify the content within the section.
j ' 5. Click the Finish button in the top right corner of the screen to view the document.

Resources, Rubric, or Form
Viewer sections.

Create a New Page

1. From within a document, click the Manage Pages tab. The Manage Pages tab is
the third tab from the left within the document.

Document View Edit Properties lManage Pages

E Submit Azsignment E Send for Review EaShare % Copy Print a Export H Save as Template

FAQ @ Manage Sections

Logging in / Registering and Account Problems 2 edt

2. Click the Create Page button.

% Edit Document: LiveText Frequently Asked Questions =

(showing 1-10f1) 1 1 1

2T\
(Create Page (2 Jer [1ae] [unnice | | [EwtTiles | Coy | Detete |
-,
[ Title Order
OB Fra 1 edit |

3. Enter a Page Title.
4. Click the Finish button.

The page will be displayed in the Edit Document screen.
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Manage Pages

Users can create, sort, hide, unhide, edit titles, copy, delete, and edit/modify pages
within a document.

Order Pages

1. From within a document, click the Manage Pages tab. The Manage Pages tab is
the third tab from the left within the document.

Document View Edit Properties Manage Pages

Submit Assignment a Send for Review ERShare % Copy Print a Export H Save as Template

FAQ 6 Manage Sections

Logging in f Registering and Account Problems

2. Click the Order button.

= Edit Doc:gent: LiveText Frequently Asked Questions el

( showing 1-10f1) C D
[Create Page | | "Order Unhide | | [ Edit Titles Delete N
[ Title Order
OB FAQ 1 et

3. Select a page title.
4. Click the up and down scrolling arrows to order the pages.

I=] Edit Page Order

FAQ
Comments

(« ®

[ save | | [ cancel |

5. Click the Finish button.
6. The ordered pages will be displayed in the Edit Document screen.

Your partner for continuous improvement www.livetext.com '\“f
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Hide Pages

1. From within a document, click the Manage Pages tab. The Manage Pages tab is
the third tab from the left within the document.

Document View Edit Properties Manage Pages

Submit Assignment Send for Review éashare @ Copy Print a Export H Save as Template

FAQ Manage Sections

@ &2 Edit

Logging in / Registering and Account Problems

2. Select the checkbox to the left of each page to be hidden.
3. Click the Hide button.

lzl Edit Document: LiveText Frequently Asked Questions =
(showing 1-10f1) 1 ‘ |

[Create Page | | | Order Unhide | | [ Edit Titles Delete o

[] Titie Order

mEERL 1 edit

4. The page title(s) will be visible in gray in the Edit Document screen but will not be

visible in view mode.
5. Click the Finish button in the top right corner of the screen to view the document.

Unhide

1. From within a document, click the Manage Pages tab. The Manage Pages tab is
the third tab from the left within the document.

Document View Edit Properties Manage Pages

Submit Az=ignment Send for Review &Shﬁre % Copy Print a Export H Save az Template

FAQ @ Manage Sections

Logging in / Registering and Account Problems 2 edt

2. Select the checkbox to the left of each page that is hidden. The title of each
hidden page is displayed in gray.
3. Click the Unhide button.

E Edit Document: Lgext Frequently Asked Questions el
(showing1-2072) S
 (Order] [Fide | (Uniide | | [Eait Tities | (Copy ) Deete -
[ Title Order
O % FAQ 1 edit
O B Comments 2 edit

4. The page title(s) will be visible in black in the Edit Document screen and will be

visible in view mode.
5. Click the Finish button in the top right corner of the screen to view the document.
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1. From within a document, click the Manage Pages tab. The Manage Pages tab is

the third tab from the left within the document.

Document View Edit Properties Manage Pages

Submit Assignment Send for Review éa Share @ Copy Print a Export H Save as Template

FAQ e

Logging in / Registering and Account Problems

Manage Sections

& Edit

2. Select the checkbox to the left of each page title to be edited.
3. Click the Edit Titles button.

L_E_J Edit Document: LiveTe quently Asked Questions

Cpropertes) | [Goto..<] | s

12]

(showing 1-1 of 1 ) 1 1 1

Create Page | | | Order Unhide | | [ Edit Titles Delete

[] Title Order

OR Faa 1

4. Enter/modify the title for each page.

LB Edit Page Titles

Title: [Comments

[ save | | [ cancel |

5. Click the Finish button.

Your partner for continuous improvement

www.livetext.com

.V
Livelext



Page 102 of 112

ADVANCED DOCUMENT AUTHORING

Copy

1. From within a document, click the Manage Pages tab. The Manage Pages tab is
the third tab from the left within the document.

Note: Copying a page will copy
all sections and content within
the page.

Document View Edit Properties Manage Pages

Submit Agsignment Send for Review | & Share @ Copy Print a Export| [ Save as Template

FAQ 6 Manage Sections

Logging in / Registering and Account Problems £ et

2. Select the checkbox to the left of each page to be copied.
3. Click the Copy button.

= ) a 17]
IEI Edit Document: LiveText Freqt@y Asked Questions PPropertees Jl cono ]
( showing 1-10f1 ) ! a
edit

[Create Page | | | Order Unhide | | [ Edit Titles Delete

[ Title Order
O & Fra 1

4. A copy of each page selected will be displayed in the Edit Document screen.
5. Click the Finish button in the top right corner of the screen to view the document.

Delete

1. From within a document, click the Manage Pages tab. The Manage Pages tab is
the third tab from the left within the document.

Note: Deleting a page will
delete all sections and content
within the page.

Document View Edit Properties Manage Pages

Submit Agsignment Send for Review | & Share @ Copy Print a Export| [ Save as Template

FAQ 6 Manage Sections

Logging in / Registering and Account Problems £ et

2. Select the checkbox to the left of each page to be deleted.
3. Click the Delete button.

= q TAF . 12]

lfl Edit Document: Live Text Frequently Asked Questions (propertes] (o0, [Fish
( =howing 1-1 0f1) | 1 1

(Create page | | | Order | 1de | [unne | | [Eat Tites | copy [ Delete

[] Title Order

OB Faa 1 o

4. Click the OK button in the “Are you sure you want to delete checked items?”
window.

5. The page(s) selected will be deleted.

6. Click the Finish button in the top right corner of the screen to view the document.
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Edit/Modify a page

1. From within a document, click the Manage Pages tab. The Manage Pages tab is Please refer to the
the third tab from the left within the document. documentation for Create/Edit
. . . a Section for more information
Document View Edit Properties Manage Pages about managing sectionsloia
Submit Assignment Send for Review éashare @ Copy Print a Export H Save as Template page.
FAQ @ Manage Sections
Logging in / Registering and Account Problems & eat
2. Click the edit link located to the right of each page.
Edit Document: LiveText Frequently Asked Questions [oropertics I otov I Feias
(showing 1-2of2) ¢ 1 1
I I
[ Title Order
O B FaQ 1 edit
[] & Ccomments 2 edit
3. The Edit Page screen will open with options to create, edit/modify, sort, hide,
unhide, edit titles, copy, and delete sections of a page.
4. When finished editing or managing the sections of a page click Finish.
Your partner for continuous improvement www.livetext.com '\“f
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\0

Discussion Board

Discussions can be enabled at the page level of a document. Viewers and editors of

the document will be able to participate in the discussion board.

1. From the document view screen, click the Manage Pages button..

LiveText Frequently Asked Questions

Document View Edit Properties Manage Pages 6

E Submit Assignment E. Send for Review éa Share @ Copy Print a Export H Save as Template

FAQ

Manage Sections

2. Click the edit link that corresponds to the page where the discussion will be
enabled.

l%l Edit Document: LiveText Frequently Asked Questions

[Create Page| | [Order | Hide| ‘unhide | | [EitTtes | Copy | Detete |

(bropertes] | [Gato..< Finen]

(showing 1-20f2) 1 1 1
[ Title Order
0O B FAQ 1 e por
[0 & Comments 2 edit
3. Click Properties in the top right- hand corner.
L Edit Page:FAQ

[Croate Secton || [Order | Fide | Ui | (£ Tites | Copy | Dot

@"

(=howing 1-7 of 7) 14 4 11 I
[] Title

Order Type

| Er‘ Logging in / Registering and Account Problems 1

Text & Image

[F Er‘ Sharing and Submitting Problems 2 Text & Image

@
=3

@
&

4. Check the box Enable discussions on this page
5. Click Save.

L%[ Edit Page Properties: FAQ

Page title: [FAQ

Enable discussions on this page

| save | | | Cancel |

6. Click Finish. You will be taken back to the document view page and the Post
new message link appears at the bottom of the page.

7. Click on the Post new message link and a discussion board window opens.

+ Po=t Mew Message

8. Enter a Subject and/or message in the text box below.

Livelext
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+ Post New Message

Subject: ||

®

Preview Sawve Cancel

Three options are made available:

A. Preview: preview the message before posting

B. Save: saves and posts the message

C. Cancel: cancels the message and it will not be posted

Within the Preview mode, three additional options are available:

A. Post: the message will be posted
B. Edit: the message can be edited before posting

C. Cancel: cancels any editing and the message will not be posted

Your partner for continuous improvement

www.livetext.com

Note: A Subject is required in
order to post a message. Each
entry is date and time stamped
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Change Document Properties

After a document is created, the document's Title, Description, Type, Layout, or Style
may be modified.

Title

After a document is created, the document's Title may be modified.

1. From within a document, click the Edit Properties tab. The Edit Properties tab is
the second tab from the left and is located between the Document View and
Manage Pages tabs.

LiveText Frequently Asked Questions

Document View Edit Properties Manage Pages

Submit Assignment | Q) Send for Review | & share | B Ccopy Print| | @) Export | Save as Template

FAQ Manage Sections

2. Modify the Title.

LiveText Frequently Asked Questions Oy TSR]

Document View Edit Properties Manage Pages

e Title | | eText Frequently Asked Questions

Description
TYPE | project [w]
Loy
Style | Defautt - Right Table of Contents (]
B save
3. Click the Save button on the lower right side of the Edit Properties tab.
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Description

After a document is created, the document's Description may be modified. A
document description provides supporting rationale for the purpose or function of the
document.

1. From within a document, click the Edit Properties tab. The Edit Properties tab is
the second tab from the left and is located between the Document View and
Manage Pages tabs.

LiveText Fregntly Asked Questions

Document View Edit Properties Manage Pages

Submit Assignment Send for Review | & Share | Y copy Print, | Export | B Save as Template

FAQ Manage Sections

2. Modify the Description.

LiveText Frequently Asked Questions Oy CTTSTETTTCZge]

Document View Edit Properties Manage Pages

Title | jyeText Frequently Asked Questions

Descriiﬁon

TYPE | project

Lovon

Style | pefautt- Right Table of Contents (]

E Save
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-
Type

After a document is created, the document Type may be modified.

1. From within a document, click the Edit properties tab. The Edit Properties tab is
the second tab from the left, and is located between the Document View and
Manage Pages tabs.

LiveText Frequently Asked Questions

Document View Edit Propertiez Manage Pages

Submit Assignment | [ Send for Review || & Share | B copy Print| | @) Export B8 Save as Template
FAQ @ Manage Sections

2. Select a document type (e.g. Assessment, Course, Lesson Plan, Project, or
Portfolio) from the Type dropdown menu.

LiveText Frequently Asked Questions Oy CTTSTETTTCZge]

Document View Edit Properties Manage Pages

Title | jyeText Frequently Asked Questions

Description

@~ = =

Layout Single Page [El

Style | pefautt- Right Table of Contents (]
E Save
3. Click the Save button on the lower right side of the Edit Properties tab.
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|

Layout

The layout of a document may be modified to display it in a Single Page or Multi
Page Layout. A Single Page Layout displays the entire document on one page, and
a Multi Page Layout displays the document one page at a time.

After a document is created, the document layout may be modified.
1. From within a document, click the Edit Properties tab. The Edit Properties tab is

the second tab from the left, and is located between the Document View and
Manage Pages tabs.

LiveText Frequently Asked Questions

Document View Edit Properties Manage Pages

Submit Azsignment E Send for Review &Share @ Copy Print a Export H Save as Template

FAQ Manage Sections

2. Select a document layout (e.g. Single Page or Multi Page) from the Layout
dropdown menu.

LiveText Frequently Asked Questions

Document View Edit Properties Manage Pages

7 SIS ait TTZg e}

Title LiveText Frequently Asked Questions

Description

TYPe | project [w]

@ Layout single Page [i]

Style | pefautt - Right Table of Contents (]

H Save

3. Click the Save button on the lower right side of the Edit Properties tab.
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Style

A Document Style is a group of formats (such as color, size, and position) that can be
applied to a LiveText document.

1. From within a document, click the Edit Properties tab. The Edit Properties tab is
the second tab from the left, and is located between the Document View and
Manage Pages tabs.

LiveText Frequently Asked Questions

<

Document View Edit Properties Manage Pages

E Submit Assignment E. Send for Review éa Share @ Copy Print a Export H Save as Template

FAQ Manage Sections

2. Select the Style.

LiveText Frequently Asked Questions Oy CTTSTET e

Document View Edit Properties Manage Pages

Note: Different components of Title | | jveText Frequently Asked Questions
a LiveText document (such as
titles, pages, and sections)
support different formats.
There are various system
default document styles that
can be applied.

Description

TyPe | project [w]

Layout Single Page [i]

@5“"3 | Defaut - Right Table of Contents [v]
B save
3. Click the Save button on the lower right side of the Edit Properties tab.
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Print a LiveText Docu

This section of the guide will discuss how

ment

to print a LiveText document.

1. From the Documents Tab, click the title of the document to print.
Documents
Wy Work Inbox Sent Trash Al Manage My Labels
My Work
Sh

& New...| Apply Label @ | Move Label B || Y Remove Label | I Delete
O Title Type
il Assignment 1 @ Leszon Flan

2. Click the Print icon. A print preview version of the document opens.

Document View | Edit Properties  Manage Pages

Table of Contents

imet Hide: Submit Assignment |§ Send for Review ER Share @ Copy Print a Export H Save as Template

3.

If desired, click the titles of pages or sections to exclude them from printing.

Click titles of pages or sections to prevent them from printing

Hide non-printable | Print | Go Back

Assignment 1

show@rt\es
Lindo Do

Click the Print link.

finish printing the document.
Click OK to begin printing.

rint

Use the options provided by the computer’s operating system and web browser to

Printer
Mame:

Status:
Type:
Where:
Comment:

~ Print range:
[OF.
() Pages

Selectio

~ Print Frames

As laid out on the screen
The selected frame

Each frame separately

—
Ready
HP LaserJet 1220 Series PCL
smoothy
[ Print to file
- Copies -
Mumber of copies:

from: to:

n

g -

| [ Cancel
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LiveText Support Team

If further questions arise regarding the application, contact LiveText at:

LiveText Tech Support
Phone: 1-866-LiveText (1-866-548-3839)

Email: support@livetext.com
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