
Test Taking Tips 
Pace yourself. 
The time limits set for each ACT & WorkKeys test give nearly everyone enough time to finish all 
the questions. However, it is important to pace yourself. Don’t spend too much time on one 
problem or reading section; go on to the other questions and come back if there is time. 
 
Listen to and read the directions for each test carefully. 
Before you begin taking one of the MME tests, pay careful attention to the directions. These tests 
will sometimes ask for the best answer. It is important to keep this in mind when answering the 
questions, since it will sometimes be possible to think of responses that would be better than any 
of those offered or to defend a choice as not entirely wrong. Best-response formats are consistent 
with the real world, where choosing among less-than-perfect alternatives is routine. You may 
want to work out the answer you feel is correct and look for it among the choices given. If your 
answer is not among the choices provided, reread the question and consider all of the answer 
choices again to find the best one. It is important that you understand what each question asks. 
Some questions will require you to go through several steps to find the best answer, while others 
can be answered more quickly. 
 
Answer the easy questions first. 
The best strategy for taking a test is to answer the easy questions and skip the questions you find 
difficult. After answering all of the easy questions, go back and try to answer the more difficult 
questions. 
 
Use logic in more difficult questions. 
When you return to the more difficult questions, try to use logic to eliminate incorrect answers to 
a question. Compare the answer choices to each other and note how they differ. Such differences 
may provide clues as to what the question requires. Eliminate as many incorrect answers as you 
can, then make an educated guess from the remaining answers. 
 
Answer every question. 
Your score on the WorkKeys tests will be based on the number of questions that you answer 
correctly; there is no penalty for guessing.  You should answer every question within the time 
allowed for each test, even if you have to guess. The test administrator will announce when there 
are five minutes remaining on each test. 
 
Review your work. 
If there is time left after you have answered every question on a test, go back and check your 
work on that test. Check to be sure that you marked only one answer to each question. You will 
not be allowed to go back to any other test or mark answers to a test after time has been called on 
that test. 
 
Be precise in marking your answer document. 
Be sure that you fill in the correct circles on your answer document. Check to be sure that the 
number for the line of circles on your answer document is the same as the number for the 
question you are answering. Position your answer document next to your test booklet so you can 
mark your answers quickly and completely. 
 
Erase completely. 
If you want to change an answer on your answer document, be sure to erase the unintended mark 
completely. 



There are several test prep opportunities-most are free! 
It doesn’t have to cost anything to be prepared. 

 

There are test preparation sites that promise to eliminate the 
“mystery” of the ACT, SAT & AP. The following sites are a 
great resource for more than just standardized tests, there is 
information to help students succeed in their classes.    
 
 

Visit the following websites for an ACT Student Guide & WorkKeys 
practice tests:  
www.act.org/aap/pdf/YourGuidetoACT.pdf 
www.michigan.gov/documents/mde/Preparing_for_the_WorkKeys_Assess
ments_209367_7.pdf 

www.actstudent.org, There is a free booklet entitled “Preparing for the 
ACT” available in the counseling office and the media center.     
 
www.mel.org – Select Mel Databases, scroll down to: Learning Express 
Library.  Log in with a driver's license # or Library card #.  Sign in by 
entering a username and password of your choice.  Select College Entrance 
Exams or SAT Preparation for available subject tests.  
 
http://www.freerice.com 
                                                                  
www.princetonreview.com 
 
www.kaptest.com       

www.number2.com     

www.4tests.com                                                                                       

www.march2success.com The site is sponsored by the US Army.                                
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