
Instructions for Creating an Assignment  
 
 
 
1.  Sign on to LiveText. 
2.  You may create a Document for an Assignment Template, and a Rubric for assessing 
the assignment by using the instructions found on the Help Documents for “Creating a 
Document” and “Creating a Rubric.” 
3.  Click on the “Courses” tab. 

 
 
4.  Click on the course for which you wish to create an assignment. 

 
 
5.  Click on the “Assignments” tab. 

 
 
6.  Click on the button for “Add New Assignment” at the top right hand corner of the 
screen. 

 
 
 
 
 
 
 
 
 
 
 



7.  Enter a Title and Description (description is optional.) 

 
 
8. Choose an option for “Post Date.” 

 
 
9.  Fill in the required fields for “Due Date.”   

 
 
10.  IMPORTANT--For all KEY assignments, skip this step for now and move onto 
the next step.  More information on how to handle key assignments will be at the 
end of this document*  For all NON- KEY assignments, choose an assessment 
method by clicking “Browse.”  

 
 
11.  This takes you to a pop up box containing all of your documents that were created as 
“Assessments.”  To view an Assessment, click on “View” at the right hand side of the 
screen.  To choose the appropriate Assessment, click on “Select” at the right side of the 
screen.   

 
 
 



12.  Back at the “New Assignment” screen, you have the option to remove the selected 
Assessment by clicking the “Remove” button. 

 
 
13.  Make sure to put a checkmark in the box next to “Publish Grades.”  The box next to 
“Require Submissions” should already have a checkmark in it. 

 
 
 
 
14.  If you wish to insert an assignment template, click on “Browse.” 

 
 
15.  This takes you to a popup box containing all of documents you have created.  Place a 
checkmark in the box beside the template you want to use, then click the “Insert” button. 

 
 
 
 



 
 
16.  Back at the “New Assignment” screen, you again have the option to remove the 
template you selected by clicking the “Remove” button. 

 
 
 
17.  If you have attached an Assessment rubric that included Outcomes & Standards, 
Outcomes & Standards will automatically appear.  If not, you can click “Browse” to add 
Outcomes & Standards. 

   
 
18.  Under “Resources” you can insert a LiveText document, a URL or an attachment to 
aid your students in completing their assignment.  The Resource functions will be used 
only occasionally and are not required.   

 
 



19.  Click on “Save Assignment.” 

 
 
20.  This takes you to a summary screen with all of your assignment’s details.  If you 
wish to “Copy,” “Edit” or “Delete” your assignment, click on the proper button.  
Otherwise, your assignment is active.  You may return to the “Dashboard” by clicking on 
that tab.   

 
 
 
------------------------------------------------------------------------------------------------------------ 
 
* IMPORTANT--For all KEY ASSIGNMENTS, do not select an Assessment 
method when you create an Assignment.  Instead, when you create a Rubric for a 
Key Assignment, you must share the rubric document with Dr. Horton through 
either the WUadmin account or hortonm account.  Click on the “Share Document” 
tab.  

 
 
 
 
 
 
 
 
Insert “WUadmin” or “hortonm” into the textbox and then click “Add” and then 
“Submit.” 



 
 
Make sure you sent Dr. Horton an email alerting her that you have shared a Rubric 
with her and letting her know which Assignment the Rubric should attach.  She will 
attach the Rubric to the Assignment through her LiveText Administration account. 


