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Introduction 

CASAS eWORKs provides teachers and students tools to help students improve their workplace readiness 

skills. CASAS eWORKs deals with reading and math skills as well as soft skills. The program is basically a 3-

step process: 

• Assess and profile students’ existing skills,  

• Develop their skills where needed, and  

• Certify their existing skills and improved skills.   

 

This Implementation Guide presents screenshots of the screens in Teacher Portal, Student Portal, eWORKs 

Portal and Alignmark Portal that a student or teacher will encounter while using eWORKs, along with step-

by-step directions for each screen. 
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Before Implementing eWORKs 

1) Get eTest certification if you don’t have it already. Contact Go Live at golive@casas.org. Let them know 

you want to use eWORKs. 

 

2) Get teacher Portal if you don’t have it already. Contact CASAS Tech Support at techsupport@casas.org. 

Let them know you want to use eWORKs. 

 

3) Do eWORKs training – contact eWORKs@casas.org. 

 

4) Order eWORKs units 

a. Go to CASAS website at casas.org 

b. Click eWORKs 

c. Click Order button 

 

5) CASAS eWORKs coordinator provides Alignmark login info 

 

6) CASAS eWORKs coordinator gives eWORKs access to your data manager 

 

7) Data manager sets up eWORKs users in TE 

 

 

1. Find users in TE – Click organization. Click 

users. Select name of desired user. 

2. Give access control based on roles. 

3. Add role of eWORKs coordinator 

  

 

 

mailto:golive@casas.org
mailto:techsupport@casas.org
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Select Eligible Students 

Log in at CASAS TE Portal 

• TEPortal.org 

• Log in as a Teacher/Administrator 

 

 

 

• Select desired class 

 

 

 

 

 

 

 

 

• Click Class Reports 

• Click Student Test Summary 
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• Identify students whose reading score is  

217 or  above 

• Print report or make note of students’  

  names 

 

 

 

 

 

Enroll Students in eWORKs and Alignmark 
 

• Click Students 

• Click HAT icon next to student’s 

name 

• Click Include in eWORKs system – Yes  

will appear in eWORKs column 

• Click Enroll Student with Alignmark 

• Click Show Alignmark Credentials 

• Make note of Alignmark credentials 

 

 

 

 

 

Invite Students to Create Student Portal Login 
 

• Select eligible students 

• Click checkbox next to one or more 

students’  

names 
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• Click Batch Operations icon  

• Click Send portal invitations 

 

 

 

 

 

 

 

 

 

 

 

 

 

System confirms readiness to send 

invitations 

• Click Next 

 

 

 

 

 

 

 

 

 

 

• Select delivery method 

• Click Next 
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System confirms delivery information 

• Click Finish 

 

 

 

 

 

 

 

 

 

 

 

System confirms invitations are 

being sent 

• Click Close 

 

 

 

 

 

 

 

 

Assess Students’ Existing Skills 
 

 

Student logs into Student Portal 

• Go to TEPortal.org 

• Click Sign in 

• Click Sign in as Student 
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Enter eWORKs Portal 

• In Student Portal, click 

eWORKs. 

 

 

 

 

 

 

 

Take Math and/or Soft Skills 

Assessments 

For math test, click Request test 

appointment 

• Teacher sees test request in 

Teacher Portal and gives requested 

test 

 

For soft skills assessments, go to 

Alignmark Portal. 

• Click Soft Skills Test and 

Courses 

• Enter Alignmark Portal 

•  

 

 

 

 

 

• For Soft skills assessments, 

click My Assessments  
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• Click Continue for desired assessment 

• Click Exit to return to eWORKS Portal 

 

 

 

 

 

 

 

 

 

 

 

 

Profile Student’s Skills 
 

Student:  Generate Profile and Levels Report in 

eWORKs Portal 

• Click Profile to view skills profile for specific 

modality 

• Click Levels to view levels report. 

• Click eWORKs Profile to view complete 

profile. 

 

 

 

 

 

 

 

 

 

Sample of eWORKs Profile - Reading 

Profile lists levels and competencies corresponding 

to levels of Reading, Math, Customer Care and/or 

Personal Qualities 
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Sample of eWORKs Profile – Soft Skills 

 

 

 

 

 

 

 

 

 

 

 

 

 

Sample of CASAS eWORKs Levels Report 

 

 

 

 

 

 

 

 

 

 

 

 

Teacher: Generate Student Profile and Profile 

Detail in Teacher Portal 

•   Click HAT icon 

•   For Profile, click Show eWORKs Profile 

•   For Profile Detail, click Show eWORKs 

Profile Detail 
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Sample of eWORKs Profile Detail 

 

 

 

 

 

 

 

 

 

 

 

Develop Students’ Soft Skills Using Online Resources 

 
Student: Develop Your Soft Skills with Online 

Soft Skills Courses 

• In Student Portal, click Soft Skills Test and 

Courses 

 

 

 

 

 

 

 

 
 

•    In Alignmark Portal, click My Courses. 
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•   In course dashboard, click Take Course to 

take desired course. 

 

 

 

 

 

 

 

 

 

 

 

 

Sample Course Question  

 

 

 

 

 

 

 

 

 

 

 

 
 

Student: Develop Your Soft Skills with Soft 

Skills Development Plan 

•   Click My Development Plan.  
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Sample of Development Plan 

• Determine dates to complete actions listed in 

Plan 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Student: Develop Your Soft Skills with 

Feedback Reports 

•    Go to Alignmark Portal 

•    Click My Assessments 

• .  

 

 

 

 

 

 

 

 

Click Feedback Report 
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Sample of Feedback Report 

 

• Report identifies areas in which 

performance is acceptable and areas which need 

improvement 

 

 

 

 

 

 

 

 

 

 

 

 

 

Teacher: Access Development  Plan and Feedback 

Report in Teacher Portal 

 

• Click on Navigate to 

Alignmark icon 

 

 

 

 

 

 

 

 

 

 

 

 

• Login to Alignmark portal using 

Teacher/Admin username and password provided 

by eWORKs Coordinator 

 

 

 
 

 

RESPONSIBILITY:  You work hard to do your job the best that it can 

be done; you pay attention to details and concentrate even when 

doing things you don’t like; you always try to be on time for work; 

you do your work with a positive attitude. 

Situations In Which Your Performance Was Acceptable 

❑ Tries to keep private life from affecting work. 

❑ Doesn’t say “That’s not my job” when something unusual or 
unexpected comes up that needs to be done. 

❑ Willing to ask for help, more information or clearer instructions. 

❑ Recognizes quality work, ready to go the extra mile to make sure that 
the job gets done right. 

Situations In Which Your Performance Needs Development 

❑ Responds by helping out when needed, even if it means giving up 
some personal time. 

❑ Makes sure the job is done before leaving, does not leave extra work 
for next shift. 
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• Click Job Seekers 

 

 
 

 

 

 

 

 

 

 

 

 

•        Click on student’s first or last name 

 

 

 

 
 

 

 

 

 
• Scroll down to Assessments Taken 

• Click on View Development Plan or Feedback 

Report 
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Develop Students’ Skills Using Classroom Instructional Resources 
 

Teacher: Access Instructors Guide, Discussion 

Guide or Performance Development Strategies 

• Go to CASAS homepage at www.casas.org 

• Click CASAS eWORKs 

• Click eWORKs Resources 

• Select Instructors Guide, Discussion Guide, 

Discussion Guide Index, Customer Care Performance 

Development Strategies or Personal Qualities 

Performance Development Strategies 

  

 

 

 
Discussion Guide Index 

• Index provides page numbers for scenarios 

in Discussion Guide.according to skills 

addressed  

• Teacher: select scenarios based on scores 

given in eWORKs Profile (see page 9 above) 

 

 

 

 

 

Retake Assessments as Needed 
 

Student: Retake Assessments as Needed 

• In eWORKs Portal, for Reading or Math 

Tests, click Request Test Appointment  

• To retake Customer Service or Personal 

Qualities assessments, click Soft Skills Test and 

Courses 

 
 

http://www.casas.org/
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Teacher: Give tests as requested. 

• When a number appears next to a student’s 

HAT icon, they have requested a test. 

• Click the number for more information 

 

 

 

 

 

 
Sample  of Assessment Requests 

 

 

 

 

 

 

 

 

 
Certify Skills with eWORKs Certificates 

Generate Pathway Certificate 

When Student has taken both soft skills 

assessments, they can earn a Pathway Certificate 

• In Teacher Portal, click the HAT Icon 

• Click Issue Certificate 

• Select eWORKs Pathway Certificate  

• Click View as PDF or Download or Print 

• Print Certificate and sign 

• Click Upload Signed Certificate 

• Follow prompts to upload 

• When student scores have improved, 

certificate can be re-issued 
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Sample of Pathway Certificate Front 

 

 

 

 

 

 

 

 

 

 

 

Sample of Certificate Back 

 

 

 

 

 

 

 

 

 

 

 

 

Generate Capstone Certificate 

Student: Take Critical Thinking and Problem 

Solving Assessments 

• When levels of Reading, Math, Customer 

Care and Personal Qualities are all 5, click Request 

Test Appointment for Critical Thinking or Problem 

Solving. 
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Teacher: Give Critical Thinking or Problem 

Solving Assessment 

• In Teacher Portal, click the HAT Icon 

• Click View test requests 

• Ask student which industry they are 

interested in 

• Provide requested test 

 

 

 

 

 

 

Teacher: Generate CASAS eWORKs Capstone 

Certificate in Teacher Portal 

When Student has scored 5 in Reading, Math, 

Personal Qualities and Customer Care, and a Pass 

on both Critical Thinking and Problem Solving 

• In Teacher Portal, click the HAT Icon 

• Click Issue Certificate 

• Select eWORKs Capstone Certificate  

• Click View as PDF or Download or Print 

• Print Certificate and sign 

• Click Upload Signed Certificate 

• Follow prompts to upload 

 

 

 

 

Sample of Capstone Certificate 

 

 

 

 

 

 

 

 

 

 

Certificate 
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Engage Employers with Employer Needs Survey 

 
• Go to CASAS homepage at www.casas.org 

• Click CASAS eWORKs 

• Click eWORKs Resources 

• Select Employer Survey 

• Print survey and give to local employers to 

complete 

 

 

 
 

Sample of Employer Needs Survey, Customer 

Care Page 

 

 

 

 

 

 

 

 

Match Employers’ Needs to Students’ Skills 

 
• Compare results of Employer Survey to 

Student Profile 

• Identify areas student needs improvement 

• Target instruction based on student needs 

and/or on business needs 

 

 

http://www.casas.org/

