
 
 

Page 1 of 13 
 
 
 
 

Eastern Illinois University 
LiveText: 

Creating the EIU Lesson Plan 
 
 
 
 
 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
 
 
 
 
 
 
 

Created by: Kairsten Jack 
September, 2006 

Eastern Illinois University 
College of Education and Professional Studies 

 
 



 
 

Page 2 of 13 
 
 

Table of Contents 
 

Introduction- pg. 3 
Section 1 – Creating a Lesson Plan- pg. 4 
Section 2 – The Interface of the EIU Lesson Plan- pg. 7 
Section 3 – Adding Standards- pg. 8 
Section 4 – Adding Resources- pg.11 
Section 5 – Lesson Details- pg. 12 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



Page 3 of 13 
 

The Interface of LiveText 
 
The interface of LiveText is very similar to an email account. Located 
on the left-hand side of the screen, you will see (Figure 1.1): 
 
1. MyWork: clicking on this allows you to view all of the work that you 
have      created. 
2. Inbox: clicking on this allows you to view all documents that have 
been shared with you. 
3. Sent: clicking on this allows you to view all documents that you have 
shared with others. 
4. All: clicking on this allows you to see all documents in your account 
(i.e., MyWork, Inbox, Sent). 
5. Trash: clicking on this allows you to see all items that you had chosen 
to have removed from your account (items deleted from trash cannot be 
retrieved). 
 
For the purposes of this tutorial, we will not need to explore other areas 
of your LiveText interface.                                                                                                          
 
                                                                                                                              Figure 1.1 
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Section 1 – Creating a Lesson Plan 
 
In this section, we will be creating the EIU lesson plan. In LiveText, you 
will notice that there are quite a few lesson plan templates from which 
you can choose. 
However, for this tutorial, we will be using the EIU lesson plan 
template. 
 
Exercise 1-1 Creating the Lesson Plan 
 

1. In MyWork, click Create (Figure 1.2) 
                                                                                                   Figure 1.2 
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2. This will bring you to a new page. You have several options on this 
page.  

a. First, you will be asked to Choose a Folder. Under Choose a 
Folder, you will see Eastern Illinois University. Under EIU, choose 
Lesson Plans (Figure 1.3). 
                  Figure 1.3 

 
 
b. Next, Choose Template: The EIU Lesson Plan (Figure 1.4). 
  
       Figure 1.4 
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c. Title: Enter your title (Figure 1.5). 
              Figure 1.5 

 
 
d. Description: It is optional to enter information in this textbox. 
 
e. When you are finished, click Create Document (Figure 1.5). 
 
In the following section, you will learn the interface and functionality of 
the EIU Lesson Plan template. 
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Section 2 – The Interface of the EIU Lesson Plan 
 
This section introduces you to the functionality of the EIU Lesson Plan 
Template. LiveText allows you to navigate back to previous pages on 
which you’ve worked, edit your document section by section, and access 
links to submit for review, share, copy, and print your document 
(Figure 2.1). 
                                                                                                       Figure 2.1 
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Section 3 – Adding Standards 
 
Selecting standards shouldn’t be too difficult a task when working with 
LiveText. In this section, you will learn how to add standards to your 
EIU lesson plan. By this point, you should already have created your 
EIU lesson plan template. 
 
Exercise 3-1 Adding Standards to your EIU Lesson Plan 
 
1. At the right-hand side of your screen, click the edit option in the 
standards area (Figure 3.1). 
                             Figure 3.1 

 
          
2. This will open the standards section (Figure 3.2). Initially, you will be 
on the standards list. It will say that there were “no items found”, 
because we have not added any standards yet. 
 
3. Click the Add Standards tab (Figure 3.2) 
                      Figure 3.2 
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4. A new page will appear (Figure 3.3). Here, you will select the 
Standard Set, Level/Subject, Grade(s), and Keywords. When you have 
finished your selections, click Search (Figure 3.3). 
         Figure 3.3 

 
 
 
5. The page will be refreshed. By scrolling down the page, you will find 
a list of standards that have check boxes next to them. Place checks in 
the boxes next to the standards that you wish to add to your lesson plan, 
and click Add (Figure 3.4). 
         Figure 3.4 
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6. When you are satisfied and have added all of the standards that you 
need, click the Standards List tab. Notice that the standards that you 
added are now located in the standards list. (To remove any standards, 
simply place a check in the box next to the standard(s) you wish to 
remove, and click remove). 
 
7. Now that you are finished adding standards click Finish (located at 
the upper, right-hand section of the screen) (Figure 3.5). 
             Figure 3.5 
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Section 4 – Adding Resources 
You will find the interface of adding resources to be very similar to that 
of the standards section. In this section, you will get a brief overview of 
how the Resources section of your lesson plan functions. 
 
Exercise 4-1 Adding Resources to your EIU Lesson Plan 

1. Click on edit, under resources, on your EIU Lesson Plan page 
(Figure 4.1). 

Figure 4.1 

 
 

2. You will be taken to a page that looks like Figure 4.2. Since no 
resources have been added, “no items found” appears in your 
resource list. In order to add different types of media to your 
lesson plan, simply click on the respective tab. In each section, 
after you have added resources, click finish. You will find these 
added resources on your Resource List (Figure 4.2). 

                                                                                                     Figure 4.2 

 
Notice the tab that says Add unitedstreaming Resource. This is a 
streaming video program that can be purchased online at 
http://www.unitedstreaming.com. 
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Section 5 – Lesson Details 
 
The last section of your lesson plan that you will create/edit is Lesson 
Details. Each section of this part of the lesson plan is done in HTML 
format. Therefore, if you’ve ever worked on Microsoft Word and/or 
sent an email, these sections should be rather simple for you to edit. 
 
In order to edit a particular section, click the edit link to the right of the 
section (Figure 5.1). 
                      Figure 5.1 

 
A new page will appear that will look similar to a Microsoft Word 
document. Enter the appropriate information into that text area (Figure 
5.2)            Figure 5.2 

 
You may also attach images and documents (links for that are located 
below the text area of the HTML editor section).  
Once you have entered all information desired, click Save (located at 
bottom left-hand side of screen) and then Finish (Figure 5.2). 
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You will see all of your added information on your Lesson Plan. 
You have successfully completed your EIU Lesson Plan. Now you may 
submit it or share it with your instructor, etc. 
 
For assistance with submitting for review and sharing, see the 
“Submitting for Review and Sharing” tutorial. 


