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Introduction 
 

 
 This tutorial is to assist you in assessing your student teachers’ self-evaluations.  
These will be sent to you via LiveText and can be found in the Reviews section.  After 
you login to LiveText, you will be taken to your main page (MyDesk).  In order to access 
the items that have been sent to you for review, click the Reviews link located at the left-
hand side of the page (figure 1.1). 
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Section 1:  Choosing an Assessment Tool 
 

 In this section, you will learn how to access a document for review and 
what the options are concerning choosing an assessment tool.  As we saw in the 
first section, you can find the documents that have been sent to you for reviewing 
by clicking the Reviews link at the left-hand side of the MyDesk page.   
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Exercise 1-1 
Selecting an Item 
for Review 
 

1. Click the 
Reviews link 
at the left-hand 
side of the 
MyDesk page.  You will be taken to a new page that shows you all the 
articles that have been sent to you for review (figure 1.2).   

2. Find the article that you wish to review (Note that if the article has not 
been reviewed, the word no will appear under the Reviewed column).  
Under Actions, select Review. 

 
The document that you chose will now appear and is ready to be reviewed.      
 
 
Exercise 1-2  Choosing an 
Assessment tool 
 

1. Now that the document is ready to be reviewed, click Assess (figure 1.3)
An Assessment Chooser will appear (figure 1.4). 

2. In the 
Assessment 
Chooser, you 
have the option to 
either view or use 
a selected 
assessment.  
Once you have 
chosen the 
desired 
assessment, click 
Use. 
Figure 1.
. 
Figure 1.3
 

4
Figure 1.



Faculty Assessment:  S.T.S.E.     5

3. If you have problems and your computer won’t allow you to see pop-ups, 
click the pop-up blocker located at the top of your page (figure 1.5) and 
choose the option to allow pop-ups from the site then re-try the 
assessment chooser again. 

 
4. Once the assessment has 

been chosen, then you may begin assessing your document.  For an 
example of what an assessment may look like, you can  look at 
figure 1.6. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

5. Fill out your assessment and at the bottom of the assessment, when y
are finished, and click Save Assessment.  

 
 

The assessment is now finished.   
Figure 1.5
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You also have the option of reviewing sections within your document.  This 
allows you to provide comments on each section in which your student has 
entered information (figure 1.7). 

 
 
 
 
 
 
 
 
 
 
You can review sections by clicking the Review link provided at the right-
hand side of each section.  When you have finished reviewing a particula
section, click Save. 
 
By this time, you should have all of your assessing and reviewing comple
In order to finish, simply click the Submit link located at the upper, right-h
side of your screen (figure 1.8). 
 

 
 
Now that you have submitted the document, your student will see that it h
been submitted and in your Reviews area of MyDesk, it will appear that 
document has been reviewed. 
Figure 1.7
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