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Getting Started

Purchase and Registration Instructions

1. Using Mozilla Foxfire for Windows or Safari for Apple, go to
www.livetext.com and click on the LOGIN/REGISTER tab at the top of the
LiveText homepage.

2. You must first purchase your LiveText account/keycode and then Register it
using the same website.

3. Click Purchase Membership button and fill in the required information. Be
sure to purchase the Field Experience Edition also known as the FEM code.

4. Once you have purchased the keycode, go back and Register the code.

5. Click the Select This Option button under the Register Membership button.
The registration form opens below.

6. STEP 1: Choose your role and select the radio button for Student.

7. STEP 2: Enter the student key code that was provided to you with your
purchase.

8. STEP 3: Register Your Student Membership.

9. STEP 4: Create Your LiveText Membership Account. You will be prompted to
create a unique username and password. When creating a username, the
name will be compared to all LiveText users. If you receive the message
“Username is already taken”, you will have to modify your username.

10.Select a security question from the dropdown menu. This may be used in the
username/password recovery process.

11.Select the Terms of Service check box and Click the Register My
Membership Account button to complete the registration process.

12.Account Activation completed. After successfully completing the registration
process, LiveText will display this screen with your newly created username
and password. Your login information will also be sent to the personal email
address provided during account registration.


http://www.livetext.com/

Logging In
Using Mozilla Foxfire for Windows or Safari for Apple, follow the steps below for
entering time and activities completed during a field experience session.

The information may be entered using a mobile device, tablet, laptop, or desktop
computer.

e Go to www.LiveText.com

* Enter username and password and log in
e Click on FIELD EXPERIENCE (tab at top left)
e Click on VIEW PLACEMENT DETAILS (upper right hand corner)
e In the log at the top right hand corner enter: o Date
o Mentor's name under "Class Info"
o Activity (or activities) completed or in progress

o Hours/minutes spent in the classroom

Viewing Placement Details

When you have logged in, you will see a new Field Experience tab at the top of
your account (to the left of Dashboard). Click this tab.

Eicld Expenence Dashboard
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You will see all your active placements. Click the View Placement link to access all
activities associated with a placement. This page is a shared workspace, accessible
to your Field Director (Supervisor) and Field Instructor (Mentor) as well, which is
used to manage all the key activities for your Field Experience Placement.
Winthrop’s social work field office has set the demographics for the field agency
and ask that you do not make any changes. If you have concerns about this
information, please let the field office know.

Field Experience
Placementis Profile

New Requests

Pending Requests

Course:  FEM 401-1 Edit Request

Internship:  Student Teaching - Example of a Placement Requiring a Request by Intern
Date Submitted: 06/05/2013
Active Placements

Active o

Withdrawn

Compieied Q, Search

Course: FEM 401

Hours Completed: 0/600 @

Internship:  Field Experience

Start Date:  07/22/2012
End Date:  07/21/2013

Forgotten Username

1. Log on to www.livetext.com

2. On the top right hand corner of the screen is a “Forgot” link. Click that
link.

STIMONIALS PURCHASE/REGISTER PARTNERSHIPS NEWS & EVENTS ABOUT US
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3. Enterin the email that is associated with your account. If you are Field
Experience Mentor, please be sure that the email you are entering is the
email you have provided to the Institution of Higher Education you are
working with.

Resetting Your Password

1. Click “My Account” in the upper right corner.
2. Click “Change Password.”
3. Enter the old password, then enter and confirm a new password.

FORGOT USERNAME/PASSWORD

fall.l YTalB1T, \ Y aY I s res re mnd i a2 b* 1 =g ~4 402’&’
How would you like to reset your password?

@ Email to aliciaespinozab5@gmail.com
Receive an email with a link to reset your password.

) Answer a security question
Answer the security question associated with your membership.

4. You will receive an email from SUPPORT. Open up that email and your
username will be provided, along with a link to reset your password.
5. If you have any trouble please contact LiveText Support at 866.548.3839.




Sending an E-mail in LiveText

To write an email to your mentor, supervisor, or both click the corresponding
email icon or link.

Placement Details

Status: Active

= Email All

Mentor: Mentor 1LiveText email
Supervisor: LiveText Supervisorl1 email
Start date: 07/21/2013

End date: 05/10/2013

Assignments

Learning Contract

The Learning Contract will be completed as a word document and then uploaded
into Live Text under the Attachment tab. To upload attachments to the shared
workspace, click Add Attachments.

Add Attachment
LiveText Documents | Add Attachments

Current Label: | uncategorized® | F Upload New File

1 2 3 4 5 4] MNext

& File Name File Type Size Date Uplo:
A Analytics TrainingManual 7 30 14.pdf  Pdf 237Mb  Janl2

®  Analytics TrainingManual 7 30 14.pdf  Pdf 237Mb  Feb3

= Baking and Pastry.pdf pdf 117 Kb Mar 22

™ Best Practices 7.27.11.pdf pdf 73 Kb Aug1,2014
B Best Practices 7.27.11.pdf pdf

73Kb Aug 18,201« _

Close

Mid-term Evaiuation and Final Evaluation



The Mid-term evaluation and Final Evaluation for field will be under the

Assessment tab. Your field instructor will have instructions on how to
complete the evaluation/assessment in Live Text. You will have access to see
all assessments completed.

Productivity Report/ Time Log

Entering hours in the Time Log

The Productivity Report will be entered into Live Text as a Time Log. To add an

entry to your Time Log click Add hours. You must select the date of the entry,
the number of hours logged, and the time log category (see definitions below).
However, a brief description of the activity and additional information is
optional.

Note: You will have to break down the total number of hours each day per
time log category. For example, an 8 hour day might have 1 hour of Agency
Meetings, 4 hours of Direct Client Contact, 1 hour of Supervision, and 2 hours
of Indirect Client Contact.

Add Hours

Date |

€ August 2013 =
Su Mo Tu We Th Fr Sa

1T 2 3
4 & & 7 aﬂm

Activity 11 12 13 14 15 16 17

Number of Hours

Class Information

18 19 20 21 22 23 24
25 26 27 28 29 30 M

Save Cancel



Time Log Categories

O

Agency Meetings: This is to document the time spent participating in your
assigned field agency’s internal meetings.

Community Meetings: This is to document the time spent participating in
any outside community meetings. These may take place in other agencies
or external settings.

Direct Client Contact: This is to document the time spent working directly
with clients. This could include phone or face to face contact with a client.

Indirect Client Contact: This is to document the time spent working on a
client’s case but not involving the client directly. This could include
collateral contact made with other agencies, documentation related to
clients’ encounters, research related to a specific client’s need, etc.

Program Administration: This is to document the time spent working on
macro level activities that impact a client population as a whole, such as
program development, evaluation of agency/program services, research on
best practices related to service delivery for a client population.

Supervision: This is to document the time spent receiving supervision.
Training/Continuing Education: This is to document time spent

participating in training and/or continuing education related to your field
experience.



