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WriteToLearn

Administrator Tools

Introduction

This guide examines the Administrator’s Tools in WriteToLearn. It reviews managing student
accounts, teacher accounts, and classes. It also provides information about available
documentation for both administrators and teachers.

Getting Started

To log in to the Administrator’s Tools, go to the URL for administrators. Enter the ID and
Password and click Sign In. Make sure that the WriteToLearn subscriber agreement has
been accepted before continuing to log in to the program.

WriteToLearn

Welcome to High School.
Please log in.

1D:

Password:

Foi ipofl Passwofd?
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School Administrator Menu

The next screen is the School Administrator Menu. This menu shows the administrator and
the school, and it separates Account Management into Usage, Setup, and Documentation.
Administrators can also edit their profiles from this page.
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. School Administrator Menu

WriteToLearn

Administrator: (Edit profile)
School: High School

Account Management
Usage Setup
Current Usage: Low Shedarts

{0 of 25 licenses are
in use) Teachers

Accourt Removal

Admin Decumentation
School Administrator Manual

Teacher Documentation
Cack Star Bepoting Tools
Student Guide Teacher Tools
Cumiculum Guide for
Summany Wnting
* Adobe Reader requined 1o view fies

Burvscy Pobcy
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From this menu, administrators can access the following:

e Usage or the nhumber of remaining student licenses available to the school (Usage
Detail)

Student Roster Editor to manage student accounts (Students)

Teacher Account Editor to manage teacher accounts (Teachers)

Class Editor to manage class rosters (Classes)

Student Account Removal Tool (Account Removal)

WriteToLearn Administrative and Teacher Documentation

License Usage Report

WriteToLearn provides a method to deal with the challenge of licenses that are assigned
to students who exit the school. Pearson provides a one-time increase in the number of
student licenses without cost to the school. When the student licenses’ remaining value
reaches 10% or fewer of the original number of licenses purchased, a new section entitled
Request Additional Licenses will be displayed on the School Administrator Menu.

Wri teTnlg o Llcense Usage Report

Main Menu Students Teachers Clazssas Account Remaoval og Cut
Time of Report: 4:05 pm, Tue Dec 8 2003 Refresh
Current Usage: Low (0 of 25 student licenses are in use)

Last Mame First Mame Login time Expires in Class Name Teacher Name(s) Explre Now
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Student Roster Editor

The Student Roster Editor allows administrators to upload a roster from a file or other
applications by clicking Browse. Select the Create Accounts tab to directly enter data

for student accounts. Enter each student’s name, unique log-in, and password. To modify
existing student information, click on the Edit Accounts tab. Next, choose a class from the
drop-down arrow, and then click Search.

. Student Roster Editor
WnteToLé%rn'
Main Menu Teachers Classes Account Removal Log Out
Help
Upload ate
Accoumts | Actounts
Upload Roster

Select a file contaimng roster data, then chick Submit.
The raster will be presented for approval

Detailed instructions

Upload roster file; | |[(Browee
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Teacher Account Editor

Create and manage teacher accounts by clicking Teachers at the top of the page or from
the button on the main menu. Create a new teacher account by entering the required
information or edit an existing account by selecting the teacher’s name on the drop-down
menu.

A

3 ) Teacher Account Editor
WriteToLearn
Main Menu Students Classes Account Removal
Teacher: |~ Maw account— v Help

Fillin the form betow and click "Create Accourt” or select a teacher account from the above st
Login: [

Password Verify Password: |

Mame: |

Crente Account
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Class Editor

Create and manage classes and student accounts by clicking Classes at the top of the page
or from the main menu. The Class Editor is displayed if classes are already set up. If classes
have not been created in the school, the Class Creation and Editing form is automatically
displayed.

Wri teToLéga;r o Class Editor I

Main Menu Students Teachers m Account Remaoval Log Out
Class:  —Selectacloss— v oF Create a new ¢lass Help
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To edit a class, select the desired class from the drop-down menu. From here, new students
can be enrolled in the class and existing student accounts can be viewed and edited. Also,
class properties can be edited and teachers can be assigned to or deleted from specific
classes by clicking the link at the top of the page.

Student Account Removal Tool

Administrators can use the Student Account Removal Tool to remove student accounts from
the current school roster. Select either “All Student Accounts” or a specific class. Then, click
Remove Accounts.

Wi teToLégz;' o ‘ Student Account Removal Tool |

Main Menu Students Teachers Clasges Account Remaoval Log Out

Use this tool to remove student 2ccounts from your curment schaol rostes.
Before removing student accounts, please be sure that

+ The students hawve finished their WriteToLeam assignments for the current term and,
« Teachers have fimshed accessing the reports for those students.

Most recent activity. students: Thu Dec 3 2009, .41 am
teachers, Thu Dec 3 2009, 7.55 am

Select Al Student Accounts™ of a specific class and then chck the Remove Accounts button
Students/Classes: |—all Sudent dccounts{  oocounts) — ":
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Admin Documentation and Teacher Documentation

The Schoole Administrator Menu provides links to the School Administrator Manual and
various guides for teachers, including Quick Start, Reporting Tools, Teacher Tools and
others.

Review

This guide reviewed the adminstrator’s tools in WriteToLearn. It reviewed how to manage
student accounts, teacher accounts, and classes, and it provided information about available
documentation.
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