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Creating Live Text Visitor Passes

Tools Tab of the Initial Login Screen allows you to create Visitors Passes. Visitors Passes

allow people you’ve given it to see your portfolios, assignments, etc. You may use them to give
to the potential employers, recruiters, etc.

To create one, simply click on the Visitors Pass Tab of the Tools Option and hit New button.
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On the next screen give a Title and Description to the Visitors Pass and hit Save button.
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The number of the Visitors Pass will be shown to the right of the name of the Pass. Give this
number to your visitor.
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Instruct the visitor to go to www.LiveText.com website and enter the Visitor Pass number in the
Visitor Pass area:
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Adding Documents to a Visitor Pass

To Add Live Text Document in a Visitor’s Pass List, do the following:

1. Go to Documents tab. Click on the Title of the document to be added:

Cl Liverex
Livelext Dashboard ents Forms Community Tools
4. Documents Main Page  %. Manage My Labels My Labels
“'ou hawe no labels
Documents defined yet
My Work Inbox Sent Trash Al Manage My Labels
My Work % Quick Links
@ Reviews
Showing 1-4 of 4 9 & Groups
5] Visitor Passes
B Mew..| Apply Label § || Change Label 8 | | P Remove Label Search 4 &) Fie Manager
MK Delete
[ < Titte Type Date Created Date Modified * Customer Service
- =upporti@ivetext. com
Project Now 11 MNow 17
] Oocument 1 = BY welcome to LiveText!
O Marina Karpovitch Portfolio Portfolio Nowv 13 Now 13 BB whats New
Portfolio 1 Portfolio Mow 11 Mow 11
C|ICk the B prniect 1 Proisct MNow 11 Now 11 B 1 ivaTawvt Earm

Title of the
Document

2. Click Share button.

Loggsd in as: Marina Karpovitch

|G
| LiveText Dashboard ’ tevisr Community
4. Documents Main Page
by Marina Karpowitch
Document 1
&5 Shows Properties
Document Vicw Edit Propertics Manage Pages
B send for Review | &R share| B8 copy| B Print| B Export Table of Contents et il
Page 1 =2
Page 1 Manage Sections
Section 1 £ aint
content
£l |
Done Ll &P nternst F100% <

01.07.2009



3. Type the title (not the number) of the Visitors pass in the Search Viewer textbox:
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5. The Title of the Visitors Pass will show up under the Search Viewer textbox. Click
Add to Share button now:
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6. To view the list of Documents in the Visitors Pass, go back to Tools Tab and Visitors
Passes Tab within it. Click the Documents button shown in Actions area:
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7. You may want to keep track of the visits using the Visits button:
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