
WorkKeys Essential Skills 
Administration Training



On Demand Webinar Tips



Agenda

• Assessment Overview
• Staff Responsibilities
• Managing Accounts
• Pre-Test Activities
• Online Test 

Administration
• Scores and Reports



WorkKeys Essential Skills Overview and 
Components



Responsibilities



Test Administrator & 
Test Coordinator 
Responsibilities



Responsibilities (1 of 3)

• Work with ACT to manage test 
coordinator and examinee 
accounts

• Deliver and facilitate 
assessment to examinees

• Monitor reports to ensure 
examinees have completed 
assessment



Manage 
Accounts 



Manage Accounts

Test administrators/coordinators will work alongside 
an ACT Team member for account setup.

Learning Management Systems (Examples:  Canvas, Schoology)

An LMS specific step by step 
guide will be sent to test 

admin/coordinators to help set 
up course and import links

ACT Implementation 
Manager will be in 

direct contact to help 
walk through the guide

Test 
adminis/coordinators 

will verify all 
assessment links are 

working and 
examinees are enrolled

 Ready to Test



E(2 Examinee Supportsof 2)

Tools
• Line Reader
• Magnifying Glass

Contrast Color Options

Highlighter



Pre-Test Activities



Prepare Testing (1 of 2)

• Test 
administrators/coordinators 
can establish a testing 
window if necessary 

• Advise examinees that they 
can take the assessment 
from any computer device 
and location

• Recommend examinees 
use Google Chrome if 
possible

• Ask your ACT contact 
to verify your courses 
are linked  (linking 
directions are 
provided in the 
WorkKeys Essential 
Skills User Guide)



Prepare Testing 2 of 2 (1 of 2)

• Examinees can practice where to locate the assessment in 
their learning management system ahead of testing day, but 
do not launch the assessment until you are ready to test

To avoid a charge, do not launch the assessment until the day 
you are ready to test!



Online Test Administration



System Check (1 of 2)

• Verify the machine and 
network to be used for 
testing meet the 
necessary requirements

• For best results, use 
Chrome



Online Testing Process 

Roster Launch Authorize

Test Generate



Roster Examinees

• Work with ACT team member to 
set up assessment course in LMS

• Test administrators/coordinators 
will enroll examinees into the 
course



Launch – Load the Assessment
• Step 1:  Examinees log in by accessing their 

learning management system and clicking on the 
WorkKeys Essential Skills assessment link. 



Launch – Load the Assessment(1 of 2)

• Step 2:  A new message will appear to click on the blue 
WKES01 link and open it in a new window. It may take 1-3 
seconds to load. 



Authorize (3 of 3)



Test(1 of 2)

• A description of the WorkKeys Essential Skills assessment 
will appear.  



Test (1 of 3)

• The first 2 pages 
following the 
description will be 
used for examinee’s 
Credly badge. 

• Answer each and 
click NEXT to 
proceed. 

1

2



Test3of5 (1 of 3)

• The next several 
screens will ask 
demographic 
questions.



Test (2 of 3)

• Be sure to 
read when 
question 
format 
changes.

Likert-type example



Test (3 of 3)

• Submit the 
assessment 
upon 
completion.



Generate (3 of 3)

• Wait for an estimated 
30-45 minutes before 
viewing an Individual 
Score Report.



Scores and Reports



Reports

Both Test Administrators and Examinees will have access to 
reports. 

Test Administrators
 Individual Score Reports
 Roster Report

Examinees
 Individual Score 

Report



Reports – Examinee
Click on the assessment course link in your learning management system. 

Step 1:  

Step 2:

Step 3:



Reports – Examinee 2 of 3



Reports – Examinee 33 of 3

Next Steps:

The bottom of each page of the 
Examinee Report has a link to the 
Examinee webpage that contains 
the following:
• A User Guide
• Information on how to claim 

digital badges
• A free coaching tool



Credly Badges – Examinees



Reports – 
Test Administrators/Coordinators
Individual Score Reports
Click on the assessment course link in your learning 
management system. 

      Step 1:  



Reports – 
Test Administrators/Coordinators 2 of 6

Individual Score Reports

Step 2:  



Reports – 
Test Administrators/Coordinators 3 of 6

Individual Score Reports

Step 3:  



Reports – 
Test Administrators/Coordinators 4 of 6

Roster 
Reports



Reports – Test 
Administrators/Coordinators
Next Steps:

The coaching tools and activities that are 
a part of the Examinee Resources page can 
be:

• Implemented in a small group setting
• Self-directed activity

This information can be found under “A Note for Career 
Coaches” in the User Guide. 



Reports – Test 
Administrators/Coordinators 6 of 6

Next Steps:

A crosswalk showing the 
alignment between the 
Essential Skills assessment 
and the WorkKeys Essential 
Skills Curriculum
available to you.

This information is featured in Table 2 of the User Guide. 



ACT Contact Information

LRCustomerSupport@act.org

Hours:
Monday – Friday (except holidays):
8:00 a.m. – 5:00 p.m. (Central Time)

mailto:LRCustomerSupport@act.org
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