
Creating a Visitor Pass 

Purpose: This step-by-step guide shows how to create a Visitor Pass, which allows people outside the 
LiveText community to log in and view specific LiveText documents that users want to share. Visitor 
Passes are commonly used by students to share portfolios or other documents with third parties such as 
prospective employers,  

Summary: A Visitor Pass is similar to a username and password in that the visitor enters in the code 
from the homepage, www.livetext.com, but instead of having the full functionality of a LiveText account, 
a visitor can only see specific documents that have been shared with them. The process of granting this 
access involves first creating the eight-character code the visitor will use to log in, and then sharing 
specific documents with that Visitor Pass code. 

1: Log in to LiveText and click on the “Tools” link on the top right side of the Dashboard. Then click on 
the ‘Visitor Passes’ tab. 

 

2: If you have created any Visitor Passes previously, you will see them listed here. To create a new 
Visitor Pass, click on the “New” button. 
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3: Enter a title for the Visitor Pass. A description is optional. Click “Save” when you are finished. 

 

4: You will be returned to the “Visitor Passes” screen. The new pass you just created will be listed 
below. Next to the title and description you entered, you will see an eight-character code that has been 
generated by LiveText. This is the code that visitors will enter to view your document(s). 

 

5: Now that the Visitor Pass has been created, you must identify which documents you want to share. 
Click on the “Documents” tab at the top of the screen. 

 

6:  You will see a list of your LiveText documents. Locate a document you would like to share with the 
Visitor Pass, and open it by clicking on its title. 



 

7: When the document is open, click on the “Share this Document” button at the top of the page. 

 

 

 

8: Inside the smaller window that opens, click on “Advanced Sharing Options.”  



 

9: Click on the “Visitors” tab. 

 

10: Open the “Add from visitors” drop-down menu. The Visitor Passes that you have created will be 
listed in the drop down menu. Select the one that you just created.      



        

 

11: Click the “Add” button. 

 

 

12:  In the Advanced Access Options, make sure the document is NOT set to 
private. This prevents the viewer from being able to access your document. 

 

Choose either ‘Shared’ or ‘Public’ from these options. If the Visitor’s Pass is set 
to ‘Private’, viewers will not be able to open it, even with the Visitor’s Pass 
code. 



13: The Visitor Pass will now be listed below. You have successfully shared this document with the 
Visitor Pass. If there are other documents you want to share with the same pass code, repeat steps 6-11. 

 

 

 

Logging in Using a Visitor Pass 

1: Before distributing the eight-character Visitor Pass code with your visitors, it is a good idea to test it 
yourself. Log out of LiveText and return to the homepage, www.livetext.com. To the left of the 
“Username” and “Password” spaces is a button called “Use Visitor Pass.” Click on this button.  

 

2: On this screen, enter the eight character code for your Visitor Pass and click the green “Visitor Pass 
Entry” button. 
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3: The document(s) that have been shared with this Visitor Pass will be listed below. Click on the title of 
a document to open it and begin viewing. 

 


