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On Demand Webinar Tips



Agenda

• Overview of WorkKeys 
Assessments

• Proctor Responsibilities
• Online Testing
• Accommodations
• Irregularities



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

• 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 
Opportunity Act (WIOA) 
program funds can now be 
leveraged to offer eligible 
WorkKeys Assessments for 
all adult basic education 
programs.



WorkKeys NRS Approved Test Forms

Active Date: July 2023
Number of items: 35
Administration Time: 55 

minutes
Pre-Test Recommendation: 

Within first 6 hours of 
instruction

Post-Test Recommendation: 
30 hours of instruction 
recommended
Re-Testing Restrictions: Cannot 

reuse the same form for 1 month 
(frequency bias), there are 4 forms 
of the test
Training 

Requirements: WorkKeys 
Training Website
ACT WorkKeys Online Technical 

Specifications



Adding NRS approved forms to your realm2 
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WorkKeys Assessments Approved for WIOA by NRS

Talk to your ACT WorkKeys rep

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


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 
Available



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



Prohibited Items

• 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, Fitness 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.



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



Testing Procedures

• You 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



Proctor Responsibilities

• Facilities and Staffing
• Before Testing
• On Test Day
• After Testing



Prepare Testing Rooms (1 of 2)

Allow 15 – 30 
standard-time examinees 
to each room

Plan appropriately for 
examinees testing with 
extended time

Single-level classrooms

Cover test-related 
bulletin boards



Prepare Testing Rooms (2 of 2)

Use 2 reliable timepieces 
(not a cell phone)

Ensure access to a phone 
(must be kept on silent)

Ensure proper lighting, 
temperature, and 
ventilation

Prepare administration 
materials 



Online Test Administration



Step 1. System Check (1 of 2)

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

Technical Requirements 
and Specifications

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 (2 of 2)

• TAO System 
Check and 
Validation 
Test



Online Testing Process

Register Launch Authorize

Test Generate



Admitting Examinees

• Check-In Location
• Electronic Devices Announcement
• Acceptable/Unacceptable Identification
• Seat Assignment
• Late Arrivals



Log In to TAO Test Delivery System



Connect to TAO



Validus Test Launch Page



Launch Test (1 of 2)

• The examinee will 
launch the test in TAO

• A screen will appear 
directing the examinee 
to wait for authorization 



Launch Test (2 of 2)

• Proctor connects to 
TAO and then 
chooses Proctor



Authorize with TAO (1 of 3)

• TAO Proctor 
window shows 
any activity in 
your testing 
center for the 
day including 
completed 
tests



Authorize with TAO (2 of 3)

• Use the buttons 
across the top 
of the display to 
sort or filter the 
information 
that is displayed



Authorize with TAO (3 of 3)



Test Delivery (1 of 3)

• Occasionally, testing 
may be interrupted. This 
could be a power 
outage, dropped 
network connection, or 
even a pop-up message 
from your computer



Test Delivery (2 of 3)

• Examinee 
should see the 
Wait for 
Authorization 
screen



Test Delivery (3 of 3)

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



Reporting Irregularities



What are Irregularities?

Individual Irregularities:
• An individual irregularity 

is one that affects a single 
examinee, or several 
examinees involved in a 
single circumstance

Group Irregularities:
• A group irregularity is one 

that affects a group of 
examinees 



Types of Irregularities (1 of 5)
Examples of Individual Irregularities

Illness
• If an examinee 

becomes ill, 
you’ll need to 
dismiss the 
examinee from 
the room 

Irrational Behavior
• If an examinee acts 

in an irrational or 
violent manner, 
proceed as directed 
in the test 
administration 
manuals 



Types of Irregularities (2 of 5)
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



Types of Irregularities (3 of 5)

Duplicating Test Materials
• Testing personnel and examinees are NOT 

permitted to duplicate or record any part 
of the ACT WorkKeys Tests

Examples of Individual Irregularities



Types of Irregularities (4 of 5)
Examples of Group Irregularities

Disturbances and 
Distractions

Emergency 
Evacuation



Types of Irregularities (5 of 5)
Examples of Group Irregularities

Inclement 
Weather

Copying 
Tests

Power 
Failure



Accessing the Irregularity Report 1 of 4



Accessing the Irregularity Report 2 of 4  



Accessing the Irregularity Report 3 of 4



Accessing the Irregularity Report 4 of 4



Scores and Reports



Generate Score 
Reports
• Score reports must be 

safeguarded



Score Reports – Validus VTC

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



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



“Instant” Individual Score Report 1 of 2



Summary Score Report 2 of 2



Data Export Report 



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

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?


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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