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1.  Login to Writing Roadmap™ 2.0 
 

1. Launch your Internet Browser. 
 

2. Access the Launch Web Site:  
 

a) Type:  www.writingroadmap2.com, then press enter. 

Next, click on Teacher/Admin Login. 
 

 
 

3. Type in your login and password in the indicated fields and click Login to access 
Writing Roadmap 2.0.  Login and Password are not case sensitive. 

 

 
 

The main screen for Writing Roadmap 2.0 will display. 
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2.  Navigating the Writing Roadmap 2.0 Screen 
 

 
 

1. The icons on the bulletin board are shortcuts to each of the main tasks listed on 
the Tasks menu. 
 
You can return to the Main Page from anywhere within the system by clicking on 
Main View from the Views menu. 
 

2.  Click on the Help icon, , located in the upper right-hand corner of the screen to 
display the Writing Roadmap 2.0 Help documentation. 
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3. Click on the Writing Roadmap 2.0 to open the Table of Contents. 

 
 

3. Click on Navigating the Main Menu.  

 
 

4. Click on various sections of the Main View display to access documentation 
describing each feature. To close the help system, click on the  in the upper 
right-hand corner. 
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3.  Update Teacher Enrollment 
 

Add New Teacher 
 

1. Click on Manage Teachers in the Tasks menu. 
 

 
 

2. Click on  button at the bottom of page. 
 
3. Fill out the teacher information in the dialog boxes.  Note: The fields with the 

asterisks ( * ) are required fields.  
 

 
 

4. Select the access rights you wish the teachers to have or click on the Select All 
button. When finished, click on the  button. 

 

 
 

5. Your new teacher is now displayed. 
 

 
 
Click on the Main View under the Views task bar to return to the main page. 



5 
Writing Roadmap™ 2.0 Administrator Guide 

 

Update Teacher Information and Access Rights 
 

1.   Click on Manage Teachers. 
 

 
 

2. The dialog box shows all the teachers who have access rights. To delete a teacher, 

check the box next to the teacher’s name and click on the  button. This 
page can be printed. 

 

 
 

3.  Click on the Edit icon  to make changes to a teacher’s information. 
 

 
 

5. Scroll down and you can edit the teacher’s access rights. Once changes have been  
    made, click on the  button.   
 

 
 
Click on the Main View under the Views task bar to return to the main page. 
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Print Teacher List 
 
1.  Click on Report Results. 

 

  
 

2. Click on School Reports, then Teacher List. 
 

 
 

3.  At the next window, click on the  button. This will give you a 
list of all the teacher logins and passwords. 

 

 
                                                                                                                                                                  

 
 
Click on the Main View under the Views task bar to return to the main page. 
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4.  Create a New Group   
 
1. Click on Manage Groups under the Tasks menu. 
 

 
 
2. Groups that have already been created are displayed. Follow instructions at 

bottom of the Group box.  
 

 
3. Click on Teacher under the Welcome header in the upper left-hand corner. 
 

                               
 

4. Select a teacher that you want to create the group for and then click on the 
 button. 

 
5. You are now set at a Teacher Level. Your level should look like the picture 

below. 
 

 
 

6. Click on the New Group button. Complete the Group Information box.  The 
asterisk indicates that the Group Name and Group Description must be entered.   
This task will allow you to create a group name and then enroll students in the 
group. 
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7. Now click on the Create Group button to complete the task. 
 

 
 
8. Your new group is displayed on the screen. 
 

 
 

You can create multiple groups for different class periods by following the same 
procedures outlined above. 
 

Click on the Main View under the Views task bar to return to the main page and reset 
the level. 
 
 

5. Update Student Enrollment 
 
Enroll/Add New Student 

 
1. Click on Manage Enrollment, listed under the Tasks menu. 

 
 

2. Click on the  button. 

 

3. Complete the Student Information dialog box.  The Student ID and Password 
must be unique.  One suggested method of assigning the ID and password is to 
start with your school code followed by the first initial of the student’s first name 
followed by the student’s full last name.  

 

  



9 
Writing Roadmap™ 2.0 Administrator Guide 

 

4. Click on the  button.  
  
5. The new student is now created and is listed alphabetically by last name in the 

Management Enrollment dialog box. 

 
 

Click on the Main View under the Views task bar to return to the main page. 
 
 

Transfer/Add Student to groups 
 
1. Click on Manage Enrollment, listed under the Tasks menu. Then click the 

 button. 

 
2. Select the teacher that you want to transfer from. 

 

   
 

3. Select the student in the group or class you want to transfer from. 
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4. Select the teacher and the group that you want to transfer to. 
 

 
 

5. Click on the  button. You will be brought back to the Manage 
Enrollment page. Click on the student’s name. The student is now transferred. 

 

 
 

Click on the Main View under the Views task bar to return to the main page. 
 
 

Print Student List 
 
1. Click on Report Results. 

 

  
 

2. Click on Group Reports, then  
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3. At the next window, click on the  button.  A list of all the student 
logins and passwords for a given teacher will be displayed. 

 

 
 

Click on the Main View under the Views task bar to return to the main page. 
 
 

6.  Set-Up Special Codes 
 

Special Codes are designed to help define students such as ELL, ESL, Remedial or 
Advanced students. 

 
1. Click on Manage Special Codes listed under the Functions menu. 

 

 
 

2. Select the creation level from the drop down tab. 
 

 
 

3. Next, click on the  button. 
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4.  Complete the dialog box by providing a name for your special code. Select a code 
type from the drop-down list and specify Yes or No if this field is required. 
You can specify a code name such as Ethnicity or Special Education. 
 

 
 

5.  The Drop-Down List will give you the option to create your special codes. 
 

 
 
• The Drop-Down List will enable you to enter a pre-determined set of values. 
• The Text feature will enable you to give a name for your special code. 
• Numeric will enable you to give numbered codes. 
• Date can be used to give specifics on when students graduated or any date that 

needs special attention. 
• Yes/No option will allow you to select a special code for a student. 
 
 

6.  For the drop-down display, create a value and descriptor name in the dialog box 
for each item and click on the Add Value button. 
 

 
 
 

7. Click on the  button when all your code names have been 
entered.  Your special code is now displayed in the dialog box. 
 

 
 

Click on the Main View under the Views task bar to return to the main page. 
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7.  Modify Student Information 
 

1. Click on Manage Enrollment, listed under the Tasks menu. 

 
 

2. Click on the Edit icon, , next to the student you want to update. 

 
 

3. Click on the Define button to modify the student’s Special Codes. 

  
 

4. Enter/modify the special codes and then click Done to save the change.  

 
 

5. Click the Update Student button to save changes and then click Done to save.  

 
Click on the Main View under the Views task bar to return to the main page. 
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8.  Create Tag Groups 
 

1. Click on Manage Tag Groups, listed under the Functions menu. 
 

 
 
2. Click on the  button. 

 
3. Enter a name for your Tag Group. We will use “ELL Intermediate” in the Tag 

Group Name for this example. 
 

 
 

4. Use the drop-down list to set “ELL Status is Equal to Intermediate.”  Then click 
Add Criteria button. 

 

 
 

5. Click the  button to determine number of students that match the 
criteria. Then click Close. 

 

 
 

6. To create tag group, click the  button. 
 

7. The ELL Intermediate Tag Group is now created and displayed in the dialog box 
below. 

 

 
 

Click on the Main View under the Views task bar to return to the main page. 
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9.  Create a Proficiency Level 

 
1. Click on Set Proficiency, listed under the Functions menu. 

 

 
 

2. Click on the  button.   
 

 
3. Enter a name for your Proficiency Scale and select the number of levels from the 

drop-down tab. 
  

 
 

4. The default values will be displayed.  You can change the color, label description 
and score range for each proficiency band to meet your local needs. 

 

  
 

5. Click on the  button when all your changes are set. 
 

    
6. Your Proficiency Levels are now set.  Proficiency Levels put in at the district 

level can be shared with all the schools and teachers. 
 
 

      
 
Click on the Main View under the Views task bar to return to the main page. 


