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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.

Writing Roadmap 2.0 Launch Sites

J Teacher/Administrator Login

,Q Student Browser 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.

\\l‘ﬂl“g %0 Writing Roadmap

Enter your login and password.

Login: | |

Passwurd:| |

Full Screen: ¥

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, E' 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.

Cnntentsl Inde:x I Search |

[—

3. Click on Navigating the Main Menu.

Cnrrterrtsl Incdex I Searchl

= Eﬂlvwrting Roadmagp

é Wyiting Roadmap

@ Standard Mode

@ Aclvanced Mode

@ The Taskbar Options

@ Using Wiiting Roadmap Student Edition

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

Navigating the Main Menu

Writing Roadmap 2.0's Main View is what you see when you first log on to Writing Roadmap 2.0. The Main View will appear
slightly different depending on whether you are using Writing Roadmap 2.0 in Standard Mode or Advanced Mode. At the left
of the window, you see your teacher name and which groups or classes are being displayed in the Main Wiew. There are six
companents to the Main View:

= Teacher information s The Menu Icons
= The Help button = The Group or Student Summary (Advanced Mode only)
u The Taskhar = The Assignments Summary (Advanced Mode only)
NOTE: The Group § ¥, Student S y and Assig S y are ilable only in Advanced Mode.

To set the Main View to Advanced Mode, select Change Display under Utilities in the Taskbar.

Click on the screen components in the example below for more description. At the top-left, you see the welcome banner, and
your teacher information. You can edit your teacher information, the background and where the Taskbar is located in the
Main Yiew. At the top-right, you see the Help icon, which starts Wiiting Roadmap 2.0 Help.

Wit Main View - Murphy, Catherine &)
Tt .

Welcome Murphy,
Catherine!
Now. 3 - 3:17pm
Teacher & Murphy,

Catherine
Group o [all)

O Main View
G print view
o Logout

oManage Groups
©Manage tnrollment
©Manage Assignments
o Report Results
o5core Items

ML—

O HManage Special Codes
oManage Tag Groups

o Change Display § Logout
© Update User Info

o Export Data Group Surmmary
LT Students
English Period 1 15
[Ervglish Pericd & 15

& Back_| [El Teacher Info | [ %} Main
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3. Update Teacher Enrollment
Add New Teacher

1. Click on Manage Teachers in the Tasks menu.

Tasks

@ Manage Teachers

O MamageGraup
oManage Enrollment
O Build Tests
OManage Assignmentks

o Report Results
CScore Items

2. Click on | ENew Teacher | 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 L=.Create Teacher | p 1y

Teacher Rights

= 4 rr " F
= 7 (I T R

W WM mm
[ I B B |
[ ]
H R E @

5. Your new teacher is now displayed.

Delete
View  Edit Name Display Name= School
3 [ Michael Merilos Merilas, Michael Training School 2]
g ™ English Ms, Murph Ms. Murphy, English Training School
3 [ Training Teacherd2 Teacherd2 Training School
E [T Training Teacherd3 Teacherd3 Training Schaol

Click on the Main View under the Views task bar to return to the main page.
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Update Teacher Information and Access Rights

1. Click on Manage Teachers.

Tasks

@ Manage Teachers

< Mamange Giaup

< Manage Enrollment
< Build Tests

< Manage Assignments

CReport Results
< Score Items

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.

View  Edit Display Name~ School
E Demo, Teacher Demo School
E Teacher Demol Demol, Teacher Demo School

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

rTeacher Information

First Name: \Michael

Middle Name:

Last Narne: \Merilns

Login: [746mmerilos

Password: \74ﬁmmerilns

Email:

Dats Expires: [11/30/2006 | -

Teacher Display Mame: \, Michael \

( The 'Teacher Display Mame' is automaticaly created from 'First Hame' and 'Last
Name' figlds, )

administrator: [

5. Scroll down and you can edit the teacher’s access rights. Once changes have been

made, click on the button.

rTeacher Rights
troport 449
Create Modify Delete Expurt Remove Transfer
POt Students
Groups F [ i O il |
Students ~ |Edl O | ] el
Assignments Icd IEd O ] | ]
State Test
Folders ] ] L ] L ]
District Test
Folders L L L E = m
School Test
Folders L L L] E = m
Teacher Test
Folders ] ] L ] L ]

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.

o Manage Teachers
O Manage Groups

> Manage Enrollment
O Build Tests

O MarageAssignments
@ Report Results
O Sroreltem

2. Click on School Reports, then Teacher List.

3. At the next window, click on the LE6reate Report | by vy This will give you a
list of all the teacher logins and passwords.

School Teacher List
District: Training District Date: 6/23/20085
School: Training School 01 Page: 1
Teacher Hame Login Password
Teacher 26, Training tt0Z6 tL02Z6
Teacher0l1l, Training tt0l tcol
Teacher02, Training tt02 te02
Teacher03, Training 03 tE03
Teacher04, Training tt04 tr0g4
Teacher05, Training tt05 to0s
Teacher0s6, Training tt06 e
TeacherQ?, Training tt07 tea7?
Teacher0S, Training ttOS PRt}
Teacher09, Training tt09 tc09
Teacherld, Training ttl0 tL10
Teacherll, Training ttll toll
Teacherl2, Training ttl2 tLl2
Teacherl3, Training ttl3 tLl3
Teacherld4, Training ttl4d tcld
Teacherl5, Training ttls tois

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.

cMaTage [ea 5
@ Manage Groups

O Pharrnag .
© Build Tests
< Manage Assignments
o Report Results

o Score Items

Groups that have already been created are displayed. Follow instructions at
bottom of the Group box.
{ For new groups please set a current teacher.

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

Teacher

\\ I ]i-,; = All Teachers
Demo, Teacher
Welcome Demo! Demol. Teacher
Now. 30 - 2:26pm

hioao| o Demo School

Select a teacher that you want to create the group for and then click on the
| ¥ 8et Current View | button

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

\\i‘]ting "

Welcome Demo!

Nowv. 30 - 3:15pm

Schoaol o Demo
Schoal

Teacher o Demo,
Teacher

Group o {all}

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.

rGroup Information

Group Mame: |H|:|mer|:||:|m

Course 10 |

|
Group Description: |Grade 8 | £

|

|

Period: |
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7. Now click on the Create Group button to complete the task.

| ¥ Create Group |

8. Your new group is displayed on the screen.

Delete
iew i roup Name umber Students~ umber Assignments
vi Edit Group N Number Student Number Assignments UmbeEr
- Completed

g [~  Eirst Period Class 7 46 13
% [~ Eourth Period Class 5 67 21

- omeraom

= H 0 0 0

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.

CoManage Teachers

o Manage Groups
@Manage Enrollment
o Build Tests

o Manage Assignments
o Report Results
CScore Items

2. Click on the‘ 1 p0zes e ‘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.

rStudent Information

First Name: |E\rian

Middle Name:

Student Number: |234

Student Login: |112bgunza|es

|

\
Last Name: |Gunza|es ‘ "

|

|

|

Password: |112bgunza|es

Birth Date:
Gender: IM_;I
Grade: lﬂ

Special Codes: (Saved after dlicking 'Create Student’)

]
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4. Click on the | & Create student | button.

5. The new student is now created and is listed alphabetically by last name in the
Management Enrollment dialog box.

Delete i
View  Edit Last Name~ First Name Student Login e 27l Creation Date EREEI
r Number Mode
G ombs icole ncombs = =
= Comb: Micol 112 b 006
- EVIH alerie vdavis - -
= o] Wal 112vd 789
g [ < Gonzales Brian 11zhgonzales 234 - -
g T Hastey Paul 112phastey 567 = =
G omami avi nhomami = =
= H Mawid 112nh 678
3 [~ Johnson Jennifer 112jjochnson 345 - -
g [~ EKing Tirm 112tking 123 - -
g - Merilos Michelle 112mmerilos 100 - -
3‘ I~ Prescott Tammy 112tprescott 456 = =
- ortes aron ashortes - -
= Short A 112ashaort 101

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
| =7 Transfer Students | button.

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

From Teacher: Please select a teacher. hd

Students:

{ Use shift, ctrl or mouse drag to select multiple. )

3. Select the student in the group or class you want to transfer from.

From Teacher: IMEmgs‘ Mike =

Students: First Period Class
Gonzales, Brian
Hastey, Paul
Johnson, Jennifer
Prescott, Tammy

Homeroom

Third Period Class

{ Use shift, ctrl or mouse drag to select multiple. )
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4. Select the teacher and the group that you want to transfer to.

Teachers & Groups: Herilos, Mike
First Period Class
Homeroom
Third Period Class
Mr. Loiacono

First Period Class
Fourth Period Class

{ Use shift, ctrl or mouse drag to select multiple. )

5. Click on the [ 2Trensfer students | 101 oy will be brought back to the Manage
Enrollment page. Click on the student’s name. The student is now transferred.

Group Summary for Aaron Shortes
Delete Student Name Group Name<« Teacher Name

ﬁ Aaron Shortes First Period Class Mr. Loiacono

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

Print Student List

1. Click on Report Results.

oManage Teachers
o Manage Groups
oManage Enrollment
< Build Tests

o Manage Assignments
@ Report Results
CScore Items

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

Group Roster Report

School: Training School Date: ?4/5/2005
Teacher: TeacherOl Page: 1
Group: English
Tayg Group: L1l Ztudents

Student Hame Login Password
LNS3tudent01l, FN3tudentOl 29001 99001
LN3tudent0Z2, FN3tudentOZ Q2002 29002
LNStudent03, FN3tudentl3 99003 99003
LMStudent04, FN3tudent04 29004 09004
LMStudent05, FN3tudent0s 29005 29005
LMStudent06, FHNStudentOa Q9006 99006
LMStudent0?, FHNStudent0? 22007 99007
LN3tudent08, FN3tudent0s 29008 29008
LN3tudent09, FN3tudent03 23009 99009

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.

< Manage Test Folders

< Curriculum Standards

& Manage Special Codes

<o Manage Tag Groups

o Manage Proficiency Scales
o Instruction Schedules

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

All Levels =l
S

3. Next, click on the | Tnew special Gode | 1) 110
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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.

Special Code Name: |Ethni|::ity | o

Special Code Type: =

Required:

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

Drop Down Listj

Dror Down Lict
Text

Numeric

Date

Yes{No

e The Drop-Down List will enable you to enter a pre-determined set of values.
e The Text feature will enable you to give a name for your special code.

e Numeric will enable you to give numbered codes.

e Date can be used to give specifics on when students graduated or any date that

needs special attention.
e 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.

Irmpart Yalue Display YWalue
o4 |[Pacific Islander | Add Yalue
01 Hispanic
02 ‘White
African-American
Modify

7. Click on the [f=create special code | h;tton when all your code names have been
entered. Your special code is now displayed in the dialog box.

-Delete
View  Edit F Special Code Name = Special Code Type Created At Required
E 'l‘.f;ﬁ’ ELL Status Drop Down List Training Demo Sch Mo
- L1718
= E b Drop Down List Training Demo Sch  Yes
i

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.

> Manage Teachers

o Manage Groups
@Manage Enrollment
< Build Tests

> Manage Assignments
< Report Results

2 5Score Items

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

- = Student Student Creation Creation
View  Edit I Last Name: First Name Login e Date Mode Group
3 ™ Combs Nicole 112ncombs 006 - - Fourth
= Period
Class
g [T Dawis Valerie 112vdavis 789 = = First Period
. Class
g [T Gonzales Brian 112bgonzales 234 = = Fourth
Period
Class
3 [T Hastey Paul 112phastey 567 = = Fourth
- Period
Class
g [T Prescott Tammy 112tprescott 456 = = Fourth
Period
Class
@ T Shortes Aaran 112ashortes 101 = = First Period
. Class

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

First Name: |Aarnn

Middle Mame:

Last Mame: |Shurtes

Student Login: |112ashortes

‘ *

|

‘ *
tudent Number: |1I]1 ‘ "

‘ *

‘ *

Password: |112ashortes

Birth Date: | |H

Gender: [M ¥
Grade: |7 =
Special Cﬂdemaved after dlicking "Update Student’)

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.

‘ %2 Update Student

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.

o Manage Test Folders

< Curriculum Standards

o Manage Special Codes

@ Manage Tag Groups

o Manage Proficiency Scales
< Instruction Schedules

Click on the [ E2New Tag group | py 10

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

Tag Group Information

‘ Tag Group Mame: |ELL Intermediate e

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

Special Codes

Criteria for (£LL Status)
ELL Status s equsl to Intermedeiate ‘

ELL Status j [Equal To = | IIntermedeiﬁte j @
| Delete Griteria ‘ ‘ Update Criteria ‘ | Add Griteria I

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

Tag group scope: [Mr. Loiacono],
Murnber of students matching criteria set: [1].

Close |

To create tag group, click the | & create Tag Group | by 1ton,

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

View Edit Delete Taggroup Name

= ] ELL Intermediate

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.

o Manage Test Folders

O Curriculum Standards

o Manage Special Codes

> Manage Tag Groups
@Manage Proficiency Scales
< Instruction Schedules

2. Click on the button.

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

Proficiency Information

Scale Name: |Dem|:| Prof. Setting &

Number of Levels: |4 'l

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.

Color Label Symbol Score Range Preview

m BT  —

m < wf] —

= > e[ —

u + o1 i) —
‘ 1|D Z‘D 3‘0 4|D JD E\‘D JD B‘D 9|D lﬂlﬂ

| %Sl update Proficiency

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.

rProficiency Information

Scale Mame: \Demn Prof. setting

Mumber of Levels: [4 =

Minimum
Proficiency Color

c N

Label Symbol Score Range Preview

Lt T [ S —

-~

-~

il r—
¢ W Femr ] >
B [pdvence |+

41-[0_|

—
—
I

20 30 4‘0 JU élu JU E‘U B‘U w‘u

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