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Introduction 
This conference training session will provide suggested Best Practices for 
administrators seeking ways to positively and productively involve faculty and 
students in campus LiveText implementations. Buy-in from faculty members and 
students is an integral part of the LiveText roll-out process, and this session is 
designed to introduce effective, real-world orientation strategies from campuses 
across the globe. 

This session will include discussions about: 

 Faculty and student training, including training agendas 

 Guidelines for registering faculty and student accounts in LiveText 

 Campus outreach and educational material for administrators  

Helpful Resources 

Resources Available on the LiveText Conference Visitor Pass 

In addition to the information included in this manual, conference attendees can 
access a library of related electronic resources at the LiveText website by using a 
Visitor Pass. Please visit www.livetext.com, click on the Visitor Pass button at the top 
of the page, and enter the following code in the provided field: D7CDC50F. 

The Visitor Pass will provide access to printable, PDF copies of this manual and the 
following: 

 Best Practices for Faculty and Student Training 

 Faculty and Student Instructions for Registration 

 New LiveText training videos for both faculty and student users 

 Printable flyers explaining LiveText’s benefits to students and faculty 

 LiveText Informational Flyers 

 Sample On-Campus Training Agendas 
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Getting Ready 
As a conference participant, you’ve probably already made the decision to adopt 
LiveText on your campus and are starting to wonder, Now what? Or perhaps your 
school is an existing user with plans to alter or reorganize its assessment and 
accreditation strategy and you need to consider how you’re going re-train faculty 
members and students in using LiveText. Whatever your reason for attending, this 
session and manual are designed to help you organize successful faculty and student 
orientations. Our goal is to help you get campus users familiar with LiveText so that 
you can better manage your assessment and electronic portfolio process. 

So, what next? Simply put, the key to faculty and student orientation is open 
communication. Timely and targeted training is also important, and so is careful 
planning. But open and direct communication from administrators — about the 
reasons for using LiveText in courses, across departments and institutions, and about 
the institutional benefits associated with LiveText implementation — is essential to 
building campus expectations and participation in your electronic assessment and 
accreditation management program.  

Long before communicating with faculty members and students about the benefits of 
LiveText, though, campus administrators will want to communicate with one another 
about responsibilities and timelines. Who will serve as campus coordinator for 
LiveText? How and when will courses be uploaded and updated? When will the 
system go live on campus — and who will faculty members contact for help when 
they have a question? 

There is no single formula for managing a LiveText implementation. Each of our 
customers, after all, have their own unique needs, personality, and expectations in 
using LiveText. But after more than a decade in the field, we have identified common 
practices that can make your transition to electronic assessment and accreditation 
management — or your enhancement of existing programs — successful and robust, 
with student and faculty buy-in from the outset. Here’s how… 

No two LiveText implementations are exactly alike but successful roll-outs share a 
general progression.  

Establish a LiveText Support Network 

Roles and Responsibilities 

Successfully implementing LiveText is a collaborative process that will require the 
efforts of multiple people, both on campus and off. Campus representatives will 
include your school’s or program’s assessment coordinator; the designated LiveText 
Coordinator; key faculty members, and institutional administrators such as deans and 
provosts. Whatever the number of faculty or staff involved in the process, it is 
important to have a primary contact for LiveText technical and administrative issues. 
Your campus LiveText Coordinator should serve as this primary contact.  

Note: Appoint a Campus 
LiveText Coordinator. 
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In addition to the LiveText Coordinator, we highly recommend including other faculty 
or staff members to help establish LiveText on campus and to monitor its use over 
time. This group, which can be informal, ought to include administrators and faculty 
members from across departments utilizing LiveText and it should include the 
LiveText Coordinator. Group members can serve as both ambassadors and 
stewards--promoting electronic assessment and accreditation management on 
campus, and helping guide and revise your school’s use of LiveText to produce 
measurable, data-driven results and continuous curricular improvement.  

The LiveText Coordinator will be centrally involved in planning and executing the 
campus implementation. Afterward, both the LiveText Coordinator and members of 
the support group will serve as campus leaders on LiveText use and issues.  

Off campus, your LiveText Implementation Coordinator will help organize your shift to 
electronic assessment and accreditation management using the application. Your 
LiveText Solutions Consultant will also remain an important point of contact for 
ongoing technical assistance, including issues related to upgrades and changes 
within LiveText. Both the LiveText Implementation Coordinator and Solutions 
Consultant will remain available to you throughout your relationship with LiveText. 

Key Responsibilities 

LiveText Coordinator 

 Primary campus contact. 

 Responsible during implementation phase for communicating campus user 
questions and technical issues to LiveText. Also responsible during 
implementation phase for scheduling meetings with LiveText. 

 After implementation phase, responsible for liaising with LiveText 
Implementation Coordinator for ongoing training, technical support, software 
updates, and data collection and reporting issues. 

LiveText Group Members 

 During the implementation phase, members can be responsible for helping 
organize campus roll-out.  

 Group members can help with campus implementation in different ways. 
Some may publicize LiveText’s institutional benefits, while others may 
volunteer to train faculty or students on the software. 

 After implementation is complete, group members can remain involved in 
providing oversight and serving as a conduit for faculty and staff feedback on 
LiveText use on campus.  

Note: Identify faculty or staff 
members who will support the 
LiveText Coordinator and 
provide ongoing feedback and 
guidance about program 
needs and changes. 

Note: The Implementation 
Coordinator will be your main 
contact throughout the 
implementation process and 
your association with LiveText. 
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Communicate with Faculty and Students 
Timely and open communication with faculty members and students is important 
throughout the implementation process but it is especially important at the outset. You 
want educators and students to know why they’re being asked to use an electronic 
assessment system, and in the case of students why they’re being asked to pay for 
an online subscription. You will want to communicate that faculty and student use of 
LiveText directly benefits both the school and student. You will also want to make 
clear from the beginning, and repeat in follow-up announcements, that it is mandatory 
in courses that require the use of LiveText. Students are expected to use the software 
and will need to do so in order to receive credit for the courses where LiveText is in 
use. Accreditation is valuable not just to institutions but to the students they serve.  

Beyond accreditation, LiveText can help students organize and package their course 
work for use, especially with portfolios, in their post-collegiate job search. LiveText 
benefits for faculty members include Tenure Portfolios, easier organization of course 
assessment, and continuous improvement of student learning in courses. 

How and When to Notify Faculty and Students 

The campus LiveText Coordinator, possibly working with volunteers from the support 
group, will need to decide how and when to notify faculty and students about the 
pending LiveText roll-out. We recommend reaching out in multiple ways and at 
different times prior to the live launch to let members of your campus community 
know that LiveText is a user-friendly, Web-based platform. Possible approaches 
include: 

 Email notifications and reminders 

 A letter directly from the college president, dean or department chair 
announcing the change; this is an especially effective and powerful 
notification tool for reaching both faculty and students 

 Direct instruction and announcements during on-campus student orientation 
sessions 

 Regular and highly visible notifications on university websites and student 
portals  

LiveText also will provide you with electronic and PDF media that you can use or 
repurpose in crafting implementation announcements. Examples of these materials 
are available to all client institutions and can be found in the 2011 Conference 
Resources by using the Visitor Pass D7CDC50F. 
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Schools generally choose to implement LiveText prior to the fall or spring academic 
terms. Implementing before rather than during instructional time allows administrators 
and staff to fine-tune their on-campus LiveText protocols and to handle technical 
issues like course and student roster uploads for the first time without the many 
distractions that inevitably arise once classes are back in session. Implementing 
between marking periods also allows for the kind of planned outreach and user 
training that are necessary to launching LiveText programs that are successful from 
the start. We highly recommend, as a best practice, implementing LiveText at the 
beginning of an academic term.  
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On-site Training 
Most schools choose to invite a LiveText Implementation Coordinator to campus for 
on-site training prior to a live launch. We highly recommend this step as the best way 
to organize the implementation; to train faculty and staff; and to plan for the variables 
associated with adopting LiveText. Training packages are available in four-day 
bundles, with training sessions customized for administrators, faculty, and staff 
members. This particular bundle is the most economical and efficient training solution 
available from LiveText. Training sessions can also be organized for one day or for 
multiple days, depending on individual institutional needs and expectations. LiveText 
Implementation Coordinators generally do not conduct training sessions for students. 
Instead, the faculty and administrator sessions are geared toward managing a 
school’s ongoing use of LiveText and making sure instructors are comfortable from 
the outset in utilizing the software to assess student work.  

Prior to inviting the Implementation Coordinator for training, your campus LiveText 
Coordinator will need to do some planning. Who needs to attend on-campus training? 
What do they need to know? And how many days worth of training should you plan 
for? Your LiveText Implementation Coordinator and Solutions Consultant are 
available to help tailor your training agenda and to plan the on-campus visit, but 
campus organizers best understand the specific needs of your institution. Will you be 
collecting assessment data for only select courses, across an entire department, or 
across an entire college or university?  

A typical on-site training session includes the following topics: 

 LiveText Basics: Creating and editing documents; using rubrics; navigating 
the website and assessing student work. 

 Administrator Basics: How to manage course and student roster uploads; 
aligning rubrics with standards; creating and managing document templates 
and rubric templates; launching forms; generating reports. 

 Managing the ExhibitCenter: How to organize documents and reports for 
review by accreditors. 

  IT Consultation: Coordinating live-launch issues with your campus 
Information Technology staff. 

 Training for Trainers: Information and best-practices for staffers who will train 
students and other faculty members on the use of LiveText. 

These are only highlights. Detailed training agendas, with examples of one-day and 
multiple-day visits, can be found on the 2011 Conference Resources site 
(www.livetext.com, Visitor Pass D7CDC50F).  
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Faculty Orientation 
Providing faculty members with clear expectations and instructions about using 
LiveText in class is a crucial step in the implementation process. Classroom 
instructors will be an important point of contact for student users and they will also be 
the primary source of assessment data recorded using LiveText. Making sure faculty 
members are both familiar with the software and recognize its utility will help smooth 
your implementation. Plan ahead for well-attended faculty training sessions; timing is 
important. 

 Schedule faculty orientations between grading periods--over summer or 
winter break, for example. No instructors are really ever done preparing for 
class but they shouldn’t be overwhelmed with grading during semester 
breaks. Use this time to get them together for hands-on training. Professional 
development days are another option, especially when the meeting includes a 
discussion of program assessment. 

 Secure a computer lab for the faculty training session. Faculty members will 
learn more — and retain more — if they practice using LiveText in real time. 

 Use the faculty orientation time to make sure all faculty members register 
LiveText accounts. This is very important, and is another reason you should 
schedule the orientation session in a campus computer lab.  

 Adjunct faculty can take advantage of Webinar training sessions or even use 
LiveText training videos to learn the application. 

 Plan on hosting a follow-up training session after the grading term has 
started. Many schools choose to schedule this meeting halfway through the 
quarter or semester, and most ask the campus LiveText Coordinator to 
conduct the re-orientation. Instructors will have had several weeks to use 
LiveText in class but will not yet be dealing with end-of-term submissions. 
This is an excellent time to address questions developed through real-world 
use of LiveText. 

Once you have blocked out time at the computer lab and confirmed--and probably 
reconfirmed--the attendance of your faculty members at the orientation, you’ll want to 
let them know what to expect. In short, faculty members will be learning some 
LiveText fundamentals — how to register their free faculty accounts in order to gain 
access to the software and how to assess student work using electronic rubrics.  
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What to Cover During Faculty Orientation 

Faculty orientation sessions generally begin with a short discussion about LiveText — 
what the software is and does, and why administrators have chosen to use it. From 
there, the session agenda is very flexible but almost all faculty training sessions deal 
with the following topics.  

 Faculty account registration. Everyone working with LiveText will need an 
account. Faculty accounts are made available at no cost to the instructor or 
institution.  

 Account Navigation. Faculty members are introduced to the account 
dashboard and other important navigational features. 

 Assessment using an electronic rubric. Instructors learn how to assess 
student work, and how to provide written feedback to students inside 
LiveText. 

 Resubmission Requests. Just as they traditionally would, faculty members 
can ask students using LiveText to resubmit their course work after making 
revisions.  

 Undoing an Assessment. Instructors who have made an error can revise a 
previously completed assessment. 

 Technical Support. Faculty member will have questions about LiveText — 
from the beginning and as they use the software over time. Let them know 
where to find help. And let them know where to send students for help. 

 Learning the Submission Process. Faculty members who are knowledgeable 
about the submission process are more effective supporting student users 
and troubleshooting common student issues using the application. 

Faculty Account Registration 

All faculty members using LiveText need to register an account. Some important 
steps: 

 During faculty orientation, provide all attendees with your school’s faculty 
keycode. This seven-digit alphanumeric code is generated by LiveText and 
provided to the campus LiveText Coordinator. The keycode allows faculty 
members to register for free user accounts. That’s right: Free. No reason not 
to have one! 

 When registering their account, make sure faculty members include their 
university email address and faculty ID number. These pieces of information 
help synchronize course uploads and ensure that faculty members will have 
access to their courses inside LiveText. 
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 Once a faculty account is created, it cannot be transferred to another school. 
All faculty accounts are institution-specific.  

 Faculty accounts are not student accounts. An obvious distinction, maybe, 
but faculty users who have registered student accounts in the past for 
themselves will need a faculty account in order to perform assessments as an 
instructor inside LiveText. Faculty members who are enrolled as students in 
courses that require a LiveText account will need to purchase a separate 
account.  

Faculty FAQ and LiveText Help Resources 

Faculty members have access to LiveText help from multiple sources: 

 The campus LiveText Coordinator 

 Your school’s designated Implementation Coordinator 

 LiveText Help and Technical Support. Our Illinois-based support staff is 
available seven days per week at support@livetext.com or by calling toll-free 
at 866-LIVE-TEXT (866-548-3839).  

 Faculty members also have access to online user manuals and how-to videos 
in the Help Center for Faculty, accessible using the Help tab on their LiveText 
dashboard. The Help Center for Faculty includes a faculty-specific FAQ as 
well as electronic and PDF user manuals under the “For Faculty” tab. 

 Each week, LiveText hosts free Webinar tutorials for faculty and staff. These 
Faculty Online Training sessions are hosted by a LiveText Implementation 
Coordinator and are scheduled during both morning and afternoon hours. The 
calendar of training sessions and information about how to register for the 
session of your choice can be found on the LiveText homepage at 
www.livetext.com.  
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Student Orientation 
Student submissions are important to the assessment process — and without 
assessments, there is no accreditation data to be mined from the system. So you 
probably want to make sure students are registered for and using their LiveText 
accounts.  

There is no singular approach to student orientation but many LiveText customers 
choose to make use of class time at the beginning of the grading period for a short 
tutorial. Student training can be made mandatory; it can take place during class time; 
it can be folded into a computer lab session. It is important that students register their 
LiveText accounts, and that they are able to submit assignments using LiveText. 
These sessions are often led by the campus LiveText Coordinator but can also be 
taught by faculty members. Other schools have had success organizing mandatory 
extracurricular orientation sessions in a campus computer lab. And still others have 
offered one-credit courses where students first learn how to use LiveText and then 
move on to customizing the software to build presentation-ready electronic portfolios.  

Whatever the approach, it’s important to make sure that students know they must 
purchase and register a LiveText account in order to submit coursework for credit. 
Unlike faculty accounts, student accounts are available for a nominal fee. 

What to Cover During Student Orientation 

Student orientation sessions can be flexible but you will want to consider including the 
following topics when organizing those on your campus.  

 A short explanation of LiveText and why it’s being made mandatory in some 
courses.  

 Accreditation enhances the prestige and value of their degree. 

 Among the other benefits to students, LiveText offers portfolio-sharing 
capability, which many students use during their post-graduate job search. 
LiveText use also significantly reduces printing costs — especially for media-
rich assignments that include images and video — related to preparing and 
presenting course work.  

 LiveText account owners have access to unlimited, secure cloud storage for 
their academic work. 

 Student Account Registration. If possible, provide time during orientation for 
students to register their accounts. If you don’t have time for that step, make 
sure students understand the importance of registration. Without an account, 
they won’t get credit for courses that utilize LiveText. 

 Account navigation. Show students how to use the dashboard and other 
navigational tools inside LiveText. 



Page 12 of 14 

 

 

BEST PRACTICES: USER ORIENTATION

1 S. La Grange Road, 2nd Floor, La Grange, IL 60525-2455  1-866-LiveText (1-866-548-3839) edu-solutions@livetext.com

 How-To's. Teach students how to make create and author a document; how 
to start an assignment; and how to submit an assignment. 

 Provide students with access to contact numbers and emails for LiveText 
Help and Technical Support.  

 Many schools involve students as LiveText peer trainers. This is an excellent 
practice, as it offers additional layers of on-campus technical support for 
LiveText without adding to faculty or staff responsibilities. Student trainers are 
able to easily relate to other student users and can offer both assistance and 
guidance on simpler FAQs. 

Student Account Registration 

All students using LiveText need to register an account. Consider the following steps: 

 Clearly publicize that LiveText is a course requirement. Include this proviso in 
course syllabi and in other direct communications with students, including 
email and other campus mail, and using school websites and portals.  

 Setting deadlines often helps ensure timely student registration. 

 When students register their purchased accounts, they should include their 
campus email address and student ID number. These pieces of information 
help synchronize course uploads and ensure that student will have access to 
their courses and course sections inside LiveText. 

Student FAQ and LiveText Help Resources 

Students have access to LiveText help from multiple sources: 

 Faculty members 

 The campus LiveText Coordinator 

 LiveText Help and Technical Support. Our Illinois-based support staff is 
available seven days per week at support@livetext.com or by calling toll-free 
at 866-LIVE-TEXT (866-548-3839).  

 Students also have access to online user manuals and how-to videos in the 
Help Center for Students, accessible using the Help tab on their LiveText 
dashboard. The Help Center for Students includes a tailored FAQ as well as 
electronic and PDF user manuals under the “For Students” tab. 

 Many institutions maintain supplemental LiveText materials in a dedicated 
space inside the school website. 
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Conclusion 
This conference training session has introduced attendees to several Best Practices 
for implementing LiveText on campus. From early planning to pre-implementation 
training and communication to helping faculty members use LiveText for electronic 
assessment of student work, this session has stressed the importance of clearly 
defined goals for rolling out LiveText. Those goals include best practices and 
benchmarks for faculty and student training; user registration; and campus outreach 
and ongoing refinement of user knowledge through faculty training sessions; LiveText 
print and video resources; and access to LiveText Implementation and Support staff. 




