
Instructions for Creating a Rubric 
 
1.  Sign into LiveText. 
2.  Click on the “Documents” tab. 

 
 
3.  Click on “New.” 

 
 
4.  Choose “Assessments” under Folder. 

 
 
5.  Choose “Design-your-own” Assessment under Template. 

 
 
 
 
 
 
 
 
 
 
 
 



6.  Give your document a Title, ie “SPED 575 Assistive Technology Rubric.” 
7.  Insert your name, the semester, and the year in the “Description” box. 
8.  Click on “Save as New Document” button in bottom right hand corner of screen. 

 
 
9.  You are now in Document View and look at your new document.  There are three default 
sections to the document—Text and Images, Standards, and Rubric.  You may or may not need 
to use the Text and Images section.  
10.  If you do not need the Text and Images section, click on the “Manage Sections” tab on the 
right hand side of your screen.   

 
 
11.  Place a check mark in the box beside “Text and Images” and click the “Delete” button on the 
top right hand of screen. 

 
12. It is also best to reorder the Standards and Rubric to place the Rubric as the first thing to see. 
You do this by clicking on “Section Order” (seen in the toolbar above). Then use the arrows to 
move the items up or down on the list.  

 



13.  Click on the “Standards” link. 

 
 
14.  Click on the “Add” button. 

 
 
15. Be sure to click on “All” to show all the standard sets.  

 
 
16.  The standards will appear at the bottom of the screen in a list form.  To narrow the number 
of standards, click on the drop down box beside “Standards Set Level 1” and choose a subsection 
of the standards. 
 
17.  Place a check mark beside each standard that you would like to add.  You can choose 
multiple standards from the same page; however, you must click “Add Standards” before going 
on to choose standards from another page.   

 
 
18.  Scroll through the pages to find all of the standards you need.   

 
 
 
 



19. When you are done, click the “Save & Finish” button at the top right hand of the screen. 

 
 
20.  You are back to your document and can see the standards that you selected listed.  Click on 
the “Edit” button beside the Rubric section. 

 
 
21. Be sure to change the title of the rubric in Section Title as well to match the title of your 
rubric. 

 
 
22.  Choose a set of levels.  If the title of your levels is not available in the dropdown box, 
choose a set with the same number of levels. 

 
 
 



23.  To change the titles of each level, click on the current titles and change the name in the 
textbox.  (For example, change “4” to “Relational.”)  Leave the point values for the different 
levels (i.e. Relational = 4, Multistructural = 3, Unistructural = 3, and Prestructural = 1) 

 
 
24.  Click “Add” button on the left hand side of screen to add Elements to the rubric. 

 
 
25.  Name the Element and remove the number 1 from the textbox beside “Weight.” Here you 
can also add the standards from earlier to the different elements of the rubric it applies to. 

 
 
26.  Double click in each box under the different levels to add text.  You can use the cut and 
paste function here if necessary. 

 



27. Continue as above to add more Elements.  When you are done, click the “Save & Finish” 
button in the top right hand of the screen. If you wish to save your changes as you work but not 
close the document, click “Save Changes.” 

 
 
28.  IMPORTANT---If this rubric is tied to a key assignment you must share the rubric 
document with the Administrator account. Click on the “Share” tab. 

 
Type “wuadmin” into the space to search for users/groups/visitors. Then click “Add.”   

 
 
Make sure that you share the document in the “view” mode only and not “edit.” Then click 
“Submit” to complete the share. 

 
 
29.  If this rubric is NOT tied to a key assignment, then you can add the rubric to an assignment 
without sharing it with the Administrator account through the steps in “Creating an Assignment.” 
 


