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Welcome
This web application is called OnTrack. It was created
by the Tahltan Central Government (TCG) to help you
meet your employment and training goals.
It has several features including:
a)

A portfolio builder that lets you record your skills
and certifications and create a personalized
resume.

b)

Online assessments that measure your jobreadiness in reading, document use and
numeracy.

c) Learning plans that provide you with
opportunities to develop skills.
OnTrack also connects you to jobs. Employers in the Tahltan region use OnTrack to post job openings. If
you like, you can be notified every time there is a new job listing. With a simple click of a button, you can
learn about the job and send your resume.
This user guide explains how to use OnTrack.

Help desk
Members can access our help desk support by clicking the SUPPORT link found on the navigation bar.

Complete the form to submit your request for support.
You can also request technical support by telephone and
email:
a) Telephone support (1-403-808-4580): 8:00 A.M. to
5:00 P.M. Monday – Friday.
• Calls will be answered immediately or forwarded
to voicemail. Messages left on voicemail will be
responded to within one business day.
• Email support
(Mherzog@esentialskillsgroup.com): 8:00 A.M. to
5:00 P.M. Monday – Friday. Emails received will
be responded to within one business day.
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Computer requirements
This web application can be used on a wide range of devices including smartphones, laptops, tablets and
personal computers. Using devices with larger screen sizes, such as laptops and personal computers, is
recommended because the images will be easier to see and data will be easier to enter with a keyboard.
When the web application is used on a
smartphone and tablet, menus are collapsed
because the screen is smaller. To view them,
click the menu button icon located at the top
right-hand side of the screen. It looks like three
parallel horizontal lines (displayed as ≡).

Again because of the smaller screen sizes, some
web pages are better viewed in landscape mode
when using a smartphones or tablet. On these
pages, you’ll see a “Better viewed in landscape”
message.

You should use devices that have a strong connection to the Internet. Some wireless networks may not be
strong enough for everything to work properly, depending on the strength of the connection.

How to register
Go to https://tahltancg.essentialskillsgroup.com
Click the MEMBER REGISTRATION link.
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Complete the registration form and click the
REGISTER button to submit your information.
Remember the password you select. You will need
this information to log into the website later.
You will receive an email from the TCG confirming
your registration within 72 hours.

How to sign in
Go to https://tahltancg.essentialskillsgroup.com
Click the SIGN IN tab on the navigation bar.

Enter your email address and password and click SIGN IN.
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A homepage dashboard loads with various
buttons on the top of the page.
These buttons allow you to:
•
•
•
•
•

Access assessments.
Mange your password.
Manage your profile.
View and print your resume.
Apply for jobs.

How to manage your password
Click the PASSWORD tab on the navigation bar.

Enter and confirm your new password.
Click UPDATE PASSWORD to save the change.
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How to set up and manage your profile
OnTrack has a special feature that allows you to create a profile. It’s like an expanded version of a resume.
You must complete your profile to view job postings and apply for jobs using OnTrack
1. You can use it to create a resume that documents your education, work experience and certifications.
2. TCG can use it to better understand the skills and abilities of community members.
3. Employers can use it to locate people with the right skills for the right job.

My Profile organize information under eight categories:
•

Personal Information: Your first name, last
name, gender, addresses, etc.

•

Contact Information: Your phone numbers
and other means of contact.

•

Ancestry Information: Your connection to
Tahltan or other indigenous communities.

•

Other Information: General information
about your education and work experience.

•

Educational Achievements: The names of
schools and the educational achievements
you’ve earned (e.g. high school diploma).

•

Employment History: Companies where
have worked and the duties you performed.

•

Certificates, Designations and Tickets: The
certificates, designations and tickets you
have earned. You can also enter certificate
numbers and expiry dates, and upload
certificate images.

•

Equipment Operation Work Experience: Your experience operating various types of equipment such
as graders and dozers.

The TCG may have already partially or fully completed your profile using information available to them.
Here is how to use this feature.
Click the PROFILE tab on the navigation bar.
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Click the category you would like to complete or edit,
such as Personal Information.

An entry form, such as the one to the right, will
appear.
Review or update each field.
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The Certificates, Designations and Tickets
section lets you record certificate numbers and
expiry dates. You can also upload images of your
certificates, so you always have access to them.
Click the certificate image button and select the
image to upload

Click the ADD CERTIFICATES button to save your
work. Click CANCEL ADD to cancel the additions
you have made.

The Equipment Operation Work Experience
section lets you record the operating
experience you have on over 40 different types
of equipment.
Click the equipment descriptor and use the
dropdown box to indicate how much work
experience you have on that type of equipment.

Click the ADD WORK EXPERINCE button to save your work. Click CANCEL ADD if you want to cancel your
edits.

7|Page

How to view and print your resume
The information you entered for your profile automatically creates a personalized resume.
Click the RESUME button on the navigation bar to see it.

The resume includes most, but not all, of the
information entered in the My Profile section.
Information such as age, gender and ancestry
are not included.
You can make changes to the information on
your resume by updating your profile.
To print your resume, click the Print button.

Information about the assessments
OnTrack has online assessments that test five skills:

Reading

Numeracy

Writing

Digital skills

Using text-based
information
found in things
like reports and
memos.

Using numbers
and thinking in
quantitative
terms.

Using proper
grammar,
punctuation
and sentence
structure.

Using
computers and
other forms of
technology.

Listening
skills
Listening to
obtain
information.

8|Page

These are the foundation skills needed for success in work, learning and life. People with strong foundation
skill earn more money, find jobs faster and are less likely to injure themselves or others at work. When you
have strong foundation skills, it’s easy to learn technical skills required to do a job well.
Here’s a description of each skill area and how long it usually takes to do each assessment:
Essential Skill

How the Assessment is Performed

Approximate Length

Reading

You use information presented in document, such as a
memo or bulletin, to answer questions.

25 - 30 minutes

Document Use

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

25 - 30 minutes

Numeracy

You use math skills such as data analysis, addition,
subtraction and multiplication of decimals and fractions
to answer questions. You can use a calculator.

30 - 45 minutes

Digital skills

You use digital skills to answer questions relating to
topics such as online communication. Online searching
and general office skills.

25 - 30 minutes

Listening

You listen to audio clips an answer questions relating to
what you heard.

25 - 30 minutes

Information about the assessment groups
The online assessments compare your skills to the requirements of different jobs. Jobs are organized into
four occupational groups, and each group has a different assessment. Choose the occupational group that
includes the types of occupation you are most interested in.
Occupational group

Types of occupations included

Labourers and
hospitality

Site maintenance; Hospitality and food service; Construction labourer; and
Mine helper

Office and
administration

Office and accounting clerks; Office administrators; Recruiters and human
resource practitioners, etc.

Stationary and mobile
equipment operators

Plant operator helper; Heavy equipment operator; Haul truck operator; Loader
operator; and Mill operators.
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Skilled trades

Air conditioning mechanic; Carpenter; Electrician; Fixed equipment mechanic;
Heavy equipment mechanic; Instrument technician; Plumber;
Steamfitter/pipefitter; and Welder.

Information about desired scores
Here are the desired scores for each of the occupational groups. The closer your scores are to the desired
scores, the more likely you are to succeed in that occupation.
Occupational
grouping

Desired
Desired
Desired
Desired
Desired
Reading Score Numeracy Score Writing Score Digital Score Listening Score

Labourers and
hospitality

2

2

2

2

2

Office and
administration

3

3

2

3

2

Stationary and mobile
equipment operators

2

2

2

2

2

Skilled trades

3

3

2

2

2

How to take assessments
Step 1 – Click the ASSESSMENTS tab to start.
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A new webpage loads.

Step 2 – Select as assessment suite by clicking the
dropdown box and your choice.

Click the occupational link if you want to return to an
assessment suite you previously set up.

A new web page loads after selecting a new or previously started assessment suite.
•

The Assessment column
lists the assessments you
can take.

•

The Status column lets you
take a test. Note – you
must wait 21 days before
you can take the same
assessment again.

•

The Dates Done column
tells you when you took a
test.

•

The Results column lets
you see your test results.

•

The Learning column lets you see your learning plan.

Beside each assessment you’ll see a blue “i” in a circle. That’s an information icon. Click it before you take
an assessment to get some helpful information.
Step 3 – Select the assessment you want to take (e.g. reading and click the Do button beside it
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A multiple-choice question loads. It
looks like the example to the right.

The top of the page tells you how many questions and sections there are on this assessment. You’ll also see
lightbulb in yellow circle. That’s an
Instructions icon. Click it when you
first start an assessment.

Here’s what the instructions look like.

This is how the multiple-choice questions are structured.
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The question’s introduction.

Information needed to answer the question,
such as a bar chart.

A question and with four possible answers. To
select an answer, click the circle next to it.

A navigation bar to take you from question to
question.

When you’ve answered the last question, an
Assessment Complete notice appears. You can
either Log Out or go to My Assessments to see
your test results.

How to view your scores and learning plans
After you complete an assessment, go to the
Assessments page. You’ll see some changes.
•

The buttons in the Status column will change
from DO to REDO. Note – you must wait 21
days before you can take the same
assessment again.

•

The Dates Done column will list the date you
took the test.

•

The VIEW button under the Results and
Learning column will be activated (it’ll be
clearly visible). Click it to see your score and learning plan.
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Understanding your scores
Click VIEW to see your Results Report. It’ll look
like the example to the right. The first thing
you’ll see is your Overall Score. It’s near the top
of the front page. It lists two scores.
•

Your score – This is the score you achieved.

•

Desired score – This is the score you likely
need to be successful in the occupation you
selected.

Next, you’ll see A Closer Look at Your Results.
The or the X tells you whether you can likely
complete the tasks listed, based on the skills
you have today.

Understanding your learning plan
To see your customized learning plan,
click the VIEW button in the Learning
column.
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You learning plan lists free online
learning resources that you can use to
quickly and efficiently build the skills
you need. Your plan focuses only on the
skills you need to build for the
occupational group you chose, not the
skills you already have.
These lessons take you from your
current skill level to the desired skill
level.
Click on the link to get the lesson, which
you can complete at your own pace.
The website does not monitor your
progress.
To print your learning plan, click the
Print Report buttons at the top or
bottom of the report.

How to apply for jobs
You must complete your profile to view job postings and apply for jobs using OnTrack
OnTrack allows you to apply for jobs that employers in the Tahltan region have posted. Here are the steps
to view and apply for the jobs.
Step 1 – You will receive an email informing you of a job that was posted.
Step 2 – Log into the web application and click the APPLY tab on the navigation bar.

A new webpage will load. It lists all the current job openings. It presents:
•

A Date Posted column that lists the
date when the job was posted.

•

A Position Title column that lists
the tile of the job.

•

A Qualified column that shows
whether the skills, qualifications
and experience listed in your
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profile match the requirements of the job. Note: You can still apply for jobs for which you are not
qualified.
•

An Applied column that indicates whether you have applied for the position. A date will be displayed for
the jobs you have applied for.

•

The View column that lets you see the job posting.

Step 3 –Click the View button to learn about the job
and its requirements. It will open a new web page, like
the one to the right.

Step 4 – Decide whether the position is a good fit for your career goals and skill set.
Step 5 – If you decide not to apply, click the BACK TO JOB POSTINGS button at the bottom to return to the
main Job Postings page.
If you decide the job is a good fit, click the APPLY FOR
JOB button at the bottom of the job posting. When
you do this:
1. The employer who posted the job is notified
that you wish to apply for the job. They are
provided:
•

Your contact information such as name, addresses and telephone numbers.

•

A copy of your resume that includes information about your education, work experience,
certifications and designations.

•

The results of your essential skills assessments.

2. The Job Postings page indicates the date that you applied.
To help ensure employers are providing employment opportunities to members, the Tahltan Central
Government is notified that you have applied. They also receive:
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•

Your contact information such as name, addresses and telephone numbers.

•

A copy of your resume that includes information about your education, work experience,
certifications and designations.

•

The results of your essential skills assessments.

It is the responsibility of the employer to contact you once you have submitted your application.

How to use Notifications
The NOTIFICATIONS feature allows you to stop receiving job posting if you are unavailable for work or
already have a job. By default, it’s turned off. You must turn it on to receive job postings.
Click the NOTIFICATIONS tab on the navigation bar to modify your settings.

•

Check the Check job postings text box if you
want to be informed of new job postings.

•

Uncheck the box if you don’t want to be
notified about new job postings.

Click the UPDATE button to save your selection.
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