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How To Use This Workbook 
 

The following pages include screenshots and text that will lead you 
through the Student, Teacher and Administrator versions of 

WriteToLearn.   
 

Please note there are some instructions that are not shown on a screen 
and are written here in ALL CAP’s. 

 
Each page has a NOTES section for you to add your own comments as you 

follow along in training.  Please keep this document handy as an 
additional resource to the online documentation to help you get 

acquainted with WriteToLearn. 
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 Welcome to WriteToLearn!  
 This is the Student Login screen.  Students access WriteToLearn using a Student Login 

and Password provided by their teacher.  
 Once they are entered, click on the Let’s Go button at the bottom of the screen. 

 
 
NOTES: 
 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 
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• The student will now Select an Activity.  This is where the student sees the 
assignments chosen by the teacher.   

• There are two types of activities, Essay Writing and Summary Writing.  Each is 
organized by Class so students can see all their assignments.   

• The student also sees the Tries Left , Teacher Comments and the Status of the 
assignment. 

• Students can Get Help by clicking on Using WriteToLearn at the top of the screen.  
• Select one of the Summary Writing Activities by clicking on Foundations of Geography: 

3.1 Population. 
 
 
NOTES: 
 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 
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• Next, the Population reading passage appears.  The passage can be read online, or 
printed and read offline.   

• Alternatively, the student can have portions of the passage read aloud to them by 
clicking on the green arrow within the Text Tools icon. You can see there are also a 
dictionary and an English-to-Spanish word translator. Wherever the Text Tools icon 
appears in WriteToLearn, these language support tools are available to the student. 

• Once the student has finished reading, he or she can begin writing by clicking on Start 
New Summary in the upper right corner. 

 
 
NOTES: 
 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 
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• This is where writing practice begins.  The student is instructed to Write Your 
Summary and Type or paste your summary into the box.  The student may type while 
online or copy and paste a summary that was composed in a Word processing program.  

• REFER TO HANDOUT: COPY AND PASTE PREPARED SUMMARY IN TEXTBOX 
• Before submitting, the student may refer back to the Reading by clicking on its title. 
• The student may also refer to Writing a Good Summary in the upper right corner for 

tips. 
• Do you see Tries left in the upper right corner?  This number indicates how many times 

the student may practice this activity.  If a teacher wants this activity to mimic a test, 
Tries left may be set to 1.  If this is a classroom or remediation activity, Tries left may 
be set to as many as 12.  

• When finished, the student can Save Summary, Check Spelling, and Format for 
Printing. 

• Click on Get Feedback.  

 
 
NOTES: 
 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 
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• WriteTo Learn’s Summary Scoreboard gives immediate, automated feedback on a 

student’s writing.   
• Used as an instructional tool, this graphical report indicates how well the student 

scored on Section Coverage. 
• The student may click on any one reading section to go back and see what was missed.  

In this example, Population Density has the lowest score so it may be the first passage 
to review. 

• The student is also given a score on the overall summary Length. 
• If the student has a question about a Section Coverage, Length or Editing Tools, he or 

she can click on the green Question Mark Icon next to each one. 
• Editing Tools provide additional feedback on the mechanical aspects of writing 

including Copying, Spelling, Repeated text and inclusion of Unimportant information. 

 
 
NOTES: 
 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 
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• SCROLL TO BOTTOM OF SCREEN  
• Using this feedback, a student can revise his or her summary in the textbox  
• REFER TO HANDOUT: COPY AND PASTE PREPARED TEXT INTO TEXTBOX 
• Click on Get Feedback. 
• A new scoreboard shows updated results with inverted triangles above the blue bars 

indicating changes in scores from previous submissions.  
• If needed, a student can view all their tries from their writing portfolio 

• Click on View Your Summaries.   

 
NOTES: 
 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 
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• Teachers can also view these summaries.  See how they are listed with the Last 
Summary first?   

• To return to the Summary Scoreboard - CLOSE WINDOW 
• SCROLL TO BOTTOM OF SUMMARY SCOREBOARD SCREEN AND CLICK ON SELECT NEW 

ACTIVITY  
 
 
NOTES: 
 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 
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• We’ve returned to the Select an Activity screen. 
• Locate  Essay Writing Activities. 
• To choose an activity, click on Community Service. 

 
 
NOTES: 
 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 
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• The student will now use the Write Your Essay textbox.   
• In the upper right corner, Writing a Good Essay offers a student tips for improvement. 
• Do you see the Tries left also in the upper right corner?  Again, this number indicates 

how many times the student may practice this activity.  Each assignment has a 
predefined number of attempts.  

• The student can type an essay in the space provided or copy and paste an essay that 
was composed in a Word processing program.  

• REFER TO HANDOUT: COPY AND PASTE PREPARED TEXT INTO TEXTBOX 
• When a student has finished composing an essay, he or she can Save Essay, Check 

Spelling, Format for Printing and, when ready, Get Feedback and immediately be 
presented with an essay scoreboard. 

 
 
NOTES: 
 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 
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• The Scoreboard provides immediate and automated feedback on the essay submitted.   
• Used as an instructional tool, this graphical display shows a student’s Overall score as 

well as trait scores for Ideas, Organization, Conventions, Sentence Fluency, Word 
Choice, and Voice.  

• Click on Organization.   
 
 
NOTES: 
 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 
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• This screen provides more detail about what each trait score means, along with links 
that students may use to get additional instruction on how to improve their writing.  

• CLOSE THIS WINDOW AND RETURN TO SCOREBOARD 
 
 
NOTES: 
 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 
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• Returning to the Scoreboard, additional feedback is provided on the mechanical 
aspects of writing including Spelling, Grammar and Repeated text.  

• Again, green Question Mark Icons are available for further explanation. 
• Once the student has reviewed all of the feedback, he or she can rewrite the essay 

and resubmit.  The student will then be presented with a new scoreboard showing 
updated results. 

• When finished with a session, the student may click on Log Out at the bottom of the 
screen. 

• Congratulations!  This concludes the Student version of WriteToLearn.  
 
 
NOTES: 
 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 
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 Welcome to the Teacher Login screen for WriteToLearn.   
 Teachers access WriteToLearn using a Teacher Login and Password provided by their 

Administrator.  
 Once they are entered, click on the Let’s Go button. 

 
 
NOTES: 
 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 
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• When a teacher logs in to WriteToLearn, he or she is presented with the Teacher Tools 
Menu. 

• On the right side of the menu are classroom management Tools and helpful 
Documentation.   

• On the left side are student and classroom Reports.   
• Start by clicking on the Class Scoreboard report. 

 

 
NOTES: 
 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 
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• The Class Scoreboard Report provides a teacher with the average class performance on 

an activity.    
• If a teacher has more than one class, he or she can use the Class drop down menu and 

the Activity drop down menu to select an assignment for review.  
• In this example, we see the average class performance for the activity on Community 

Service.  
• Notice in the upper right corner, there are 6 Students in the class with 6 scoreable 

essays.   
• You can move to another report by selecting from the menu at the top of this window. 
• Click on Overview. 

 

 
NOTES: 
 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 
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• The Class Overview Report shows how each student in the class performed in each 
score category.  

• In addition to reading the rows to locate an individual student’s scores, a teacher can 
read the columns to identify challenging areas for the whole class.   

• Color coding the scores helps the teacher quickly locate those students who need 
additional instruction. 

• Teachers can click on the individual student Name to review individual writing 
portfolios.  

• Click on Student Five. 

 

 

NOTES: 
 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 
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• This Student Writing Portfolio includes all of Student Five’s writing and his scores, as 
well as the feedback designed to help him improve his writing. 

• Click on the Progress button on the menu bar at the top of the screen.   

 

 
NOTES: 
 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 
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• Here we see the Recent Progress Report to view all of the students’ current 
submissions on assignments. 

• If students are working on WriteToLearn in a computer lab, the teacher can check on 
their progress while they work.  A teacher may want to identify students who are 
struggling and provide immediate support. 

• To see more detail, click on Students on the menu bar at the top of the screen. 

 
 
NOTES: 
 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 
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• From this Student Report, we’ll select a Class and an individual Student from the drop-
down menus at the top of the screen. 

• WriteToLearn charts an individual student’s progress on all assigned activities. 
• This window shows their progress from one submission to the next. 
• Now that you’ve seen how WriteToLearn works, you’ll see how easy it is to set it up.  
• To do that, return to class management tools.  Click on the Teacher Tools Menu at the 

top of the screen. 

 
 
NOTES: 
 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 
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• To manage classes and student accounts, the Teacher Tools Menu has a Tools box. 
• Click on Classes. 

 
 
NOTES: 
 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 
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• When the teacher wants to set up a new class, he or she will use this Class Editor 
window. 

• Type in a Class Name and a Description, and click on the Create Class button in the 
bottom right corner. 

 

 
NOTES: 
 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 
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• We have now opened the Class Editor window. 
• The administrator has uploaded a roster, so the teacher only needs to click on the 

Enroll Students tab and select the button next to Last Name, then click on Search. 
• Under Enroll, check the names of the students teacher wants to enroll then click on 

Submit.  If there are more than 10 students, the teacher will need to repeat this step 
on subsequent screens until the class list is complete. 

• Create Accounts, Unenroll and Edit Accounts are additional tabs teachers can use to 
manage classes and student accounts. 

• Next, click on Assignments. 

 
 
NOTES: 
 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 
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• To Assign Class Activities, teachers select a Class in the upper left corner. 
• They can search the database based on Type of activity, Grade and Subject.  The 

teacher will then click on Find to see what choices are available that fit the criteria. 
• Under Description, most reading passages now include Lexile measures so teachers can 

select Summary assignments based on reader ability and text difficulty. 
• Once a teacher has selected an assignment, he or she checks the box in the Assigned 

column and then clicks on Save Assignments. 
• WriteToLearn contains high school reading passages in history, biology and forensic 

science from widely adopted Prentice Hall titles such as “Exploring Life,” “World 
History,” and “Forensic Science: Who Did It?”   

• WriteToLearn also has middle school passages from Prentice Hall’s World Studies and 
Science Explorer textbook series as well as a selection of leveled readers from Scott 
Foresman’s Reading Street at the elementary level. 

• All of the WriteToLearn activities come with default score settings.   
• Choose Settings from the menu bar at the top of the screen to make changes. 

 
 
NOTES: 
 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 
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• This is the Settings Tool where teachers may customize activities for a Class and an 
Activity.  

• Teachers may set the Maximum Attempts, Spell Check Type, Grammar Check Type, 
Minimum and Maximum length of an essay and Score Category Thresholds and Visibility 
for overall and individual traits.  

• Teachers can also choose what feedback is Visible to Student. 
• Similar setting changes are available for Summary Writing. 
• When finished with a session, a teacher simply clicks on Log Out in the upper right 

corner. 
• Congratulations!  This concludes the Teacher version of WriteToLearn.  

 

 
NOTES: 
 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 
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• Welcome to the Administrator interface for WriteToLearn! 
• After you sign up for WriteToLearn, Pearson will send you an Account Ready Customer 

email with a link to gain access to your account. 
• To get to this School Administrator Login, simply type that link into your web browser.   
• Enter your School Administrator Login and Password and then click the Let's Go button.  

 

 
NOTES: 
 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 
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• The School Administrator Menu is displayed as shown above.  This menu represents the 
student licensing model. 

• From this menu you can access the Setup for Students, Teachers and Classes: 
• Clicking on Students will take you to the Roster Editor for managing your 

student accounts  
• Clicking on Teachers will take you to the Account Editor for managing teacher 

accounts  
• Clicking on Classes will take you to the Class Editor for managing class rosters 

•  You will also find Admin Documentation which gives you access to the School 
Administrator Manual for WriteToLearn 

• Click on Edit Profile to change the Administrator name. 

 

 
NOTES: 
 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 
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• This is the Administrator Account Editor.  The account information is displayed in the 
form and you can type in each box to make changes.   

• Click on the Update Account button in the lower right corner to save your changes.  
• Now we will click on Main Menu in the toolbar at the top of the screen. 

 
 
NOTES: 
 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 
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• When you return to the School Administrator Menu, under Setup you will click on 
Students to open the Student Roster Editor to edit student accounts. 

 

 
NOTES: 
 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 
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• Administrators can now upload a school roster into WriteToLearn.  The Student Roster 

Editor provides 3 tabs for managing the student accounts for your school:   
• Upload Roster allows you to upload an existing roster of student records. The 

roster must be a comma delimited text file.  Teachers may use this roster to 
enroll students into their WriteToLearn classes.  

• Create Accounts is used to create new student accounts. 
• Edit Accounts is used to edit student account information, including changing 

logins and passwords. 
• This is the Upload Roster window.  You can locate the student roster file on your 

computer by clicking on the Browse button.  Once you have found the file, you simply 
click on Submit. 

• You then return to the Administrator menu by clicking on Main Menu on the toolbar at 
the top of the screen. 

 
 
NOTES: 
 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 
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• You have returned to the School Administrator Menu. 
• Next, you can create new teacher accounts by looking in the Setup column and 

clicking the Teachers button.    
 
 
NOTES: 
 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 
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• This opens the Teacher Account Editor. 
• On this screen, you simply provide a login, password and name of the teacher and click 

the Create Account button in the lower right corner.  Repeat this step as many times 
as you need to create all your teacher accounts. 

• After you enter all account information, return to the Administrator menu by clicking 
on Main Menu on the toolbar at the top of the screen. 

 
 
NOTES: 
 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 



 
 

 
 
 

Classes Setup 
 
 

 

 
 

August 2010 Confidential and Proprietary - Pearson Knowledge Technologies 72 
 



 
 

 
 

August 2010 Confidential and Proprietary - Pearson Knowledge Technologies 73 
 

 
 
 

• You have returned again to the School Administrator Menu. 
• To create classes, look under the Setup column and click on Classes to open the Class 

Editor window.    
 
 
NOTES: 
 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 
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• Administrators or teachers can create a new class using the Class Editor.   
• As an Administrator, you are asked to choose a Class Name, provide a Description and 

choose from the Available Teachers. 
• When done, click on the Create Class button in the lower right corner. 
• Now return to the Administrator menu by clicking on Main Menu on the toolbar at the 

top of the screen. 
 
 
NOTES: 
 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 
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• You are once again looking at the School Administrator Menu. 
• Administrators have access to Student Performance reports. 
• These reports offer insights into the amount of time that students and classes are 

using WriteToLearn and the progress they are making.  
• When finished with a session, you can click on Log Out in the lower right corner of the 

screen. 
• Congratulations!  This concludes the Administrator Interface for WriteToLearn. 
 

 
NOTES: 
 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 
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