
LiveText Directions for GaTAPP Teachers 

Once you have received your LiveText login credentials from the RESA office, you 

are ready to go…almost!  Just a quick reminder!  You cannot change your 

username or your password.  The Georgia Professional Standards Commission and 

Middle Georgia RESA must maintain access to your account in order to observe 

your growth as a teacher and to monitor the degree of support you receive from 

your school-based mentor.  (We also need your login to correct technical issues.) 

These directions will include screen shots of the LiveText screen as it appears to 

you as a student.  The screen you see is a sample course section of Middle Georgia 

RESA’s GaTAPP Portfolio created by the Georgia Professional Standards 

Commission for training purposes only.  It does NOT represent the actual work of 

a GaTAPP candidate in the Middle Georgia RESA program. 

This document is intended to introduce you to LiveText and to serve as a 

reference as you work with the program.  Any time you have a question or a 

problem using LiveText, please contact us for help.  We will also arrange one-on-

one help sessions if this document is not sufficient as a training tool.  Here’s our 

contact information: 

Pam Wacter – pwacter@mgresa.us; cell 478-719-0331 

Melissa Smith – msmith@mgresa.us; office 478-988-7175. 

OVERVIEW OF THE PORTFOLIO 

The portfolio contains 54 assignments, or “Evidences.”  The term “evidence” is used 

because the portfolio assignments are designed to provide the evidence that you 

have met the requirements for certification as stated in the 24 “Exit 

Competencies”, or standards.  You must earn a score of at least “proficient” for 

each Evidence, or assignment.  Some assignments require that your school-based 

mentor score your assignment in LiveText.  Others are assessed by Middle Georgia 

RESA’s program coordinator.  Your journals are read and scored by your RESA 

Supervisor. 
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Evidences in the LiveText version of the portfolio are released at different times 

during your participation in GaTAPP.  Some of the assignments are done in the 

Essentials course—“Code of Ethics” and the Classroom Management Project.  For 

example, the Evidence number for the “Code of Ethics” assignment is #42, so you 

can see that the Evidences are not done in numerical order.  If you would like to 

see the entire portfolio as one document, you can find it on the RESA website, 

www.mgresa.org.  Click on the “GaTAPP” link, then “Current Teachers”, and then 

“Portfolio.”  You will click to open the FY14 LiveText version of the Word 

document. 

The portfolio, as noted above, is based on the 24 Exit Competencies, standards for 

certification developed using Charlotte Danielson’s “Framework for Effective 

Teaching.”  Danielson’s work is divided into 4 Domains: 

 Domain I – Planning and Preparation 

 Domain II – The Classroom Environment 

 Domain III – Instruction 

 Domain IV – Professional Responsibilities. 

DIRECTIONS FOR LIVETEXT USE 

You will log in using the credentials provided to you by the RESA office.  As stated 

earlier, you cannot change your username or your password.   

Step 1:  Go to www.livetext.com 

Your login screen will look like this… 

You will see the login area at the top of the screen.  (Sometimes it will appear 

lower…more in the middle of the screen.) 

http://www.mgresa.org/
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I am going to sign in now, using a “pretend” training account established by the PSC 

for their LiveText sessions.  The work samples I will use are not the real work of a 

TAPP teacher.  

The screen below reveals the screen you will see when you first log in.  You are 

looking at your “Dashboard” where you will see only the assignments which have 

been released to you and the due date for each.  

You should complete all parts of an assignment before uploading your work.  When 

you upload, the assessor has access to your submitted work and could potentially 

score it before you have finished.  If you miss a due date (deadline), you can still 

upload your work.  The missed date becomes a problem if you need to withdraw and 

revise the work.  Should that occur, you will need to contact us so we can extend 

the due date and give you access to your uploaded work.  (Missed deadlines are 

understandable; however, a habit of missing deadlines can affect your program 

You will enter your RESA-assigned 

username and password here. 



completion date.  We must score you on your professionalism and work ethic as well 

as your teaching ability.) 

Once you have uploaded your work, the Evidence (assignment) will disappear from 

your Dashboard.  (The Dashboard shows only those released assignments for which 

you have not submitted your work.) 

  

 

If you prefer to work from a screen which shows all your assignments, even those 

you have completed, you can click on the tab for “Courses.” 

Something new shows up on this screen.  You will see the name of the portfolio. 

(It’s the second one in the list.  The name of your portfolio will be different, but 

you will be able to spot it.)  The first course name in the list is the “GaTAPP 

Assessment of Clinical Practice.”  This course contains assignments…but NOT for 

you.  (Good news!)  You will find the rubrics there for classroom observations and 

the PSC’s “Dispositions.”  These are the forms that we use to enter the ratings for 

our observations and the feedback from your principal and school-based mentor.   

 

“Courses” Tab 



 

You will always open the portfolio.    

So let’s click on the portfolio… 

 

…and now we see this screen.  Let’s click on the “Assignments” Tab.  



 

Now we can see all the assignments that have been released to us.  This screen 

looks a little different from yours, because every statement in the “status” column 

will read “Begin Assignment.”  (Remember that this is a training portfolio course, so 

I have used it in trainings to demonstrate.  The ones I have opened before say 

“Continue Assignment.”) 

There is another difference, too.  Your titles in the “Assignment” column will 

include a brief description of the “Evidence”, or assignment.  For example, Evidence 

27 will also read “Reflective Journal #1.”  Evidence 21 will also read “Field 

Experience #1.”  Additional information is added to the title.  “Supervisor” will be 

noted by the journal, and “Mentor” will be noted by the field experience.  That’s a 

reminder to you and to your assessors of everyone’s responsibilities to score the 

work. 

Let’s open Evidence 21 so you can see the information included in the assignment. 

I have reduced the font size of the LiveText page so you can see more of it at one 

glance. 

You can see the status of the assignment (Not Submitted) and an alert about the 

pending (or past) deadline.  You will see 3 Steps.  In Step 1, you can read the 



assignment description, and you will see 3 documents we have attached to the 

assignment to guide your work.  You will always use these “resource” documents as 

they were created to focus you on the intent of the assignment (meeting the Exit 

Competencies).                                     Resources (templates) are here.  

The number of attached resources will vary by assignment. 

 

A wise approach to this process is to create your assignment documents on your 

own computer and save those documents there.  (You can create a folder under My 

Documents for the portfolio and even put folders inside folders, if you want.  For 

example, you can create a folder, “TAPP Portfolio”, and inside that folder create a 

folder, “TAPP Journals.”  Then you can write and save the journals there for 

uploading later into LiveText.) 

In Step 2 of 3, you see the question on the left side of the screen asking if you 

have already created a file or document.  If you have saved your work to your 

computer, you can click on “Attach Files” and begin the process of uploading your 

work.  There are 3 different “Resources” or templates for this assignment, so you 

will go through the process of attaching 3 different times. 



Let’s back out of this assignment and practice with Evidence 27, the first 

reflective journal.  Click here to go back to the list of Evidences. 

 

We are back to the list now, and we are going to open the assignment for 

Reflective Journal #1.  In this example, I will be continuing the assignment. 

 



I’m going to click on “Continue Assignment” for Evidence 27.  Yours will read “Begin 

Assignment.” 

 

You can see only one resource, the template for your journal.  (You also see the 

scoring rubric for the assignment, something which was missing from Evidence 21—

an error for us to correct.  I’m glad this happened!  Any time you open an 

assignment and do not see the rubric for the evidence, you need to let us know.  

You always need to read the rubric so you will know exactly how the assignment will 

be scored.) 

Let’s click on the “Rubric for Evidence 27” and read the expectations for writing 

the reflective journal.   

In the screen shot below, you will see the description of the assignment and the 

scoring rubric.  (The point system will be different in your revised version of the 

portfolio.  Numbering goes from 1 to 4, and you must score at least a “3” for 

“Proficient.”) 

To close the rubric and remove it from view, I will simply click on the “x” on the 

right side of the bar that reads “Rubric for Evidence 27.” 



 

  

Once I close the rubric, I can return to the basic assignment screen. 

I will now click on the “resource”—the journal template into which I can type my 

journal.  (Remember to save the journal to your computer for safe keeping.)   



 

When the template opens, you will see the journal template and 3 different journal 

writing prompts.  You will choose only ONE topic and write about it.  (When you 

have completed the assignment, remember to save it to your own computer.) 

You will need to click on “Enable Editing” (if you see this message) in order to type 

into the form. 

 



 

When you have completed the journal and you have saved it, you will need to close 

the Word document (journal template).  Do so by clicking on the “x” in the top right 

corner.  When you save and close the journal, you should be able to return to the 

LiveText page below.        (“Enable Editing” button) 

You are now ready to upload your journal into LiveText. 

Be sure you are in the correct assignment—Evidence 27, “Reflective Journal #1.” 

Look on the left side of the screen and click on the box that says “Attach File.”  

You will find that in Step 2 of 3.     

 



 

Here’s what you will see next…  Click on “Choose File.”   

 

At this point, you will be browsing for the journal you wrote and saved to your 

computer.  I have already written journals #1 and #2, and I have saved them to my 

computer.  You will see them in the screen shot below.  I located them in “My 



Documents.”  Remember!  I am only selecting Reflective Journal #1 for this 

assignment. 

I have now selected it, and the journal has uploaded into LiveText.  While it loads, 

you will see a horizonal line.  When the uploading is complete, you will see this 

screen.  You may think I’m through with this, but I’m not.  I next have to click on 

the green bar on the bottom right to “add” it to the assignment.   

 

So let’s add it… 

I see it!  It is at the bottom of the middle section—the area of Step 2 of 3.  It 

even has a little red “x” beside it so I can remove it if I want to change it or if I 

uploaded the wrong file.  (If it loads twice, you can simply remove one copy by 

clicking on the “Remove” red “x.”) 

 



 

Am I finished now?  Not quite!  We have only made it through Step 2 of 3.  

Look at Step 3 – “Submit Assignment.”  I still have to submit my journal to 

LiveText.  I do that by clicking on the red “Submit Assignment” bar.   

 



Mission accomplished!  Just to be sure, let’s go back to the list of Evidences and 

see if anything has changed.  We should see that my assignment has been uploaded 

and “awaiting assessment” by my RESA Supervisor. 

 

The yellow bar beside Evidence 27 indicates that I have uploaded my journal.  

(Your bar will read “awaiting assessment.”  Remember that I use this portfolio 

often for training, so LiveText knows I have been working on this for 

awhile…probably thinks I am having some difficulty with it!)  : ) 

You should be ready to start on your assignments now.  Always contact us if you are 

having any difficulty with the directions or with LiveText in general.  We are happy 

to help! 

One last note of explanation.  When your mentor or your supervisor scores your 

work and submits it for final consideration, you will not be able to view the 

assessment score until the “system administrator” closes it out in LiveText.  (The 

system administrator actually scores all your portfolio work, taking into 

consideration, of course, what your mentor and/or supervisor mark.)  Be sure you 

notify your mentor and supervisor when you have uploaded work that requires their 



score.  The system administrator cannot complete the scoring until others who 

assess have completed their part of the process. 

We think you will enjoy using LiveText for your portfolio.  You are no longer 

required to maintain a notebook which can become large and cumbersome.  You can 

also work on your portfolio from any computer.  The fileserver which holds your 

work is in Chicago, so you will notice that time deadlines are Central Standard 

Time.  (We have adjusted that to read an 11:00 PM deadline, but it is really 

midnight in Georgia.)   

Contact us if you have any questions!   

 

 

 


