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Welcome to JESS

This guide provides the information you need to use the Jones e-education Software Stan-
dard (JESS) software application to take an online course. It includes the following sec-
tions:

“Course Navigation bar: Getting around JESS” on page 1—This section describes the
Course Navigation bar, which you use to access the various areas of the JESS site.

“Forum: Discussing topics and sharing messages” on page 2—This section explains
how to use the Forum, a web-based communication tool that facilitates course-related
communications among students and faculty.

“Workspace: Storing and sharing files” on page 8—This section explains how to use the
Workspace, which provides areas on your organization’s server to store both your per-
sonal files and files you want to share with other course participants.

“Tests: Taking online tests and quizzes” on page 17—This section explains how to take
online tests and quizzes created for your course.

“Grade Book: Viewing grades” on page 17—This section explains how to view grades
for tests and other gradable assignments you have submitted for your course.

“Profiles: Sharing personal information” on page 18—This section explains how to use
the Profile page, which displays personal and professional information about class-
mates, faculty, and other users.

“Announcements: Viewing broadcast messages” on page 21—This section explains
how to view administrative announcements created by your instructor or system admin-
istrators.

Course Navigation bar: Getting around JESS

After logging into your course in JESS, you use the Course Navigation bar on the left side
of the browser window to access the various areas of the site. The Navigation bar has been
customized for your particular course, but the bar typically contains one or more of the fol-
lowing links:

Home—Click here to return to the course home page, which is the first page displayed
when you log in your course.

Orientation—Click here to view orientation information related to your organization
and course.

Syllabus—Click here to view a syllabus for your course. The syllabus typically con-
tains course plans and assignments. It might also contain links to other web sites that
are pertinent to the course.

Tests—Click here to take online tests, quizzes, and evaluations required for your
course.

Grade Book—Click here to view your grades, review assignments, receive comments
and feedback from instructors, and determine overall how well you are doing in the
course.
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¢  Forum—Click here to access the Forum, which is used by students and instructors to
share information and ideas using messages and file attachments.

* Profiles—Click here to enter information about yourself for other course participants to
view, and to view profile information for other participants.

*  Workspace—Click here to access directories where you can upload and download per-
sonal, shared, and assignment files.

* Announcements—Click here to review announcements. (New announcements are dis-
played when you log in.)

*  Weblinks—Click here to access other web links created for your course.

* Student Services—Click here to view registration information for your organization.
¢ Help—Click here to view this online guide.

* Feedback—Click here to provide feedback about your course.

* Logout—Click here to log out of your course and out of JESS.

Forum: Discussing topics and sharing messages

The Forum is a web-based communication tool that facilitates course-related communica-
tions among students and faculty. Course participants use the Forum to share messages and
files.

Forums are organized by topics and subtopics, or threads. Each topic or subtopic includes
messages from course participants that discuss the topic/subtopic. (This is called a
“threaded discussion.”)

This section includes the following subsections:
*  “Viewing and working with Forum messages” on page 2

* “Creating new Forum messages” on page 6

* “A word about appropriate use of the Forum” on page 8

Viewing and working with Forum messages

To view Forum messages (including file attachments), post replies, and delete message you
have created, follows these steps:

1 After logging into your course, click the Forum link in the Course Navigation bar.

The Forum window is displayed.
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Feedback [*[=) Subject 4/ ¥ Author /¥ Date /¥
=] &ll Topics
SelectaTopic || ™ Topic 1 Jahn Ryan 20040203
=+ 4l Topics ~
Tonic 1 O[Oy aic 2 wcao Y John Rvan 2004-02-03

Topic 2
Topic 23
Topic 2b

Select a Group

Main Forum »
=l Vien Selected Deselect All

The Main Forum group is the primary course discussion group. All course participants
have access to the Main Forum group, which is the default displayed in the Select A
Group drop-down list located in the left frame. Other Forum groups might have been
created by your instructor for smaller group discussions. See your instructor for more
information.

If necessary, in the Select A Group list located in the left frame, click a different Forum
group.

Only the topics and subtopics for the selected group are displayed in the Select A Topic
list located directly above the Select A Group drop-down list.

In the Select A Topic list located in the upper left frame, click the topic or subtopic con-
taining the messages you want to view.

If the All Topics option is selected in the Select A Topic list, all topics and subtopics
and their related messages are displayed in the upper right frame. Otherwise, a list of
messages related to the selected topic or subtopic is displayed beneath it in the upper
right frame.

Note the following:
* Topics and subtopics are identified by a Folder icon _J.

* Messages are identified by a Paper icon ||l .

* AnExpandicon = preceding a topic or subtopic indicates that the topic has related
messages.

* An Expandicon # preceding a message indicates that the message has reply mes-
sages.

* An Unread icon umrean displayed with a message indicates that the message has not
been read. An Unread icon displayed with a topic or subtopic indicates the topic or
subtopic contains an unread message. The icon disappears after the message is
viewed.

* A Priviate icon * displayed with a message indicates that the message has been
sent to an individual, not the entire Forum group.

* A Diskette icon il displayed with a message indicates that the message includes a
file attachment.
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Topic 2b message
All Topics
Topic1
Topic 2
Topic 23
=+ Topic 2b

Select a Group

Main Forum
x| view Selected Deselect All

Optionally, customize the message list using one or more of the following methods:
¢ To expand or collapse the entire topic/subtopic/message list, click the Expand All

icon # or Collapse All icon = located at the top of the upper right frame.

¢ To expand or collapse a single topic, subtopic, or message, click the Expand icon =

or Collapse icon = preceding it. Topics and subtopics can expand to display related
messages. Messages can expand to display reply messages.

¢ To view only the messages that have not been read, click the Unread link at the top
of the upper right frame.

* To view all messages that have been posted to the Forum since the last time you
logged in, click the Since Last Login link at the top of the upper right frame.

* To search for messages based on keywords contained in the Message Body, Subject
Line, or Author Name, click the Search link at the top of the upper right frame.

* To sort the list of messages in ascending or descending order based on the Subject,
Author, or Date, click the appropriate Up or Down arrow icons located next to each
of these labels at the top of the upper right frame.

Note: The message list is fully expanded when the message list is sorted.
To view a message, click the message in the upper right frame.

The message area is displayed in the bottom frame of the window.

Subject: Topic 2b message Tue, Feh 03 2004

From: John Ryan {view profile) 16:08:49 PM

3] Reply To This Message
;
='Print

This is a message for topic 2b,

Filename trainingSummary.ndf
Mirme Type application/pdf
Size (Bytes) 44553

To view multiple messages simultaneously, in the upper right frame click the check
boxes in front of the messages you want to view, or click the check box in front of a
topic or subtopic to automatically select all messages beneath it. (All messages located
beneath a selected message—that is, part of the same thread—are automatically
selected along with the message.) Then click the View Selected button at the bottom of
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the frame. The selected messages are displayed in the lower frame. You can click the
Deselect All button to deselect all selected messages.

6 To open or save a message file attachment, do one of the following:
* To open the attachment, click the file name link.
* To save the attachment, do the following:
a Right-click the file name link and click the Save Link As option.
The Save As dialog is displayed.
b Select a location to save the file.
¢ Click OK.
The Save As dialog box closes.

7 To reply to the message, do the following:

a Click the Reply icon x2 located at the top of the message.
Your new reply message is displayed in the lower frame.

b In the To field, select the recipient.

¢ Type your reply in the Your Message field.

To more easily add a long response to the discussion, type it in your word processor.
Then, use the Copy and Paste commands to copy the text from your word processor
and paste it in the Your Message section.

d To attach one or more files to the reply message, do the following:
a Click the Browse button located next to the first Attach Files field.
The Choose File dialog box is displayed.
b Select the file you want to attach.
¢ Click OK.

The Choose File dialog box closes and the name of the file is displayed in the
Attach Files field.

d Repeat steps a through c to attach up to two more additional files.
The files will be attached to the message when it is posted.
e Click the Send button.

The new reply message is displayed beneath the original message in the upper right
frame.

Note: To access the Profile of someone who has posted a message in the Forum, click
the person s name under the Author heading.

8 To print the message, do the following:

a Click the Print icon located at the top of the message.
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The Print dialog box is displayed.
b Click the Print button.
9 To edit a message you have created, do the following:

Note: You cannot edit the following types of messages:
—A message created by someone else.
—A message to which someone is in the process of replying.
—A message with child messages (responses).

a Click the message you want to edit.

The message is displayed in the lower frame.
b Click the Edit icon Ii;f

The message is displayed in editable fields.
¢ Make changes as necessary.
d Click the Send button.
10 To delete a message you have created, do the following:

Note: You cannot delete the following types of messages:
—A message created by someone else.
—A message to which someone is in the process of replying.
—A message with child messages (responses).

a Click the message you want to delete.

The message is displayed in the lower frame.

b Click the Delete icon @ .
A message is displayed asking you to confirm the deletion.
¢ Click the Delete button.

The message is removed from the topic lists in the upper frames.

Creating new Forum messages
To create a new Forum message, follows these steps:
1 After logging into your course, click the Forum link in the Course Navigation bar.

The Forum window is displayed.
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Selectatopic T |0 [ Tapic 1 Jahn Ryan 20040203
=+ 4l Topics ~
Tonic 1 O[Oy aic 2 wcao Y John Rvan 2004-02-03
Topic 2
Topic 23
Topic 2b

Select a Group

Main Forum »
=l Vien Selected Deselect All

In the upper left frame, select the Forum group and topic or subtopic to which you want
to post the message.

The topic or subtopic is displayed in the upper right frame.
Click the New Message link at the top of the upper right frame.

The new message is displayed in the lower frame.

Creating New Message

Subject: | Tue, Feb 03 2004
16:32:22 PM

From: Pat Ryan

To: [Everyone in this forum =

|sttach Files
Browse...

l—
Browse...
Browse...

Ersene O Cance

In the Subject field, type a brief message description,
In the To field, select the recipient.
In the large text field, type your message.

To more easily enter a long message, type it in your word processor. Then, use the Copy
and Paste commands to copy the text from your word processor and paste it in the text
field.

To attach one or more files to the message, do the following:

a Click the Browse button located next to the first Attach Files field.
The Choose File dialog box is displayed.

b Select the file you want to attach.

¢ Click OK.

The Choose File dialog box closes and the name of the file is displayed in the
Attach Files field.

d Repeat steps a through c to attach up to two more additional files.
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The files will be attached to the message when it is posted.

8 When you are done, click the Send button.

The message is displayed in the upper right frame, beneath the selected topic or sub-
topic.

A word about appropriate use of the Forum

Instructors have the primary responsibility for monitoring and moderating the Forum to
make sure the class discussions are going smoothly and all individuals are participating.

The Forum should be used for academic discussions only, and appropriate language should
be used at all times. If you would like to have a more personal discussion with another
course participant, use E-mail instead. Every message that a participant posts to the Forum
includes a link to his or her Profile, which contains the participant’s E-mail address.

Workspace: Storing and sharing files

The Workspace provides four major directory areas on your organization’s server to store
both your personal files and files you want to share with other course participants. Each
Workspace directory is designated by ““/””.

Personal Workspace—Use this directory to store course-related files you do not want to
share with others. As necessary, you can create subdirectories to further organize your

files. Only you can create subdirectories in this directory and upload files. In addition,

only you can view, modify, or delete files or subdirectories stored in this directory.

Assignment Workspace—Use this directory to upload assignment files for your instruc-
tor to review. You can create additional subdirectories as necessary to further organize

files. Your instructor can also upload files into this directory for you to view or down-
load.

Course Workspace—Use this directory to view, upload, and download files intended to
be shared with all course participants. Participants can create subdirectories as neces-
sary to further organize files. Only the person who creates a subdirectory in this direc-
tory or uploads a file can determine access permissions for other course participants. In
addition, this is the only person (along with the instructor or administrator) who can
delete the subdirectory or file.

Group Workspace—Use this directory to share files with other members of your group.
Members can create subdirectories as necessary to further organize files. Only the per-
son who creates a subdirectory in this directory or uploads a file can determine access
permissions for other group members. In addition, this is the only person who can
delete the subdirectory or file.

This section includes the following subsections:

“Creating Workspace subdirectories” on page 9
“Modifying Workspace subdirectories” on page 10
“Deleting Workspace subdirectories” on page 12

“Uploading files into Workspace directories and subdirectories” on page 13
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¢ “Downloading files from Workspace directories and subdirectories” on page 15

¢ “Working with Workspace subdirectories and files” on page 16

Creating Workspace subdirectories
To Create a new subdirectory in a Workspace directory, follow these steps:
1 After logging into your course, click the Workspace link in the Course Navigation bar.
The Workspace page is displayed.

2 Click the Workspace area directory for which you want to create a new subdirectory.

|»

JONES
i?aﬂ‘c'ﬁ.o‘n e-education |
Software T

Software Standard..
Histary 101 (ATS/HIS101) February 04, 2004

WorkSpace

=
2
El
=

@

0

e Personal WorkSpace is a private area where you can store and download your documents,

@

Personal WorkSpace for Pat Ryan i

&

Assignment WarkSpace is an area where students and instructors exchange assignments,

®

3
2
3
!
H
E3

Assignment WorkSpace for History 101 BrE

@

=y
=
£l

Course Workspace is an area where students and instructors can share files with the entire
class.

Course Woarkspace for History 101 Er

i
3
|

Group WorkSpace is an area where you can share documents with other group members for

@ collaborative work,
web links

Groups: m

You are not in any groups in this course

L) F@
i
[

The Workspace area page is displayed (in the following example, the Assignment
Workspace page is shown).

{’-eudﬂgmsn Worksl)ace Back to class workspace-list
Assignment workspace for: History 101 February 04, 2004
To download the complete workspace click here
home
@ Current Directory: Q}[ Create new iterm .. j'
orienfation
@ Name size owmer rights  creation
syllabus time
Q i Yol 1items Pat Ryan =5 2004-
® B0 U pyan,a BE 20
@ 16:38:10
oo | |
@ = 'Download Create new item ¥
forum

3 Click the Create New Item drop-down list and click Directory.

The New Directory window is displayed.
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Name
Permissions
read ¥ write W
QDirectur
{Ryan. Pat 2
Description
H
=
=i A | 1 J

In the Name field, type a name for the new subdirectory.
Click the appropriate permissions for others accessing your new subdirectory.

For more information on permissions, see “Working with Workspace subdirectories and
files” on page 16.

In the Directory drop-down list, click the default Workspace directory (“/”’) or the sub-
directory in which you want to located your new subdirectory.

The default Workspace directory (/) is not available if you selected the Assignment
Workspace. The highest level of directory you can access in the Assignment Workspace
is your own subdirectory (identified by your name).

If you want, enter a description in the Description field.
When you are done, click the Save button.

If the new subdirectory is in the default *“/”” directory (that is, it is one level under the *“/
” directory), it is displayed in the list. If it is a subdirectory in another subdirectory, you
must click the “parent” subdirectory to see it.

Modifying Workspace subdirectories

To modify an existing Workspace subdirectory (you cannot modify the default “/” direc-
tory), follow these steps:

1

After logging into your course, click the Workspace link in the Course Navigation bar.

The Workspace page is displayed.

10
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Seftware Shandand., Software Standard..
- Histary 101 (ATS/HIS101) February 04, 2004
@ WorkSpace

=
2
El
=

Personal WorkSpace is a private area where you can store and download your documents,

0

orientation

@

Personal WorkSpace for Pat Ryan i

2

Assignment WorkSpace is an area where students and instructors exchange assignments,
X Assignment WarkSpace for History 101 Er

®

A
&
»
o'
&
H

®

forum
Course Workspace is an area where students and instructors can share files with the entire
profiles class.
@ Course Workspace for History 101 BrE
workspace
announcements

Group WarkSpace is an area where you can share documents with other group members far

@ collabarative work,
web links

_| Groups:
@, i

e You are not in any groups in this course

2 Click the Workspace area for which you want to modify a subdirectory.

The Workspace area page is displayed (in the following example, the Assignment
Workspace page is shown).

{’?duhgsnsn WorkSpace Back to class workspace-list
Assignment workspace for: History 101 February 04, 2004
@ To download the complete workspace click here
home
nﬁg‘mn Current Directaory: m[ Create new tem jv
@ Name size owner rights  creation
syllabus i
3 1items Pat Ryan Ei 2004-
liei Q 30 U pyanpe BE 01-26
@ 16:38:10
oy |
@ Download Create new iterm ...
forum

3 Navigate to the subdirectory you want to modify.

4 Click the Info icon € preceding the subdirectory you want to modify.
The Edit Directory window is displayed.
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Q‘ Ryan, Pat

Name

Puyan, Pat

Permissions
Read ¥ wirite B

&Directurv

Description

Folder where students can subwint =
assignments LI
= | D | [ |

5 Make changes to the subdirectory as necessary.
For additional instructions, see “Creating Workspace subdirectories” on page 9.
6 When you are done, click the Save button.

The changed subdirectory is displayed on the Workspace area page.

Deleting Workspace subdirectories

To delete an existing Workspace subdirectory (you cannot delete the default “/” directory),
follow these steps:

1 After logging into your course, click the Workspace link in the Course Navigation bar.

The Workspace page is displayed.

=NJONES
sones [ B IONES |
M

Seftware Shania Software Standard..
[ Histary 101 (ATS/HIS101) February 04, 2004
@ WorkSpace
home
nﬁg‘mn Personal WorkSpace is a private area where you can store and download your documents,
@ Personal WorkSpace for Pat Ryan i
syllabus
tests Assignment WorkSpace is an area where students and instructors exchange assignments,
.@m Assignment WorkSpace for History 101 Er
S
Course Workspace is an area where students and instructors can share files with the entire
profiles class.
@ Course Workspace for History 101 BrE
workspace
announcements

Group WarkSpace is an area where you can share documents with other group members far

@ collabarative work,
web links

@ _| Groups: m
e You are not in any groups in this course

)]

2 Click the Workspace area in which you want to delete a subdirectory.

The Workspace area page is displayed (in the following example, the Assignment
Workspace page is shown).

12
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{’?duhgsnsn WorkSpace Back to class workspace-list
Assignment workspace for: History 101 February 04, 2004
@ To download the complete workspace click here
home
nﬁg‘mn Current Directaory: m[ Create new tem jv
@ Name size owner rights  creation
syllabus i
3 1items Pat Ryan Ei 2004-
liei Q 30 U pyanpe BE 01-26
@ 16:38:10
oy |
@ ™ 'iDownload Create new item .. @
forum

3 Navigate to the subdirectory you want to delete.

4 Click the Delete icon @ preceding the subdirectory you want to delete.
A message is displayed asking you to confirm the deletion.
5 Click Yes.

The deleted subdirectory is no longer displayed on the Workspace area page.

Uploading files into Workspace directories and subdirectories
To upload a file into a Workspace default directory (“/”’) or subdirectory, follow these steps:
1 After logging into your course, click the Workspace link in the Course Navigation bar.

The Workspace page is displayed.

=NJONES
sones [ B IONES |

Seftware Shandand., Software Standard..
Histary 101 (ATS/HIS101) February 04, 2004
@ WorkSpace

home

Personal WorkSpace is a private area where you can store and download your documents,

0

orienfation
@ Personal WorkSpace for Pat Ryan i
syllabus
g Assignment WorkSpace is an area where students and instructors exchange assignments,
adThook Assignment WarkSpace for History 101 Er

®

g,
F
El

Course Workspace is an area where students and instructors can share files with the entire
class.

Course Workspace for History 101 BrE

workspace

announcements
] Group WarkSpace is an area where you can share documents with other group members far

@ collabarative work,
web links

_| Groups:
@, i

e You are not in any groups in this course

2 Click the Workspace area directory into which you want to upload files.

The Workspace area page is displayed (in the following example, the Assignment
Workspace page is shown).

13
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{’?duhgsnsn WorkSpace Back to class workspace-list
Assignment workspace for: History 101 February 04, 2004
@ To download the complete workspace click here
home
nﬁg‘mn Current Directory: m[ Creata new item jv
@ Name size owner rights  creation
syllabus i
3 1 items Pat Ryan EY 2004~
tiei Q GO &Ryan Pat Egm—zﬁ
@ 16:38:10
oy |
@ ™ 'iDownload Create new item .. @
forum

3 In the Create New Item drop-down list, click File.

The New File window is displayed.

New File
(7' Upload Filename Browse..
Name

Permissions

read M write ¥

QDirectur
{Ryan. Pat 2

Description

KHE

=]

4 To select the file you want to upload, do the following:

a

5 If you want, rename the file name to be displayed in the Workspace by entering a new

Click the Browse button.

The Choose File dialog box is displayed.

Select the file you want to upload.

Click OK.

The Choose File dialog box closes and the file is displayed in the field next to the

Browse button.

name in the Name field.

If no name is specified, the original file name is used.

6 Click the appropriate permissions for others accessing your new file.

For more information on permissions, see “Working with Workspace subdirectories and

files” on page 16.

7 In the Directory drop-down list, click the default directory “/ or subdirectory into

which you want to upload your file.

14
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The default Workspace directory (/) is not available if you selected the Assignment
Workspace. The highest level of directory you can access in the Assignment Workspace
is your own subdirectory (identified by your name).

8 If you want, enter a description in the Description field.
9 When you are done, click the Save button.

The newly uploaded file is displayed on the Workspace area page under the ““/ direc-
tory or one of its subdirectory.

If necessary, click the appropriate subdirectory to see the file.

Downloading files from Workspace directories and subdirectories

To download the entire Workspace (all directories, subdirectories, and files) or just one or
more specific Workspace files, follow these steps:

1 After logging into your course, click the Workspace link in the Course Navigation bar.

The Workspace page is displayed.

=Sl JONES
sones il ONES

Seffuare Sndand., Softwrare Standard,

Histary 101 (A‘:TS/H\SWDW) February 04, 2004
@ WorkSpace
home
orie}%ﬁon Personal WorkSpace is a private area where you can stare and download your documents,
@ Personal WorkSpace for Pat Ryan *
syllabus
g Assignment WarkSpace is an area where students and instructors exchange assignments,
adchosk Assignment WorkSpace for History 101 BrE

=y
=
£l

Course Workspace is an area where students and instructors can share files with the entire
class.

Course Woarkspace for History 101 Er

ents . .
Group WorkSpace is an area where you can share documents with other group members for

@ collaborative work,
web links

_| Groups: m

You are not in any groups in this course

)]

2 Do one of the following, depending on the type of download you want to perform:

* To download the entire Workspace (all directories, subdirectories, and files), do the
following:

a Click the “To download the complete workspace click here” option.
The File Download box is displayed.
b Click the option to save the files.
The Save As dialog box is displayed. The files can only be saved as a Zip file.

¢ Select a location to save the Zip file, rename the file if necessary, and click the
Save button.

15
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* To download one or more specific Workspace files, do the following:
a Click the Workspace area directory from which you want to download files.

The Workspace area page is displayed (in the following example, the Assign-
ment Workspace page is shown).

{’?duhnlsnsn WorkSpace Back to class workspace-list
Assignment workspace for: History 101 February 04, 2004
@ To download the complete workspace click here
home
nﬁg‘mn Current Directory: m[ Creata new item jv
@ Name size owner rights  creation
syllabus i
3 1items Pat Ryan Ei 2004-
tiei Q GO &Ryan Pat Egm—zﬁ
@ 16:38:10
oy |
@ ™ 'iDownload Create new item .. @
forum

b Click the check box U preceding one or more subdirectories or files you want
to download.

¢ Click the Download button.
The File Download box is displayed.
d Click the option to save the file(s).
The Save As dialog box is displayed. The file(s) can only be saved as a Zip file.

e Select a location to save the Zip file, rename the file if necessary, and click the
Save button.

Working with Workspace subdirectories and files

The View icon @ and Edit icon [ displayed with a subdirectory or file on the Workspace
area page correspond with the Read and Write permission options in the Create/Edit Direc-
tory window and New File window discussed earlier in this section. The following table
describes these permissions.

Create/Edit
Directory & Workspace -
: Permission for L .
New File area page . Permission for file
o R subdirectory
windows icon
permission
Read @ * Open files in the * Open the file.
Vi i
1w subdirectory. » Save thefile to a
different location.
Write E/ﬁf » Upload files into » Modify the file.
Edit i
! the subdirectory. * Delete the file.
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