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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.

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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From this menu, administrators can access the following:

Usage or the number 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.
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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.

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.



Copyright © 2009 Pearson Education, Inc. or its affiliates. All rights reserved.
4

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. 

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.

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.


