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Checklist for District/School Managers 

Getting Started with Write About 

» Setting Up Users                               Step 1 

» Permissions                               Step 2 

» District / School Structure and Front Loading                               Step 3 

» Professional Development                               Step 4 

 

It helps to have some “sandbox time” playing around in the system before you work with any teachers. 

Setting Up Users 

 I know our district code 

 I have set up teacher accounts or I have provided the code for teachers to sign themselves up 

 I have set up student accounts or communicated the process for teachers to add their students 
or to have students enroll themselves  

 

Permissions: 

 I have explained Write About to relevant stakeholders, including administrators, directors, 
teachers, and parents 

 

 

1 

2 

Write About offers a comprehensive suite of district-level tools, including detailed analytics, customized privacy settings, and 
Google Apps integration. While we provide a step-by-step onboarding experience for teachers, we realize that launching Write 
About in your district will require strategic planning. This is why we created a customizable checklist to help you through the 
process. 
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 I have determined the district permission policies, including any parental permissions that 
students will need.  

 I have communicated with teachers the privacy and content filtering options for students within 
Write About. If necessary, I have adjusted these at the School/District level. 

 

District/School Structure and front loading: 

 Determine the point people for each building/grade level/team 

 Communicate responsibilities for the rollout and ongoing management/updates 

 Arrive at a common structure (either suggested or required) for Group set up 

 Create school/district level groups and add teachers/students (ie grade level groups). Be sure 
these groups are “attached to the District” and approved by a Manager if they are created by 
teachers. 

 

Professional Development: 

 I have conducted an initial “Getting Started with Write About” training. As a result, the teachers 
are able to:  

 Create student accounts (or figure out what approach they will use for signing up students) 

 Set up student filtering, publishing and privacy permissions 

 Create a Group. These could be small groups, class periods, thematic groups, or project 
groups.  

 Share Ideas and Posts to their Groups 

 Create a writing Idea with a visual, tags (such as genres or standards), grade levels, 
categories, and audio 

 Create a gallery and place their favorite ideas inside of it.  

 Access the unit plans and tutorials in the Write About Writing Center 

 

 

3 
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   I have determined any teachers who might need specific coaching or modelling  

 I have scheduled additional future trainings. Some ideas are: 

 The Power of an Authentic Audience 

 Writing Across the Curriculum with Write About  

 Global Collaboration with Write About 

 Supporting ELL students with Write About 
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Setting Up Classrooms 

Option 1: Teachers Create Their 
Own Accounts 

Teachers can register by clicking on 
the ‘register’ icon and typing in the 
district code on the signup form. 
They will choose their own 
username and password. All of 
their information will be available 
on your district Manage tab.   

Option 2: Google Apps 
 

If you have Google Apps, you can 
use Google to login. Teachers need 
to register for a regular Teacher 
account on Write About with the 
‘Sign In With Google’ button and 

then visit 
writeabout.com/joindistrict to enter 
their District Code. Their account 
will then be connected and they will 
have unlimited access. 

Option 3: Type Teacher 
Names Individually 

District managers can add to 
teachers to the district manually 
by clicking on the ‘manage’ tab 
and then clicking below on 
‘manage teachers.’ By clicking on 
the green ‘Add teacher’ icon, 
managers can manually add each 
teacher by typing the first name, 
last name, username, password, 
and email. This is the least 
efficient method for large batches 
but works great when you need 
to add a new teacher after the 
fact. 

Setting Up Teacher Accounts 

What if they are previously signed up for Write About? 

If a teacher has previously registered on Write About and the school or district has subsequently 
upgraded to a District plan, connect the current account to the district by visiting 
writeabout.com/joindistrict and entering the District Code. 
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Setting Up Student Accounts 

Considerations before adding student accounts: Considerations when signing up students*: 

» Students under 13 must have parental permission to publish 
___online. Be sure your school/district policies have covered this or 
___use a Write About permission (sample provided) 

» Usernames cannot be changed later 

» An email address is optional 

» Only first names will be displayed to other users, but usernames 
___are shown in URLs of their public work.  So, it is critical that the 
___username is not the first and last name of the students. 

» The last name field is optional 

» Never use a student’s full name in their username 

» Students creating an account will need their teacher’s Teacher 

___Code. 

 

» Do you want to enable content filtering? 

» Do you want to enable post moderation? 

» Do you want to enable comment moderation 

» Do you want to allow parents to access the content and leave 

___comments? 

 * all options can be changed later by the teacher from the Manage Students area 
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Create Student Accounts 

Option 1: Students Create Their 
Own Accounts 

Students can register by clicking on 
the ‘register’ icon and typing in their 
teacher code, creating a username 
and creating a password. All of their 
information will be available on 
your manage students tab. Note 
that the email is optional and that 
students should not use their first 
and last name as their username. 

Option 2: Google Apps 
 

If you would like students to use the integrated 1-click Google sign-in, consider the 
following: 

• Student usernames will be their Google account and cannot be changed 

• Student passwords will be synced with their Google account, so teachers 
will not have access to view or change them within Write About 

• Google registration/sign-in uses a 3rd party social login service (OneAll). 
Be sure to test Google sign-in in your district and contact your district IT 
staff if OneAll is being blocked. 

• Google integration on Write About works best on Chromebook or 1:1 
laptop scenarios. Shared laptops or iPads require students to log in and 
out of two places each time (Google AND Write About) and therefore the 
‘1-click’ efficiency is lost. 

Option 3: Bulk Upload 

Add many students at a time with 
a username and password by 
using a spreadsheet and saving 
the file as a .csv. A sample file can 
be downloaded and edited. Start 
by selecting the ‘Add Student’ 
button and then ‘Add Multiple 
Students’. Detailed instructions 
for formatting the spreadsheet 
are provided during the process. 
Upload the file and then select 
the ‘Upload CSV’ button. Note 
that bulk upload on 
Chromebooks is tricky, at best. 

Option 4: Type Names Individually 
 

• Teachers can add students manually from the ‘Manage Students’ tab 
under ‘Students’ in the navigation bar.  A first name, username and 
password are required. 

• Managers can add students manually from the Manage>Manage Students 
area. Select the teacher the student should be associated with. A first 
name, username, and password are required. 

Students Accessing Accounts 

Students can access their accounts in two ways. First, they can click ‘Sign In’ and type their teacher code, username, and 
password. The second option is through the custom login page that functions like a class page, where students can click on their 
avatar and enter their password. Find the link to your custom login page from your ‘Home’ or ‘Students’ tab. 

https://www.oneall.com/
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How to Get 
the Most Out 
of District 
Analytics 

Organize Data with Groups 

To effectively track engagement, interactions and content trends, use a common structure to organize 
your students based on natural groupings. Consider how you would like to filter the analytics at the 
end of a semester or school year and be sure to use Groups for each of those break downs. 

Suggested format: 

» Classroom Groups  

» Grade level Groups  

» School building Groups  
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Track writing volume over time. As student engagement 
increases, students grow in writing fluency. You can track this 
with the total words and average words per post metrics.  

Identify Content Trends 

By using tags and categories in Ideas and Posts, districts can 
determine which type of writing students are most likely to be 
engaged in. You can identify trends in genres, standards, or 
topics within your organization. 

Analyze class activity based on grade level, department or 
other organizational unit. With the comments metrics and the 
groups joined metrics you can track student interactions. 

The Big and Small Picture 

Custom filters allow districts to see larger trends while also 
tracking progress with individual students. 

Monitor Student Engagement 

Track Interactions 
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Policy Compliance 
We strive to be compliant to every Federal policy that governs online interactions. However, state and local policies may vary. 
Please consult with your legal team if you have questions or concerns. 

Children’s Online Privacy Protection Act (COPPA) 

The following are steps we take to ensure that we are COPPA compliant: 

» We post a clear and comprehensive privacy policy in our Terms of Services 

» We provide a parental consent form for teachers. 

» We collect only the minimal information needed for the platform. For example, we do not collect the address, phone number, or date of birth     
___of any students. 

» We do not disclose student information to third parties. 

» We take confidentiality and security seriously. This is why we only use first names and require teachers to use student usernames that do not 

___have both the first and last name. 

» We delete user information from the system when they are no longer a part of the school or district. 

 
Children’s Internet Protection Act (CIPA) 

The following are steps we take to ensure that we are CIPA compliant: 

» We utilize language filters that alert us to inappropriate language 

» We enable comment and post moderation 

» We include a Report Abuse button on all posts and ideas 

» We provide layers of privacy 

» We do not rely on tools that might be blocked by Internet filters (for example, our videos are not hosted through YouTube) 

» We provide a safe and secure environment for students. We do not have any direct, private communication tools enabled between students 

___and adults who are not their teacher. Guest Comments must be moderated by the teacher. 
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Digital Millennium Copyright Act (DMCA)  

» We model Copyright compliance by paying for licensing or by using the appropriate Creative Commons licenses and providing attribution. 

» We include explanations for users on how to use Creative Commons images and how to provide appropriate attribution. 

» We include a Report Abuse button on posts or ideas that might violate Copyright 
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Frequently Asked Questions 

Yes, it is possible to sign up through Google Apps. Teachers 
can sign up with their Google Account and use the district 
code. 

Is Write About COPPA and CIPA 
 

Yes, Write About is both COPPA and CIPA compliant. We have 
an entire page in this toolkit explaining the policy compliance 
issues. 

Yes, students can have multiple teachers with Write About. We 
know that collaboration is key.  It’s important for teachers to 
be able to share students back and forth. 

How do I transfer a student to another class? 

The district transfer tool allows managers to transfer accounts 
between teachers to save student work from year to year. 
Transfers can be managed by teachers, by the school, or by 
the districts. 

We have a Forgot Password link that teachers can press and 
get a new password sent to their email accounts. 

How can a teacher find their Teacher Code? 

The teacher code will remain available on the ‘Manage 
Students’ tab. Another option is to go into your district 
dashboard and look at the My Teachers area. 

Can we sign up on Google Apps? 

Can a student have multiple teachers? 

What if a teacher forgets their password? 
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