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Learning Objectives

» Staff Responsibilities
* Online Testing

« Accommodations

* [rregularities

* Reporting
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WorkKeys Assessments
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DOCUMENTS
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WorkKeys Assessments - Spanish
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What's new beginning in the fall of 20237

Online Testing Manual Quick start guides Screen Reader will be
and TAO User Guide consolidated into one available in Spring
consolidated Validus User Guide 2024

-/
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What's new beginning in the fall of 20237

L

WorkKeys Assessments Approved for WIOA by NRS

Talk to your ACT 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
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Test Coordinator Responsibilities

 Review resources and
complete training

* Create and manage
accounts

* Ensure test security

Testing Staff Training Plan
N ACT®WorkKeys



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

ACT WorkKeys
Testing Staff
— Training Plan

ACT WorkKeys’

TRAINING PLAN
ACT® WorkKeys® Testing Staff

m PROGRAM: ACT WORKKEYS m PRODUCT: ACT WORKKEYS ASSESSMENTS m AUDIENCE: NATIOMNAL TESTING STAFF

ACT® WorkKeys® Testing Staff Training Plan: This
plan outlines the sequential order in which you
should consume these essential resources to get
you started as a knowledgeable and capable
administrator of the ACT WorkKeys tests.

Training Rationale: Who and Why

Each test coordinator, substitute test coordinator,
room supervisor, and proctor should complete
these same steps. In this way, all testing staff will be
consistently trained and prepared for ACT
WorkKeys test administrations, complying with the
policies and procedures.

4 Put into practice what you've learned by
registering examinees and launching the tests
in the ACT WorkKeys Training Site realm, using
the login and guides provided below.

5. All test administration resources for both online
and paper testing are available at the ACT
WorkKeys Administration website. Bookmark it
and refer to it often.

Steps in the Plan

Read the documents and practice administering
the ACTE® WorkKeys® online tests as outlined
below.

1. The most important resource for you to read,
understand, and reference often, for all policies
and procedures, is the appropriate test format
administration manual:

a. ACT WorkKeys Administration Manual

for Online Testing

b. ACT Workkeys Administrgtion Manugl

for Paper Testin

2. Mext, read the ACT WorkKeys Frequently Asked
Questions.

3. Then register for and attend one or more of the
free on-demand webinars on the WorkKeys
[raining web page, under Open Enrollment
Webinars.

WorkKeys Training Site for Test
Administrators

Training site logins: The testing realm for
WorkKeys is a virtual test center, administered by
Validus®, which also administers the training site.

« Training site URL: Test administrator experience:
https://ftestadministration.orgitcadmin/goRealm
Logindo?realm=566617744

o User ID:Training234
o Password: Training234

« Training site URL: Examinee testing experience:
https:/ftestregistrationorg/rsp/l ogindo?event=g
ofrealm=566617744

o User fD:(Use an examinee |D you created in
the test administrator realm.)

o Password: (Use the examinee password you
created for that exarminee D in the test
administrator realm.)

Validus User Guides: While in the training site
reference the following guides, which include
foundational procedures for online testing:

+« Adminis g a Test to a Single Examinee

Questions? Contact ACT WorkKeys Customer Support at 800.967.5539 or workkeyvs@act.org.

ACT®WorkKeys




Test Coordinator Responsibilities

e Review resources and
® complete training

*Create and manage
accounts

* Ensure test security

N ACT WorkKeys




Test Coordinator Responsibilities

e Review resources and
complete training

* Create and manage
accounts

 Ensure test security

N ACT WorkKeys




Training Realm Available

. T T
[/\R|DBSY Virtual Test Center

My Account
User Management
User Batch Load
Account Management
Group Management
Profile Management
Barcode Management
Financial Profiles

Reports Portal

References

Connect To TAQ

ACT workeys WorkKeys IV Training Site

Welcome to VTC Console

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

566617744 is your Realm ID.

Select and
O WorkKeys IV Training Site WorkKeys Internet Version Training Site Created By: Julie Rohret Created On: 10.04.10

VALIDUS ® Admin Version: 4.2.1.44
© 2023 by ACT, Inc. All rights reserved.

Training Site for Administrators  User ID: Training234

Password: Training234

ACT®WorkKeys


https://testadministration.org/vtcadmin/goRealmLogin.do?realm=566617744

Create and
Manage
Accounts

1 f - . ; ‘-“.‘an\-- e il e A
N ACT WorkKeys



Create Accounts

@ ]
Test coordinator creates accounts for:

« Additional test coordinators

e Proctors
>

Fﬂ?\' e Examinees

74

A(:T WorkKeys



How to Create an Account i«

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

HALIDUS B st RO s

Please enter vour Loain information

User ID:

Password:

VALIDUS ® Admin Version: 3.0.0.439
© 2015 by ACT, Inc. All rights reserved.

A(:T WorkKeys



How to Create an Account ws

IALIDUS Bt R R e s
Yeow i LOGOUT

Welcome to VTC Console

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

Click on User
Management

My Account

User Management

User Batch Load
Salectmd More actions.. List All Realms
Account Management

566617744 is your Realm ID.

Group Management WE_ Realm ID
' . WorkKeys Intemet Version

i el e JorkKeys ' Training Site Created By: Julie 566617744

Barcode Management 9 Rohret Created On: 10.04.10

Reports Portal

VALIDUS ® Admin Version: 3.0.0.439
Reports © 2015 by ACT, Inc. All nights reserved.

References

A(:T WorkKeys



How to Create an Account ses

J\NR[BOXY | Virtual Test Center

Click the
Create button

A(:T WorkKeys

My Account
User Management
User Batch Load

Account Management

Group Management

Profile Management

Barcode Management

Reports Portal

References

LOGOUT

—Search Criteria

Last Name: |
First Name: |
User ID: |
Examinee ID:
Email:
Date Of Birth: |
MM/dd/yyyy
Status: | Show All v |
Search
Use "%" for wild card searches.

[Viore actons.— | [Crestel]

% . Date Of | Examinee
Mm




Create Proctor User Account

/AR BNY  Virtual Test Center

LOGOUT

 A'Create B 4
User” page Create User
Wi” appear Login Information

User ID:
!Generate ID

Account Management Password:

My Account
User Management
User Batch Load

* Thisis where
you will create
an account

Group Management Confirm Password:

Profile Management 5
Security

. Barcode Management = .
* Enter first and = e
| a St n a m e Answer:
Rolironces Personal Information
° E nte r * First Name:?
Examinee |ID Middle Name:

* Last Name:?

Date of Birth: =~ MM/dd/yyyy

Examinee |D:?

A(:T WorkKeys



Create Proctor User — User |ID

/J\R|® BNy  Virtual Test Center

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

A(:T WorkKeys

Login Information

User ID:

My Account
User Management
User Batch Load
Account Management Password:

Group Management Confirm Password:

Profile Management .
Security

Barcode Management :
Question:

Reports Portal

Answer:
Personal Information
References
* First Name:?

Middle Name:

* Last Name:?

Date of Birth:

* Examinee ID:?

MM/dd/yyyy

LOGOUT




Create Proctor Account — Assign Roles

(M|®OXY | Virtual Test Center

WorkKeys'
——

Edit User: SmithJ17776

Select and

#|  Account Manager

WorkKeys IV Trammg Slte LOGOUT

User Management
User Batch Load

Account Management

Group Management

VTCADMIN - Admin - Barcode Management - Allows the grantee to define barcodes in

Profile Management Barcode Manager Barcode Management.

Barcode Management 4 Examinee RSP - Examinee - Allows the grantee to register. schedule and take tests within the realm

AUIMIIN - Admin - Frofile Mianagement - Allows the grantee 1o edit profiie under Frofiie
Profile Manager Management
References .
Portal Reports WorkKeys Portal Reports - Admin - Allows the grantee access to the reporting portal for WorkKeys
Portal Manager Portal Reports - Admin - Allows the grantee access to the reporting portal

¥ Password Manager passwcrds in the user management section provided they already have access to user

management

Report Manager VTCADMIN - Admin - Reports - Allows grantee to view reports
VTCADMIN - Admin - User Management - Allows grantee to create, read, update delete

User Manager users within the realm (includes roles)

Batch Load Admin VTCADMIN - Admin - Batch load - Allows grantee to create and manage batch load files,
has access to all files

Batchload VTCADMIN - Admin - Batch load - Allows grantee to create and manage batch load files,

restricted to only files they have loaded

Select and BT

A(:T WorkKeys



Create Proctor Account — Assign Roles

(M|® BNy | Virtual Test Center
WorkKeys

—

Edit User: SmithJ17776

Select and

VTCADMIN - Admin - Account Management - Allows the grantee to disable, lock, unlock,
and reset passwords of existing users within the realm

VTCADMIN - Admin - Barcode Management - Allows the grantee to define barcodes in
Barcode Management.

WorkKeys IV Training Site LOGOUT

User Management

User Batch Load

Account Management
#|  Account Manager
Group Management

Profile Management L Barcode Manager

Barcode Management «  Examinee RSP - Examinee - Allows the grantee to register, schedule and take tests within the realm

L4 Proctor Proctor

Profile Manager VTCADMIN - Admin - Profile Management - Allows the grantee to edit profile under Profile

Management
References "
Portal Reports WorkKeys Portal Reports - Admin - Allows the grantee access to the reporting portal for WorkKeys
Portal Manager Portal Reports - Admin - Allows the grantee access to the reporting portal
VTCADMIN - Admin - Password Management - Allows the grantee to view and edit
¥ Password Manager passwords in the user management section provided they already have access to user
management

Report Manager VTCADMIN - Admin - Re - Allo antee to view report

VTCADMIN - Admin - User Management - Allows grantee to create, read, update delete
¥ User Manager users within the realm (includes roles

Batch Load Admin VTCADMIN - Admin - Batch load - Allows grantee to create and manage batch load files,
has access to all files

Batch Load VTCADMIN - Admin - Batch load - Allows grantee to create and manage batch load files,
restricted to only files they have loaded

Select and BT

A(:T WorkKeys



Create an Account — Submit

(M|® BNy | Virtual Test Center
WorkKeys
G

B _ _ e

WorkKeys IV Training Site

LOGOUT

User Management

User Batch Load

Account Management

v
Group Management
Profile Management
Barcode Management )
Cd
References
i
Ud

Edit User: SmithJ17776

Account Manager

Barcode Manager

Examinee

Proctor
Profile Manager

Portal Reports WorkKeys
Portal Manager

Password Manager

Report Manager

User Manager
Batch Load Admin

Batch Load

Description

VTCADMIN - Admin - Account Management - Allows the grantee to disable, lock, unlock,
and reset passwords of existing users within the realm

VTCADMIN - Admin - Barcode Management - Allows the grantee to define barcodes in
Barcode Management.

RSP - Examinee - Allows the grantee to register, schedule and take tests within the realm
Proctor

VTCADMIN - Admin - Profile Management - Allows the grantee to edit profile under Profile
Management

Portal Reports - Admin - Allows the grantee access to the reporting portal for WorkKeys
Portal Reports - Admin - Allows the grantee access to the reporting portal

VTCADMIN - Admin - Password Management - Allows the grantee to view and edit
passwords in the user management section provided they already have access to user

management
VTCADMIN - Admin - Reports - Allows grantee to view reports

VTCADMIN - Admin - User Management - Allows grantee to create, read, update delete
users within the realm (includes roles)

VTCADMIN - Admin - Batch load - Allows grantee to create and manage batch load files,
has access to all files

VTCADMIN - Admin - Batch load - Allows grantee to create and manage batch load files,
restricted to only files they have loaded

A(:T WorkKeys




Register Examinees

 Add students and register them
for one or more tests

« Assign additional users

\ ACT WorkKeys



Create Examinee User Account

/AR BNY  Virtual Test Center ACT® |

LOGOUT

NOTE: It is

very important Create User
t h at FI rst N am e’ My Account Login Information
Last Name, Date e User D
Of BI rth, Account Management Password:
and Examinee snp ':wt( R
l D ﬂ S l d S Barcode Ma:agement oy i -
contain accurate Reports Fons ,

i n fo r m a t I O n onsth Personal Inform::::er-

References

* First Name:?
Middle Name:

* Last Name:?

Date of Birth: =~ MM/dd/yyyy

Examinee |D:?

A(:T WorkKeys



Create Examinee User — User |ID

/AR BNY  Virtual Test Center

LOGOUT

We recommend 2
you enter a User

. My Accoun Login Information
ID - This must be T - ‘
unigue to the
examinee

User Management
User Batch Load

User ID:

Account Management Password:

Group Management Confirm Password:

Profile Management .
Security

Barcode Management .
Question: v

Reports Portal

Answer:
Personal Information
References
* First Name:?

Middle Name:

* Last Name:?

Date of Birth: =~ MM/dd/yyyy

* Examinee ID:?

A(:T WorkKeys



Create User — User ID

Are you
currently in v
school?:

The remaining

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

If you are in
school, why
are you v
attending
school?:

State /
County of
Residence:?

Current
Status:?

* = Required

[Submit‘ ‘Cancel]

VALIDUS ® Admin Version: 3.0.0.439
© 2015 by ACT, Inc. All rights reserved.

A(:T WorkKeys



Create an Account — Assign Roles

(M|® BNy | Virtual Test Center
WorkKeys
G

Edit User: SmithJ17776

WorkKeys IV Training Site LOGOUT

User Management

User Batch Load

Account Management : At N VTCADMIN - Admin - Account Management - Allows the grantee to disable, lock, unlock,
and reset passwords of existing users within the realm

VTCADMIN - Ad

Group Management

Profile Management L Barcode Manager

Barcode Management ¥  Examinee RSP - Examinee - Allows the grantee to register. schedule and take tests within the realm

Proctor Proctor

Profile Manager VTCADMIN - Admin - Profile Management - Allows the grantee to edit profile under Profile

Management
References .
Portal Reports WorkKeys Portal Reports - Admin - Allows the grantee access to the reporting portal for WorkKeys
Portal Manager Portal Reports - Admin - Allows the grantee access to the reporting portal
VTCADMIN - Admin - Password Management - Allows the grantee to view and edit
Password Manager passwords in the user management section provided they already have access to user
management
Report Manager VTCADMIN - Admin - Reports - Allows grantee to view reports

VTCADMIN - Admin - User Management - Allows grantee to create, read, update delete

User Manager users within the realm (includes roles)

Batch Load Admin VTCADMIN - Admin - Batch load - Allows grantee to create and manage batch load files,
has access to all files

Batchload VTCADMIN - Admin - Batch load - Allows grantee to create and manage batch load files,

restricted to only files they have loaded

P S omit

A(:T WorkKeys



Online Accommodations

Extra time options:

* One and One-Half Time
 Double Time

* Triple Time

\ ACT®WorkKeys



Online Accommodations — Text-to-Speech

Text-to-speech
assessments are
additional forms of
the test, and the
pace is controlled
entirely by the
examinee

Edit User: RickHarrisTesting

User | Security | Roles Groupl

Select and w

g

O0O0Oogao

O

Select and W Cand

Administration

WorkKeys Applied Math
WorkKeys Applied Math - Text To Speech

WorkKeys Graphic Literacy / WorkKeys Assessments
WorkKeys Graphic Literacy - Text To Speech WorkKeys Assessments

WorkKeys Assessments

WorkKeys Assessments

WorkKeys Assessments

WorkKeys Workplace Documents

WorkKeys Workplace Documents - Text To Speech WorkKeys Assessments

\ WorkKeys Assessments

Workplace Observation

VALIDUS ® Admin Version: 4.2.1.17
© 2020 by ACT, Inc. All rights reserved.

Assessment =
Number Remainin
9

Individual #
Individual 2
Individual *
Individual o
Individual =
Individual 5
Individual =

ACT®WorkKeys



Online Accommodations —
Screen Reader

* Helps examinees with visual disabilities including
olindness access printed text.

* Differs from text-to-speech software and pre-recorded
audio (URL) as it not only reads the entire test aloud to
the student, but it provides screen orientation and
navigation.

* Only request screen reader for a student who is familiar
with and knows how to use It.

« A companion braille test booklet (for Screen Reader)
must be ordered in advance of this testing.

\ ACT WorkKeys



Groups & Batch Loading

« Create a group to make it
easier to register
examinees testing at

different times

« Use Batch Load to create
mMany accounts at one

time 000000

\ ACT WorkKeys



Pre-Test Activities



Loading Examinees / Assigning Tests

The Validus User Guide will help with:

« Creating a Group

» Creating Accounts Using Batch Loading

» Group Registrations for One or More Tests

Validus User Guide

\ ACT WorkKeys


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

Prepare Testing Rooms

standard-time examinees
to each room

Allow 15 - 30 F Single-level classrooms
o
0

Plan appropriately for

? students testing with P Cover test-related

accommodations and/or bulletin boards
English learner supports

I

ACT®WorkKeys



Prepare Testing Rooms

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

materials

Q!
[

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

I

ACT®WorkKeys



Online Test Administration



Step 1. System Check

Administrative Workstations

Operating Systems

Verity the machine and

« MAC OS5 10.13.5+

network to be used for . Chrome OS 88+

Web Browsers

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

« Chrome 80+

requirements o

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 ! w1

Web Browsers

+ Firefox 90+
« Chrome 93+

Screen Resolution

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

ACT®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

——

AL IDUS B R e s

« TAO System

Check and e N T
Valldatlon My Account

-I—eSt User Management S
e TAO System Check Validation Test Proctor

Account Management

Group Management VALIDUS ® Admin Version: 4.2.1.13
@ 2020 by ACT, Inc. All rights reserved.

Profile Management
Barcode Management
Reports Portal

Reports

References

Connect To TAO

ACT®WorkKeys



Online Testing Process

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

A(:T WorkKeys



Log In to TAO Test Delivery System

Virtual Test Center

Please enter your Login information

o | ] Kendall Robbins

Password: [ l

Update Your Account Information

* = required Privacy Policy

VALIDUS ® Admin Version: 4.2.1.44
© 2023 by ACT, Inc. All rights reserved.

Personal Information

First Name:2 Kendall

Middle Name:
Last Name:? Robbins

* Date of Birth: MMdd/yyyy
Examinge ID:? Robbink0101

Permanent Mailing Address

* Address1:
Address2:

* City:

ACT®WorkKeys



Validus Test Launch Page

_ Kendall Robbins
123 Main St. New Orleans LA 70123
Your Registrations

Welcome to the WorkKeys Internet Version.

Next/Options

I

Title - click a title for details
+) Practice Applied Math
+) Practice Workplace Documents

-+ Practice Graphic Literacy

VALIDUS ® RSP Version 4.2.1.17
© 2018 by ACT, Inc. All rights reserved.

ACT®WorkKeys



L aunch Test )
" 4

e 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

ACT®WorkKeys



L aunch Test )
" 4

<« Cc & testadministration.org/vicadmin/connecttoTAO.do?event=go

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

) p rOCtO r CO n n eCtS to INH|BBSY | Virtual Test Center
ACT .wm WorkKeys IV Training Site

TAOandthen N @B ACTwuy vowwonmummose
chooses Proctor home

My Account

User Management
o Babk P aad 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&gemem
Mnagemem
mmﬂles

Attribute Management
W&nagem ent
m Management
Reports Portal
mnagemam
m Search

Reports

References

Connect To TAO
]

ACT®WorkKeys



Authorize with TAO @

e TAO Proctor o

window shows

L] L] L]
a I l a Ct IV I t I I I = FIRECI LSt s CemoMTe Started at Status  ff Aut horize | Pause Remaining Connectivi ty o Progress Administration
y y 20170810 - 2017/08/10 y
L]
yo l I r t e St I r \ g Delreny of Practice Workplace Document s Temy Fhillips terry philips@yahoo.com  05/10,/ 2047 09:08:10 Awsiting n 1] nﬂn
Pay # Previous  Next B

center for the
day including
completed
tests

ACT WorkKeys



Authorize with TAO @

e Use the
buttons across ACT workeys
the top of the
display to sort
or filter the
formation = e P T
that is
displayed

ACT®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 »

ACT®WorkKeys



Test Delivery

» Occasionally, the
testing may be
INnterrupted. This
could be a power
outage, dropped
network connection, oK
Or even a pop-up
message from your
computer

®

The assessment has been suspended. To resume your assessment,
please relaunch it.

I

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

SN 5:adford Pare

Update Account Info
123 Main St. Prairieville LA 70769
Your Registrations

Welcome to the WorkKeys Internet Version.

Title - click a title for details Date Next/Options

+) Practice Workplace Documents
Relaunch|

+) Practice Graphic Literacy

|Selecta New Title| |Show Old Registrations|

R

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
person, or several examinees
Individuals involved in a
single circumstance

I

ACT®WorkKeys



Types of Irregularities
Examples of Individual Irregularities

5;& lliness Irrational Behavior
e |[f an examinee e |[f an examinee acts

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

the room administration

manuals z

ACT WorkKeys



Types of Irregularities
Examples of Individual Irregularities

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

for Prohibited Behavior section of the test
administration manual

I 4

ACT®WorkKeys



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

ACT®WorkKeys



Types of Irregularities
Examples of Group Irregularities

'/
y
\é

Disturbances and Emergency
Distractions Evacuation

I

ACT®WorkKeys



Types of Irregularities
Examples of Group Irregularities

%;% @
Inclement Copying Power
Weather Tests Failure

I

ACT®WorkKeys



Accessing the Irregularity Report

INHI®IBSY  Virtual Test Center

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

eferences I

Connect To TAO

A(:T WorkKeys

Welcome to VTC Console

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

566617744 is your Realm ID.

Select and List All Realms
Sec[Name ————— [ooscripon ——_[Ream

WorkKeys Internet Version Training Site Created By: Julie Rohret 566617744

WorkKeys IV Training Site Created On- 10.04.10

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 AGT® WaorkKeys® 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 nerm for administering
o e 9 o 9 @ o an ACT WorkKeys testing session.” A WorkKeys Testing Irregularity Repart must be submitted as soaon as possible after an incident
occurs
Step 1 Step 2 step 3 Step 4 Step 5 Step & Step 7

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., one 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 a single examinee experiences multiple irregularity issues, please submit a separate

(e T T T2 T e e iy s form for each issue. This is important 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.

Required fields marked «.
Test Site Information

Helpful Links NameotTestster[ ]
Expand each tray to reveal the information you're looking for.
Site Code/Realm Number * |:|
. . A~
Change of Coniact or Organization Form City * l:l

Country *
Irregularity Report

Examinee Records Modification Request Form (PDF)

Back fo Top & Room #/Location ‘l:l

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
PRE oL « 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
=
=]
®©

ACT®WorkKeys



Accessing the Irregularity Report

ACT WorkKeys

Current sessions: 3

'O Refresh p Authorize E Report

< [pession First name Last name Usermname Started at Status Authorize Pause Remaining - Extended Time Connectivity © Progress Administration
Filter Filter Filter 05/11/2018 - 05/11/2018

¢ Pelivery of Practice Workplace Documents Rainbow Bright BrightR051118 05/11/2018 10:20:50 completed B n finished B

¥ Pelivery of Practice Applied Math Reinbow Bright BrightR051118 05/11/2048 10:04:34 completed | n finished E

¥ Pelivery of Practice Graphic Literacy Jane Smith Jeness 05/11/2048 06:51:30 canceled > n BB

Pagelof 1 # Previous Next B

ACT®WorkKeys



Scores and Reports



Generate Score ACT vosor o

Examinee: Test1, Murphy1 Examinee ID*: 8864
e O r t S Realm: NCRGC 2.0 E2E Test Realm ReportDate:  Aug 31, 2018
|: Level ]| Possible Scale Possible
. Manifest Name: Test Date Score | Range ‘ Score ‘ Range
Workkeys Graphic Literacy DA20/2018 7 | .7 | w | es.m

WHAT YOUR SCORES MEAN

WorkKeys Graphic Literacy:

° You scored at Level 7. Pecple who score at Level 7 have demonstrated all of the Levels 3, 4, 5, and 6 skills.
C O r e r e p O r S I I I u S They also have demonstrated, using graphics designed at the highly complex level, the following skills:

+ Compare two of more trends/patterna/relationships

be safeguarded K et
+ Make a reasonable inference or decision based on one graphic after finding information in ancther graphic

+ Justify an inference or decision based on information
« Identify the most effective graphic given a defined purpose
- Justify the most effective graphic given a defined purpose

© 2018 ACT, inc. All rights reserved. **iD fiedd = abbreviated to kst four digits
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Score Reports — Validus VTC

AALIDUS IR B e o

Home

My Account

User Management
User Batch Load
Account Management
Group Management
Profile Management
Barcode Management
PNP Site Management
Financial Profiles
Attribute Management
SOC Management
Assessment Management
Reports Portal

Realm Management
Global User Search
Reports

References

Connect To TAO

Select and (2T} [T Y T W

More actions...
) No 1 -

History
O WorkKey Assign Forms To Registration
| Create From Bundle

O WorkKey ynauthorize

Update Status

O WorkKe)l -----------

| Disable Session
ReEnable Session

VALIDUS ® Admir Delete

|

© 2022 by ACT, Inc. All rights reserved.

 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

ACT®WorkKeys



“Instant” Individual Score Report

Individual Score Report (by Examinee)

ACT WorkKeys Skill Report

Page 10of 1

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: Michael, Krista
Examinee [D**: 5468

Test Level Score cale Score WorkKeys Individual Score Report With Scale Score
WorkKeys Applied Math 7 20 Examinee: Michael Krista

Examinee ID**: 5468
WHAT YOUR SCORES MEAN Test Level Score D‘;JC: Scale Score

‘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: WorkKeys Applied Math 7 <3-7 20

= 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 it using fract mixed b decimals, and p -
= Calcul I of sph ylinders, 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.

ACT®WorkKeys



Summary Score Report

Individual Summary Scoré Repon

Pags 1o 1
ACT
WorkKeys" sy report
Examinee: TESTOS, Alot Examines 10" 1724
Reakm: MCRC 2.0 E2E Test Realm Report Date: Sep 1, 2017
Level Possibile Scale Possible
Manidest Name Test Date s R s B |
WorkHeys Apphed Mag TAD0T ] 3.7 ] 82 . 50
‘Workk ey Oraphic Literacy THN0T T 3.7 ] B4 . 80
Wiorkkays Werkplace Documants | THN0NT 7 -7 %0 85 - 50

WHAT YOUR SCORES MEAN \
WorkKeys Applied Math: \
You scored at Level B, People who score al Level 6 have demonstrated all of the Levels 3, 4, and 5 skills, They

also have demenstrated the ability to:
- Use fractions with unlike denominators and calculate reverse percentages Manifest Name Test Date Level Possible Scale Possible
- Convert units within or between systems of measurement (e.g., ime, Measurement, and quantity) where Score Range Score Range
mwammlmammmnsm&m.mmmmmm WorkKeys Applied Math r— B i = g
T Fig e bt s T oot of sonsimes i v 1 recett o ancer casusaton. WorkKeys Graphic Literacy 71132017 7 <3-7 90 85-90
B s 2 ofiaa. Gonest ks 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, how
many will be produced in an 8-hour shift).

- Identify the corect equation for solving a problem

WorkKeys Graphic Literacy.

You scored at Level 7. People achieving this level can understand 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 of 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 finé peffonmance! We encourage you 10 use and expand upon your consideratie

skills in this area by seeking out and leaming from graphics in a wide variety of formats.

WarkKeys Workplace Documents:
You scored at Level 7. People achieving this level can apply concepts from densely detalled passages, such
as excerpls from complex regulatory 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 tes! measures, Congratulations on your fing
nce! We encourage you fo use and expand upon your censiderable skills in this area by continuing to
read and leam from a wide variety of challenging reading materials,

©20M7 ACT, inc. Al rights reserved.  RET4001.0PS237T **|0 field is abbrevinied to last lour digis
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Validus Reports Portal

Report List FAQ Contact Us About

View score results in the Reports Portal in Select a repot

Data Export Report

Va | I d U S Individual Score Reports (by Group)

Individual Score Reports (by Examinee)

Setti n g u p a n eW Staff a CCO u nt Individual Summary Score Report

Summary Score Report

o RO | eS I n Va | Id u S Personal Skills Assessment List Reports

Roster Score Report

d Va | id u S U Se r G u id e Individual Score vs. Profile Report

Growp vs. Profile Report

* Online Reports Portal User Guide Reotered to Tst Repart

Test Usage Report

Invoice Report Paper Based Testing

Career Readiness Certificate Reports:
Certificate Data Export

Test Data EKDD[T. Career Readiness Certificate Reports:
Certificate Data Expart

Certificates by Certificate ID \ Test Data Export

Certifcates by Testing Location Certificates by Certificate ID

Certifcates by Testing Location

ACT WorkKeys



Resources

* National Testing Site Administrators webpage
* Validus User Guide
* Online Test Administration Manual

» Testing Staff Training Plan

» Using a Screen Reader

 Accessibility Support Guide

\ ACT®WorkKeys


https://www.act.org/content/act/en/products-and-services/act-workkeys/act-workkeys-assessments/administration.html
https://content.act.org/resources/r/WorkKeys_State_National_Validus_User_Guide
https://www.act.org/content/dam/act/unsecured/documents/WorkKeysAdminManualOnlineTestingNational.pdf
https://www.act.org/content/dam/act/unsecured/documents/TrainingOutlineWorkKeys.pdf
https://www.act.org/content/dam/act/unsecured/documents/ACTWorkKeys-Taking-WorkKeys-Online-Using-Screen-Reader.pdf
https://www.act.org/content/dam/act/unsecured/documents/WorkKeysAccessibilitySupportsGuide.pdf

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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