
 

 

 

Instructors conduct rubric based assessments of submitted assignments 

 

1. Log in to your Instructor account at www.livetext.com 

 2. At the dashboard window, click the Courses Tab.  

 

 

3. In the Term drop-down menu, select the current term.  Then, select the appropriate Course and 

Section from among your courses. 

 

 

http://www.livetext.com/


 4. In the course overview window, select the Assignments tab.  

 

5. Assignments have progress bars associated with them. Progress bars are color coded. Red represents 

students that have not submitted an assignment, yellow represents submitted assignments awaiting 

assessment, and green represents assignments that have been assessed. 

 6. To begin an assessment, Click on the progress bar of the assignment to be assessed. This takes you to 

a Submissions & Grades tab. 

 

 7. In the yellow Awaiting Assessment section, click on the name of the student you intend to assess.  

 

8. Double click the digital file under Documents to be Assessed. To open, you must have the appropriate 

application. 
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9 .Double-clicking the digital file will download the file to the instructor’s computer. The instructor will 

still have to open the digital file, using an application appropriate to the digital file type. An instructor 

can begin the rubric based assessment by clicking on the Expand Rubrics button in the LiveText window 

of the browser. 

 

10.  With the digital file open in one window and the rubric open in another, the instructor can 

proceed with a rubric based assessment of a student learning outcome. 

 

 



11. As you review the artifact, select the appropriate level of accomplishment (i.e. column) for each 

element (i.e. row) of the rubric. Notice that level of accomplishment goes from 1 Benchmark (lowest 

level of accomplishment, rightmost column) to 4 Capstone (highest level of accomplishment, leftmost 

column). 

12. If the instructor wishes to provide feedback for individual elements of the rubric, select the blue Add 

Comment bubble and type your comment into the comment box.  

13. When you have selected a level of accomplishment for every element of the rubric, you will see a 

rubric score summary at the bottom right of the rubric window.  

 

14. When you are finished with the assessment, click the red Close button at the top right corner of the 

rubric window.  

15. The instructor can add general comments for the student in the comment box. 

 16. The instructor can request a resubmission of the assignment by clicking the Request Resubmission 

button.  

17. The instructor can add a grade to the assessment in the Grade box, but only the data from the rubric 

itself are required for assessment purposes. 

18. Instructors can save the assessment without submitting it by clicking the Save button. 

 19. If the instructor has completed the assessment, click the green Submit Assessment button.  

Add comment bubble 

Rubric Score Summary 



 

20. This should take the instructor back to the Submissions and Grades Tab to move on to the next 

student.  

21. Notice that the assessed student’s name now shows up in the green Completed section.  

 


