[bookmark: _GoBack]Submitting Field Experience Record and Eligibility Verification Form

1. Open your Field Experience Record in LiveText. 
Edit the first section of the Field Log for “Total Field Hours Completed”. Provide the total number of hours that you completed in your field placements and attach your Eligibility Verification Form. (Scan the completed form and attach.)
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2. Go to your Dashboard and click to “Begin Assignment” for the “Field Experience Record and Documentation” assignment listed under the FieldReg course. 
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3. Under step 2, click to “Attach Files”.
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4. In the attachment window, click the LiveText documents tab, locate the field experience record, select the box next to it, and click “Attach Selected Files”.
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5. Under Step 3, click to “Submit Assignment”.
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6. Your advisor will review your Field Experience Record and Eligibility Verification Form. If further documentation is needed, the assignment will be sent back to you and it will state, “Instructor has requested you revise” on the Dashboard. Otherwise it will appear in green if adequate documentation has been provided.
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