
Accessing Reports on Rosetta Stone 
 
To access Rosetta Stone List Curriculum Report you need to follow the steps below. 
 

• Open any internet browser and in the address bar type in clever.com/in/columbuscity 
and hit enter. Click on Log in with Active Directory  

 
 

 
 
 

• Click on Login with Active Directory 
 
 

 
 

§ Type: 
Clever.com/in/columbuscity 
§ Hit enter 

§ Click on : 
Login with Active Directory 



 
• Type in your CCS username and password 

 
 
 

 
 
 

• Click on Rosetta Stone icon to log in as a teacher 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 

§ Type in your CCS Email: 
Test1234@columbus.k12.oh.us 
 

§ Type in your CCS password 

§ Click on  
Rosetta Stone 
icon 
 



 
 
 

• Click on Launch Administrator Tools 
 

 
 
Click on Reports on the top left-hand corner of the screen 
 

 
 
 
 

§ Click on  
Launch Administrator Tools 

§ Click on Reports 



 
• On the bottom left-hand corner of the screen under the heading List Curriculum Report 

click on Begin 
 

 
 
 
 
 
 
 
• Click on the list called All Learners in Group ‘your name’ then click on the curriculum on 

the right-hand side of the screen and then click on Generate Report 
 

 
 
 
 
 
 
 
 
 

§ Click on Begin 

§ Click on List 

§ Click on Curriculum 

§ Click on  
Generate Curriculum Report 



 
• To export the report to Excel file, click on CSV or XLS, to export to Adobe PDF click on 

PDF 
• Double click on any student name to open individual student results or click on the 

name then click on View Learner Report 
 

 
 

• To export the individual student report to Excel file, click on CSV or XLS, to export to 
Adobe PDF click on PDF. To view the number of attempts click on the Arrow. 

 

 
 
 
 

Test Test Test 
§ Click on  
CSV or PDF or XLS   

§ Click on  
CSV or PDF or XLS   

§ Click on Arrow   

§ Double click on  
Any student name or  
§ Click on the name lick on View Learner Report  



 
 
 
 
To access Usage Report in Rosetta Stone, follow the steps below: 
 

• On the bottom of the page click Begin. You can also schedule to run reports periodically 
to your liking by clicking on Schedule and fill out the form with desired frequency 
information. The report will be sent to you by email according to the schedule you 
configured. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 

• Click o the List on the left side of the screen then the time spent for the class will show 
up on the right-hand side of the screen. On the bottom you will find Student Names, 
Language Level, Time Spent, Curriculum, Score, Progress and Current Activity for each 
Student. Click on Filter if you want to further filter the data.  

• To export the report to Excel click on CSV or XLS, to export to Adobe PDF click on PDF. 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

§ Click on The 
Language Level 

 

§ Click on the List 

§ Click on CSV or 
XLS or PDF 

§ View the time spent for each Language Level, Scores, Activity, Progress 

Test Test 

§ Click on Filter 



 
To access Student Curriculum Report in Rosetta Stone, follow the steps below: 
 

• To View the report, click on View, to create a PDF file of the report click on Create PDF 
 

 
 
 
 
 

• To view the report, click on View then click on the drop-down arrow to select the group. 
• Click on Show Learners then click on the student name and then  
• Click View at the bottom of the screen. 

 
 
 

§ Click on View or Create PDF 

§ Click on the Drop 
Down Arrow 

§ Click on the List 

§ Click on Show 
Learners 

§ Click on the 
Student Name 

§ Click on the View 

Test Test Test 



 
• Click Create PDF, click on the group then click on one of the format choices to select 

whether you want One Summary per Page or Multiple Summaries per Page and click 
Create PDF 

 

§ Click on the Group 

§ Click on the Format Choice 

§ Click on the Create PDF 


