LSSC Candidate Program Application

Thank you for your interest in LSSC Candidacy!
Follow the six-step tutorial below to complete yaypplication.

After completing this form, you will use the usemmaand password that you create to
login to the Candidate Achievement Record (CAR)ichlis described below.

Step 1: Personal Information

LSSC
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Library Support Staff Certification (LSSC) Registration

Please complete this registration form to activate your LiveText membership account. You will use your LiveText membership account
to complete work for your ALA-APA Library Support Staff Certification

Personal Information

Step 1: Personal Information
Mote: Titles in bold indicate required fields

Prefix bt pane, LB LagtRanme Ll

[ =l [ 1 Or 1 [
e B o W

Ethnicity

OO0 B O o o

Email Address

We will use the email address above to send you the reg!e‘{r}il‘cn confirmation email as wel as password reminder.
Address (line 1)

Address (line 2}

| |

City .
‘ |

State ZipiPostal Code

[ —sekctstate —] | | |

Phone Number

| verify that | have received either one of the following diplomas:

{" High School
High School Name

city State
| | [1—select State —1 ]|

¢ Equivalent Diploma

Dip Type
|

[T lverify that | have worked or volunteered in any type of library for the equivalent of 1 year (1,820 hours) during the last
5 years.

Number of Years | !




Step 2: Payment Information

LSSC
LSSC e

Library Support Staff Certification (LSSC) Registration

Personal Infarmatian Payment  Creatz an Account Guestionnaire Gonfirmation Registration Gomplated

Step 2: Payment Information
Mote: Titles in bold indicate required fields.

Pricing Option Payment Method Paying by Personal Check:
{7 §325 (ALA member only) ™ Credit Card “You cannot access your LiveText
ALA& Membership Number £ Personal Check account until LiveText Accounting
processes your personal check.
Instructions to complete payment
™ 2350 (For non-ALA member) processing will be provided at the
end of this registration process.
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Step 3: Create a Username and Password

LSSC
u

Library Support Staff Certification (LSSC) Registration

Personal Information Payment Create an Account Questionnaire Confirmation Fegistration Completed
Step 3: Create an Account
Username

Case insensitive. 4 character minimum.
Password Confirm Password

Case sensitive, 6 character minimum. Must contain a good mix
of character types from at least 2 of the following categories:
Uppercase letters, lowercase letters, numeral, symbols.

Security Question
| — Select — ;I

Answer

May not be the same as your hint. 1 character minimum, case insensitive.
Hint

May not contain answer phrase. This hint should allow you to remember your security answer.
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Step 4: Questionnaire

LSSC
FO s

Library Support Staff Certification (LSSC) Registration

Persanal Information Payment  Greate an Account Questionnaire Gonfirmation Registration Carmpleted

Step 4: Questionnaire (Optional)

Please complete the questions below. Your answers to these questions will assistin developing the LSSC Program and will not
have any impact on your LSSC Program eligibility. Thank you for taking the time to complete this questionnaire.

-

. In what types of libraries have you worked and/or volunteered?
(Check all that apply}
[~ Public
[~ Academic
[~ School
[~ Special
[~ Other (Please specwfy}:|

]

. In which departments have you worked?
(Check all that apply)
[T Access Senvices
[~ Adult Readers’ Advisory Services
[~ Cataloguing and Classification
[~ Collection Management
[~ Information Technology (IT)
[~ Reference and Information Services
[~ Supervision and Management
[~ Youth Services
[~ Other (Please specwfy}:|

[

. Highest level of education attained:
¢~ High school diplomafequivalent
™ Some college
™ Associate's degree
" Bachelor's degree
"~ Masters degree
(- Doctoral degree
" Other (Please 5pecify}:|

4. How did you learn about the LSSC Program?
(Check all that apply)
[~ Presentation on LSSC
[~ Colleague
[~ Supervisor
[~ State Library
[~ State Library Association
[~ Regional Library Cooperative/Consortium
[T ALA-APA Website
[T ALA Website
[~ Press Release
[~ Other (Please specwfy}.|

5. Career Goals: How might LSSC Program affect or enhance your career?
(200 words or less)

Copyright & 1997-2009 LiveText Inc: All rights resenved. Support | Contact Us




Step 5: Information Summary

LiveText

Library Support Staff Certification (LSSC) Registration

Persanal Infarmatian Paymant  Creats an Account Guestionnaire Confirmation  Reaisha

Step 5: Information Summary
Please make sure all information is accurate

Personal Information Edit Payment Information

Hame Registration for non-ALA member 0L

Age Gender
[Age goes here]

Ethnicity
Credit Card Information

Email Address [First Name] [Last Name]
[Card Type] Exp: [MMIYYY Y] [Card Account Number}

Billing Address Billing Phone Number
[Address line 1] [FRRR-ARR R
[Address line 2]

ICity], [State] [Zip Code]

[Country]

Paying by Personal Check:

“ou cannot access your LiveText account until LiveText
Accounting processes your persenal check. Instructions to
complete payment processing will be provided at the end of this
registration process.

Payment Method
[Credit Card]

Account Infermation Terms of Service

Membership Type

Terms of Service - LiveText,

Username Password

Seemity Question ek eyl Inc. -_Col!ege LiveText edu
Ansmer solutions

(click to reveal}

it 1. ACCEPTANCE OF TERMS

LiveText Inc. will provide access to a series of
anline educational development tools
_Collene | iveText Services” ar "senices” or

iml I agree with the Terms of Service.

Copyright £ 1987-2008 LiveText Inc. All rights seserved Support | Contad Us




6. Registration Completed

LIBRARY SUFFORT STAFF

LssC

Library Support Staff Certification (LSSC) Registration

Persanal Information Payment Create an Account Questionnaire confirmation Registration Completed

Step 6: Registration Completed

Congratulations!
You have successfully activated your LiveText membership account. Below is your account information summary:

Username
Password (click to reveal)

Membership Type

You will receive an email notification regarding this account activation shortly.
Your notification will be emailed to:

In completing this registration process, you will have access to LiveText, the digital workspace required for the LSSC Program. Your
LiveText Membership Account will remain active for 4 years.

Paying by Personal Check
Ifyou selected Personal Check as your preferred method of payment, your account status is pending. To have your check processed,
please call LiveText Accounting at 1-866-548-3839 and have the following information ready:

« Account Number

= ABA Routing Number

= BankMame

» Mame on Bank Account

« Bank Account Type (Checking, Savings, Business Checking)
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Starting the LSSC Program Car

1. Login to your Candidate Achievement Record by tgpime LiveText URL
(livetext.con) a web browser
*Note: Supported Internet Browsers:
FireFox, version 1.0 or greater (preferred browser)
Internet Explorer, version 6.0 or greater
Safari, version 2.0 or greater (some formatting aaipties are limited)

2. Type your username and password into the usernachpassword fields. Then
click on theLogin button.

Learn more about how your institution can benefit from LiveText.

FRequest & Demo

Learning * Assessment « Accreditation Solutions Recent News & Events
LiveText's flexible Accreditation Management System™ provides institutions with the most advanced,
complete, and user-friendly web-based tools for developing, assessing, and measuring student leaming
and more. With LiveText's Accreditation Management System, institutions can provide its students, faculty,
administration, and stakeholders the best assurance of its commitment to accountability, continuous
improvement, and excellence in education.

B 3 k. Visit LiveText at Middle States
R TTHERR TN s s

Your ife is busy. LiveText makes  Our tools allow you o effectively  Obtaining your institution'sbig T 1ladelphia, Pennsylvania

Visit LiveText at SACS
December 5-8, 2009
Atlanta, Georgia
View Details..

it simpler by allowing you to: streamline your day-to-day picture without a big panic is no RN
® Create e-portfolios and share processes, making it easier for problem: )
them with professors, you to: ® Manage and assess Save the Date for Livetext's

PreAACTE Event

and employers B Ornopize and shar institutional report:

3. Once logged into the account, click on becumentstab at the top of the screen
to access your CAR. Candidates who are not usmgaitfolio still need to
create a document.

Logged in as: LSSC Program Candidate Forum Logout My Account Help
Today is: Thursday, December 17, 2008

a Documents Neviews Forms ‘Community Tools

Welcome to LiveText Community! W Qulokc inks

@ Reviews
& croups
&5 Visitor Passes
g File Manager

{» Customer Service
Whether you are a student, faculty member, or administrator, you will benefit greatly from LiveText's online tools. To get an idea of what LiveText can do for you, Student FAQ
click one of the buttens on the left. ‘
B support@Iivetext.com
Welcome fo LiveText!
What's New

&) LiveText Forum

If you have any comments or suggestions
on LiveText, please click the link below to
post your feedback in the forum.

O LiveText Forum

© 1997-2009 LiveText, Inc. All rights reserved. support@livetext.com




4. To access the LSSC Program Portfolio TemplatecstieNew button from
within the My Work tab. Note: the next time you log you do not need to create
a new document.

/
-

5. Use the Folder drop-down menu to select the L;S@rﬁm folder.

>




6. As your final step to creating your LSSC Program uae the template drop-
down menu to select the Library Support Staff Giedtion (LSSC) program
template.

>

7. Name your CAR (LastNameFirstNameCAR) by typinghaTitle field. Click
the Save as New Documertiutton to open your CAR.
N\




8. Congratulations! You have created your CAR. OheeGAR is open, you will
have a list of pages under the table of conterashipage is comprised of
sections. Pages are about different aspects afSB€ Program, including the
competency sets and how to complete them by dewvgj@pportfolio or taking an
approved course.




Submitting Certificates of Course Completion (CCC)

LSSC approves courses in the competency sets ygpbication from providers of library
education. Upon completing an approved course, goarider will send you an
electronic copy of a Certificate of Course Complet{CCC). To submit a CCC, upload
(insert) the completed certificate you will recefvem the course provider by following
the steps below.

Add an Attachment into the Document

Upload New Files
1. Click theFile Attachment tab, which is located underneath the section title

—

2. To upload a file from your computer, clitkoload New File...button.

10




3. Click theBrowse.. button.

O

4. Browse your computer and select the file. Oncesalact a file, clickOpen.
|




5. Click theUpload File button. ClickSave & Finish

-

12



Developing Your Portfolio

The instructions below are primarily for those whitl be developing portfolios for a
competency set. If you take an approved course; the instructions for submitting a
Certificate of Course Completion (CCC).

1. Before uploading documents to any section of th&k(Ideveloping a Portfolio
page. To see the pages in any section, click oarfosv next to any page in the
table of contents to expand to the list of secti@®ect a section by clicking on
the title of the section.

13



2. Each competency set is featured on a separate thegeages are listed (with
active links) in the table of contents.

Each competency set page features the followintoses; which guide you in the
creation of the portfolio:

a. Overview — an explanation of the competency sét WIDF attachments

b. Portfolio Development Suggestions — examples o$ipbs activities you
might use to demonstrate your achievements for eactpetency.

c. Personal Learning Statement — if you complete Hqiar, this section
gives instructions for writing the short statemabbut how this
competency set relates to your work and summayaesnew learning
and experiences.

d. Competencies — a description of each competenah Eampetency is
followed by one or more portfolio development sugjgan (PDS). If you
develop a portfolio, you may refer to these suggastfor ideas of how to
demonstrate your achievement of each competeneya psrtfolio
development suggestion to demonstrate your achienefar each
competency.

To upload documents to a section, click st button that corresponds with the
desired section. Thiedit button is located to the right of each sectiorlovothe
directions to add an attachment. When finishedkdheSave & Finish button to
view the document.

Caution: if you erase or type over the text inlbe, the portfolio development
suggestions are also available in a PDF undezdh®etency set overview. You
may want to add your text below what is alreadthigncompetency set box.

Note: Once you begin working in a Text & Image isectan auto save feature

automatically saves work every 30 secoi&isiing often by clicking the Save
Changes button is recommended

14



Submitting the Completed Portfolio

1. Prior to submitting a competency set for reviewlehall other competency sets
that will not be reviewed at this time. Clitkanage Pages

~

-

2. Check the boxes in front of any of the pages yould/bke to hide, leaving pages
unchecked that you would like to show.

15



3. Pages that are hidden will be shown in grey lettelisk Save & Finish

Only the pages that you left unhidden will showreview.

/

/
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4. When you are ready to turn in the portfolio, clak theSend for Reviewbutton.
Type the username LSSCP_admin (you will see theereggpear below the field
in blue). Select the nameSSCP Certification Administrator
<LSSCP_Admin> by clicking on it.

5. After clicking on the name LSSCP Certification Admstrator <LSSCP_Admin>,
Click on theSubmit for Review button.

17



6. Once you see the message, “You have successfallylse document to one
user,” you have turned in your portfolio.

: i
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Additional Resources

LiveText Support Team

If further questions arise regarding the appligatimontact LiveText at:
Phone: 1-866-LiveText (1-866-548-3839)
Email: support@livetext.com

Tech Support Hours
Monday to Thursday 7:00am - 9:00pm (CT)

Friday 7:00am - 6:00pm (CT)
Sunday 2:00pm - 7:00pm (CT)

Extended Hours during End-of-Term Exams
Monday to Thursday 7:00am - 9:00pm (CT)
Friday 7:00am - 6:00pm (CT)

Saturday and Sunday 1:00pm - 9:00pm (CT)

Quick Guide Help Link
https://www.livetext.com/c1l help/quickquides/
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