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Launching an Interrupted Test

In this document

This document contains information used by site administrators and proctors to launch a
WorkKeys Internet Version test that has been interrupted.

When to use this document

Use this document when an examinee’s test is interrupted.

General Information

Interruptions can be due to events like power outages, lost Internet connectivity, or building
evacuations.

If a test is interrupted, you need to launch it within one hour of the interruption. If you are not able to
launch an interrupted test within one hour, the test cannot be launched again. A new test will need to
be added to the examinee’s registration. There is no charge for a re-launched test, but there is for a
new test.

After the test has been re-launched, the examinee will be able to resume testing at the spot where he
or she was interrupted. The timer will restart at the point that it stopped.

Process overview

The following table shows the process for launching a WorkKeys Internet Version test that has been
interrupted.

Stage Description
1 Authorize the test through the Validus system.
2 Re-launch the test through RSP.

Procedure: Authorizing the test through Validus

Follow the steps below to authorize a test that has been interrupted.

1. Log in to the Validus system with your User ID and password. The URL will look similar to the
ones shown below. If a login page with a realm drop-down menu appears, you will need to enter
your URL again. Only space for a User ID and a password should appear.

https://vtc.act.org/<your site’s realm number> e.g., https://vtc.act.org/123456789
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2. On the left side of the page, click on User Management.

N T
(TAM|BOXY | Virtual Test Center

WorkKeys
ini i LOGOUT
’- 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 1D
User Batch Load

ﬁlsl All Realms%
Account Management & !

T TIRNG scicct|Name ________ [Descipton __________________________[ReamD

P nio Mapagqorment — Please add favorite realm(s) by listing All Realms —

Barcode Management g X
VALIDUS ® Admin Version: 2.0.1.669
Reports Portal @ 2011 by ACT, Inc. All rights reserved.

References

3. Enter the examinee’s last name and first name. (If you prefer, you can enter the first few letters
of the examinee’s name and then the % sign. This will bring up all names that begin with those
letters.)

Virtual Test Center

WorkKeys
ini i LOGOUT
’- WorkKeys IV Training Site

User Management

Search Criteria

My Account

User Management
l=er Batch 1 oad Last Name: | Mouse First Name: Mickey

Account Management User ID- | Examinee 1D

Group Management Status: | Show All |+ |Search|
Profile Management

Use "%" for wild card searches
Barcode Management

Reports Portal ~ More actions V{CLEEEE

o rraname ——— Joontome o0 oo

- Please search for a name -

References

VALIDUS @ Admin Version: 2.0.1.669
© 2011 by ACT, Inc_ All rights reserved.
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Click the Search button.

Virtual Test Center

My Account

User Management
User Batch Load
Account Management
Group Management
Profile Management
Barcode Management

Reports Portal

References

Click the radio (circle) button to the left of the examinee’s name.
shown, make sure you select the correct record.

My Account

User Management
User Batch Load
Account Management
Group Management
Profile Management
Barcode Management

Reports Portal

References

WorkKeys
ini i LOGOUT
S WorkKeys IV Training Site

Us anagement
Search Criteria

Last Name: pouse First Name: | Mickey

User ID: | Examinee ID:

Status: Show All |+ !Search!
Use "%" for wild card searches

| More actions... reate

oa[rmtone————— Joostame —————— Joen oo |

— Please search for a name -

VALIDUS & Admin Version: 2.0.1.669
© 2011 by ACT, Inc. All rights reserved.

rtual Test Center

WorkKeys IV Training Site LOGOUT

User Management

Search Criteria

Last Mame: | Mouse First Name: | Mickey
User ID: Examinee |D:

Status: | Show All [+ | !Searchl

Use "%" for wild card searches

-@]VDEMT.E&
[soecFrmttome ———— Juoshome ——————— Jur0 e |

Mickey Mouse MouseM2468 Enabled

MouseM93012 Enabled
MouseMickey Enabled

"~ More actions. . reatet

O Mickey Mouse
O Mickey Mouse

First| |Previous| Page 1of1 [Next| |Last

VALIDUS & Admin Version: 2.0.1.669
© 2011 by ACT, Inc_ All rights resenved.
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6. Click the Edith

My Account

User Management
User Batch Load
Account Management
Group Management
Profile Management
Barcode Management

Reports Portal

References

7. Click on the Re

My Account

User Management
User Batch Load
Account Management
Group Management
Profile Management

Barcode Management

Reports Portal

References

utton.

Virtual Test Center

WorkKeys
-

Launching an Interrupted Test

WorkKeys IV Training Site

Quick Start Guide
Version: 2012.03.01

LOGOUT

Usi anagement
Search Criteria

Last Mame: ouse
User ID:

Status: Show All |+

Use "%" for wild card searches.

Edit | Delete|

First Name: | Mickey

Examinee ID:

iSearEh.i

!‘__Puf!o_re;ac_t_mns... t

[oalrmtome———— oot e o |

G Mickey
O Mickey
O Mickey

VALIDUS & Admin Version: 2.0.1.669
© 2011 by ACT, Inc. All rights resernved.

gistration tab.

Virtual Test Center

WorkKeys
—

MouseM2463
MouselM93012

Mouse
Mouse

Mouse MouseMickey

First| |Previous| Page10of1 |Next| |Last]

WorkKeys IV Training Site

Enabled
Enabled
Enabled

LOGOUT

Edit User: MouseM2468

Persant;l Information
* First Name:? | Mickey
Middle Name:
* Last Name:? | Mouse
Date of Birth: - MM/ddiyyyy
* Examinee ID:? | 1357
Permanent Mailing Address
Address1:
Address2:
City:
State/Province:

ZIP Code:

Email:
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8.  Click the radio button to the left of the test that was interrupted.

————
XR[DWY | Virtual Test Center

WorkKeys
ini i LOGOUT
" WorkKeys IV Training Site

Edit User: MouseM2468

My Account User 1 JGEEN  Registration

User Management | Edn‘ More actions... (v Create |Create From F'mﬁlei

Account Management
4 111472011 k- anding

¢ Demo Locating Information WorkKeys Assessments 12331008 02-47-25 AM lmqulr.es .
authorization)

Group Management

Profile Management :
11114/2011 Hending

C  Demo Reading for Information WaorkKeys Assessments 12331009 02:47-25 AM (requires

Barcode Management S
authorization)

Reports Portal In-Progress

1111472011 lreaiiiies
References /

@  Demo Applied Mathematics WaorkKeys Assessments 12331007
02:47:24 AM wialr
authorization)
VALIDUS @& Admin Version: 2.0.1.668

© 2011 by ACT, Inc. All rights reserved.

9. Click the “down arrow” next to “More actions. . .” and select “Authorize.”

ual Test Center

WorkKeys
ini i LOGOUT
’-. WorkKeys IV Training Site

Edit User: MouseM2468

My Account Registration

User Management Edit| More actions. reate Create Frum Profile
More actions. .

Account Management
g | 11/14/2011 Pending

orkKeys Assessments 12331008 02 4795 AM lrequir_es .
authorization)

Group Management
A99|gn Forms To Registration

Profile Management
1111412011 =iy

3 DemoRe Unauthonze wkKeys Assessments 12331009 =y (requires
Barcode Management Updats Status 02:47:25 AW authorization)

Reports Portal In-Progress

Disable Session 111472011 i
@& Demo Ap srkKeys Assessments 12331007 u (requires
Delete 02:47-24 AW authorization)

References

VALIDUS & Admin Version: 2.0.1.669
@© 2011 by ACT. Inc_ All rights reserved.
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10. Before you go to the testing workstation to have the examinee re-launch the test, click Logout at
the top right-hand side of the page.

I T
/INR[BOLY | Virtual Test Center
WorkKeys
_—

WorkKeys IV Training Site -__‘_____,_’- LOGOUT

Edit User: MouseM2468
User Management Create From Pmﬁle

Account Management Pending
©  Dema Locating Information WorkKeys Assessments 12331008 ngl?gggm (requires
T authorization)

Group Management

Profile Management

Pending
) Demo Reading for Information WorkKeys Assessments 12331009 it 0] (requires

B de M t il

arcode Managemen 02:47:25 AM authorization)
Reports Portal

11/14/2011

Pending
02:47:24 AM

@ Demo Applied Mathematics Workkeys Assessments 12331007
References

VALIDUS ® Admin Version: 2.0.1.669
@ 2011 by ACT, Inc. All rights reserved.

Procedure: Re-launching the test through RSP

Follow the steps below to launch a test that has been interrupted.

1. Atthe testing workstation, after you have authorized the test, instruct the examinee to refresh the
test launch screen by clicking on the title of the exam that was interrupted.

Another way to refresh the page is to press the F5 key; you should then skip to Step 3.

Mickey Mouse
; 101 Main Street Disneyland CA 90027

1 Welcome to the WorkKeys Internet Version.

Title - click a title for details m Next/Options

Please contact the proctor

i Demo Localngionalion for authorization to proceed.

Please contact the proctor

~+1 Demo Reading for Information for authorization to proceed.

Please contact the proctor

SRR ADR e Matb o ab for authorization to proceed.

Select a New Title

VALIDUS ® RSP Version 2.0.1.309
® 2011 by ACT, Inc. All rights reserved.
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2. On the next screen, instruct the examinee to click on the Continue button.
_ Mickey Mouse
101 Main Street Disneyland CA 90027
Ghange Password Registration Details
Display name
information
Name: Mickey Mouse
Title: Demo Applied Mathematics
«——
VALIDUS @ RSP Version 2.0.1.309
® 2011 by ACT, Inc. All rights reserved.
3.

Instruct the examinee to click the Relaunch button in the “Next/Options” column.

101 Main Street Disneyland CA 90027

Welcome to the WorkKeys Internet Version.

Title - click a title for details T

+/ Demo Locating Information | dee Dnalnet the pencte
= g for authorization to proceed.

; ) Please contact the proctor
~+| Demo Reading for Information for authorization to proceed.

+| Demo Applied Mathematics

Selecta New Title /

VALIDUS ® RSP Version 2.0.1.309
® 2011 by ACT, Inc. All rights reserved.
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