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A.C.T. refers to our Customer as a Student. To create user accounts, take the following steps:

1. From the Institution Admin Dashboard navigation menu on the left of the screen:
• Select Students to create a student account

Creating an Individual Account



On the Students screen,  Select the New

Students Button (in blue): 

From the drop-down menu, select Add a 

Student to create an individual account. 

From the Dashboard menu on 

the left of the screen, Select

Students to create a student 

account



Necessary Information for Students/Customers Accounts

The following information is needed for each user:
• First name (required)
• Last name (required)
• Email address (required)
• Default Password use: p@ssword1

The License field USED TO automatically default to the current, active license.





Courses: 
You can choose to assign individual courses 
• Applied Math (1-2) (3-7)
• Graphic Literacy (1-2) (3-7)
• Workplace Documents (1-2) (3-7)
• Quick Guide
Option: Uncheck unless the Customer speaks 
Spanish
• Spanish Applied Math (3-7)
• Spanish Graphic Literacy (3-7)
• Spanish Workplace Documents (3-7)

Be sure the Customer understands the 
actual test will be only in English-



Pre-Quiz Course for WorkKeys Assessment Student/Customers:
“WorkKeys Assessment Quick Guide” [Placement Quiz]

Included in the Course Menu – automatically added to new Student/Customer Account

When you Click on “WorkKeys Assessment Quick Guide” the following menu appears:



This is a 4 question PRE-Quiz with a “comment” about how well or 
how poorly you did [comment in BLUE] & tells what you should redo 
or study next:



• The BLUE Note will indicate if you know enough Level 1-2 information to move 
on to Level 3-7

• By clicking into the PRE-Quiz:
o It allows you to “Reset” the quiz, giving you a practice “do-over”

• Each question can be 
viewed

• You will see which 
ones you missed

• You may click 
Review All or 
Review to review 
all the answers that 
were offered in the 
original question



To Find Existing Student/Customer:
From the Dashboard

menu on the left of 

the screen, Select

Students

Click on Filters

Fill in Name or Email 

& click “Search”



If Student/Customer has been created: 
• Access Status will remain Pending until the student accesses the account
• Date added will be the date Staff created the student account
• Once the Student logs in, the Student Screen will display First Log-in date
• Expiration date will remain the same for all students, until WorkKeys    

Curriculum contract has been updated (Updated Yearly)



To update or reset password, select the student and Click Edit



Editing page will display:
Type in the new password and Click Update Student
Student successfully updated should appear on the top of the following 
page.

To print log-in info, On mouse 
RT click, print.  



Under the Institution Admin 
Account Profile you can also 
access the Reporting Dashboard.  

The Reporting Dashboard navigation menu on the left side has 
three sections: Tools, Analytics and Real-Time. 
Tools: select assignments to create a specific assignment for a 
student or groups.  
Analytics: Run reports on students or groups.(Data is updated 
twice a day)
Real-Time: Run real-time reports on students. 

At any time you are wanting 
to return to the Institution 
Admin Screen, Click on the  
“person” icon       



Analytics: Student Reports
• Select Students on the Navigation Reporting Dashboard Menu under Analytics
• Begin Search using the drop-down menu Select Course [select any WorkKeys Course]
• Page will process to the next screen



• Next Screen, Search for the Student/Customer
• Type their name or email in the search window & click Search
• Student’s name will pop up

Analytics: Student Reports- Continued



• Once you click the Student/Customer line item the following page will display:
[Course Menus can be expanded for details]



• Expanded menu will look like this [overview of Student/Customer 
progress:



Analytics for a customer who has practiced. 



Real Time Reports: 
• Select Real-Time Reports on the Navigation Menu
• Search by name or email
• Click on the selected Student/Customer  



Once you select the Student/Customer the following page will display:
~Student/Customer real-time data per student/customer, per course will display



To check on your Student/Customer’s Progress-
While in the Student/Customer account:
~Go to the Institution Admin Account Profile [upper right] -
~Click Study – this screen will appear:



Questions?

suzi.lenker@ks.gov


