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Welcome

Rosetta Stone® Manager features powerful administrative tools and reporting functionality to manage your
learners’ progress, ensure program consistency, and provide quantifiable measurements of learner
success. Rosetta Stone Manager delivers the information you need to help your learmners succeed.

Rosetta Stone Manager puts powerful tools at your fingertips so you can do your work quickly.

o Create groups to reflect your unique organizational structure.

o Assign roles to administrators so they have customized access to specific groups.
e Assign curricula that suit your learning goals.

« Register and sort learners using simple, powerful tools.

« View and export reports showing group summaries or individual progress, scores, and time spent
learning. This set of reporting tools provides your administrators and instructors with the key
information to identify return on your investment in language learning.

Using This Guide

This Administrator's Guide is designed to help you create and use your Rosetta Stone® Manager system.
System administrators. Use this guide to set up and customize your Rosetta Stone Manager system.
You can add other administrators, assign privileges, register new learners, set up curricula, and create

reports to monitor learner progress.

Setup will help you set up your system in the right sequence so that administrators and learners can be
productive right away.

All administrators. Use this guide as a reference for the particular tasks you perform in your role. For
example, if you're an instructor, this guide will help you manage learners and view reports.

Enjoy engaging your learners in the language-learning process, and enjoy the flexibility Rosetta Stone
Manager provides.
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Access Rosetta Stone Manager

System administrators. Access Rosetta Stone® Manager for the first time using the administrator
username and password provided to the Rosetta Stone Manager system administrator. To maintain system
security, the system administrator is required to change the password and provide an e-mail address when
signing in the first time.

Other administrators. Access Rosetta Stone Manager using the administrator username and password
provided to you by your system administrator.

To launch Rosetta Stone Manager

Enter the URL for your Rosetta Stone Manager system.

Select your interface language.

Enter your username (unique within your Rosetta Stone Manager system).
Enter your password.

Click Sign in.

A

Click Launch Rosetta Stone Manager.

Home Support View in Enghsh -

Home ) Welcome to Rosetta Stone® Enterprise
First Time Users

Lo =r LT ST » First Time Users

Username: 3 Learner Registration
super_admin

Password:

Quick Start Guide

For instructions on
using your online

course
:t}-:
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Select Your Interface Language

You can select or change your interface language from your Rosetta Stone® online portal. To do so, sign
out of Rosetta Stone Manager. On the Home Screen of your online portal, select your interface language
from the View In pull-down menu. Then launch Rosetta Stone Manager again.

RosettaStone @'

View in | English o

Rosetta Course® Rosetta Stone® Manager Administrator's Guide



Set Preferences

You can set your time zone, time format, and character encoding on the Preferences screen. Use the pull-
down menus and radio buttons to select your preferences, and then click Save. To reset, click Restore
Defaults.

RosettaStone e G P
Laarners Curricula Reports Groups | Administrators Preferances
Preferences
Time Zone: Eastern Time (US & Canada) (GMT -05:00) =
First Day of Week: Sunday L
Date Format: Mon 19 Nov 2009 (2009-11-19) =
Time Farmat: 12-hour (G:00 PM) | »
_— e J

Export filas with: (&) UTF-8 encoding (Single-byte characters)
(L} UTF-16 encoding (Double-byte characters)

| Restore Defaulls | | Save |
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Start with Your Setup

Set up your system to help your administrators and learners be productive right away. See Setup to lead
you through configuring your system to best suit your organization.
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Glossary

activity: a set of language-learning exercises in the Rosetta Course® program that introduces new content
or focuses on a particular language skill.

administrator: any person with access to the Rosetta Stone® Manager program. The system administrator
installs the system and creates additional administrators with varying levels of privileges based on their

roles.

Core Lesson: the first activity in each lesson in Rosetta Course, indicated in the curriculum by a diamond
shape with the lesson number. The Core Lesson introduces new language content.

curriculum: a particular sequence of activities in Rosetta Course selected or created by an administrator
to help learners meet language-leaming goals.

group: an entity that organizes administrators and learners to help define your organization’s reporting
structure. Any group can contain subgroups or learners, but not both.

group administrator: an administrator who has access, defined by the assigned role, to one or more
groups in the Rosetta Stone Manager structure.

home group: the highest group to which an administrator or learner belongs, such as the school,
organization, or division. The home group defines the set of learners an administrator can view and
potentially manage, depending on role. Learners or administrators can be assigned to any subgroup of their
home groups.

interface language: a selection on the learner registration screen that determines the default language for
the menus and other onscreen text that the learner sees.

learner: a user who has access to a Rosetta Stone product to learn languages.
learner group: a group of learners.

lesson: a series of activities that guide the learner through Rosetta Course. Each lesson begins with the
Core Lesson, which introduces new content, followed by focused activities that reinforce language skills.
On the Curriculum screen, activities are color-coded by lesson.

management group: the group an administrator is assigned to manage, with privileges based on role. The
management group is required to import administrators.

parent group: a group that contains subgroups.
preferences: settings for time zone, time format, and character encoding.

privileges: access rights granted to administrators. Global privileges apply across groups, whereas per-
group privileges apply to specific groups.

reports: easy-to-read views of learner progress, scores, and time spent on activities for individuals or
groups of learners. Administrators can export reports as XLS, CSV, or PDF files, or schedule reports to run
at regular intervals.

role: a named set of privileges used to define a category of administrators.
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Rosetta Course: Core Lessons, focused activities, and Milestones. Rosetta Course employs advanced
speech-recognition technology and teaches conversational words and phrases through interactive exercises
that enable learners to discover their new language at their own pace.

Rosetta Stone Manager: the system for managing language leaming in an organization. With Rosetta
Stone Manager, administrators create a structure to customize the tracking of learner progress.

system administrator: an administrator with full-access privileges to Rosetta Stone Manager. The pre-
loaded system administrator is called the Super Admin. The Super Admin can assign more system
administrators by creating administrators and giving them full-access privileges.
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What to Set Up First

The key to success with Rosetta Stone® Manager is to set it up right the first time. Here’s how:

1. Read the following background information.
2. Planyour setup.

3. Set up Rosetta Stone Manager in this sequence:
Groups

Roles and administrators

Curricula

e o0 T o

Learners

Rosetta Course® Rosetta Stone® Manager Administrator's Guide
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Background Information

Here's just enough information to help you set up. If you want to know more about these terms, see the
Glossary.

Groups

Groups are like classes or sections—sets of learners with something in common. For example, learners in
a group might all study the same language or be in the same department. Set up your groups before you
add administrators or learners. It’s like building the classrooms before you start classes.

Roles and administrators

After you've set up groups, set up roles and administrators. Roles are privileges that you assign to
administrators to give them various degrees of management access to particular groups of learners.
Administrators are people you allow to manage leamers in Rosetta Stone® Manager.

Curricula

When your groups and administrators are in place, you can set up curricula, if necessary. See Curricula for
instructions. Set up your curricula; then read about setting up learers below.

Learners

Finally, register your learners. You can register them individually or import multiple learners at once, or your
system may allow learners to register themselves.

Rosetta Course® Rosetta Stone® Manager Administrator's Guide 13



Plan Your Setup

Before using Rosetta Stone® Manager, plan your setup. Planning will help you optimize your system and
save time. You can start planning by answering this question: How complex is your organization?

o Simple. Small organization; few administrators, all with the same privileges to manage learners.

« Complex. Large organization; administrators are in a hierarchy and have various levels of access to
particular groups. Learners should be divided into multiple groups and subgroups so that administrators
have differentiated roles to manage only specific learners or tasks.

Planning a Simple Setup

Groups. Create a single group (or a few parallel groups) in which to manage learners.
Roles. You don’t need to create new roles. The Super Admin already has all privileges.

Administrators. You don’t need to create new administrators. The Super Admin is already set up to
manage and report on all learners in your system.

Planning a Complex Setup
Groups. Create multiple groups and subgroups.

Roles. Create various roles to give administrators varying degrees of privileges.

Administrators. Assign administrators to roles and groups.

Rosetta Course® Rosetta Stone® Manager Administrator's Guide 14



Create Groups

Review your organizational chart, and then add groups.

Simple Organization
1. Click the Groups tab.
2. Click the Add icon.

3. Enterthe group name.
Note: You don't need to designate the group as a home group, add subgroups, or assign
administrators. The Super Admin is already the administrator.

Check the individual language levels or Always all Language Levels.

5. Click Save Changes.

Sign out (®)

super admin

Learners Curricula Groups Adiministrators Preferences

Groups © add | Group Details
£ seaich Group Name: * 1]
v Toplevel & -~ Top Level : Rosetta Stone Manager Demonstration : Schools

All Languages & Western District

¥ Rosetta Stone Manager Demonstration &
Parent Group: =

¥ Schools

¥ secondary schoals 4} Designale as a Home Group =

Learners and Admins can be

¥ Western District =

¥ Western High School &

WEHS ESL English I PJ Subgroups:

secondary schools  (2)
WEHS Spanish 1
Primary Schools  (2)

WEHS French 1
¥ Mountain View High School & O Add
MWVHS Spanish 11
Rrepeta . Administrators through Parent Groups:
WVH3 Spanish I
First Name 4 Last Name Rale
¥ Primary Schoals |
Alejendro Almendras Rarkup Administrator = 'J
¥ Wastarn Primary 5chool & + & s
estern Primary schoo Angeles osunmi Chief Learning Officer r
SLEnglish I Bjorn LaHabana Backup Administrator b |
WPE E5L Eneli 3a
WPS ESL English 1T Administrators:
¥ Lakeview Primary 5chool & First Name 4 last Name Rola
L'VPS ESL English T Avery Wise Division Hear HR | Unrelate |
LVPS ESL English I =]

¥ Eastern District & |

Complex Organization

Even if your organization is complex, keep your group structure as simple as possible. There are other
tools for sorting, searching, and filtering leamers, so your group structure doesn't need to be complex.

Groups should tend toward broad, general, and inclusive rather than narrow, specific, and exclusive. And

they should be permanent structures, not structures that change from time to time.
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For example, in a school, create groups named by graduation years rather than class periods, languages, or
teachers. In a business, create groups by location or department--some relatively stable arrangement.

For most situations, if you need to manage and report on learners according to narrow or specific criteria,
you use the filters in leamner lists and reports to do it.

Parent Groups and Subgroups

If you do need a more complex group structure, you can create groups with subgroups. If a group has
subgroups, we call it a parent group. A parent group doesn’t contain learners; instead, its subgroups contain
learners. An administrator assigned to a parent group has access to all of its subgroups, but an
administrator assigned to a subgroup has access only to that group.

Home Groups

In a complex structure, in order to help define which groups an administrator can access, you can
designate a group as a home group. Leamers and administrators can only be assigned to subgroups of their
home groups.

When you designate a home group, you restrict its leamners and administrators to that group and its
subgroups. For example, you might designate Location 1 and Location 2 as home groups. Administrators
and leamers assigned to Location 1 couldn’t also be assigned to Location 2.

To create a complex group structure:

Click the Groups tab.

Click the Add icon.

Enter the group name.

If necessary, check the box Designate as Home Group.

a DD~

Determine whether this group will have subgroups.
o If so, add them now or later by clicking Add Subgroup and following the prompts.

o If not, check individual language levels or Always all Language Levels.
6. Click Save Changes.

Group Details

Group Name: * 4]

Los Angeles office

FParent Group:
-i | = 'R

| Designate as a Home Group &
gned Lo their Home Group or its Subgroup: Subgroup Name: %)

Subgroups:
Marketing (1)

Sales (1)
Cancel

Q Add Subgroup

Rosetta Course® Rosetta Stone® Manager Administrator's Guide 16



o Keep your group structure as simple as possible.

¢ You must designate some home groups if you want to assign administrators to specific groups.

¢ A group can contain either subgroups or learners, but not both.

¢ You can edit or delete groups and add subgroups anytime.

o Before deleting a group that has administrators or active learmers, move the learers and administrators
to another group.

Rosetta Course® Rosetta Stone® Manager Administrator's Guide 17



Create Roles and Assign Administrators

With your groups in place, it’s time to create roles.

Simple Organization

In a simple setup, you don’t need to add any roles or administrators. The Super Admin has full access to all
groups.

Complex Organization

If you want some administrators to have limited access to some groups, you need to create roles. Roles

define the access an administrator has to a group of learners.

Create Roles

1.
2.
3.

On the Administrators tab, click Roles.
In the left column, click the Add icon.

In the right column, create and name a role. For example, create a role and name it /nstructor for an

administrator with per-group access to learner data.

Select privileges using the checkboxes.
Click Save Changes.

[sLEChcslacl Rosetta Stone Manager | Administrators > Roles

Learners Curricula Repaorts Groups ‘ Administrators | Preferences
Roles | Add Role Details

Name x Role Name: * | Instructor

All Privileges

Backup Administrator
Chief Learning Officer
Create-Impart-Learners
Division Administrater
Division Head HR
Group All Access
Instructor
View-Edit-All

Global Privileges:

The following permissicns are system-wide.

| Manage Administrators

Create and edit Roles, Add/Import Administrators and assign and edit
privileges

|| Create and Import Learners

Add/Import Learners,

L Super Curricula Access

Can view/edit any and all Curricula and report an their progress and scores
L Manage Group Hierarchy

Add and edit Groups, place in Parent Groups, and manage the hierarchy of
Groups.

Per-Group Privileges:

The: following permissions apply only to Groups an Administrator manages.

[¥] Manage Memberships
Add or import Learners to Groups, and remove Learners from Groups,
¥ Manage Learner Data

Edit Learner data: e-mail, name, etc.

[¥] Manage Learner Curricula
Edit and report on Curricula.

super_admin

Administrators assigned to this Role:

First Mame
Anita
Anteinette
Blanton
Carla

Cece
Dennis
Eddie
Francine
Fred

Jane

Janice
Jenny

Lucy

Man
‘Wendy

& Last Name
Amarillio
Lewiston
Ownings
Fowler
Schmidt
Leatherman
Davies
Bonny
Reicher
Smith
Rowe
Betts
Simmons
Purdham

Jackson

Rosetta Course®
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Privilege Types

Privileges are levels of access that administrators have to a group. The home group defines which groups
the administrators can see, and privileges allow different kinds of access within the home group. There are

two categories of privileges:

o Global privileges apply across groups, and they allow administrators to manage other administrators

and to modify the structure of the system.

o Per-group privileges apply only to the groups to which administrators are assigned, and they allow

administrators to manage learners and curricula for those groups only.

Role Details

Role Name: *  World Language Instructor

Global Privileges:

The following permissions are system-wide,

L Manage Administrators

nd edit Roles, Add/import Administrators and assign and edit

|| Create and Import Learners

Add/Import Learners.

Ll Super Curricula Access
Can

dit any and all Curricula and report on their progress and
scores,
LJ Manage Group Hierarchy

aroups, place in Parent Groups, and manage the

f Groups.

Per-Group Privileges:

The following permissions apply only to Groups an Administrator
manages.

¥| Manage Memberships

Add or import Learners to Groups, and remove Learners from
Groups

[¥] Manage Learner Data

Edit Learner data: email, name, etc

[¥] Manage Learner Curricula

Edit and report on Curricula,

I Delete Role

Administrators assigned to this Role:
First Name Last Mame
Haywood Keener
Mat Reamer
Janele Seidner
Rowina Wain
Jose Wyatt

Cancel

Rosetta Course®
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Add Administrators
To add administrators individually

Click Manage on the Administrators tab.
2. Inthe left column, click the Add button.

In the right column, enter the administrator information, including a username and password. The
username must be unique among administrators within your system. The username and password

requirements are specific to your system.

Fill in the required fields indicated by asterisks and highlighting, and fill in the optional fields as needed.

Select a role from the pull-down menu.

Assign the administrator to a group or subgroup. By default, administrators are given access to all
groups. Check the box beside a group to select the group and all its subgroups.

7. Click Save Changes.

Learners Curricula
Manage Administrators
Hrrst Name & Last Name
Anita Amarilic
Anloinelte Lewiston
Avery Wise
Banton Lam
Blanton Ownings
Carla Fowler
Cece Schmidl
Chuck Russell
Clara showalter
Diennis Leatherman
Eddie Dravies
Elijah Lean
Ltta Hensley
Francine Bonny
Fred Rezic e
lane smith
Janice Rowe
Jenny Betts
Lucy Simmons
Nan Purdham
Paul Samuels
Pavel Kavick
Richard Dale
Robin Henderson
Rose Meadaws

GLEELEEGNEN Rosetta Stone Manager | Administrators =

Heports Lroups Administrators Preferences
© Add Administrator Details
Lisername: *

Instructor
Instructor First Marme: *
Division Head ...
All Privileges Last Name: =
Instructor
Instructor 4
Password: ®  minimum & characlers
Instruclor

Group All Access
Backup Admin...
Instructor
Instructor

Group All Access
Group All Access
Instructor
Insbructor
Instructor
Tnstructor
Instructor
Instructor
Instructor
Group All Access
Group All Access
Group All Access
Instructor
Chiet L earning . [+ |

Confirm Password: *

[-mail: *

Home Group: *

Must assign Home Group

Moles;

minimum f characters 1]

Rule and Group Administration:

New Administrator will he: *

| Must assign Role

super_admin

Tor these checked Groups:
A search

¥ [Top Level

[_JAll Languages
¥ [ Group 1
A Group 1
L|Group 1

v Group £
L Group 1

Clcroup 2

¥ | |Group 2
¥ LGroup 1
Group |
L Group
v Group 2
Groun. 1

Rosetta Course®
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To import several administrators at once

1. Click Import on the Administrators tab.

Administrators

Roles

Manage

Import

0

2. Click Get an example Import File.

3. Type yourdata. (To see which fields are optional, click View a list of column headers.)

khammond password Kevin

A B C D E F
1 |user_name password first_ name middle_name last_name email
2 |gsmith password Gregory L Smith gsmith@e
3 |josediaz  password Jose M. Diaz jdiaz@em
4 bgenet password Brigittc V. Genet bgenct@c
5 L.

Hammond khammon

G
notes

H 1

J K L

home_group management_group role

Western High WEHS Spanish |
Western High WEHS Spanish |
Western High WEHS French |
Western High WEHS ESL English |

World Language Instructor
World Language Instructor
World Language Instructor
ESL Instructor

Required Fields:

user_name
password notes
first_name

last_name

email

role

home_group

management_group

Optional Fields:
middle_name

4. Choose whether to import the file or paste data for a manual import.

To import the file

a. Savethefile. (Youcansaveitas an XLS, CSV, or TXT file.)
b. Click Browse and select the file.

c. Click Import File.
To do a manual import

a. Copy the data and headers from the spreadsheet and paste them into the Manual Import text

box.

Rosetta Course®
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b. Check the box Use column headings from first row.

c. Click Import Text.

L ieten=d Rosetta Stone Manager | Administrators > Import

Administrators | Preferences

Learners Curricula Reports Groups

Import Admins

Import Options There are two ways to import:

[¥] Use column headings from first row

super_admin

Sign Out (@)

Click Browse to import the file (CSV or XLS—not XLSX)

* Copy and paste the contents of the file into the Manual Import

File Import o

Choose a file to import

Browse iew a list of column headers
é_ﬂ v | Get an example Import File

Manual Import

usEr MEme  pESsWOrd Il fEmE  lsname  role POTE_QTOUD  MENEQEMEnt group  middie mame el

Jemin pagtword  Jennier  SmRN RStUCIOr  Westwood High School  WHS Gemmand M jmemEngecample com

zyowel pazgword  Snawnets  Yowsl ESL Coordinior Westwood High School  WHSESLEnglsn| L showelexample com
hraslow password Heclor Hashbow  mstruchor  Westwood High School  WHE French | Prilllp  hphesioweample com

| Import Text |

5. You may be prompted by red text to map your data to existing fields.

a. Inthe Mapping Data section at the top, click Assign beside an imported field.

Importing Data
Mapping Data

v WHS ESLEnglish1 > WHS ESL ® L >/
v’ Instructor > Ins

v’ Westwood High School >
v’ WHSFrenchl >
v WHS Germanl > WHS G

@ World Language >

Rosetta Course® Rosetta Stone® Manager Administrator's Guide
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b. Select the role, home group, or management group from the list defined for your system.
c. Click Apply. A check mark indicates that the field has been mapped.

Map "ESL" to which of these ?

All Privileges

Backup Administrator
Chief Learning Officer
Create-Import-Learners
Division Administrator
Division Head HR

ESL Coordinator

Group All Access
Instructor

View-Edit-All

x)

cancel | [ Apply d

d. Click Assign until all fields a

Role

|v' ESL > ESL Coordinator
v’ World Language > Instructor

re mapped.

e. If you omitted the column headings in the import file, use the pull-down menus at the top of the
Import Data columns to select the field names.

Importing Data
Mapping Data

Select a Home Group column below,

| Select a Management Group column below.

Home Group Management Group Role

v ESL > ESL Coordinator
v Instructor > Instructor
v World Language > Instructor

Import Data
5 | = | R "

7 e : . [

] jlsmith Jennifer Smith Instructor Lisername

¥ spyowell Shawneta Yowell ESL Y Password

" First Mame

| g |

%] hxlaslo Hector Laslo World Language i
Home Group [\
Management Group
E-mail

Rosetta Course®
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6. Click Submit Import.

Import Data

L Username > | First Name
|¥] jlsmith Jennifer
v spyowell Shawneta
¥ hxlaslo Hector
Lad
Select: All | MNone | WithErrors

Groups

RosettaStone
Learners I Curricula Reports
Importing Data
Mapping Data
Home Group
v Westwood High School > Westwood High Schoo

> Import

Management Group

v WHSESL English1 >
v WHSFrenchl > W
v’ WHS Germanl =

WHS German

b Last Name
Smith
Yawell

Laslo

Preferences

super_admin

Role

v ESL > ESL(

v Instructor > Instr

v World Language = Instructo

v )L Role v Home Group

Instructor Westwood High School
ESL Westwood High School

World Language Westwood High School

All 3 results | 4

[_Cancel Import | |

3

J

Edit a Role
1. Click the role name.

2. Check and uncheck the boxes to change the privileges.

3. Select Save Changes.

Delete a Role

1. If you have administrators assigned to the role that you want to delete, reassign them to other

roles.

2. Select the role and click Delete Role.

Rosetta Course®

Rosetta Stone® Manager Administrator's Guide
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About Curricula

Curricula are planned combinations and sequences of units, lessons, and activities in the Rosetta Course®
program that are designed to build particular language skills. To reinforce each curriculum, the Adaptive
Recall™ feature tracks your learners’ progress, revisiting skills that need additional development based on
each learner’'s performance in Review activities.

Choose Curricula

Rosetta Stone® Manager provides predefined curricula that you can assign to leamners.

o Standard. This curriculum provides a streamlined path through the language program for learners
studying a new language. Lessons include listening, reading, speaking, pronunciation, writing,
grammar, and vocabulary activities.

« Standard with Reading Intro. This curriculum expands the Standard curriculum with practice of
alphabet letters and sounds for learners needing these skills.

o Extended. This curriculum is optimized for practice of the content beyond the Standard curriculum with
additional practice of grammar, listening, speaking, and vocabulary skills.

o Extended with Reading Intro. This curriculum expands the Extended curriculum to include alphabet
letters and sounds during reading activities for learners who need this additional practice.

¢ Reading & Writing Focus. This curriculum is an abbreviated path through the language program that
focuses on the skills necessary for reading and writing the language.

e Reading & Writing with Intro. This curriculum is available only for Level 1 of the language. It builds
on the Reading & Writing Focus curriculum but concentrates on the characters of the language.

e Speaking & Listening Focus. This curriculum is an abbreviated path through the language program
that focuses on the skills necessary for speaking the language.

Placement curricula help you decide the best starting point for learners who have some experience in the
language. Placement curricula consist of short sequences of activities at increasing skill levels.

o Placement. For learners who have some language experience, this short sequence of activities helps
you decide the best starting point.

o Listening Placement. This curriculum is intended to place students in the program by testing them on
their listening skills.

« Reading Placement. This curriculum is intended to place students in the program by testing them on
their reading sKkills.

« Reading & Writing Placement. This curriculum is intended to place students in the program by
testing them on their reading and writing skills.

Using the Curricula Screen

Curricula created by Rosetta Stone or another author are read-only and locked. However, you can create a
new curriculum by copying any curriculum and saving it with a new name. Then you can customize your
new curriculum's settings.

Rosetta Course® Rosetta Stone® Manager Administrator's Guide 26



Each curriculum is specific to a particular language level. You can copy any curriculum to use with a
different language level.

Each language level has a default curriculum that you can select when you register a learner. To change
the default, use the pull-down menu at the bottom of the Curricula screen.

You can mark a curriculum as selectable so that a learner can select it when registering. Check the box for
any curriculum, or, to find a shortcut, hold your pointer above the list of checkboxes. Select one of the
shortcuts: Select All Curricula or Select Only Default Curricula.

You can import curricula. For example, if you have a custom curriculum in one language level, you can
import it into another language level.

[PESIESENS Rosetta Stone Manager | Curricula supas_admin
Leamess Curriculn Aezans Groups | Asmestraies | Prefersaces
Manage Curricula

¥| Show only Curriculs for the folowing Langsage Level: Englan (Americas) Lavel 2

Seieciabie

1wt Ransng Fere Heades

&) Listening Placement

Engiah {American] Level 2

Lot ol g ol g ol g ol g g

Englah (Amencen) Level 2 1]

Chanpe Defaut Curriculom for | Esglsh (Amercan) Level? |« | fo | Sandard

Selectable 2
Select Only Default Curricg

Select All Curricula
LQ, L

Use Existing Curricula

Using existing curricula is a quick and easy way to get leamers started working in their Rosetta Stone®
language-learing solutions immediately. There are two main categories of existing curricula—predefined
curricula authored by Rosetta Stone and custom curricula authored by an administrator.

Your Rosetta Stone Manager system comes with predefined curricula already installed. Your system may

also contain curricula created by another administrator or by you in an earlier session. If you have some
custom curricula, you may be able to see three different types of curricula:
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o Rosetta Stone curricula, which are provided with Rosetta Stone Manager.
o "Shared Curricula," which are created by other administrators in your organization.

e "My Curricula,” which you've created.

To show all types of curricula available, check the boxes beside each type.

Each curriculum applies to a language level. To narrow the display to language-specific curricula, check the
box called Show only Curricula for the following Language Levels, and select a language level.

Follow the instructions on the following pages to view and begin assigning existing curricula to learners.

View a Curriculum
1. Click the Curriculatab.
2. Double-click the curriculum name or click View to see the details of a curriculum.
3. Toselect which curricula to display, check or uncheck Rosetta Stone Curricula, My Curricula, and
Shared Curricula. Check Show only Curricula for the following Language Levels to select a
language level.

Delete a Curriculum
You can delete only the curricula you have created. The Delete button will appear with View and Copy next

to your curricula. Delete will not be available if learners have been assigned to the curriculum.

Manage Curricula

+| Show only Curricula for the following Language Levels: English (American) Level 2 |
Mame Description Default a Language Level Learners Author Selectable
(=] Standard Optimized for effi. v English (American) Level 2 2 Rosetta Stone =Y [
(@] Extended Optimized for add English (American} Level 2 2 Rosetta Stone =Y v
(@] Extended with Reading Intro Reading Intro (Le. Englizh (American) Level 2 2 Rozetta Stone =Y L
(@)

Curricula provided by Rosetta Stone

"My Curricula"—created by you

"Shared Curricula"—created by another administrator
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View a Curriculum

When you click the View icon on a curriculum listed on the Manage Curricula screen, the Viewing
Curriculum screen appears.

o The row of activity icons shows the sequence of units, lessons, and activities.

o The Available Content palette in the lower left shows the units, lessons, and activities in the
curriculum. The number next to each icon shows how many times the activity is included in the
curriculum. The color-coded tabs show each numbered lesson within the current unit and the
Milestones for review.

e The settings palette in the lower right provides the overview and lets you edit preferences for the
curriculum settings, individual activity settings, and scoring.

uED | QJewgQ * B eu D-omEQC«~E®EQ*O

Tip

Click the Curricula button on the top left of the screen to return to the main Curricula screen.

ii Curricula |

Tip

Double-click an activity icon to view its activity settings in the Settings palette.
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Assign a Curriculum to a Learner

To assign a curriculum to a learner

1. Click Learner Lists on the Learners tab.

RosettaStone
Learners
Learner Lists :
Ist
Register
Import Ist N

2. Tofind alearner, use the Search option, or select a learner list, and then select a learner from the list.

About Learners
From this tab vou can:

* Search for Learners.
v Add Learners to your system.
+ Work with listz of selected Learners.

| Search

Find Learners using your own search criteria.

Finding Learners First Name Middle Last Name
i » Select Learner Groups: (None selected) | |Wilhelm Saarkonnen
| w Add Search Criteria; | | Maria Sanchez

| Add search criteria | Match Lﬂll of these criteria | Louge sanford

- - Mona Saunders

[m Language Level | = || is * || Spanish (Latin America) Level ' | = | |Richard Stanle

{ L ) ¥
L J )
ill Last Name v || starts with | » |8 Winifred summers
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3. The Viewing Learner Details screen displays the language and curriculum assigned to the learner.
Depending on the options available, click Change Curriculum, or click Assign Language and

Curriculum.

Viewing Learner Details

Usermame. * aderrickson First Name, * Andrea
Password.* (@) Middie Name

Confirm Password. * |~ Last Name. * Derrickson
E-mail * adenickson@example.co Interface Language: ( English
Creation Date: 24 Jan 2012 Active:  |¥]

Last Actwty Date: NA

Language: * Spanish (Latin America)

Home Graup: * A

[ Change

Change

Growp. * Change

Cumeula
Sumicuum Assigned
Standard [ Ghange | v
Standard [ Change | v

Spanish (Lalin America) Leve... Standard (__Change v

Notes:

Delete Learner |

J

Cancel |

x

Use the pull-down menu to choose a language level if more than one option is available.

The default curriculum is selected. To choose a different curriculum, uncheck the Use Default
Curriculum box, click to select a curriculum, and follow the prompts. The Learners column displays
the number of learners already assigned to each curriculum.

Select a Curriculum
Language Level: Spanigh

Name
(&1 Standard
(@ standard with Reading
(@] Extended
(@) Extended with Reading...
[&! Reading and Writing Fo...
(& Reading and Writing wi...

& Speaking and Listening...

(Latin America) Level 1 v
Ne=scriptinn

Optimized for efficient learning of ..
Reading intrn {| evel 1 nnly) tearhe
Optimized for addiional practice of ..
Reading Intro {Level 1 only) teache..
Optimized for reading and writing s...
Reading Intro {Level 1 only) teache...

Optimized for speaking and listenin...

LX)

L Use Default Curriculum

| pamers

40

e & = aoa =

Authar

Resetta Stone
Rnreita Stone
Roseita Stone
Resetta Stone
Resetta Stone
Resetta Stone
Resetta Stone

Cancel |

Note: You can also use Batch Operations on the Learner Lists screen to assign curricula to learners or

change those assignments. For more about working with learners and lists, see About Learners and Lists.

Rosetta Course®
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Edit a Curriculum

You can copy an existing curriculum and customize your copy to meet your learners' needs. You can also

publish a copy of a curriculum you created as a Shared Curriculum for others in your organization.

Copy a Curriculum

1. Click the Curriculatab.
2. Select a curriculum to use as a basis for the new curriculum and click Save as Copy.

RosettaStone BRGEERERGHERELELT

Learmners I Curricula Reports

[4 Curricula |

Save as Copy [ J

3. Enter a new name for the new curriculum.
4. Click Save. You are returned to the Manage Curricula screen.
5. Double-click the name or click View to display the new curriculum.

Edit the Curriculum

1. Add or modify the sequence of activities, such as Vocabulary, Speaking, and Grammar.
2. Define Curriculum Settings, such as Speech Difficulty and Typing Precision.

Double-click an activity icon to change Activity Settings, such as whether to allow learners to see
answers or skip activities.

4. Set Scoring requirements that learners must achieve to pass each type of activity.
5. Click Save.

Roscttustmc Rosetta Stone Manager | Curricula

Learmers Curncisa Reports Grows | Admnstralors | Preferences

A Curmcula Viwing Standied-No-Speech e John Lee Smin

uuuuu

ouEDO L] BeoupDQm«Ho W O ~Bm0 >
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See Edit Settings for instructions on modifying activities and changing settings.

Edit a Learner’s Curriculum

The Viewing Learner Details screen contains a link to the learner's curriculum (see View Learner Details).
Click the link to view the learner’s curriculum.

You can edit the learer’s curriculum to customize the sequence and settings for that learner.

The learner’s curriculum is an internal copy of the curriculum. The Derived From field in the Overview tab
displays the curriculum that the learmer was assigned. If you change the original curriculum, you are
prompted whether to apply changes to each learner, overriding the custom changes.

Save Changes to the Curriculum

1. If you edit a curriculum that already has learners assigned, you are prompted to Apply changes to all
Learners using this Curriculum. Select Yes to merge the changes you have made to activities and
settings into each leamer’'s copy of the curriculum.

Note: Changes to the curriculum affect each learner assigned to it, such as adding activities a learner
has to complete.

2. Select No to keep the customizations that were made to the individual learner’s copy of the curriculum.

3. Select the option you want and click Save.

Rrefcences _

Viewing Rosetta Stone Curriculum: Standard

Groups Administrators

Unit 1 Unit 2 unit 3 unit 4

LAY+ v | ¢ ki 1R+
Overvicw Curriculum Scttings Scoring
Derived from: Standard No-Speech
Languagc Level: English (American) Level 2
Assigned to- lohn | ee Smith
Descriplion.

Add Activities

There are several ways to add activities.

¢ Use the plus sign. Click the plus sign at the end of the curriculum and select a new activity from the
pull-down menu. The activity is added at the end of the curriculum.
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o Click in the Available Content palette. Click any activity in the Available Content palette. The
activity is added at the end of the curriculum.

$1 2 $3 $4 @ Milestones

Awvailable Content for Unit 1, Lesson 1

Core Lesson

2 0 About 30 minutes
3 Grammar : Vacabulary
n About 10 minutes | About 5 minutes
= Speaking 1 Pronunciation
n Aboul 10 minules ol | About 10 minutes
Listening Reading
1
! ﬂ About 10 minutes | About 10 minutes
7 Listemng & Heading ; Wiling
m About 15 minutes - About 5 minutes
Review
*é'? About 5 minutes

o Drag and Drop. Drag and drop new activities from the Available Content palette into the curriculum.

In the Available Content palette, a number next to each activitiy indicates how many times that activity is
used in the curriculum.

Drag and drop Activity icons to organize your Curriculum.
Double-click an icon to change the Activity settings.
Control-click an icon to change the Activity type.

0 @ (B o0 0.
5

=
i =

Revise Activities

You can revise activities in two ways.

¢ Control- (Command-) Click. Press Control or Command and click the activity icon. In the resulting
pop-up dialog, click an icon to select a different activity.
« Drag and Drop. Drag and drop activities to rearrange their sequence in the curriculum.
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Drag and drop Activity icons to organize your Curriculum
Double-click an icon to change the Activity seftings
Control-click an icon to change the Activity type

b B3 5« B o b4 J &
Ll =2 o T e 4l 1R
+|[laz]|| = )| 3| 22
< 0 EH Q43 0 R E o«
< |[E3) B B4 &2 C|C2)|5)| &

Delete Activity | rriculum 9

Delete Activities

There are two ways to delete an activity.

o Drag out. Drag activity icon out of the curriculum to any other location on the screen.

e Press Control or Command, and click the activity icon. Then click Delete Activity.

Tip
Use the Revert button at the top of the Curriculum View to cancel edits and revert to the last saved
curriculum.
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Edit Settings

The Settings panel has four tabs that allow you to view and edit the settings for curricula, activities, and
scoring.

Display the Overview

The curriculum name is automatically populated when the curriculum is saved. The number of learmners
assigned to the curriculum is updated as learners are added to the curriculum from the Learners tab.

You can save a copy of a curriculum that you've created and make it Shared Curriculum for others in your
organization. In the Overview tab:

1. Click Publish a Read-Only Copy.
2. Add a description of the curriculum.

3. Click Save.
Overview Curriculum Settings t £ Scoring
Curriculum: Extended
Language Level: English (American) Level 2
Assigned to: There are 4 Learners using this Curriculum
Description:

Optimized for additional practice of content and skils

Define Curriculum Settings

1. Check Learners can personalize the default settings to allow leamers to set preferences in Rosetta
Course® to modify speech and typing.

2. Select the default settings to use for all activities. Check Use speech recognition, and set Speech
Difficulty and Typing Precision to define the level of accuracy required for learners to achieve correct
scores.

3. Click Save.

Additional options may appear, depending on the language of study. If the language has several types of
characters, you can choose character types and scripts, or you can allow learners to choose them.

To allow learners to choose, check the box labeled Defer Character Type choice to first sign-in. If you
leave the box unchecked, you'll select the character type and script system for the learners.
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Ovennew Curmculum Settings Sconng
Preferences

|| Learners can personalize the defaun setings

Default Settings:
Speech DiMculty
3~ Normal = ¥ Use speech recognition
2 [. Typing Precision
3 - Normal | V| Case sensitive
4 [ Punctuation sensitive

i ’V
&-Medum o

[+]

VErView Curriculum Settings Scoring
Preferences:

__| Leamners can personalize the default seltings
| Defer Character Type choice to first sign-in

Defaul Settings:

Speech Difficully
v Use speech recognilion
3 - Normal L4
Character Type Typing Precision
Simplified - Puncluation sensitive
Seript System /| Diacritic sensitive
Pinyin v

Define Activity Settings

1. Double-click an activity icon to change the activity settings. The Activities Settings tab becomes
available for editing.

e Check Allow preview to allow learners to use the Answers button.

¢ Check Can navigate to any challenge within Activity to allow learners to move
around within the activity.

o Usethe timers to set time elapsed before Rosetta Course displays response options.
o Click Restore Default Settings to return the activity settings to the default settings.

o ForReview activities, keep Adaptive Recall™ enabled to revisit these activities at
optimal intervals for learner progress.

2. Click Save.

Jrag and drop Activity icons to organize your Curncuiim
Double-click an icon to change the Activity Settings
Control-click an icon to change the Activity type

H[I[iljf“tﬂ{»u &2

Unit 1 Lesson 1 Speaking
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Curricuum Seftings || Acthaty Settings || Scoring

B S e

V| Alkw preview Leamers Can view answers

¥ Can navigate 1o any challenge within Activity

Timers

Wait 5 seconds to show options afier chalenge

Aulo skip 10 next challenge aner 5 seconds

Qverview Curriculum Settings Activity Settings Scoring

Review
ADout 5 minutes

| Adaptive Recall™ enabled

Set Scoring

1. Use the sliders to set a target score for each type of activity. Rosetta Course will record the activity as
complete when the learner reaches the target score.

2. Click Save.

Overview Curnculum Settings Aclivity Settings Sconng

Score required to achieve Compiete in each type of Activity

& Core Lesson 85% ' Review B85%
;; Speakng 5% :_‘d' Viecabulary 0%
— B ———
f_-.— Writing 5% j Grammar o0%
I3| Listening 90% | [[73| Listening & Reading a0,
J| Pronunciation 3% | O Rezacding 9%
—t —_—
z\} Milesstore: 5%
—
Tip

To easily allow groups of learners to modify speech and typing settings, click Learners can personalize
the default settings. Save the curriculum. Return to the Curricula screen and select the new curriculum as
the default curriculum using the pull-down menu at the bottom of the screen.

Tip

To define an activity as a test for your learners, uncheck both Allow preview and Can navigate to any
screen within activity.
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Create a New Curriculum

To create a new curriculum, follow these guidelines:

o Start each lesson with the Core Lesson shown by a number in a diamond. Core Lessons introduce
new material.

o Follow the Core Lesson with focused activities for the language skills you want to emphasize.
¢ Keep numbered Core Lessons in order.

o Intersperse activities from earlier lessons to keep reinforcing the concepts as the learner progresses.

o Place Review activities within the content of later lessons.

o Conclude each unit with a Milestone to allow learners to practice language skills in a simulated
conversation.

Create a New Curriculum

1. Click the Curriculatab.
2. Click the Add button on the right of the screen.

(+] Add

3. Choose a Language Level.

Choose a Language Level:

x

Arabic Level 1
Arabic Level 2 -
Arabic Level 3

Chinese (Mandann) Level 1
Chinese (Mandarin) Level 2
Chinese (Mandarin) | evel 3
Chincse (Mandarin) Level 4
Chinese (Mandann) Level &

Chilimacha Level 1

Chitimacha | evel 2

Cancel Apply
-\ =

Fe-] .

Rosetta Course® Rosetta Stone® Manager Administrator's Guide

39



4. Click the plus sign to add activities such as Vocabulary, Speaking, and Grammar.

Crealing New Curriculum

d drop Activity icons
e-click an icon o cl
Control-click an icon to change the

¢ 00 :
o0 HQ SO0 E «

Unit 1 Lesson 1 Pronunciation

oDHOUOODE *
onNEOUBONE +
O aqs

5. Choose settings in the Settings Palette in the lower-right comner.
a. Click the Curriculum Settings tab to define settings such as Speech Difficulty and Typing
Precision.
b. Click the Activity Settings tab to define settings such as whether to allow learners to see
answers or skip an activity.
c. Click the Scoring tab to set scoring requirements that learners must achieve to pass each type
of activity.
6. Click Save.
The Save Options dialog appears.
7. Enter a new name for the new curriculum.
Click Save.
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Import and Export a Curriculum

You can reuse curricula that were created for other language levels or even created in a different Rosetta
Stone® Manager system. First, export the curriculum, and then import it in the desired language level.

Export a Curriculum
Click the Curricula tab.

2. Open anindividual curriculum.
Click Export in the upper-right corner.

mriculum: Speaking and Listening Focus Author: Rosetta Stone
| Export [‘) n

it2 || Unit3 Unit 4

icons to organize your Curricuium
110 change lhe Aclivily sellings
on to change the Activity type

| H € O3 [~ 2 £ 0« B +

4. Save thefile. The curriculum file is a text file in a format that can be imported into Rosetta Stone
Manager.

Import a Curriculum

1. Click the Curriculatab.
2. Click Importin the upper-right corner.

mport, | |[¥] Add |

= i)
g
o )
mers Aulhor Seleclable F
49 Rosctta Stone @ (&) 4]
0 Super Admin L& @ )|

0 Super Admin | & By L L

3. Click Browse and select the file.
4. Enter a new name for the imported curriculum.
5. Check Publish as Read-Only if you wish to restrict other users from editing the curriculum.
6. Click Import. The new curriculum will import as My Curricula, but you can make it Shared Curricula.
See Edit a Curriculum.
Import Template Curricula %

)

Choose a e o imporl. | Speaking and Listening Custom t | Browse |

Mame Speaking and Listening Custom Impont

__| Publish as Read-Only Cancel |
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Chapter 4: Learners

Register Learners

Import Learners

About Learners and Lists

Search for Learners

View Learner Details

Work with Lists

Perform Batch Operations




Register Learners

Once you've created your groups and roles and assigned curricula, you can start registering learners.
Use this option to add learners individually.

Click Register on the Learners tab.

2. Fillin the required fields, indicated by asterisks, and optional fields as needed. Depending on your
organization’s setup, some options may not be available.

3. Click Save Changes.

RosettaStone

Learners

Learner Lists —

Register i, Le;
Import =

Register Learner

Usermime " fsmith First Name Jonn
Password: * ek Middie Mame: L
Confim Fassworg, = | s Lasl Mame Smith

E-mai fEmithgema com Interface Language: | English

Language *
Home Group: * A [ Ghange

Group: * Al Languages Change
TurnculE

3) Lev.. Use Default Curmnc

By Use Detaull Curmc

3) Lev. Uise Defautt Curnc Change ]

Clear & Register a New Learner $ave Changes

Note: In some Rosetta Stone® Manager setups, learners can register themselves on the portal screen.

To generate reports on your learners’ usage and progress, see Reports.

Tip

To delete a learner, go to the View Learner Details screen by double-clicking any learner in a list. See View
Learner Details. You can also delete learers using Batch Operations from the Learner Lists screen.
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Import Learners

Rosetta Stone® Manager allows you to automatically import multiple leamners from a file (XLS or CSV) or
manually copy and paste your data from a spreadsheet.

To import learners

1. Click Import on the Learners tab.

Learners

Learner Lists

Reqgister

Import {P_n;

2. Click Get an example Import File.

3. Type your data. (To see which fields are optional, click the link View a list of column headers.

A B C D E F G H
1 |user_name password first_name middle_name last_name email group language
2 |epatterson password Elizabeth R. Patterson epatterson@example.com WHS French | French 1
3 |jramirez password Juan Garcia Ramirez  jramirez@example.com WHS ESL English Il English 2
4 |jrobbins password Judith Robbins  jrobbins@example.com WHS German | German 1
5 |rfuller password Robert M. Fuller rfuller@example.com Spanish 1 Spanish 1

1 J
curriculum notes
reading
speaking
standard
standard  honors

Required Fields:
Lser_name
password

group

language
first_name
last_name

Optional Fields:
middle_name
curriculum

email

notes

[ ok |

4. Choose whether to import the file or paste data for a manual import.

To import the file

a. Savethefile. (Youcansaveitas an XLS, CSV, or TXT file.)
b. Click Browse and select the file.

c. Click Import File.

Rosetta Course®

Rosetta Stone® Manager Administrator's Guide

44



To do a manual import

a. Copy the data and headers from the spreadsheet and paste them into the Manual Import text
box.

b. Check the box Use column headings from first row.

c. Click Import Text.

super_admin

NG -l Rosetta Stone Manager | Learners > Import

Leamers | Curricula Repons Groups Administrators Preferences
Import Learners
Import Options There are two ways lo impart

| Use column headings from first row
L4 e - Ciick Browse toimport the file (CSV or XLS—not XLSX)

|| Update existing Leamers i More info
+ Copy and paste the contents of the file into the Manual Import text
box
Flle Import
Choose a file to import View a hist of column headers
Browse ﬂ‘) Jv| Getan example Import Filke

Manual Import

glisn (Amenc

h (American)

[ Import Text

5. You may be prompted by red text to map your data to existing fields.
a. Inthe Mapping Data section at the top, click Assign beside an imported field.

Learners Curricula Reports

Importing Data
Mapping Data

@ Spanish1 > Assign

v WHSESLEnglishIl > WHS ESL English 11
@ WHSFrenchl > Assign

v WHS GermanI > WHS German I
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b. Select the language level or group.
c. Click Apply. A check mark indicates that the field has been mapped.

P

Map " Spanish 1" to which of these? [5

Russian Level 5 =
Spanish (Latin America) Level 1
Spanish (Latin America) Level 2
Spanish (Latin America) Level 3
Spanish (Latin America) Level 4
Spanish (Latin America) Level 5

Spanish (Spain) Level 1

Spanish (Spain) Level 2

Spanish (Spain) Level 3 r
Spanish (Spain) Level 4 .
Bl
| Cancel || Apply N
L A
d. Click Assign until all fields are mapped.
Import Data
| Update sxisting Learners @ More info
| Username v Password ¥ | | First Name b ||
L g J L Sl | J |
v epatterson password R f R. Patterson
Language
[¥] jramirez password Middle Name Garcia Ramirez
v . Lurriculum
¥l jrobbins password firtname [y Robbins
v rfuller passward Last Name M. Fuller
Notes
E-mail =

e. If you omitted the column headings in the import file, use the pull-down menus at the top of the
Import Data columns to select the field names.
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6. Click Submit Import.

ne Manager | Learners = Import super_admin
Learners Curricula | Reports Groups Administrators Preferences
Importing Data
Mapping Data
Group Language Curriculum
v Spanish1 > Spanish Se v’ English2 > English (American) Lev v reading > Used {elick to ch
v WHSESL Englishl > ESL English 1T v Frenchl > F 1 v speaking > Use default (click to ch.
v WHSFrenchl > WHS Frenchl v Germanl > German v standard > Used k to ch
v WHS Germanl > WHS German | v Spanish1 > Spanish (Latin America
Import Data
LI Update existing Learners @ hore info
Username z| | Password x| First Name x] | Middle Name ¥ | | Last Name
¥ epattersen password Elizabeth R. Patterson
¥ jramirez password Juan Garcia Ramirez
¥ jrobbins password Judith Rabhins
¥ rfuller password Robert M. Fuller
L I+]
Select: All | Nome | WithErrors | Without Errors Alldresults | 4|k
warners with errars |_Cancel Import | | Submit Import |
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About Learners and Lists

The Learners tab has three links: Learner Lists, Register, and Import.

On the Leamer Lists screen, you can search for learmners and edit their registration information. You can

also create lists of learers to help you find, edit, and report on learners in a variety of ways. You can use a

Learner List to perform batch operations such as activating or deactivating learners, assigning their
languages and curricula, moving them from one group to another, or deleting them from the system.

The Register screen lets you register learners individually, while the Import screen guides you through

registering multiple learners at once.

RosettaStone

Learners

Learner Lists

Register

Impart

ist

st N

"= sa-8 Rosetta Stone Manager | Learners > Learner Lists

super_admin

Leamers | Curricuta Reports Groups | Administrators Preferences oprdev
7 Learner Lists -6; About Learners
List Type 4 Lisl Mame Leamers From this lab you can
:(E: Predefined All Leamners | can see B [ + Search for Leamers.
|g| |ﬂ‘—' * Add Leamers to your system
*[5]: Precefined All Leamers in Groups | administer | (=1 | ||.r",1 & = Work with hists of selecled Leamers.
{5]: Predefined i e ?
L All Leamers in Group Top Level LLQJ . [rﬁ” d Search
Eastern Grou 73 IFIES LT
p & IEJ @_, Find Learners using your own search criteria
Western Group 6 @) 1)
¥ Custom Central Group 1004 qul'l.njl.!ﬁ! i"; Add Learners

Add Leamers to your system.

* Click Learners > Register lo add an individual leamer,

* Click Learners > Import lo add multiple leamers from a file
Work with Lists

Use isls lo view and reporl on selecled Leamers
Predefined Lists prowde built-in searches for sets of Leamers.

+ Use the icons to view, delete, or export a list.

* Click New Smart List to create a list from search rules

» Clhick New Custom List lo save a list of spedific learners.
| Batch Operations

Fasily change entire lists of Learnars

Sign Out (@

Rosetta Course®
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Search for Learners

From the Learner Lists screen, you can search for an individual learner or multiple learners.

Note: To save a search, create a Smart List. See Create Smart Lists.

1. Onthe Learner Lists screen, click Search to begin a new search for leamers. The Finding Learners

screen appears.

Sign Out (&)

FLEse=8 Rosetta Stone Manager | Learners > Learner Lists super_admin
Curricula Groups Administrators Preferences

] Learner Lists ©| AboutLearners

List Type 4 List Name Learners From this tab you cai

5t Predetined All Learners in Group Top Level =% F.T‘E v + Search for Learners.

B¢ Predefined . . 3 * Add Learners to your system.
i All Learners in Groups | administer LJ@ [ | v * Work with lists of selected Learners.
)¢ Predefined | 1
: redefin All Learners | can see | ED,. o | v re—
26 Smart Arabic Level | 0 | B 1 o | ] ) e
ol . ! Find Learners using your own search criteria.
& Smart Westwood High School 13 (&) 0)lda|v]

2. Select learner groups if you wish to limit your search to specific groups.

Finding Learners

w Select Learner Groups: (None selected) |

3. Select from the list of search criteria, such as last name or language level. Click the + icon to add
search criteria. Click the Trash icon to remove a search filter.

Finding Learners

» Select Learner Groups: (None selected)
w Add Search Criteria:

Match | All of these criteria v
. J
— =
l_”_u Language Level | L|s ) Spanish (Latin Amerca... v)
LE). | ast Name |l contains i s

@y

Add scarch cnitena

4. Click Show Learners to display search results.

Show Learners&l
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Add search critena

Finding Learners First Name
» .“-r:l.:!r.!. I._nar.n.r:r L"-.roups (None selected) Wilhelm
Add Search Criteria: 1 "
Maria
Match | All of thase criteria - .
e Lt Louise
0]l Language Level == | Spanish (Latin America - Mona
Richard
[m]| Last Name » || starts watn * |
T Winifred
(ME2N)

Middle

Last Marme
Saarkonnen
Sanchez
Sanford
Saunders
Stanley

Summers

5. Double-click alearner's name to view learner details.
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View Learner Details

From any list of learners, double-click a learner's name to display learner details.

Rosetta Stone Manager | Learners > Learner Lists

Nes
Ansiea Denckan
o — Emwt aderick (et co. Fistace Langesge | Engioh
e ol Croaton Date 4 Jan 2012 Ao [
Dave Meaicn
fman Mostala
aes Wivney Saykn [ Chanan
Pals Lega = I
Changs |

| Cranga

[ Changs

[ Changs

super_admin

On the Viewing Learner Details screen, you can

¢ Revise personal information such as name, username, and e-mail address.

s ~
Viewing Learner Details (%)
Usemame: * adermickson First Name: * Andrea
Password. * LD_J - Middle Marme.
Confirm Password, * = Last Name. * Derickson
E-mail: * aderricksonid co Interface L . | English -
Creation Date: 24 Jan 2012 Active: ||
Last Activity Date: NIA
Language: * Spanish (Latin America) [ Change |
Home Group' *  All Languages Group Change |
Group. * All Languages Group [ Change 1
Cumcula
Language & Level Curnculum Assigned
Spanish (Latin America) Leve_ Standard Tﬂgp] 4 IF |
Spanish (Latin America) Leve.. Standard ~ Change | v EJ
Spanish (Latin America) Leve... Standard Tnge] ] IF
Notes:

-\l Delete Learner Cancel | Save Char )i
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o Set the learner’s status to active or inactive by selecting or deselecting the Active box. A learner who
is active has access to the Rosetta Stone® language-leaming solution. You might set a learner’s
status to inactive when that learner leaves the school or company.

o View and change the learner's home group (such as when the learner moves to a new department or
school within the same system).

¢ Click Show Previously Saved Curricula to see previous settings while changing home groups. The
learner might lose progress data if reassigned to a different language level and curriculum in the new
home group.

o Set the learner’s language, group, and curriculum.

o View alearner report. See View a Learner Curriculum Report.

Actions

o Delete the learner from your records.
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Work with Lists

Use the Leamer Lists options to create lists of selected learners. Create lists to assign the same
coursework to a group of learners, view reports for a group of learners, or perform batch operations on
selected learners.

Learners Curricula Reports | Groups Administrators | Prefg
7] Learner Lists L2
List Type & List Name Learners
All Learners in Group Top Level @ M
All Learners in Groups | administer |Ej M
All Learners | can see (&) |do lV
Arabic Level | 0 (& 0][de iv.
Westwood High School 13 & | Jg’g ||
English (American) Level I 20 (B O] el
English (American) Il No-Speech 13 [E“EJM
Five Star Seoul 12 @J[ﬂjﬂ
Central High School 15 (&) 1) |v)
Mo-Speech 24 (&) | ﬂ“—-‘ 12
Group 2 13 (&) 0] de | v
Tokyo French Il 10 B ) ae | v
Group1 0 (G m) r}!_‘ll
Paris Engligh 1 1 (& 0] de|v
30 user list 30 (&0 ds )
10 user list 10 (& (0][ga|v)
& Custom 20 user list 20 L fQ_.||_ 0 de iv.
0 user list 0 &) 0] ge|v)
ESL 13 (&) 8)ld |y
@& Custom JohnTestForJulie F |gjiﬂj‘ﬁ|:

On the Leamer Lists screen, you can

o View and edit a saved list.

o Export alist.

o Create anew list.

e Perform batch operations on lists.
e Search for leamners.

You can create and use two types of lists:

e Smart Lists are automatically generated based on search rules. A Smart List is updated automatically
each time you view it.

o Custom Lists allow you to create a list of specific learner names. A Custom List remains unchanged
unless you add or remove learners.

The Learner Lists screen shows all saved Custom Lists and Smart Lists.
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Tip

You can export a list of learners as a XLS or CSV file.

-

w

]

Export List to XLS

gy Export List to CSK

Create Smart Lists

A Smart List creates a list of learners based on search rules. The Smart List updates automatically. For
example, suppose you create a Smart List of all users who are learning Spanish (Latin America) Level 1.
Today, there may be 20 learners who fit that criterion, but tomorrow you may register three more learners in
Spanish (Latin American) Level 1. Those leamers will automatically be added to your Smart List, so then
your list will have 23 learners.

Use a Smart List to view learners and create reports. If you have the required privileges, you can edit the
Smart List rules to revise the search criteria.

To create a Smart List

Click Learner Lists on the Learners tab.

Click the New Smart List button.

Click Edit Smart List Rules.

To change the group selection, click Select Learner Groups and check the groups.

Click Add search criteria and select afilter. Add as many filters as needed to narrow your search.
Click Show Learners.

N o o s~ wDd =

Click Save to add the Smart List, or Save & Close to save the revised list and return to the Learner
Lists screen.

Edit Smart List Rules

1. Click Learner Lists on the Leamners tab.

2. Select a Smart List from the display on the right of the screen.
3. Click Edit Smart List Rules.
4

Click Select Learner Groups and Add Search Criteria to customize your search. See Search for
Learners.

Click Show Learners.

Click Save to save your changes, or Save & Close to save the revised list and return to the Learner
Lists screen.

7. Click Cancel if you only want to view the Smart List results, not save the new search rules.
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View a Smart List
1. Click Learner Lists on the Learners tab.
2. Select a Smart List from the display on the right of the screen.

3. Double-click alearner to view learner details. See View Learner Details.

Learmers

English (American) Level IT | Editing Smart List Rules

Helen

Tip

After you create a Learner List, use the Report View tool to create a visual representation of your Learner
List progress.

Create Custom Lists
Create a Custom List to select specific learners. Save the Custom List to view and create reports.

Custom Lists don't automatically update as Smart Lists do. Instead, a Custom List consists of those
learners who meet your search criteria when you create the list or when you manually update it.
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To create a Custom List

N o g~ w b=

10.
1.
12.

RosettaStone e

{ Learners Curricula

4 Learner Lists

(& ESL | Change Finding Learners for Custom List

| % Find More Learners .J [ Cancel Jl Save || Save & Close |

Click the Learner Lists on the Learners tab.

Click New Custom List.

Click Find More Learners.

Click Select Learner Groups and Add Search Criteria to customize your search.
Click Show Learners.

Select the learners to add.

Select specific learners and click Add Selected, or click Add All to add all the learners that result
from your search.

The selected learners appear in the list.

Click the Remove All or Remove Selected button to further revise the Custom List by removing
individual or multiple learners.

Click Find More Learners to return to the search options and add more learners.
Double-click alearner to view learner details. See View Learner Details.

Click Save to add the Custom List to the Learner Lists screen.

Manager | Learners super_admin Sign Out (

Reports Groups | Administrators Preferences

» Select Learner Groups: (None selected)
J I

First Nama Middle NMame Last Name i

Shirley Aen Match | Any of these criteria | v |
Beatrice Bellamy lEJ Group | contains | = ||Central

Webster Brickle - p . :

sstiid — || tanguage Level L is A english (American) L | »

Wanda Field

Jessica Hall

Pham Langur

Kevin Lynn

Max Mguyen

Teresa Pascoe

Adam Road First Name 4 Middle Name Last Name
Zack Safire Shirley Allen
Clinton Williams Zack Safire

w Add Search Criteria:

Remove All 13 Learners 2 Learners
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Perform Batch Operations

A batch operation is a way to perform the same action on multiple learners at once. Depending on your

Rosetta Stone® Manager system, available operations may include

¢ Activating and deactivating learners
¢ Assigning languages and curricula
o Hiding a curriculum in reports

e Moving learners from group to group
e Removing learners from a group

¢ Deleting learners from the system
To perform a batch operation

Click Learner Lists on the Learners tab.

Click Batch Operations. The Batch Operations screen appears.
Click Select a Learner List.

Click on alist and click Apply.

Select an operation by clicking a radio button.

Click buttons to configure the operation.

Click Apply to List.

N o o s~ w b=

=l ielg =l Rosetta Stone Manager | Learners > Learner Lists

super_admin

Curricula Reports Groups Administrators Preferences

| Learner Lists > Batch Operations

Select a Learner List First Name & Middle Mame Last Name
This page allows you to process multiple Learners at once. Adam Road
Astrid Cantar
Each operation will be applied to all Learners within the following Learner List: -
Beatrice Bellamy
Select a Learner List Wastwaood High School i .
L3¢ : J i > Clinton Williams
(=) Activate/Deactivate/Delete Learners Activate/Deactivate/Delete Learners

S ] Activate, deactivate, or delete all Learners within the selected List
() Assign Language and Curriculum

) Move Learners from Group to Group () Activate

() Remove Curriculum Registration " Deachivale

() Remove Learners from Group O Delete

Apply to List

|

13 Learners
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Chapter 5: Create Reports

About Reports

Create List Views

View a List Curriculum Report

View an Activity Report

View a Learner Curriculum Report

Export Reports

View a Usage Report

Schedule a Usage Report

View Saved Reports




About Reports

On the Reports screen you can view reports, export them, and schedule their recurrence.

Several kinds of reports are available:

o List Curriculum Reports display the overall average score, progress, time spent, last activity date, and

current activity for each learmer in a Leamner List.

o Learner Curriculum Reports display a single learner's overall average score, progress, time spent, last

activity date, and current activity. They also show the data on each individual activity: that learner's

score, progress, time spent, last attempt date, and number of attempts.

o Usage Reports display a group's total time spent. For individual learers, you'll see the last activity

date and time spent.

o Activity Reports display the progress, score, time spent, and date of last attempt for this activity for all

learners in a list.

There are two basic ways to create reports:

o Create list views to provide visual overviews with shortcuts to the reports you use most often.

o Use the Reports Toolbox at the bottom of the screen to generate reports.

To create most reports, first select a Learner List to see the progress for the learners in that list. For more
information on creating Learner Lists that you can then view in reports, see About Learners and Lists.

Usage reports can be scheduled on a recurring basis. We’'ll notify you by e-mail when they’re created. And

if any report is too large to generate quickly, we’ll generate it in the background and e-mail you when it's

ready.

RS REREEY Rosetta Stone Manager | Reports

supar_sdmin Sgn 0wt

Reports Main Page

) - dol=) (0§

o ........
Fres o

sagned)

Suangars

vvvvvvvvvvvvvvv

List Curriculum Repart Learner Curriculum Repart = Usage Report 2

Creaie pragress recoris on iats of leamers. Create progreas reports on indaicual inarners. Cress usage reperts on grewps of kamers

1. List views 2. Reports Toolbox
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Create List Views

Use list views for visual overviews of the progress of leamers in a list. Create a series of list views to

display on your custom-reports screen. Your collection of list views becomes your dashboard from which

you can access the detailed reports you need.

Reports Main Page

(2)=)__Egit |

Refresh J

Learner List:
Tokyo French Il

(12 Leamers assigned)

Language: Curriculum:
French Level 2 Standard 100%
& Detais 2o

The percentaoe of Leamers who have comoleted

each Activity.

100% %

HoeuoQs

-f—‘!‘-—-._

Awveraoe score for Learners who have comoleted these Activities. Tick marks reoresent hish and low scores.

| AddalListView |
g | ¥ | 0]

— 5

Add a List View

The first time you see the Reports Main Page, there are no List Views displayed.

1. Click the Add a List View button in the upper-right corner of the screen.

| Add a List View l:

do ) (1]

Select a learner list from the dialog box.

Select a curriculum from the list.

o M oD

Click Generate List Curriculum Report.

Select a language level from the pull-down menu.

(] Create a List Curriculum Report

Choose a List of Learners:

The Learners column reflects only Learners within the selected List

Choose a Language Level:

ListType & List Name Learners Mame
3(: Predefined  All Learners I can see = Standard

i Predefined  All Learners in Groups I a... Standard with Reading |
3 Predefined  All Learners in Group 'To... Extended
8 smart Arabic Level I q [ Extended with Reading ...
[ smant Westwood High School 13 & Reading and Whiting Fo...
SEEsmat English (American) Level 1T 30 | Reading and Writing wi...
*(EE Sman English (American) I No... 13 Speaking and Listening...
${EE smart Five Star Seoul 12
3(EE smant Central High School 16
{8 smant No-Speech 27 -

L English (American) Level 2

-
J

Description

Oplimized for elfaent leaming
Reading Intro (Level 1 only) lea
Optimized for additional practic...
Reading Infro (Level 1 only) tea
Oplimized for reading and wrili..
Reading Iniro (Level 1 only) tea
Optimized for speaking and list

[¥] Only show Curricula used in selected List

" Cancel |

Learners

o o O O O O

(x]

Author
Rosetta Stone
Rosetta Stone
Rosetta Stone
Rosetta Stone
Rosetta Stone
Rosetta Stone
Rosetta Stone
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Work with a List View
The list view provides information about the progress of all learners in the selected Smart List or Custom
List. From the list view, you can link to detailed reports for all learners.

o Eachlist view displays in graph form the percentage of learners who have completed each activity.
Each icon represents an activity, such as Speaking, Vocabulary, or the Core Lesson. The activity
icons are color coded by lesson.

o Thelist view also shows the average scores for learners who have completed the activities. The
dashed marks represent the highest and lowest scores within each activity.

Some data may be included in your report but may not be available to you. To access this data, you must
have either

o the Manage Learner Data privilege for the specified group or

o the Super Curricula privilege.

Link to Detailed Reports
1. Click Details to view details for the entire learner list. See View a List Curriculum Report.

2. Click an activity icon to see an activity report. See View an Activity Report.

Edit a List View
1. Toreplace the current list view, click Edit.
2. Follow the same steps for adding a List View. See Create List Views.

3. Use the arrows to rearrange lists by moving a list view up or down on the screen.

4. Click Refresh to update the contents of the list view.

Export a List View
1. Choose alist view to export.
2. Click one of the Exporticons on the List View title bar.
o[+ ()] |

Export List View Report to XLS
&y Export List View Report %CSV

3. Follow the prompts to open or save the file.

Delete a List View
1. Choose a list view to delete.
2. Toremove the list view, click the Trash icon to the right of the graph.
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View a List Curriculum Report

A List Curriculum Report displays the progress of leamners in a list.

To see a List Curriculum Report, you can either start with a List View that you've already made or create a
new report.

e To start with a List View, click Details under the List View.

Reports Main Page
A | w|l Edit Refresh

Learner List:
All Learners 1 can see

(17 Learners assigned)

Language: Curriculum:
French Level 2 Standard
B Details

o Tocreate a new report, click the Begin button in the List Curriculum Report section of the Reports
Toolbox at the bottom of the screen.

Create the Report
1. Inthe List Curriculum Report section of the Reports Toolbox, click Begin.

=l List Curriculum Report

You will select a Language Level and Curriculum

| Begin m
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Choose a list of learners from the Learner List menu.
Select from the Choose a Language Level pull-down menu.
Select a curriculum from the list.

o M Db

Click Generate List Curriculum Report.

{1 Create a List Curriculum Report
Choose a List of Learners: Choose a Language Level: | gnglish (American) Level 2 |
List Type & List Name Learners MName Description Learners  Author
Predefined  All Learners I can see |2} [@] Extended with Reading L.. Reading Intro (Level 1 only) teaches... 2 Rosetta Stone
Predefined  All Learnersin Groups [ a... [&] Placement Sequence of lesson-based tests to d. 1 Rosetta Stone
< Predefined  All Learners in Group 'To... [ Extended Optimized for additional practice of .. 2 Rosetta Stone
Smart Arabic Level [ 9 [ Speaking & Listening Fo... Optimized for speaking and listenin 3 Rosetta Stone
Smart Westwood High School 13 | Reading Placement Sequence of reading tests to deter 1 Rosetta Stone
|z Smart English (American) Level IT 30 . (@] Standard Optimized for efficient learning of ... 8 Rosetta Stone
English (American) Il No... 13 [ Standard-No-Speech 10 Super Admin
Five Star Seoul 12 [&] Shared-Standard-No-5p... 3 Super Admin
Central High School 16
Mo-Speech 27
[¥] Only show Curricula used in selected List
The Learners column reflects only Learners within the selected List Cancel |

Contents of a List Curriculum Report
The List Curriculum Report displays

« A numerical and graphical format of the percentage of learners who have completed a series of
activities.

o A chart of average scores for learners who have completed activities.
Note: Learners who haven't completed an activity are not represented in the scoring chart.

o Dashed marks to show the highest and lowest scores achieved for each activity.
o Atable of all learners in the list, showing scores, progress, total time, and the current activity.

LETBEE Rosetta Stone Manager | Reperts super_admin

List Gurriculum Report ldal* (k]
Fast Hame docw Name LES e Score Progess i St Last gty Date

Awea Capse

aditid L — - aim Wed Apr 20 2011 142 L4 Grammar
Urenca Tayke _ anem oA A
Does Lee —_— e e o
[+ Loarsar —— hem FeiMay 27 2811 e 1
DeShawn amersen —_— onem e e
inta o —_— [ wa i
lase Smith — Ohdm Men Dict 28 2008 4 U111 Core Leasen
List Curriculum Report Leamer Curriculum Report * Usage Heport
Crmate progress reports on iads of kearsers. ‘Creste progress repors on ndiidual leamers. Create snage feports oo Grovps of lamers.
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From the List Curriculum Report, you can view other reports.

¢ Click the Add as List View icon to save the report to your list views. See Create List Views.

SR ey =4 Rosetta Stone Manager | Reports super_admin
Leamers Curricula Groups | Administrators | Prefarences
i -__.: | &
| Reporis | List View e e{h, g v
Leamer List The percentage of Leamners who have completed each Activity Rage et Vo
(10 Learners assigned) ey
¥ %
Language Curnculum: X . L
oueg i :.;.,.Qu L;*Eb
French Level 2 Standard 100% . el 2 -
1 2 T
50% - -
o
Average scofe for LEamers who have completed these Activities. Tick marks represent high and low stores.

To export the summary results as displayed in the graph, click one of the Export icons above the graph
in the List View title bar.

To export the detailed results, click one of the Exporticons on the List Curriculum Report title bar.
Click an activity icon to view an activity report. See View an Activity Report.

Click Reports to return to the Reports Main Page.

{1 Rr\eportsj
by

Double-click alearner's name to view a Learner Curriculum Report. See View a Learner Curriculum
Report.
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View an Activity Report

From a list view or from the List Curriculum Report, click any activity icon to display an activity report. This
report shows the progress and scores of all learners in that activity.

o

- __EN

= Unit 1 Lesson 1 Vocabulary

Learners Curricula

LEEeued Rosetta Stone Manager | Reports

Administrators

Preferences

- =
Language: Spanish (Latin America) Level 1
Curriculum:  Standard

First Name Widdle Name
Aaron
ANNA
Brenda
Demi
Demo
Deshawn
Jane
Jane
Jane

Jog
Lanesha
Leglie
Patty
Peagy
Sean

hid Activity: Unit 1 Lesson 1 Pronunciation

Last Name
Copse
HILL
Tayloe
Lerner
Learner
Wathersan
Smith
Smith
Smith
Wolf
Tyler
Mash
Lee
Gehring
('Brien

& Previous Activity | vext Activity = Return to List Curriculum Report

Current Status
Completed
Completed

Not et Started
Not et Started
Not et Started
Not et Started
Not et Started
Not et Started
Not et Started
Not et Started
Not et Started
Not et Started
Not et Started
Not et Started
Not et Started

4 Report= | List Activity Report > All Learners in Group 'Top Level'

o
)
=
o

86%
50%
0%
0%
0%
0%
0%
0%
0%
0%
0%
0%
0%
0%
0%

super_admin

(19 Learners assigned) EIJB|" glf;

Time Spent
Oh10m
Oh10m
Ohim
Ohim
Ohim
Ohim
Ohim
Ohim
Ohim
Ohim
Ohim
Ohim
Ohim
Ohim
Ohim

Last Attempt

Thu Apr 21 2011 |2

Wed Apr 20 2011
NiA

NiA

NiA

NiA

NiA

NiA

NiA

NiA

NiA

NiA

FriJan & 2010
NiA

NiA v

Sign Out @

Tip

Click the label at the top of a column to sort. An arrow appears as you click the label area.
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View a Learner Curriculum Report

You can access the Learner Curriculum Report from any of these locations:

e AList Curriculum Report
e The Reports Toolbox at the bottom of the Reports screen

e The Viewing Learner Details screen

From a List Curriculum Report
1. Click alearner's name in the report.

2. Click View Learner Report, or simply double-click the learner's name.

First Mame Middle Name Last Name Score Progress Time Spent Last Activity Date Current Activity

Chad M. Silvers 97% 74%  GAhSTm Tue 29 Sep 2009 | U4 L1 Pronunciation
Brett T Andersen 4% 71%  32h:12m ‘Wed 16 Sep 2009 U4 L1 Core Lesson
Liza e Woods 92% 591% 45h:0m ‘Wed 30 Sep 2009 B U4 L4 Vocabulary
Marianne U Coppolla 96% 75% 35h31m Tue 29 Sep 2009 U4 L1 Pronunciation
Kristin V. Haugh 8o 6E%  28h:39m Mon 24 Aug 2009 €% U4 L2 Core Lesson
Alexander A Huard — ] — 43%  13h5Tm Mon 3 Aug 2009 € U3 L1 Core Lesson
Brentley W. Murnane 99% 96%  46h:44m Wed 30 Sep 2009 | U4 L4 Review
Danita F. Schmidt B8% 60% 27h:55m Thu 17 Sep 2009 [ U3 L4 Reading
Chasen M. Eisenbeiss 83% 56% 26h:14m Fri 18 Sep 2009 ﬂ U3 L2 Listening
Thomas E Livaudais 97% 73% 62h:21m Sat 19 Sep 2009 U4 L1 Core Lesson

From the Reports Toolbox
1. Click View in the Learner Curriculum Report toolbox.

2. Inthe View a Learner Curriculum Report dialog box, use the group and search filters, and then click
Show Learners.

3. Select alearner, and then click View to create the report.

— List Curriculum Report ~ Learner Curriculum Report
Create progress reports on lists of learners. Create progress reporis on individual learners.
Degin J '.-'uc:"h ! Create PDI
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Choose a Learner:

& Wiew aLearner Curriculum Report

Match | All of these criteria

]| Last Name w || sartswith |« b
Olga Halitskaya
Jussic Hall
HELEN HARRIS
Austin Hastings
Kristin W, Hausgh
Wong Hei
ANGELA HERMANDEZ
ANNA HILL
Choose a Language Level: | French Level 2 -

From a Learner List
1. Click Learner Lists on the Learners tab. See Search for Learners.

2. Select a Learner List and double-click a learner. See View Learner Details.

3. Onthe Viewing Learner Details Screen, click the Reports button.

Actions

(= (1]

Wiew Learner Report associated with this Curriculum

T
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Contents of a Learner Curriculum Report

The Learner Curriculum Report displays the learner's overall score, progress, and time spent. For each

activity it displays that learner's time spent, progress, scores, and number of attempts.

Learner Report

Language Level:

Englizh (American) Level 1
Current Activity:

W U4 L4 Review

In Progress

Adtivity

U1 L1 Core Lesson
U1 L1 Prenunciation
U1 L1 Vocabulary
U1 L1 Grammar

U1 L1 Reading

U1 L1 Writing

U1 L2 Core Lesson

EOD@BEEe

U1 L2 Prenunciation
U1 L1 Listening & Reading
U1 L2 Grammar
L U1 L2 Listening & Reading
U1 L2 Reading
U1 L2 Writing
E2 U1 L1 Listening

=

Shirley Allen, (Extended with Reading Intro)

Overall Score: Progress:
63%

Last Activity Date: Learner Group:

Thu Jul 3 2008 WHS ESL English |
Score Status Time Spent
—— 0% Completed Oh2m
—— 700 Completed 0h2m
—— 7% Completed 0h2m
———— T0% Completed 0h2m
——  70% Completed 0hZm
—  70% Completed 0hZm
—  70% Completed 0hZm
— 70% Completed 0hZm
——70%  Completed Oh2m
—— 70% Completed Oh2m
——— 7% Completed Oh2m
—— 7% Completed Oh2m
— T0%  Completed Oh2m
—— T0% Completed 0h2m

(%)
[ fiters ] (da[~] (o)
Owerall Time Spent:
Sh28m

Home Group:
Washington High School

Last Attempt Attempts

Tue Jul 1 2008 1 *
Tue Jul 1 2008 1 -
Tue Jul 1 2008 1

Tue Jul 1 2008 1

Tue Jul 1 2008 1

Tue Jul 1 2008 1

Tue Jul 1 2008 1

Tue Jul 1 2008 1

Tue Jul 1 2008 1

Tue Jul 1 2008 1

Tue Jul 1 2008 1

Tue Jul 1 2008 1

Tue Jul 1 2008 1

Tue Jul 1 2008 1 L=

l Return to Reports |
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Export Reports

You can export reports from Rosetta Stone® Manager. Export group or leamer data to XLS, CSV, or PDF
files.

1. Select a report from the Reports Main Screen.

2. Click one of the Export icons (XLS, CSV, or PDF) in the title bar of the report.
do[~) (W)

@ Export List View Report to XLS

Export List View Report t§ CSV

3. Click to Open or Save the report.
Click OK.

| Adda List View |

)

EIEVLEI‘

The percentage of Leamers who have completed esch Activity.

B0 100% 100% 100% 80% 100% 100% 100% 100% 100% BO0% 100% 100% 100% 100% 100%

1:-9*’,19—*- @Ei l‘ i u ﬂﬂ—w g_.’__r_ﬂ_,,l

B0
0%
Awerage score for Leamers who have completed these Activities. Tick marks represent high and low scores.
' A B | G D — —_ G L H
1 |First Name Middle Name Last Name Score (%) Progress (%) Time Spent (Hours) Last Activity Date Current Activity
2 |Chad N. Silvers 97 74 64.9 9/29/2009 U4 L1 Pronunciation
3 |Brett T. Anderson 94 71 32.2 9/16/2009 U4 L1 Core Lesson
4 |Liza C. Woods 92 91 45 9/30/2009 U4 L4 Vocabulary
5 |Marianne L. Coppolla 98 75 35.5 9/29/2009 U4 L1 Pronunciation
6 |Kristin V. Haugh 86 a8 28.7 8/24/2009 U4 L2 Core Lesson
7 |Alexander A. Huard 81 43 13.9 8/3/2009 U3 L1 Core Lesson
8 'Brentley W. Murnane 99 946 46.7 9/30/2009 U4 L4 Review
9 Danita F. Schmidt g8 60 27.9 9/17/2009 U3 L4 Reading
| 10 |Chason M. Eisenbeiss 83 Sa 26.2 9/18/2009 U3 L2 Listening
11 |Thomas E Livaudais 97 73 62.3 9/19/2009 U4 L1 Core Lesson
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Create a PDF Report for All Learners in a Learner List
1. Inthe Reports Toolbox at the bottom of the Reports screen, click Create PDF in the Learner
Curriculum Report section.

Choose a Learner List and a page format.
Click Create PDF.

= Create PDF of Learner Curriculum Reports x

Choose a Learner List:
List Type 4 List Name Learners

All Learners in Group Top Level

All Learners in Groups | admini...

*f8|¢ Predefined All Learners | can see 3
$El: Smart Arabic Level | 0

*E): Smart Westwood High School 13 J
35]¢ Smart English (American) Level Il 30

32 Smart English (American) l No-Speech 13

:EJ: Smart Five Star Seoul 12

8¢ Smart Central High School 15

Y8 Smart Mo-Speech 24 B

Choose a format:

(=) One summary per page

() Multiple summaries per page

Note: Only learners with usage wil be included.

Cancel J | Create PDF
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View a Usage Report

A usage report displays the hours spent using Rosetta Course® by all learners in a selected group, listing
all languages in that group.

1. Click Begin in the Usage Report section of the Reports Toolbox at the bottom of the screen.

I List Curriculum Report ~ Learner Curriculum Report @ Usage Report
Create progress reports on lists of learners. Create progress reports on individual learners. Create usage reports on groups of learners.
Begin View | Create PDF Begin L\él Schedule |

2. Click on the name of a group on the list on the left of the screen to display usage for that group.

3. Tofilter your report, click Filters and select a time frame from the dialog box. Use the pull-down menu
to choose to view usage either by Learner or Learmer’s Languages.(If alearner is studying more than
one language, the Learner option shows the learner’s total usage, but the Learner's Languages option
shows usage for each of that learner’s languages on a separate line.) Check the boxes if you wish to
include inactive learners and learners with no usage.

4. Click Apply.

[ Fifters ) (|~ (25
N\

Select a Time Frame 1%/

(=) All Dales
) Yea

() Quarter
() Month
() Week

() Custom

From: o To: o

View Usage by: | eamer's L anguages -

| | Include Inactive Learners
| Cancel |
|| Include Learners with no Usage

5. Click the one of the Exporticons in the report title bar to export the data as a XLS, CSV, or PDF file.

Although the reports show the same data, the XLS and CSV files are organized by learners, while the PDF
file is organized by groups.
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Schedule a Usage Report

You can schedule a Usage Report to run at regular intervals.

(3 Usage Report

Create uzage reports on groups of learners.

Begin ][ Schedule R&

Choose a Group
1. Inthe Usage Report toolbox, click Schedule.
2. Onthe Schedule a Report screen, click Change Group to select a group.
3. Check the box if you want to include inactive learners.

Verify Your E-mail Address

Your e-mail address is displayed. If necessary, click Change my e-mail address to open the
Administrators screen and make a change. We'll notify you at this e-mail address each time your report
runs.

Choose an item from the list |£]

Q search
¥ Primary Schools
¥ Eastern Primary School &
EPS ESL English |
EPS ESL English Il
EPS Spanigh |
¥ Valley Primary &
VPS ESL English |
VPS ESL Englizh I
¥ Secondary Schools
¥ Eastern High School &
EHS French |
EHS Spanish |

EHS Spanish Il

¥ Washington High Schocl &

Cancel | Apply

sz [
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Select a Recurrence Schedule
1. Under Recurrence Schedule, select Daily, Weekly, or Monthly.
o Daily: Enter a number for the frequency.
o Weekly: Enter a number for the frequency, and check a day of the week.

Schedule a Report X
Group EHS Spanish | Change Group
View Usage by: L Learner v

|¥! Include Leamers with no Usage

|¥! Include Inactive Learners
E-mail Address jcolinz@rosettastone.com Change my e-mail address

Recurrence schedule

() Daiy Weekly Schedule
Every (2 week(s)
g} ekl ] Monday || Wednesday | | Friday || Sunday
| Tuesda Thursda Saturda
) Monthly Y ¥ X
Run At |2 »|:| 55 |l PM -
Start Men Oct 21 2011 |
Cnd (=} No end date
() End after 1 times
() Endby Sun Oct92011 Gt )
Show Usage For | All Time x|
Format ¥ PoF ¥ cav [lxs

NOTE : You can only have one scheduled report at a time.

| Delete Preview Scheduled Runs | Cancel Schedule U\Ns

« Monthly: Select a date (such as the 15t or the third Thursday), and enter a number for the
frequency.

Recurrence Schedule

_ Daily Maonthly Schedule

(= bay |1 v Of Every 1 montnis)
. Weekly —_——

U The | First Monday . Of Every 1 manthiz)
=) Monthly
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2. Use Run Atto select the time of day.

3. Select a start date using the pull-down calendar.

4. Select an end date in one of three ways:
o Use the end-date pull-down calendar to select a specific date.
o Select End after, and enter a number of days.
o Select No end date to schedule reports indefinitely.

Mon Oct 31 2011 4 October 2011 : [ .,.
(=) No end date M T W T F 5 5
() End after 1 time

20

[i=]

i) Endby  Sun Oct

10 11 12 13 14 15 16
| Al Time 17 J} 19 20 21 22 23
v| POF |+ cowv 24 25 26 27 28 29 3

5. Use the next pull-down menu to choose usage either for All Time or Since the Last Report. If you
choose Since the Last Report, the first report shows usage from the beginning. Subsequent reports
show usage since the previous run.

6. Select aformat for the report (XLS, CSV, or PDF).

Show Usage For I All Time | -

Format [+ POF L\} [+] cav [ s

Rosetta Course® Rosetta Stone® Manager Administrator's Guide

74



7. You'll have several choices:

o Click Delete to stop a previously scheduled report.

o Click Preview Scheduled Runs to see the schedule for the first few runs.
o Click Cancel to lose your changes and return to the Reports Main Page.

Click Schedule to schedule the report.

Next 5 runs of the selected schedule

Runs At

MNovember 01, 2011 03:55 PM
December 01, 2011 03:55 PM
January 01, 2012 03:55 PM
February 01, 2012 03:55 PM
March 01, 2012 03:55 PM

Uszage From

Since beginning
Since beginning
Since beginning
Since beginning

Since beginning

Uszage To

MNovember 01, 2011 03:55 PM
December 01, 2011 03:55 PM
January 01, 2012 03:55 PM
February 01, 2012 03:55 PM
March 01, 2012 03:55 PM

[x
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View Saved Reports

Your scheduled reports will be placed on your Rosetta Stone® online-portal screen. We'll also send you an
e-mail with a link to the report and a reminder of how long the report will remain on your portal.

1. Click the My Reports tab.
2. Under the Saved Reports box, click the Export icon for your report.

4 ﬂ RosettaStone: ?‘

Wiawin | Lk -

Homa Support

My Reporls

Saved Reports

2
H
H
g
=

Requested al Rurprusrt Lyppae Created at

2011-10-20 10110 PM usage Hepam 2011-10-20 10110 PM & W
2011+10-20 10110 PM Usage Report 2011-10-20 10110 PM ]

Time zene: Eastern Tima (US & Canada).
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