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1. Introduction to KeyTrain

KeyTrain is ACT’s comprehensive curriculum and learning management system for
improving foundational workplace skills measured by the WorkKeys® job skills
assessment system. Using KeyTrain, learners can assess their potential WorkKeys
score, review topics related to each WorkKeys skill, and practice problems similar to
those on an actual WorkKeys assessment.

KeyTrain is self-paced with learners, administrators, and instructors accessing the
curriculum and learning management tools online. KeyTrain Workplace Skills
courses are based on the WorkKeys Targets for Instruction, ACT’s guides for
curriculum developers. This ensures that the skills measured in the WorkKeys
assessments are addressed in the KeyTrain curriculum. Courses include an
introduction to WorkKeys and the specific WorkKeys skill to help motivate the learner
by explaining the benefits of improved WorkKeys skills. Each course has a pre-test,
a shortened assessment similar to the actual WorkKeys assessment. Pre-tests
results are used to recommend the KeyTrain lessons that the learner should study.
Note that scores on KeyTrain pre-tests and post-tests are not actual WorkKeys
scores and should not be used for hiring, promotion or other high stakes decisions.

KeyTrain lessons address each WorkKeys skill level. For example, the Applied
Mathematics course has separate lessons for levels 1 through 7. The learning goals
of each level are explained in an introductory topic. Lessons are comprised of
several topics for concept learning and practice in the concepts corresponding to that
level of the WorkKeys skill. For most courses, topics are organized in Overview,
Learning, Practice, and Quiz sections to ensure a rigorous learning process. A short
topic quiz provides a gauge for measuring learner comprehension of each topic skill
objective.

Every KeyTrain lesson includes a final quiz. Questions assess the concepts and
skills learned in each topic of the lesson and are randomly selected from a database
so that if the learner retakes a quiz, some questions will differ. Learners who pass
the quiz may print a certificate to document their completion of the level.
Administrators and instructors have the ability to limit or increase the number of final
quiz attempts students may make and can also access answer keys to all quizzes
from their KeyTrain account.

Copyright © 2013 ACT, Inc. ACT Keytrain is a registered trademark of ACT, Inc.
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2. Login to KeyTrain

To log in to KeyTrain, type run.keytrain.com in your web browser’s address bar.

The login screen will appear. Enter your Administrator or Instructor
username and password exactly as supplied to you with your ACT OKeyTrain'
license agreement or assigned to you, then click Login.

Welcome to KeyTrain

Username and Password fields are not case-sensitive.

Username:‘
When you login, the Administrator menu or Instructor menu will Password:
appear. Notice that Administrators have the ability to perform more

. . . Login
functions in KeyTrain than Instructors. They can: -
Forgot your password? What is KeyTrain?
¢ set the options for the
organization @hﬂhi"‘ Administrator Menu B - .

e create instructor accounts

e import data into KeyTrain Organization -

e select course settings that {i | nstructor Accounts -
apply to the entire Student Accounts ¥
organization (L, Assign Lessons z

e manage groups o
@ ViewFrint Reports b

usck (ruide sall-signaap Lt

[El My Account |nstructor Menu
Student Accounts =

Assign Lessons

[ workbooks
Ejl Answer Heys
L) Take Lessons *

Maintain Classes

(See the Appendix for more
information on Administrator
features.)

View/Print Reports s

Workbooks

Answer Keys

KeyTrain has three account types: BN | masons

Export Data -

Administrator — can create other administrator, instructor, and student accounts,
create classes and assign lessons, take KeyTrain lessons, set organization options,
restrict KeyTrain course access, view and print reports on the entire organization,
work with groups, export and import data, and search job profiles data.
Administrators may also restrict certain options for instructors (such as creating
student accounts) and students (such as editing their own account).

Job Profiles

Sl ¢ BN SR N

Instructor — can create student accounts and classes and assign lessons, view and
print reports, set class lesson options, take KeyTrain lessons, view and print
student and class reports, export data on classes and search the job profiles
database. Instructors cannot create other administrator or instructor accounts or
set the options for the organization.

Student — can take lessons, change their account information (e.g. change their
password), view their own progress reports, search the job profiles database.

Copyright © 2013 ACT, Inc. ACT Keytrain is a registered trademark of ACT, Inc.
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3. Create a Student Account

To create a student account, click on Student Accounts in
your menu and select Add New Student.

When you select Add New Student, the Add Student
screen will appear.

Type in the learner's name and assign a username and
password to the student. As you complete the Username
and Password fields, KeyTrain will check to see if the
username is available and that the password match is
correct. If so, a green check mark will appear like those
circled in the example above. If not, you will be prompted
to enter a different username or retype the password.
Click the Submit button to create the account.

Passwords must be at least 6 characters, but do not
have to be unique. As an option, you may also include a
Group name if the student is part of a group that you
would later want to remove, such as a graduating class
(use the class year, such as “2017").

My Account
Student Accounts i

Add Mew Student
Edit Student Account
Remaove Student
View Groups

Q% Assign Lessons i

Add Student

Name *

Dan L Boone
First Middle (optional)  Last
Username *

dl_boone v @

Must be unigue

Password *

At least € characters

Group

e =] a group
CCa group

[C] Assign the Quick Guide Pretest to this student.

| Submit | | Cancel |

Note: Usernames must be unique. KeyTrain will ask you to choose a different username if it is
already assigned to another KeyTrain user. Avoid username conflicts by using the initials of

your organization in combination with an underscore or other character and the student

name (for example, janedoe_acc or j_doe-WIA3-TN).

If the username is accepted, the New student account created
screen will appear, confirming the account was created. This
screen lets you print login instructions for the student, enter
more student information, add the student to a class, assign
lessons to the student, or create another student account
without having to go back to the main menu.

New student account created

+ Account created for Dan Boone (dl_boone)

What do you want to do next?

Log this student in now
If you select Continue entering account information for

this student, the Edit Student Account screen shown on the
next page will appear. Field names with a red asterisk are
required, but will be filled in automatically by KeyTrain.
Complete the other fields as needed.

= Print login instructions for this student

= Add this student to a class
= Assignments for this student
» Create another student

Copyright © 2013 ACT, Inc. ACT KeyTrain is a registered trademark of ACT, Inc.
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Edit Student Account
Reguined fizids ans marked Wi 20 3kl [
School Hame HeyTrain Representatives Shortcuts
Username dl_boone
* | ast Hame Boons - Log this student in now
* First Name Dan = Print login instruections
Middle Name L g fEE-i:”"'E’E MR EEEIg Use these shortcuts
Growp [Ty or et a gon.. ) EL:'_T_ 7| to quickly perform
Notes - other tasks.
Craate nes
x Edit an
Student ID Y,
Cptioral. Student ID Is e way pour onganization wakpualy ldentifies Bs studenfs
BActive [V Save Changes
= TIP:
Class Membership 50 < u—— Click Edit to add student to a class Bulk student accounts can be

imported directly into
KeyTrain. The Import
Reset Password function allows an

Mat a member of any classes.

organization such as a high
Hew password sezzee  If lost or forgotten, you can reset .
, school to easily create
Verify password the student’s password here.

accounts for hundreds of

Demographics students. Data import is

limited to Administrator

Ethnici e

ME |- None specified - E| accounts and should be

Date of Birth L performed by the records

manager or IT staff. Detailed

Gender . Male " Famale . . . .
instructions for importing

County of Residence accounts may be found in the
County of Employment Administrator Manual.
Contact Info

Enter student’s email to have

e S KeyTrain send student her

Email | password if forgotten.

Address
Click Save & Close when you finish
City. State ZIP filling in the form or click Save &
New to add another student.

[Apply| [Save & Close| [Save & New| [Cance]

Groups. If you did not enter a group name when you created the student account, you may do
so in this screen. Click the Group link in the Shortcuts box. The group function enables
instructors to export data for students in a group and generate group reports. Grouping is

Copyright © 2013 ACT, Inc. ACT KeyTrain is a registered trademark of ACT, Inc.
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especially useful for high schools or training programs that have large numbers of students
exiting at the same time. For example, students could be assigned to the group “Class of 2017".
Once these students graduate, administrators can delete their KeyTrain records as a group
rather than individually. Instructor accounts are not permitted to delete groups. Do not confuse
groups with classes — classes are used to manage student assignments and reports.

Student ID. This field is for schools that wish to include student identification numbers for
reporting purposes. The Student ID is your school’s way of uniquely identifying its students.

Demographics. This section includes optional information that organizations may wish to
collect and report on.

Contact Information. The Contact Information fields are optional. If the student, client or
employee has an email address, enter it in the Email field. Users who forget their KeyTrain
account password can have it emailed to them by clicking on the “Forgot your password?” link
on the login page and entering their KeyTrain username. Click on Save and New to add
additional students to your organization. When you finish entering the student information, click
Save and Close to add the student account to the organization and display a list of all students
in the organization.

Shortcuts. Links shown in the Shortcut box allow you to quickly perform additional tasks such
as logging a student into KeyTrain, printing login instructions for the student, adding or removing
classes, assigning lessons to a student, adding the student to a class, creating group reports,
creating another student account and editing a new student account.

If you select Add this student to a class when you create a new student account as shown
below, a list of the classes for your organization will appear. Search for the class name and then
click on the Add icon in the right hand column for that class. The student will be added to the
class and any class assignments will automatically be assigned to the student. If the student is
already assigned to a class, a Remove icon will be shown in the right hand column. Click it if
you wish to remove the student from the class. Note: students may be in more than one class at
a time.

Class Mama~ Instructcs Assignmenis Membsss  Saleci

. fkdd_ this stL.'d;:_ut m_ a cla_ss T8t Fenod Fhyaioal Soence KTCES0
= Assignments for this student 15t Period-Life Sklis-Wirabel FTCED

Room 318

A115

= Create another studemt TEFIEZN I INTRD KTCE30108TY
] HTCER004543|
1-20 of 1352 recceds iz 5 6 E Show EJEE] per page

5 and L Techaskgy KTCBIOH0N 550 | 55CL
MNew student account created TAlgebra Craig 20 0T FTCERTIAT| - B N
101 -Semmar EH [5] [+]
W01 [4]
" Account created for Dan Boone (di_boone) 1159 Botain Leaming oetes| &
1 1098 o
1 Off Site 4]
\ At Rm B4 3] 35 ]
1188 Mary Mokssicy l I ]
What do you want to do next? s e E H &
/ 1155 eending cacshm KTCEIO04831 | cad 1055 [+]
LB[] this student in now / 1158C JOIN KTCB301 B35 | borndf all over [+]
15t bleck e Byward [+]
« Print login instructions for this st 15t Pesiod | A1 [0 [+]
+ Continue entering zcc uuer'na!-'un for this student ‘:It ﬁ:: Ifr; T frg:i?:;'ﬂs 1:::';-4 SRM E E__g_
E N
[+]
=]
o
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4. Assign Lessons to a Student

To assign lessons to an individual student, click on Assign Lessons in the main menu and select

Assign to Student as shown below.
0 KﬂTrain' Welcome

E Organization
E Instructor Accounts

m Student Accounts

[Ih Assign Lessons

Aszsign to Student h

Aszign to Class
Assign to Organizstion

KeyTrain will display a list of all students in the organization.

Home Help Logout

i ACT Workforce Curriculum

Select the student’s name from the list and click on the Assign icon (the open book).

Use the Last Name field to search for the learner if you have a large number of

people in your organization. Simply type the learner’s last name in the Last field and

click the Filter button to narrow the list to students with that last name.

Everyone in ACT Workforce Curriculum
h Tip: Use the Add student button to

Use the Filter
button to narrow
your search results.

create a new student account. SEARCT TIE: Ui wiicaidal
Fille
randyhall @keytrain com  |Hall Randy 2013.03-13 I::_E!
celasteharris Hams: Celeste 2005-07-28 m
iowa-nick Harris Rick 2011-07-19 h:"_._ .
| Assign Icon:
ncki@yahoo.com Hams Rick 2011-02-22 ln . .
p—— 1 Click to assign
sandhillatrain Hamson Anng | 2011-03-25
Les Harnson Les | 200B8-02-20 ln lessons to
richardharmison Hamison Richard | 2012-07-16 l]% Robin Heron.
abby13 hembree abby . 20080627 | K
SHerbernt Herber Suzi 2005-06-10
r_heron Heron Robin 2013-03-22
relphhiggins Higgins Ralph 2011-04-25 Q

When you select the student and click on the Assign Lessons icon, the Assignments for

Student page shown below will appear.

Copyright © 2013 ACT, Inc. ACT KeyTrain is a registered trademark of ACT, Inc.
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Assignments for Student Click Auto to assign

.?. Robin Heron {r_heron) * | change ~ courses for the NCRC & New student £ Org. options
Courses ¥ 2 colrse fo view its detalls Student View New
KeyTrain Workplace Skills @ Helpful Hints
Introduction to KeyTrain Details General
Resabnas 16 T st iony M N g:L::;-iLr;af have no leszonz aesigned appear
Applied Mathematics Details | | Auto ¥ in front of & course indicates lessons have

been assigned.

Locating Information Details | Auto “ in front of & course indicates lessons have
been started.
Introduction to Applied Technology
Assign All
Applied Technology - Electricity Auto “fou can assign all of the lessons in & course by
: 2 = z clicking th All butten.
Applied Technology - Fluid Dynamics Auto bl Aokt tiah el
Applied Technology - Mechanics Auto Ak S
Courses that have s pretest show an Auto button
Applied Technology - Thermodynamics Auto rather than an All butten. This allows students to
take the pretest and have lessons assigned
Business Writing Auto based on the results of the pretest. more..
Listening Auto Details
A 2 8 z If you wish to view the list of lessons within a
LTI T I G LD course to assign, edit or delete them
Workplace Observation -Detaﬂs Auto individually, dick the gray Details button.
- {Clicking the course name also takes you to the
Teamwork Aute course detsils.)
Wiriting Auto Tip

‘When viewing course details, press the Esc key

Introduction to Career Clusters to return to this page.

g
&
?

Assign KeyTrain courses quickly by using the Auto buttons beside each course! When you click
on Auto, KeyTrain automatically assigns the course pretest to the learner. KeyTrain will assign
course level lessons based on how the student scores on the pretest, so learners are assigned
only the lessons needed to improve their skills. To assign KeyTrain courses for the National
Career Readiness Certificate, just click the Auto buttons for Reading for Information, Applied
Mathematics, and Locating Information.

Auto Assign - Reading for Information ®

Clicking Auto opens a lesson

Max pretest atternpts: 2 A pretest score can be improved when retsken, but automatic assignments Optlons dlalog bOX You can
and exemptions are only made sfter the first attempt. )

Course goal: 7 Upon completion of the pretest, levels 1 through the Course Goal Set the number Of preteSt
(maximum 7) will be assigned. Assignments at levels lower than the pretest attemptS course goal

score will be exempted.

E Require assigned lessons to bE- completed in order maXimUm qUiZ attempts’ and
When completed, the pretest will assign leval lessons with these options:” also control how students

Max final quiz attempts: |2 WOI’k through |eSSOI”IS. FOI’
Must complete problems: D example, yOU can I’equn’e
Must complete lesson: [ lessons be completed in
Audic: off »

order (recommended) and
that students complete the
problems in a topic.

Lesson goal: B0

Submit Cancel Reset

Copyright © 2013 ACT, Inc. ACT KeyTrain is a registered trademark of ACT, Inc.
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If the Auto assign option is not desired, you can assign individual lessons by clicking on the
Details button for the course. Suppose you want to assign Business Writing lessons to a
student without using the pretest to make assignments. Click on the Details button for Business
Writing on the Assignment Page. In the screen below, the instructor has chosen to assign
Business Writing lessons for Level 3 through 5 to the student, indicated by the check marks.

Notice that you can change the lesson options for an entire course or just for one or more
individual lessons.
Assignments for Student
2 Robin Heron {r_heron) = | change = 1D Mew student. ] Qirg. oplions
Courses Business Writing = Fress esc 1o r2tum 1o courses Student View new
Course Options
Max pretest attempls 2
Course goal 5 Change the lesson
Must complete lessons in order  No options for Business
Let pretest assign & Ho Click to change course Writing Level 3 here
Edit course options

options for Business Writing

To edit individual assignments: 1. Click on a kesson row in the grid below 2. Edit the values in the form to the right 3. Click Save Chan

Lesson Status QA MA  MCF | WCL & Audio Goal | Score | Time | Aasigned?

Hax fimal quiz altemais

ges

Must eomglete prablems |9

Must complate lesson:

Audino:

K_: Level 2 a0 # Lassan goal;

ha R J50
-
-
=
5]
=]
=

Level & Yes Ho Off 80 I

| & Unassign |

Tip: QA = number of pretest attempts MA = Maximum final quiz attempts : ’
MCP = Must Complete Problems MCL = Must Complete Lessons M

Remember to click
Save Changes!

Click to Unassign
the Level 3 lesson

In the detail view below, the instructor has set the lesson options for Business Writing Level 3,

Must complete problems (MCP column) boxes.

@ To edit individual assignments: 1. Click on a lesson row in the gnd below 2. Edit the values in the form to the right 3. Click Save Changes

Lesson Status QA  MA WCP MCL | Audic  Goal Score Time Assigned?

= & = 5 |
Pretest 2 2 i Max final quiz attempts

Must complete lesson:
Audio
Lesson goal

2 Yes No

Must complete problems: ¥

® & Unassign

2

off -
80

Copyright © 2013 ACT, Inc. ACT KeyTrain is a registered trademark of ACT, Inc.
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After selecting the lesson options, click on Save Changes to apply the options. Click Cancel if
you change your mind, Reset to go back to default settings, or simply re-edit the lesson options.
Clicking the Unassign button will remove the lesson from the learner’s assignments.

To edit options for an entire course, click on the Edit

Course Options button on the Assignments age. Edit course options

The menu shown here will appear. Apply Business Writing - Course Options
changes in the number of quiz attempts Course Options Let Pretest Assign Options
a”OWGd, COUFSE goal, mUSt Complete Wiz pretest e M. 2 ?‘hese options only affect the way the pretest assigns

. . Course goal 5 lessons.
Iessons n Order Optlon, and Whether or nOt | Must complete lessons in order Pretest will assign lessons with these options
to let the pretest assign lessons here. Click Pty Waxfinal quiz attempts:

. . Must complete problems:
Save to apply options to the entire course, A S
Cancel to cancel changes, or Reset to go Audio
. . Lesson goal:

back to the default course option settings. ’

Save Cancel Reset

Course/Lesson Options

Must Complete All Problems:
Yes - Students must correctly answer the practice problems in the tutorial lessons
before they can proceed to the next page.
No - Students can go on to the next page without finishing practice problems.

Must Complete Lessons Before Quiz:
Yes - Students must complete all topics in a lesson before they can take the Final Quiz

in that lesson.
No - Students can take the Final Quiz at any time.

Must Complete Lessons in Order:
Yes - Learners must complete lower levels lessons before moving to higher level
lessons.

No -  Students can take higher level lessons even if they have not completed lower
level lessons they may need.

Audio:

ON-  When launching a lesson for the first time, the narrative sound track will be
turned on (on subsequent sessions it will remember the last setting). Audio ON
is required if you are using Writing, Listening, Teamwork or Workplace
Observation courses, since sound is integral for lessons in these courses.

OFF - Save bandwidth and make the program run faster by turning off the soundtrack.
Students can always turn on the audio when they are in a lesson by clicking on
the speaker icon.

Copyright © 2013 ACT, Inc. ACT KeyTrain is a registered trademark of ACT, Inc.
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Max Quiz Attempts:
The maximum allowed number of attempts for the Final Quiz in the lesson. The default
setting is two, but the instructor can change this setting to more or less than two quiz
attempts.

Assign Lessons by Certificate Assign by Frofie
KeyTrain courses can also be assigned by choosing a National

Assignments can also be made based on a job

Career Readiness Certificate level using the Assign by profie selected from our job profiles database.
Certificate option. (See the instructions in Section 7 for

assigning lessons to a class by certificate level.)
Assign by Certificate

Axsignments can alzo be made bazed on a

Assign Lessons by Profile CAtTEc

Instructors can customize individual learner or class
assignments using the Assign by Profile option in the Assignments Page. Lesson assignments
will be based on the occupational or job profile that you select.

In most instances, assigning courses to an individual by a profile would be used when a
learner is preparing for a specific job or career. Instructors for career and technical education
or other skill training programs could make assignments to classes of students who have a
common career goal, such as Emergency Medical Technician, HYAC Technician, or Nursing.

KeyTrain courses for the WorkKeys skills established by the profile will be added to the student
or class assignment list. Any prior assignments will remain unchanged. Instructors must first
search the Job Profiles database to select the appropriate job profile for the learner or class.

OKeyTrain' To assign lessons by job
profile, click the Select profile in

. ) ] Assign by Profile on the
Assign Lessons Based on an Occupational Profile Assignments for Class page.

“fou can assign lessons based on scores required for & particular profile.

The screen shown to the left

0 What profile do you want to assign? will be displayed. In this
= Select a profile example, profile assignments

Rob Heroh will be made to a student.
= Or assagn to 3 class

Change stud

Clicking Select a profile will open the profile search screen shown on the next page.

Copyright © 2013 ACT, Inc. ACT KeyTrain is a registered trademark of ACT, Inc.
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Career Exploration

Search

Job Tite: EMErgency S ceihy

Job Chester; o | [C] o green

Jeb Deseripbion: ik o
= Skill Levels

I Saarch I

Search Results (3)

Crpigt Cogle Title Clusters Wi Praf | Special
53-3011.00 Ambulance Deivers and Artendants, Bx...  Heallh Sceace Est
13.1081,00 Emargency Management Specialists Gay { Public Admin; Human Services Est
25-2041.00 Emengensy Madizal TEERnitians and F Healh Soeaze ez

Use one of the search options (Title, Career Cluster, or Job Description) to narrow or broaden

the profile search and click the Search bar. In this example, the keyword, emergency, is used
to search for an emergency medical technician profile. Once you find the specific profile, click

on the profile title. A result similar to the one below will appear.

Emergency Medical Technicians and Paramedics i x|

13

Emergency Medical Techniclans and Paramedics

| This shows the WorkKeys

O™ Net Code 25-2041.00: [Tk i coen vages and aciional inrmaton it 2 pew window)
g e skills included in the profile
1 L o =] and the Median Skill Level
| usters: Tk one {0 seath af jobs in chester) .
[« Heskh Stencs . for each skill as well as
! Description: .
il‘t;',f_'-s;':‘--\u_-.:-=_-s. administer emargenty madical care, and earcate rapped ndviduals. Transpom injured or sick pansons 1o medica! L Other detalls abOUt the
pciltes, - .
occupation.
Skill Area Median Skill I.wzlllll'rlimurn 5kill Level| Maximum Skill Level | Humber of Profiles|
#Applied Mathematics 3 3 4 2 . . .
Reading for Informatio 5 s c 5 Clicking Assign lessons
S : * : : based on this profile will
Doty Moo 2 : 2 ' = open adialog box for
Listaning 4 3 5 5 . .
DR 5 5 ; ; lesson assignment options
B : ; : : like the one shown on the
I[Mwnummmmwn.. I next page.
Tasks:

id trestment and [fe-supnont care to sick or injured persans in prehospital setting,
such as electrocardiograms (EKGs), extemal defirilators and bag-valve mask resscitstors in advanced -

= Prmvious | Haxts | Closa

Copyright © 2013 ACT, Inc. ACT KeyTrain is a registered trademark of ACT, Inc.
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Assign Lessons Based on an Occupational Profile

You can assign lessans besed on soores required for  perticular profile

Emergency Medical Technicians and Paramedics

Charge profila

Robin Heron

Change studest (or 354igh 1o & claaa)

Below ane the aversge skills required for success in this job, Seled your assignment preference below, and didk the Assign button to add these
lessons to your assignment list. (Any existing sssignments will mmain unchanged. )

Saill Area
Applied Mathamatis ] @ | ot the Pretest sssign the lessons needed to achieve those levels
Reading fof - Aasign All lessons up bo the level{s) shown.
Infesrmation 5 -
Locating Informetion " F| Cheadk here io add one level to those shown sbove for additions|
pracice

Applied Technology

Business Writing 3 ﬂ Chedk here io require students to complete l2wmans in ondes
Writing 3
[| " 10
Listening 4 | Assign | | Cancel
= e,
Teamwark &
available. Chok hem
Obserdalinn 5

The KeyTrain courses corresponding to the WorkKeys Median Skill Levels for the profile are
shown. Instructors can choose lesson options:

o Letthe Pretest assign lessons (recommended) or Assign All. In this example,
choosing Assign All would assign all lessons up to the level shown for Applied
Mathematics - Levels 1 through 3 since Level 3 is the target skill level for the occupation.
But if the student already has a higher skill level in math, taking the Level 1, 2, and 3
lessons would be pointless. The better option is to let the pretest assign lessons based
on the student’s score. For this example, if the student scores Level 4 or higher on the
Pretest, he or she will be exempted from the course.

e Add one level to those shown (recommended) — this option adds a level to each
KeyTrain assignment, providing additional instruction to help ensure the student meets
his or her goal.

e Must complete in order (recommended) — students must complete lower level lessons
before moving to higher levels. In this example, a student who scored 3 on the Locating
Information pretest would have to complete the Level 3 and 4 lessons before the Level 5
lesson if this option is checked.

The following assignments have been made:

After selecting the desired options, click the Assign button. A

confirmation like this will appear showing the assignments. APLMATH  Pretest - Apl. Math

Notice that courses that are already assigned are skipped and  |resoiro  Fretest - Read infe.

the courses for Writing, Listening, and Teamwork have been LOCINFO  Fretest - Loc Info.

ass'gned . BWRITING  Pretest - Business Writing
WRITING Pretest - Writing Assigned
LISTEN Pretest - Listening Azsigned
TEAMWORK Pretest - Teamwork Assigned

Copyright © 2013 ACT, Inc. ACT KeyTrain is a registered trademark of ACT, Inc.
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Student View

The Student View feature on the Assignments for Student page allows instructors to see what
the student sees when he or she takes the assigned lessons. Click on the Student View tab. A
list of the student’s assignment is shown. You can check the amount of time the student has
spent on a lesson, the status (complete/incomplete), topic scores, and number of quiz attempts.
Instructors can even take lessons they have assigned by clicking the Start Interactive Lesson
bar.

Assignments for Student

& Robin Heron {r_heson) = | change ™ &) New student | |[£] Org. options
Courses Business Writing = Press esc to retum to courses I W n=l I
Showing: 2l leszons ¥ | [7] Hide Gomplated & Soeen Size
Y Doubleclick lesson to view topics. | About Student View
Lesson I Time Status Score | Quiz Attempts | Quiz Limit About your selected lesson ~
= KeyTrain (7 lessons) Click here to madify this assignment
1| Pretest - Read Infa. 2
2 Pretest- Apl. Msth 2 Business Writing Level 3
3| Pretest - Loc. Info. 2 : A
Unit: KeyTrain
4 Pretest - Business Writing 2 Subject: Business Writing
5 Business Writing Lewel 3 2 .
Start Interactive Lesson
B Business Writing Level 4 2 ¥
¥ | Business Writing Level 5 2

Status: Not Attempted
You have used 0 of 2 allowed quiz attempts.

"

5. Create a Class

Creating classes in KeyTrain is quick and easy. The Maintain Classes option on the Instructor
menu allows you to set up new classes, edit class information, add and remove students, assign
lessons to students and delete classes.

To manage classes, click on the Maintain Classes bar in the main menu. This generates a list of
all classes in the organization in the Maintain Classes screen as in the example below.

Maintain Classes: Edit | Delete | Assign | Export | Rieport | Create new class...

<< This bar provides a quick link to
common tasks in managing classes.

Maintain Classes

Click the columns on the right to Edit a class profile or Add or Remove students?

SEARCH TIP: U

Clazs Name~= Class ID Instructor Lv ation Assignments  Members Roste

A
N s

Add a new class to the organization by clicking on the Create new class link in the Maintain
Classes action bar. Notice that from the action bar, you may also Edit, Delete, Assign lessons
to, Export data and Report on your classes.

1 Qtr. Automotive Training Program KTCB500459620 | Mr. Goodwrench  [Auto Shop - Bldg 2, RoWg

|KTCSE—DDZ43?3| Wr. Career Planner |Bld. 2 Room 103

123's of Career Planning

Copyright © 2013 ACT, Inc. ACT KeyTrain is a registered trademark of ACT, Inc.
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The New Class form shown here will
appear. Notice that the Class Name field
is the only required information needed to
create a new class. Class names for
your organization must be unique. See
the Tip for suggestions on choosing a
unique class name.

You may specify the class location,
include the instructor's name, and add
notes about the class.

O KeyTrain’

Maintain Classes: Edit | Delete | Assign | Export | Report

New Class
Class ID (not assigned yet)
*Class Name Business 100 @
Instructor Johnson Reset
Location C-30 Cancel
Notes -

When you click Save & Close, KeyTrain will save the class and assign it a Class ID number.

Tip: Make your class name specific. For example, instead of naming your
class “Math 1 Period”, add your initials or something that will make
your class name unique (lbh-mathist). There may be several other
math classes during the 1** period and each class name must be
unique to your organization.

6. Maintain Class Information

To edit information for a class, add or remove students, or view a class roster, click the Maintain
Classes bar in the main menu. The list of classes in your organization will be displayed as

shown below.

Maintain Classes:

Maintain Classes

Click the columns on the right 1o Edif a dass profile or Add or Remowve

Edit | Delete | Azsign | Expoaet | Repoet | Create new ciass. .,

Enter part of the class name followed
by an asterisk and click Filter

Bus*

SEA TIP: Use wildcards!

ite
1 Qfr, Auiomative Training Program KTC850045€20 | Mr. Goodwrench Auto Shop - Bldg 2, Room 120 ig;" M ﬁ
123's of Career Planning KTC350024373 | Mr. Career Planner (Bld. 2 Roam 103 H H _:IJ ) ﬁ
123's of Careers KTCA50037753 | Mrs. Melsan Bullding 3, Room 124 | 3 | A . ;ﬁ

Your organization may have many classes, but you can easily search for your class by entering
part of the class name in the Class Name column followed by an asterisk and then clicking on
the Filter button. In this example, Bus* is entered to search for the class we created, Business

100.

Filtering will narrow the search to any classes whose names begin with Bus as shown on the

next page.
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Maintain Classes

Edit | Dielete | Assign | Export | Report | Creste new class. ..

Click the columns on the right to Edit 8 class profile or Add or Remove students.

Class Mame~

Bus®

Instructor

Location

Business 100

1-1 of 1 records

KTCEEDDE0358 Johnson
Show EE' PET page

Tip: ¥ou can activate/inactivate every student in a class now,

The Maintain Classes function lets you:

1.
2.
3

Azzignments

Click on the red square
under Members to add or
remove students.

Members

Click on the Excel or

Adobe Acrobat icon

for a class roster

Edit class information by clicking on the pencil icon.
Add/remove students to/from the class by clicking under the Members column.

View or print a Class Roster showing student KeyTrain usernames by clicking on the
Excel or Acrobat icon.

".oster

Fiis

Select

Click on the Pencil
icon to edit the
information for

the class

Let’'s add students to a class. Click on red square (the zero indicates no students are in the
class). A list of all students in your organization will be displayed like the one below. The list
shows all students one page at a time. Check the boxes in the Member column for the students
that you want to add to the class and click Apply. To remove a student from the class, click on
the X next to the student’s name in the Class Members list on the right side.

Class Members

Business 100

Place a check mark next to the students you want to add to the class, and then click Apply.

If you have many students, they will be shown a page at a fime. Be sure fo click Apply for each pg
nexi. You can also search for a studen! by entering their last or firsf name and clicking Filter.

The Created column shows the date the student
account was created. You can also filter a student
search by Created date, Student ID or Group.

SEARCH TIP: Use wikicards!

This column lists
students who are
currently enrolled in
™ the class. Click the X
to remove a student
from the class.

ResetfCancel|Select f Unselect All

20 |-

G 4|
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Filte! Robin Heron
r_heron X

Ollis: Brenda ballis May 2012 Graduation 2008-06-27 [ ] Randy Hill
Owens Roger roger.owens@keytrain.com |Class of 2017 2013-03-19 | LI Jrandyhit X
patterson gary wo-garypatterson May 2012 Graduation 2010-02-24 1] Banny Jackson
Fovell Daniel PowallDaniel May 2012 Graduation 2011-02-22 0| benni@kesdrain.com |X
PRESEBIE DEB CT-DEB May 2012 Graduation 2008-09-22 ] f:‘a‘r'g:éﬁfm —
Ralph Josh RalphJozh May 2012 Graduation 2005-10-07 I7] Raiph JilTest |
Ralph Ralgh RalphRalphRalph May 2012 Graduation 2011-02-22 1 ||RalphuinTest
Reese Jack JackR May 2012 Graduation 2005-05-23 I |_1 Tot
Reynalds Dana dana@keyiran com 2014 2013-02-15 ] ok the =303 by ramne /
Richards Michele michelerichards? May 2012 Graduation 2006-05-15 [ ]
Rick Harris ar-fick May 2012 Graduation 2011-07-14 I7]
o marga  [methisty  [May 2012 Graduation|  [2070- | B To add a student to the
RITA MARGA 2 Graduation 2011 I7] X
Robbins |Pater Move forward or 2013 aoiz02zz | T class, check the box in
Roberts Sandee 2 Graduation 2005-0217 I_lt— the M b I d
Robentson | William backward among 2 Graduation 2007-10-12 ] € lviember column an
rabinson keith 2 Graduation 2007-06-19 [ ] ;
Rodgers Alan pages here. 2017 2013-01-30 I7] click Apply
Rodgers John - \ m—— 2 Graduation 2006-01-24 ]
Rogers Thomas e s I8 1042 Graduation 2011-05-18 [ /

Appl

Click the Done button
when you finish
selecting students
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IMPORTANT:
If there are many students, they will be shown one page at a time. You

must click Apply in the bottom right corner for each page or your changes

will be lost when you move to the next page.

When you are finished adding or removing students, click the Done button to return to the list of
classes. There you can select another class to add or remove students or perform other tasks
using the Maintain Classes action bar.

7.

Assign Lessons to a Class

0 KeyTrain®

Assign lessons to an entire class by selecting the

Organization

Instructor Accounts . ] .
Maintain Classes action bar.

Student Accounts

Assign Lessons

Assign to Student
Assign to Class
Assign to Organization

Assign to Class option in the Assign Lessons bar
or by clicking on Maintain Classes in the main
menu and then selecting the Assign option in the

Maintain Classes ﬁ Maintain Classes: Edi Deletxpu:lrt Report | Create new class...

A listing of all classes in the organization will be displayed. Use the Class Name or another field
and filter the class list to search for your class. When you have narrowed your search, click on
the Assign Lessons icon (the open book) to open the Assignment Page.

Select the class for which you wizh to assign lessons by clicking the column on the right.

Maintain Classes: Edit | Delete | Assign | Export | Report | Create new class...

Maintain Classes

Click on the
Assign Lessons icon

Class Name~= Class ID Instructor Location Aszsignments  Members

Business 100 KTCB50050358 | Johnson

1-1 of 1 records Show e |Z| per page
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ients for Class

change =

Courses

KeyTrain Workplace Skills

Introduction to KeyTrain
"  Reading for Information
«  Applied Mathematics
" Locating Information

Introduction to Applied Technology

Class Assignment Options

After clicking on the Assign Lessons icon,
the list of KeyTrain courses for your
organization will appear.

The class name is shown. To select a

Details

different class, click the change button.
Assign lessons the same way as for a
student using the Auto assignment feature
or assigning individual lessons. All students

in the class or who are added later will
receive the same assignments. Here, the Business 100 class has been assigned KeyTrain
Reading for Information, Applied Mathematics and Locating Information using Auto assign.

Choose the course options for your class by clicking on the
down arrow next to the class name in the Assignments
page and selecting Class Options.

The Class Assignment Options page will open.

Class Assignment Options

Set the default values that will be used in assigning lessons to this class
For comparison purposes, a column of organization defaults is shown

Org
Default

Limnit the number of times a Workplace
Workplace Skills 2 2 Skills Pretest can
Pretest “ rils and exen ade afte
t
2 Workplace Skills 2 > Limit the number of times a Workplace
E Final Quiz Skills Final Quiz can be taken
< KeyTrain Limit the number of times a Career Skills
i~ lesson score is calculated
= L t f
Cameer Skills 1 1
Muzst Complets Problems No Prevent students from skipping guestions
in the practice sections
Mkt Complote Lassone o Require students to complete each topic
before taking the final quiz
To consemve bandwidth, Off is
Audio Off on recommended
Unie tudents ca il turn £ on in
the less it
Prevent students from starting higher level
Complete in Order Yes lessons until they have passed each
preceeding level
= Let the pretest assign or exempt lessons
Cet B atest Sn a8 res e based on the pretest score

Apply to
Description

Assignments for Class

3

oaBusiness 100 = || change ~

| SaveChanges || Cancel |

..Tw Select a different class
i Edit this class
o, Members -
— Skills
] Class options
]’ Class Reports Traim
| Export class dats -
e ation
&) Create new class ”

KeyTrain gives instructors a
measure of control over how
students take courses and
lessons. Use the check boxes
and down arrows to choose
your options.

Max Attempts:
KeyTrain lets you limit the

number of times that a student
can take a Workplace Skills
pretest for a course (such as
Applied Math) or a post-test
within a lesson (such as Applied
Math Level 4). After the
maximum number of attempts,
the student will not be allowed
to retake the test.

This does not limit the number of times that a student can enter the tutorial portions of a lesson.
Limiting the number of quiz attempts prevents students from trying to “test out” of a lesson by
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repeated guessing at final quiz questions. Remember, pre and posttest questions are randomly
generated from a question bank. Instructors may also set the number of times that a KeyTrain
Career Skills lesson can be re-scored.

To change the default number of quiz attempts (2 for Workplace Skills and 1 for Career Skills),
click the down arrow and choose a different number. KeyTrain allows up to 5 Workplace Skills
pretest attempts, 10 Workplace Skills final quiz attempts, and 10 Career Skills lesson score
attempts.

Must Complete Problems:

If Yes, learners must correctly answer the practice problems in the tutorial lessons before they
can proceed to the next page. If No, they can move through a lesson without attempting the
practice problems (not a good learning strategy!). Recommendation — set this option to Yes.

Must Complete Lessons:

If Yes, learners must complete all topics in a lesson (e.g. Applied Math, Level 4) before they can
take the final quiz for that lesson. If No, students can take a final quiz without attempting any of
the lesson topics. Recommendation — set this option to Yes.

Audio:

ON: When launching a lesson for the first time, the narrative sound track will be turned on (on
subsequent sessions it will remember the last setting). Audio must be ON for Writing, Listening
for Understanding, Teamwork, Reading for Information (level 1 only) and Workplace
Observation to complete lessons and quizzes.

OFF: The soundtrack for a lesson will be off. Learners can turn the sound on when they are in a
lesson, even if this option is selected. By having the sound turned OFF, organizations can save
bandwidth and make the program run faster. Recommendation — set audio to OFF.

Let Pretest Assign:

Checking this option assigns the Pretest to all students in a class for all assigned courses. The
pretest makes individual lesson level assignments to students based on how well they did on
the pretest. This simplifies the task of assigning the appropriate lessons each student needs to
improve his or her skills. Recommendation — check the Let Pretest Assign box.

Must Complete in Order:

If Yes, learners must complete lessons for a level before moving on to the next higher level. For
example, students would have to complete Level 3 lessons before moving to Level 4 lessons,
Level 4 lessons before Level 5, etc. If No, they may start the course at any level, even if they
scored lower or higher than that on the pretest. Recommendation — set this option to Yes.

Be sure to click SAVE CHANGES after making your
class option selections or they will not be applied.
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Assign by Certificate

Instructors may assign lessons to a class by
National Career Readiness Cetrtificate level. In the
Assignments Page, click on Select certificate under
Assign by Certificate. Select the desired certificate
level. To earn a certificate, individuals must score
certain levels on WorkKeys Reading for
Information, Applied Mathematics and Locating
Information assessments. Click Continue after
selecting a certificate.

A new screen appears,
prompting the instructor to
finalize options for assigning
lessons by certificate. Notice
the KeyTrain Reading for

0 KeyTrain®

Assign Lessons Based on a Certificate Level
Cerificate level used |ast fime assignment by cerificate was used for Business 100: [None selecl

This option will assign lessons based on the Cerificate Level you select The levels required o :
(Any current assignmaents will remain unchanged. )

Select a cerfificate and click Continue... 1o proceed 1o the next step

Certificate
ertificate

G ificate
Platinum Cetificate

Continue...| [ Cancel

B
S

=

Assign Lessons Based on a Certificate Level
Assignments have nof been made yet Follow the steps below io finalize the assign-by-cerlificate pocedure.

Below are the average skills requirad for success at a Silver Certificate level Select your assignment
preference below, and click the Assign button to add these lessons to your assignment list. (Any existing
assignments will remaen unchanged. )

Information, Applied
Mathematics and Locating Read
Information courses will be

Skill Area

ng for Infarmation

lathematics

ocating Information

5kill LevelNotes

assigned. The goal for each
course is Level 4, matching
the Silver certificate

requirement. Make sure the

| ASSIQI'I; Cancal
box to add an additional level s

Assgn All lessons up to the level(s) shown
| Check here to add one level to those shown above for addiscnal practice
«|| Check here to require students to complete lessons in order

@ Lat the Pretest assign tha lessons needed to achieve these levals

Make sure
these options
are checked

-

is checked. Doing so will provide the learner more practice and help ensure he or she achieves
their certification goal. With the settings shown, all students in the class will be assigned the
Pretest for the three KeyTrain courses with a course goal of Level 5. Click the Assign button to

finalize the class assignments.

A screen confirming that the pretest is assigned for the three

The following assignments have been made:

NCRC courses will appear. Clicking OK will return you to the Course Lesson Status

Assignment screen to make additional class assignments. 13 Pretest - Read Info Assigned
1 Pretest - Apl. Math|Assigned
11 Pretest - Loc. Info. |Assigned

Tip: If you assign lessons based on a NCRC level, check the

box to add one level to the level shown. This gives
your students more instruction in KeyTrain to better

prepare them to achieve their certificate goal.
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8. Remove a Class

Instructors may delete classes. For example, at the end of a semester or training program, an
instructor may want to remove a class that is no longer active. When you remove a class, all of
the assignments made specifically to that class that have not been started by a student will be
deleted. Removing a class also eliminates any reporting capability for that class. However, no
student data or records are deleted by removing a class.

To remove a class, click on the Maintain Classes bar in the Instructor menu. Click on Delete in
the Maintain Classes action bar.

Maintain Classes: Edit] Delete | Assign | Export | Report | Create new class...

This will generate a list of classes for your
organization. Filter the list to locate the class you EIRaT

WISh to delete. Clle the red X in the row fOf the class Maintain Classes » This class: Edit | Members | Options | Ass
name. The class information will be displayed. To Delete Class
remove the class, click the Delete button.

Class ID KTC830162535 Delete

. T * Class Name WIA Orientation_6-11
The class will be removed from the organization’s list Instructor Collis

of classes. Location DTWHN
Notes

Cancel

Note: Deleting a class does not delete the class
students or student data.

9. View and Print Reports

The reports in KeyTrain’s learning management system allow administrators, instructors and
students to monitor learner progress. Administrators and instructors can generate reports on
individual students, classes, groups, or the entire organization. Administrators may also create
reports for a system that may include several organizations, such as a school district or WIA
program with several locations. Student access to -

reports is limited to their own records. Reports may be (23 ViewlPrint Reports 4
viewed online, downloaded, or printed. Bt on Shudent

Report on Class
To access reports, click on View/Print Reports. A drop Report on Group

Report on Organization

down menu will appear with report options for Student,
My Reports

Class, Group, Organization, and My Reports.

Note: Reports open in a separate window and are viewed in your browser’s PDF reader.
If your browser does not have a PDF reader, you will need Adobe Acrobat Reader.
To return to KeyTrain, simply close the report window.
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Reporting on Individual Students

Select Report on Student from the drop-down list. The Student report menu shown below will
appear. KeyTrain includes eight different student reports. Choose a report by clicking on the
report name.

The Course Analysis and Quiz Detail reports are particularly useful for instructors.

Reports (mdqm):lm: = Goyp = Cwgenizetion = My Repors
T~

Progress Report
Generate & mulis-shest Miocosoff Excel spreadshest showing progress during a date range and sefedion of courses specified by youw. Tedmically,
since the praducs of € 15 8 apreadehest! of exponed data. il 15 categorized 85 an Expd. Bul we have included 8 link fo it hese because i1
FErvVEs 85 @ powerlul Report. ino!

) Course Analysis

Quiz results by level for selecied courses: atternpts, average claxs scones, numbes passed and failed. Optionally includes togic objedives and nesults

Student Status Report

Siatus of =ach oourse asskgned induding goal, score and time spenl

Detail Report

Ags e COUMRERIERRING. =5t guiz dals, malus, soores LArGEIE Bl AUMDer af gquiz skempts

Topic Detail Report

Student adivity in lesson lopics, time spent, stafus, sooresttargets and quiz attempts

m———) Quiz Detail Report

Topic and final guiz resulls, induding comect and incored andwen 10 guiz questiona

Student Career Skills Report

Summary of progies in all Career Shlls lessans

Career Skills Analysis

Counal'|lesson :t];-:l;r.;.ar“: outcomas and sucent quiz datm for all studants

Course Analysis Report:
The Course Analysis report shows a single student’s pretest and quiz results by course level for

the selected courses, including the highest quiz score and number of quiz attempts (shown as
XXXIY where XXX is the highest score and Y is the number of times the pre- or post-test was
taken).

The totals at the bottom of the table show the number of test attempts that were passed or failed
(by default the passing score is 80%, but this can be changed by the instructor when assigning
certain lessons). If course objectives are included, another page will show which topic lessons
the student has completed, the percentage of time the student answered topic lesson questions
correctly on the first try and the topic quiz score expressed as a percentage.
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Please spacily at least one course for this report.

Select the Course Analysis
report, then select the student Objectives Report
you wish to report on. The

Select your courses Select additional options

Objectives Report form will —
be displayed. Select courses B B s i
to see quiz data results by | i
level for each assigned - i Proceed to repn|1
course. To view the course et e _ -
topic objectives and student ' il (omtnn:]feme]
pretest and topic quiz results, -
check the students and h
objectives boxes.

Reports These selections will generate a report that shows activity

for the three assigned courses, Reading for Information,

EERGE SO e SN EIE S Applied Mathematics and Locating Information.

Student: Harris Rick o) When you click on the Continue button, a report

Options: (Ehan0) fan] confirmation screen appears. You can change the report

E;:;fﬁfr__m — Clickchange | options, select a different student, or a different report type

Appiied Mathematics to make a by clicking on change.
Locating Information diff
Include Students: yes irrerent . . .
Include Objectives: yes selection. After you have confirmed your report options, click on Get
the report! KeyTrain will generate a report similar to the one
[Get the repnrt!] [ Cancel ] below.
KeyTrain Course Analysis Report
Organization: School B Date: 262007
Class: Class 101 Time: 10:44:184M

MName 0 PT  Level1l Level2 J LevelJ) Leveld Leveld  Levelt  Level7? Current Level ncreasedy Time
MATTCOLES COLERAT LEF) 3 T-IE48
GREGBARTON BARTONG 10071 §702 4 [ERERH
HICK STEINMOLZ STEDNHOLIN 18071 $712 4 10238
MELEOWS LEOWS] 10071 100/1 4 10:23:18
JMOHHWILL WILL] 5:36:33
GECRGE HICKS HICEES G 2:09:51
Total & students [T E ]
2Quiz attempts 0 ] 4 -3 0 Q ]
2Quizzes passed o 0 i 4 3 (1] [1] i}
B Quizzes failed (4] i} 4] 2 i] ] i
Average oo a7 1

In this example, the Course Analysis reports on the Applied Mathematics course and objectives
results for students in a class. This page shows that four students have taken Level 3 tutorials
and the Final Quiz for Level 3. One student scored 88 and three scored 100 on the Level 3 quiz,
obtaining an average class score of 97. The time each student spent in the course is also
shown.
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The Course Analysis also includes information on student progress in the course objectives
tutorials.

Apl. Math Level 3 Objectives

Name 12 3 |4 5 6 7 8 9 10 11 12 13 14 15
MATT COLES 100 80 100 88 80 50 100 100 &0 80 80 88 20 78 100
GREG BARTON 100 100 100 88 80 50 100 il [} 80 80 80 Gl 100
NICK STEINHOLZ 100 100 100 f| 75 o 50 100 8 Jwof e 80 40 80 2 80
JOE LEOWS 100 100 100 | 6 w0 &7 1oo 100 [ so 60 80 100 80 60 100
JOHN WILL 100 80 100 | S0 100 60 87 50 84
#Attempts 5 5 5 5 5 4 4 5 4 5 4 a 4 4 4

# Below 80 0 0 0 3 0 4 0 1 1 2 0 2 2 3 0
Average 100 92 100 73 92 54 100 84 80 T3 80 72 G0 61 a5

Objective Names (for Apl. Math Level 3

. Introduction g

. Quantity 12. Fractions, mals & Percentages
. Quantity Quiz 13. Fracijps® Decimals & Percentages
. Rounding & Estimating 14 _J#fTtive & Negative Numbers

. Rounding & Estimating Quiz . Positive & Negative Numbers Quiz
. Handling Money

. Handling Money CQuiz
. Telling Time

. Telling Time Quiz
. Measurement

[ s R s 4 Y NP N T

=

Each column represents a course objective. The box above shows the name of the lesson
objective. For example, Objective 9 is the Topic Quiz for Telling Time. The # Attempts row
shows that all five students took the quiz. Four students passed the quiz, scoring 80% or 100%.
The # Below 80 row shows that one student failed the topic quiz. The Average row reports that
the class average on the Telling Time Quiz was 80%.

Look at column 4 for the Rounding and Estimating topic. The numbers in the column represent
the percentage of time that the student answered a question in the tutorial correctly on the first
attempt. In this example, Greg Barton answered 88% of the questions in the tutorial correctly on
the first try while Joe Leows answered only 63% correctly on the first attempt. This may indicate
that Joe had more difficulty with the lesson content than Greg. If Joe also scored low on the
topic quiz for the tutorial, he may need additional practice in rounding and estimating. The
report, however, shows that Joe scored 100% on the topic quiz for rounding and estimating
(column 5). Joe apparently mastered the concepts covered in the tutorial even though he
answered more tutorial questions incorrectly on the first attempt.

The Course Analysis report provides a quick and succinct way to track the progress of an
individual student or an entire class through reporting class averages and individual student
achievement in all of the tutorials for an entire lesson, in this case Applied Mathematics Level 3.
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Quiz Detail Report:

The quiz detail report gives feedback on the pretest and posttest in each lesson. The report
records the amount of time and test scores for individual sessions by date. The report shows the
question serial number, the student’s answer, and whether the answer was correct or not.

Using the answer keys (available to administrators and instructors only), an administrator or
instructor can show the student the questions they missed and diagnose why they answered
incorrectly. To generate a Quiz Detail Report for an individual student, select Report on Student
and click on Quiz Detail Report in the report list. Click on the Get the Report! button. A report
similar to the one below will be displayed.

KeyTrain Quiz Detail Report Eamtote The student has spent 11

Organization: Date: 121122007 minutes in the course.
Name: Time: B:57-46AM
Job Profile:

Applied Mathematics
LESSON AO SCORE TARGET  ATTEMPTS
Pretest . Apl. Math P Comgleted 3 T 1
SESSIONS:
# 08/15/2007 0:05:19 Comgleted 3
QUIZ DETAIL: QUESTION AMSWER CORRECT?
AMIOS1 o] h§
AM30EE D Y .
e, s 0 The student missed
= 2 = three Level 4 questions
AMKOSEE cC N B
e . . <= in the pretest.
ANAOES c i
TOTAL TIME 0:05:19
Calculator Review T Not Attempled a 0 The student com p|eted the
Apl. Math WorkKeys Introduction T Not Atlempied 1] 0 . .
Apl. Math Level 3 T Incomplete 80 Handling Money topic.
TOPICS COMPLETED:
Handing Moy compiete []
SESSIONS:
2 Danr2007 00504 NConiple!: o m— The student has not
_— 00604 completed all Lesson topics.

This report shows the student has taken the Applied Mathematics pretest one time and scored
level 3 with a target score of level 7, the highest level. The student answered five of eight
guestions correctly. The Question column shows the question number code for the questions
that were randomly given to the student. The first missed question was AM4Q57 or Applied
Mathematics Level 4 Question 57. The student’s answer choices are shown in the Answer
column. The instructor can find the question and correct answer in the Answer Key for Applied
Mathematics and show the student the item they missed and why their answer was incorrect.

The Quiz Detail Report also shows student progress in the lesson tutorials. Notice that in the
example shown above, the student has completed the topic tutorial on Handling Money, but has
not completed the all of the Level 3 lesson topics. The amount of time the student has spent in
each activity and total time are also shown in the report.

Copyright © 2013 ACT, Inc. ACT KeyTrain is a registered trademark of ACT, Inc.
For use only by ACT KeyTrain licensed users.

26



ACT KeyTrain® Instructor Guide

10. Answer Keys

Instructors have access to answer keys for all KeyTrain pretests, | myAccount
final quizzes, and topic quizzes. Click on the Answer Keys option ] student Accounts
in the Instructor menu. [}, Assign Lessons

M maintain Classes

(4 View/Print Reports

Ejﬁ Waorkbooks

E| AnswerKeys <
A menu of answer keys for all KeyTrain courses will appear. Find (L} Takelessons

the KeyTrain course and click on the type of answer key you need (™ Export nata
(topic quiz or pretest and final quiz).

A screen detailing the conditions instructors must adhere to in usin
g the answer keys will be displayed. Click on the | Accept button if
you agree to the terms for viewing the answer keys.

Lﬁ] Job Profiles

Your browser will open the answer key document in a new window. View the answer key online,
download it, or print the file. If an answer key is downloaded or printed, it MUST be stored
in a password-secured device or location accessible only to instructors or administrators
to ensure questions and answers are not available to students.

KeyTrain pretest and Final Quiz questions are randomly generated. Use the Answer Keys in conjunction
with the Quiz Detail Report to find the answers to questions students miss. In the example on the
previous page, the Quiz Detail Report showed that the student missed question AM4Q57 (the student’s
answer was A). To find the question and its correct answer, open the Applied Math Answers to Pretest
& Final Quiz Questions answer key. Scroll down the document until you find the question corresponding
to the code AM4Q57. The correct answer will be clearly marked. You can then explain to the student
why answer A was incorrect and have them rework the problem if you wish.

Question AM4Q57:

Select the best answer to the question.

A computer was priced at $850. You paid 20% in cash.
How much was not paid in cash?

ANSWERS:
A. $170
B. $340
C. $580
D. $680

NOTICE: Answer Keys are for instructors and administrators only for providing student guidance.
DO NOT DISTRIBUTE THEM TO STUDENTS. You may not use questions in any form other
than in the online KeyTrain lessons. Doing so is a violation of your KeyTrain license and
may result in the cancellation of your license in addition to other actions.
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11. Workbooks

If your site’s license includes electronic copies of the KeyTrain print curricula, you can access
workbooks for selected KeyTrain courses from the Instructor menu. Click on the Workbooks bar
in the main menu. A list of available workbooks will be shown. Expand the list by clicking on the
+ button beside the course name. Select the workbook and click on it. Then click the Download
file button to view it in a new window in your web browser. You can print a workbook from your
browser by clicking the print icon or save it to your computer by clicking the save or download
icon in your browser's PDF viewer. When you finish with a workbook, close the window.

Workbooks
NHame Ciate: iocified Sie
3 (L Neading for infermation KeyTrain Locating Student Intro
5 1Applied Mathematics
3 —jLocating Informaticn I:?_ _< T:,:_-n-.--: .-_ -
KayTrein Locating Instructor Guide AM182011 80 KB 4 5
KeyTrein Locating Student Intro 41192011 128 B I | Duwnluﬂd ﬁIE
@7 TTRIN COCENNg Cawal | TIoan 21892 P = -
KayTrein Locating Lowel 2 4182011 4281 KE
KayTrain Locating Lewel 3 41192011 980 KB Important!
KeyTrain Locating Lowel £ 41192011 1004 KE These warkbooks may only be used for the users that
KeyTrain Locating Level § 42O sz Prvelicensad thiz system.
KeyTrain Locating Level 8 A19/2041 eai e Do notdistribute cutside of these persans licensed to
use this enline systam,
sj | jIntraduction to Applied Technology

JApplied Tachnology » Elecricity Do nok post these on your own website.

(Applied Technology - Fluid Dynamics
Applied Technology - Mechanics

=

s _JApplied Technalogy - Thermedynamics Tip: Workbooks open in a new window in your browser
s Ef-mm Writing and may be viewed online, printed, or saved. To save
: ;‘t‘a"j‘h T a workonk to your computer or vie.w it in Adobe

o Sosciit Apiiind laliamatio Reader, click on the download icon in your PDF

Spanish Locating Information viewer and save or open the file.

ik ks ROt Sowhisad, you My rekd o Sisakie the pog-up blockes in y It is not permitted to distribute Workbooks outside
of persons licensed to use KeyTrain or to post them
on your or any other website. Doing so is a violation
of the site license.

Currently, there are workbooks for Applied Math, Reading for Information, Locating Information,
Applied Technology, Writing, and Business Writing. Spanish language workbooks for Reading
for Information, Applied Mathematics, and Locating Information are included if your site has
licensed their use. Instructor Guides for using the workbooks may also be viewed or printed. To
open a workbook or guide, find the course and click on the lesson level you wish to view, for
example, Applied Mathematics Level 5. KeyTrain will prompt you to accept a use agreement
before allowing you to download a workbook.

Workbooks provide instructors with an additional resource that may be used as supplemental
classroom material, homework, extra credit, or study materials for learners that may not have
adequate access to a computer or the Internet.

Copyright © 2013 ACT, Inc. ACT KeyTrain is a registered trademark of ACT, Inc.
For use only by ACT KeyTrain licensed users.

28



ACT KeyTrain® Instructor Guide

12. Take Lessons

KeyTrain provides instructors and administrators a way to preview the KeyTrain and Career
Skills tutorial lessons. The Take Lessons feature allows instructors to work through or view
KeyTrain tutorials for each course and lesson level.

To get started, click on Take Lessons in the instructor menu. If your site has licensed the Career
Skills curriculum, you have a choice of taking either those lessons or the KeyTrain lessons for
the WorkKeys skills. Click on KeyTrain or Career Skills. You will be asked to accept the terms of
use. After accepting, a list of all courses for your site will be shown.

Click on a course name and ~ KeyTrain Lessons
select the lesson level. Then gl il e ot et e
click the Launch button to HeyTrain Leascas
KeyTrain Infro Lot Inks. Womkkeys Intoduction Launsh
start the course.
Reading for Info. Lo Info. Lavel T |Lm|||m|
Viath Lee Info. Level 2 Launeh
Locating Info, |55 7fe- Level 2 [Launen|
Intro. ApL Tech Lo Info. Level 4 » Launch
Los Info. Level 5 [Launen]
AT, Electricity E
AT Falds Lee Infe. Lavel 8 Launch
AT, Mechanics

A lesson menu similar to the one shown

] ) . o WELCOME TO LOCATING INFORMATION, LEVEL 3
here will appear. Notice the Final Quiz is

CheCked. Since |esson data iS not Click on a topic below to begin this lesson.
collected in the preview mode, instructors Introduction
and administrators may not take pretests s
. . ar Graphs
or final quizzes. Line Graphs

Tables and Forms

Maps and Plans

Click on a topic title to take the tutorial.

KeyTrain tutorials for Reading for Y %F‘;—J
inal Quiz
Information, Applied Mathematics and
Locating Information are organized in EXIT.

four sections:

e  Overview — the topic introduction and learning objectives
e Learning — the topic concepts and content
e Practice — application of the topic concepts in a work context

e Quiz — a short five-question quiz to test understanding of the topic.
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LOCATING INFORMATION, LEVEL 4

LEARNING ‘ |
Lesson Sections
- PAGE | of 35
UNDERSTAMNDING LUMNE GRAPHS Turn sound
Line graphs are a good way for showing the relationship T ’
est Vehicle Gas)

between two sets of numbers. ' on/off and access

Mileage, the Help menu.

MPG
Imagine that you are in charge of your company's fleet of 2 ——
cars. You want to see if changing the speed of the cars will
change the amount of gas used,

19 ——
How can you see the effect of the speed on the gas mileage of
the cars? Line graphs are a convenient way (o communicate 8
this information.

17 t { !
40 50 GO 70
Navigation Speed, MPH
gy 0000000

Screen navigation buttons are located at the bottom right of the screen. The Next and Previous
buttons move the learner from page to page in the topic lesson. The Menu button returns the
learner to the topic menu. The Repeat button refreshes the page to replay the sound track or
repeat the page interaction. To exit a topic, click the Menu button to return to the topic menu.

Click Exit on the topic menu to exit the lesson. KeyTrain will return you to the course list where
you may choose another lesson to preview.

13. Search Job Profiles

The KeyTrain system includes a search feature for WorkKeys occupational profiles and O*NET
job information. ACT compiles the occupational profile information from individual job profiles
gathered from companies and organizations across the country. ACT has also created
estimated WorkKeys levels for O*NET occupations that have not yet been profiled. These are
all included in the profile search feature.

Job profile information enables counselors and students to identify the WorkKeys skill
requirements of a variety of occupations. Counselors and instructors can show students the real
world skills required for jobs and careers they may be interested in. The profile database can
help motivate students to work towards higher skill levels and achieve their career goals.

To search for profiles, select the Job Profiles option from the Instructor Menu. A search screen
like the one shown on the next page will appear.
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Notice the two tabs. m—)

Job Title: @ Show only:
The Search tab opens a tool S =t

instructors and students can Job Descrption: :

use to search the database of TR e e e—
WorkKeys job profiles and ﬁ;?;ﬁif»gjfj,fﬁf; ol | mexdng o e 2
O*NET jobs. You can search ntictireisohpanc cbestal st : Bestigithes
by Job Title, Job Cluster, Job i o, _ S
Description keywords and/or by e T8 i
WorkKeys skill level. A search - i
can be also be narrowed to i o T e
include only Green economy o

jobs and/or jobs that are x

expected to grow (Bright S

Outlook).

This example shows a search for jobs with the keyword “computer” in the job title. The
WorkKeys scores for a Gold Career Readiness Certificate (level 5) are selected in the Skill Area
and a search for Best Matches is specified. To initiate the search, click the Search button.

Search Results (2)

OrMet Code Title Clusters WK Prof | Special
432-8011.00 Computer Operators Information Technology es

18-1021.00 Computer Programmers Arts f AW Tech / Comm; Bus / Mgmt / Admin; Health Science... Yes

18-1071.01 Computer Security Specialists Information Technology Est

18-1032.00 Computer Software Engineers, System... Arch / Construction; Info Tech es ¥
18-1082.00 Computer Specislists, All Other Est

18-1041.00 Computer Support Specialists Ag / Food / Mat Rsrg, Heslth Science; Info Tech; Manufacturi...  “Yes

16-1088.02 Computer Systems Engineers/frchitects Est

51-4011.00 Computer-Controlled Machine Teol ©...  Manufacturing Click a job title for Yes v
18-1071.00 Metwork and Computer Systems Admin...  Information Technology more information. Est

Click on & profile to learn more about it.

The search generates a list of 9 jobs with the keyword “Computer” in the title that require a
Level 5 skill in WorkKeys Reading, Math and Locating Information. The O*Net Code, title, and
career cluster(s) associated with the occupation are shown.

Notice the WK Prof column. Yes indicates that an occupational profile is available for the job.
Est is listed for occupations whose WorkKeys skill levels in Reading, Math, and Locating
Information have been estimated. If the row is blank in that column, actual or estimated
WorkKeys scores are not available for that job. The sun icon in the Special column indicates the
job is considered to have a Bright Outlook. A leaf icon identifies the job as part of the Green
economy.
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To find more information on a job, click on the job title to see the job description, median
WorkKeys skills and typical job tasks. The job details for Computer Support Specialists are
shown below. The Details, Wages, and Video links open the O*Net Online site in a new window.
Users can then find additional information about the job. The links to clusters generate a list of
all O*Net jobs associated with a career cluster. A short description provides an overview of the
occupation. The Median Skill Level column lists the median levels for the WorkKeys skills that
have been profiled. These are the target levels for KeyTrain and WorkKeys skill development for
the occupation.

|- Computer Support Specialists X

Computer Support Spedialists

D*Net Code 15-1041.00: [Cick fo open wages and additional information in a new window,)

U E?E:'s Click a link to go to O*Net
= Wages —
J. « Video for more information.

I Clusters: (Cick one o search all jobs in cluster)

* Agriculture, Food & Matural Resources =
* Health Science | Click a link to search all jobs
» Information Technology
: for a career cluster.
» Manufacturing
» Science, Technology, Engineering & Mathematics P

Description:
Provide technical assistance to computer system users, Answer questicns or resclve computer problems for clients in person, via
telephone or from remote lecation, May provide assistance concerning the use of computer hardware and software, including printing,
installation, word processing, electronic mail, and operating systems.

Skill Area Median Skill Level | Minimum Skill Level | Maximum Skill Level| Number of Profiles
Applied Mathematics 5 3 [ 16
Reading for Informatio 5 3 [3 26
Locating Information 4 3 [3 21
Applied Technology 5 3 5 5
Business Writing 4 3 5 E
Listening 4 3 5 13
| Ohbservation 5 3 3 8
Teamwork 4 3 3 12
' writing 3 3 5 8 "
|
| « Previous MNext = Close

To start a new search, click the Close button. This returns you to the search results. Click on the
Search tab to clear all fields and then enter a keyword or select another option to search for
another occupation.
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14. Technical and Program Help
Administrators and instructors can access support and technical documents through the Help
link located next to the Logout link at the top of the page. Click on Help to open the Help Center.

OKEFTraiﬂ‘ Weloome = Home Logout

iu'-‘ ACT Warkforee Curricelum

Help Center

The resources balow sme provided 1o help you get the most out of your KeyTrain E" Abaut yDur SEtup
EXpatience sl
Teaching and learning resources | This computer is ready!
s Guide io KeyTrain (PDF) | o Firefox 19 on Windows T
G AR kst "(“ﬂjih- *i'_ _IE;'GZ&_ =

= Sludent manual (FOF)

= KeyTrain course oullings (POF)

« Caresr Skils instruclions (POF)

L T o About PDF files
* Caresr Skills checkshest (POF)
When yau elick 8 FOF liak, it will apan in Ehis
same 1ab, You'll wani 1o use the Back bublon
whan you're ready io return to the Help

Troubleshooting resources Cantes

& Susiem requirements (POF) IF you wanl 15 open 1he dacurment in & new
e 1mb, you can right-click snd select Open Link

& WarkKewvs skl area definflions (PDF)

« Screen is blank when [ stard lessan in Newr Tab
» Flash lesson operation heip (PDF) To save the document to your computer,

: F ; tight-cdick the link, seled Sawve Targel As._.,
= KeyTrpin dpmains and IP addresses (POF) and give it 8 name

» How do | find rv operpling svsfem (051 vergion?

+ What varsion of Windows do | hove?

Help documents are organized by teaching and learning resources and troubleshooting
resources. Teaching resources include this guide, the Administrator Manual, course outlines
and other documents. Troubleshooting resources provide answers to common technical
problems users sometimes encounter. All of these documents may be viewed online or
downloaded to your computer. Adobe Reader is heeded to view these documents. Instructions
for downloading and a link to Adobe Reader are provided.

KeyTrain automatically tests your computer to ensure it is ready to run KeyTrain lessons each
time you log in. About your setup shows whether or not you need to download or update Flash
and if your web browser version and operating system are compatible with KeyTrain. Help
documents open in your browser's PDF reader in the same tab. You can view, download or print
help documents. When finished with a document, click the Back arrow in your browser to return
to the Help Center. If you close the browser, you will have to log back in to KeyTrain. To
open a document in a new tab, right-click the title and select Open Link in New Tab. Close the
tab when finished.
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15. Improve Student Performance

KeyTrain contains a variety of tools to assist the instructor in analyzing and improving the
student’s performance in the basic work-related skills. Applying these features and practices
can help students master the foundational skills needed for success in further education and
training or the workplace.

Some students may appear to perform poorly in KeyTrain or in standardized tests such as the
WorkKeys® assessments. In many of these situations, examination of the student’s reports in
KeyTrain reveals a lack of dedication in using the curriculum or a deliberate attempt to
circumvent the KeyTrain system.

To analyze the performance of a student in KeyTrain, examine the student’s Quiz Detail Report
and Course Analysis Report. These reports will help instructors and administrators determine if
the student has used the curriculum diligently.

In particular, be wary of students who:
e Have a high number of attempts at pretests or post-tests,
o Have taken only pretests and have not completed a level lesson,
e Have low topic quiz scores,
e Have low time recorded in the lessons, or
e Who have not completed lesson topics before taking the final quiz.

These conditions would suggest that a student is either not making a serious effort, or may have
other learning issues or deficits that are not adequately addressed by KeyTrain.

To improve student performance:

e Do not allow students to skip the entire KeyTrain curriculum based solely on a KeyTrain
pretest score. Pretests are designed to place an individual in the appropriate level of a
KeyTrain course and are not detailed enough to determine a student’'s comprehension of
the subject or predict a WorkKeys test score. Require each student to complete at least
one level of the curriculum in each skill area of interest. For example, a student who
scores Level 6 on the KeyTrain Locating Information pretest should take the Level 6
KeyTrain tutorials to help ensure they will perform at that level on the WorkKeys
Locating Information test.

e Use the Must complete all problems and Must complete lessons before quizzes options
when assigning lessons to students and classes. This will ensure students must answer
problems within a topic lesson and complete all of the topics in a lesson before taking a
final quiz. These options reinforce the need for students to make a serious effort in
learning tutorial lesson content.
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Use the topic detail reports to see how the students are doing on the practice problems
and topic quizzes in the curriculum. The Topic Detail Report shows the percentage of
time that a student answers a question in each topic correctly on the first try. A
percentage score of 60 or higher during a learning activity suggests the student
comprehended the lesson content. Practice problem scores below 50% may indicate the
student has not understood the instructional content of the topic. Also look for
consistency between the practice problem percentages and scores on the topic quiz.
Theoretically, a student whose practice problem percentage score is relatively high
should score 80% or higher on the topic quiz. Keep in mind that the topic quiz is only five
non-random questions - a score of 80% means the student missed only one topic quiz
guestion. If a student scores 60% or less on a topic quiz, they may need to retake the
topic lesson or may need additional practice or instruction. If all topic scores or topic
percentages are low, it may indicate that the student is simply clicking through the
curriculum without exerting effort. Instruct students to review their own topic scores
before retaking final quizzes and to seek additional help for problem areas they identify.

If the Must complete lessons before quizzes option is not applied in the organization,
instructors should encourage students to complete the tutorials before attempting the
final quizzes. The learning system is designed to allow the student to retake quizzes in a
responsible manner, but some students may try to abuse the system. Instructors should
watch for multiple retakes and question the student if found. Set the maximum number of
quiz attempts to a low number, such as 2, to prevent students from retaking the quizzes
without authorization.

Look for at least 2 hours of activity per course level for a student to ensure they are
investing sufficient time in the curriculum. In other words, if the student completes all of
the topics for Applied Mathematics Level 3 in 30 minutes but has low topic scores, they
are probably guessing at questions until they find the right answer, instead of trying to
figure out the answer first.

Students should not retake pretests, even if more than one quiz attempt is allowed. If a
student retakes a pretest and scores higher than the first attempt, their assignments are
based on the original pretest result and will not change if the Let Pretest Assign Lesson
option is selected. Pretests are designed as an initial screening in order to place the
student at the appropriate level in a KeyTrain course. Pretests do not have as much
randomization as the final quizzes and are not designed for multiple attempts.

If a student must achieve a given score on a WorkKeys assessment (for a National
Career Readiness Certificate, program requirement, or for hiring or promotion), set the
KeyTrain goal in the lesson assignment screen one level higher than the target
WorkKeys score. For example, if a learner needs to score a 5 in WorkKeys Reading for
Information, set their goal to 6 in the KeyTrain Reading for Information course. The
additional instruction and skill development will help ensure they obtain the required
WorkKeys score.
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KeyTrain pretests and final quizzes may not be used in place of WorkKeys
assessments. While quiz items in KeyTrain were developed to mirror WorkKeys test
items, KeyTrain quizzes are not the same as actual WorkKeys assessments.

WorkKeys assessments are timed tests; KeyTrain final quizzes are not timed. Final
quizzes in KeyTrain measure an individual's grasp of the learning objectives and help
track their progress in mastering skills. The purpose of KeyTrain is to improve the skills
that the WorkKeys assessments measure so students will achieve the WorkKeys scores
they need. Pre-and-post tests are not intended to replace or even exactly measure a
WorkKeys score. However, increasing time in the curriculum will, in most cases, result in
more complete concept mastery and higher WorkKeys scores.
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Appendix — Features for Administrators

Create Administrator and Instructor Accounts
Administrators can set up administrator accounts for those staff persons who will be responsible for
helping other staff members maintain their accounts. For example, IT staff, a human resource manager,
training manager, or guidance counselor may wish to have Administrator accounts. Administrators also
have the option of creating Administrator (reports only) accounts for staff persons who only need to view
or print reports, not create other user accounts or perform other administrator functions in KeyTrain.
Create instructor accounts for staff whose only KeyTrain use will .
be working with students, such as teachers, trainers, or computer OKeyTram”
lab managers.

Administrator:

Organization b

Instructor Accounts i

To create an administrator or instructor account, click on the
Instructor Accounts bar in the main menu and select Add New

Add Mew Instructor

Instructor. Edit Instructor Account
Remove Instructor
Student Accounts i |
A form for entering the instructor’s information
will be displayed. Notice that the Last Name, User Information =
. . A LT Faieel VE
First Name, Username, and Password fields are Sohool Hsme AL Woddoros Cuecaifu &
. . . " Last Save L New
marked with a red asterisk. These fields must be F“ "”" [ E;-“;-E-- -
. . . * First Hame N iosa
filled in to establish an account. Instructor .
) ) ) Middle Hame Eesct
usernames must be unique. Use a combination $
" Usermame Cancel
of letters, numbers, and characters to create the ”
* Password

username, for example, harris_c54. If you
include the person’s email address, KeyTrain will

send them their login information if they forget Address 2
their password. City/ State/ZIP
FPhang
When creating an additional administrator or a et
reports-only administrator account, be sure to helive [
select the radio button for that option after you ) Adminiswaior
enter the person’s information. Click on the ) Administrator (Reperts only)
Administrator button to allow the person full @ Instructor

administrator account privileges that includes
access to information for the entire organization,
and the ability to set or change organization
settings and options. Leave the Administrator
button unchecked if the person should have the
more limited account rights of an instructor.

* Warify Password
Address 1

otes

When you finish entering the required and other optional information, click Save and Close to create the
account and return to the main menu or Save and New to create another account. Sites may create as
many administrator and instructor accounts as they need. We recommended, however, that you limit the
number of staff with full administrator privileges.
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Set Organization Options

Administrators are allowed to select KeyTrain settings and options for the entire organization. The
selection of options and settings should be thought through carefully since, once selected, they will apply
to all KeyTrain users in the organization. Of course, an administrator can change options and course
settings if needed, but some changes will not retroactively apply to existing user accounts.

To access organization settings, click on the Organization bar in - =
the KeyTrain main menu as shown below. From here you may

select Organization Assignment Options, check your KeyTrain i " \coionmentQptions

About Organization

license information by clicking on About Organization, or limit the Organization Course Settings

KeyTrain courses available to all users in Organization Course -

Sei/t'ngs g Instructor Accounts g
ings.

Organization Assignment Options

To select h_OW KeyTrain Organization Assignment Options

Iesson aSSIgnmentS are Sat the default values that will ba used in assigning lessons to this organizatian

made to learners and [ 7 Apply to
L] Description

control how learners Default

interact with KeyTrain,

Lesson Options

Workplace Skills 2 Limit the numbar of times a Waorkplace Skills Pretest can ba taken T
C“Ck On Org an | Zatl On E Prefast i Assionments and exempsons are only mads after the frst predest completon. s
Assig nment Opt| ons. § KeyTraln E;TE‘:’?: Shills 2 - Limit the number of imes a Workplece Skills Final Quiz can be taken. &
The screen below will = I__|:m'n the rumb-er ?fhmes a Cnreer Si_iflllls.le's_s?T scnlre_is calculate
appear & ouvwrsiars |1 Den DGR o an u
. ana of more af the top pieded ksson
Must Complete Problams o Prevant students fom skipping questions in the practice sectons. ]
Administrators can apply Must Complete Lessons | Require students te complete each topic before taking the fnal quiz. 7]
any changes to the default ||Audie (D |5 ol e g S O
Course Options
Iesson and course C & it Prevent students fram stariing higher level lessons until they have passed each precesding =
. . omplate in Ordar | leval =
assignment options to the
entire organization and Let Pretest Assign Fi| Lat the pratest assign of exempt lessons basad on the prefest score
may also set certain . Permissions
permiSSionS Options for Open Enrollmant - Gra studdnts & lessons that have not bean assigned to tham
| Allpw students to adit their own accounts

both students and
instructors. Note: Instructors
instructors can select
lesson and course options | Features

| Allow instrectors 10 add, delete and edd student ac
Allpw instructors to edit their cwn accounts

Allow instructors to add, delete and edit classes and edit class

AEEE RO

Includa profiles database access on student manus

V] Inelude Assign by Ceribieates spticn on assignment meny
for their classes, but not e B
for the organization. § Workplace Skils
. . : 2 KeyTrain Final Quiz
Let's look at the Lesson Options section of the page first. x
= Career Skills 1 =

Max Attempts:
KeyTrain lets you limit the number of times that students in your Must Complete Problems
orgaplzatlon can take a Workplace SI_<|IIs _pr_etest for a course (such e_ls S e
Applied Math) or a post-test (Final Quiz) within a lesson (such as Applied i
Math Level 4). After the maximum number of attempts, students are not e = =
allowed to retake the test. This does not limit the number of times thata | FE—"\
student can enter the tutorial portions of a lesson. Limiting the number of | Complete in Order El
quiz attempts prevents students from trying to “test out” of a lesson by =

. . . . Let Pretest Assign 4|
repeated guessing at final quiz questions. Remember, pre and posttest
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guestions are randomly generated from a question bank. Instructors may also set the number of times
that a KeyTrain Career Skills lesson can be re-scored. To change the default number of quiz attempts (2
for Workplace Skills and 1 for Career Skills), click the down arrow and choose a different number.
KeyTrain allows up to 5 Workplace Skills pretest attempts, 10 Workplace Skills final quiz attempts, and 10
Career Skills lesson score attempts.

Must Complete Problems:

If Yes, learners must correctly answer the practice problems in the tutorial lessons before they can
proceed to the next page. If No, they can move through a lesson without attempting the practice problems
(not a good learning strategy!). Recommendation — set this option to Yes.

Must Complete Lessons:

If Yes, learners must complete all topics in a lesson (e.g. Applied Math, Level 4) before they can take the
final quiz for that lesson. If No, students can take a final quiz without attempting any of the lesson topics.
Recommendation — set this option to Yes.

Audio:

ON: When launching a lesson for the first time, the narrative sound track will be turned on (on
subsequent sessions it will remember the last setting). Audio must be ON for Writing, Listening
for Understanding, Teamwork, and Workplace Observation courses.

OFF: The soundtrack for a lesson will be off. Learners can turn the sound on when they are in a lesson,
even if this option is selected. By having the sound turned OFF, organizations can save
bandwidth and make the program run faster. Recommendation — set audio to OFF.

DISABLE: This setting turns off all access to lesson audio. If selected, students cannot turn the audio on

for a lesson. Do not use this setting if a course requiring audio may be assigned to students.

Now, consider the Course Options that can be set by administrators.

N P from ing hi il | i i i
Complate in Order v lEriTent students from starting higher level lessons until they have passed each preceeding
Let Pretest Assign I Let the pretest assign or exempt lessons based on the pretest score

Complete in Order:

If Yes, learners must complete lessons for a level before moving on to the next higher level. For example,
in Applied Mathematics, students would have to complete Level 3 lessons before moving to Level 4
lessons, Level 4 lessons before Level 5, etc. If No, they may start the course at any level they choose,
even if they scored lower than that on the pretest. Recommendation — set this option to Yes.

Let Pretest Assign:

Checking this option will assign the Pretest to all students in an organization for all assigned courses.
When checked, KeyTrain will automatically make individual lesson level assignments to students based
on the level they score on the pretest. This simplifies the task of assigning the appropriate lessons each
student needs to improve his or her skills. Recommendation — check the Let Pretest Assign box.

Finally, look at the Permissions options | T —_—

. . - [7] Open Enrollment - Give students the option to run lessons that have not been assigned to them
available to the KeyTrain adm_mlstratpr. Students 5 mTDw s acmum? 2
YOU can a”OW StUdentS to aSSIgn thelr [¥] Allow instructors to add, delete and edit student accounts
own courses and lessons (Open Instructors [¥] Allow instructors to edit their own accounts
enro”ment) and edit their own account [V] Allow instructors to add, delete and edit classes and edit class memberships
information (SUCh as name, addreSS, S [¥] Include profiles database access on student menus
[¥|  Include Assign by Certificates option on assignment menu
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email address, etc.). The default setting is not to allow these permissions. Administrators can allow
instructors to add, edit, and delete student accounts, edit their own account, and add, edit, and delete
classes and edit class membership. Administrators may also elect to make the WorkKeys job profile
database accessible to students and allow the option of assigning KeyTrain courses by Career Readiness
Certificate level (Assign by Certificate). Allowing Assign by Certificate is recommended where the
learning outcome is to achieve a National Career Readiness Certificate (NCRC).

About the Organization
To view licensing information on your
organization, select About Organization

You can make courses inactive from this menu. Inactive courses do not appear on instructor and student menus

KeyTrain Courses

under the Organization menu bar. The Active Courses Inactive Courses
organization’s name, unique KeyTrain ID Quick Guide [
. Introduction to KeyTrain

r_]umber, and. t.h.e date t_he KeyTrain oy Click the arrow to make
license was initiated will be shown. The Ppplolt M eoaics . .

. . . o Locating Information a course inactive or to
expiration date for the organization’s itroduction 1o Applied Technology .

i T ; ; e R re-activate a course.

KeyTrain license is also displayed. ppad Tachiclogy - Cleatncny

Applied Technology - Fluid Dynamics
Applied Technology - Mechanics
echnology - Thermodynamics

Organization Course Settings Eiciais Wt

Selecting this option in the Organizations Listening

bar, displays this screen. e ——— TomeuiK
Witing

Introduction to Career Clusters

0000000000000 000

Workplace Observation

Only KeyTrain administrators have
access to this screen. The course settings

The following KeyTrain courses are also

screen allows administrators to make one available.
or more KeyTrain and/or Career Skills Obserasticn

courses inactive. Doing so removes the
course from access by instructors and
students. To make a course inactive, click

Career Skills Courses

on the green arrow button. The course orermc o ey,

title will move to the Inactive Courses side e o

of the page. To re-activate the course r"nmrhqcatlidsns " 3

click the green directional arrow again i ©

and the course will move to the Active

Courses section.

Organizations that have specific goals for using KeyTrain with learners may prefer to limit access to only
those KeyTrain courses learners need. For example, if the desired outcome for learners in the
organization is only to achieve a National Career Readiness Certificate, the administrator may decide to
make all courses other than Reading for Information, Applied Mathematics, and Locating Information (the
three skills assessed for the NCRC) inactive. If an organization’s goal for learners is broader, the
administrator may wish to keep all KeyTrain and Career Skills courses active.

When you finish adjusting course settings for your organization, click the Done button to apply the
changes.
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Manage Groups of Student Accounts

To work with groups, click on the Student Accounts bar in the main menu and select the Manage
Groups option. Find the group in the list of groups for your organization and click Select. KeyTrain will
display the Group Management Interface screen, listing all students who are in the group.

Group Management Interface

From this screen, KeyTrain administrators Selected:arougr Ny 2012 Grad i o

. Use the tools below to view the students in a group and perform varnous: functions on them including r
can Rename a group, Merge one group Into generating reports and generating esports.
another group, Export data on students in a Group tools Group members i

ity hamibres (0013 -
sliey cat (alleycatizs) —=
ANy Anderson (a=anderson) L —
Anges T. &Ims (3645

Anita Varnsr {1nis)

Anna Harrison (sandnllistral
anthony Singletary

{arfronysingle)

group, generate Reports on the group, and

R
Delete the group. Rename

P - LR T

. Cl:.qrgl—:- i mr;' May 2012 Graduation to
If you want to remove a graduating class or ;

other group of program completers, you must & nthony Vmits (zmomw)
. 9. april row {=oriirow)
enter your name and give a reason for 10. Bath Meadar [Bemhiasder

11. Bath Sewsll [Dasewel)

12 Bawerly & Smith (nsmimi)

13. Bl Bratt (borafz?)

14, BILL CLINTON
{CWCBLLINTON

15 BEll Smith {obb111)

1fi RNl &mith (ERCC-FI

deleting the group.

-

Administrators may also change the - e e i
q q 8.9 terge Group siuderd?
group membership of an individual 1. Click o e skrtents ame it B
aibowe B0 ke you 0 el account
student. For example, a student whose Exisart 2 Zminctor s = g ana sem o
_ Xpo | meme=
graduation is delayed due to health el i ll| 2Tk et
T el o _-?-_:‘::: __:k e Manape Gnoup. L3
problems could be moved to the group e E R i
. . EXpNTS: Can & student bs In mors ihan one group?
for the next graduating class. Click the Mo
student’s name in the list. This opens Report Fw 93 | orasts 2 new rous?
Groups: Comme IMGo exisienos when e
the student’s account information form. = DecHl M & ke B 82t =6

Enter the new group name in the form
and save the changes.

Plzaze b
1592 student sc

who you are and why you are deleting the
counts in May 2042 Graduation.

Name

Reason

(=]
T
(i1}
i
]
=]
o

WARNING!

Unlike deleting a class (where only the class entity is deleted, but
student records remain in the system), deleting a group permanently
deletes all students in the group and their records from your KeyTrain
account.
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