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Process: Using KeyTrain 
KeyTrain is an online skills assessment and development program. WorkSource staff can assign a user account to customers to enable them to take self paced lessons anywhere internet access is available.
Important Facts About This Process:
1. KeyTrain is based on the American College Testing (ACT) WorkKeys Assessment System and the National Career Readiness Certificate (NCRC). The NCRC is the national standard in certifying workplace skills. 
2. KeyTrain assessments are optional except for WorkFirst participants. Please follow requirements in the KeyTrain for WorkFirst Parents[image: Use SHIFT+ENTER to open the menu (new window).] policy memo. 
3. A customer user account is assigned in one WorkSource office. If the customer moves to another office and staff need to access the student’s account for reports the account will need to be transferred to that office. Please contact the Labor Exchange program coordinator, currently Jan Oswold, joswold@esd.wa.gov. 
4. Detailed instructions and screenshots can be found in the KeyTrain Administrator Manual.
Process Steps:
1. Staff log in to KeyTrain using Instructor user name and password.  
2. Create Student account for customer.
3. Schedule customer for Quick Guide assessment.
4. Prepare customer to take the assessment(s) and assist with access to KeyTrain.
5. Interpret Quick Guide results with customer and determine next steps for KeyTrain skill building.
6. Enter services in SKIES.
7. Follow up with customer if necessary.


 (
Detailed Steps
)Staff Access to KeyTrain
Each WorkSource office is assigned a KeyTrain administrator who has the ability to give staff instructor accounts in KeyTrain. 
Create a Student Account for the Customer
1. Login using the Instructor username and password.
a. Go to KeyTrain.com and click on “Run KeyTrain Online”.
2. Set up a Student Account
a. From the main instructor menu, click on Student Accounts, then Add New Student.
b. Fill in the student’s name and provide the username and password you wish to assign to that student. 
c. KeyTrain will check to see if the username entered is available. If not, you will be asked for a different one. A KeyTrain username is the unique identifier allowing thousands of individuals to access a KeyTrain account.  It is best to use your office initials, i.e. WSNS for WorkSource North Seattle, in combination with the student name.  For example, John Smith might use “jsmithwsns”.
d. If a username is accepted, there will be a green check mark next to it.  The student account is created and KeyTrain gives you the choice to Print Login Instructions for the Student, Continue Completing Additional Student Information, Add the Student to a Class, Assign Lessons to the Student, or Create Another Student Account. 
e. Print the login instructions or handwrite username and password to give to the student. After printing select Return.   This will take you to Edit Student Account.
f. Using the customer’s SKIES ID number for the KeyTrain Student ID makes it easier for comparing reports between SKIES and KeyTrain.
g. Including an email address in the additional student information will enable KeyTrain to email a new password to students if they forget it. Otherwise, staff will need to reset forgotten passwords.
h. Click Save and Close if you are done entering student account information.  Click Save and New if you want to add another student.
3. Assign a Lesson
a. Staff may assign lessons to the student by clicking on, Assign Lessons and then Assign to Student.  
b.  (
Detailed Steps
)Click on the notebook icon in the right column next to the student’s name.
c. The list of courses available will appear. Note that there are two methods to assign lessons: Auto and Manual. Select Auto to assign the pretest for a desired course. Lesson assignments will be determined by the student’s pretest score. Click Manual to assign specific course levels or make other assignment options.
d. If you select Manual, make sure you click on Save Changes then Done after making your assignment selections. Select other courses using the same procedure.
e. Click on the “Home” icon in the top left corner to return to the main menu after completing course assignments.
Schedule Customer for Quick Guide
This is optional unless the customer is in the WorkFirst program or local area requires other customers to complete. For WorkFirst follow procedures in the KeyTrain for WorkFirst Parents[image: Use SHIFT+ENTER to open the menu (new window).] [image: Use SHIFT+ENTER to open the menu (new window).] policy memo. Follow local office procedures for scheduling customers to take Quick Guide. 
Prepare Customer to Take the Assessment
Give the customer information about KeyTrain and what he/she can expect when taking the Quick Guide (see KeyTrain Scripts #1 and #2 for examples) and how they can access the website.
Interpret Quick Guide Results
After a customer completes the Quick Guide staff will read and interpret results and determine next steps – staff can use the KeyTrain Scripts which are examples of what to say to customers when interpreting results:
1. The customer’s results indicate at least level three equivalency – indicates customer is ready to explore KeyTrain by job title to see recommended skill levels needed or review the Career Skills, if customer chooses. (Job Profiles Pages 28-30, Administrator Manual and Career Skills Pages 1-2, How to Use KeyTrain Career Skills) 
2. The customer’s results indicate skill levels are below three – explain the importance of skill building to higher levels.  Can utilize job profiles to see recommendations for his/her desired employment.
3.  (
Detailed Steps
)If customer is only going to skill build on areas assessed through the Quick Guide staff do not have to enter any additional assignments, but need to express what lessons are going to appear (lookup customer’s info in KeyTrain to see what lessons have been recommended to inform customer of skill building plan).
4. If customer accepts the offer to skill build based on desired employment staff will assign skill building lessons through the job profiling section (page 28-30 of the Administrative Manual detailed instructions).
Enter Services in SKIES 
(See Seeker Services Staff Process Aid for general information how to enter services) 
Enter one of the following services in SKIES under Seeker Services as appropriate:
1. Core Services > KeyTrain Quick Guide - You have determined a seeker eligible for KeyTrain Quick Guide and recommended the Quick Guide as a next step for the job seeker.
2. Core Services > KeyTrain QG Completed - After recommended seeker to take Quick Guide seeker took Quick Guide. 
3. Intensive Services > KeyTrain Skill Building - During the Quick Guide Interpretation you determined the job seeker needs additional KeyTrain Skill Building.
4. Intensive Services > KeyTrain QG Interpretation - Seeker has completed the KeyTrain Quick Guide and you interpreted the results and recommended next steps to job seeker.
5. Intensive Services > KeyTrain Follow Up - When you meet with a seeker and assist them along their KeyTrain journey, i.e. seeker completed quick guide and worked through recommended skill building and wanted to see what skills are recommended for a particular job title or industry. 
Follow up if Necessary
Encourage customers follow up during skill building process. If necessary set parameter for follow up.
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Other Resources
)Policy/Mandates Informing This Process:
KeyTrain for WorkFirst Parents
Menu of Jobseeker Services Policy #1015
Additional Resources
KeyTrain Administrator Manual 
How to Use KeyTrain Career Skills 
ECDD Training Academy KeyTrain Instructor Course for information about full training in KeyTrain.
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