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On Demand Webinar Tips



Agenda

• Overview of WorkKeys 
Assessments

• Test Coordinator 
Responsibilities

• Online Testing
• Accommodations
• Reporting



ACT WorkKeys
The power of the 
WorkKeys system 
provides skills-based 
career navigation 
resources that prepare 
adult learners 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 



How the WorkKeys System Works

Placement
• No locater test is 

needed, a wide 
range of skills 
are covered on a 
single test form

Pre-Test
• Recommended 

within first 6 
hours of 
instruction

• WorkKeys 
NRS-approved 
forms

Instruction
• WorkKeys 

Curriculum
• Classroom 

instruction

Post-Test
• Recommended 

after 30 hours of 
instruction

• WorkKeys 
NRS-approved 
forms



A Nationally Recognized Credential
The ACT WorkKeys National Career Readiness Certificate (NCRC®) is an 
evidence-based credential demonstrating the essential problem-solving 

and critical thinking skills needed for workplace success.
More than 5.7 million NCRCs have been awarded at one of the four levels:

More than 28,000 Employers 
are requiring or recognizing the NCRC nationwide



ACT WorkKeys Digital Badge by Credly



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.



Earn a National Career Readiness 
Certificate (NCRC)

=
To learn more, click here.

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


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 

of 2

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 Coordinator 
Responsibilities



Test Coordinator Responsibilities (1 of 3)

• Review resources and 
complete training

• Create and manage 
accounts 

• Ensure test security

Testing Staff Training Plan

https://www.act.org/content/dam/act/unsecured/documents/TrainingOutlineWorkKeys.pdf


ACT WorkKeys 
Testing Staff 
– Training Plan



Test Coordinator Responsibilities (2 of 3)

• Review resources and 
complete training

• Create and manage 
accounts 

• Ensure test security

Validus User Guide

https://content.act.org/resources/r/WorkKeys_State_National_Validus_User_Guide


Test Coordinator Responsibilities (3 of 3)

• Review resources and 
complete training

• Create and manage 
accounts 

• Ensure test security



Training 
Resources 
Available



Create and 
Manage 
Accounts 



Create Accounts

Test coordinator creates accounts for:

• Additional test coordinators

• Proctors

• Examinees



How to Create an Account (1 of 3)

Log in to Validus Virtual Test Center using your User ID and password



How to Create an Account (2of 3)

Click on User 
Management



How to Create an Account (3 of 3)

Click the 
Create button



Create Proctor User Account

• A "Create 
User" page 
will appear

• This is where 
you will create 
an account

• Enter first and 
last name

• Enter 
Examinee ID



Create Proctor User – User ID (1 of 2)

We recommend 
you enter a User 
ID - This must be 
unique to the 
examinee



Create Proctor Account – Assign Roles (2 of 
3)



Create an Account – Submit(3 of 3)



Existing Examinee User Account



Create Examinee User Account

NOTE: It is 
very important 
that First Name, 
Last Name, Date 
of Birth, 
and Examinee 
ID fields 
contain accurate
information



Create Examinee User – User ID (1 of 
2)
We recommend 
you enter a User 
ID - This must be 
unique to the 
examinee



Create User – User ID (2 of 2)

The remaining 
sections on this 
page should be 
left blank by the 
test coordinator



Create an Account – Assign Roles (1 of 3)



Groups & Batch Loading

• Create a group to make it 
easier to register 
examinees testing at 
different times

• Use Batch Load to create 
many accounts at one 
time

Groups and Batch Loading 
Video

https://share.act.org/watch/NcYZWG6RKnDN19eb5FZ3G3?
https://share.act.org/watch/NcYZWG6RKnDN19eb5FZ3G3?


Loading Examinees / Assigning Tests

The User Guide explains:
• Creating a Group
• Creating Accounts Using Batch Loading
• Group Registrations for One or More Tests



Add NRS Test Registrations for an Examinee



Selecting Pretest Forms



Add NRS Test Registrations for an Examinee 1 of 2



Add NRS Test Registrations for an Examinee 2 of 2

• Follow the normal process to add the Financial Profile on the 
Registration page if it appears.

• Follow the normal process to allow examinee to test. 



After Examinee has completed the Pre-Test

• Generate a score report
• Run a Data Export 

Report



Online Accommodations (2 of 2)

Extra time options:
• One and One-Half Time
• Double Time
• Triple Time



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



Validus Reports Portal
• View score results in the Reports Portal in 

Validus
• Setting up a new staff account 
• Roles in Validus 
• Access the User Guide
• Online reports portal user guide



Post Test Information



Selecting Post-test 
Forms

Assign Post-test Form
• If examinee tests within 30 days, the 

system will automatically 
assign a different WorkKeys NRS test 
form.

• If outside of 30 days, select the "NRS" 
form, then on the 
Registration tab, under the drop-down 
menu for More Actions, select Assign 
Forms to Registration.

• In the Form Name field, select a different 
test form than was taken during the pre-
test, and check the box next to Force.



Two Ways to Determine Examinee EFL number 1
1. Run any report that provides a Scale Score
• Proctor runs report from the Reports Portal
• Compare examinee’s score to table 
• Notice that the test name will only appear as WorkKeys Applied Math on the Individual 

Score Report

Education Functioning 
Levels

WorkKeys Applied Math 
Scale Scores

Beginning Literacy (EFL 1) 71-73

Beginning Basic (EFL 2) 74-78

Low Intermediate (EFL 3) 79-82

Middle Intermediate (EFL 4 83-85

High Intermediate (EFL 5) 86-87

Adult Secondary (EFL 6) 88-90



NRS Educational Functioning Level 
Benchmarks

Education Functioning 
Levels

Workkeys 
Workplace Documents 

Scale Scores

WorkKeys Applied Math 
Scale Scores

Beginning Literacy (EFL 1) N/A 71-73

Beginning Basic (EFL 2) 73-74 74-78

Low Intermediate (EFL 3) 75-77 79-82

Middle Intermediate (EFL 4) 78-80 83-85

High Intermediate (EFL 5) 81-82 86-87

Adult Secondary (EFL 6) 83-90 88-90



Two Ways to Determine Examinee EFL number 2

2. Run Data Export Report
• Run a Data Export Report from the Reports Portal.
• This report is dynamic and the two NRS fields will only 

appear if a NRS form has been completed.
• The two NRS fields identify the NRS Form and Education 

Functioning Level. 
• You need to know the form so you can assign a different 

form for post-test.



Post-Test Forms 
Force Assignment of 
Forms to Registration 
(if Testing Outside of 
30 Days)



Force Assignment of Forms to Registration 
(if Testing Outside of 30 Days) 1 of 2



Force Assignment of Forms to Registration 
(if Testing Outside of 30 Days) 2 of 2



Resources
• WorkKeys Online Test Administration Training
• ACT WorkKeys Online Technical Specifications
• NRS Quick Start Guide
• Validus User Guide
• Roles in Validus
• Groups and Batch Loading Training Video
• Online Reports Portal User Guide
• Crosswalk to College and Career Readiness Standards

https://www.act.org/content/act/en/products-and-services/act-workkeys/act-workkeys-assessments/administration/workkeys-online.html
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://content.act.org/resources/r/WorkKeys_State_National_Validus_User_Guide
https://www.act.org/content/dam/act/unsecured/documents/WorkKeysRoles-Validus.pdf
https://share.act.org/watch/NcYZWG6RKnDN19eb5FZ3G3?
https://www.act.org/content/dam/act/unsecured/documents/ACTWorkKeys-OnlineReportsPortalUserGuide.pdf
https://www.workreadycommunities.org/files/pdf/WorkKeys%20NCRC%20Crosswalk%20to%20CCRSAE%20Report%20&%20Appendices%201.6.22.pdf


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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