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LiveText at NWOSU

Step 1: Log in: http://c1.livetext.com/ 

1. You are now at the DASHBOARD. Each time you login, or want to go to your 


“home page”, select the DASHBOARD tab at the top of the page. 
WRITE DOWN your USER NAME & PASSWORD in a secure place, you will need to refer to this every time you login. If for some reason, this is lost, or you have any problems with the system, e-mail LiveText (LT) using the support@livetext.com  found at the bottom of every LT page.
Remember, each time you login, or want to go to your “home page”, select the DASHBOARD tab at the top of the page.  
Step 2: Create your portfolio

1. Click DOCUMENT tab 
2. Click +NEW tab

2. When page opens, click CHOOSE A FOLDER drop down box

3. Select PORTFOLIOS under the “Northwestern Oklahoma State 



University” heading


4. Next click CHOOSE A TEMPLATE drop down box

5. Select NWOSU Teacher Education Portfolio (last one on list)

6. Add a TITLE, First Name, Last Name Portfolio (ex. John Smith’s Portfolio)

7. In the DESCRIPTION box  add your major area of study 


8. Click SAVE AS NEW DOCUMENT (green button on lower right)
Congratulations! You have just created your teacher education portfolio in LiveText. Now you will be creating other documents to be added to your portfolio. These will mostly be assignments from your professional education classes.

HINT: 
If you save all of your assignments in LiveText, they will never be lost. Anywhere you can access internet, you may log in to your account to retrieve the document.

About LiveText Documents

A document is the basic unit of composition in LiveText. Any content that you wish to enter into LiveText must be entered into a document. Documents can contain text, tables, images, attachments (computer files created outside of LiveText), standards, resources, rubrics, and form responses.
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. 

3. On the Create a Document Page choose a folder from the dropdown menu. (PROJECTS – 


under LiveText heading)

4. Choose a document template. (BLANK PROJECT)

5. Enter a Title (Description is optional). 

6. Click the Save as New Document green button located on the lower right side, below the 
Template Outline. 


The document will open and is ready for use. A BLANK page and BLANK section will be available for immediate use.  You may rename these, or leave them as “blank”.  If you choose to leave the title as “blank”, skip to Edit/Modify a Section (p.3).

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. 

2. Click the +NEW button. 

3. Enter a Page Title. 

4. Click the OK button. 

5. The page will be displayed in the Table of Contents. 

Edit/Modify a 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. 

2. Click the title of the page to be edited from the list 

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 the Save Changes button. 

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

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. 

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

4. Select the section type (e.g. Text & Image) from the dropdown menu. 

5. Enter a Section Title. 

6. Click the OK button. 

7. The section will be displayed on the screen. 

8. Click the title of section to open. 

Edit/Modify a Section

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

2. Edit/Modify the content within the section in one or more of the following ways:

TEXT BOX – type your information directly into the text box or copy and paste from another word document  (This works best if you use a format from LT in the original document you are pasting into LT.)

IMAGE – click EDIT to upload any image you would like to display on the section.  LT recommends you use a .jpg or .pdf file for best results.  (This works similar to an e-mail attachment.  Follow directions on the page.)

FILE ATTACHMENT – click EDIT to upload any document you wish to attach.  This is the best option for papers with outlines, charts, graphs, etc.  (This works similar to an e-mail attachment.  Follow directions on the page.)

3. Click the Save Change button in the top right corner of the screen to view the document. 

Note: Save frequently when editing a document. LiveText is a web application. If your Internet connection fails or falters during a save then you risk losing all work completed since the last successful save.

Submit a Document for Review

1. From within the document, click the Send for Review button located above the page title on the left side. 

2. Enter the last name of the person ( or LiveText username, group, visitor's pass, or the first and last name) in the Search for Reviewers text box.  

3. The system will display the first 15 matches for the text that you have entered below the search text box. If the user is not listed, the system was not able to identify the user. There were either no matches or several matches. Revise the entry, and try again. 

4. Click the name of the person you wish to choose. 

5. Click the Submit for Review button. 

6. The system will display a "Successfully shared this document with # user(s)." 

Note: You can also SHARE your document with any person in LiveText.

FYI - Once the document has been submitted for review with another LiveText user, the user can access the document from his/her Reviews Inbox. PLEASE SEND AN E-MAIL NOTIFYING THE PERSON THE DOCUMENT IS NOW AVAILABLE FOR THEM TO SEE.
A. To link artifact (document) to portfolio

1.  Open portfolio

2.  Click EDIT of portfolio section where you would like to place the artifact

3.  Create hyperlink (icon next to spell check to view all items, i.e. documents or 

artifacts) in MY WORK

4.  Put a checkmark in the box of the document (artifact) you would like to add

5.  Click INSERT directly above the checkmark (your document should not appear in 

your portfolio)

6.  Save and Finish

7.  Click the hyperlink to be certain it works properly.

Note: Artifacts can also be added as attachments (located below text box).

B. To Place Benchmark Evaluation in your portfolio 
Part 1
1. View the assessment (go to REVIEWS under right column)

2. Click in SENT FOR REVIEW

3. Click on the title of the document to open.

4. When it opens, choose VIEW ASSESSMENT at the top of the page.

Now, highlight and copy the rubric

5. Create a new document  (see instructions above , if needed)
6. Now, paste assessment in the new document (It may not look right but it should after you save it and view it.)

7. Save and Finish
Part 2
8. Open portfolio

9. Go to Benchmark (or Milestone) Evaluations section

10. Click edit

11. Create  hyperlink (icon next to spell check) for the document (rubric) that you created in MY WORK

12. Save and Finish

LiveText Help Center has additional information of all sorts. You will find the HELP button in the upper right corner of each LT page.
Additional Portfolio Information:

Demographic information for schools available at:
OKLAHOMA SCHOOLS – www.schoolreportcards.org
KANSAS SCHOOLS - http://svapp15586.ksde.org/k12/KansasSchools.aspx 
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