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» Assessment Overview
« Staff Responsibilities
« Managing Accounts

* Pre-Test Activities

e Online Test
Administration

» Scores and Reports
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WorkKeys Essential Skills Overview and
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Test Administrator &
Test Coordinator
Responsibilities



Responsibilities

* Work with ACT to manage test
coordinator and examinee
accounts

* Deliver and facilitate
assessment to examinees

* Monitor reports to ensure
examinees have completed

assessment
\ ACT®WorkKeys




Manage
Accounts
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Manage Accounts

2 . | | |
Test administrators/coordinators will work alongside
- an ACT Team member for account setup.

Learning Management Systems (Examples: Canvas, Schoology)

Test
adminis/coordinators
will verify all

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

ACT Implementation
Manager will be in
assessment links are

working and
examinees are enrolled

admin/coordinatorsto help set
up course and import links

direct contact to help
walk through the guide

v Ready to Test

ACT WorkKeys'



Examinee Supports

Tools
e Line Reader

 Magnifying Glass
Contrast Color Options

Highlighter

ACT WorkKeys



Pre-Test Activities



Prepare Testing

] ° Test (Q] « Ask your ACT contact
—— administrators/coordinators @@ to verify your courses
can establish a testing are linked (linking
window If necessary directions are
exs * Advise examinees that they provided in the
@ can take the assessment WorkKeys Essential
from any computer device Skills User Guide)

and location

’@‘ « Recommend examinees

use Google Chrome if
possible ;I

ACT WorkKeys



Prepare Testing

their learning management system ahead of testing day, but

(Q)  Examinees can practice where to locate the assessment in
2 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!

ACT WorkKeys



Online Test Administration



System Check

* Verify the machine and
network to be used for
testing meet the
necessary reguirements

 For best results, use
Chrome

System Requirements

Our products make use of a wide variety
of features and technologies, such as Java,
HTMLS, €CSS2/3, and depending on the
product, other specialized components
that help you achieve a more immersive
learning experience.

Supported Operating Systems
¢ Windows 8.1
¢ Windows 10
® MacOS Mojave (10.14)

Supported Browsers

Though the following browsers are all
supported if updated, we recommend
using Google Chrome.

You may use the two most recent versions
of the following browsers on a technology
capable device that supports to HTML
including HTMLS.

¢ Microsoft Edge

e Mozilla Firefox

* Google Chrome
Apple Safari

Portable Device

Requirements
We broadly support most tablet, netbook,
and Chromebook devices; however, there
are limitations to the browsers and
devices we can support. We do not
support phones and other smaller form
factor devices. Please ensure you have a
Windows or Mac based computer
available to complete coursework and
assessments if your selected device does
not meet the needs of the
course/assessment.
e 7" orlarger display size
* Access to Wi-Fi with a high-speed
internet connection (4G or LTE
connections are supported, but you
may incur costs based on your
mobile data plan)
¢ Method to save work to local cloud
storage.
¢ Minimum Operating System: You
may use the two most recent major
versions of i0S, Android OS, or
Chrome 08.

ACT WorkKeys




Online Testing Process

Roster Launch Authorize

N
«
’'p
Test Generate

‘
I

1 B
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Roster Examinees

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

e Test administrators/coordinators
will enroll examinees into the
course

ACT WorkKeys



.
Launch — Load the Assessment 1”0
 Step 1: Examinees log in by accessing their
learning management system and clicking on the
WorkKeys Essential Skills assessment link.

) WorkKeys Assessments | Essential Skills - WKESO1

I e———— 4

ACT WorkKeys



Launch — Load the Assessment 1,,0’

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

Click the link below to view the content in a new window.

WorkKeys Assessments | Essential Skills - WKESOT

\ ACT WorkKeys



Authorize @ww

<« > C 25 lti.act-et.org/apifltiflaunch/assessment/SEL-HS-PRE-2022 hx¢ a @ Finish update

Oh no!

Please ask your teacher to link the class ‘
to a school first

ACT WorkKeys



Test

AR R R

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

ential Skills 2024 - Section 1

ACT WorkKeys Essential Skills is an assessment that measures six important skills: Integrity, Work Ethic, Collaboration, Resilience, Creativity, and Leadership. These
essential skills are key for success in the workforce. This assessment will help identify which essential skills you score highest in, and which you can work to develop.

The assessment is one section with two different types of questions. You will be asked to answer questions about yourself and how you would respond to certain situations.
You will see instructions before each question that will guide you on how to respond to the questions. Remember that there are no "right” or "wrong" answers to the
questions, Please answer honestly.

©2024 by ACT, Inc. All rights reserved.

& Tools ~ @ Contrast ~ f.d X Clear Highlights
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Test

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

« Answer each and
click NEXT to
proceed.

First Name:

ACT WorkKeys



ritial Skills 202+

Test

AR R G

O A Hawve not completed high school
B. High school graduate/GED

C. Some college, but no degree or certificate

D. Career/Technical Certificate (apprenticeship, etc.)
(0 E. Assodale's Dagree (AA, Career/Technical Degree, etc.)

@ F Bachelor's Degree (BA, BS, elc.)

(0 G. Master's Degree (MA, MS, MBA_ &tc.)

* The next several

&) | | prafer not to respond

screens will ask
demographic
guestions.

What other educational programs or training are you curmently attending, if any? (Mark ALL that apply)

A TechPrep

O B. Apprenticeship

O C. On-the-Job Training
0 D. JobComps

O E

Co-op Education

-

Adult Education
G. Career Training
H. Corporate Training
Not applicable

J. | prefer not to respond

Clear Highlights

ACT WorkKeys



Likert-type example

Test

AR R QN

INSTRUCTIONS: Please read each statement. Then, click that box that best describes how much you agree or disagree with each slatement.

 Be sure to
read when
guestion
format
changes.

@ You must select exactly 5 choice(s).

Strongly Disagree Somewhat Somewhat Agree Strongly
Disagree Disagree Agree Agree
| get my work done on time. u] ] ] ]
|l enjoy large parties. 0 0 [= 0 7 |o |
[ | les.c.ﬂ.ve ﬁs-é{gree*nents with people so there are no hard feelings 1 | 8 i [

afterwards.

| enjoy solving complicated problems.

People would describe me as the "life of the party.” | O

ACT WorkKeys



Test |i=

o -

You are about to submit the test.

You will not be able to return to this test after you submit your answers.

SUBMIT THE TEST CANCEL

« Submit the
assessment
upon
completion.

Activity Ended

The external activity has ended.

Finished

ACT WorkKeys



Generate %‘1

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

ACT WorkKeys



Scores and Reports



Reports

Both Test Administrators and Examinees will have access to

reports.

Test Administrators Examinees

v Individual Score Reports v Individual Score
v Roster Report Report

I 4

ACT WorkKeys



Reports — Examinee

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

i v WorkKeys | Essential Skills Assessment | Reporting D~ —+

| ii &~ Report Manager | Examinee [

I = Report Manager | Test Administrator (]

[ ) ii < Report Manager | Site Administrator (]

0

i P Report Manager | Organization Administrator

St e 2 ° i v WorkKeys | Essential Skills Assessment | Reporting O+
p 2:

‘ i ¢ ReportManager | Examinee 0

Individual Score Report

Ste p 3. The individual score report gives detailed information on your score. The report lists each of the 6 essential skills measured and contains
¢ details on score reporting categories.

Your test attempt from 04/11/2024 is scored and your report is available @ Download

ACT WorkKeys



Reports — Examinee

WorkKeys Essential Skills Report
Jane Doe
August10, 2023

ACT WorkKeys

Your Essential Skills Profile

inquisitiveness. feibility. open
rindedness. and embracing dives

Collaboration can work on toams,
empathy. helpfulness, trust and
trustworthanoss)

Integiity (honesty, sincenity. isimess
TERARNEE BTRERS, And FRodeTy)

Resiilence (stress management,
emational regulation. a positie
FeRpOnEe 10 Sethat ks and poise)

Work Ethic [peristence. goal striving.

reliabilty. depsndability. and attenticn _ 11

ter datail]

Leadership (assertiveness, influence.

opthrism e anthasssern) B

. Parzentile seores at of sbove the Bath percentile indicate you demonstrate these skills of
and independantly.

Parcentile scores between the 17th and B3rd percentiles indicate you demenstrate these
. sometimes. and sometimes require help or prompting from others.

Parcontile scores at or balow the 16th parcentile indicate you rarely demonstrate thase s
. and do not yet demaonstrate tham indepandently.

For more information on interpreting your scores and developing your skiils, vi

wiww.actera/workkeys-essential-skills-for-examiness

© 2024 by ACT, Inc. All rights reserved.

@

4% p

ACI‘ WorkKeys

Detailed Essential Skills Profile

Wou scored at you demonstrate this skl
after ard SRRy, Yo S0 B
BEnAoR Buch Al

= kdentitying and implementing navel solutions to work issuss

= Expiloring solutions to work problems using a large variety of sources

* Listening to, seekong out. and using few ideas of infornation

the BEth percerbbe in Creathity b et 4
W, Ta continua

Collaboration
You scoded at the PEth percentile in Collaboration. meaning you demonstrate this
skl often and independently. To contirue demonsirating Collsboration, you can
angags in behaviors such s

* Consistenty speaking to conarkers and cusiomers poltely

= Com ting Dp£ny with 1eam members sbout projec!

* Almicst amm #Fering hrID to cthers in need without m-rqu to be asked

Integrity
Wo SEcavd AL TRe BEOR parcantile i IRTEgrly, Meaning pou dermarttrats this gl
somelimed. and sometimes requing helip of prompling fram othes. Te wark beward
dernonstrating Int ty. you can engage in behaviors such as

= Takeng responsibliity for mistakes and trying to comect them

*» Mot suagporating schievemonts at work

» BEcogRing areds of SengLnG and areas for growth

Resilience
Wou scored at the 47th percentile in Resifience, meaning you demonstrate this sl
SOFTETIOS, Ard SOMMEL MOS FeqUine Flp of PRompEng fTom others To work towasds
N Ao O CAR SngagE N BRI TUTh 3%
* Cantinise working an nd completing Hresshl fob-related tasks
= Refrarming past adfficuities ino sormet tive instead of dweling on them
= Using muttiple healthy coping mmmf”g relaxation, seeking support) to
redUCe negative smotions
Wark Ethic
Wou sconed a1 the 22nd percentile in Witk Ethic. meaning you do
derncmatrate trs Shil To work Towands demenstrating Work Eth e yo ,e.. La'umgalpa
i1 BEhaa Sech a5
+ Completing tasks on time without needing reminders
* Actively seeking feedback to improve work and making revisions
= Atternpting challenging tsis and pesevenng through fresations

Leaderihip
Wl sconed a1 the 15th percentile in Leaderthip meaning you do not yet
demonstrate this skill To work towsrds demonatrating Lesdership, you can engage
in behaviars such as

= Proposing plans o ideas when werking in groups

» Offering encourapement 1o others

* MAINLAINING COMMUNICATIoN Lo presene & Fangs af relationsnips

For more information on interpreting your scores and developing your skills, visit

www.act.org/workkeys-essential-skills-for-examiness

by ACT, Inc. All rights reserved.
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Reports — Examinee ACT o

This report includes your percentile scores on each of the six skills WorkK:
measures. Percentile scores sh your scores compare to others who have ta

assessment. For example, a ) means that 60% test takers scored at or belov

Next Steps:

Your Essential Skills Profile

© nibvitosniidenll
inquisitiveness, flexibility, open-

mindedness. and embracing diversity)

ermpathy, helpfulness, trust and
trustworthiness)

° ° <"" towards athers, and modesty)
Examinee Report has a link to the retece e orsgrrs
emational regulation, a positive _ a7
response to setbacks. and poise)
E . b that tal o
° Leadership (assertiveness, influence.
t h f | | ° @ cptimism, and enthusiasm) - 15
e following:
. Percentile scores at or above the Bath percentile indicate you demonstrate these skills often
hd and independently.
. A l | E e r ‘ ; l l I e . Percentile scores between the 17th and B3rd percentiles indicate you demonstrate these skills
sametimes, and sormetimes require help or prompting from others.
Percentile scores at or below the 16th percentile indicate you rarely demonstrate these skills
° ° . and do not yat demonstrate them indepandently.
 [Information on how to claim
d I g I t a | b a d g eS © 2024 by ACT, Inc. All rights reserved.

A free coaching tool

Work Ethic |persistence, goal striving

reliability, dependability, and attention _ 22

to detail)

For more information on interpreting your scores and developing your skills, visit

www.act.org/workkeys- E -

ACT WorkKeys



Credly Badges — Examinees

ESSENTIAL SKILL
LEADERSHIP

ESSENTIAL SKILL
CREATIVITY

.ACT. WorkKeys

ACT WorkKeys

ESSENTIAL SKILL
RESILIENCE

.ACT WorkKeys

ESSENTIAL SKILL
WORK ETHIC

.A(:T WorkKeys

ESSENTIAL SKILL
INTEGRITY

ACT WorkKeys

ACT WorkKeys

ESSENTIAL SKILL
COLLABORATION

ACT WorkKeys



Reports —
Test Administrators/Coordinators

Individual Score Reports

Click on the assessment course link in your learning
Management system.

:: v WorkKeys | Essential Skills Assessment | Reporting Q- +
°
Step 1t
& 4 Report Manager | Examinee ()
it ¢ Report Manager | Test Administrator N
i o Report Manager | Site Administrator N
i &2 Report Manager | Organization Administrator N

ACT WorkKeys



Reports —
Test Administrators/Coordinators

Individual Score Reports

Step 2: ‘
Click the link below to view the content in a new window.

‘ Report Manager | Test Administrator

!

ACT WorkKeys



Reports —

Test Administrators/Coordinators

Individual Score Reports

Step 3:

ACI‘(W‘““KEYS Individual Score Report Roster Report e Test Coordinator

Individual Score Reports

The individual score report gives detailed information on each examinee's score. The report lists each of the 6 essential skills measured and
contains details on score reporting categories.

2023-2024 ~ WKES02 only (@, Download all reports (21)) Search examinees

Examinee Test Date

Examinee Test Taker 03/29/2024 & Test In Progress

WorkKeys Essential Skills Report

ACI‘ WorkKeys Jane Doe

August 10, 2023

This report includes your percentile scores on each of the six skills WorkKeys Essential Skills

measures. Percentile scores show your scores cormpare to oth who have taken the

assessment. For example, a score of 60 means that 60% of test takers scored at or below this

score.

Your Essential Skills Profile

sy ey v |
inguisitiveness, flexibility, open-
mindedness. and embracing diversity]

cotmvorsten con v o |

empathy. helpfulness, trust. and
trustworthiness)

towards others, and modesty)

Resilience (stress management,
emtional regulation. s posiive I

response to setbacks. and poise)

Work Ethic [persistence, goal striving,

reliability, dependability, and attention - 22

to detail)
Leadership (assertiveness, influence,
oy optimism, and enthusiasm) - 15

. Parcentile scores at or above the Bath percentile indicate you demonstrate these skills often
and independantly.
. Parcentile scores between the 17th and B3rd percentiles indicate you dermonstrate these skills
sometimes, and sometimes require help or prompting from others.
Percentile scores at or below the 16th percentile indicate you rarely demanstrate these skills
. and do not yet demonstrate them indepandently.

For more information on interpreting your scores and developing your skills, visit

www.act.org/workkeys- E =

024 by ACT, Inc. All rights reserved.
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Reports —
Test Administrators/Coordinators

"WorkKeys ndi core Rdbal .
ACI‘Assessments Individual Score Raport  Roster Report e Test Coordinator

Roster
Reports

Roster Report

The Roster Report shows the site information, examinee demographic data, and detailed score results for all of your examinees that took the
assessment in Excel format.

Roster report for: WorkKeys Assessments | Essential Skills - DEMO

2023 -2024 ~ WKESO! and WKESQ2 ~ ( 0 Generate Report '

4 A | B | € | D | E | F | G | H | I [ K L | M | N | o I P | Q | R | s | T | u | v | w | X | Y | z | AA
1 |Email First_name Middle_ Last_name Test Windo Site Session Reason Started_At Age State_pn Country Edu_level Other_edu Employment Ethnicity_Rz Gender HS_program Currently scLanguage  Work Ethic F Collaboratio Resilience Pe Creativity Pe Leadership F Integrity Percentile
2 |1samplestuc Examineel S Student WEKESOL  'WEKES Assess WorkKeys At Earn a digitz 2024-03-131 21 CA iUnited State Have not col Career Train Unemployec Hispanic/Lat Female Career/Tech | prefer not : English 23 1 19 2 35 1

3 | 2samplestuc Examinee2 S Student WEKESOL  WKES Assess WorkKeys A Earn a digits 2024-03-221 22 FL |United State Doctorate o Corporate TIEmployed fu White Female College Prep No English 57, 70 71 50 99 81

4 |3samplestuc Examinee3 S Student WKESOL  WKES Assess WorkKeys At Personal infc 2024-04-117 25 AK |United State | prefer not 11 prefer not 11 prefer not 11 prefer not | Female | prefer not 1| prefer not 1 English 6 45 43 13 57 92

5 i

- T

ACT WorkKeys



Reports — Test
Administrators/Coordinators

m‘ WorkKeys Jane Doe

August 10, 2023

. This report includes your percent es on each of the six skill forkKey 3
o measures. Percentile scores she A res compare to others who have taken th

essment. For example, a st at takers scored at or bel this
score.

Your Essential Skills Profile

oy oy oo |
“ inquisitiveness, flexibllity, open-
mindedness, and embracing diversity)

The coaching tools and activities that are O | e—

empathy, helpfulness, trust. and
trustworthiness)

L]
Integrity (honesty, sincerity, falmess _ 65
aparto e EXaminee Resources page can
Resilience (stress management,
emational regulation, a positive I
response to setbacks and paise)

° Work Ethic [persistence, goal striving.
reliability, dependability, and attention I
L4 o detail)
Leadership (assertiveness, influence.
i Joemitvremi .

. Percentile scores at or above the B4th percentile indicate you demonstrate these skills often

. .
[ ) and independantly.
n Percentile scores batween the 17th and B3rd percentiles indicate you demenstrate these skills

sometimes, and sometimes require help or prompting from others.
Parcentile scores at or below the 16th percentile indicate you rarely demonstrate these skills
| and do ot yet demonstrate them independently.

» Self-directed activity

www.act.org/workkeys- - -

© 2024 by ACT, Inc. All rights reserved.

This information can be found under “A Note for Career

Coaches” in the User Guide.

ACT WorkKeys



Reports — Test
Administrators/Coordinators

Next Steps:

WorkKeys Essential Skills Assessment

WorkKeys Curriculum Work

A crosswalk showing the T,
alignment between the « | ox | x| x
Essential Skills assessment wvwpee | x| L L x L x| X
and the WorkKeys Essential T x|

Skills Curriculum
avallable to you.

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

ACT WorkKeys



ACT WorkKeys

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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