Faculty Instructions for Grading Student Assignments in LiveText
The most compatible internet browser to use with LiveText is Mozilla.  This can be downloaded for free from www.mozilla.com. 

Special Note: If a student has claimed to have submitted work to your account and you find that for whatever reason something is missing or it is incorrect you must go into that student’s submission within your account (see instructions below) and click the Request Resubmission button at the top of the grading screen so that they can make the necessary changes and resubmit their work back to you.  Failure to do this will prompt the document to remain locked to the student’s account.  Until you release it in your account they are unable to submit anything else to you for that particular assignment.
1. Go to www.livetext.com .

2. Log into your account.

3. On the Dashboard (should be the first screen that comes up) click on the bar graphic under the title of the assignment you wish to grade.

4. You will see color-coded rows of student names.  Those in the red column indicate that they have not submitted work to you using the correct process.  Note: Students sometimes get confused as to how to get their assignments to you.  If they have followed the old Send for Review process as opposed to Submit Assignment you will not be able to grade them correctly.  They indeed did send you information, but it is in the Reviews section of your account.  It is best to have them re-submit using the correct process (click icon for student instructions) 
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rather than just trying to grade from the reviews section as rubrics may have changed for the assignments and would not be shared with your account as in times past.
5. Students who appear in the yellow column have submitted something to you for grading.  Check the box beside the student’s name you wish to grade.  Then click the Assess Selected Students button at the top of this column.  The student’s work will appear within the yellow box under the title Artifacts.
6. If they have correctly created a document and attached their work within that document it should open automatically under the yellow box.  Note: Some students, in their confusion, have just clicked the submit button on their Dashboards and uploaded their attachments without first creating a document.  Unfortunately, the system will let them do this.  If that has occurred the document under the title Artifacts will not reflect the correct assignment document title.  It will just be the attachment sent by the student named whatever they named it.  You could grade it like this, but it won’t open automatically like the correct process will.  You will have to click on the attachment to get it to open.
7. Inside the yellow grading box to the right side of the screen you will see a blue button labeled Assessment Rubrics.   Click on this box to initiate the grading process. A popup box should appear that contains the grading rubric for the assignment.  Note: You might want to double check to make sure that the student has submitted the correct assignment that matches this grading rubric.  The way the system works now it is extremely easy for them to choose the wrong thing to send.
8. To begin grading simply click inside the desired grading target box located next to each grading element.  As you scroll down within the popup box you will notice at the bottom that points will begin to automatically accumulate.  Students will see the boxes you have chosen and also the points inside their accounts.  If you wish to include comments on each element click the little blue comment icon located in the rubric beside each grading element (dark gray boxes to the left of the screen).  A blank comment field will appear.
9.  If you wish to just give overall comments rather than each element, finish selecting the proficiencies and close out of the popup box.  Scroll back up to the yellow grading box.  You may enter a letter grade or points achieved in the blank field under the title Grade.  You may enter overall comments in the blank field titled Comment.

10. If you want to attach a document to send back to the students click the button labeled Attachment.  You will be prompted to upload the file to send to them.  Notice that you have the option to also upload it to the File Manager.  Remember that you can house your documents inside LiveText to be accessed anywhere, anytime, by uploading them to the File Manager.
11.  Upon completion of the grading process click the Submit Assessment button at the top of the screen.  The document will then be sent back to the student.  That student will now move from the yellow awaiting assessment column to the green Completed column within your assignment submissions and grading screen.
12.  If you have already graded a student and need to go back and make a change just click on their name in the green Completed column and click the Undo Assessment button located in the upper right corner of the screen. 

13. Students view their grades on their Dashboard screens.
_1341219440.doc
Completing Assignments in LiveText and Viewing your Grades


Note: The most compatible internet browser to use with LiveText is Mozilla.  This can be downloaded at www.mozilla.com. 

1. Go to www.livetext.com

2. Log into your account.


3. The Dashboard is the first screen you will see.


4. The first section is titled Active Assignments.  This is where you will create the one and only document for each assignment.  Each listed assignment has a link under it labeled
 Click here for assignment details.  By clicking this link you will create the initial assignment document. THIS IS ONLY DONE ONCE.  DO NOT CLICK THIS LINK AGAIN IF YOU HAVE ALREADY DONE IT THE FIRST TIME.  IT WILL JUST KEEP CREATING MORE DOCUMENTS AND YOU WON’T KNOW WHICH ONE TO USE.  AFTER YOU HAVE CREATED THE FIRST DOCUMENT AND YOU NEED TO DO SOMETHING ELSE WITH IT YOU WILL SCROLL DOWN ON THE DASHBOARD PAGE TO THE SECTION THAT LOOKS LIKE A NOTEBOOK PAGE LABELED ACTIVE DOCUMENTS.  CLICK INTO THE DOCUMENT TO MAKE ANY UPDATES.

5. After selecting the Click here for assignment details link click the Use This Template link in the section that is labeled Assignment Templates.

6. The correct assignment template will automatically appear.  Scroll down to view the assignment instructions and to see the section in which you will attach any assignment documents.


7. To attach a document click the Edit icon located on the right side of the screen.


8. If you are uploading a photo or a scan use click the Edit icon next to Image: Inserted Image. Note: Do Not use this area if you are trying to upload a document.  It is only for images.

If you are uploading a document such as Word, Excel, PowerPoint etc. click the Edit icon next to File Attachment(s) :Inserted File(s).


9. On the next screen click the Upload New File button.  Now click the Browse button to find your document which you probably saved either on your personal computer or on a jump drive.  Once you have selected your document click the button labeled Upload File button located at the right side of the screen.  Once the document title appears and the status says Completed select the Save & Finish button located near the top of the screen on the right side.  It will take you back out to the main document.


10. At the top of the finished document you will see a pink button that says
 Submit Assignment.  Click this button.  You are then taken to a screen which lists all the assignments that you can currently submit documents for.  Note: If you do not see the exact assignment name that you are currently trying to submit there is a problem.  Go see either your instructor or the Technology Coordinator/LiveText Administrator in room 226 on the second floor of Hawkins Hall.  They will be able to tell you what to do. Most likely you have previous submitted another document for the wrong assignment and now your account has been locked for this assignment.  Your instructor will have to release the document (Request Resubmission) inside their account so that you can submit the correct document.

11. The next screen will have a pink box with a red line at the top.  Inside that box next to the area labeled Artifact(s) you should now see the exact name of the assignment document.  If you see anything else there is a problem and you should see assistance.  When you are sure that the correct document is there and are ready to submit then click the button labeled Submit Assignment located at the top right of your screen. Note: Do not click the Submit for Review button.  This is only used when you have created a document such as Speech and Interview that are not associated with a specific course.

12.  You should now see an orange icon that says Awaiting Assessment. This lets you know that you have correctly submitted work to your instructor’s account.  Once they have graded the work the icon on your Dashboard will turn green and will say Assessment Published: View Assessment.  You will be able to view your grades by click the green icon then the blue button that says View Rubric Scores. Note: Some faculty will also list a grade and comments in the two open boxes located about this button.


