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Instructions for Submitting Assignments into LiveText 
 

1. Log in to www.livetext.com. 
2. Look at your Dashboard and identify the assignment you are going to submit to.  
3. Click “For assignment details and templates(s) click here.” 

 

 
 

4. Click “Use This Template” 
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5. Click “Submit Your Work Here” on the right. Some Templates will already display the Submit 
Your Work section below the Directions area. If so, move on to Step 6.  

 

 
 

6. Click “Edit”. 
 

 
 

7. Depending on your preferences and those of your instructor, you can either enter text into 
the text box provided, or upload an attached image or file(s). If entering text, simply enter, 
and click “Save and Finish” as per Step 9. If attaching files, click “File Attachment” as below.  
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8. For new files, click “Upload New File”.  If you have previously uploaded the file, you can 
select it from a provided list below the screenshot area. 

 

 
 

9. Follow the “Choose File” prompts to select the file from your computer and upload. You can 
upload multiple files using this method. The process for uploading images is identical. When 
you are finished uploading, click “Save & Finish”. 

 

 
 

10. When you are finished describing and/or uploading your work, click “Submit Assignment”. 
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11. Select the correct assignment from your list of open assignments.  
 

 
 

12. You are given one last opportunity to review your work at this stage. You can also choose 
from other types of document submittals here. But if you are ready to go, click “Submit 
Assignment”. 

 

 
 

13. That’s it, you are done! You should see a Yellow box like this: 
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Notes 
 There are several ways to submit assignments in LiveText. The preceding instructions are 

the most common way to upload documents for your instructor’s review.  
 If you have begun work on a LiveText document, but are not yet ready to submit it, select 

“Save and Finish” to exit the document. You can return to it under the Documents tab on 
the site’s header.  

 You can organize the documents in your My Work section of the Documents panel by using 
Labels. Labels are very much like folders, only they can be used to apply multiple labels to 
the same document (like filing something in more than one place).  Once you make labels, 
they’ll appear on the right-hand side of your Documents window. 

 
FAQs 
 
Why are all my assignments color coded? 

 Red assignments & boxes mean that you haven’t yet submitted an assignment. Yellow 
means that you have submitted, but you are still waiting on your instructor’s assessment. 
Green means that your instructor has finished assessing it. 
 

What if I submit something, and need to redo it? 
 Starting Spring 2010, all assignments will have the Retract Option available. The retract 

option will only be available on assignments that have been submitted, but not yet assessed 
by your instructor.  To retract an assignment, go to your Dashboard, and click “Latest 
Submission”, then the small blue Retract Button:   
 

 

 
 
Once retracted, return to your Documents tab to find and update the assignment for 
resubmission. 

 
Who can I contact for help? 

 If you have a question about an assignment, please contact your instructor directly. If you 
have a technical question or problem in LiveText, contact the COE LiveText Administrator: 

 

Roshan Searcy 
Academic Building 3 Ste 258 
(239) 590-7359 
rsearcy@fgcu.edu  

 

Important Reminder 
All assignments that appear on your LiveText dashboard need to be submitted to LiveText before 
the end of the Final Examination period. LiveText provides the College of Education with valuable 
information on your progress throughout your program; information which is necessary to certify 
you for graduation. Submitting your work to LiveText is a requirement throughout the College of 
Education.   


