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About this web application  
This web application was created to help 
you prepare for success in the first two 
levels of technical training during your 
apprenticeship.  

It features assessments for three 
essential skills – reading, document use 
and numeracy. These are the foundation 
skills that every apprentice needs to be 
successful on the job and in technical 
training.  

The assessments can be challenging, but 
so are the trades. This gives people a 
realistic look at the skills they need to be 
successful. It even uses examples and 
forms that apprentices would find at 
work. 

There are different assessments for each trade. The reading and document use assessments automatically 
adjusts to your skill level. If you are getting the answers correct, the assessment will automatically give you 
more challenging questions. The opposite is also true. If you select incorrect answers, you will get easier 
questions. The numeracy assessment is different; it uses a standard set of questions, so it doesn’t adjust 
during the assessment. 

The web application also produces: 

1. Individualized test result reports that highlight your skills and skill gaps. Test results are available 
immediately.  

2. Individualized learning plans that direct you to local training providers and useful online learning 
resources.  

To use this web application, you must first register. After that, you can do as many assessments as you like, 
free of charge.  

You can take some practice questions before you register or log in (see page 4).   
 

Minimum computer requirements  
This web application can be used on a wide range of devices including personal computers, laptops, 

notebooks and tablets. Smartphones cannot be used because their screens are too small to display the 

questions properly. 

You should use a computer with a strong connection to the Internet. People who take the assessments on a 

wireless network may have problems if their connection is too weak for everything to work properly. 

  



2 | P a g e  
 

How to register   
Step 1 – Go to http://ITA2.essentialskillsgroup.com 

 

Step 2 – Click the Register link located at the top left-hand side of the home 

page or the large REGISTER button midway on the home page.  

 

 

 

Step 3 – Click the Register button located at the top left-hand side of the home page.  

 

Step 4 – Click the REGISTER button under Individuals.   

 

 

 

Step 5 – Complete the online registration form. You create your own username and password. Remember 

them, as you will need them to log into the web application later. 

 

Step 6 – Click the Register button.  

 
 

 
 

 
 
 
 

How to sign in  
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Step 1 – Go to http://ITA2.essentialskillsgroup.com                                                 

Step 2 – Click the Sign in link located at the top left-hand side of the home page 

or the large Sign IN button midway on the home page.  

 

Step 2 – Enter the username and password you used to register.    

Step 3 – Click Sign In.                

 

 

 

 

 

Data collection survey  
When you register, you’ll be asked to complete a short survey. 

The ITA uses this information to better understand the needs 

of apprentices in B.C. From this information, for example, we 

can determine how many people are interested in a specific 

trade. That information helps us invest in good programming.  

If you are a B.C. resident, ensure that you correctly indicate the 
region where you live. This will determine which local training 
organizations are listed on your learning plan.   

Click Submit when you have completed the survey. 

 

 

 

 

 

 

 

Sharing of data 
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When you complete the data collection 

survey and when you take an assessment, 

information is collected. We do not share 

or sell it to other organizations.  

The ITA uses this information to better 

understand the needs of apprentices in 

British Columbia. For example, when we 

pool information from all of our users, we can see how many people in a geographic area are interested in 

a specific trade and what their skill gaps may be. That helps us invest in good programming.  

If you wish to use the web application, you must click ACCEPT. 

 

General information about the assessments 
The web application tests three essential skills – reading, document use and numeracy.  You can test each 
skill one-at-a-time.  

The assessments use multiple-choice questions. They feature information, forms and situations you might 
typically find at work. There are different assessments for each trade. Assessment questions are drawn 
from a large bank of questions, so it’s unlikely that you’ll get the exact same assessment twice.  

You can take an assessment as many times as you like, but you must wait no less than 21 days before you 
take the same assessment again, so you have time to build skills. You can take other assessments during 
that time.  

The reading and document use assessments use adaptive algorithms, which means the web application 
automatically presents easier or harder questions, depending on how well you are performing during the 
assessment. This is not the case for the numeracy assessment; it does not automatically adjust during the 
assessment.   

Essential 
skill 

The basics 
# of 

Questions 

Average 
completion 

times 

Reading  
You use information presented in documents 
like memos and bulletins to answer questions. 

20 20 - 30 minutes 

Document 
Use 

You use information contained in forms, 
graphs, and tables to answer questions. 

20 20 - 30 minutes 

Numeracy 
You answer questions that assess your ability 
to use numbers and think in quantitative 
terms. You can use a calculator. 

50 - 90 
(varies by 

occupation) 
45 - 75 minutes 
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Practice questions   
Before you take the full-length, scored assessment, you can take some practice questions. This is optional. 
If you’re already logged in, log out. That’s where you’ll find the practice questions.  

Step 1 – Click the Practice Questions button on the home page before you log in.   
 

Step 2 – Click the green Start Assessment button.  

Step 3 – A series of reading, document use and numeracy 
questions will load. There are 10 questions in total.  

Try some or all of them. Use the buttons at the bottom of each 
question to go from question to question. 

On the practice questions, the correct answer is provided. No 
score is provided. 
 

 
 

How to take an assessment 
Step 1 –  When you log in, you will automatically go to MY OCCUPATIONS. 

Using the dropdown menu under Occupation, choose the 
trade you are interested in.  

If you’ve already done this, the trade you selected will be listed 
under Previous Occupations. Click the link.  

A dashboard opens with your assessments for that occupation. 
There’s a different dashboard for each occupation you select.  
 
Step 2 –  Each trade has three assessments – one each for 
reading, document use and numeracy. Decide which 
assessment you would like to take.  
 
If you’d like more information about an assessment before you 
begin, click the blue information icon next to it.  

When you’re ready to begin the assessment, click Do.  
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Step 3 – Answer the questions.   

It may be helpful to read the question first (e.g. 
‘If the operator wants to reduce water 
temperature to 48 degrees…’) and then look at 
the information provided (e.g. the gauges 
pictured). 

To select an answer from the four options 
provided, click the circle next to it.  

Click Next Question.  

Step 4 – You can go back and change an answer, but 
only if you have not yet completed that section of 
the test.  

Each assessment is divided into sections. That 
information is at the top of the page (e.g. 
‘Section 1 of 4’). It also tells you how many 
questions there are in that section (e.g. ‘Question 
2 of 6’).  

At the end of each section, your answers are 
automatically saved. Until then, you can go back and change your answer. Click Previous Question.  

If you click the Exit button before you finish a section, your answers for that portion of the 
assessment will not be saved. So, if you need to take a break or you want to do the assessment in 
parts, it’s a good idea to wait until you complete a full section.  

Step 5 – When you’ve completed the entire assessment, you’ll see the message to the right. It says 
Congratulations! You’re Done.  
 
Step 6 – If you want to see your test results or do 
another assessment right away, click My Program.  
 
Click Log Out you wish to exit the web application.  
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How to view your results report and learning 
plan 
Immediately after you complete an assessment, 
you have the option to go directly to My 
Program. That’s where you’ll find your results 
(see page 6).  

Otherwise, follow the steps below.   

Step 1 –  When you log in, you will automatically 
go to MY OCCUPATIONS. 

Step 2 – Under Previous Occupations, click the 
trade you assessed.   

A dashboard opens that 
lists your assessments 
and reports for that 
occupation. There’s a 
different dashboard for 
each occupation you 
have selected.  

Step 3 – Click the View button to see your results report or learning plan.  

Each time you take an assessment, a new results report and learning plan is created. Previous reports are 
archived by date. If you wish to see them, select the date from the dropdown menu and click VIEW.  

Please note that you must wait 21 days before you can take the same assesssment for the same occupation 
again. Use this time to work through your learning plan and develop new skills. You can re-test as often as 
you like.  
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Understanding results reports  
A results report is generated each time you complete an assessment. It features the following information:  
 

• The type of assessment, the date it was 
completed and your name at the top of 
the page.  

• The Overall Score, which has two parts – 
your score and the desired score for 
success in technical training. Both are 
based on the 0-500 International Adult 
Literacy Survey (IALS) scale. 

o IALS is used internationally by 20 
countries of the Organization for 
Economic Co-operation and 
Development (OECD) including 
Canada, France, Germany, Ireland, 
the Netherlands, Poland, Sweden, 
Switzerland, the United Australia, 
the Flemish Community in Belgium, 
Great Britain, New Zealand and 
Northern Ireland, Chile, the Czech 
Republic, Denmark, Finland, 
Hungary, Italy, Norway and 
Slovenia. You can find more 
information here: 
http://www.oecd.org/education/skills-beyond-school/41529765.pdf 

• The Closer Look at Your Results section outlines the tasks you likely can or cannot perform based on 

your performace during the assessment, using a green checkmark or a red X.  These tasks are related 

to the trade assessed.  

 
The results report for numeracy (math) is different. In addition 
to the overall score, it features a detailed breakdown of how 
you performed in each math foundation area (e.g. fractions, 
decimals, etc.). 

Each numeracy area has five questions. If you correctly 
answered four or more questions (≥80%), you receive a green 
check mark . That’s considered the standard for mastery. If 
not, you’ll see a red X.   
 
Only the math skills relevant to that trade are assessed. If you 
see an N/A beside a math foundation, it means that math skill 
was not tested.  
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Understanding learning plans 
You receive a customized learning plan 
each time you take an assessment. It 
includes: 

• A Local Training Organizations section 
that provides the names and contact 
information of organizations that 
provide classroom-based instruction 
in the region where you live. 

• An Online Resources section that lists 
free online learning materials that 
you can use to address the skill gaps 
identified through testing.   

These learning resources take you 
from your current skill level to the 
level you need.  
 
Click on the activity link to open it. 
This will take you directly to the 
lesson.  
 
You don’t need to complete all the lessons, but it’s a good idea to do several before you take the 
assessment again. Remember, you have to wait 21 days before you can take the same assessment 
again, but you can do others.  
 
The web application does not track how much time you spend on skill development. 
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Troubleshooting  
1. Username and password do not work 

• Ensure you are entering the correct username/password. Also, be careful not to add spaces where 

there shouldn’t be spaces, such as at the beginning of a password. 

• If you still can’t log in, contact us at helpdesk@essentialskillsgroup.com. Please include your email 

address so that we can get back to you. 

 

2. Test images don't load, and/or the navigation buttons don't work 

Weak Internet connections will prevent images from loading and buttons from working. Here's what to do 

if you have this problem: 

• Click the Image Reload link located at the bottom left side of the image.  This will resolve the issue 

90 per cent of the time.  If this doesn’t work: 

o Log out and back in again. Doing this will re-establish your connection to the Internet. 

o Connect your device directly to the Internet. Wireless connections are often too weak for 

the web application to work properly. 

If the problem persists, contact the web application administrator at helpdesk@essentialskillsgroup.com. 

Please include your email address so that we can get back to you. 

 

How to contact us  
Step 1 – Click the CONTACT US tab.   

 

 

 

 

Step 2 – Enter your contact information, select a subject line 

using the dropdown box and write a short message. Click SEND.   

If it’s a technical question, it will go to the web administrator. If 

it’s a program-related question, it will go to the ITA.  

 

 

 

 

 

 


