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Locating Information Level 4 
 
Level 4 workplace graphics are straightforward.  They may be basic order forms, diagrams, line graphs, tables, flowcharts, 
instrument gauges, or maps.  At Level 4, examinees may work with one or two graphics at a time.  
 
When examinees have Level 4 Locating Information skills: 
• They can find several pieces of information in graphics. 
• They can notice how graphics are related to each other. 
• They can sum up information shown in straightforward graphics. 
• They can identify trends shown in straightforward graphics. 
• They can compare information and trends shown in straightforward graphics. 

 
 
 

1. As a clerk in the warranty department, you enter information from warranty cards into a computer.  According to the 
warranty card shown, what type and model of appliance was purchased? 

A.  Microwave #4692 
B.  Microwave #62987 
C.  Microwave #83771210 
D.  Refrigerator #4692 
E.  Refrigerator #83771210 
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2. You work in the information booth at a mall.  A mall customer asks where the entrance of the Public Library is 
located.  You tell the customer that the library entrance is at the corner of: 

A.  B Street and 2nd Avenue. 
B.  D Street and 6th Avenue. 
C.  E Street and 6th Avenue. 
D.  F Street and 7th Avenue. 
E.  H Street and 5th Avenue. 

 
 

 
 
 
 
 



 

Preparing for the WorkKeys Assessments08 49  

3. As a medical assistant, you must plot patients’ growth on a growth chart.  You have just measured a 14-year-old girl 
who has grown four centimeters in the last year.  According to the chart shown, this patient’s growth rate is: 

A.  equal to the average rate of boys her age. 
B.  equal to the average rate of girls her age. 
C.  off the chart for growth rate. 
D.  slightly less than the average rate of girls her age. 
E.  slightly more than the average rate of girls her age. 
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4. You work in the classified ad department.  A customer wants to place a 5-line ad for as long as possible, but he does 
not want to spend more than $45.00.  Based on the tables shown, you should tell the customer that he should place 
his ad using: 

A.  Package 1 for 3 days. 
B.  Package 1 for 5 days. 
C.  Package 1 for 7 days. 
D.  Package 2 for 5 days. 
E.  Package 2 for 7 days. 
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Locating Information Level 5 
 
Level 5 workplace graphics are complicated.  The graphics are sometimes in an unusual format.  They may be detailed 
forms, tables, graphs, diagrams, maps, or instrument gauges.  At Level 5, examinees may work with one or more graphics 
at a time.  
 
When examinees have Level 5 Locating Information skills: 
• They can sort through distracting information. 
• They can sum up information shown in detailed graphics. 
• They can identify trends shown in detailed graphics. 
• They can compare information and trends shown in detailed graphics. 

 

 

1. You are a sportswriter and are writing about the World League Mushball Tournament.  You are doing an article on 
the two wild-card teams – the two teams with the best record who are not division leaders.  According to the table 
shown, which two teams are the wild-card teams? 

A.  Algiers and Honolulu 
B.  Berlin and Mexico City 
C.  Buenos Aires and Madrid 
D.  Mexico City and Rio de Janeiro 
E.  Rio de Janeiro and Algiers 
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2. You are a laboratory supervisor and are checking the work of a new tech assistant.  Which test has an incorrect 
color/type interpretation? 

A.  1 
B.  2 
C.  3 
D.  4 
E.  5 
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3. As a county watershed control assistant, you must examine monthly discharge rates for creeks, rivers, and streams in 
your county.  For the date of June 19th, which creek had the highest discharge and what was that discharge? 

A.  Blue View Creek, 185 
B.  Middle Creek, 800 
C.  Middle Creek, 1000 
D.  Sandy Creek, 195 
E.  Sandy Creek, 950 
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4. As a wellness center technician, you perform Bone Mineral Density (BMD) screenings in order to determine a 
client’s risk for osteoporotic fracture.  According to the form and graph shown, this client should be advised that she 
is at: 

A.  low risk and the results should be reported at her next checkup. 
B.  low risk and she should make an appointment with her doctor later this month. 
C.  moderate risk and the results should be reported at her next checkup. 
D.  moderate risk and she should make an appointment with her doctor later this month. 
E.  high risk and she should see the doctor immediately. 
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Locating Information Level 6 
 
Level 6 workplace graphics are complicated.  They contain large amounts of information and may have challenging 
formats.  Sometimes they involve technical terms or symbols.  They may be very detailed graphs, charts, tables, forms, 
maps, or diagrams.  At Level 6, examinees may work with one or more graphics at a time. 
 
When examinees have Level 6 Locating Information skills: 
• They can analyze data in one complicated graphic or several related graphics. 
• They can apply the information to specific situations. 
• They can use the information to make decisions. 
• They can use the information to draw conclusions. 

  
 
 
 
1. You schedule appointments for Dr. Wahl following the guidelines shown.  It is Monday morning, and Dr. Wahl finds 

out that the afternoon meeting she was scheduled to attend has been canceled, so you can schedule call-in patients for 
this afternoon.  After this afternoon, Dr. Wahl’s next available appointment is in three weeks.  Based on the charts 
shown, the first two patients you should try to schedule for this afternoon are: 

A.  Allan and Ambili. 
B.  Ambili and Tally. 
C.  Ambili and Wessel. 
D.  Floyd and LaPlante. 
E.  Kapy and Lopez. 

 
 
2. You have just scheduled Tito Brooks for Friday afternoon, and he calls back to ask how long his appointment will 

take.  After looking at the information shown, you know that he should be in the office for: 

A.  30 minutes. 
B.  30 minutes + 15 minutes. 
C.  30 minutes + 15 minutes + 15 minutes. 
D.  1 hour + 30 minutes. 
E.  all of Friday afternoon. 
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3. You are a finance research assistant with a company that purchases smaller companies.  You use the chart and table 
shown to compare prospective buys with current companies.  Your company only purchases companies in the 90th 
percentile.  Which company fits that prerequisite for purchase? 

A.  JMO Clothiers 
B.  Kenai Kampgoods 
C.  Northmann Cookies 
D.  Pierre’s 
E.  Wolfware Software 

 
 
4. You work for a business that purchases smaller companies.  You use the information shown to compare prospective 

buys with current companies.  Your supervisor wants you to look at Office Bytes, a 6-year-old computer company 
that earned a $723,000 profit last year.  Using the chart and information shown, how does Office Bytes compare to 
Wolfware Software? 

A.  Both Office Bytes and Wolfware Software are in the Median percentile. 
B.  Both Office Bytes and Wolfware Software are in the 75th percentile. 
C.  Office Bytes is in the 25th percentile, and Wolfware Software is in the Median percentile. 
D.  Office Bytes is in the Median percentile, and Wolfware Software is in the 75th percentile. 
E.  Office Bytes is in the 75th percentile, and Wolfware Software is in the Median percentile. 
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An Important Consideration about the Answers to the Practice Sets 
 

Some WorkKeys questions have a response choice (the “key”) that can be clearly defined as right or correct and other 
response choices (the “distractors” or “foils”) that can be identified as wrong or incorrect.  Many WorkKeys questions, 
however, are in a best-response format: the keyed response is simply the best of those available.  It is important to keep 
this in mind when discussing such questions, since it will sometimes be possible to think of responses that would be better 
than any of those offered, or to defend a distractor as not entirely wrong.  Best-response formats are consistent with the 
real world, where choices among less-than-perfect alternatives are routinely the case. 

 
 

Answers to Locating Information Level 3 Practice Set 
 

Answer to Level 3 Sample Item 1 

A. Incorrect.    Although this “First Quarter” Moon phase symbol is indicated for January 6, February 4, March 
6, and April 4, it is not the correct Moon phase symbol for March 28. 

B. Incorrect.    Although this “Full” Moon phase symbol is indicated for January 13, February 11, March 13, and 
April 11, it is not the correct Moon phase symbol for March 28. 

C. Incorrect.    Although this “Last Quarter” Moon phase symbol is indicated for January 20, February 18, 
March 20, and April 18, it is not the correct Moon phase symbol for March 28. 

D. Correct.    First follow the March column down to find “28” in the bottom row.  Then follow that row to the left 
to see that the correct Moon phase symbol for March 28 is “New.” 

E. Incorrect.  No Moon phase symbol should be inserted on March 28.  March 28 is listed on the form as a “New” 
Moon. 

 
Answer to Level 3 Sample Item 2 

 
A. Incorrect.  $100.00.  According to the closing form shown, $100 is the amount in hundreds. 
B. Correct.  $567.87.  Follow the form down to find “Checks” on the left, then move to the right to see that the 

amount in checks is $567.87. 
C. Incorrect.  $643.78.  According to the closing form shown, $643.78 is the amount charged on VCharge. 
D. Incorrect.  $989.04.  According to the closing form shown, $989.04 is the amount charged on CardMaster. 
E. Incorrect.  $2,568.83.  According to the closing form shown, $2,568.83 is the total amount. 
 

Answer to Level 3 Sample Item 3 
 
A. Incorrect.  Alice Anderson.  Although Alice Anderson represents the East Central region, New York is in the 

Northeast region. 
B. Incorrect.  Lars Larson.  Although Lars Larson represents the Great Lakes region, New York is in the Northeast 

region. 
C. Incorrect.  Kelly Carney.  Although Kelly Carney represents the Midwest region, New York is in the Northeast 

region. 
D. Correct.  Thurmond Salkick.  First locate “New York” in the “States Assigned” column.  It is in the fourth row that 

begins with “Connecticut, Maine...”  Then follow that row to the left to see that Thurmond Salkick is the Account 
Executive for the Northeast region. 

E. Incorrect.  Dan Elizondo.  Although Dan Elizondo represents the Southeast region, New York is in the Northeast 
region. 
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Answer to Level 3 Sample Item 4 
 
A. Correct.  A ding on the hood and a scratch on the driver’s side.  The form graphically indicates this damage.  The 

handwritten text “ding” has a line pointing to the hood, and the handwritten text “scratch” has a line pointing to the 
driver’s side. 

B. Incorrect.  A ding on the hood and a scratch on the passenger’s side.  The form does show a ding on the hood, 
but the scratch is on the driver’s side rather than on the passenger’s side. 

C. Incorrect.  A ding on the hood only.  The form does show a ding on the hood, but this is not the only damage 
indicated; there is also a scratch on the driver’s side. 

D. Incorrect.  A scratch on the hood and a ding on the driver’s side.  This is the reverse of what is shown on the form.  
The ding is on the hood and the scratch is on the driver’s side. 

E. Incorrect.  A scratch on the hood only.  While a scratch and the hood are present in the graphic, a ding is on the 
hood and a scratch is on the driver’s side. 

 
Answers to Locating Information Level 4 Practice Set 

 
Answer to Level 4 Sample Item 1 
 

A. Correct.  Microwave #4692.  The microwave box is checked and the model number is “4692.” 
B. Incorrect.  Microwave #62987.  Although the microwave box is checked, “62987” is the dealer zip code. 
C. Incorrect.  Microwave #83771210.  Although the microwave box is checked, “83771210” is the serial number, not 

the model number. 
D. Incorrect.  Refrigerator #4692.  Although the model number is correct and the checked box is close to 

“Refrigerator,” that box belongs to “Microwave.” 
E. Incorrect.  Refrigerator #83771210.  The checked box is close to “Refrigerator,” but that box belongs to 

“Microwave.”  Also, “83771210” is the serial number, not the model number. 
 
Answer to Level 4 Sample Item 2 
 

A. Incorrect.  B Street and 2nd Avenue.  This is where the Shopping Mall entrance is located, not the Library 
entrance. 

B. Incorrect.  D Street and 6th Avenue.  While the Library is near here, the entrance is not on D Street. 
C. Correct.  E Street and 6th Avenue.  The legend explains that the star shows the location of the main entrance.  

The entrance of the Library is found at the corner of E Street and 6th Avenue. 
D. Incorrect.  F Street and 7th Avenue.  Although F Street and 7th Avenue is near the entrance and below the words 

“Public Library,” it is one block away from the entrance. 
E. Incorrect.  H Street and 5th Avenue.  H Street and 5th Avenue is the location of the City Hall entrance. 

 
Answer to Level 4 Sample Item 3 
 

A. Incorrect.  equal to the average rate of boys her age.  The chart indicates that the average growth rate of 14-year-
old boys would be closer to 6.5 centimeters.  This patient’s growth rate (4 centimeters) is slightly less than the 
average height gain of girls her age (4.7 centimeters), as indicated by the dotted line. 

B. Incorrect.  equal to the average rate of girls her age.  Although this patient’s growth rate comes close to the dotted 
line for girls, it is slightly less than the average, not equal to it. 

C. Incorrect.  off the chart for growth rate.  This patient’s growth rate is slightly less than the average (indicated by 
the dotted line), not off the chart. 

D. Correct.  slightly less than the average rate of girls her age.  Locate the 4 on the axis labeled “Average height 
gain per year in centimeters” and follow the line until it reaches the 14 on the “Age in years” axis.  Four cm is 
slightly below the dotted line that the key indicates represents “Girls.”  This means that the patient’s growth rate is 
slightly below, or less than, the average rate for 14-year-old girls, which the table shows as 4.7 centimeters per 
year. 

E. Incorrect.  slightly more than the average rate of girls her age.  This patient’s growth rate is slightly less than the 
average (indicated by the dotted line), not above/more than the average. 
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Answer to Level 4 Sample Item 4 
 

A. Incorrect.  Package 1 for 3 days.  Although $40.85 is within the $45.00 budget for a 5-line ad, the ad will run for 
only 3 days.  There is a better answer—the same package for 5 days—which meets the customer’s request for 
“as long as possible” and is still under $45.00. 

B. Correct.  Package 1 for 5 days.  The dollar amount closest to but not exceeding the $45.00 amount given for 5 
lines in Package 1 is for 5 days ($44.80).  The dollar amount closest to but not exceeding $45.00 for 5 lines in 
Package 2 runs for only 1 day ($38.55).  Because the ad will run much longer under Package 1, “Package 1 for 5 
days” is the best answer. 

C. Incorrect.  Package 1 for 7 days.  Although the ad would run for the longest number of days shown on the table 
(7 days), five lines of text for 7 days in Package 1 is $50.70, which exceeds the customer’s budget of $45.00. 

D. Incorrect.  Package 2 for 5 days.  Although the ad would run for 5 days, 5 lines of text in Package 2 is $50.00, 
which exceeds the customer’s budget of $45.00. 

E. Incorrect.  Package 2 for 7 days.  Although the ad would run for the longest number of days shown on the table 
(7 days), the price located on the table ($55.90) exceeds the customer’s budget of $45.00. 

 
 

Answers to Locating Information Level 5 Practice Set 
 

Answer to Level 5 Sample Item 1 
 

A. Incorrect.  Algiers and Honolulu.  Although Algiers is considered a wild-card team, Honolulu has only won 29 
games compared to Rio de Janeiro’s 31. 

B. Incorrect.  Berlin and Mexico City.  Although Berlin and Mexico City are in second place in their respective 
divisions, Algiers and Rio de Janeiro have more wins. 

C. Incorrect.  Buenos Aires and Madrid.  Madrid and Buenos Aires are the two teams with the best records, but they 
are division leaders and therefore not wild-card teams. 

D. Incorrect.  Mexico City and Rio de Janeiro.  Although Rio de Janeiro is considered a wild-card team, Mexico City 
has only won 28 games compared to Algiers’s 30. 

E. Correct.  Rio de Janeiro and Algiers.  Since each team at the top of its division would be a “division leader,” these 
teams are not included in the comparison.  Compare the win records of each of the remaining teams to find that 
Rio de Janeiro and Algiers have the most wins, and would be considered the wild-card teams. 

 
Answer to Level 5 Sample Item 2 
 

A. Incorrect.  1.  These readings fit within the correct wavelength category for “blue.” 
B. Incorrect.  2.  These readings fit within the correct wavelength category for “green.” 
C. Incorrect.  3.  Because these readings are less than 400 nm, they fall within the “UV” range. 
D. Correct.  4.  Compare the nm readings in the columns labeled “Trial A” and “Trial B” to the wavelength chart 

shown above the table.  Then compare the colors in the chart to what was entered in the column labeled 
“Color/Type.”  The readings under Test 4, which are 610 and 615, fall into the orange section on the chart, but 
they are listed as “red” in the table.  This is an incorrect color/type interpretation. 

E. Incorrect.  5.  These readings fit within the correct wavelength category for “blue.” 
 
Answer to Level 5 Sample Item 3 
 

A. Incorrect.  Blue View Creek, 185.  The chart shows a peak for Blue View Creek on about the 18th.  By the 19th, the 
read for this creek is at about 500, not 185. 

B. Incorrect.  Middle Creek, 800.  Although 800 is Middle Creek’s reading for the 19th, this is not the highest 
discharge for that date. 

C. Incorrect.  Middle Creek, 1000.  Although 1000 is the highest discharge for the entire month of June, it not the 
highest discharge for the 19th. 

D. Incorrect.  Sandy Creek, 195.  Although Sandy Creek was the creek with the highest discharge on the 19th, the 
reading for the discharge is 950, not 195. 

E. Correct.  Sandy Creek, 950.  Look just left of the 20 mark (where “19” would be) on the axis labeled “June.”  The 
line representing Sandy Creek (as indicated by the legend) is the highest on the graph for this date, and it is 
between the marks indicating discharge rates of 900 and 1000. 

 
Answer to Level 5 Sample Item 4 
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A. Correct.  low risk and the results should be reported at her next checkup.  Look at the graph’s axes to determine 
which pieces of data must be taken from the Patient Data form to be plotted on the graph.  The y-axis is a BUA 
reading, and the x-axis is the client’s age.  On the Patient Data form, these two numbers are 86 and 55, 
respectively.  Plot this point on the BUA graph to find that it falls in the shaded zone identified as “Low.”  On the 
bottom of the Patient Data sheet, the recommendation for clients at “Low Risk” is to report the results to the 
doctor at the client’s next regular checkup. 

B. Incorrect.  low risk and she should make an appointment with her doctor later this month.  Although her risk is low, 
the recommendation is to report the results at her next checkup, not make an appointment for later this month. 

C. Incorrect.  moderate risk and the results should be reported at her next checkup.  Although the recommendation 
to report results at her next checkup is correct, her risk level is low, not moderate. 

D. Incorrect.  moderate risk and she should make an appointment with her doctor later this month.  Although this is 
the correct recommendation for a client at moderate risk for fracture, the correct risk level for this client is “Low.” 

E. Incorrect.  high risk and she should see the doctor immediately.  Although this is the correct recommendation for a 
client at high risk for fracture, the correct risk level for this client is “Low.” 
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Answers to Locating Information Level 6 Practice Set 
 

Answer to Level 6 Sample Item 1 
 

A. Incorrect.  Allan and Ambili.  Although these patients are the first two call-ins available on Monday afternoons, 
Allan’s procedure (filling) is much lower on the office priority list. 

B. Correct.  Ambili and Tally.  Ambili and Tally are available Monday afternoon, don’t need follow-up for 3 weeks, 
and their procedures have the highest office priority, so they are the first two patients you should call. 

C. Incorrect.  Ambili and Wessel.  These two patients have called in first, so at first glance, one might assume that 
they should be scheduled first in the event of an open appointment time.  Ambili is a good choice to call because 
her procedure is a high priority; however, Wessel is not available Monday afternoon. 

D. Incorrect.  Floyd and LaPlante.  Although Floyd and LaPlante are available Monday afternoons and the procedure 
they need (Extractions) has two diamonds next to it, the two diamonds refer to the need for staff doctors to be on 
call, not office priority.  Ambili and Tally are available and their procedures are top priority, so they are the best 
choice. 

E. Incorrect.  Kapy and Lopez.  Although Kapy and Lopez need root canals, which are fairly high on the office priority 
list, root canals require 4-day follow-ups, which Dr. Wahl is not available for.  In addition, Kapy and Lopez are not 
available Monday afternoons. 

 
Answer to Level 6 Sample Item 2 

 
A. Incorrect.  30 minutes.  Although Tito Brooks is scheduled for a filling (30 minutes), his filling is for 4 tooth 

surfaces on a lower molar, which requires more than 30 minutes. 
B. Incorrect.  30 minutes + 15 minutes.  Although Tito Brooks is scheduled for a filling for 4 tooth surfaces, which 

would be 30 + 15, his #18 lower molar requires an extra 15 minutes, or 30 + 15 + 15. 
C. Correct.  30 minutes + 15 minutes + 15 minutes.  The Patient Call-In List shows Tito Brooks is scheduled for a 

#18 MODL filling.  Although at first glance, fillings are shown as taking 30 minutes for “First Appt. Time,” the right 
column of the table specifies that (1) any work done on more than 3 tooth surfaces requires “Add 15 minutes to 
appointment time” and (2) “For lower molars (#17, 18, 19, 30, 31, 32), schedule patient to arrive 15 minutes 
early.”  Therefore, Tito would be in the office 30 minutes + 15 minutes + 15 minutes. 

D. Incorrect.  1 hour + 30 minutes.  Although a crown or bridge would take 1 hour 30 minutes for the first 
appointment, Tito Brooks is scheduled for a filling.   

E. Incorrect.  All of Friday afternoon.  Although the question specifies that his appointment is scheduled for Friday 
afternoon, Tito Brooks is not available all of Friday afternoon, and the tables do not indicate that his procedure 
would last all of Friday afternoon. 

 
Answer to Level 6 Sample Item 3 
 

A. Incorrect.  JMO Clothiers.  This company lies in the 75th percentile. 
B. Incorrect.  Kenai Kampgoods.  This company lies in the 25th percentile. 
C. Incorrect.  Northmann Cookies.  This company lies in the Median percentile. 
D. Correct.  Pierre’s.  On the Prospective Purchases table, locate each company’s age and last year’s profit in those 

columns.  Choose the bar in the bar chart with the appropriate company age range, then find where along the bar 
the company’s profits lie.  If the company’s profits fall within the top band on the bar, it scores within the 90th 
percentile and fits the prerequisite for purchase.  According to the chart, Pierre’s is the only company that fits the 
prerequisite for purchase. 

E. Incorrect.  Wolfware Software.  This company lies in the Median percentile. 
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Answer to Level 6 Sample Item 4 
 

A. Incorrect.  Both Office Bytes and Wolfware Software are in the Median percentile.  Wolfware Software is in the 
Median percentile; Office Bytes is in the 25th percentile. 

B. Incorrect.  Both Office Bytes and Wolfware Software are in the 75th percentile.  Office Bytes is in the 25th 
percentile and Wolfware Software is in the Median percentile. 

C. Correct.  Office Bytes is in the 25th percentile, and Wolfware Software is in the Median percentile.  Under “Last 
Year Profit,” Wolfware Software shows a $514,000 profit.  Under “Age,” Wolfware Software is 1 year old.  Using 
the first bar in the floating bar chart (“0-2” years), $514,000 falls in the middle white section, or Median percentile, 
according to the Percentile Key.  We know from the question that Office Bytes is 6 years old and last year’s profit 
was $723,000.  On the floating bar chart for “6-8” years, $723,000 falls in the lowest black bar, or the 25th 
percentile. 

D. Incorrect.  Office Bytes is in the Median percentile, and Wolfware Software is in the 75th percentile.  Wolfware 
Software falls in the Median percentile; Office Bytes is in the 25th percentile. 

E. Incorrect.  Office Bytes is in the 75th percentile, and Wolfware Software is in the Median percentile.  Wolfware 
Software falls in the Median percentile; Office Bytes is in the 25th percentile. 

 
 


