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Faculty Guide

When users of LiveText register their accounts they become one of three distinct
roles. Accounts will become Admin, Faculty or Student accounts. Each of these has
different and unique responsibilities and abilities. In this section we will be examine
the role of the faculty and how their responsibilities differentiate from the Admin and
Student Accounts.

The following sections in the Faculty guide discuss and demonstrate how to examine,
create and assess assignments. The basic navigation and lay out of LiveText
accounts for faculty is shown to the users. In each section detailed step by step
directions are given for the creation and assessing of assignments that each student
will be responsible for submitting.

Assignment Progress Bar

Documents: 3 = Community ExhibitCerter

Active Assignments | Active Documents | Active Reviews
LT 402 - Section 1
@ Assignment #2 03.06 20
T e
L | 1.
s e e S s S —

Assignment progress bars are displayed in the Active Assignments area on

the Dashboard as well as the course assignment pages. Each progress bar
Note: Users can click the displays the submission status for an assignment including a count of the
progress bar o view the number of students who have not submitted work, the number of students
names of students who are .
Awaiting Submission, Awaiting awaiting assessment, and the number of students who have been assessed.
Assessment, or assessments The progress bar is color coded to indicate the submission status for each
that have been Completed given assignment.

.
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Awaiting Submission

This bar displays the number of students who have not submitted and/or need
to resubmit their assignments.

Awaiting Assessment

Note: This bar does not
always indicate that the
assessments have been
published to students.

|

This bar displays the number of students who have submitted their

assignments but have not been assessed by the instructor. Instructors are able to
adjust settings to release
Completed assessments to students

at the time of
assessment, or to publish
the assessments to
multiple students in the
This bar displays the number of submissions that have a corresponding final course at the same time.

assessment from the instructor.
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Create a Course Assignment

1. Click the Courses tab located at the top of the screen.

2. Click the Title of the Course Code or Course Name within the All Courses area.

C4 h)'. - -'\".
LiveText
1. Courses Main Page

All Courses

+ Course Code Course Hame
29 M LT102-1 Education 101
Ml LT103-1 LiveText 101

3. Click the Assignments tab located under the course title.

4. Click the New Assignment button located in the top right of the Course
Assignments Overview area.

B
LiveText o Documents R Forms Community B min Admin

L. Courses Main Page Education

LT102-1 \3)

Owverviey Assignments Student Graces Outcomes & Standards Announcements Discussions

4
\) E. Mewr Assignment

Course Assignments Overview

Assignment Date Assigned Due Date Status Progress
E Assignment =2 0272972008 03062005 Past Due
3 i
E LT 101 022172008 060172008 Past Due —
7 il il
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5. Enter a Title for the assignment.
6. Enter a Description (optional).

7. Select a Post Date for the assignment. This is the date that the assignment will
be displayed in the student’s account.

8. Select a Due Date for the assignment.

9. Select the Viewable to Students checkbox if a student is required to submit an e 0 R el i e
artifact for the assignment. If the checkbox is not selected, the assignment will not be an assessment conducted
be displayed on the student’s Dashboard, but will be displayed on the faculty on class participation or an oral
Dashboard. presentation. Students will be

able to access their grades and

: - evaluations for these
t. Courses MainPage = 4. LT102-1 = 4. LT102 Assignments +. assignments from within the

Cresting... Course Assignments tab.
New Assignment

Aszignment Details

S ) Title (Required)

Description

o

7)
Post Date Do not post it yet v

8 ) Due Date - - P i i
9) Viewable to Students
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10. Insert the Assessment Method (optional) that will be used when student
submissions are evaluated. Multiple assessments documents may be inserted.

Assessment Method

10apsert More Assessment Rubric(s)

Browse...

Assessment Type Summative | W

Publish Grades |:|

Click the Browse... button

Select a Label (e.g. My Work, Inbox, or a custom label) where the

Note: By definition, document is located.

formative assessments

are on'_‘éomg c. Select the checkbox located to the left of each document to be
assessments., reviews, inserted.

and observations.

Summative assessments d. Click the Insert Document(s) button.

are typically culminating
or final assessments
used to evaluate the Assessment Method
effectiveness of
instruction and learning

Insert More Assessment Rubric(s)

at the end of an Showing 1-5 of 75 1

academic term, year, or @ 10b

at a pre-determined time. = Insett Documentis) | View Label | ) g
O Tite 1 Type Date

1\09 O BIO 390 Exain 1 Practice Test Azzezsment 08428,

O SOE PortfolioS0 Assessmert Rubric May 2007 Azzessment 0417
O SOE Research Syrthesis Writing Rubric: 07 Azzessmant 04125
O Performance Assessment Aszzessment 0810,
O Rukbric Assessment 08M0,

Shovwing 1-5 of 78 1

11
\J Assessment Type SUmmative W

Publish Grades D

11. Select the assessment type, “Formative or Summative”. This is a tag designed
to identify Formative or Summative assessments.

12. Optionally, select the Publish Grades checkbox. If the Publish Grades checkbox
is selected students will receive their grades and evaluations once it has been
completed by the instructor. If the checkbox is not selected, the instructor will
release all grades and evaluations for each assignment to students
simultaneously from within the Submission & Grades tab.

.
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13. Insert Assignment Templates (Optional) if the assignment requires a new
LiveText document for student use. Multiple templates may be inserted.

Click the Browse... button.
Select a Label (e.g. My Work, Inbox, or a custom label) where the
document is located.

c. Select the checkbox located to the left of each document to be

inserted.
d. Click the Insert Document(s) button.

Assignment Templates

Insert template(s) if the assignment requires a new document.

13c + Inzert Docurment(s] View Label: | pywiok &

O 1 Title Type Date
139 O Wialmart 2005 Case Stu Praject Apr 09
|:| COEHS Syllabus Template 1 Course Lpr 03
O uitles Project Apr 17T
O Joe Magel's Portfolio Sample Partfalia Feb 13
[F] atie Wiood's Honors Program Portfolio; Fall 2007 Paortfolio Apr 03

14. The Outcomes & Standards area will automatically display any standards that
are aligned in the assessment rubrics selected. Users can also choose additional
Outcomes & Standards that the assignment meets.

Click the Browse... button.

Enter the state, standard set name or acronym, or keywords.

Click the Search button.

A list of applicable standards will be displayed below the search area.

2 o oo

Enter new search criteria in the text box or click the links to refine the
search.

e. Select the checkbox to the left of each outcome or standard to be
added.

f. Click the Add Selected Outcomes & Standards button located

below the list of standards.
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15. Optionally, select Resources for students, including a LiveText document,
web site, or file attachment.

a. Insert LiveText Document(s):

l. Click the Browse... button in the Insert LiveText Document(s)
area.

II.  AnInsert LiveText Link pop-up window will open.

lll. Select a Label (e.g. My Work, Inbox, or a custom label) where
the document is listed.

IV. Select the checkbox located to the left of each document to be
added.

V.  Click the Insert button.

b. Inserta URL:
l. Enter the URL (e.g. www.livetext.com) in the Insert a URL text

box.
I. Click the Insert button.

c. Insert Attachment(s):

Note: The process will vary l. Click the Browse... button in the Insert Attachment(s) area.
based on the operating system II.  Search and select the target file for upload
CI LR lll.  Click the Upload button.

IV. Once the upload is complete, click the Browse... button to
upload another file or click the Done with upload button.

16. When finished editing the assignment details, click the Save Assignment
button located in the lower right of the Assignment Details area.

-
a
G

Insert LiveText F1 5b1ent(s}

Browse...

Insert an URL

1
Insfﬂttachment(s}

| |[ Browse... ][ Upload

Inzert

H Done

lﬁ)

E Save Aszighment x Cancel

.
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Best Practice: Giving Students Viewing Rights to
Assessments

In many assignments, it is best practice to provide students with a copy of the
assessment rubric before they begin their assignment. This provides students
with an understanding of the expectations and criteria for assessment.
Administrators and instructors may provide assessment rubric(s) by adding it
as a Resource in the Assignment Details. However, the shared access of the
assessment must be set as a Public URL or shared with individual users or
groups.

Option 1: Add the Assessment as a Resource

1.

While creating/editing an assignment, scroll down to the Resources area.
The Resources area is the final section in the Assignment Details tab.

Click the Browse... button in the Insert LiveText Document(s) area.
An Insert LiveText Link pop-up window will open.

Select a Label (e.g. My Work, Inbox, or a custom label) where the
document is listed.

Select the checkbox located to the left of each document to be added.
Click the Insert button.

Click the Save Assignment button.

Option 2: Share the Assessment as a Public URL

1.

Click the title of the LiveText document that is to be shared from the
Documents tab.

Click the Share Document button.

Click the Advanced sharing options link located within the Share
window.

Click the Advanced Options link located in the top right corner of the
screen.

Select the radio button to the left of Public.

Click the Save button.

Note: LiveText users who
have experience with the
legacy version may be
familiar with accessing
existing school or
university domain
templates by clicking the
Create button, and/or
posting new templates by
clicking the
More...Create Template
link within a document.
The New Generation
provides instructors and
administrators with the
ability to post documents
as templates within
assignments. However,
domain templates
accessed by users from
the Create button can
only be created by users
with Template
Administration Rights.

Your partner for continuous improvement

www.livetext.com

~

Livelext



Page 14 of 39

LIVETEXT: C1 FOR FACULTY AND STUDENTS
L

Milestones

LiveText users who have experience with the assessment process in the
legacy version may be familiar with Milestones for tracking student progress
and disaggregation during data reporting. For example, a student may be
assessed with the same assessment rubric(s) on four lesson plans or case
studies within a course or a series of courses. In the legacy version, the
instructor may have selected from a pre-established set of Milestones (e.g.
Lesson Plan 1, Lesson Plan 2, Lesson Plan 3, Lesson Plan 4) as a way to
later track and compare the student’s growth.

In C1, course-based assignments do not use Milestones in the assessment
process or data reporting. Each milestone in C1 is identified and organized by
assignment. Data can be reported by academic year, term, course, and
assignment.

However, Milestones are available to users when they assess non-course-
based assignments within the Reviews tab.

One Template, Multiple Assessments

Students may be assessed on a lesson, project, portfolio, etc. multiple times
throughout a course or program. Therefore it is not required to include a
template for every assignment. For example, students may begin their
portfolio from a template in one assignment and will be able to edit and submit
their portfolio in future courses and assignments.

.
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Course-Based Assessment

The assessment process begins by selecting a course assignment and
selecting the student or group of students to assess. Student submissions
may be assessed with one or more rubrics associated with the assignment,
and/or may include comments and grades. Instructors may save, submit, or
cancel assessments, as well as request the student to resubmit. Grades and
assessments may also be published or deleted.

STEP ONE: Select the Assignment and Students to Assess
1. From the Dashboard click the Assignment Progress Bar that

corresponds with the assignment to be assessed.

Forms Certer Toolz Addmin

by .
i

Documents COMITILNTY E:hik

Hew Announcements Active Assignments | Active Documents | Active Reviews

ENG 310 - Section PM
04082008

EMG 310 - Section P E  RTs1464test

) na.31 2008

) class moved again!l

E King Richard Il Review

o)

- %) 04.05.2008

1 1

View All EHG 310 - Section PM Assignmenms

2. The Submission & Grades tab will open. This tab corresponds with the
Assignment Progress Bar and displays the names of students identified
as: Awaiting Submission, Awaiting Assessment, or assessments that
have been Completed.

3. Select the checkbox to the left of each student to be assessed or click on
the student’s name to individually assess.

4. Click the Assess Selected Students button.

by
Cl Giverckt

Documents Forms Community Tools

Admin

L. Courses MainPage = €. HW101 -1 = €. HW 101 Assionments .

Alexander and the Terrible, Horrible, No Good, Very Bad Day Book Review

Azzignment Details

Alexander and the Terrible, Horrible, Mo Good, Very Bad Day Book Review

Submizsionz & Grades

Awaiting Submission (15) Awaiting Assessment (1) 4 J Completed

Select Al m Azsess Selected Studerts | Select A1 B Azzess Selected Students All grades are published
Mame Assignment History i 3 Azsignment History éNama Final Assessment
[0 9o, Studert ah) Magel, Faculty Ep

D Doe, Jane f

Note If you place check
marks in the boxes to
select students, you must
follow step 4 to assess
students, by clicking on
student’s names without
using the check boxes,
you automatically are
taken to the assessment
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The student submission area will open. The top section within this area
displays the Student's Name, Submission Date (if submitted), Assignment
History (if the assignment was previously submitted), the Submission Status
(e.g. Awaiting Submission, Awaiting Assessment), as well as options to Save,
Request Resubmission, Submit Assessment, or Cancel. This area will also
display any student comments and artifacts submitted (e.g. LiveText
document, web link, attachment). There are also two tabs displayed below the
submission and artifact information: Grade/Comments and Assessment
Rubrics (if applicable).

Dashhoars Jacuments Community | EshibitCerter ool C Admin

4. Courses MainPage = € HWI01 -1 = &, HAA0T Assigrments €. Slescander and the Terrible, Horrible, No Ganel, Very Bad Day Book Review

Alexander and the Terrible, Horrible, No Good, Very Bad Day Book Review

Nagel, Facutty Submission Date: 03-26-2008 Awaiting Assessment Bisave | B Request Resubmission [ Submit dssessment | | 3 Cancsl

Artifacts
[¥] Task 2

mert Rubrics

Task 2 by Facutty Hagel

& Add Comment

@ Show Properties

it Hicle
Table of Contents

@ Add Comment

B
Step 1: Academic Content Selection and Learning about Students LBl e

Selection and Learning sbout
Studerts L
Directions: Step 2 Learning about Two
G Add Comment Focus Studerts R°3
Animportanit step in planning instruction is 1o learn about your students. Select one class, content area, and the state-adopted academic contart standards for studerts ta work Step 3: Planning for Academic

with st this time. Respond to the promets kelowy shaut the class, unit of studly, and how you learn sbout the students. Instruction for the Whole Clasd,

STEP TWO: Add Comments (Optional)

If the submission includes a LiveText document the document, will open
automatically with a Table of Contents. Click the page titles within the Table of
Contents to review the content and provide optional comments. Instructors
may click and open any non-LiveText artifact (e.g. MS Word document, web
link). However, the review and comment feature is not applicable to non-
LiveText documents.

1. Within the student’s work there are areas provided to place comments.
2. Assessors are able place comments at the document level, page level
and section level.

.
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3. To add comments click on Add Comment.

Cc h)'. 5 -\".
Livelext i i Documents i Farms

4. Courzes MainPage = 4. HWI101 -1 = 4, HA101 Azsignmerts t. Alexander an

Alexander and the Terrible, Horrible, No Good,

Hagel, Faculty Submiszion Date: 03-26-2008 Awaiting Assessment

Artifacts
[ Task2

Grade f Comments | ment Rubrics

Task 2
\3) G &dd Comment

4. Comments can also be inserted at the text level by clicking on the word or

text where a comment should be provided.

Enter a comment in the text box.

Click the Save icon located in the top left of the comment window.

Note: The save feature for

E ] w ¥
c leél'r;;l Das CoL 3 Documents the comments EUEELS EB &
green diskette to the left of
1. Courses MainPage = €. W01 -1 = L. HW101 Assign L
Alexander and the Terrible, Horrib
Hagel, Faculty Submission Date: 03-26-2008
Artifacts
[ Taskz
Grade [ Comments | 2 ment Rubrics
Thiz iz the area to place comments
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STEP THREE: Assess with a Rubric (Optional)

If the assignment is associated with one or more rubrics, instructors may click
the Assessment Rubrics tab to access the rubric(s).

1. Within the student submission page, click the Assessment Rubrics tab.

s By e
C leerext Crazhboard Courses Documents

1. Courzes Main Page = €. HWI01 -1 = . HA101 Assign

Alexander and the Terrible, Horrib

Hagel, Faculty Submission Date: 03-26-2008
Artifacts
[#] Task 2 1
Grade [ Comments ment Rubrics
Task 2
B X

2. Click the title of the rubric. If there is only one rubric it will open
automatically.

Note: To see the descriptors in 3. Click the cell to select the performance level for each element of the
the assessment, click on

Show/Hide Rubric Description rubric. Optionally, click the title of the performance level to select all

elements for the same performance level.

Alexander and the Terrible, Horrible, No Good, Very Bad Day Book Review
Nagel, Faculty Submizsion Date: $3-26-2008 Awaiting Assessment H Save E Request Resubmission
Artifacts
[ Taskz
& Performance Assessment
& ShowHide Rubric Descriptions Exceeds F ions (4 pts)  Meets E i 12 pts) nA
kil 2
Map related standards here
Dispositionz2 =] 3
Map related standards here )
Knowedge3 =]
Map related standsrds here
Etcd 2
Map related standards here
Opts %
4. Optionally, click the Comment Icon located to right of each element title
and enter a comment.
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STEP FOUR: Enter a Grade and Comments (Optional)
1. Within the student submission click the Grade/Comments tab.

Alexander and the Terrible, Horrible, No Good, Ve

Hagel, Faculty Submizzion Date: 03-26-2008 Awaiting Assessment

Artifacts

[#) Task2 (4

ient Rubtics

)
A Grade | Rating
’ General Comment
ning abot
2. Enter a Grade/Rating.
3. Enter a General Comment.
Your partner for continuous improvement www.livetext.com '\%
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STEP FIVE: Complete the Assessment Process

After the submission has been reviewed and/or assessed, instructors may
Save, Request Resubmission, Submit Assessment, or Cancel the
assessment. These buttons are located in the top right of the student
submission area.

& | The Save button will save all comments, grades, and/or scoring on
assessment rubrics, but will not submit the assessment. Instructors can
select the student from the Awaiting Assessment column within the
Submission & Grades tab, and continue reviewing and assessing the
student.

[E] | The Request Resubmission button will change the status of the
assignment on the student's Dashboard from View Latest Submission
(yellow) to Resubmit Assignment (red). It will also change the status on
the Assignment Progress Bar and Submission & Grades area in the
faculty’s view from Awaiting Assessment (yellow) to Awaiting
Submission (red).

The student will be able to view any comments, grades, and/or scoring
on assessment rubrics to the student.

@ The Submit Assessment button will save all comments, grades,
and/or scoring on assessment rubrics, and will complete the
assessment process. The status on the Assignment Progress Bar and
Submission & Grades area in the faculty’s view will change from
Awaiting Submission (red) or Awaiting Assessment (yellow) to
Complete (green).

Submitting an assessment does not always imply that the assessments
have been submitted or published to students. Instructors are able to
adjust settings to release assessments to students at the time of
assessment, or to publish the assessments to multiple students within
the course at the same time.

x The Cancel button will cancel all comments, grades, and/or scoring on
assessment rubrics not submitted.

.
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Publish Grades

If the Publish Grades checkbox is selected in the Assignment Details,
assessments will be published to students upon assessment. However, if the
Publish Grades checkbox is not selected, assessments will not be ready for
release to students until all students in the class have been assessed. Once
all students have been assessed, the Publish Grades button will be displayed

within the Submissions & Grades tab.

1. From the dashboard view, click the on the Assignment Progress Bar

that corresponds with the assignment.

The Submission & Grades tab will open.

Click the Publish Grades button located in the top right corner of the

Completed column to publish all of the grades to the students.

Logged in #5: Faculty Nagel (Facuity)

Cl ivers
LiveText Dashboard Courses Diocuments Revigws Forms Community ExhibitCerter Tools Admin

t. Courses Main Page = 4. HWA01 -1 = 4. HWAD Assionments €. Alexander and the Terrible, Horrible, Mo Good, Yery Bad Day Book Review

Alexander and the Terrible, Horrible, No Good, Very Bad Day Book Review

Aszsignment Details Submizsions & Grades

Awaiting Submission (15) Awaiting Assessment Completed (1)

3)

Select Al (¥ sssess Selected Students
Mame Aszsignmert History :MName Assignment History EName

E)

O a9, student

éNagel, Facufty
D Do, Jane i
D Doe, Jane
[0 Doe, John
O

Doe, John

Tones
e
Final Azseasment

Note: To publish grades all
of the students in the course
must be assessed before
the instructor can publish
the grades
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Undo Assessments
Assessments may be moved back to the Awaiting Assessment status after
they have been submitted and/or published to students.
1. From the Dashboard click the Assignment Progress Bar that corresponds
with the assignment.
The Submission & Grades tab will open.
In the Completed column click the name of the student associated with

the assessment to be modified.

4. Click the Undo Assessment button.

s By >
C liverske

t. CoursesanPage = t. HAD1 -1 = & HA0T Assignmerts €. Alexander and the Ter

, Harrible, No Good, Very Bad Day Book Review

Alexander and the Terrible, Horrible, No Good, Very Bad Day Book Review

Assignmert Details  Submissions & Grades 4

03-26-2008 Reviewed 1/ Graded ) Undo Assessment

5. The student submission status in the Assignment Progress Bar and within
the Submission & Grades tab will be changed from Completed (green) to
Awaiting Assessment (yellow). The information already collect is not
deleted.

6. Faculty can now request a resubmission from the student or finish any

comments or assessing that is needed.

.
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Create a New Announcement

Click the Courses tab located in the top center of the screen.

2. Click the title of the Course Code or Course Name within the All Courses
area.

3. Click the Announcements tab. The Announcements tab is the fifth tab
from the left within the course page.

4. Click the New Announcement button located in the top right of the

Announcements Overview area.

Forms= Coammunity ExhibitCenter Admin

LiveTe
Y
andards Announcements Dizcuzsions 4

@ Mewy Announcement

1=
5. Enter a subject in the Announcement Subject box.
6. Enter a message in the Message area.

c T ~N
LiveText Dashhoard Courzes Documents Reviews Forims Cormmunity ExhibitCenter Tools

t. Courses MainPage = €. LT103-1 = 4. AILT 103 Announcemernts

Announcement
5 Announcement Subject
Message
>

D

Q Send Announcement x Cancel

7. Click the Send Announcement button located in the lower right of the

Announcement area.
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Academic Terms

Within C1, an academic term is a division of an academic year the time during
which a school, college, or university offers courses. These divisions may be
called ‘terms’, ‘semesters’, ‘quarters’, or ‘trimesters’, depending on the

Note: Faculty and admin
users are able to assess
students on assignments

from past terms, but are institution and country. Institutions often define their academic terms in their
not able to create or copy Student Information System (SIS) including specific start and end dates for
assignments for past each term

terms. ’

Students and faculty will be able to view multiple terms and adjust settings to
display a specific term within the Dashboard tab. Faculty will be able to
create, manage, edit, and delete course-based items for future terms in the
same way they do for the current term.

View Courses from Different Terms

1. From within the Dashboard or Courses tab click the View Other Terms
link located near the top right of the screen.
Select a term from the Change Current Term View dropdown menu.
Click the View Selected Term button.

ooged in a3 Faculty Nagel (Faculty) switch 1of

N
Text Dashboard Courses Documents Reviews Forms COmmunity ExhibtCenter oals Admir

ige Current Term View

Termis) Currently Displayed:  Spring 2008

Change Current Term View To: Spring 2005 »
2 O

ﬁ Yiew Selected Tem | | I Cancel

4. The Dashboard will display the courses, assignments, and

announcements associated with the term selected.

.
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Student Guide

When users of LiveText register their accounts they take on one of three distinct
roles. Accounts will become Admin, Faculty or Student accounts. Each of these has
different and unique responsibilities and abilities. In this section we will examine the
role of the Student and how their responsibilities differentiate from the Admin and
Faculty Accounts.

The following sections in the Student guide discuss and demonstrate how to view
assignment details, create a document and submit the assignment. The basic
navigation and lay out of LiveText accounts for a student is shown to the users. In
each section detailed step-by-step directions are given for viewing the assignment
details, creating a document and submitting the document for each assignment.

Create a Document for an Assignment Submission

Some assignments may include an Assignment Template. An Assignment
Template serves as a master document that users draw upon their work.
Once a document template is selected and a title is given, it then becomes a
LiveText document with a unique document ID that is ready for use.

If no Assignment Template exists, a new LiveText document can be created
within the Documents area. Alternately, an assignment may be attached and
submitted in another file format during the Assignment Submission Process.

Create a Document from an Assignment Template

1. From within the Dashboard, click the Click here for assignment details
link that corresponds with the assignment. The link is located under the
assignment title.

s by '\;n E
C Livelext Da e o 5 Documerts e Forms

Hew Announcements Active Assignments | &ctive Documerts | Active Re

EM& 240 - Section P
04 .05.2005

EMG 310 - Section P
) class moved again!!l

E King Richard Il Review

1)
D Click here for azsignment detailfs

@ Alexander and the Terrible, Horrible, Ho G

D Click here for azsignment details

View All ENG 310 - Section PM Assignments
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2. If the assignment includes an Assignment Template the selected

templates will appear within the Assignment Details tab.
3. Click the Use this template link located to the right of the assignment

template title. This process will copy the template to the My Work area in

the Documents tab for future viewing and editing.

Cl iverd:
Livelext b

Documents

4. Courzes Main Page = 4. HW101 -1

Harold Washington Assignment

Aszignment Details Submissions

Assignment Description
Title  Harold Waszhington Assignment

Description
Date Assigned  April 18, 2008, 10:00 A

Due Date  July 1, 2006, 2:00 &AM

Assignment Templates

Selected Assignment
Templates

= 4. HWA01 Assignments

@ Joe Magel's Portfolio Sample - Yiewy | Use this template

2

Create a New Document
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.

Cc hl. _"\".
Livelext Dashhoard

1. Documents Main Page 4. Manage My Labelz

Documents

Iy Wik Imbyar; Sent Trash Al lanage My Labels

My Work

2
B Hew... ApplyLabel & || Move Label & | | 2 Remove Label | X Delete

O 4 Title

[l 2002-2003 Reports Page
il E
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3. In the Create a Document Page choose a folder from the dropdown
menu.

Choose a Template.

Enter a Title

Enter a Description (Optional).

N o o &

Click the Save as New Document button located on the lower right side,

below the Template Outline.

e
Livelext Dazhiboard Courzes Documerts: Reviens Fortns Community ExhibitCenter Tools:

1. Documents hisin Page

Create a Document

3 JFolder  Choose a folder... b

4 Template  Chooze atemplate.. | w

Title \5)

Description

>

v
B 5ave as Hew Document
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Edit a New Document

The document will open and is ready for use. Follow any of the options below
to modify the content and/or structure of the document.

1. Click the Edit button located to the right of each corresponding section to add
or modify content. Options for editing within each section will vary based on
the section type (e.g. Text & Image, Standards, Resources, Rubric and Form
Viewer).

2. When finished click the Finish button located in the top right corner of the
Edit Section screen.

3. Click the Manage Sections button located in the top right corner of the page
to create, sort, hide, unhide, edit titles, copy, delete, and edit sections within a

page.

4. When finished, click the Finish button located in the top right corner of the
Edit Page screen.

5. Click the Manage Pages tab to create, sort, hide, unhide, edit titles, copy,
delete, and edit pages within a document. The Manage Pages tab is the third
tab from the left within the document.

6. When finished click the Finish button located in the top right corner of the
page.

e by o
c LiveText re Courses s Forms | Commurity  ExhibitCerter

. Documents hisin Page

2002-2003 Reports Page
~
Document iew Edit Properties Manage Pages

E Submit Assignmert @ Send for Review m Share @ Copy g Print a Export E Save az Template

2002-2003 Reports Page 3 Manage Sections

An Overview of This Year's Results & Eit

Althengh the actual reports available in the following sections of this 02-03 Reports page of this LiveText document are quite detailed, this 5&1J1

has nine attachments of extracts of the most pertinenet results and actions to be taken due to the various unit's evaluations of Student Outcomes.
{B1II3==2chos] of Busmness, CVA=Communications & Wisual Arts; HPP2=Histery, Philosophy & Political Science; KIN=FKinesiology; MLL=Modern
Languages & Lierature; MUZ=3chool of Music, NMS=Iatural & Mathematical Sciences; 3B3=School of Behavioral Stience; 3CUM=3chool of
Christian Mimstries)
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7. Click the Edit Properties tab to modify the document Title, Description, Type
and/or Layout. The Edit Properties tab is the second tab from the left and is
located between the Document View and Manage Pages tabs.

AR
c LiveText ocuments z Forms Community E ! Admin

t. Documents Main Page

2002-2003 Reparts Page
9
Document View Ediit Properties Manage Pages

E Submit Assignment @ Send for Reviewr ZB Share @ Copy ﬂ Print a Export H Save as Template

2002-2003 Reports Page Manage Sections

An Overview of This Year's Results A

Altheugh the actial reperts available in the following sections of this 02-03 Eeports page of this LiveText document are quite detailed, this section

has nine attachments of extracts of the most pertinenet results and actions to be taken due to the various unit's evaluations of Student Outcomes.
{BUS=5chool of Business; CWA=Communications & Visual Arts, HPPS=History, Philosophy & Politicel Science; EIN=Einesiology, MLL=Modern
Languages & Literature, MIT3=School of Music, MS=Iatural & Mathematical Sciences; SB3=8chool of Behavioral Science, 3CM=3chool of
Christian Ministries}

8. When finished click the Save button on the lower right side of the page.

Submit an Assighnment for a Course

Users have three different ways to start the Assignment Submission process.

Option A:
Submit assignments from the Dashboard Active Assignments Section.

Option B:
Submit assignments within the Course Assignment itself.

Option C:
Submit assignments from the LiveText Document View Page.

All 3 options above will eventually lead users to the same Submission Page.

.
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Option A: Submit assignments from the Dashboard Active

Assignments Section

1. From within the Dashboard click the Submit Assignment button that

corresponds with the assignment to be submitted.

Hilf 104 - Section 1

@ Harold Washington Assignment

07 .01 2008

O Click here for assignment details

E Alexander and the Terrible, Horrible, Ho Good, Very Bad Day Book Review

E Submit &ssignment

Ayyaiting Az sessment

D Click here for azsignment details

E Personal Reflection

g Latest Submission

3 Aszesament Publizhed

O Click here for azsignment details

View All HW 101 - Section 1 Assignments

E Wiewy Aszesament

2. The Submission tab with open with method(s) for submitting an artifact,

including LiveText Document, Insert URL, Upload Attachment, and

Comment. Multiple methods may be selected for artifact submission.

3. When finished uploading all artifacts, click the Submit Assignment

button.

Documerts

t. Courses MainPage = €. HA101-1 = 4. HW 101 Assignments

Harold Washington Assignment

Assignment Details  Submissions:

Artifacts Submitting
o artifacts attached

Admin

S

& Submit Assignment | 3€ Cancel

umert | insert URL | Ui c Comment

o Insent Documentjs) | View Label: | Mywark 8

£ Title

2002-2003 Reports Pare
asaa

Assessment Planning Page

Copy of California Baptist Universt ]

[EMENENENER &

Cawy of Expectations

Tupe
Project
Project
Project
Project

Froject

Showing 1-5 o 35 1.2 3 ¢ 5 6 7 Mt
Seach &
Date Created Date Modified
Jan 24 Jan 24
Apr o7 Apr 07

Jan 24
Jan 24

Feh 29

WJan 24
Jan 24

Feh 28

Showing 1-5 of 35 1.2 3 4 5 6 7 Mt

4. The Submission tab will display the most recent submission, links to the

associated artifacts, the date of the submission, and the status of the

submission (e.g. Awaiting Assessment).
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Option B: Submit assignments within the Course
Assignment itself

1. Choose the course of the assignment to be submitted from the right side
of the page.

Farum

Todls Admin

L B B B BN B BN ]
Spring 2008

ﬁ Azzezzment Publizhed

i view Sssessment B Courses

Al Ene 310- Pr :}

i Hy 101 -1
ay Book Review ¥ sozecsment Published al

“iewy Azsessment
C @ Exchange

@ Reviews
f(ﬂ, Groups
e Wisitor Passes

2. Go to the Assignments Tab.
3. Click the Submit Assignment button that corresponds with the
assignment to be submitted.

s by o
Il s

. Courses Main Page Harold Washington Colld

HW101 -1 2

Overview Assignments Outcomes & Standards Announcements Discussions

Assignments

Assignment Date Assigned Date Due Grade Status \3)

E Harold Washington Assignment 044182008 070152006 E Submit Assigniment
B Alexander and the Terrible. Horrible, o Good, Very Bad Day Book Review 0341 452008 034142008 ¢ Latest Submission
E Personal Reflection 0¥ 52008 Q31712008 E Wiew Assessment

4. The Submission tab with open with method(s) for submitting an artifact
including LiveText Document, Insert URL, Upload Attachment, and
Comment. Multiple methods may be selected for artifact submission.

5. When finished uploading all artifacts, click the Submit Assignment
button.

6. The Submission tab will display the most recent submission, links to the
associated artifacts, the date of the submission, and the status of the

submission (e.g. Awaiting Assessment).
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Option C: Submit assignments from the LiveText Document
View Page
1. Start from the Document View Page; click the Submit Assignment

button on the top of the document.

c . hJ'. N
Livelext oard i = Documents Farms Community

t. Documents Main Page

Copy of Expectations

Document *iew Edit Properties Manage Pages

1) E Submit Assignment @ Send for Review éE Share @ Copy Prirt a Export H Save as Template
~

LiveText Expectations

My Expectations

My is to make everyone successful in the classroom using LiveText with their students.

2. Select the corresponding academic term in the Term dropdown menu.
3. Choose the corresponding course assignment on the list.

4. Click the Choose Assignment button on top of the assignments list.

c '« hJ'. = "\".
Livelext Drashboard ( Bs Documents

t. Documents Main Page 4. Copy of Expectations

Copy of Expectations

Choose an Assignment for Submission

Select & Term for for the assignment you wish to submit.

(™
N

Term: Spring 2008 v

E Choose Azsignment \U

Course Coile Aszsignment Hame

Al Hw 01

) E Harold Washington Assignment

NV
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5. The Submission tab will open with method(s) for submitting an artifact
including LiveText Document, Insert URL, Upload Attachment, and
Comment. Multiple methods may be selected for artifact submission.

6. When finished uploading all artifacts, click the Submit Assignment
button.

7. The Submission tab will display the most recent submission, links to the
associated artifacts, the date of the submission, and the status of the

submission (e.g. Awaiting Assessment).

.
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Insert Artifacts for the Assignment Submission

By choosing one of the options above, users will then go to the Assignment
Submission Page. LiveText allows users to submit additional artifacts other
than LiveText documents. All of which are optional.

Insert a LiveText Document(s) for the Submission

1. An Insert LiveText document chooser will automatically be displayed.

2. Select a Label (e.g. My Work, Inbox, or a custom label).

3. Select the checkbox located to the left of each document to be submitted.
4

Click the Insert Document(s) button.

Insert an URL Reference for the Submission
1. Click the Insert URL tab.
2. Enter the URL (e.g. www.livetext.com) in the Insert an URL text box.

3. Click the Insert button.

Ci Fers
L ivelext Dashboard Courzes Documents Reviews Farms

1. Courzes Main Page = 4. HWI01 -1 = 4. HW 101 Assignments

Harold Washington Assignment

Azsignment Details Submissions

Artifacts Submitting

Mo artifacts sttached 1 )

LiveText Document | Inset ORE | Uplosd Attachment | Comment
Insert an URL
=0
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Upload an Attachment for the Submission

1. Click the Upload Attachment tab.

2. Click the Browse... button.

3. Search and select the target file for upload. Note: This process will vary
based on the operating system or browser.

4. Click the Upload button. Once the upload is complete, users can click
the Browse... button to upload another file or click the Done with upload

button.

Documents Reviews

1. Courses Main Page = €. HA101 -1 = €. HW 101 Assignments

Harold Washington Assignment

Azzignment Detailz Submissions

Artifacts Submitting
Mo artifacts sttached

Comment

| \2)_” Brawse. .. ][ Uplaad ]
B Dore \3)

Insert Additional Comment for the Submission
1. Click the Comment tab.
2. Enter a comment into Comment text box.

c; h]!. = '-\',.
Livelext Documents

t. Courses MainPage = €. HWI101-1 = . HA 101 Assignments

Harold Washington Assignment

Azsignment Details Submizsions

Artifacts Submitting
Mo artifacts attached 1 )
Inzert URL
—
Comment
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Submission Status Indicators

From the student Dashboard and Assignment Overview page students are
able to view their courses and assignments posted for the current term.
Submission Status indicators are signified by the following:

Submit Assignment

E Chapter Presentation Project 10.05 2008
O Assignment Details d submit Assionment

Submit Assignment indicates that the assignment has not been submitted.

Resubmit Assignment

E) self-Reflection

D Assignment Detsils Rezubmit Azsignment

Resubmit Assignment indicates that the assignment was submitted and the
instructor may have assessed the submission with grades, comments or
rubric scoring, and requested resubmission. Students can access grades,
comments, and scoring associated with the initial submission(s), revise their
artifacts, and resubmit the assignment accordingly.

Awaiting Assessment

[ Research Review #2 Awvaiting Assessment
D Assionment Details 4 Latest Submizsion

Awaiting Assessment indicates that the assignment was submitted but has
not been assessed. Students may click Latest Submission button to view
their most recent submission(s).

Assessment Published

E Book Review "The Dumplings Recipe™ ﬁ Azsezament Published
D Assionment Details E Yiewy Assessment

Assessment Published indicates that the assignment has been assessed. Students
may click the View Assessment button to view grades, comments, and scoring.
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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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