
  SOLARO v5.1 (August 2016) 
 

CASTLE ROCK RESEARCH CORP. 

 
 

 
 
 
 
 
 
 

School 
Administrators 

Volume 

1 



 

2 SOLARO v5.1 (August 2016) 
 

SOLARO Guide for School Administrators 

Contents 

Getting Started .............................................................................................................................................. 3 

Managing Teacher accounts: ........................................................................................................................ 5 

Creating a Teacher Account ...................................................................................................................... 5 

Import Teacher Accounts .......................................................................................................................... 6 

Deleting a Teacher Account ...................................................................................................................... 9 

Teacher Profile and Administration .......................................................................................................... 9 

Managing Student accounts: ...................................................................................................................... 11 

Access the Students List. ......................................................................................................................... 11 

Create a new student account. ............................................................................................................... 13 

Disable a Student account ...................................................................................................................... 15 

Account Profiles .......................................................................................................................................... 16 

Support ....................................................................................................................................................... 17 

 

  



 

3 SOLARO v5.1 (August 2016) 
 

Getting Started 

To start using SOLARO, you will receive an automated e-mail invitation. This e-mail invitation contains a 

link to activate your teacher account.  

 

Click the link to Activate your school account and choose a password. It will bring you to SOLARO to 

setup the password for your account. 

If you are having problems following the link, you can also copy and paste the web address 

from the email, into your browser in order to access the page.  

 

Choose a 7 character password and enter it into the New Password and Confirm Passwords fields and 

click . 
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You will be redirected to the main login page and given an alert: 

 

Log in using your username (e-mail) and your newly-created password.  

 

 

It will log you into the School Administrator interface for SOLARO. 

Now you’re ready to use SOLARO! 
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Managing Teacher accounts: 

In SOLARO, we use the generic term “Teacher” for the accounts that directly interact with students and 

the term “School” for the organization that teachers and students belong to. 

Creating a Teacher Account 
This is SOLARO’s School Administrator interface. This is where school administrators can add and delete 

teacher accounts. 

 

The first step is to add a new teacher. To create a new teacher account, click . You will 

be brought to a new page: 

 

Enter the teacher’s e-mail address (twice), salutation, first name, and last name.  Then select 

 to continue. 
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An invitation e-mail will be sent to the teacher with an activation link that will allow the teacher to 

activate their account, select a password and then to log in to SOLARO. 

If for some reason the teacher does not receive the SOLARO invitation e-mail, you can resend the invite 

by clicking on  from the administrator home page. 

Import Teacher Accounts 
If you need to create multiple teacher accounts at once, you can use the Import Teachers option.  This 

feature allows the school administrator to create multiple teacher accounts by either importing a CSV 

file with the required information or to copy and paste the name and emails from a list.  SOLARO will 

then create the teacher accounts in bulk.   

Just as before, the new teachers will each receive an invitation email in order to activate their account 

and select their password. 

Option 1: Import Teachers by Uploading a CSV File 

To import teachers from a CSV file you must have the following information: 

 First Name 

 Last Name 

 Email Address 

 Do not include any header in first row, as it will import the information. 

 
 

 Please be certain to save the file as a CSV (.csv) file type. As excel (.xls, xlsx) and other 

spreadsheet formats are not valid. 

 

From the Teacher’s page, click on  
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Click the  button to select your CSV file and then click .

 

An email will be sent to the school administrator once the import is complete. 

Option 2: Import Teachers from a List 

If you prefer not to upload a CSV file, you may also copy/paste from a list. 

The information must be in the following format: 

 First Name, Last Name, Email Address 

Example: 

 
 

 

If you are copying from a spreadsheet, please be certain that the information for each teacher 

is separated by a comma and not by a space or tab mark. 

 

From the Teacher’s page, click on  

 

 

Oliver, Twist, olivertwist@solaro.com 

Agnes, Wickfield, agneswickfield@solaro.com 

Margaret, March, margaretmarch@solaro.com 

Jacob, Marley, jacobmarley@solaro.com 
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Enter the teacher information into the field. 

 

Click  

Once you have either uploaded the CSV file or submitted a list, the new teacher accounts should appear 

on the Teachers page. 
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Deleting a Teacher Account 
To remove a teacher account from the school, go to the Teacher’s page and click the  icon.  

 

Choosing this will display a warning message: 

 

If you select , the teacher will no longer have access to SOLARO materials via this 

school account.    

 

Please note, the teacher account will remain saved in SOLARO and can be added to any SOLARO school 

account at a later date.   This can useful if a teacher has changed schools but is using the same email 

address.  The teacher’s username and password will remain the same; however class information such 

as students and custom assignments will not be saved. 

 

Teacher Profile and Administration 
By clicking the  icon from the teacher’s list, the administrator can access the teacher profile page 

which has some basic administration features including: 

 Edit Teacher Profile  

 Reset Teacher Password 

 Change Teacher E-mail Address 

 Class list 
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NOTE:  If a new teacher will be permanently taking over from a teacher who is leaving, it might be easier to update 

the teacher’s profile with the new teacher’s information, including e-mail address, rather than starting with a new 

teacher account and recreating all the classes and student relationships. 

The reports for teacher activity include the last login status and the list of classes that have been created 

for the teacher account. 

The class information will include the name of the class (as it appears in SOLARO, e.g Mathematics 6), 

the Section/Cohort/Block (class label) and the unique Teacher Class Code.   

The Section/Cohort/Block is a field where the teacher can enter a label or name for the class that they 

are creating.  This is to help a teacher keep track of their classes and tell them apart, as they can create 

multiple classes for the same subject and grade level.   

 

The school administrator also has the ability to create a class on the teacher’s behalf by clicking   

. 
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Managing Student accounts: 

School administrators have the ability to create new student accounts and manage the existing student 

accounts that are registered within their school. It is important for a school to maintain their active 

student list to ensure licenses are distributed to accounts that are currently in-use. 

Access the Students List. 
The full student list can be accessed from the administrator profile.  

1) Log in with the school administrator account and click on Students. 

 
 

The Students page includes the following information: 

 
 Student List: Displays a list of all the students with SOLARO accounts registered with this school. 

o Student information: Displays the last name, first name and the student’s SOLARO 

Username. 

o Reset Password: Allows the administrator to reset the student’s password.  

o Number of Classes and Licenses: Shows the number of classes each student is currently 

enrolled in, and the number of SOLARO Licenses being used for those classes.  

o Remove licenses/Remove From Classes /Remove User from School ( ): managing the 

student list by removing licenses from users or removing the student account entirely 

from the school. 
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o Show the student profile page ( ): to view more information including grade level, last 

login date, and to see the list of enrolled classes for that particular student.  

 Add Students:  Used to access the create student account page. 

 Licenses Count: Total number of SOLARO licenses for the school and it indicates how many are 

currently in use.  Available licenses are required in order to be able to add a student to a class. 

This is not the number of students in the school. 

 

In this example, the student Elizabeth Bennet, with the username “elizabethb989” is currently enrolled in 3 

teacher classes: English Language Arts 3, Mathematics 3 and Mathematics 4.  However, the account is using 5 

school licenses as the student has also selected Science 3 and Science 4, but these classes are not associated to 

a teacher class. 
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 Create a new student account. 
Note: Only the school administrator can create the student accounts.  This is to avoid duplicate accounts.  Once the 

account is created any teacher will be able to search the student(s) name to add them to their own class.  

Step 1: Search to see if the student account is already registered with the school: 

1) Go to the Students page 

 
 

2) Search to see if the student account appears in this list.  

 If the account is not registered in the school list, continue to Step#2 (below) to create a 

new student account.  

 If the account does exist in the student list, there is no need to create a new account, 

have the teacher follow the steps to add a student to their class. 

Step 2: Creating the student account: 

1) From the Student page, click  
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2) Adding a new student: 

 Enter the student’s name into the field provided, entering it as First Name Last Name 

(i.e. John Smith)   

 If you need to create multiple student accounts, enter each name on a separate line. 

 Select a password for the student to login and enter it into the “Choose a password” 

field. 

 Click  

 
 

3) A message will appear at the top of the page to confirm that the account has been successfully 

created and added to the school student list. 

 
 

4) Search for the new account in the student list and take note of the username for the new 

account.  These credentials can be given to the Teacher to facilitate when they are adding the 

student to a class, and can also be provided to the student along with the password. 

 
 

The student account has been created and is now ready for the teacher to add them to a class! 
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Disable a Student account 
The administrator is responsible for managing the active student list by removing licenses/classes or by 

removing the students from the school.  These options are found in the last column on the Students 

page by clicking on the  icon.   

SOLARO will display the available option (Remove licences, Remove Classes, or Remove User from 

School) for that particular student account based on the number of classes and number of licence in use.  

 

Remove Licenses and Classes vs. Remove User from School 

 

Note:  With either option the student will still be able to log in to their SOLARO account, but it will be reduced to a 

trial version with limited access. 

 

 Remove Licences and Classes 

 
Use the Remove Licenses and/or Remove Classes option if you wish to suspend an active student 

account because they will not be using SOLARO for a period of time but the account may be used 

again in the future.  You want to remove all licenses in order to inactivate a student account.    

The student will remain enrolled with the school so teachers will still be able to search for the 

account and reactivate it by adding the student a new class. 

 Common reasons to use Remove Licenses (but not limited to): 

- Suspending the student account for extended periods (e.g. summer holidays) 

- Returning licenses to available license pool, as this student does not require SOLARO 

access at the moment, but is still enrolled with your school 

- Student changing grades mid-year needs to be removed from original classes. 
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 Remove User from school: 

 
Use the Remove User from school option if the student is no longer associated with the school and 

the school is no longer paying for the student’s SOLARO account.  This will remove the student 

account from all search results within this school. 

 Common reasons to use Remove User: 

- Student is no longer enrolled in your school and will not be returning in the near future. 

- Student has moved (i.e. city, state) and the account needs to be transferred to a different 

school that is also using SOLARO.   

- Deleting a duplicate account 

Account Profiles 

It is possible to share the same username for different types of account profiles (School administrator, 

Teacher and Parent profiles).  Therefore a school administrator can also have a teacher and/or parent 

account without having to change their log in credentials. 

Each time a user logs in with an account that shares multiple profiles, they will be prompted to confirm 

which type of account they want to access at that time.  Simply click on the profile you want to access. 

 

If you need to change profiles after having logged in, you can access the page by clicking on the menu 

icon, and select .  
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 Support 

If you need some help, have questions or want to report an error, you can get to SOLARO support in any 

of three ways: 

1. Technical Support/Feedback Web Form:  While viewing SOLARO there is a “Tech Support” tab 

on the right of the screen.   If you would like a response back please be certain to include your 

email address and you have the option to include a screenshot of the page. 

2. E-mail us at support@solaro.com 

3. Video Tutorials: http://www.solaro.com/support 

4. Call our toll-free number 1-866-325-5299, leave a message and we will get back to you. 

mailto:support@solaro.com
http://www.solaro.com/support

