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OVERVIEW OF ACT WORKKEYS



WORKKEYS COMPONENTS

APPLIED 

MATH

GRAPHIC 

LITERACY
WORKPLACE 

DOCUMENTS



ASSESSMENTS AND LEVEL SCORES

WorkKeys 
Assessments Level Scores

Workplace 
Documents <3 3 4 5 6 7

Applied Math <3 3 4 5 6 7

Graphic Literacy <3 3 4 5 6 7



6

Minimum Level Score of 3 on each of 
three tests

Minimum Level Score of 4 on each of 
three tests

Minimum Level Score of 5 on each of 
three tests

Minimum Level Score of 6 on each of 
three tests

National Career Readiness Certificates



GETTING STARTED



ACT-HOSTED MICHIGAN STATE TESTING WEBSITE

http://www.act.org/stateanddistrict/Michigan



IMPORTANT DATES – MANAGE PARTICIPATION

Activity Submission Window​

Manage Participation November 1 – December 3, 2021

​



MANAGE PARTICIPATION – STEP 1

Open your browser and navigate to PearsonAccessnext (https://testadmin.act.org/)

https://testadmin.act.org/customer/index.action


MANAGE PARTICIPATION – STEP 2

Verify that WorkKeys Spring 2022 and your school’s name are showing in the top right 

corner.



MANAGE PARTICIPATION – STEP 3



MANAGE PARTICIPATION – STEP 4



MANAGE PARTICIPATION – STEP 5



MANAGE PARTICIPATION – STEP 6A

Complete all 3 fields if 

you are testing



MANAGE PARTICIPATION – STEP 6B



STAFF RESPONSIBILITIES



STAFF RESPONSIBILITIES – TEST COORDINATORS

➢WorkKeys Test Coordinator
• Must be listed in the Educational Entity Master 

(EEM) (www.michigan.gov/em).

• Responsible for all assessment activities

• Maintains continuity and administrative uniformity

• Selects and trains room supervisors and proctors

➢Substitute Test Coordinator

• Assists test coordinator with all assessment 
activities

• Serves as test coordinator on test day if the test 
coordinator is unable to serve



STAFF RESPONSIBILITIES – ROOM SUPERVISORS

➢Room Supervisor
• One room supervisor must be present in each room

• Responsible for:

o Testing conditions

oAdmitting and seating students

oMonitoring the test session

oCompleting required documentation



STAFF RESPONSIBILITIES - PROTORS

➢Proctor

• Assist room supervisor

• Responsible for:

oAdmitting and Seating Students

oMonitoring Students and Reporting Irregularities

oAccompanying Students to the Restroom

Standard 

Time 

Students

Accomms. 

Students

Minimum Staff 

Required

1-30 1 - 20 Room Supervisor

Room Supervisor  + 

1 Proctor
31-60 21 - 40

Room Supervisor  + 

2 Proctors
61-100 41 - 60



PRE-TEST ACTIVITIES



IMPORTANT DATES – PRE-ID & MATERIALS 
ORDERS

Activity​

Verify Pre-id Student Data and 
Order Accommodations 
Materials

Submission Window​

January 5 – February 16, 2022

OEAA Secure Site: www.michigan.gov/oeaa-secure

http://www.michigan.gov/oeaa-secure


ORDERING TEST MATERIALS

• Standard time test book quantities are based upon the 
number of students submitted for pre-identification

• Entering quantities of accommodations forms will 
automatically reduce the number of standard time test 
booklets

• Appropriate number of answer documents, administration 
manuals, and other ancillary materials will automatically be 
included in the initial shipment of test materials.

OEAA Secure Site: www.michigan.gov/oeaa-secure

http://www.michigan.gov/oeaa-secure


IMPORTANT DATES – PRETEST ACTIVITIES

Activity​ Dates​

Attend ACT-hosted Training February 9 at 10:00 am ET or
Webinars March 8 at 3:30 pm ET

Receive Test Materials March 
March 

21 – 25 or
28 – April 1

Order Additional Test Materials March 22 – April 5

OEAA Secure Site: www.michigan.gov/oeaa-secure

http://www.michigan.gov/oeaa-secure


RECEIPT AND CHECK-IN OF MATERIALS

Test 

Booklet



SEATING ARRANGEMENTS

Recommend 15–30 students per room, 
maximum of 100 students

Test 

Booklet

Answer 

Document



AVOID DISTRACTIONS

Quiet,

Please!

Testing in 
Progress!  



ANSWER DOCUMENT PREPARATION BY STAFF

All answer 
documents MUST
have a valid pre-id 
barcode label to 
ensure scoring

Use the Administration 
Supplement to answer 
State Use Questions about 
accommodations usage



ANSWER DOCUMENT PREPARATION BY 
STUDENTS

First name (Required)

Last name (Required)

Month of birth (Required)

Day of birth (Required)

UIC number from the barcode label
(Highly Recommended)



PREPARE TEST ADMINISTRATION FORMS



TEST DAY ACTIVITIES



IMPORTANT DATES – TEST ADMINISTRATIONS

Standard Time Accommodations 
Testing Window​

Test Window 1
Initial Testing

Thursday, 
April 14, 2022 April 14 – 27, 2022

Test Window 2 
Makeup Testing

Thursday, 
April 28, 2022

April 28 –May 4, 2022

Testing must occur only on these designated test dates.



SAMPLE TEST DAY SCHEDULE

▪ STANDARD TIME TESTING

Arrival of testing staff

7:30

Briefing session with 

school staff

7:45

Arrival, identification, 

and seating of 

examinees

8:00

Testing

8:15

Dismiss 

examinees

11:30



TEST DAY SCHEDULE

➢Tests must be administered in order
➢Must allow full time for Standard Time testing

Assessment English Spanish
Workplace 
Documents 55 minutes 70 minutes

Applied Math 55 minutes 70 minutes

15-minute break

Graphic Literacy 55 minutes 70 minutes
➢ Accommodations students testing Time-and-a-Half, 

Double Time, and Triple Time may move ahead only 
when all students in the room have finished testing


9:00



COMPLETE TEST ADMINISTRATION FORMS



POST-TEST ACTIVITIES



IMPORTANT DATES – POST TEST ACTIVITIES

Activity​ Dates​

Order Makeup Test Materials April 14 - 15

Standard Time - April 15
Accommodations – April 28

Return Test Materials to ACT

Receive Makeup Test Materials April 18 - 22

Standard time – April 28
Accommodations – April 28 –May 4

Makeup Testing

OEAA Secure Site: www.michigan.gov/oeaa-secure

http://www.michigan.gov/oeaa-secure


ACT CONTACT INFORMATION

ACT-hosted State Testing Website:
www.act.org/stateanddistrict/michigan

Department Phone Email

General Questions 800-553-6244 ext 2800 www.act.org/stateanddistrict/con
tactus

Accommodations 
Questions 800-553-6244 ext 1788 ACTStateAccoms@act.org

http://www.act.org/stateanddistrict/michigan
http://www.act.org/stateanddistrict/contactus
mailto:ACTStateAccoms@act.org
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