
1 

 

MAN 
2/24/2011 

 

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.   
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Step IV: 

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. 

 

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. 
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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 OhioMeansJobs 

Monster account. This information would then be updated in the Workforce 

System through the next nightly batch process. 

 


