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To Build Your LiveText Portfolio for Graduation 
EDCT 693 

 
Step 1: 

1. Login to LiveText (LT) 
 
 
 
 
 
Step 2: 

1. You will open to the Dashboard which lists all your courses on the right. For the portfolio, we will NOT use the 
course listed on the right. 

2. Instead, find the tab called Documents and click on it. It will be the third tab in the row. 
 

 

 

 

 

Step 3: 
1. When the documents page appears, look for the button that says NEW. 
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Step 4: 
1. Click on NEW (button) and a window will appear similar to the one below. In this window, use the pull down 

menus to fill in the items as shown below. 

 
2. Give the portfolio a Title:  EX: Mark Smith’s EDCT 693 Portfolio. 
3. Then in the Description Box, enter the quarter you graduate (EX: Spring, June 2010) 
4. Then click on Save as New Document 
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Step 5:  
1. Now it is time to put your things into the Portfolio.   

 

2. You will use the edit button to change and add text.  Please read the info on each box to help you decide what 
to do. 
 

3. Notice that on the right is the professional resume, teaching philosophy and standards (8).  To insert information 
into each of those areas (and yes, that is expected), you just click on the title of the page and the page will 
open. 
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4. Once the page is open, click on the edit button and enter information.  Note that each of the standards pages 

have several pieces of information to insert.  To attach a document look below the text window and you can 
attach up to 8 files and there is a place to insert an image(s) as well. 
 

 

6. Tell how you have grown in meeting this standard 
7. The list of standards you need to meet 
8. The artifacts that show you have met the standard (artifacts can be used multiple times but not the same ones 

on each standard – we will figure that one out!) 
9. Reflection on meeting the standard 
10. Future learning goal (how you hope to continue to grow in your use of technology for this standard) 

Step 6:  
1. Do this for each standard. 

 
**Remember you have many projects from your courses, you must have at least 1 project (artifact) for each standard 
but you may have one project for a standard and then three or more for another.  The goal is to show that you meet 
each standard by what you write and what you provide as artifacts. 

Also remember that there are two parts to the EDCT 693: 1) the LiveText portfolio shown above and 2) the Creative 
Portfolio that you will present at the end of the Saturday, June Class meeting (12:30 to 2:30 pm). Lunch will be 
provided. 


