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INTRODUCTION

A prerequisite of the National Certificate (Vocational) (NC(V)) Level 2 is that prospective students must have
passed Grade 9 or achieved an equivalent qualification of NQF Level 1. The purpose of this test will be to
determine if the prospective FET College student has the basic fundamental knowledge of the English language
and numeracy skills to cope with the learning material of NC(V) level 2. This section of the test is not dependant
on his/her desired vocational field. The Placement Test will assist the prospective student to choose a vocational

field aligned to his/her interest and guide the College to place the student in an appropriate field.

The purpose of the test is not to exclude students from the FET sector, but rather to assist the College in placing
prospective students that have the fundamental skills in appropriate vocational fields. Thus, the focus is to
identify the level of additional academic support some students may require.

[TOMENU]

This test is not a psychometric test. Currently in the FET sector there are not many registered psychometrists
and thus if colleges are interested in using psychometric assessment to select and place students they will either
need to employ registered professionals and purchase registered and approved psychometric tests or outsource
this service to appropriate service providers. Only registered Psychometrists, Registered Counsellors and
Psychologist are allowed to administer, mark and analyse the results, as stipulated in the Health Professions Act
(Act 56) of 1974. These persons must be registered with the Board of Psychology under the Health Professions
Council of South Africa (HPCSA).

This is the motivation for the development of a competency-based assessment. FET Colleges will then purchase
the based competency test and make use of their own staff to administer, mark and analyse to test results
without violating the Health Professions Act. The test developers are registered with the Board of Psychology, a
body of the HPCSA as a Psychometrist and Registered Counsellor (Careers) and used their expertise and

knowledge to develop this test. This test is a competency based test and not a psychological instrument.

This competency based test focuses on the following:
[TOMENU]

NQF Level 1 Competency Test: English Second Language Skills
NQF Level 1 Competency Test: Mathematical Literacy Skills

Placement Test
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[ TO MENU]
TEST DESCRIPTION

The test is available as a pen and paper test and a computerised test. If the College has the facilities available
to facilitate the test in a computer laboratory they can administer the test on computer and receive the results
instantly. If they do not have the necessary facilities or need to administer the test to larger groups of candidates

they can make use of the pen and paper test.

Each sub-test has the value of one (1) credit. Consequently, if the complete test, all three sub-tests, is
administered and the scores are converted, three credits will be subtracted from the balance. This means that
the College has the optionto administer the complete test or only use one or more of the sub-tests depending on

their needs.

The scores generated with the English Second Language and Mathematical Literacy sub-tests afford the
individuals profile of his/her current level of competency in these two fundamental learning areas. The
Placement sub-test assist the prospective student to choose a vocational field that is aligned to his/her interest
by giving more information on the 14 different vocational fields available in NC(V). This sub-test will also guide
the institution to place the prospective student in an appropriate vocational programme considering his/her
performance in the English Second Language and Mathematical Literacy sub-tests.

[ TO MENU]

Competency Test: English Second Language NQF Level 1

English is the language of instruction in FET Colleges and thus it is imperative that the student is competent on
NQF Level 1. If a student have not achieved the fundamental outcomes of NQF Level 1, he/she will find
it difficult to work successfully through his/her academic material, participate in class discussions,
understand instructions given by lecturers and work on group assignments with fellow students.
However, it must be stated that academic support can also be given to a student who is not yet
competent in this section of the test. Hence, this test will then assist the FET College to identify the

degree of additional academic support this student will require.
[TOMENU]
The test is based on the unit standards aligned with, NQF Level 1 as outlined by the General Education and

Training Certificate:

Comprehension . Pronouns
Reported Speech . Relative Pronouns
Apostrophe . Concords

Passive Voice . Homophones
Question Tag . Prefixes
Punctuation . Tenses

Degrees of Comparison

© Copyright 2007 E— p Page 3 of 33



[ TOMENU]

Competency Test: Mathematical Literacy NQF Level 1

In all 14 NC(V) vocational fields, students will have to either register for Mathematics or Mathematical Literacy.
This test will determine if the prospective student has the basic mathematical skills in place to work successfully
through the academic material as required by mathematics and mathematical literacy. This test is based on the

Unit Standards, as specified by the General Education and Training Certificate:

Patterns . Space
Functions . Shapes
Algebra : Geometry
Numbers . Similar Triangles
Operations . Congruency
Relationships : Measurements
Exponents . Pythagoras
Finance . Polygons
Data Handling : Transformation
Ratios : Position
[TOMENU]

Placement Test
The Placement Test will assist the prospective student to choose a vocational field that is aligned to his/her
interest by providing information on the 14 different vocational fields available in NC(V). The Placement Test will

also guide the FET College to place and advise students in appropriate vocational fields.

1. Civil Engineering and Building Construction 8. Marketing
2. Electrical Infrastructure Construction 9. Office Administration
3. Engineering and Related Design 10. Primary Agriculture
4. Finance, Economics and Accounting 11. Safety in Society
5. Hospitality 12. Tourism
6. Information Technology and Computer Science 13. Education & Development
7. Generic Management 14. Mechatronics
[ TOMENU]

The College is urged to guide students who are interested in studying Higher Education Institutions to comply
with University or University of Technology entry requirements. The College also needs to guide students by
explaining which of the vocational fields are presented at the College and at which campuses. For more

information on available careers, refer to:

§ Career guides - The Ultimate Career Guide, § CareerCentres
other related available guides § Student Support Centres

§ Career guidance programmes: Career Mentor, § Higher Education Websites also contains career
PACE, etc guidance information.
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[ TO MENU]

ORDER OF SUB-TEST ADMINISTRATION AND TIME LIMITS

If the full CAP-Test is applied, the sub-tests should be administered in the following order:
Competency Test: English Second Language NQF Level 1
Competency Test: Mathematical Literacy NQF Level 1

Placement Test

The instruction times and time limits for each sub-test are as follows:
Competency Test: English Second Language NQF Level 1
Instruction will absorb approximately 2 minutes and the actual test time is 30 minutes.
Competency Test: Mathematical Literacy NQF Level 1
Instruction takes approximately 2 minutes and the actual test time is 45 minutes.
Placement Test

The instruction will take about 8 minutes and the actual test time is 30 minutes.
[ TOMENU]

TEST CONDITIONS

The test should be administered in a well-lit, quiet and well-ventilated room. The doors should be closed during
the test and there should be no interruptions during the test. If test candidates wishto leave the room during the
test, they must either be allowed to leave the room before the test session is started or the end of the test. The

test candidates can not be given extra time when they leave the room for what so ever reason.

The test administrator should have a large desk in the front of the room on which test material, completed
answer sheets, erasers and pencils can be placed. The test administrator should also have his/her own test

manual to read the instructions.

Test candidates should also have their own desks. The desks should be separated so that the test administrator
will be able to walk in between desks. There should be a clock or time visible in the test room to allow test

candidates to manage their time.

It is recommended that one test administrator should not test more than 20 candidates in a session. If more
than this number of test candidates should be tested in a single session, additional invigilators should be present
to assist the test administrator. The ratio of test candidates to the test administrator should not exceed 20:1.
Thus, if 45 test candidates are tested, there should be three test administrators in the room.

[TOMENU]

All the test administrators present in the test room should be familiar with CAP-Test. They should be
knowledgeable about the nature of each sub-test and must be able explain instructions to the test candidates.

The test administrators must be alert but not intrusive the while facilitating the test. They should respond
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immediately to requests for replacement of pencils and erasers, but must not give assistance with regard to the

actual test problems.

[ TOMENU]
FACILITATING THE CAP-TEST

The test administrator is responsible to setup the test room before test candidates arrive, irrespective if the
computer based test or pen-and-paper test is administered. This includes ensuring that the test room is clean
and tidy, seating arrangements is prepared and that lighting and ventilation is at optimum conditions. A
biographical questionnaire, pencil and eraser must be placed at each desk before the test start.

At the start of the test session, the test administrator should introduction him/herself and any additional test
administrators. The test administrator should welcome the test candidates and tell them that they will be doing
two tests (if applicable) to determine their current level of competency in English and Mathematics. The third
test will be a Placement Test, which will give them more information on the various vocational programmes
available. Its purpose is to guide them to choose the study programme that they will find interesting. This
information will assist the institution to place candidates in an appropriate vocation programme based on their

interest and their results in the first two sub-tests.

Also, inform them that the test will take about 2 hours to complete (if the full test is administered).

Ask the test candidates to complete the biographical questionnaire with the pencil on their desk, before the test
starts. The test administrator(s) should assist test candidates should they experience any difficulty in completing
the form. As soon as they have completed this form, the test administrator should collect all the forms and

ensure that the test candidate has completed all sections on the form.
[TOMENU]

© Copyright 2007 E— p Page 6 of 33



[ TO MENU]
How to Administer the Pen-and-Paper Test

After the test administrator has collected the biographical questionnaires, he/she should hand out the answer
sheets. Ask the test candidates to complete their personal details on the answer sheet. While the test
candidates are completing their personal details on the answer sheet the test administrator should start handing
out the test booklets. Ask the test candidates not to open the test book until they have been instructed to do so.
The test administrator should walk around and ensure that the test candidates complete all the required sections

onthe answer sheet.

Competency Test: English Second Language NQF Level 1

Tell the test candidates to open the test book and turn to the instructions of the Competency Test: English
Second Language NQF Level 1 (page 2). Read the instructions clearly and slowly withthem. If you have a write
board or a flip chart available in the test room, show the test candidates how to mark the answers on their
answer sheet with a X. Warn the test candidates not to write in the test booklet and tell them that they may only
write on their answer sheet.

[ TO MENU]

Ask the test candidates if they have any questions. There are no practice examples. After the test administrator
have answered all questions, read the last part of the instructions which will inform them that they have 30
minutes to complete the test. Instruct the test candidates that if they finish the test before the time is over, they

should check their answers, but are not allowed paging forward in the test manual.
The test administrator should stop the test candidates after 30 minutes.

Competency Test: Mathematical Literacy NQF Level 1

Tell the candidates to turn to the instructions of the Competency Test: Mathematical Literacy NQF Level 1 in
their test booklet (page 9). Read the instructions clearly and slowly with them. If you have a write board or a flip
chart available in the test room, show the test candidates how to mark the answers on their answer sheet with an
X. Warn the test candidates not to write inthe test booklet and tell them that they may only write on their answer
sheet. Test candidates may use a calculator to assist them to solve the problems in this test. They are allowed
to do rough calculations on the back of their answer sheets or the test administrator can hand out additional

paper for the test candidates to do their rough calculations on.

Ask the test candidates if they have any questions. There are no practice examples. After the test administrator
have answered all questions, read the last part of the instructions which will inform them that they have 45
minutes to complete the test. Inform them that if they finish the test before the time is over, they should check

their answers, but are not allowed paging forward in the test manual.

The test administrator should stop the test candidates after 45 minutes.
[TOMENU]
Placement Test
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Tell the turn to the instructions of the Placement Test in their test booklet (page 17). Read the instructions
clearly and slowly with them. If you have a write board or a flip chart available in the test room, show the test
candidates how to mark the answers on their answer sheet with an X. Warn the test candidates not to write in
the test booklet and tell them that they may only write on their answer sheet.

Ask the test candidates if they have any questions. There are no practice examples. After the test administrator
have answered all questions, read the last part of the instructions which will inform them that they have 30
minutes to complete the test. Inform them that if they finish the test before the time is over, they should check

their answers, but are not allowed to page back in the test manual.

The test administrator should stop the test candidates after 30 minutes.

Thank test candidates for their efforts during the test and inform them that the test has now been completed.
Inform the test candidates of any information that the test candidate need to know regarding the placement
procedure of the institution, when results will be available, etc. Collect all books, answer sheets, pencils and
erasers before the test candidates leave. Test material should be removed from the test room and stored in a

secure storage area.

[ TO MENU]
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[ TOMENU]
USING THE CAP TEST PROGRAM
ACCESSING CAP FOR THE VERY FIRST TIME

Administratd® Windows Catalog
g -u Windows Updats
.ST.J Internet -
¢/ Internet Explon 7] Accessorles
0 Bt T} BitDefender Business Client
-l Outlook Expres: T Games
NE 7] HxD Hesx Editor
o e
To launchthe CAP Test program: i Studin Express 3 :iiﬂ‘w:xm

g CAP Test I:j Startup

. mn;n:mer
1) Click onthe Start menu. “& SQLSewerCorﬂ Aclobe Raader B

r v v ¥ v v w w

2) Click onthe All Programs options. & Tnternet Explorer
@mmw Rema \1 WS

3) Click onthe CAP Test option.

4) Click on CAP Test.

outln-okExpress
‘y Paint |-I- Remote Assistance
(=} Windows Media Player
BN cormand Prom % Windows Messeriger
L Windows Movie Maker
i@ Cop Test
S ) Microsoft SOL Server 2005

»

(4 Lag Off EP] Shut Dawn

|4 start
A Select Data Source S
[CAP [*]
L Add | Edt Remove
. Server: [LEON-PC |
Click onthe CONNECT Button. Database:  [CAP Cickonthe ||
User: [CAR NECT |
TTOMN

Password:  [CAP by, e |

¥ 0025 COMMECT E=IT

For Support Email
support@captesting. com

oy
Create new User Iﬁ

When accessing the CAP Test program for the very first

~1 MoUszerz Found!
é.-,

time you will be asked to create a New Administrator user. Croils bl i R M s

Click onthe Yes button to create a user. __* e | | No
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Full inthe required information.

NOTE: Remember your password. (Write it down)

Then click on the Save button.

/A Update Administrator M
Mame: |Leon |
Surnamne: [van der Menue | |
Lagin: [cap | ‘

Pazsword: E |
Fe-Enter Pazsward: [E |

5 @

Save Cancel

Click onthe Yes button.

Save Record ﬁ

T, L
Are you sure you want ta S ave this Record ?

\Yes T

F

Type in your Login name and password, and then click on
the LOG IN button.

NOTE: This is your password that you chose when you

added the administrator.

User Legin

COMPETENCY & PLACEMENT TEST

Mo part of the content or concept of thiz prograrm may be repraduced
or tranzmitted in any farm or by any eleckronic or mechanical means,
including copying and recording, or by any information storage and
retrieval system, without witten permission from Competency and
Placement Test CC

|| Candidate Login

Lagin: [cap N |
Y
Password: [ N |

Type in your Login name and Passwaord ¥
and then click on the LOG [N buttan. @
MOTE: The Password iz CASE SEMSITIVE.

[Example: UPPERCASE / lowercase] LOG IN EXIT

You will then see this window. a

-
= cap {v 0025 =[5
File Settings Log Out ekl

| ] [Logged In: CAP

[TOMENU]
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[ TOMENU]
‘ CAP SCREEN EXPLAINED

When logged into CAP you will see this window:
& Cap - V0025
_file Seftings Log Out

MANAGER BUTTON
When you click the MANAGER button you will have to log
in. (Use your administrator password)
Then click on the Validate button.
This is where you will find the following:
LOOKUPS (This must be completed first)
ADD CANDIDATES
EDIT CANDIDATES
REMOVE CANDIDATES
MARK PAPER TEST (from Candidate answer sheet)
RESULTS for CANDIDATES
TAKE TEST BUTTON

This is where the student will complete the test online

. ._ Walidate |

word s case sensiive.

instead of using the Paper Based Test.
REPORTS BUTTON

This is where you can print management reports.

Reports can be sorted and filtered for different information.

SUPPORT BUTTON

This button will email a support request to CAP Support.
(1) You must give a complete description of your problem.
NOTE: INCLUDE SCREENSHOT

DETAILS REQUIRED: Name, College, Tel, Mobile, Email.

[of Y-
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HELP BUTTON
This button will show the CAP Online Help facility.

ON THE SYSTEM MENU you will find:
File > Print Setup (This is where you choose your printer)
File > Exit (This exit the CAP Program)

& Cap- V0025

EEEEE Settings Log Qut
Print Setup ...

Exit

ON THE SYSTEM MENU you will find:
Settings > Security > Add Administrator (Edit/Delete)

Settings > Security > Register CAP
Settings > Security > Backup CAP
Settings > Security > Restore CAP
Settings > Contact Us (Qur Contact Details)

File LogQut
Security b
Contact Us

Add Administrator
Register CAP

Backup CAP
Restore CAP

ON THE SYSTEM MENU you will find:
Log Out (This will log the administrator out)

& Cap -V 0025 3

File Settings Log Out

[ TOMENU]
‘ REGISTER CAP (LOAD CREDITS)

Click on Settings>Security>Register CAP

ey

& Cap- V0024

File [Seﬁings Log Out

Add Administrator
Register CAP

Security 3
Contact Us

Have ready your: College Name, Campus, Contact

name, Phone, Email and Credits required.

Enter your College Name

Phone CAP Support for a code.
(011-475-4777) Ask for CAP Support.
Enter the registration code.

Click the Validate button.

Click the Close button.

Backup CAP
Restore CAP
A Registe{CAP 3054 Ve [0t tris | )
— umber
IMPORTAMNT MOTICE

To register CAP or to Purchase more Test Credits please contact
CAP Suppart an [011] 475-4777. [Azk for CAP Support)

Make sure you have ready pour contact details: [FET,'EAM PLS.
COMTACT MAME, PHOME . EMAIL and CREDITS REQUIRED]

College Name: [BOLAND r |
Code: ENTER CODE HERE &
Expiry Date ; 21412/2003
Credits loaded : 10301

[TOMENU]
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[TOMENU]
‘ LOOKUPS

@ Cap - V0008
NOTE: YOU CAN NOT ADD CANDIDATES IF YOU e
HAVE NOT COMPLETED THE LOOKUPS.
Click on the Manager button.

A\ Validate Password
. Pazsword; [=] o=
Enter you administrator password.

Click the Validate button. =)
MNOTE
Fassword is caze sengitive. Walidate

LOOKUPS EXPLAINED
w Cap - V 0024
E'r_ie Settings  Log Out

A Manzger

LX)

EHEd, Manager
B Candidates

[ High School Grade
] Instibution

I Qualification's

[ Lewel

] Desired Program
] Academic Year

« frEcaptesting. com

-

Black i S kd
Home Language:  |SEPEDI y [*]
Campus:

You MUST add the FET LOOKUP first before you can add a CAMPUS LOOKUP.

Click on the Campus icon under Lookups.
Here you can ADD, EDIT and REMOVE your CAMPUSES.

These campuses and other Lookup fields are then used when you add a student as seen inthe red insert.
This enable youto just select a Campus, Language, Gender or Race from a dropdown list instead of typing it in
every time.

NOTE: So itis important to add your lookup fields first before adding Candidates.

NOTE: Some of the Lookup fields have already been added for you.
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The Lookups indicated in green have been added for [5G4 Manager
Bl Candidates

you. (Short arrow) A5 oL ip
Campus
| Gender
Race
-1 Language
High School Grade

=
=
] Institution
&
=)
B

You must add the Lookups indicated inred.

(Long arrow)

Qualification's
Level
-1 Desired Program
1 Academic Tear

LOOKUPS EXAMPLE

& Cap -V 0024

Gender
Race
| Language
High School Grade |
[nztitution ee—_
' ualification's
1 Level
Dezired Program
Acadernic v'ear

ADD a LOOKUP

@ Cap-V 0025 -
le Settings LogOut Loy wa

i tdanager
Bl Candidates
o) Lookups

FET " —

Fail:

Gender
Race
Language | Campuz M ame of Campus Manager 0114754777
High School Grade 3| Campuz 2 Mame of Campus Manager 0215453535
Institution
[ualification's
Level

Desired Program
Academic Year

Then...
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A Campus @l

Campus: Eoland i

Campuz Manager  |Mr Green =

FET: [ACME FET [*]=*

) . TelNo: (0114754777 |
Complete ALL the Compulsory Fields and Click onthe Fax Mo 14758777 |
Save Button. Email: [supportt@captesting com |

Web Site;

* Compulzory Fields Save Cancel

[ TOMENU]
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[ TO MENU]
ADD / EDIT / REMOVE ADMINISTRATORS

Click on Settings>Security>Add Administrator.

@ Cap -V 0022

File [ Settings

Security
Contact Us

Add Administrator
Register CAP

Backup CAP
Restore CAP

;1 Administrators

LISERMA NAME

3| Leon

SURMAME

war der Menswe

USERLOGIM

zapdap

Add E dit Remove Cloze
Here you can ADD, EDIT and REMOVE Administrators.
NOTE: Remember your password. (Write it down)
[TOMENU]
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[ TO MENU]
MAKE A BACKUP

Security v Add Administrator
Register CAP

Click on Settings>Security>Backup CAP.

Contact Us

Backup CAP
Restore CAP

A Backup CAP

Backup Directory

Click the Browse button (Button with 3 dots). IMPORTANT NOTICE

“rou must make a Backup at least once a week,

Browse
Button

BACKURP FROCEDURE
PLEASE NOTE: [1] Make sure ALL other CAP users are logged out,

[1] Click on the Browse button [T hig iz the litle sguare
This backup can only be performed from the server o the right with the 3 dats)

[2) Choose the Folder where you want to make the Backup.
ere SQL Server iS inSta"ed, [3] Riemember thiz Folder name and Location on the

Hard Disk. [Write it down)

The Backup must be made from the SOL Server
(4] Click on the Backup buttan.

(5] You will be asked if you are sure if you want to
ta make a backup. [Click on the Yes Button]

Browse For Folder

Backup Directory

| TCash3 -
4 TEMP
backup. ant
| argyle
| attach
Click on the OK Button. > e bex
. CAP Backup

il

Browse to the folder where you want to make the

(1) Browse to
folder

[m]

4

(2) Click OK [
Folder: CAP Backup button

l Make Mew Folder J [ CK s J [ Cancel J

The folder will be
displayed here

/A Backup CAP

Backup Directory

[CATEMPACAF Backup#® |
IMPORTANT NOTICE

The folder will be displayed onthe Backup Directory “fou must make 3 Backup at least once & week,

field BACKUP PROCEDURE

[1]) Make sure ALL other CAP users are logged out,
[1] Click on the Browse button [Thig iz the little square
an the right with the 3 dotz) -
Then click on the Backu p button. [2) Choose the Folder where you want tol Click on the
[3] Remember this Folder name and Loc. Backup
Hard Disk. [wirite it down] Button
The Backup must be made from the SOL Server

[4] Click on the Backup button.

[5] ¥ou will be asked if vou are sure if you want ta

to make a backup. [Click on the ez Button)
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Remember all users will be logged out to create the
backup.
Click the Yes button.

Are you sure?

@ Are pou sure you want to make a Backup?

All the uzers currently logged in will be logged out

The backup will be made.

When the backup is complete you will see the Backup
Complete window.

Click on the OK button.

Complete ﬁ

Ila\ Backup Complete

[TOMENU]
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[ TO MENU]
RESTORE A BACKUP

Click on Settings>Security>Restore CAP.

Add Administrator
Register CAP

Security

Backup CAP
i Restore CAP

Click the Browse button.

Select the folder where your backup is.

Select the file youwant to Restore: The file will look
similar to “20081106_ 912.bak”

(Note the date in the file name)

Then click the Restore button.

4 Restore CAP 1

Restore File

[ ...

RESTORE PROCEDURE

[1] Make sure ALL other CAP uzers are logged out.

[1] Click on the Browse button [Thiz iz the litle square

or the right with the 3 dots)

[2) Chooge the Folder where you saved pour Backups.

[3] Select the latest Backup file. [see the date in the file hame)
[4] Click ot the Restare button.

(5] 'ou will be asked if you are sure if you want to

restore the database. [Click on the Yes Button]
(6] %'ou will need to restart CAP.

@

Restare

lx

Remember all users will be logged out to Restore the
backup.
Click the Yes button.

Are you sure?

S

Are you sure you want to Restore this Databaze?
All the users currently logged in will be logged out

You will see the Restore Complete window.
Click on the OK button.
You will be logged out of CAP.

Complete

I\ Restore Complete - Pleaze Start the application again

[TOMENU]
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[ TO MENU]
‘ ADD / EDIT / REMOVE CANDIDATES

‘ ADD CANDIDATES

NOTE: YOU CAN NOT ADD CANDIDATES IF YOU iR

HAVE NOT COMPLETED THE LOOKUPS.

Click on the Manager button.

A\ Validate Password
Enter you administrator password (C@P) o R

Fazsword iz caze sensitive. Walidate

Click the Validate button.
NOTE

& Cap - V0022
Eile Settings Cick on the Add
= ick on the —
_ A Manager Button. ==l
=S, Manager
[ Lookups
L8 FET
] Campus
=) Gender
L Race Candidate Mo Surname M e -
— Language E
— (2] High School Grade] [1p CHUEME A0Sk E
L Institution's 1 HLAGAL, FELICIA
] Qualification's q KEKAE SEMELD
& Level 46 KHALD POTSO
=] Desired Program E7 KUTUMELS MMOLOSE

You will be defaulted to the Candidates Icon.
Click on the Add button.
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Campus Placed: |

i -

Candidates :
A ’Eﬂcmes a compulsory field
Firzt Mame: [ Gender: b ale ¥|*
SEFDnd M arne: | The Campus where e Race: Bl.ack
.Thlrd M arne: | ~andidate was testad Home Language: | lsiMdebele [Ndebele)
Surname: |Uan der Menwe I Campus: ampusz 2 =il
Id Mumber: EEERSEERREER . [
Date of Bith: [ 03/03/1963 | DDAMM Y * | these fields gettheirvalues
Aok (40 {If the Candidate do nothave an ID | ffrom the LOOKUPS
Jnumber then enter thiteen 1°s »
Home Address: Postal Address: /
Line 1; B Argule Road Line 1: PO Box 5336
Line 2: R oodepoort Line &: "Weltevraden Park
Line 3: [ Florida | Lire 3: | |
Postal Code: ~ [1715 | Postal [1715 |
TelMNa [H]: 0114754777 [Brgmams | ] Tel ki Pl (0114754777 |
Fax Mo percentage :| |suppurt@captesting.cnm
Cell No: 0324144141 |achieved | | Gr 9 Eng percentage
r _ achieved
Grade 9 Maths:  [0.00 i Grade 3English: 0,00 |
Highest School Grade Completed: “f'ear Completed: 1939 |
Hualfication greater than Grade 12: “f'ear Completed: 2003 X |
[nztitutior: |Perinzula Techrikon gar that highest N
' ear that gualification
: chool grade

E greater than Gr 12 was
Student Trace Informatiory|nstitution where as completed. completed
Accepted 7] qualification greater than Academic 'ear; [0 Y]
e b Iiﬂ Gr 12 was f:nmp-letled Desited Program: | B

Motes; i

B

* Compulzory Fields Save Cancel
Enter the Candidate Details from the “PERSONAL INFORMATION FORM”
Click the Save button.
STUDENT TRACE INFORMATION CONTINUE BELOW
[TOMENU]
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[ TO MENU]

The Student Trace Information is only required once the student is placed at a campus.

This information will indicate the successful placements and provide a Student Trace Report that can be used to

measure placement success.

ick this option is is the Campus 'he academic year e NCV)
ere the Student at the student will rogramme that the
Il be placed enrol for tudent enroled for
Student Tracelnformation:
Accepted 7] Academic Year {2010 / [*]|*
StudentMo: — [ENTER STUDENT NUMBER  |* Desired Program: | T ourism E2 |
Campus Placed: |Campus 1 [*]*
M otes:

i

Leon was placed in the Tourizm program. Thiz was his preferred pragram field. His English needs
special attention,|

Place any additional notes
here that might be useful

=5 O

* Compulzory Fields Save Cancel

[TOMENU]

EDIT CANDIDATES

@ Cap-V0024
File Settings Log Qut
[ A Manager (1) Click on the

Candidates icon
= :
i)
= Lookups

&) FET
] Campus
] Gender

{3) Click on the
Edit button.

1d Mumber
1111111111111 0824144141 Campus 2 =
1990033055555 712034243 Campus 1 =

. - 4234234534554 C 1
£ Qualiication's van der Merwe SR e £803035030080 e
B e ek Candidate you BB03035030050 Campus 2
(] Desired Program van der Menwe want to edit 6803035030030

o Academic Year 75 Test2

ezt E803035040080 Campusz 1
(1) Click onthe Candidates Icon.

(2) Select the Candidate you want to edit.
(3) Then click on the Edit button.

Edit the Candidate details and click the Save button when done.

[ TOMENU]
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REMOVE CANDIDATE
& Cap-V0024
File Settings Log Out

| A Manager

Surname

|- High School Grade
= Ingtitution

[ Qualification's

] Level

-] Desired Program
) Academic ‘ear

APHANE
CHUENE
HLAGALA

KHALD
KUTUMELA
LEGODI
LEKGAU
LEKGOTHOANE

(1) Click onthe Candidates Icon.

(2) Select the Candidate you want to Remove.

(3) The click on the Remove button.

FOTSO
MMOLOSE
MALESELA
MTHABISENG
DOCTOR

CelNo

Campus

900301 5322085
8411085401082
8507016310024
8303240030003
8703145535085

824524010
824524010
712034243

782708952
70333192
726040649
7B7333936
76351903

Campus 2
Campus 1

Campusz 1
Campus 1
Campus 2
Campusz 1
Campus 1

| »

Click onthe Yes button.

-
Delete

& Are you zure you want to delete Candidate '3 - SEMELD" ?

[T

Mo

[TOMENU]
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[ TO MENU]

‘ MARK PAPER TEST (From Student Test Answer Sheet)

The Candidate must be inthe database for youto mark the paper test.

If your Candidate is not captured then go to ADD CANDIDATES.

If you have already captured your Candidate then continue...

Click on the Manager button.

& Cap -V 0008

File Settings

Enter you administrator password.
Click the Validate button.

@ Cap-V0024

File Settings Log Out

i validate Password

Passward: ||

MOTE
Pazsword iz case sensitive.

=0

Y alidate

| A Manager

[ (3) Click on the Mark

Paper Test bution

0524144141

Click on the Done Button.

Select the test or tests pou
want ba mark and then click
on the Done button.

9390033055555 7120342432
se (234234534654
- §B03035030080
L Level van der Merwe 1803035030080
[ Desired Program van der Menwe e 203036030090
) Academic Year Test2 |Test 2 |5803035040030
(1) Click onthe Candidates Icon.
(2) Select the Candidate whose resutls you want to capture.
(3) Then click on the Mark Paper Test button.
A Teststo Take =
Select the test youwant to capture or select the All box ety
. [l [ Maths || Placement
if you want to capture all 3 tests. o Al

[TOMENU]
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| A English Test

.
/
HussionT 4

fa o

I
§ s

L

Dhieation 8 g
& {H
i’
£/
J‘ll
[
/
ussiee 10
e
i’
=

Clumstin 1
A B
C
(G n 12
A B
C J
[
[
i
)
st 13
s b
7
L 4 o
i
II'
J
Glumsion 14
.';'l. i
L
v

Il:lumlnﬂﬁ
] B
o E
Queslion 16
A B
e
J
]
f
l:lumlmﬂ',"
4
[
B D
(]
[
/
[
Quassikn 18
A e
|
"' i o

'\.\
Cuestan 19
A E
c [}

Gueshon 7
- o | |
| Cancal |
Flight: Cick on
Dueston 21 Cisestion to Cles
A E
C o

i)

| Deores

\‘ntwumw
§1T A |

]

Dstee of Tesit

Enter the date the test was taken. (DD/IMM/YYYY)

The complete the test from the Candidate answer sheet. (NOTE: The numbers run from top to bottom.)

Click on the answer that was selcted by the candidate. (To clear an answer RIGHT CLICK on it)

Once you have completed one test, click onthe Done button to go to the next test.

Then remember to enter the date again for the next test.

=

Are you sure?

|

@

\* Continue ] I Cancel

Sygtem has detected that there are some questions without results captured. | you chooge to continue, these
questions will be marked as INCORRELCT. If thiz is comect, pleaze click the "Continue'' button to proceed..

-

-]

REMEMBER: All Questions without results will be MARKED INCORRECT when you choose Continue

Click the Continue Button to fisnish marking the test.

To enter the next candidate’s test answers, select the student by highlighting the students name and then click on

Mark Paper Test button and follow the previous steps.

Once the test administrator has completed capturing the test candidate’s test answers, the Results can be viewed

and printed by clicking on the RESULTS button.

[TOMENU]
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[ TO MENU]

CANDIDATE ONLINE TEST

If you have already captured your Candidate then continue...

Click on the Take Test button.

w¥ Cap -V 0030

Enter at least one of the 3 fields.
Click the Search button.

Settings

Eile

The Candidate must be captured inthe database before the test can be completed.
If your Candidate is not captured then go to ADD CANDIDATES.

w Settings  Log Out

Log Out

Id Murber:
Surname:
Firzt Marne;

| A Candidate Test

»~

[vard

5

’/

(2) Select a test or all the tests

4

that the candidate will complete.

(3) Click on the

Test Button.

Search Cloge
A Candidate Test (1) Select the comect
Candidate.
Candidate Mo | Surname : tame |d Mumnber
7a wah der Menwe Leoh BR03035030090
9 Wan der Menwe Leonl 1111111111

Tests /v‘
Eniglish Fathz

a

Test

Back

‘ 9

Cloze

(1) Select the correct candidate.

(3) Then click on the Test button.

(2) Select the test or all the tests that the candidate will complete.

© Copyright 2007
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A Englan Tex

Loading Test...

)

Aemairmy Tave:

ENGLESH COMPETENMCY TEST

Read cach queslion corefidly and select the cormect angwar with your mouse cursor.
Wou migsl avewer al he questio ng and only ong aption can be selactad for each queston
‘Wouw need bo snswer Bl the quastiong or Bach serssn Bene you conting e to the sl S nsen

Do you khaves sny Dipsslions?
TME T COMPLETE ENGLISH TEST: HI e
HUMEER OF QUESTIONS:

reic Al IECOTIMAMNGS AN

| | ] ':._- ! o S :I.._ L D l 5 :I lI \all ‘.-.-: ¥ II'n" 1 |u. e
I---. = F % | — !I“'--I. n -\ r J mm r-- e
BE DISPLAYED HERE

Q

When you click onthe OK button the test will start and the 30 minute clock will start counting down.

[+

L Hack Mt
(1) Read the questior/s.
(2) Select the answer option (Click on A, B, C, D or E).
(3) Then click on the Next button when you have answered all the questions.
[TOMENU]
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[TOMENU]
‘ CANDIDATE RESULTS

i Cap - VAN
File Settings

Click on the Manager button.

4 ¥alidate Password x|
- Pazsward: [| |
Enter you administrator password.
Click the Validate button. o)
MOTE
Pazswiord is caze sensitive., Walidate

& Cap -V 0024 N S
File Settings Log Out {3} Click on the
e | 1) Click on th Results button o
A Manager c(:a)m'iu‘;moglc;n - : o
Candidates
= Lookups
£ FET
|- Campus
] Gender
] Race Mo Sumame Mame |d Number Cel Mo Campus -
() Language 79 [ z son 1111111111111 DB24144141 Campus 2 3
8 High School Grade W, | 1930033055555 T12034243 =
8 Buaiemors e 6203535530080 Geilied)
=] Level van der Merwe e 6203035030080 P
[ Desired Program 78 vat der Menwe B0n E2030325030090
W ficodene ol 75 Test2 Test2 £803035040030 Carnpus 1
Then...
A\ View Results (1) Selectthe (e
Total of Test's Taken: 1 Test number PROCEDLURE
TestMa:[ 1 [vf¥ [1] Select the Test number.
[2] Mote the Placement, Enalizh & b ath results.
PLACEMENT 1 - ENGINEERING & RELATED DESIGN [3] Click on the Candidate or Technical button.
PLACEMEMT 2 - ELECTRICAL INFRASTRUCTURE CONSTRUCTION Then zelect the reportds pou want.
PLACEMEMT 3 - CIVIL ENGINEERIMG & BUILDING CONSTRUCTION MOTE {3) Click on the Candidate
T|ENGLISH LANGUAGE: 76.57% The Candidatq button to and select one of
The Technic. the following reports

EMGLISH COMPREHENSION: 88.89%
EMGLISH AVERAGE: 82.61%
MATHS AVERAGE: 51.96%

=%
English Only
(2) Note the Placement, English and Maths results for each test | Candid Maths Only

Placement Onl

English and Math

English and Placemept
Maths and Placeme

All -

NOTE: The Candidate report is for the student. | The Technical report is for the lecturer.
SEE SAMPLE REPORT BELOW
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[TO MENU ]

When you select on of the reports you will be displayed that report.

You can print the report.

2 Report Preview

i

AP

CANDID&LE REPORT

PRIVATE AND CONFIDE AL & Cap-V0024
I File | Settings Log Out

HAME: NTHEPE MAMOGOS0 ™ print Setup ...

DATE OF BIRTH: 240901951 Exit

IDENTITY NUMBER: 109240527056 Iél- 1 Lookups
[ FET

- Campuz

AGE: %

Gender
DWTE OF TEST 2007
FURPDSE OF TEST

To detarmine NTHEPE bMAMOGOED s curnent level of competancy in Mathematics Liseract on NGQF
l=e] 1 and placing har in an appnoprizte National Certificate, Level 2 vooational el o
farmner her canser development.

TEET
The tesl used mazsuned maneTEtical coempetency.

RESULTS

Tha testing Instrument used In messaring NTHEPE MAMOGOE0'S curment el of competenty I
aligned o NOF kel 1 3nd e LN sEndards finked o e General Educstion and

Tralring Centicata. Plasa noie Bt fils st does ot ghe an indicstion of 3peude o
Inelligence quolient (A2 and should Fus not be Intenpreted 35 Soc.

Page 1ol

[ TOMENU]
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[TOMENU]
‘ MANAGEMENT REPORTS

Click on the Reports Button.

@ Cap - ¥ 0019
File Settings

Then...
I\ Report... 1) Selectthe =
anagement Report.

Report Tupe
@

Smmrdejﬁ/F}'Sﬂ”“‘ES"“D’de’-‘ | PROCEDURE
: : E 1] Select the Report Type
.| Highegetlver all [ THi & " Highest ki aths m Rl

[£] Select the order you want ko zort the
report by,
| Preferences [3] Chooge the placement preferenceds
and Tick Filter. This will zhow wou only the
zelected placement preference. [f you
leave thiz not ticked all placement

|1 Student Trace Report

@ Alphabetical

Student Trace Information

Acnerd2) OPTIONAL: Click on Filter and choose a preferences will be inclided.
C(\) Programme Field Preference order
Academidfor the report [4] Choose a specific Campus ar tick "Frint
All" for all campuses.
Filter by MCM) Programme Field [5] Chooze a start date and end date for

_ when test was taken.

Freference 1: * | ™| Filter 75) Choose a Start and End Date

Preference 2 o Choose a Campus or tick b El Fiter  For when the report was

Preference 3 Fprint All" for all campuses ¥| [ |Fiter fcompleted.

Campuz ] Print Al ampusz | x - (6) Click on th
ick on the
Start: |01 /11./2008 .. End:{30/11/2008 Pririt Cloze el

(1) Click onthe Management Report option.

(2) Select the order you want to sort the report by.

(3) OPTIONAL: Tick filter/s.and choose the placement preferencel/s.
This will show you only the selected placement preference.
If you leave this not ticked all placement preferences will be included.

(4) Choose a specific Campus or tick Print All for all campuses.

(5) Choose a Start date and End date for when the test was taken.

(6) Click onthe Print button.
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You will see a report with information displayed...

= Report Preview

Across: |1 = Daown: |1 - Zoom: |Page ‘Width [ =]

s
\ ick on the UP or DOWN
_ owto gotothe NEXTor [TENCY AND PLACEMENT TEST: |
Click here when you want to OUS page.
print report.
OTE: The printer will print 26/11/2008
o the printer you selected y
SuUrfynder Name Id Number Test Nr Over All English Maths

KEKA IE=Frint Setup (seehere) | <. e) o 8803065275082 1 4633 6957 2308
Settings  Log Out
Print Setup ...

MAKWELA KHOLOFELO 3419

Exit

(1 Stude,

[TOMENU]
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[ TO MENU]

STUDENT TRACE REPORT

Click on the Reports Button.

@ Cap - ¥ 0019
File Settings

Then...
A Report... (1) Select Student =
race Report.
Report Type
|1 Management Report (@ Student Trace Report

Sort Order I'EE} Select the Sort Order. I

FROCEDURE
At =
Highest Dver all Highest E{(3) Selectthe Student Trace Information.
Select to view All Students that was placed (Accepted) sort the
) Select to view Students That was Mot Placed (Mot Accepted)
10! Alghabetical ' Campuz ESalectto viewr ALL Academic Years Students was placed. Enges
=lect to view a Specific Academic Year Students was placed.  fu dnly the

L= e (2 i ol 1 WO

leave this niot ticked all placement

I Mot Accepted «g peterences il beiosluded

[4] Chooge a specific Campuz or tick "'Frint
All" far all campuzes.

@ Accepted
Academic Year [ Print &l

Filter by MCY] Programme Field [5] Choose a start date and end date far
when test was taken.
Prefer s R TP = e g Construction ¥ Filkar
Prefers (4} Choose a Campus or tick ¥ (5) Click on the Print Button. fint buttan,

"Print AllI" for all campuses.
Frefers

Campus: [/ Print & [Campus 1 [=|
Start{ 01112007 | End30/11/2008

(1) Click onthe Student Trace Report option.
(2) Select the Sort Order.
(3) Inthe Student Trace Information group:
* Choose to print only Accepted or Not Accepted candidates.
* Choose a specific Acadamic year or tick “Print All” for all acadmic years.
(4) Choose a specific Campus or tick Print All for all campuses.
(5) Click the Print button.
[TOMENU]
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You will see a report with information displayed...

o
oo astothenext  AND PLACEMENT TEST: STU

ow to go to the NEXT
ick here when you want to PREVIOUS page.
ISR 26/11/20(
OTE: The printer will print to
e printer you selected
5 nder Name Id N R e St gdant No
ile=Print Setup (See here) sl e
v i File | Settings Log Out -
Print Setup ...

Note:l eon is a very good student but need attention wi

Exit

The Report Preview is shown.
Click on the Print icon to print the report.

[TOMENU]

~END~
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