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WorkKeys Internet Version Quick Start Guide

This Quick Start Guide outlines how to navigate through the most-used features. Please refer to
the WorkKeys Internet Version Users Guide for comprehensive details of these features. The
WorkKeys Internet Version Users Guide can be downloaded from this website.

Begin on the WorkKeys Internet Version administrator site.

Your Administrator Realm should be similar to one of the following URLS:
https://vtcadmin.act.org/vtcadmin/goRealmLogin.do?realm=your realm number here
https://testadministration.org/vtcadmin/goRealmLogin.do?realm=your realm number here
Log In: User ID: Password:

To Pre-Register an Examinee:
Only a Site Administrator can
pre-register examinees.
e Log In with the User ID and
Password sent to you with
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e Click on the Create button (2). ™= A s—

WorkHeys Demo Shw LOGOUT

e Enter the required information
on the Create User page.
The minimum information
needed is User ID, password,
confirm password, first
name, last name, date
of birth, and ID.
User ID must be a minimum
of 3 characters and passwords
must be at least 6 characters.
Both can be letters or
numbers or a combination.

MY

® Click on the Submit
button at the
bottom of the page.
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e Click in the box in the
Select column next to

Waorkkaeya Demo Site LOGoUT

Examinee (]_) Edit User: Testiser78
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e On the Registration page
click on the Create button
on the right.
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Edit User: Witestuser

e Click in the box in the Select
column next to the test title for
which you want to register the
examinee (1).

naministaation |
. - a Fit Agsessmenl t 2 Fit
e Click on the Submit button E— e
(2) . RO O eading for Infarmation ‘Waorkkeys Assessments
ml Nthmﬂi:s = Health Care Warkkays Assessmants
1
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e Choose the Financial Profile

that applies to this registration. -

The choice you make here
determines what price your user | Rol

site will be billed for this test

and where the bills will be sent.

Registrant Information

You will see choices like: Title: Applied Mathematics
Education R
Government Administration: YWaorkkeys Assessments
Business Finance
If testing is paid by another ol =
entity (e.g., State Contract) Financial Prafile: (2 | 1) —
you should see that entity * = Required
Ii_;te_d here as one of the ( PEp— >
choices.

e (Click on the Submit button.

Note: Your selection here will determine how your site is billed and where the bills will be sent.

To Authorize an Assessment:

UALIDLUS,
° LOg |n W|th the Usel’ |D and _ %‘b’ﬂ Warkkeys Deme Site LaGouT
Password sent to you with [User Management |

your URLs.

e Click on the User Management st <~ e
link located in the left-hand Fiotle Managemern ot o o s
navigation menu. ot
Repors Pertal Fleats 1oarch I3 o Bamy
Glabal Deer Seanch
Reteiances ALITUE: Adiren Yermione 10 0012
—— 02008 by ALT, Inc AN nghts resesved

LOGOUT

User Management

Search Chitena

e On the User Management page,
either enter a name and

- Last Mame: [Testuper First Name: orkKeys
cllqk on t.he Search button o, [ s [—
or just click the Search button seweh |

Use “%" fo d card searches

to get a list of everyone that
is registered at your site.

\ 2 [First| | Previois | pagy 1oy Ne | Lasi]

e Select the name of the
examinee(1)
and click Edit.(2)

VALIDUS Adenin Vrsion 1011183
D07 by ACT, Inc. All ights rasenved
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/AR WY Virtual Test Center

LoGOUT

e On the Edit User page choose
the Registration tab.

Confirm Password: |

Persznal Infermatlen

* Furst Narniz [Test

Midgle Name: |

e Click in the circle in the
Select column next to
the test you want to
authorize.(1)

Click on the drop down
menu and select
“Authorize” (2).

= LOGOUT

Edit User: WKiestuser
mm Registration WL

Select and |5 4 Go to RSP Create From Profile
imier—————— [ |

Pending
Reflding {5top Session WorkKeys Assessments (requires
Instant Report authorization)

3

References

WALIDUS AdmiNyersian. 1.0

©2007 by ACT, IMgAI rights resemved \

2
Note: Once a test is authorized the examinee has 30 minutes to launch the test. If the
authorization to launch a test expires before the test is launched the administrator or proctor can
authorize the test again when the examinee is ready to launch the test

e Click on LOGOUT (3).

Launching an Assessment
e An examinee will go to the
testing URL.
e The examinee will Log In with
the User ID and Password
you created for them.

Create an account or log in below:

User ID: |

Pasgword: i Forgot User 1D or Password?
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You have already pre-
registered the
examinee using the
steps above. The
examinee is required to
update the examinee
record by completing
the required fields.
Changes are saved by
choosing the Save
Changes button at the
bottom of the page.

An assessment that has
been authorized will
have a “Launch” button
located in the
Next/Option column.

Click on the Launch
button to start the
assessment.
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Wioridieys Testuser

=/ Reéading for Infermnasion

ACT

Maiy Lewis 234 Morth St lowea City 14 52240

Update Your Account Information

* = required Privacy Policy

Personal Information

First Mame: Mary
Middle Mame:

Last Mame: Lewis

“ Date of Bith: 0171511970 Wby

D: 111111111

Mailing Address

* Address1: 1234 Morth St
Address2:
* City: :lD"."a. City

lowa [¥]

52240

* State/Province:

*IIP Code:

Email.  hary Lewis@act.org

*What is the highest
gradeflevel of education
completed?: '

““What is your highest ln_aj
diplomafdegree?:

Select Language Preference

If you do not select a language, the language displayed below will be selected by default

Select Language: _English l:]

Save Changes

ACT i

A0 ACT Or. lorwm Oty 48 62246

Your Registration

Walcam 1 the WarkKoys Intene Varsion

[ setectatew B

WALIDUS REP Viarsion 1.0 11 39
@ 2007 by ACT, bnc_ All rights reserved



To Generate an Individual (Instant) Score Report:

A note about Business Writing score reports: Typical Business Writing responses are scored within
minutes and available to the administrator as soon as it is scored. A small percentage of Business Writing
responses are rejected and must be hand scored. An example of a response that is rejected would be if
the examinee used inappropriate language or didn't provide enough information. Those responses are
pulled out to be hand scored and the scores are posted within 48 hours of testing.

Only a Site Administrator or Proctor can
generate reports.
e Go to the Administrator URL.
Log In with your administrator
User ID and Password.
e Click on the User Management
link located in the left-hand
navigation menu

e On the User Management page,
either enter a name and
click on the Search button
or just click the Search button
to get a list of everyone registered
at your site.

e Click in the circle in the Select
column next to the examinee’s
name for which you want to
generate a report (1).

Click on the Edit button (2).

e On the Edit User page choose
the Registration tab.
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/INRIDWLY | Virtual Test Center ACT™
WorkKeys
’h WorkKeys Demo Site LOGOUT

e You can only generate a report
for a completed assessment.
Click in the circle in the Select
column next to a completed o -
assessment to generate an
.. Account Management
Individual Score Report for Sroup Managemen
this assessment (1). Pt mgenen,.
e Click on the drop down menu Repors Poral

References

labeled “More actions” (2) and
choose Instant Score Report.

This opens a screen with a link for
Level Report.

e Click on Level Report to open
Adobe Reader and view the report.

WorkKeys’
’ Skill Report

Report for: TO WM Sandbox
Site: =ALL>
Report Date: Oct 4, 2006

WorkKeys Individual Score Report
MName; Intester001, intester01

10 #: 3333
Tast Level Score R
A pplird I EN L T < A

WHAT YOUR SCORES MEAN

[ User [ Rotes JERE
.
Seiec and 7t [CTTETTND

dit User: sample234

Go to RSP Create From Profile 1

WorkKeys Demonstration
Assessments
kiKeys, Demonstration
Ass¥ssménts
WorkKeys Demonstration
Assessments

—_ hiore actions... -
£ | Authorize '

20080501 10:36:44.0  Completed

Pending (requires
autherization)

Unauthorize
Update Status

2008-05-01 10:36:44.0

Pending {requires

2006-08-01 16:34:37.0 A
autherization)

MStop Session
Buet

WorkKeys Demonstration
Assessments

Pending {requires

2008-08-01 16:34:37.0 authorization)

Demo Applied Technology

3 https://vtcadmin.act.org - YALIDUS: ¥Yirtual Test Center Cons=dg

Instant Report

evel Report

Mlaea

Page 1041

You scored at Level 7. People achiéving this level can et up and solve compléx probilems regquiring
extensive calculations and several conversions bebween sysiems of measurement. They can calculate
percent change, set up and manipulate complex ratios and propartions, determine multiple areas or
volumés of twd- and three-dimensional shapes, dabérming the most oost effective (bast aconomic value)
of several altematives, and locate amors in mulbple-stép calculabons

Your Applied Mathematics skills are at least as high as this test measures. Congratulations on your fing
performancel We encourage you to use and expand upon your considerable skills in this area by leaming

azdinonal mathematcal procadures and by Seeking out

problems

HOW YOU CAN USE YOUR SCORES
For more information, visit waww, workkeys,com
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NOTE: Testing sites are billed on a monthly basis for testing completed the previous month. ACT
invoices do not include detailed testing information. The Data Export Report provides details
about testing events at your site. You may need to provide this report to your accounting
department on a monthly basis. See the Reports Portal: Data Export Quick Start Guide for
information about accessing this report.

IMPORTANT: If atestis interrupted —e.g. a power outage, the administrator has up to one
hour to reauthorize and re-launch the test. The test will start at the same spot it was
interrupted and the time will pick up where it left off. You do not need to start over if it is
still within one hour of the interruption.

IALIDUS,
To re-launch atest: ‘ oy e
e Go to the Administrator URL. = e S :

e Log In with the Administrator’s
User ID and Password.

Acceum Management

e Click on the User Management et
. . iafils Management [ —
||nk |Ocated In the Ieft'hand Baicede Hanagamant . :
navigation menu. m——
fesesmment Management [T (O (TS " R
Reporis Fortal Fleaso search i & same

Glabal User Seaich
Bafarsness VALIDUS Adtmmen Virsien 10 M 18
02008 by ACT, Inc AN nghts resenved

Wirtual Test Center

e On the User Management page, WorkKeys:
either enter a name and =
click on the Search button

User Management

Search Criteria

or just click the Search button.
UserID ExaminesiD: [
e e ]
o T — T —— T E—

Please search for a name

VALIDUS Adrmin Version: 10,171,183
D207 by ACT, Ing. All nghls resenved

e Click in the circle in the
Select column next to the
examinee’s name for which
you want to reauthorize an
assessment (1).

LOGOUT

Edit User: Wiktestuser
e

Croate From Prefle |

WarkKiys Assusmints

e Click on the Edit button (2).

Appled Mathematics 2 \Workkeys Assegsments equires
autharization)
e Reading for lefarmnation Warkiays Assessmants Complatad
WALIDUS ADNg Version: 1.0.11.163
© 2007 by ACT, AR nights reserved
1
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° On the Edit User page choose IS | vircual Test Center
the Registration tab.

LoGOUT

Wser ID: Testaccount!S

Pasgword |

Confirn Pagswond |

Persanal Informatian

* First Namne: [Test

Midgle Name: |

" Last Name: [Accountis

e Click in the circle in the Select column next to the test you want to reauthorize. Click on the
drop down menu in the More Actions box and highlight “Authorize” (1).

e Click on LOGOUT (2).

If the examinee has logged out they will need to log in again, or if still logged in, click on the
“refresh” button on the Internet Explorer tool bar to refresh the screen. They will then see the
“Relaunch Expired” button.

e Click on the Relaunch AL L

Expired button.

_ Test Relaunch 236 lowa City ID 52240
-l Your Registrations

" Welcome to the WorkKeys Internet Version

Title - click a title for details Y owpuuna

‘ Relaunch Expirect ’

Please contact the proctor to
autharize this relaunch

+I Demo Applied Mathematics
+I Demo Agplied Technoloy

Please contact the proctor

) 1 i
2 LS Al for authorization to proceed.

+| Demo Fit Assessment PPIeale: conlgct the proclor‘
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