WVDE Internet WorkKeys 

Realms that need set up on computers:

· Administrator Computer: (suggestion save as icon or in favorites)
1. https://vtc.act.org/507316860 

· Examinee Computers: (suggestion save as icon or in favorites)
1. https://rsp.act.org/507316860

Pre-Work:
· Administrator Computer: (suggestion save as icon or in favorites)
https://vtc.act.org/507316860

· Contact WVUP for Group Name
· Pre-Register Examinees:
1. Click on User Management (left hand side of screen)
2. Click on Create (right hand side of screen)
3. Type User ID  (ex.  123456789mew) (WVEIS #/lower case initials)
4. Copy User ID and paste in password and paste in examinee id – will not have initials.
5. Type in First Name, Last Name
6. Click Submit
7. Click in the box next to Examinee
8. Click on Submit
9. Click Create on the Registration tab(top of the page)
10. Click in the box in the Select column next to the test title for which you want to register the examinee (Applied Math, Locating Information, and Reading for Information)
11. Click Submit
12. Choose the Financial Profile that applies to this registration (ALWAYS EDUCATION)
13. Click Submit
14. To Search for your Group:  Click on the Group tab (at the top of the page)
15. Click on Add (right hand side of screen)
16. Select the group you wish to add the examinee to by typing the name of Group into Group Name and click Search
17. Select Group Name by clicking on box
18. Click on Add
· To check group before testing:
1. Click on Group Management
2. Search for Group by typing the name of Group into Group Name and click Search
3. Check box next to group 
4. Click on Edit
5. Click on Users (this will show everyone registered in that group)

Day of Testing:
· Examinee Computers: (suggestion save as icon or in favorites)
1. https://rsp.act.org/507316860
· Have examinees sign on to computers using their WEVIS number and lower case initials for user name and password  (ex. 123456789mew)
· Have examinees finish filling in all demographics
· Read from your folder the instructions to examinees
· Go to your administrative computer and search for your group:
1. Click on Group Management
2. Type in the Name of Group and then Click on Search
3. Check box next to your group
4. Click on the Arrow in the More Actions box and choose Authorize
5. Click the select button next to the test you wish to authorize
6. Click Authorize
· Have the examinees push the F5 button on their machines to refresh.  They now should have a launch button next to the test you just authorized. (if a box appears on examinee machine that states re-try or cancel have them select re-try)
· They may mouse click the launch button to begin.
· Once examinees are finished testing, call a break and while they are gone you may print individual reports.

Printing Individual Reports (up to 24 hours after testing):
· Click on User Management
· Type the Name of Examinee and Click on Search
· Click in the box in the Select Column next to their name.
· Click on the Edit button
· Choose the Registration tab at the top of the page
· Click in the box in the Select Column
· Click on the drop down menu labeled More Actions
· Choose Instant Report
· Choose Scale Score and Print

Once Testing Is Completed:

Printing of the Roster Report (at least 24 hours after testing):
· Click on Reports Portal
· Type in your user name and password
· Click Login
· Select Roster Score Report
· Click the arrow next to group to show all groups
· Select the Group 
· Set the Start and End Date by clicking on the calendar next to each
· Select Include Scale Score 
· Click Generate Report
· Print Report

SEND WVUP REQUIRED INTERNET TESTING REPORT
VIA E-MAIL


