GEORGIA

¥ Certificate Account Quick Start Guide

Accessing Your Pre-Created Account

Step 1. Go to the login screen —www.act.org/myworkkeys/georgia

You received a letter from the Governor’s Office of Workforce Development with your Work Ready Certificate that
contained your username and password. You will need this information to log on and access your pre-created
account. If you have any questions or do not have your user name and password, please contact ACT at 1-800-
WorkKey. They will use your match criteria, including your examinee ID, to provide you with your username and

password once they verify your authenticity.

If you are a first-time visibor, you will need to create a news account.
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Step 2: Complete your account profile

To activate your account you must update your profile. Click Update User Profile link on left task pane. Complete all

required fields.

= ‘Your Profie & incomplete. Update with complete profis. ‘

Update User Profile

* = required

Account Information

User ID; PAULT7E344

Contact Information

" First Name:  Tjpja,
Middle Name:
*Last Name:  paLL
‘ Email Address:

* Date Of Bith: | MMddsyyyy

Addressl. | p 0 BOX 9%
Address 2. |

“City: | 5 BOARDMAN




Step 3: After the form is completed, a welcome page will appear

Click continue.

s Your profile has been updated; if you have taken tests using the new profile please select Update Match Criteria and add it to your
match critera.

Welcome to the Site

You are seeing this page because this is your first visit to this site, We strongly recommend that you loak

over the Freguently Asked Questions (FAQ) document that is available from the navigation menu of this
application.

additionally you can get information by selecting the Additional Information or Contact Us links that typically
appear at the bottom of the pages.

Continue

Additional Information | Contact Us | Privacy Policy
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Sharing Your Certificate

Step 4: Share your certificate electronically

Please note: ACT does not release any information until you have authorized it. Employers will not be able to verify
your Work Ready Certificate details until you have shared your certificate.

Your Work Ready Certificate has been created and will be displayed under Current Certificate(s).

= Click Certificate Management to pull up your certificate

= Click Create Certificate

= Click on the “P” to make your Work Ready Certificate information public and available to employers

Please verify the Work Ready Certificate number listed here is the same as the number on the certificate
you received by mail. If not, please contact ACT at 1-800-WorkKeys. If you received your certificate prior to
Jan. 1, 2009, you will need to record this number to share with employers for them to verify your certificate.
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Please Note: After you make your account public, you still decide who sees your results. Only when you
give a potential employer your Work Ready Certificate number may they visit www.gaworkready.org and
enter that number in the Verify a Certificate a link to see your results.



http://www.gaworkready.org/

You will notice the “P” moves to the Shared With column and a Public Share URL has been created.
Use this link when sending resumes or applications electronically to employers

By making your Work Ready Certificate public, employers may verify your certificate by either clicking the URL or
entering the Certificate ID at www.gaworkready.org.
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Certificate details are available by clicking on the Public Share URL. Your certificate must be made public for
employers to verify certificate details.

Certificate Details

Caresr Readinass Certificates validate an individuals skills in Readng for Information, Apphed
Mathematics, and Locating Information. To find out more about the skills required at each level of these
tests please select Additonal information at the bottom of this page.

Certillcate Information

Certificate [D: = ¥23SAMPLE

Certficate Level National Gold Ceriication
Description:

information, Applied Mathematics, and Locating Information. Employers
can use the cartificates, along with other education and background
mformation to make employment and training decisions.

Expiration Date: 111472012

First Hama: ~
Last Nama:
Middle Name:

Congratulations on earning your Work Ready Certificate!
If you have any questions, please call 1-800/WORKKEY (967-5539).


http://www.gaworkready.org/

