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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.  
 
 

 
 
On the next screen give a Title and Description to the Visitors Pass and hit Save button.  
 

 
 

Tools Visitors 
Passes 

Hit 
New 
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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.  
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Give this 
number to 

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: 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Type Visitor 
Pass number 

here 
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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: 

 

 
 

 
 
 

2. Click Share button.  
 

 
 
 
 
 
 
 
 

Click the 
Title of the 
Document 

Click Share 
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3.   Type the title (not the number) of the Visitors pass in the Search Viewer textbox: 
 

 
 

 
4. Select the found Title of the Visitor Pass: 

 

 
 
 
 
 
 

Type the title 
of the Visitor 

Pass here 

Select the title of 
Visitor Pass 



01.07.2009 
 

5. The Title of the Visitors Pass will show up under the Search Viewer textbox. Click 
Add to Share button now: 

 

 
 
 
 
 

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: 
 
 

 
 
 
 

The Title of 
Visitors 

Click Add to Share 

Click 
Documents 
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7. You may want to keep track of the visits using the Visits button: 
 

 

 
 
 
 
 
 
 
 
 
 

 
 

Visits 
button  


