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Creating Accounts and Test Registrations Using Batch Load

In this document

This document contains information used by site administrators to create WorkKeys Internet
Version accounts and test registrations for multiple examinees using batch load.

When to use this document

Use this document when you need to create multiple examinee accounts and add test registrations
to those accounts.

General Information

IMPORTANT - Please note the following before you begin:

1. If you are using batch load for multiple examinees or for a group of examinees that you will test
at the same time, we recommend that you use the “Groups” feature. The group(s) that you create
will be assigned an ID number. You must include this ID number on the batch load Header File
in the “grouplD” column for each examinee listing. Please note that the “grouplD” column in the
Header File will not appear until after a group is created in your realm.

Using groups gives you the option to add tests to a group and authorize by group rather than by
individual. For more information about creating and using groups, see the Quick Start Guides at
wwwe.act.org/workkeys-private/reference/.

2. Batch loads that include groups may contain up to 100 records. Batch loads that do NOT include
groups may contain up to 200 records.

3. Since the Invalid Rows File and the Log File contain Personally Identifiable Information (P1I),
they are both encrypted. To open the files, you will need WinZip or 7-Zip (a free program you
can download off the Internet).

Process overview

The following table shows the process for creating WorkKeys Internet Version accounts and test
registrations for multiple examinees using batch load.

Stage Description
1 Download the batch load Header File (spreadsheet).
2 Complete the necessary information.
3 Upload the spreadsheet into Validus.
4 Access the Invalid Rows File and the Log File.
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Procedure: Downloading the Batch Load Header File

Follow the steps below to download the batch load Header File. (Please note that some of the screen
shots may look slightly different from what is shown in this Quick Start Guide.)

1. Log in to the Validus VTC (Virtual Test Center) 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.

vitc.act.org/<your site’s realm number> e.g., vtc.act.org/123456789

Virtual Test Center

Please enter your Login Information

User I

Password:
Login

VALIDUS @ Admin Version: 3.0.0.399
© 2014 by ACT. Inc. Al rights reserved,

2. On the left side of the page, click on User Batch Load.

Virtual Test Center

WorkKeys
ini i LOGOUT
’. WorkKeys IV Training Site

Welcome to VTC Console

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

User Management
566617744 is your Realm 1D
User Batch Load

List All Realms

Account Management

Group Managemen: | Lo 2 S 7Y

- Please add favorite realm(s) by listing All Realms —

Profile Management

Barcode Management
VALIDUS ® Admin Version: 2.0.1.663

Reports Portal @ 2011 by ACT. Inc. All rights reserved.

References
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3. On the right side of the page, click the Create button.

- ——T—
/TAR(B WY | Virtual Test Center

My Account

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

Reports Portal

References

‘Worl]

S ) WorkKeys IV Training Site LoGOUT

Batch Load Search

Search Criteria

File Namea: User ID:

Status: From Date:

MM/ddfyyyy

Batch Process
1D:

To Date: MIM/ddiyyyy
Search

Use "%" for wild card searches.

= = = = Duplicate
Select File Smcl_ Status Tot.all Total To!.al Total Invalid | Duplicate Attribute Uploaded | End
Name | Checking Received | Processed | Failed | Success | Records | Row(s) (s) Date Date
- Please search for a name —

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

4. Under the heading “Batch Load Users,” click the Guide button.

¢ You may want to print portions of this Guide for easy reference. Please note that the
document is close to 100 pages long.

e To print specific pages, right click on the pop-up window, then select “Print Preview....”
After you determine which pages you want to print, click on the Printer icon and type those
page numbers in the “Pages” field. Click the Print button.

e You can also choose to save the document as a PDF before printing select pages.

- ——T—
/TAR(B WY | Virtual Test Center

My Account

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

Reports Portal

References

WorkKeys
ini i LOGOUT
LI WorkKeys IV Training Site

Batch Load Users

]|D0wmoad Header FMe|

-

* File: [ Browse

Batch Reference ID:

Motify List:

Notify Uploader:

The following settings apply to this batch load:
Allow Person Updates:

Do Mot Create Any
Registrations:

Always Create Users: []

Cancel

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

* = Required
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5. Under the same heading, click the Download Header File button.

My Account

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

Reports Portal

References

Virtual Test Center

WorkKeys
WorkKeys IV Training Site

LOGOUT

Batch Load Users
" File:
Batch Reference ID:
Motify List:
Motify Uploader:
The following settings apply to this batch load:
Allow Person Updates:

Do Not Create Any
Registrations:

Always Create Users: []

Cancel

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

* = Required

[ Browse ] |ann|nad Header F\Ie|

e

6. Click the Save button, and navigate to the folder where you would like to save the file.

Do you want to open or save this file?

ﬁﬁ

From: testadministration.org

Mame: ...Training3iteBatchLoadHeader20111115041407  cay
Type: Microsoft Office Excel Comma Separated Yalues Fil...

Open ] [

Cancel i

Wwhhile files from the Internet can be uzeful, zome files can patentially

l@' harm pour computer. [F you do not tust the source, do not open or
“ save thiz file. ‘What's the risk?
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7. Once you get to the folder where you want to save the file, give the file a shorter and more
descriptive name, then click the Save button. (The file should be saved as a “.csv” document.)
[Save ks 2 x|
Save in: | [ Workkeys Intemet Yersion v Q ¥ = @
_
Recent
M?:‘% I
Desktop
=
tp Documents
i
My Computer
i_‘] File name: rainingSiteB atchLaadHeader2111115041407 |
_ —
ey Metwark Save as type: Microzoft Office Excel Comma Separated \-"alue_v_
8. Click the Open button or navigate to the folder where you saved the file, then open the file.

state  TpCode ena

> a D P T u v [T x ¥ my AB - D,
Education HighestDe pender  hisoamicin stenictyh Lanpuige EmoloymiSeasanfo which Eme Schociue WhySchot userhams paisword svsessme #i1philty el gailyifinrol  peofilesd prospld
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Procedure: Completing the Necessary Information

Follow the steps below to complete the necessary information in the batch load Header File.

IMPORTANT:

The system does not recognize leading zeros and will drop them off after you enter a number,
leading to an error. To prevent this from happening, format the entire Excel spreadsheet as
“Text” BEFORE you begin entering any information. (Highlight the entire spreadsheet, right
click, then select Format Cells > Number Tab > Category: Text. Note that these instructions
may be slightly different in other versions of Excel.)

The batch load header file is a .csv document, which does not retain formatting. If you

save the file and re-open it to add more information, you will lose all previous formatting.
You will then be required to reformat specific columns so that the file will properly load.
Therefore, you should fill in the spreadsheet in one session, then upload (submit) it. If you
expect that you will not be able to enter all of the necessary information in the header file just
prior to uploading it, you should save it as an Excel Workbook. This will ensure you do not
lose any formatting. However, before you upload the file, save it as a .csv file.

1. Following the requirements in the Guide, you will need to include the four items listed below, at a
minimum, in the appropriate columns:

First Name (as it will appear on the certificate)

Last Name (as it will appear on the certificate)
Examinee ID (Titled “employeeld” on the Header File)
Group ID (Required if using Groups)

2. We recommend you also include:

User ID (Titled “userName” on the Header File)
Password
Date of Birth (8-digit birth date with slashes — e.g., 06/20/1995)

Please note the following about the above items:

a.

First Name

e This should be the examinee’s actual first name, which may not necessarily be the name
he or she goes by.

o Keep in mind that when the examinee arrives to take the test, he/she will need to present
a photo ID. The name on the account needs to match the name on the photo ID. Slight
variations are allowed, such as “Dave” instead of “David.”

o If an examinee earns a National Career Readiness Certificate (NCRC), the name printed
on the certificate will be the same as the name listed in the account.

e This is one of the 5 match criteria used for the NCRC. It’s critical that the same first
name (or variation) be used on all WorkKeys tests.
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b. Last Name
e As with the first name, the name on the account needs to match the name on the photo ID.
o If an examinee earns an NCRC, the name printed on the certificate will be the same as the
name listed in the account.
e This is one of the 5 match criteria used for the NCRC.

c. Examinee ID (Column labeled “employeeld™)

e This should be a series of numbers unique to the examinee. A suggestion would be a
student 1D number or an employee ID number.

o Do NOT use the examinee’s driver’s license number, Social Security Number, or any
number that contains a portion of his/her Social Security Number.

e The number can include a maximum of 11 digits.

e The Examinee ID is one of the 5 match criteria used for the NCRC, so it’s important that
the same Examinee ID be used on all Internet Version and paper-and-pencil assessments.

d. Group ID
e This number is found to the right of the group name in the Validus system, in the column
labeled “ID.”

¢ |If you do not enter it in the batch load Header File, you will need to manually add
each examinee to a group.

e. User ID (Column labeled “userName”)
e We suggest creating a User ID that is easy to remember, such as the examinee’s

last name and first initial of the first name followed by a number.

A User ID can be a combination of letters, numbers, and some symbols.

The following symbols cannot be used: < > "

White (blank) spaces are also not allowed.

Do NOT use an examinee’s driver’s license number, Social Security Number, or any

number that contains a portion of his/her Social Security Number.

The User ID must be between 3 and 100 characters long.

e Once a User ID has been entered into the system, it cannot be changed nor duplicated.
This applies to the entire Validus system, not just your site’s realm.

f. Password

e The system can generate a password for the examinee, but we recommend that you
create one. The examinee can change it if he or she desires.
The password can be a combination of letters, numbers, and some symbols.
As with the User ID, white spaces are not allowed, nor are the following: < >
The password is case sensitive.
It must be between 6 and 30 characters long.

g. Date of Birth
e The birth month is one of the 5 match criteria used for the NCRC.
e The birth day is also one of the 5 match criteria.
e For business sites, enter “9999” for the birth year.

You can fill in more information (following the directions in the Guide), but it’s not required. The
examinee will need to review and complete any missing information prior to launching the test.
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IMPORTANT: Do not fill in the “FIPSStateCountyName” or the “currentStatus” columns;
only the examinee is to respond to these questions.

3. After you’ve filled in as many columns as you want, you MUST delete all columns that do not
include any information. If you do not delete the unused columns, the file will not load.

4. Save the file. (It should default to a .csv file.)

Procedure: Uploading the Spreadsheet into Validus

Follow the steps below to upload the spreadsheet into Validus.

1. After completing the steps above, you should be on the “Batch Load Users” page (under User
Batch Load, selected along the left side of the page). Click the Browse button.

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

Reports Portal

References

Virtual Test Center

WorkKeys
P

WorkKeys IV Training Site LOGOUT

Batch Load Users
* File: [Browse.. ] |Guide| Download Header File|

Batch Reference ID-

Notify List:
Matify Uploader:
Allow Person Updates:

Do Mot Create Any
Registrations:

Always Create Users: [

Cancel

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

* = Required

2. Select the “csv” file you want to load. Click the Open button.

( oose' Filefto'Upload m@

Look in: |_}kaKeysIntemet\u"ersion ﬂ ] ? il E.

J =7 2011-11-14 Marning Graup

Recent @ ‘WarkKeysI¥TrainingSiteBatchLoadHeader20111115042210

Desktop

My Documents

%

tdy Computer
o) | =
by Metwork File name: 2011-11-14 Maming Group hd Open
Places
Flesoftyos:  [AllFikes %) =l Cancel

F‘ﬁW0rszaysI\I'TrainingSiteBatch\.oat:lHe:‘u:IerZD1 11115041407

F‘ﬁW0rszaysI\I'TrainingSiteBatch\.oat:lHe:‘u:IerZD1 11115045515
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3. Under “The following settings apply to this batch load” section, the following box should have a
check mark next to it:

e Allow Person Updates

If you want the system to create unique User IDs (instead of creating your own), click in the box
to the right of “Always Create Users” so that a check mark appears.

Ll l'
UALIDUS IR R e 1

LOGOUT

My Account

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

Reports Portal

References

My Account

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

Reports Portal

References

WorkKeys
-

WorkKeys IV Training Site

Batch Load Users

* File: MorkKeys Internet Version'2011-11-14 Morning Group.csv [ Erowse... ] |D0wn\oad Header File|

Batch Reference ID:

Notify List:
Notify Uploader:
Allow Person Updates: -+

Do Mot Create Any
Registrations:

Always Create Users: []

Cancel

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

* = Required

4. Click the Submit button at the bottom of the page.

Virtual Test Center

Wor’

LI ) WorkKeys IV Training Site LOGOUT

Batch Load Users

* File: VorkKeys Intemet Version2011-11-14 Morning Group.csv [ Browse... ]‘Duwn\oad Header File|

Batch Reference [D:

Notify List:
Motify Uploader:

The following settings apply to this batch load:

Allow Person Updates:

Do Mot Create Any 0
Registrations:

Always Create Users: [

* = Required
—

WALIDUS @& Admin Version: 2.0.1.669
© 2011 by ACT. Inc. All rights reserved.
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5. The screen should now say “Batch Load Search” at the top, and the file you just loaded should be
the first file listed under “File Name.” Click the Refresh button to see the current status.
Continue to click the Refresh button until the status changes to “Processed.”

My Account

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

Reports Portal

References

Virtual Test Center

ini i LOGOUT
S WorkKeys IV Training Site

Batch Load Search
Search Criteria
File Name: User ID:
Status: From Date: MMiddh

To Date: Batch Process

MM/ddyyyy o

Use "%" for wild card searches.

More actions.. ‘ Retrieve Key || Refresh || Create H Edit Reg Data

Duplicate
File Smcl Tulal Total Tulal Total Invalid Duplu:ale g
M

2011 11-

Mnmmg Processed 0 Training2:

Group

2011-11-
14
Morning
Group

M Failed 0 Training2!

>

VALIDUS ® Admin Version: 2.0.1.669
© 2011 by ACT, Inc_ All rights reserved.

For rows of information that loaded successfully (“Total Success™), you will find corresponding
examinee records in the Validus system.

For rows of information that failed (“Total Failed”), you will need to look at the Invalid Rows File

and the Log File.

The Invalid Rows File will include information for only those records that did not load. You will
need to correct the information in this file and then upload it. The file name should default to
something different than the original file. You can rename it if you’d like, but do not use the same
name as the batch load header file you initially loaded.

The Log File will indicate the type of error so that you can determine what needs to be corrected in

the Invalid Rows File.
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Procedure: Accessing the Invalid Rows File and the Log File

Follow the steps below to access the Invalid Rows File and the Log File.

REMINDER: Since the Invalid Rows File and the Log File contain Personally Identifiable
Information (PII), they are both encrypted. To open the files, you will need WinZip or 7-Zip
(a free program you can download off the Internet).

1. Click the radio button to the left of the file name.

Virtual Test Center

S— ‘WorkKeys IV Training Site

Batch Load Search
Search Criteriz
File Name User ID
Salus Fram [ate
MM Batch P-ocelsus
Search

Lza "% for wild card searches

Mcrea f'm' - e [ Rure: Croatee | Edid Reg Dita

Soloct Stays | 10181 | Total Total  |lovalid |Duplicate E:f‘lt*:‘e
uwkmq Racaived | Processed Succass | Racards | Rowfs)

01111

|.|r.(r-r|g; ] Trsmning 734
Group

0 Traning2d4
>

Fust Frmaous Page 1061

VALIDUS & Adrmn Versson: 20 1 683
D 2012 by ACT, Inc. All rights resered

2. Click the “down arrow” next to “More actions...,” then select “Download Invalid Rows File.

Virtual Test Center

Wk Keys
WorkHKeys IV Training Site

Batich Load Search
Seaich Crilena
File Hame
Status
To Date

Search

Use "% for wild card saarches

Jj Retnaws nﬂy Rarash ! f'muu FI‘IngI'J:I:

[l Reterences action =
| Total Total  |invalid | Duplicate | TUPl
i)
Processed Success | Records | Rowls) mnmuu- User 10
Diownload L wrm

a4 View Processing
14 (RollBackDelete Baich Load File

Processed

Maming [ Training?34
Group
2011-11-
L -
Marning N Failed o Training224

Graup
3
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File Download

Do you want to open or save this file?

= |

Type: WinZip File, 535 bytes

From: testadministration.org

e

Mame: 2900172011-11-14_Marning_GroupInvalid,csv.zip

%]

Save ] [

J

Open

Cancel ]

@

zave thiz file. What's the risk?

While files fram the Internet can be uzeful, zame filez can potentially
harm pour computer, IF you do not trust the source, do not open or

4. Click the Open button to open the file.

Download complete

¥
="

Download Complete

...rning_GroupInealid, csv . zip From keskadministration.arg

(FRSsessSRRANRSRRAARSRRRRSRRR R RRRRR AR

Downloaded: 535 bytes in 1 sec

Download to:
Transfer rate; 535 bytesaec

[C] Cloge this dialog box when download completes

L 12900172011-11-14_Marning_arauplnwvali. .

Open ] [ Open Folder ] I_

_— [

Cloge ]

5. A new window will appear that will include the zipped file. Open the file.

-:' WinZip - 2900172011-11-14_Morning_Grouplnvalid.csv.zip

File Actions Wiew Jobs Options Help

QR ER e Y

Mew Open Favorites Add Exkract Encrypt Wigw Checkout ‘Wizard Wiew Skyle
Marme Type Modified
Microsoft Excel Comma Sep...  1f24/2012 3:37 P

ELF2000172011-11-14 Morning GroupInvalid.csv® |

<

Selected 0 files, 0 bytes Tokal 1 File, 529 bytes

900
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6. You will be asked to enter a password. This is where you will need to enter a “key” from the
Validus system.

Decrypt g|

Mote: the password will be applied to files you subsequently add ta or
extract from the current archive, and will be automatically cleared when the
archive iz closed.

Enter paszword:
[
Mask pazzword

Cancel ] [ Help ]

7. Click on the Batch Load Search page in Validus, then click on the Retrieve Key button.

Virtual Test Center

WorkKeys
r WaorkKeys IV Training Site LOGOUT

Batch Load Search

Critens

File M User 10
g L Status From Date

Account Managenent

Group Managemant To Dt Mbiddhyyyy

Baich Process,
0
Profile Management Search

okictenbaion.voimind Uise “%" for wild card sesechas

—

Retoeve Key | Fekes

v [ Ect Reg Deta
Total [ Tarat Duiph
3 3 0 3 H 0 0

Traming24

Referances r
Seloct

4
Marning
Group
2011-11-
ol 0 Training? 14
Merming o
Geoup
»

First Provious | Page 1of1 | Noat

VALIDUS & Ademin Varsion' 2101683
© 2012 by ACT. Inc. All rights reserved

8. Enter the password you used to log in to Validus.

Virtual Test Center

WorkKeys IV Training Site LOGOUT

User Batch Load
Retriavo Koy
Pl enter your Login
Lhser Management Fagsword
User Batch Load — T
Account Management

VALIDUS @ Adman Vergion 20 1683

Graup Managemant
& 2012 by ACT Inc. A8 rights rasonad

Profile Managament

Barcode Managemen

Relerences
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9. The current key will appear. (This key changes every month.) Copy this key, then click the

Back button.

Virtual Test Center

_—

WorkKeys IV Training Site

LOGOUT

My Account

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

Reports Portal

References

User Batch Load

Retrieve Key

Current Key is © | NTgwNTExXNTEyOkphbnVhenkuMjAxMjpJZDAIMGdk

VALIDUS ® Admin Version: 2.0 1 683
© 2012 by ACT, Inc. All rights reserved.

10. Paste this key into the “Enter password” box in the Decrypt pop-up window, then click the OK

button.

x|

Mote: the pazsword will be applied ta files you subsequently add to or
extract from the curment archive, and will be automatically cleared when the
archive iz cloged,

Enter pazzwond:

Mask password

[ 0. l [ Cancel ] [ Help

11. Click on the Open button. Only those rows that have not loaded due to errors in them will
appear. The rest of the file has loaded.

E

x|

Do you want to open this file?

X j Mame: 2900172011-11-14 Marning GroupInvalid.csy
i Type: Microsoft Excel Comma Separated Yalues File

Open ] [ Cancel

Always ask before opening thiz type of file

‘While files from the Internet can be useful, some files can potentially
harm pour computer. If pou do not trust the source, do not open thiz
file. What's the rigk?
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12. Repeat steps 1-11 above to open the Log File. (In step 2, you will need to click the “down arrow”
next to “More actions...,” then select “Download Log File.”)

13. Make any necessary corrections in the Invalid Rows File based on the information shown in the
Log File. The “Line Number” indicated in the Log File corresponds to the line number in the
Invalid Rows File.

14. Upload the Invalid Rows File. (Repeat steps 1-5, beginning on page 8.)

Example of the Invalid Rows File:

A B C D E F G H I J K L M N o] n
firstName middleNa lastName dateOfBir employee addressl address2 city state zipCode email Education HighestDe gender  hispanicir etl
Donald Duck 2468
Mickey Mouse 1357
Minnie Mouse 1609147

ERE= T R SR N

Example of the Log File:

The red arrows indicate where you would find the information that needs to be corrected in the
Invalid Rows File.

900 (] 4 Morning oup. log - Notepad EE

s

B e o S S e S s 3

Summary of the BatchLoad - Refar Uploaded file.

A A A A A A A A A A A A R R A A A A R A R A A A A

File: 2011-11-14 Morning Group with Batch ID-290017 has failed processing in workkeys Iv

Training site.

File Toaded by : Administrator Training 5805115120

Motify List @ null

Allow Person Updates : True

DO Mot Create Registrations : false

Always Create Users : false

Pre-processing of the file has exceeded the current threshold Timit for failed records.

This i=s currently set at 25% of the total number of records in the file. The percentage of

failed records in this file was 75%.

LIME WUMBER: 2 ¢

assessmentId 3 s dnwvalid.

profilerd ¢ s irnvalid.

LIME MUMEBER: 3

assessmentId (0 s drwalid.profileld €3 9s dnwalid. <

LIME MUMEBER: 4

assessmentId () s frwvalid.profileld ) s imvalid. ef— L
b
=
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