Ohio’s Workforce System

Instructional Documentation

Subject: Adding or Updating WorkKeys® Credential
Information

Date: 02/24/2011

The Workforce System ‘Education History’ screen has been enhanced
to capture a job seekers WorkKeys® credential information. As you
may know WorkKeys® is a job skills assessment system measuring
“real world” skills that employers believe are critical to job success.
These skills are valuable for any occupation and at any level of
education.

Procedure:
When to Use this procedure

Use this procedure to add or update WorkKeys® on the LE Education History
screen.

Before You Begin Procedure:

Step I:

Log into the Workforce system and select a seeker record that you would
like to add or update WorkKeys® assessment information.

Step II:

Click on the “Education History” selection from the LE options menu.
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From the Education History screen, you may enter Degree/Certificate/
Other information, or WorkKeys®.

Step III:

To enter a job seekers WorkKeys® information select the blue arrow to
get the list of 9 assessments that are available.

";'_E Education Histary

%= = &)

B 0racle Developer Forms Runtime - Web

LE veteran Employer StaffFunctions Eeports LMl Administrative Help Window

9848 1.12

EDUCATION HISTORY

ne

on History

Start Date

harith

Year

o stk
Applied Technology
Business Writing
Listening

Locating Information
Obzervation

Reading for Informstion
Teamwork

Vuikitirng

I —

Find |

Cancel |

MAN
2/24/2011




Step 1IV:

Now select the blue arrow in the score column to get a list of the scores
that are available. Note: Each assessment type has its own set of
test score ranges that are available for that particular
assessment.
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Adding Additional Assessments

Step I:

To enter a new assessment click on the blue arrow under “"Assessment
Type” to make the next row available.
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Step II:

To enter an additional assessment after you've entered 4, you must click
on the last assessment you entered, in this case it would be
“Observation”, and click the green plus across the top.
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TIP: You'll notice that as you add assessments. They’ll disappear from the
options list. IF you need to update assessments that have already been
entered, click on the drop down arrow beside that assessment and choose a
new score.
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OhioMeanJobs (Monster) also enhanced its seeker registration to allow job
seekers the opportunity to input their WorkKeys® credential information.
This information is then uploaded to the Workforce system via a nightly
batch process. Below are screen shots of the OhioMeansJobs WorkKeys®
assessment screens.

o ans Jobs : My - ndows Internet Explorer ! TIEE
&9 )~ &) htp://my.ohiomeansjobs. monster . com/ResurmeAarkKeys. aspx [oe] [#2][ <] [Live Search |21~
Eile  Edit  Wiew Favorites  Tools  Help @ Snagit B e & -

o lp_, Ghio Maans Jobs & My }

o -

(5] dh - rPage v OF Tooks v T

.. P e s N = =
Employver | Job Seeker | Events | Featured Links | The State of Perfect Balance

My Caresr | Profile | Resume | Logout

Build Online | Copv & Paste | Upload File

WorkKeys

Job Secker Help | Fraud/Security

WorkKeys @&

T you nave LaKen he Werkiays JOD SKIIS 388888MANt 1851 y0U Can &nter your scores Delow.
Important: be sura id Scciirately antar your workkey scores. They will ba verified by ha State of Ohio. Itis uniawful to
enter fraudulent infarmation an an employment application.

Select Assessmant: ~ [ salect score: [+]

work Keys - Reading for Information
Work Keys - Applied Mathematics
Work Keys - Business Writing

Work Keys - Writing ore | Submit | cancel

Work Keys - Locating Information
ork

ation

i
Tan Work Kays - Listening
Work Keys - Applied Technology

e State of Perfect Balance | Job Trends | Salaries | Contact Us | Privacy Policy
.- |All Rights Reserved. - V: 2010.4.0.185

maénscer

7 Trustad sites HL100% v

MAN
2/24/2011



€ Ohio Means Jobs : My - Windows Internet Explorer E]|
o[-

@ J = | &] htp://my.ohiomeansiobs. monster.com/Resume AdorkKeys.aspx ~|[*2]] %
Eile Edit ¥iew Favorites Ioolk  Help & snagit B = & -
¥ & |jg] Ohio Means Jobs : My [ - 8 #=h - |[rpPage ~ 0¥ Tools ~
. - . -
Ohio.gov h -
E= 10Meanchbs,com i
- T - - e T =
Employer | Job Seeker | Events | Featured Links | The State of Perfect Balance
My Career | Profile | Resume | Logout Job Seeker Help | Fraud/Security
Build Online | Copv & Paste | Upload File
WorkKeys
WorkKeys @
If you have tal Is assessment test you can enter your scores below.
Important: b ely enter your workkey scores. They will be verified by the State of Ohio. It is unlawful to
enter fra n an employment application
Select Assessment: ~ Select Score:
iselect Score:
1
2
. 3
Save and Add More Submit 4
5
6
7
Home | Employer | Job Secker | Events | Featured Links | The State of Perfect Balance | Job Trends | Salaries | Contact Us | Privacy Policy
Tragemark™ 2008. All Rights Reserved. - V: 2010.4.0.185
—
7 Trusted sites # 100% v

Reminder: WorkKeys® credential information that has been uploaded from
OhioMeansJobs (Monster) to the Workforce System via the nightly batch
cannot be updated through the Education History screen. If you attempt to
update an uploaded assessment, you will get the following message:

You are not allowed to update or delete this record, because the
assessment was received from Monster.
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The seeker must update the score themselves through their OhioMeans]obs
Monster account. This information would then be updated in the Workforce
System through the next nightly batch process.
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