Posting Course Assignments and Portfolios to LiveText

Community and School Counseling Portfolios
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Create Portfolio from Template

Step 1 – Login to LiveText

Step 2 – Click the Documents tab

Step 3 – Click the New button

Step 4 – Select Electronic Portfolio for the Folder

Step 5 – Select Either Community Counseling or School Counseling for the Template

Step 6 – Type a Title for Your Portfolio, i.e. Community Counseling Portfolio

Step 7 – Click the Save as New Document button. This will save a blank portfolio to your Documents area so you can begin work on your portfolio.
Edit Your Portfolio

Open Your Portfolio 
Step 1 - Click the Documents tab

Step 2 - Click on Your Portfolio 

Enter Your Name

Step 1 - Click the Edit button to the Right of Name on the First Page of the Portfolio

Step 2 - Replace “Name” with Your Name

Step 3 - Click the Save and Finish button

Attach Your Resume

Step 1 - Click the Edit button to the Right of Resume

Step 2 – Click the Edit link to the Right of File Attachment(s) (below the Textbox)

Step 3 - Click the Upload New File button

Step 4 - Click the Browse button

Step 5 - Select Your Resume then Click the Open button

Step 6 - Click the Save & Finish button
Attach Your Portfolio PowerPoint Presentation


Step 1 – Click the Edit button to the Right of Portfolio PowerPoint Presentation

Step 2 – Click the Edit link to the Right of File Attachment(s) (below the Textbox)

Step 3 - Click the Upload New File button

Step 4 - Click the Browse button

Step 5 - Select Your PowerPoint File then Click the Open button

Step 6 - Click the Save & Finish button

Add an Example of the Application of Technology

Step 1 – Click the Edit button to the Right of Application of Technology

Step 2 – Type a Description of Your Application of Technology in the Textbox Provided. 

Step 3 – Add a Link to Your Example of the Application of Technology 

· Web-based Technology, i.e. a blog, website, or wiki

· Type the URL on the Line Below your Description in the Textbox

· Select the URL (hi-light it)

· Click the Hyperlink Icon (looks like a Globe with a chain link below it)

· Type or Paste the URL in the Long Textbox Labeled URL

· Click the OK button

· File Attachment, i.e. PowerPoint, Word, Excel, Mp3, or Other Type of File

· Click the Edit link to the Right of File Attachment(s) (below the Textbox) 

· Click the Upload New File button
· Click the Browse button
· Select Your File then Click the Open button
· Click the Save & Finish button

Add Assignments and Reflections


Step 1 – Click the Assignments and Reflections Page on the Table of Contents

Step 2 – Attach Your Assignments and Reflection Papers
· Click the Edit button to the Right of Assignments and Reflections

· Type the Name of the File Attachment to the Right of the Corresponding Course Number, i.e. COUN 6620 – Counseling Reflection.docx

· Add Attachment

· Click the Edit link to the Right of File Attachment(s) (below the Textbox) 

· Attach a File from File Manager

· To attach a previously uploaded file:
· Check the box next to your file

· Click the Save and Finish button

· To attach a new file

· Click the Upload New File button

· Click the Browse button
· Select Your File then Click the Open button

· Click the Save & Finish button

Submitting Your Portfolio

Step 1 – Login to LiveText

Step 2 – Click the Submit Assignment button to the Right of Portfolio Submission 

Step 3 – Check the Box to the Left of Your Portfolio

Step 4 – Click the Insert Document(s) button

Step 5 – Wait for a link to your portfolio to appear below the red bar at the top of the page then click the Submit Assignment button

