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1. Introduction 
This document provides guidelines for a district administrator on setting up users. 

The successful implementation of Write Source Online involves: 

• Activating Write Source Online 
• Establishing school administrators 
• Creating teachers, students, and classes  

This guide provides illustrated instructions for each of these procedures.  
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2. Activating Write Source Online 
Once your district or school has ordered Write Source Online, you need to activate it and set up users, 
including teachers, students, and classes. 

• It is recommended that district administrators create school administrators responsible for 
managing school rosters and product allocation. 

• School administrators can delegate student assignment and product allocation to teachers after the 
school administrator has created the class. 

• Teachers and students must be assigned to a class before they can log on to Write Source Online. 

2.1 Definition of Administrator Roles 
The term administrator does not refer to the school-based job description. It relates to the specific 
functions that a person is able to perform within Write Source Online. The chart below shows some of 
the setup functions that are performed by each of the Write Source Online administrator roles. District 
administrators can manage the setup of multiple schools, while school administrators are limited to one 
assigned school. 

 
Write Source 
District 
Administrator 

Write Source 
School 
Administrator 

Write Source Teacher 

Create Write Source district 
administrators Yes No No 

Create Write Source school 
administrators, teachers, or 
students 

Yes, for any school 
in the district 

Yes, for the 
assigned school Can create students 

Batch import teachers and 
students 

Yes, for any school 
in the district 

Yes, for the 
assigned school No 

Create and allocate product 
licenses to classes 

Yes, for any school 
in the district 

Yes, for the 
assigned school 

Cannot create classes, 
but can allocate products 
to their classes 

View product entitlements Yes, for any school 
in the district 

Yes, for the 
assigned school 

Yes, for the teacher’s 
classes 

2.2 Order Confirmation E-mail 
Once an ordered is processed, Write Source sends an Order Confirmation e-mail that contains an 
embedded link to log on as a Write Source administrator.  

• The e-mail message will be sent to both the Ship to and Sold to e-mail addresses listed on the order.  
• If the order was placed by a district, the order confirmation e-mail provides access as a district 

administrator.  
• If the order was placed by a school, the order confirmation e-mail provides access as a school 

administrator.  
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• The access code can be used only one time. When you register as a Write Source administrator, it is 
recommended that you create additional district and school administrator accounts to assist with 
class set up.  

• Do not delete the district or school administrator or change the user role until another administrator 
account has been created.  

The confirmation e-mail contains: 

• Order number 
• Product entitlement details: ISBN, title, quantity, content type and expiration date 
• Access code and link to register as district administrator 
• Technical Support contact information 

 
Figure 2-1. Order confirmation e-mail message 
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3. Registering as a District Administrator 
When you receive your order confirmation e-mail, you need to register as a district administrator. 

3.1 The Registration Process 
1. Click the registration link on the order confirmation e-mail. This contains an embedded Access Code 

that allows you to register for Write Source Online as a district administrator. 
2. This will open the Registration Confirmation screen where you can: 

• Enable/disable the display of No Child Left Behind (NCLB) data 
• Select your time zone 
• Create your password 

3.2 The Administrator Dashboard 
After you save your changes, the administrator dashboard opens. Here, you can access the Classes, 
Users, Products, Schools, Additional School Credentials, Batch Import, Order History, Promotion, and 
Reports through the tabs on the left.  

 
Figure 3-1. Administrator Dashboard 
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3.3 Product Availability 
To confirm your ordered products for class allocation, take these steps: 

1. Click the Products tab. 
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Figure 3-2. Product list on Products tab 

2. Search or filter through the products list to view overall license totals for products. 
 

3. Click More Detail and filter or search the results list to view individual product usage 
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4. Click the Product Name or ISBN to view the Product Details screen. This screen will show you how 

many licenses have been used for an individual product. 
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Figure 3-3. Product Details screen, showing licenses available 
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4. Setting up School Administrators 
Although all Write Source Online setup tasks can be performed by a Write Source district administrator, 
we encourage the district administrator to create school administrators on Write Source to assist with 
enrolling teachers and students and creating class rosters. 

4.1 Set up School Administrator Manually 
1. On the Schools tab, click Add Administrator in the row of the school for which you are creating a 

school administrator. 

 
Figure 4-1. Schools tab selected on left; Add Administrator buttons displayed on right 

2. On the Create a User screen, enter the school administrator’s details. 
• First name, Last name, and Username are required. 
• Username must be a valid e-mail address and unique within the system, and it is not case-

sensitive. 
• Click Save. The school administrator will receive an e-mail message with instructions on how to 

access the system. 
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Figure 4-2. Creating a user 

The school administrators you added will now appear on the Create a User screen. Once school 
administrators log on and register, they can create classes and add students and teachers to their 
schools. 

 
Figure 4-3. School administrator registered 

If you do not have the name of the school administrator, you can send an e-mail message with an Access 
Code that grants the recipient access to Write Source Online. 

4.2 Create Access Code for School Administrator 
1. Click the Schools tab. 
2. Click Add Administrator in the row of the school for which you are creating a school administrator. 

 
3. Click the Access Code tab on the Create a User screen. 

 
4. Select the School Administrator button on the Access Code tab. 
5. Select a school from the dropdown list. 
6. Enter an e-mail address to send the Access Code. 
7. Click Send. 

• An e-mail message with instructions on how to access the system will be sent to the e-mail 
address you entered. 

• The e-mail recipient does not have to register as a school administrator and can forward the 
Access Code e-mail to someone else in the school. 

• Each Access Code can be used only once per school. 
• Access Codes expire after thirty days. 
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Figure 4-4.  Access code tab 
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5. Creating Teachers 
On the Create a User screen, you can add teachers in the following ways: 

• By one at a time 
• In groups of up to ten 
• Through an issued Access Code 
• Through Batch Import of an external file 

 

5.1 Set up Teachers Manually 
1. Click the Users tab. 

 
 

2. Click Add User on the top navigation bar. 

 
3. Select Teacher on the User tab. 
4. Enter the teacher’s details. 
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• First name, Last name, Username, and School (if using a district administrator account to create 
the teacher) are required. 

• User name must be a valid e-mail address and unique within the system, and is not case-
sensitive. 

• The language will default to English if you do not select a language. 
5. Click Save. (You may have to scroll to see the Save and Cancel buttons on the lower left.) 

• The teacher will recieve an e-mail with instructions on how to access the system. 
• Teachers must be assigned to a class before they can log on to Write Source Online. 

 
Figure 5-1. Create a teacher manually 

Note: If you do not have the name of the teacher, you can send an e-
mail message with an Access Code that grants the recipient teacher 
access to Write Source Online. 

5.2 Create Access Code for Teachers 
1. Click the Users tab. 
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2. Click Add User on the top navigation bar. 

 
3. Click the Access Code tab on the Create a User screen. 

 
4. Click the Teacher button on the Access Code tab. 
5. Select a school from the dropdown list. 
6. Enter an e-mail address to send the Access Code. 
7. Click Send. 

• An e-mail message with instructions on how to access the system will be sent to the e-mail 
address you entered. 

• The e-mail recipient does not have to register as a teacher and can forward the Access Code e-
mail to someone else in the school. 

• Each Access Code can be used only once per school. 
• An Access Code expires after thirty days. 
• Teachers must be assigned to a class before they can log on to Write Source Online. 

 
Figure 5-2. Creating an Access Code 
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5.3 Set up Teachers in Batches of Ten 
1. Click the Users tab. 

 
 

2. Click Add Teachers on the top navigation bar. 

 
3. Select a school. The school you selected is applied to all teachers in the batch. 
4. Enter each teachers’ details. 

• First name, Last name, and e-mail address are required. 
• E-mail addresses serve as usernames; they must be unique within the system; they are not case-

sensitive. 
• The teachers’ language will be set as English. 

5. Click Save. 
• Teachers will receive an e-mail message with instructions on how to access the system. 
• Teachers must be assigned to a class before they can log on to Write Source Online. 
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Figure 5-3. Adding teachers in batches 

5.4 Batch Import of Teachers 
See Section 8 for instructions on how to import teachers, classes, and students.  
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6. Creating Students 
On the Create a User screen, you can add students in the following ways: 

• By one at a time  
• In groups of up to ten 
• Through Batch Import of an external file 

 
Figure 6-1. Options for adding students 

6.1 Create Students Manually 
1. Click the Users tab. 

 
 

2. Click Add User on the top navigation bar. 

 
3. Select Student on the User tab. 

 
4. Enter the student’s details. 
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• First name, Last name, Username, Password, Grade, and School (if using a district administrator 
account to create the student) are required.  

• Usernames must be unique within the district and are not case-sensitive. 
• Language will default to English if you do not select a language. 
• Student network permission settings are optional. 
• NCLB data are optional and may not display if the district administrator has disabled their 

display. 
5. Click Save. 

• Students must be assigned to a class before they are allowed to log on to Write Source Online. 
• Student logon details must be distributed offline. We recommend that the teacher distribute 

student logons after students have been assigned to a class. 

 
Figure 6-2. Creating a student manually 

Note: If you have a class roster with a small batch of students to add, you can manually add up to ten 
students without using an import file.  

6.2 Set up Students in Batches of Ten 
1. Click the Users tab. 
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2. Click Add Students on the top navigation bar. 

 
3. Select a grade level. The grade level is applied to all students in the batch.  
4. Select a school. The school is applied to all students in the batch. 
5. Enter the students’ details. First Name, Last Name, User Name, and Password are required. 
6. Click Save. 

• Students’ language will be set as English. 
• Usernames must be unique within the district and are not case-sensitive. 
• Student passwords can be edited by the teacher after students are assigned to a class. 
• Students must be assigned to a class before they are allowed to log on to Write Source Online. 
• Student log on details must be distributed offline. We recommend that the teacher distribute 

student logons after students have been assigned to a class. 
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Figure 6-3. Adding students manually in batches 

6.3 Batch Import of Students 
See Section 8 for instructions on how to import teachers, classes, and students. 
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7. Creating Classes 
After you or your school administrators have added teachers and students to schools within your 
district, you will need to create classes. During the class creation process, users do the following:  

• Add a class name, plus other class details 
• Assign a teacher 
• Assign students 
• Allocate products to a class 
• Create classes via Batch Import 

District and school administrators are required only to add a class name and assign a teacher to a class. 
The teacher can then add students to the class, allocate products to the class, enter other class details, 
and distribute student logon details. Note that classes cannot be created via Batch Import.  

7.1 Create a Class  
1. Click the Classes tab on the left. 

 
2. Select a school from the dropdown list. 
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3. On the upper left, click Add New Class.  

  
 

4. On the Class Details screen, do the following: 
• Enter a Class name. Class names must be unique within a school. 
• Select a teacher from the Teacher dropdown list. 
• Select a grade from the Grade dropdown list. 
• Period, Description, and Class Permissions are optional. 

 
Figure 7-1. Creating a class 

5. Click Save and Next to go to the Students tab. 

• District and school administrators are required to fill out only the required parts of the Class 
Details tab order to create classes.  

• After registering and logging in, teachers can perform actions on the Students tab and the 
Products tab to add students and allocate products to their classes.  
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7.2 Assign Students to a Class 
1. Click the Classes tab. 

 
 

2. Select the class to which you want to assign students. 

 
 

3. Select one or more students by clicking the name(s) on the list on the left. Hold down the Ctrl key to 
select multiple, non-consecutive names. 
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4. Click the right arrow.  
 

 
Figure 7-2. Assigning students 

5. The selected names appear on the right. This shows that students have been added to your class. 
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6. Click Save and Close or Save and Next to go to the Products tab. 

 

7.3 Allocate Products to Class 
1. On the administrator dashboard, click Classes to view a list of classes. 
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2. Click a class name. 

 
 

 
 

3. Click the Products tab. 

 
 

4. You can allocate products or remove products from a class to make the best use of available 
licenses. The availability of products depends on the license status of the school and district.  

Teacher A check mark allocates the teacher edition of the product to a class. 
An empty checkbox removes the teacher edition of the product from a class.  

Student A check mark allocates the student edition of the product to a class. 
An empty checkbox removes the student edition of the product from a class. 
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Green check mark: all products of that type are allocated  
Green box without a check mark: some products of that type are allocated.  
Red X: the product is unable to be allocated  
Blue triangle with a warning icon displays next to the product title and a popup 
message displays when you roll your mouse pointer over the product or blue 
triangle.  

  

 
5. Once you make your selections, click Save and Close. 

• Once you allocate products to a class, your total number of licenses for student products will be 
decremented by the number of students assigned to the class plus the teacher.  

• Teacher products will be decremented once as long as they are only allocated to the teacher. 
• If a teacher is assigned to multiple classes for the same grade, the teacher will use only one 

license for the teacher products in the grade level.  
• If a teacher is assigned to classes with different grade levels, the teacher will use one teacher 

license for the teacher products in both grade levels. 

7.4 Edit a Class 
After the district or school administrators have created classes for teachers, teachers can log on to finish 
creating their classes and distribute logons to their students. While editing their classes, teachers can: 

• Edit class details and permissions 
• Assign students to their classes 
• Allocate products to their classes 
• Create groups 
• Create class Profile Questions 

To edit a newly created Write Source Online class by a teacher, follow these steps: 

1. After logging on, click the Manage Class button on the top of the teacher dashboard. 

  
 

2. On the Class Details tab: 

• Enter or edit class details 
• Set class commenting and network permissions 
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Figure 7-3. Class Details tab 

3. Click Save and Next to continue to the Students tab. 

• To add students, select one or more students by clicking the name(s) on the list in the left pane 

and click the right arrow.  
• The selected names appear in the right pane. This shows that students have been added to your 

class. 
• To remove students, select one or more students by clicking the name(s) on the list in the right 

pane and clicking the left arrow.  This moves them back into the left pane.   
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Figure 7-4. Student tab 

4. Click Save and Next to continue to the Products tab. You can allocate or remove products from a 
class to make the best use of available licenses. The availability of products depends on the license 
status of the school and district. 

 
 

Teacher Product Allocation 
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• A check mark allocates the teacher edition of the 
product to a class. 

• An empty checkbox removes the teacher edition of 
the product from a class. 

 

Student Product Allocation 

 

• A check mark allocates the student edition of the 
product to a class. 

• An empty checkbox removes the student edition of 
the product from a class. 

• Teacher-managed products must be allocated to 
teachers before they can be allocated to students. 

 

Icon Key 

Green check mark: all products of that type are allocated 
 

Green box without a check mark: some products of that type are allocated.  

Red X: the product is unable to be allocated  

Blue triangle with a warning icon displays next to the product title, and a pop-up 
message displays when you roll your mouse pointer over the product or blue 
triangle.  

  

 
Note: Once you save product allocations, you will use overall product licenses as follows: 

• Teacher product licenses will be decremented by one. 
• If a teacher is assigned to multiple classes for the same grade, the teacher will use only one license 

for the teacher products in the grade level.  
• If a teacher is assigned to classes with different grade levels, the teacher will use one teacher license 

for the teacher products in each grade level. 
• Student product licenses will be decremented by the number of students in the class. 
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5. Click Save and Next to continue to the Groups tab. 

 
 

• To create a group, click Add a Group.  
• Enter a group title. 
• To add students, select one or more students by clicking the name(s) on the list in the left pane 

and click the right arrow.  
• Click Done to return to the Groups tab. 

 
Figure 7-5. Creating a group 

6. After creating groups, click Save and Next to continue to the Profile Questions tab. 
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 Figure 7-6. Profile Questions tab 
 

• Select freeform or multiple-choice from the Question type dropdown. 
• Type the question in the Question text field. 
• For multiple-choice and Class Poll questions, type answers in the Answer choice fields.  

 
Figure 7-7. Class Poll 

• Student answers to profile questions appear on Student Profile screens and are viewable by 
other students, depending on permission settings. 

• Click Save and Close to return the teacher dashboard. 

7.5 Batch Class Creation 
See Section 8 for instructions on how to import teachers, classes, and students. 

Administrators or teachers will have to allocate products to classes after they have been created via 
Batch Import. 
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8. Importing Students, Teachers, and Classes via Batch Import 
You can import new students, teachers, and classes via Batch Import. You can download existing 
student, teacher, and class records, edit the .csv file, and import your changes. 

8.1 Import via Batch Import 
Before you import a batch of students into the Write Source Online system with the Batch Import 
option, you first create a list in a spreadsheet and save it to your computer as a .csv file (comma-
separated values). Write Source Online assists you with an import template and validation rules so that 
you make your list in the correct format. 

8.1.1 Create a .csv File  

1. On the administrator dashboard, click Batch Import.  

 
2. Beside the Upload option in the Batch Import tab, you can access the import template and the 

validation rules for filling out the .csv file template. 
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• The import template and field validation file is an Excel file with two tabs. You should save 
any data you enter into the Import Template tab as a .csv file before you import it. 

• The Import Template tab lays out the spreadsheet columns as required.  

 
• The Batch_Import_Validation tab guides you through the correct forms of data entry.  

o The Record Type (column A in the .csv file shown above, and column B on the 
Batch_Import_Validation tab below) indicates whether the row contains teacher, class, 
or student data. This is required for all records. 

o Column C on the Batch_Import_Validation tab below indicates whether the information 
in that row is mandatory (M) or optional (O). For instance, the Middle Initial is optional 
(O). 
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• Column E gives the rules for entering data.  
o Not all record types are required.  
o The same file can be used to add teachers, classes, and students. 
o All columns in the import template are required, even columns for which no data is 

entered. 

 
 

• The table below shows which fields are mandatory and optional for teachers, classes, and 
students. 

Mandatory Optional 
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Record Type Middle Initial 

First Name Password (teachers) 

Last Name Student ID 

Username (students, teachers) User Active Status 

Password (students) Language (students, teachers) 

School Class Period (classes) 

Grade (students, classes) Class Description (classes) 

Class Teacher (classes)  NCLB - Ethnicity 

 NCLB – English Proficiency 

 NCLB – Special Conditions 

 NCLB – Special Services 

 NCLB – Economic Status 

 

8.1.2 Import a Batch of Teachers, Students, or Classes 

1. On the administrator dashboard, click Batch Import.  
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2. On the Batch Import screen, click the option you want: Upload, Summary, or Export. 

  
 

Upload 

1. Click Upload and use the Batch Import Upload window to:   
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• Browse for your .csv file  
• Give it a name  
•  Upload it 
• Create a new .csv file 
• Return to the Batch Import menu 

 

 
 

 
Note: The maximum number of teachers is 5,000, classes 5,000, and students 65,000. For a 
mixed record file, you could have 65,000 student records, 5,000 teachers, and 5,000 classes. For 
a student-only file, you could have 75,000 students.  

Processing times are quicker when you add new records but less quick when you update existing 
records. 

2. Click Browse to find your .csv file. When you find it, click Upload. 

 
• If there are errors in the file format, you will see an error message with a detailed explanation of 

each error. When you fix the errors, the file will process. 
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• If the file format has no errors, this message gives you the option to continue with the upload or 
cancel. Click Continue. 

 
• You are taken to the Import Summary screen. The file will process and you will see both 

successfully imported records and records with errors. 
 

 
 

Summary 

• Click Summary to review a summary of all your imports. This displays an Import Summary 
screen. 
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• In the Results column, you can open your imported list by clicking either the links for the error(s) or 

the record(s) successful. This opens the report in .csv format. You can save the report .csv file, make 
the appropriate edits if there are errors, and then upload a new file. 

 
Error Report 
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Success Report 

 

8.2 Update via Batch Import  
Before updating a batch of students, teachers, or classes within Write Source Online, you should first 
download a file with existing records that you can edit and save. 

8.2.1 Download existing records 

1. On the Administrator dashboard, click Batch Import, and then click Export. 
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2. This opens three options to view or save a file of current teachers, students, or classes. Select the 
option you want, for example, click Current Students to open a .csv file with the details of the 
current students within a school. 

 
 

Teachers 

 

 
 

Students 

 

 
 

Classes 

 

 

3. Make changes required to each record in the file, and save the new file. 
4. Follow import steps in section 8.1.2 to import the file with updates to students, teachers, and 

classes. Column D in the field validation rules notes which fields can be updated via Batch Import. 
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