Getting Started on LiveText
How to Download the Portfolio Template

1. Open LiveText at http://college.livetext.com using Internet Explorer or Mozilla

2. Login – enter username and password

3. From My Desk (main page), click Create button (under Materials: My Work at the top of the page).

4. From the Create dropdown list, select Document (this will take you to the Create Document page). 

5. Select Portfolio from the dropdown list.

6. Select the appropriate template from the Template dropdown menu:

· MGE Initial Program Portfolio for middle grades students

· SED Science Initial Program Portfolio for secondary science students
· COE Advanced Program Portfolio for all graduate students

7. Wait until the screen displays the template outline on the right side of the screen.

8. Enter the title of your portfolio – See “Naming Conventions” below..

9. Click Create Document button. This will create your portfolio. 
Naming Conventions

It is important to use consistent naming conventions so instructors can locate files quickly.

Student portfolios: ProgramName Portfolio LastName, FirstName


e.g. MGE Portfolio Brasell, Heather; SED Biology Portfolio Brasell, Heather

Student projects: CourseName SemesterAbbreviated Assignment LastName, FirstName


e.g. MGED 3991 Sp06 Interview Brasell, Heather

How to Rename your Project

1. Select Edit (next to Share on the top menu bar)

2. Click on the Properties box.

3. Rename the project in the window displayed.

How to Edit your Portfolio

1. On My Desk (main page), select your portfolio and click to open it.

2. After your portfolio opens, find the section that you would like to edit, and click Edit on the right of the section.
3. An editing window will open and you can edit the section selected. 

4. To add material, you can type directly into the window, cut and paste from another document (text and/or image) or add attachment.

5. You may change font type, style, and size.

6. As you edit, you can save by clicking the Save button at the bottom of the page.

7. When you have completed your editing, click on the Finish button on the top right side (this will take you back to your document page). 

8. You can select another section to edit or click on My Desk button (top left side) to take you back to you’re My Desk (main page).

How to Change an Artifact Page Name
This appears in the menu table down the left margin.
1. Open the artifact page.

2. Select Edit Page (top right).

3. Select Properties (top).

4. Change the name in the Page Title box.

5. Select Save, then Finish.

How to Add an Artifact Page (to add extra artifacts)
1. Open the main portfolio page.

2. Select Edit on the top toolbar (next to “Share”).

3. Select an existing artifact page, then select Copy.

4. Select Order and a pop-up box appears.

5. Select the new artifact page (listed as “Copy of Artifact…”).

6. Reorder by clicking on the up/down arrows to move the new artifact page to where you want it.

7. Select Save.

8. To change the name, select Edit to the right of the new artifact.

9. Select Properties, then change the name in the Page Title box.

10. Select Save, then Finish.
How to Add a Blank Page
1. Open your project and select Edit on the top toolbar (next to “Share”).

2. You will see a list of existing pages.

3. Select Create Page and provide a name in the dialog box, then select OK. The page is added at the bottom of the list. 

4. You can rename pages at any time by selecting Edit Titles.

5. To change the position of the page, select Order. Then click on the page you want to move and click on the up or down icons displayed.

Note: If you have several pages that have similar format (e.g. portfolio artifact pages), it will be easier to copy a page and rename it, rather than create the page and add sections separately for each page. See directions to add another artifact page (above).

How to Add a Section Within a Page

1. Open your project at the page where you want to add a section.

2. Select Edit Page (on the right close to the top). The existing sections on the page will be listed.

3. Select Create Section and then select from the drop-down menu the type of information that will be entered within each section:

· The most common type of section is Text and Images.

· The Standards type allows you import standards from a wide selection of available, including GA-VSU-CFS.

· The Resources type allows you to hyperlink to Personal Resources (URL defined by you) or to United Streaming video resources (which can be selected by browsing).

4. Name, re-order, and rename sections as described above for Adding a Page.
How to Copy a Project
This is useful to make a backup copy before you make changes or “share” with a colleague as editor.

This is also a useful way to start a new project using the same cover page with logo etc already formatted. You can delete pages you don’t need.

1. Open the project and select Copy from the top toolbar (next to “Share”).

2. Type a new name as needed and select OK.

Formatting

Attaching files, rather of inserting them, looks good and does not change the appearance.

When you insert text into your portfolio (cut and paste), LiveText may alter font, spacing, size and style. 
1) You will have fewer problems if you Finish without Saving.

2) You can try pasting your text into Notepad, then copy from Notepad into LiveText. Notepad removes some formatting commands.
Linking to Other Websites
You may want to link your project to another website on the internet. You may also want to link your project to another site within LiveText. For instance, you might want to use an assignment you have created for one class as an artifact in your electronic portfolio.
1. Select Edit on the section where you want to create the link.
2. Highlight the words that will be linked to the new site.

3. Click on either the Insert/Edit Link icon for links to internet sites or the Insert LiveText Link for links to another site within LiveText.

4. Type the URL or copy the URL into the window then select OK.

Linking to Your Email
You may want to link your project to your email so other people can contact you directly. 

1. Select Edit on the section where you want to create the link.

2. Highlight the words that will be linked to your email. (e.g. “Contact me”)

3. Click on the Insert/Edit Link icon.

4. Select Email from the pull-down Link Type menu, type your email address in the appropriate window, then select OK.

Options for Sharing Your Work 

1. Public – Selecting this button allows any Internet user to see your work.

2. Shared – Selecting this radio button allows you to control who can see your work and what they can do with your work.

· Viewers can see your work. They can also copy it and rename it so they can make changes to their copy. Nobody can change or assess your work. Your work will appear in the viewers Inbox. 

· Editors can see and edit your work. This is very useful for group projects, but remember that anyone with edit privileges can delete anything they want. Consider backups. Your work will appear in the editors Inbox. 

· Reviewers can assess your work by adding comments and scoring with a rubric. Your work will appear in the Reviewers Review box as well as their Inbox. 

· Visitors can see your work even if they don’t have a LiveText Account. Before sharing your work with visitors, you have to define them. Do this by selecting Visitors from the left menu on My Desk and providing the information they ask for. You will need to provide the visitors pass number to the visitors so they can log into the http://college.livetext.com address.

Note: Shared privileges continue until you remove them. Do not remove names from your shared lists until your instructor has reviewed your work.
How to Share Your Portfolio with Instructor

1. From My Desk (main page) click on the name of your portfolio to open it.

2. Click on Share on the top of the page (Share – Copy – Print – More…).

3. Click to select the Shared radio button.

4. Under Reviewers/Assessors click on Lookup Names.

5. Select Last Name and My Institution, then type the last name of your instructor in the window. 

6. Click on the Lookup Names button.

7. Check the name of your instructor then click on the Add Checked button

How to Share for Group Projects
You can do group projects within Livetext so that group members can work on the same document at the same time. Changes made by one person will be immediately visible to another.
1. From My Desk, select Create.

2. In the Document pull-down menu, select Project.

3. In the Template pull-down menu, select Blank.

4. Open the project and Edit to add a blank page (see directions above).

5. Open the page and Edit to add a section (image and text – see directions above).

6. Share with group members as Editor. 
Warning: Never share an assignment with anyone else as editor unless you are willing to have it altered and perhaps even removed

7. When you have finished the project, you can copy it and save it under another name so your group members can not make changes to the finished product.

8. You can link to this project for course assignments or for inclusion in your electronic portfolio (see directions above).

How to View Your Assessments
1. When the instructor assesses your work, it will be in your Review folder in the Sent for Review section.

2. Select View, then View Assessment. This allows you to see overall comments only.

3. In the pop-up window, select Rubric to see the scoring and all the comments.

