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Introduction 

 
This tutorial explains how to access documents that have been “submitted for 

review” and have been assessed by your instructor. This will allow you to see the status 
of the assessment process, view your document and see comments and results of 
assessments used by your instructor. 

 
 
Locating a document that has been submitted: 
 

1. Login into LiveText. 
2. On your “My Desk/My Work” page, locate “Reviews” on the left side of the 

screen. Click on “Reviews” (Figure 1.1) 
 

Figure 1.1 
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3. This will bring you to a new page. On this page there are TWO folders located on 
the top of the screen. Click on the folder labeled “Sent for Review” (Figure 1.2). 

 
Figure 1.2 

 
 

4. In your “Sent for Review” folder you will see the title of the document that you 
have sent, who you sent it to, the date/time, and the status of the review process 
(Figure 1.3).  
*If you DO NOT see your document, you may have sent it incorrectly. Go to the 
tutorial on “submitting for review and sharing” for assistance.  

 
5. If your document has not yet been reviewed, it will say it is PENDING. If your 

document has been reviewed, it will say COMPLETED and you can click on 
VIEW to see the results of the assessment (Figure 1.3). 

 
Figure 1.3 
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6. When you click on VIEW, this will bring you to a new page. You will see any 
comments that your instructor (reviewer) has made. Click on “View Assessment” 
to view the assessment that your instructor used to review your document (Figure 
1.4). 

 
                   Figure 1.4 

 
 
 

7. This will open the assessment used and you will be able to view the results of the 
assessment.  

 
 
 
 
 
For further assistance, contact support@livetext.com. 
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