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Instructions for Taking CAP "Open Book" Online Examinations 
Many of the online tests you complete in CAP are "open book" tests. "Open book" means that you may refer to subject and reference materials while completing the test. Because most CAP manuals are only available online, you have two choices available.

1. Open the online reference material and print a copy. This is sometimes unfeasible 
 
because the particular manual or regulation may be large and require a lot time and 
printer paper.

2. Access the reference material, online, while taking the test.

This instruction document describes a method for accomplishing this second, and easiest, option. This process will prove useful throughout your CAP career. Print a copy of this instruction so that you can reference it easily.
To take an online test and have access to reference material at the same time, you will need to open two internet browser windows. This allows you to display the test in one window and the appropriate regulation in the other window. This instruction assumes that you use Internet Explorer as your web browser. Other browsers work in the same manner.
1.  On your computer, open Internet Explorer (IE). Minimize this window by clicking on the "-" sign in the upper right corner so that you see the whole desktop on your computer.
2.  Open a second copy of IE. Reduce the size of the window by clicking on the symbol between the "-" and the "X" in the upper right corner of the window. Now, resize and move this window so that it covers the right (or left) half of the screen.

3.   In the taskbar, click on the first IE Window again. When this window reopens, reduce the size in the same manner as the other one. Resize and move this window so that it covers the other half of the screen.

4.  You should now have two IE windows open - one on each side of the screen. If they overlap slightly, that is OK.

5.   Open the desired test in one of the windows and open the reference regulation or manual in the other. It may be necessary to widen the window with the reference material so that it is easier to read. If it overlaps the test window a bit, that is no problem. You can left click in either window and that window will pop to the front for full viewing.


CAUTION: While taking the examination and switching between windows, be very careful that you do no close the window containing the test. Do not click the "X" in the upper right corner of the test window. Closing the test window will cancel all of your entries and require that you start over. Most tests allow limited attempts within a certain period. Be certain that you do not use up your attempts by accident

