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» Close all other programs and browsers which
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ACT WorkKeys

The power of the WorkKeys
system provides skills-based
career navigation resources
that prepare individuals to
successfully transition to
postsecondary education,
apprenticeship programes,
and the workforce

maximizing career potential.

ACT WorkKeys

\

X
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Build confidence with nationally
recognized stackable credentials

Skills-based approach to
career navigation aligned with
occupational profile benchmarks

Prepare to transition to
postsecondary education with
opportunity to earn

college credit (ACE
recommendation)

Claim and share a digital badge,
get a job



WorkKeys NRS Approved

Workforce Innovations O
Opportunity Act (WIOA)

program funds can now be APPLIED MATH
leveraged to offer eligible itical thinking
WorkKeys Assessments for

all adult basic education

programs.

IDENTIFYING

CONVERTING

CALCULATING

®

WORKPLACE
DOCUMENTS

INFERRING

DECIPHERING

APPLYING
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WorkKeys NRS Approved Test Forms

v'Active Date: July 2023
v Number of items: 35

v Administration Time: 55
minutes

v Pre-Test Recommendation:
Within first 6 hours of
INnstruction

v Post-Test Recommendation:
30 hours of instruction
recommended

v'Re-Testing Restrictions: Cannot
reuse the same form for 1 month
(frequency bias), there are 4 forms
of the test

v Training
Requirements: WorkKeys
Training Website

v ACT WorkKeys Online Technical
Specifications

A(:T WorkKeys



Adding NRS approved forms to your realm

L

WorkKeys Assessments Approved for WIOA by NRS

Talk to your ACT WorkKeys rep

I

ACT®WorkKeyS‘


https://www.act.org/content/act/en/products-and-services/act-workkeys/act-workkeys-assessments/nrs-approval.html
https://www.act.org/content/act/en/products-and-services/act-workkeys/act-workkeys-assessments/nrs-approval.html?&utm_medium=email&utm_source=marketo&utm_campaign=pi16---urgent-wf-nrs-approval-launch-wfs-b2b&utm_content=dc_1720-internal-organic-071923-mr030237-button&mkt_tok=MDM1LUVaUi05NTkAAAGNE2Dpca0B-GsS1qPDcuPP1z-hxey11Arf-bdW6H8GGUTRDRLhoqbPF1NBCvAWdPS3aJBgzjrigmQ-hvDOYXe-SmEhnaU9HhAAriCDY-0oXgsEc3U

A(:T WorkKeys

Testing Dates

» No testing window/s
« Assessments can be administered at any time

« Assessments can be delivered individually or
together



Test Proctor
Responsibilities



Training
Resources
Avallable

4 v . o;{::'l" . d
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Test Security



Test Security Requirements

« Computers used by examinees to access ACT's WorkKeys
online tests must always be under the control and
supervision of the proctor

 Examinees must not be allowed to remove any computer
from the testing site

« Never discuss test items

» Carefully check identification when each examinee enters
the testing room

 Each WorkKeys test must be uniformly administered

\ A(:T WorkKeys



Prohibited ltems

* No cell phones or electronic devices are allowed during
the test or during breaks unless it has been approved by
ACT for medical reasons

* This includes Smart Watches, Fithess Bands, and any
recording devices

* Devices that allow communication or photo-taking abilities
* No reading material, food, or drink

* No highlighting pens, correcting tape, colored pencils,
etc.

A(:T WorkKeys



Testing Facility Requirements

* Quiet and free from distractions
» Post signs outside the room indicating “testing is in progress”
* Proper lighting, ventilation, and temperature

« Examinees must be spaced the appropriate distance apart and
have space to work

« Examinees must not be able to see each other's computer
screens

» Testing staff must monitor the testing room
« Access to high-speed internet
« Access to restrooms

« Testing computers that meet the technical requirements and
have passed the TAO System Check

A(:T WorkKeys



Testing Procedures

* YOou may administer the two NRS-approved
assessments In one day or on separate days

* You must allow the appropriate amount of time for each
assessment

« Remember to factor in the amount of time (approximately 20
minutes) for examinees to complete the demographic
information

A(:T WorkKeys



Proctor Responsibilities

 Facilities and Staffing
» Before Testing

« ON Test Day

» After Testing

N A(:T®WorkKeys



Prepare Testing Rooms

... Allow 15 - 30 °j Single-level classrooms
oW standard-time examinees 209

to each room Cover test-related

.' I bulletin boards

2 Plan appropriately for
examinees testing with
extended time

R
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Prepare Testing Rooms

Use 2 reliable timepieces Ensure proper lighting,
not a cell phone) temperature, and
ventilation

Mmaterials

ot
n

Ensure access to a phone N
(Must be kept on silent) Prepare administration

N

A(:T®WorkKeys



Online Test Administration



Step 1. System Check

Administrative Workstations

Operating Systems

Verify the machine and

« MAC OS5 10.13.5+

network to be used for + Chrome OS 88+

Web Browsers

testi n g m e et t h e n e Cessa ry l';ﬂiirt;rfzsxo;tol:ternet Explorer 8, 9, 10, and 11 (enterprise mode)

« Chrome 80+

requirements e

Test Delivery Workstations

Note: For State testing customers, devices used for online testing must be owned and managed by the
school/district. The school/district must control the administrative rights to such devices.

Operating Systems

Technical Requirements

¢ Mac OS 10.15+

and Specifications ! Vs 1

Web Browsers

+ Firefox 90+
« Chrome 93+

Screen Resolution

o 1024 x 768, minimum
+« Minimum size: 12 inches measured diagonally

A(:T®WorkKeys


https://www.act.org/content/act/en/products-and-services/act-workkeys/act-workkeys-assessments/administration/technical.html
https://www.act.org/content/act/en/products-and-services/act-workkeys/act-workkeys-assessments/administration/technical.html

Step 1. System Check

—

IALIDUS B R s

e TAO System

Check and e N T
Valldathn My Account

—I—eS_t User Management S
TR TAO System Check Validation Test Proctor

Account Management

Group Management VALIDUS & Admin Version: 42.1.13
@ 2020 by ACT, Inc. All rights reserved.

Profile Management
Barcode Management
Reports Portal

Reports

References

Connect To TAO

A(:T WorkKeys



Online Testing Process

Register Launch Authorize
\ |
£ O™
’p
Test Generate

ACT WorkKeys



Admitting Examinees

 Check-In Location

* Electronic Devices Announcement

» Acceptable/Unacceptable Identification
» Seat Assignment

» Late Arrivals

\ A(:T WorkKeys



Log In to TAO Test Delivery System

Kendall Robbins

Update Your Account Information

Please enter your Login information

User iD * = required Privacy Policy
Password
Login Personal Information

First Name:2 Kendall
VALIOUS @ Admin Version 42062 Middle Name:

© 2077 by ACT, InC. Al rignts resernved _
Last Name:? Robbins

* Date of Birth: MM/ddAyyyy
Examinee ID:? Robbink0101

Permanent Mailing Address

* Address1:
Address2:

* City:

ACT®WorkKeys



Connectto TAO

LEMCWIT

Trus b o il sk CHO BT s this il 16 Sl o il Dkt

EERGTTAS by o Foalrw 1

Salect snal [T v Lini &l Rsalmy

WorkKem 1% Tranng Site Wiork Ky Infsmist Wernion Traming Sile Creted By Julbs Flobrek Created On 10 04 92 SEEE17744

VRIS @ A Wersione L2000
S AT by ACT. Inc. AN nghiy. reasrvsd

Comet To TAD

Comnect To TAD
m m ST

VALIDILS & Acron Verwon: 4. 1074
o ST by AT, ket A raghes récia el

Opens the TAO
Proctoring Window

ACT®WorkKeyS‘



Validus Test Launch Page

Sarah Sample
Lipdate Account Info

123 ACT Way lowa City 1A 52243

Your Registrations

Welcome to the WorkKeys Internet Wersion.

Change Password

Title - click a title for details

Next/Options
=+ Workkeys Workplace Documents - NRS

=+ Workkeys Applied Math - NRS

Select a Mew Title

VALIDUS @ RSP Version 4.2.1.49
© 2023 by ACT, Inc. All rights reserved.
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L aunch Test )
" 4

« The examinee will
launch the test in TAO

* A screen will appear
d i recti ng the exam i nee Please wait, authorization in process ...
to wait for authorization B Cancel » Proceed

Delivery of Practice Workplace Documents

A(:T®WorkKeys



L aunch Test )
" 4

“— c & testadministration.org/vtcadmin/connecttoTAO.do?event=go

Content Developm... acr Workkeys for Workf... acr Assessments - ACT... &® All| Implementatic.. #&® Implementation Ser... @ Recently Viewed | |...

’ p rOCtO r CO n n eCtS to JAR[BUSY | Virtual Test Center
ACP .wofikm WorkKeys IV Training Site

TAOandthen N @Re ACTuwuy vorconswrammgse o
chooses Proctor ome

My Account

User Management
User Batch Load TAO System Check Validation Test Proctor

Account Management

Group Management VALIDUS & Admin Version: 4.2.1.26
e © 2022 by ACT, Inc. All rights reserved
Profile Management
Mn&geme nt
mnagemem
mmﬂles

Attribute Management
W&nagem ent
m Management
Reports Portal

Realm Management
m Search

Reports

References

Connect To TAO
|

A(:T WorkKeys



Authorize with TAO @

 TAO Proctor T

window shows

any activity in e J—— PR - P—— —_—
your testing S T e A E e oo
center forthe m———
day including

completed

tests

A(:T WorkKeys



Authorize with TAO @

« Use the buttons [iVe; ol e
across the top
of the display to
sort or filter the
iNformation e =
that is displayed

No sessions

A(:T WorkKeys



Authorize with TAO @

ACT WorkKeys

No sessions

O Refresh

Session First name Last name Username Started at Status Authorize Pause Remaining Connectivity Progress Administration
2017/08/10 - 2017/08/10 Filter

Delivery of Practice Workplace Documents  Terry Phillips terry.phillips@yahoo.com 08/10/2017 09:08:10 Awaiting u ] ] B ﬂ n

Pagelof 1 44 Previous Next »

A(:T WorkKeys



Test Delivery

« Occasionally, testing ®
may be interrupted. This The assessment has been suspended. To resume your assessment,
could be a power please relaunch it.
outage, dropped
network connection, or o
even a pop-up message
from your computer

R

ACT®WorkKeys



Test Delivery

e Examinee
should see the
Wait for
Authorization
screen

Delivery of Practice Workplace Documents

Please wait, authorization in process ...

P Proceed ‘

I

ACT®WorkKeys



Test Delivery

e Examinee will
log back into
their account
and they should
see a Relaunch
button

Sarah Sample

Update Account Info

123 ACT Way lowa City 1A 52243

Change Password

Your Registrations

Welcome to the WorkKeys Internet Version.

Title - click a title for details Next/Options

-+ WorkKeys Workplace Documents - MRS

=1 WorkKeys Applied Math - NRS

VALIDUS & RSP Version 4.2.1.49
® 2023 by ACT, Inc. All rights reserved.

ACT®WorkKeyS‘



Reporting Irregularities



What are Irregularities?

Individual Irregularities: Group Irregularities:

 An individual irregularity  * A group irregularity is one
IS one that affects a single  that affects a group of
examinee, or several examinees
examinees involved In a
single circumstance

I
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Types of Irregularities
Examples of Individual Irregularities

S; g lllness Irrational Behavior
e [f an examinee e |[f an examinee acts

becomes ill, IN an irrational or
you'll need to violent manner,
dismiss the proceed as directed
examinee from IN the test

the room administration

manuals z

A(:T WorkKeys



Types of Irregularities
Examples of Individual Irregularities

Prohibited Behavior
* If an examinee is engaging in prohibited
behavior, follow the procedures in Dismissal

for Prohibited Behavior section of the test
administration manual

I
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Types of Irregularities
Examples of Individual Irregularities

A Duplicating Test Materials
N Testing personnel and examinees are NOT
é permitted to duplicate or record any part

of the ACT WorkKeys Tests

I

A(:T WorkKeys



Types of Irregularities
Examples of Group Irregularities

o

\

Disturbances and Emergency
Distractions Evacuation

I
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Types of Irregularities
Examples of Group Irregularities

% @
Inclement Copying Power
Weather Tests Failure

I
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Accessing the Irregularity Report

HALIDUS B R e

My Account
User Management
User Batch Load
Account Management
Group Management
Profile Management
Barcode Management
Reports Portal
Reports

References I

Connect To TAO

ACT WorkKeys

ACT WOYRK?,‘S WorkKeys IV Training Site
Welcome to VTC Console

LOGOUT

This is a training site. DO NOT use this site to set up real tests.

566617744 is your Realm ID.

P Vore actons_* ] st Al Reaims
Soeci[Mome —— [oescrpion [Ream

WorkKeys Internet Version Training Site Created By: Julie Rohret
Created On: 10.04.10 566617744

WorkKeys IV Training Site

VALIDUS ® Admin Version: 4.2.1.7
© 2018 by ACT, Inc. All rights reserved




Accessing the Irregularity Report

Test J}dministration Process Next Steps ACT® WorkKeys® Testing Irregularity Report

Select your current phase of the test administration process to see resources related to that phase The ACT® WorkKeys® Testing Irregularity Report (IRR) form is to be used to record every ACT WorkKeys testing irregularity, no
matter how minor an incident may seem at the time. An irregularity is defined as “any incident that is out of the norm for administering
an ACT WorkKeys testing session.” A WaorkKeys Testing Irregularity Report must be submitted as soon as possible after an incident

OCCUrs.

®
O

step 1 Step2 Step 3 Step 4 Step 5 Step§

[E4
]
[

As you fill out the ACT WorkKeys Testing Irregularity Report form below, please follow these guidelines.

« Group Irregularities. To report an irregularity that affects a group of examinees (e.g., ocne room or the entire site), please submit
only one form, but enter the Name and Examinee ID of each affected examinee in the appropriate fields, separated by
semicolons (:).

Individual Irregularities. To report an irregularity that affects a single examinee (e g., sudden acute illness) or several
individuals involved in a single incident (e.g., communicating answers to each other), please submit a separate form for each
Important Dates examinee _ _ _ _ _ _

Several Irregularities per Individual. If 2 single examinee experiences multiple irregularity issues, please submit a separate
form for each issue. This is impartant to ensure the accuracy of categorizing, reporting, and analyzing IRR data, particularly if a
different Issue Category and Subcategory are necessary to classify each issue.

Mo new Information at this time. Check back soon for updates.

Required fields marked «.
Test Site Information

Helpful Links Name ot Testster ]
Expand each tray to reveal the information you're looking for. .
Site Code/Realm Number * I:l
. . "™
Change of Confact or Qrganization Form City * |:|

Country *
Irreqularity Report

Examinee Records Modification Request Form (PDF)

Back to Top ~ Room #/Location * |:|

ACT®WorkKeys



Accessing the Irregularity Report

ACT worikeys

Current sessions: 3

D Refresh » Authorize B Report

¥ Session First name Last name Username Started at Status Authorize Pause Remaining . Extended Time Connectivity © Progress Administration
Filter Filter Filter 05/11/2018 - 05/11/2018 I
¥ Delivery of Practice Workplace Documents Rainbow Bright BrightR051118 05/11/2048 10:20:50 completed B n finished
¢! Delivery of Practice Applied Math Rainbow Bright BrightR051118 05/11/20418 10:04:34 completed > n finished
¥ Delivery of Practice Graphic Literacy Jane Smith Janess 05/11/2018 06:51:30 canceled | n
PR E L « Previous  Next B

Action: Report Irregularity

The action will be applied to session Delivery of Practice Graphic Literacy [05/11/2018 06:51:30] Jane Smith
Please provide a reason:

comment I

S
=
=]
®©

A(:T®WorkKeys



Accessing the Irregularity Report

ACT WorkKeys

Current sessions: 3

'O Refresh p Authorize B R

v ion First name Last name Username Started at Status Authorize Pause Remaining - Extended Time Connectivity © Progress Administration
Filter Filter Filter 05/11/2018 - 05/11/2018 I
¥ Dlivery of Practice Workplace Documents Rainbow Bright BrightR051118 05/11/2018 10:20:50 completed > n finished B
¢ DRlivery of Practice Applied Math Reinbow Bright BrightR051118 05/11/2048 10:04:34 completed > [ 1] finished E
v livery of Practice Graphic Literacy Jane Smith Jeness 05/11/2048 06:51:30 canceled > n BB
Pagelof1

# Previous Next W

A(:T®WorkKeys



Scores and Reports



Generate Score
Reports

« Score reports must be
safeguarded

Page 1of 1
il
MT WorkKeys' Skill Report
Examinee: [N Examinee ID**: 7335
Realm: WorkKeys IV Training Site Report Date: Dec 6, 2023
Manifest Name Tost Date m FusSEAs m FusssAl
WorkKeys Workplace Documents 0aN72022 5 <3-T a2 65-90
WHAT YOUR SCORES MEAN

WorkKeys Workplace Documents:

You scored at Level 5. People who score at Level 5 have demonstrated all of the Levels 3 and 4 skills. They
also have the skill to read and comprehend longer workplace documents written in more complex sentences
that use more advanced vocabulary, including unfamiliar technical words, jargon, and acronyms. The
information in Level 5 documents is generally stated directly, but specific details may be more difficult to find
because the documents also may have extraneous information. In reading these documents, they are able to:

« Identify specific details

+ Infer the meaning of a word or phrase from context

+ Apply information/instructions to a new situation that is similar to the one described in the document while
considering changing conditions

+ Apply information/instructions that include conditions to situations described in the document

« |dentify the appropriate meaning of an acronym, jargon, or technical term defined in the document

+ Apply technical terms and jargon to stated situations

+ Make inferences to accomplish a goal

© 2023 ACT, Inc. All rights reserved. **ID field is abbreviated to last four digits
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Score

Reports — Validus VTC

My Account
User Management
User Batch Load
Account Management
Group Management
Profile Management
Barcode Management
PNP Site Management
Financial Profiles
Attribute Management

S0C Management

Reports Portal
Realm Management

Global User Search

References

Connect To TAO

Assessment Management

Edit User: ssample101

User | Security | Roles G (EHT)

Select and

O WorkKe%

VALIDUS ® Admir
© 2023 by ACT, In

More actions...

History
Assign Forms To Registration
Create From Bundle

Update Status

Delete

Group

 On drop-down menu
choose either the Instant
report or Summary report

ACT®WorkKeys



Generate Instant Score Report

 Generate and print a Score Report after the
examinee has finished testing online

=]

&=~ * Collect the score report from printer
Immediately

* Give the printed copy of the score report to
examinee

I 4
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“‘Instant” Individual Score Report

Individual Score Report (by Examinee)

_ Page 10of 1
ACT WOkaeys Skill Report
Realm: NCRC 2.0 E2E Test Realm
SubRealm: <ALL=>
Test Date: May 1, 2017

Report Date: Jul 18, 2017

WorkKeys Individual Score Report With Scale Score
Examinee:
Examinee [D**: 5468

lest Level score

WorkKeys Applied Math T

WHAT YOUR SCORES MEAN

You scored at Level 7. People who score at Level 7 have demonstrated all of the Levels 3, 4, 5, and 6 skills. They also have

demonstrated the abiity to:

= Solve problems that include ratios, rates, or proportions where at least one of the quantities is a fraction.

= ldentify the reason for a mistake.

« Convertb units of 1t using fracti mixed b decimals, and p 2

= Caleul I of spheres, cylinders, or cones.

» Calculate the volume when it may be necessary to rearrange the formula, convert units of in : or use

the result in further calculations.
« Set up and manipulate ratios, rates. or proportions where at least one of the quantities is a fraction.

» Determine the better economic value of ! ives by using graphics. or g the p ge difference, or by
determining unit cost.

- Apply basic statist pts; for ol the weighted mean, interp of central tendency, or interp
measure of spread and tolerance.

HOW YOU CAN USE YOUR SCORES

To find the Applied Math Levels 3, 4, 5, and 8 skills, please refer to the ACT WorkKeys website at www.act org/workkeys.

WorkKeys Individual Score Report With Scale Score
Examinee:

Examinee ID** : !4!!

Test Level Score

WorkKeys Applied Math 7

ACT®WorkKeyS‘



Summary Score Report

Individual Summary Score Repon

Pags fof 1
ACT
WorkKeys"  suii Report
Examinesa: TESTOS Alot Examines 10" 1724
Realkm: MCRC 2.0 E2E Test Realm Report Date: Sep 1, 2017
Level Possible Scale Possible
Manidest Name Test Date s R s B
WOy Apphad Math TAT & 3.7 ) 64 . 90
\Workkeys Graphic Literacy T T 3.7 o0 800
Woorkkeys Workplace Documerty | THAD0NT T -7 B0 B4 .00
WHAT YOUR SCORES MEAN =

WorkKeys Applied Math-
You scored at Level 6, People who score al Level 6 have demonsirated all of the Levels 3, 4, and 5 skills. They

also have demenstrated the ability to:
Use fractions with unlike genominalors and calculate reverse percentages Manifest Name Test Date Level Possible Scale Possible
« Convert units within of Detween Systems of measurement (2.9., time, Measurement, and quantity) where Score Range Score Range
m::onmmammqulmdammmhsaem.Mmmmmmm WorkKeys Applied Math prv— 5 e = =g
) mﬁﬁaﬁﬁ'mﬁﬁ : mam then use the result for another calculation, WorkKeys Graphic Literacy 7/13/2017 T <3-7 20 65 - 980
e T e e e et & fomula, Comvert unts of WorkKeys Workplace Documents 711372017 7 <3-7 20 85-90

« Calculate the volume of rectangular solids (e.g., cubes).

= Calculate rates, production rates, rale by time (such as, production rate is 59 cups produced per hour, Row
many will be produced in an 8-hour shift).

- Identity the correct equation for solving a problem

WorkKeys Graphic Literacy.

You scored at Level 7. People achieving this level can undersiand and interpret complex

graphics, such as very difficult charis and graphs, and detailed tables, forms, maps, and diagrams. They can

apply information from these types of graphics and draw conclusions or make decisions about new situations

based on information contained in the graphics,

Your skills in Locating Information using workplace graphics are at least as high as this test measures.
ratulations on your fine performance! VWe encourage you 1o use and expand upon your considerable

Skills in this area by seeking out and leaming from graphics in a wide vanety of formats.

WorkKeys Workplace Documents’

You scored at Level 7. People achieving this level can apply concepts from densely detalled passages, such

as excerpls from complex reguiatory and legal documents, to new situations. They can understand difficult

concepts and complicated procedures containing jargon and technical terms whose definitions must be derived

Trom context.

Your Reading for Information skills are at least as high as this test measures. Congratulations on your fine
nce! We encourage you ko use and expand upon your considerable skills in this area by continuing to

read and leam from a wide variety of challenging reading materials,

©20M7 ACT, inc. Al rights reserved.  RET4001.0P8257 **|D field is abbrevinied to last fowr digits
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Data Export Report ACT

WorkKeys Online Reports

CCTHLL RS FAQ ContactUs  About

Select a report:

Individual Score Reports (by Group)
Individual Score Reports (by Examinee)
Individual Summary Score Report
Summary Score Report

Personal Skills Assessment List Reports
Roster Score Report

Individual Score vs. Profile Report
Group vs. Profile Report

Registered to Test Report

Test Usage Report

Local Scan Instant Score Report

Invoice Report Paper Based Testing

A(:T®WorkKeys



Resources

 WorkKeys online test administration training

* Online Test Administration Manual

 ACT WorkKeys Online Technical Specifications
 NRS Quick Start Guide

* Groups and Batch Loading Training Video

\ ACT®WorkKeys



https://www.act.org/content/act/en/products-and-services/act-workkeys/act-workkeys-assessments/administration/workkeys-online.html
https://www.act.org/content/dam/act/unsecured/documents/WorkKeysAdminManualOnlineTestingNational.pdf
https://www.act.org/content/act/en/products-and-services/act-workkeys/act-workkeys-assessments/administration/technical.html
https://www.act.org/content/dam/act/unsecured/documents/ACT-WorkKeys-National-NRS-Quick-Start-Guide.pdf
https://share.act.org/watch/NcYZWG6RKnDN19eb5FZ3G3?

A(:T WorkKeys

ACT Contact Information

ACT WorkKeys Customer Support:
800.967.5539
workkeys@act.org

Hours:

Monday - Friday (except holidays):
7:00 a.m.—-"7:00 p.m. (Central Time)


mailto:workkeys@act.org
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