
Go to www.livetext.com and click on Login 

http://www.livetext.com/


Enter your Username and password; click Login 



The Dashboard is the “home page” 



Click on LiveText Docs to locate your portfolio template.   
Click on the file name to open it. 
(Files are listed alphabetically.) 



Click on the section to which you wish to add files. 



To add files click where it says “click here” 



Click on File Attachment 



In the lower right corner of the page click on Upload New 
File 



Click on Choose File 



Locate and upload the file 



Add more files, if you wish, by clicking Choose File and 
repeating the process.  When you are finished click on 
Save Changes or Save & Finish 



To verify that your file has been attached go back to the 
portfolio section and look under Attachments. 



To delete an attached file click on the Edit button 



Scroll to the bottom of the page and click on Edit beside 
the file you wish to delete 



Click on the X beside the file name and the file will be 
deleted.  (There is no “Are you sure you want to delete this file message” so use 

caution.) 

Repeat the process to add or delete files. 


