


Getting Started 
 If you do not currently have an account contact 

LiveText Coordinator, Marci Shirley at 
mshirley@troy.edu or 334-670-5842.  Information you 
will need to supply: 
 Full Name, email address, full date of birth and 

university faculty ID number. 
 Once you have your username and password access your 

account at www.livetext.com  
 

 
 

mailto:mshirley@troy.edu
http://www.livetext.com/


The Dashboard screen is the first 
screen you will see when logging 

into your LiveText account.  It 
gives you an overall view of what 

is going on in the account. 



Each class which you are 
teaching with LiveText 

assignment(s) will appear in 
a gray tabbed box.  You will 
see each assignment listed 

with a red bar under it. 

Under the red bar is a number.  This is 
the number of students currently in 
your class.  By clicking the red bar you 
can quickly access the grading screen.  
Note: Portions of this bar will change color 
to indicate the following: 
•Red = students who have not submitted 
this assignment to your account for 
grading. 
•Yellow = students who have sent you their 
assignment and you need to grade them. 
•Green = students for whom you have 
completed the grading process for. 
  



By clicking the bar graphic on the Dashboard 
page you will access the grading screen.  
 
 The three columns reflect the bar graphic.   
 
If the bar is all red then no students have 
submitted an assignment yet.   
 
When a student does submit an assignment 
their names will appear in the yellow column 
and when you have completed the grading 
process the student’s name will then move to 
the green column. 



 
To grade a student in the yellow column put 
a check mark beside the student’s name you 
wish to assess and click the Assess Selected 
Students button as indicated by the arrow. 



Notice in the Artifacts submitted: below that 0 have 
been submitted.  This means that the student has not 
correctly submitted their template to you for grading.  
Sometimes you might see just an attachment without a 
template and most of the time you will see a hyperlink 
for the correct template.  The best practice is to have 
the student submit assignments correctly to you for 
grading. 

When you have either received an incorrect  
submission from the student or if they need to 
make a correction to something they have sent 
you simply click the Request Resubmission 

button to “unlock” * (see note below) the  
student’s submission so that they can work with 

it again and resubmit it to you. 

Once a student submits something for a particular assignment that student’s account becomes unable to submit anything additional for the 
same assignment to the instructor and the instructor must Request Resubmission of the assignment before the student is able to make any 
additional submissions for that specific assignment again.  
 
 LiveText did this to keep instructor’s from being bombarded by multiple submissions of the same assignment.  Students usually want to be 
sure their instructor receives their information thus prompting them to send the same information many times.  The Request Resubmission 
feature keeps that from happening. 

 
 



The student’s correct submission of the 
assignment will appear as a hyperlink 
named exactly what the assignment is.  The 
instructor clicks the hyperlink to access the 
student’s work.   



To access the grading rubric click the blue 
Assessment Rubrics button.   
 
The rubric will then appear as indicated 
below. 



To grade the student simply hover your cursor 
over the correct grading target and click inside 
the box.  It should turn gray to indicate your 
choice.  
 
 Notice at the bottom of the rubric that points 
accrue  automatically.  

 



When you have either received an incorrect  
submission from the student or if they need to 
make a correction to something they have sent 

you simply click the Request Resubmission 
button to “unlock” * (see note below) the  

student’s submission so that they can work with 
it again and resubmit it to you. 

* Once a student submits something for a particular assignment that student’s account becomes unable to submit anything additional for 
the same assignment to the instructor and the instructor must Request Resubmission of the assignment before the student is able to make 
any additional submissions for that specific assignment again.  LiveText did this to keep instructor’s from being bombarded by multiple 
submissions of the same assignment.  Students usually want to be sure their instructor receives their information thus prompting them to 
send the same information many times.  The Request Resubmission feature keeps that from happening. 

Best practice is to put the student’s actual grade within the grade area and any 
additional comments you might have.  This helps to keep down confusion for the 
student when they view the completed rubric. 
 
WARNING: 
Regardless of student feedback all grading must be entered into the online 
rubric to be useable for reporting.  Please be sure you enter your evaluation 
into the provided rubric. 

59 out of 60 = A 
Fantastic work on your assignment.  Be sure to watch 
your APA style on the references. 

Click the green Submit Assessment button when you have 
completed the grading process for a student. 



Once each student is graded they will move 
automatically from the yellow column to the green 

column as indicated below. 





Click on the course section  located to 
the right of your Dashboard screen. 



Now click the Assignments tab. 



Click the bar graphic to access the 
grading screen.  
 
 Follow the same instructions outlined 
in the first section of this  
presentation. 



By clicking the Students tab you can view your course roster and quickly 
see a  student’s grade for each assignment.   
 
Note:  Any student’s name which appears in red means that they have 
enrolled for the course, but they have not purchased and registered 
their LiveText software yet.  
 
 Students must purchase the standard LiveText edition either online at 
www.livetext.com  or at the campus bookstore. 

http://www.livetext.com/




Students often have to complete forms in LiveText.  
They can access these forms by clicking the Forms 

tab located at the top of their screens. 





LiveText and Reporting Data 
 LiveText is used by many universities across the world 

for accreditation purposes whether it be for SACS or a 
specialized accreditation such as CACREP, CORE or 
NCATE. 

 LiveText allows student outcomes to be tied directly to 
standards and reported on.  This saves time and effort 
by automatically compiling data as opposed to a 
manual process of reporting.  It is accurate and 
efficient, but only as good as the data entered every 
semester. 



This is an example of just one of the reports that can be 
run in the system.  This report indicates in a graphic 
color-coded way  exactly how students in this course 

performed and which standards they met. 



This report can also measure inter-rater  results 
between multiple faculty who are teaching the course. 

Many other types of reports are also 
available  in LiveText. 





This is a typical student screen.  They have links to 
access the assignment templates for each course.  The 
student clicks the link once only to initially create the  

interactive assignment template.  



The student clicks here to open the template. 



This is what a template looks like.  The first section 
gives the student instructions on how to submit an 

assignment in LiveText. 

Typically the second section  provides the student with 
the assignment instructions. 



The third section typically provides a location for the 
student to either enter  information or  attach 

something.  This is done by clicking the Edit icon on 
the right side of the screen. 



Students can attach  a document by clicking the File 
Attachment tab.  Then they can upload files. 



The final section of the template provides the student 
with an exact copy of the rubric the instructor  uses to 

grade the assignment with. 



Once the student has completed attaching  their work 
they click the Submit Assignment button to send it to 

the instructor. 



The student then selects the correct assignment from 
the list that appears and on the next screen submits the 

final assignment. 
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