® Quick Start Guide
ACT WorkKeys: Administering a Test for

a Single Examinee

Document Purpose

This document contains information for test coordinators and proctors to administer an ACT®
WorkKeys® online test to a single examinee (or individual test taker). This applies to four tests:
1 ACT® WorkKeys® Applied Math
1 ACT® WorkKeys® Graphic Literacy
1 ACT® WorkKeys® Workplace Documents
1 ACT® WorkKeys® Workplace Observations

ACT uses a system interface for test coordinators
Ahowo), for proctoring activities in your test cel

System Specifications

For examinee computers, the supported internet browsers to use are Chrome (for Windows
OS) or Firefox (for Windows OS or MACs OS). These tests will not launch from Internet
Explorer (IE). The examinee will get the following error message if attempting to launch from
the IE browser.

= Error(4): The browser or operating system you are using does not comply with minimum
requirements.

Not e: Only the pr oc timernétExptorengs a ltiraavser, ifndesireduAdthmugh
Safari may work as a browser for the examinee computer, it is not fully compatible or supported
by Validus VTC, for the proctor computer. Safari (for MACs OS) is not fully compatible for
proctoring computers.

Reference the latest WorkKeys Online Technical Specifications to confirm that your computers
(workstations) meet the minimum technical requirements.

Process Overview

The following table shows the overall process for administering an ACT WorkKeys online test to
a single examinee (or individual test taker).

Procedure | Title

Creating an Examinee User Account

Adding Test Registrations

The Financial Profile

Adding Extended Time

Adding the Examinee to a Group

Examinee Launches a Test

Authorizing a Test

Monitoring a Test Session Taken by the Examinee
Generating an Instant Score Report
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http://www.act.org/content/act/en/products-and-services/workkeys-for-educators/assessments/administration/technical.html

M:T WorkKeys ADMINISTERING THE TEST TO A SINGLE EXAMINEE

Procedure 1: Creating an Examinee User Account

Follow the steps below to create a secure user account for an examinee to do online testing.
If the examinee has an existing valid user account in the system (in your test site): follow steps
1-3 to login. Search for their name in User Management, select their user account, select Edit,
andchooset he fARegi str at i oRratedirea2belownThen ski p to

I f the examinee does not have an account, youol |

Note: You may create an examinee user account and add test registrations prior to an

examineebds actual test day, helping you prepare f
recommended.
1. On the proctorés computer, enter the wurl for you

example shown below. This can be found in the email you received with realm information.

https://vtc.act.org/123456789( The number after the | ast sl ash re
number.)

Incorrect Results: You will know that the url you used for your desired realm was incorrect if
you see the User ID and Password with a Realm drop-down menu. Re-enter your correct
realm url and try again.

Please enter your Login information

User ID |

Password: |

)
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Correct Results: Fields for only entering a User ID and Password should appear for you to
log into the Validus Virtual Test Center (VTC) system.

Virtual Test Center

Please enter your Login information

UserID | |

Password | |

VALIDUS @ Admin Version: 4.2.0.64
© 2017 by ACT. Inc. All rights reserved.
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ADMINISTERING A TEST TO A SINGLE EXAMINEE

2. Enter your proctor User ID and Password and then select the Login button.

Results: Your real més fiHomeo page should appear on

3. On the left side of the page, select the User Management navigation menu item.

My Account /
User Management

User Batch Load

Account Management
Group Management
Reports

References

Connect To TAO

4. On the right side of the page, select the Create button.

More actions. . Create

Results: A ACreate Usero page will appear. There
below.

Note: Required fields are indicated with an asterisk (*).

Virtual Test Center

WorkKeys'
-

UAT Operations LOGOUT

Create User )

Login Information

User Management User iD: [ | |Generate ID]

User Batch Load Password: | ‘

Account Management Confirm Password ‘ ‘

Group Management -
Security

Question: | ~

References

Answer: | |

Connect To TAO
Personal Information

* First Name: ‘ ‘

Middle Name: [ |

* Last Name: ‘ ‘

Date of Birth:? MMIdd/B‘B‘Jq

* Examinee/Employee ‘ ‘
1D:

Permanent Mailing Address

Addressi: | |

Adaress2” | |
ity | ]

ZIP Code: | J

Email- | |




ADMINISTERING A TEST TO A SINGLE EXAMINEE

5. Fillin all required fields for the examinee. Here is information you need to know about
certain fields.

a. First Name
T This needs to be the examineebds actual firs
name the examineegoes by. Use appropri atnamecaase so t
display correctly on future certificates.
1 Keep in mind that when examinees arrive to take the test, they will need to present a
photo ID. The name on the account needs to match the name on the photo ID. Slight
variations are ald oiwedt e ad cchf afsD aivDiad/.eo
1 If an examinee earns an ACT® WorkKeys® National Career Readiness Certificate®
(ACT® WorkKeys® NCRC®), the name printed on the certificate will be the same as
the name listed on this account.
I Thisis one of the five (5) match criteria used to produce the ACT WorkKeys
NCRC.I' t 6s <critical that the same first name be
ACT WorkKeys tests.
b. Last Name
1 As with the first name, the examinee name on the account needs to match the name
on the photo ID and should be in appropriate case.
i If an examinee becomes eligible to earn an ACT WorkKeys NCRC, the name printed
on the certificate will be the same as the name listed in this account.
1 Thisis one of the 5 match criteria used to produce the ACT WorkKeys NCRC.
c. Examinee ID
9 This should be a series of numbers unique to the examinee. A suggestion would be
a student ID number or an employee ID number.
M Donotuse the examineebds driverods |l icense numbe
or any number that contains a portion of the SSN.
1 The number can include a maximum of 11 digits.
9 This is one of the 5 match criteria used to produce the ACT WorkKeys NCRC.

t
h

6. Although not marked (with an *) as being required, we highly recommend that you enter the
following information.
a. Date of Birth
9 The birth month is one of the 5 match criteria used to produce the ACT WorkKeys

NCRC.
9 The birth day is also one of the 5 match criteria.
b. User ID

1 The User ID you create is what the examinee will use to log in and take the tests.

I The User ID must be a minimum of 3 characters long. It may be a combination of
letters and/or numbers and is not case sensitive

1 You may either select the Generate ID button or create your own User ID unique to
the examinee. The Generate ID button only works if the last name and first name
fields have been populated.

T We suggest creating a User I D that is easy t
emai | addr es s olast narheeanddirst antiel of tbeefifstsname, followed
by a number.

T Donotuse the examineeds driverds | icense numbe

or any number that contains a portion of the SSN.



ADMINISTERING A TEST TO A SINGLE EXAMINEE

9 Once a User ID has been entered into the system, it is permanent. It cannot be
changed or duplicated. Thisappl i es t o the entire Validus sys
realm.

c. Password (and Confirm Password)
1 The system can generate a password for the examinee, but we recommend that you
create one. The examinee can change it later if desired.
i The password is case sensitive.
1 The password can be a combination of letters and/or numbers.
1 The password must be a minimum of 6 characters and a maximum of
30 characters long.

Note: You may fill in more information if preferred, but i tdéds not required. T
need to review and confirm any information prior to launching the test. But remember, the
User ID cannot be altered.

Review your selections and entries. When you are confident that the information is accurate,
select the Submit button at the bottom of the form.

Results: The ARol eso0o page appears. See the tabs
Roles, Registration, and Group. The Roles tab is highlighted after selecting.

Virtual Test Center

orkKeys'

UAT Operations LOGOUT
Edit User: QQQSmitQ67402
My Account | Roles )

User Management

User Batch Load

Description

Account Management VTCADMIN - Admin - Account Management - Allows the grantee to disable, lock, unlock,

and reset passwords of existing users within the reaim

[/ Account Manager

Group Management
RSP - Examinee - Allows the grantee to register, schedule and take tests within the

] Examinee realm
References 0 Proctor Proctor
Connect To TAO []  Portal Reporis WorkKeys Portal Reports - Admin - Allows the graniee access fo the reporting portal for WorkKeys
' VTCADMIN - Admin - User Management - Allows grantee to create, read, update delete
O User Manager users within the reaim (includes roles)
T Batch Load VTCADMIN - Admin - Batch load - Allows grantee to create and manage batch load files

restricted to only files they have loaded

VALIDUS ® Admin \Version: 4.2 0.64
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ONLY select the box next to the Examinee role so that a check mark appears in that box.

Select the Submit button to save that selection.

IMPORTANT! If you do not choose the Submit button, the Examinee role will not become

activated and the examinee will not be able to login to take the test. Instead, the examinee

will receive an error message trying to login to the testing site. If this occurs, you will need to

gobacki nt o the Roles tab of the examineeds user ac
role.

Result: The registration page appears.
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Procedure 2: Adding Test Registrations

1. Select the Create button on the right side of the page to create test registration(s) for the
examinee.

" ——
Virtual Test Center

LOGOUT

Registration
v

User Management fCreate | Create From Profile

User Batch Load
ﬁ Administration Registraton 18 Sreate bate N
Account Management ype

— Please create a registration —

Group Management

WVALIDUS @ Admin Version: 4.2.0.64
© 2017 by ACT, Inc. All rights reserved.

Connect To TAO

2.1ln the ASelectodo column, choose the box next to
register the examinee. A check mark will appear in that box. You may select more than one
test title for the examinee. For instance, you can choose the three ACT WorkKeys NCRC
tests.

i S
Virtual Test Center

WorkKeys'
WorkKeys TTS Demo

P

Edit User: QQQExamQ50444

D
Group Management
Reforences WorkKeys Applied Math WorkKeys Assessments
(] WorkKeys Applied Math - Text To Speech WorkKeys Assessments
WorkKeys Graphic Literacy WorkKeys Assessments
(]  WorkKeys Graphic Literacy - Text To Speech WorkKeys Assessments
WorkKeys Workplace Documents WorkKeys Assessments
["]  WorkKeys Workplace Documents - Text To Speech WorkKeys Assessments
]  Workplace Observation WorkKeys Assessments

Select and Bl

VALIDUS ® Admin Version: 4.2.1.19
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3. Review your selections. Once you are confident that you have selected the correct test(s),
select the Submit button at either the top or the bottom of the page.
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Procedure 3: The Financial Profile

The next steps regarding the Financial Profile may, or may not, appear. It depends on whether
your user account can access more than one financial profile (contract).

1. If a Financial Profile selection field does appear for a test title, choose the appropriate
profile type that applies to this test registration from the drop-down list.

Registrant Information

Title. WorkKeys Applied Math
Administration: WorkKeys Assessments

Finance

* Financial Profile:? @

* = Required
Submit! |Cancel

VALIDUS ® Admin Version: 4 2.0.64
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2. Select the Submit button at the bottom of the page.

Note: If the Financial Profile field appears, it will appear for each test title that was selected
for this examinee account. As soon as Submit is chosen, the next test title screen will
appear. Make the appropriate Financial Profile selections and Submit, until you see the next
screen below.

ays the test ti

Result: TheRegi st rati on screen n I
do for each one.

account with a Status of

Virtual Test Center

LoOGouUT

WorkKeys'
’ UAT Operations

Edit User: QQQSmitQ67402
User Management Select and Create From Profile

User Batch Load

Account Management

, " Applied Mathematics 2.0 - 05/31/2017
Group Management ) WorkKeys Applied Math UAT Keyed 22393790 Individual 07-11:25 PM Created
WorkKeys Workplace Documents ‘ZNS'S’%?‘E D:;”mems 22393792 Individual g?{ﬂféggm Created
References 8 €y o
~ o | Graphic Literacy 2.0 UAT . 05/31/2017
Connect To TAO (O WorkKeys Graphic Literacy Keyed 22393791 Individual a7-11-35 p | Created

WALIDUS & Admin Version: 4.2.0.54
@ 2017 by ACT. Inc. All rights reserved.




ADMINISTERING A TEST TO A SINGLE EXAMINEE

Procedure 4: Adding Extended Time

1. If you need to give this examinee extended time on one or more tests, you can do it here,
one test at a time. Select the test for which you want to extend the time and select Edit.

/INRIDOLY | Virtual Test Center

LOGOUT

ACIl WOWKWS WorkKeys Secure Site

Edit User: QQQSmitQ67402
User Management selectan | )| Z R ST Croate From Pofts

User Batch Load
Account Management Ype

04/12/2019

Group Management ) WorkKeys Applied Math WorkKeys Assessments 33420231 Individual 01:09:58 PM Created
Reports
WorkKeys Workplace Documents WorkKeys Assessments 33420233 Individual g‘:'%%%g?m Created
References e
o - 04/12/2019
Connect To TAO WorkKeys Graphic Literacy WorkKeys Assessments 33420232 Individual 01:09°58 PM Created

VALIDUS & Admin Version: 4.2.1.12
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2. On the next screen, choose the Extended Time drop-down, and select standard time x 1.5,
2.0, or 3.0.

/M| BLY | Virtual Test Center
ACI‘WUI‘IKEYS WorkKeys Secure Site LOGOUT

My Account

User Management

User Batch Load
Account Management

Group Management

References

Connect To TAO

3. Click Submit.

egistrant Information

Administration: WorkKeys Assessments

Title: WorkKeys Applied Math

Starting Date: MMiddlyyyy

MMiddiyyyy

Exposure CoMol: || ¥

Registration Informati
Extended Time:|| 7|

Score Report| 'gtandard Time x 1.5
* = Required Standard Time x 2.0
Standard Time x 3.0

VALIDUS @ Admin Version: 4.2.1.12
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If adding the examinee to a pre-existing group, follow the Procedure 5 below. If not, skip

to Procedure 6.
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Procedure 5: Adding the Examinee to a Group

1. Select Group at the top of the page.

LOGOUT

.
Graphee Liweacy 2 0 UAT Japhe Literacy 2 0 UAT 2412108 S 5 15 3%
QX2

VALIDUS ® Admen Verson 42074
© 2017 by ACT e Al nghts reserved

Workpkace Documents 2 0 UAT ST haehi? aaw it D r ooty Cresed

2. Select Add on the right side of the page.

3. Enter the name of the pre-existing group

T I'f you dondét know the exact name or canot

empty and use the Search feature. A list of all groups in this realm will appear.

1 If you want to add the examinee to a group that you created, enter your User ID in the
i Owner 0 bl oc Bearch Alistrof gsowps that yiou created will appear.

1 If you need to create a group, follow the directions in the Creating a Group Quick Start
Guide.

remert


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




























