JCAVS Navigation Basics
 

These instructions will help you understand the basic terms and techniques of navigation within the JPAS database.  Some of these techniques may already be familiar to you.  Others will give you basic concepts to help you conduct your day-to-day database interactions efficiently. 

Note.  JavaScript must be enabled on your web browser to view the JAMS screens properly.  Procedures for enabling JavaScript vary with each individual browser.  Since Netscape is the recommended browser, we have included instructions for enabling JavaScript below.  If you are using a browser other than Netscape, refer to your particular browser instructions for enabling JavaScript.  (Most browsers have JavaScript enabled as a default so many users will not have to do anything to facilitate its implementation.)   Note:  The JPAS system has been programmed to accommodate the use of the Netscape browser.  You may experience system difficulties if other browsers are used. 

Enabling JavaScript for Netscape users:  

Start your Netscape browser.  Once it has loaded proceed with the following instructions: 

From the menu at the top of the screen--Click on "EDIT", then "PREFERENCES".  Next, click on the "ADVANCED" link in the left hand "category" menu of the pop-up window.  Finally, ensure the "ENABLE JAVASCRIPT" checkbox is selected.  Click on the "OK" button at the bottom of the pop-up window.  Your Netscape Browser should now be JavaScript enabled. 

Cursor:  The vertical blinking line that appears on your screen. 

Mouse Pointer:  Usually an arrow which moves on your screen when you move your computer mouse. 

Single Click/Click on:  The action you take when you want the computer to "submit" an action to the database.  If you have your mouse set for a "right-handed" person, you would single click with your "left" mouse button.  By contrast, if you have your mouse set for a "left-handed" person, you would single click with your "right" mouse button.  There is no double-clicking of the mouse required within the JPAS database. 

Moving through the screen:  You can use your mouse to select items on the screen, or you can use your "TAB" key on your keyboard to move from field-to-field.  Once the field is "highlighted" you can select it by depressing the "ENTER" key on your keyboard.   

Hyperlinks:  Hyperlinks or "links" in JPAS are ALWAYS in blue font and underlined.  EXAMPLE:  This is what a link looks like!  To ensure the link is "active" test it by placing your mouse pointer over the link.  The mouse pointer should "transform" to a pointing hand.  If it does not, the link is NOT active.  To move from one link to another, simply single click on it with your mouse pointer over the link you wish to select.  You will be taken to whatever screen the link points to.  Within the database you will always have a link to return to the previous screen in case it is needed.   

Background Colors, Text Colors  and Text Size:  Each of these settings can be made by changing them within your browser.  
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  One Line Text Box: Single click with your mouse pointer "inside" the text box.  Then type in the information required.  You may also use the "TAB" key on your computer keyboard until the text box is "highlighted," then type in the needed information. 
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Scrolling Text Box:  Single click with your mouse pointer "inside" the text box.  Then type in the information required.  You may also use the "TAB" key on your computer keyboard until the text box is "highlighted," then type in the needed information.  The information will continue to scroll past the border of the box unless you use the "ENTER" key on your computer keyboard to keep the entire paragraph visible within the boundaries of the text box. 
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Drop Down Menu

  Drop-Down Menu/Single Selection:  Single click with your mouse pointer over the downward facing arrow to "pull down" the menu.  Then click on the item you wish to select.  The selected item will be highlighted in the text box once chosen. 
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Drop Down Menu--Multi Selection

Drop-Down Menu/Multiple Selection:  Single click with your mouse pointer over the downward facing or upward facing arrows to "scroll down" or "scroll up" the menu.  Then click on the item you wish to select.  The selected item will be highlighted in the text box once chosen.  Next, depress the "CTRL" key on your computer keyboard and hold it down.  Continue to scroll to the next item in the list you wish to select.  Select the next item while continuing to hold down the "CTRL" key.  Two items should now be selected.  Continue in this fashion until all items you wish to select are highlighted. 
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Check Box:  To "select" the box, single click with your mouse pointer over the check box.  A check mark will appear signifying that the box is "selected."  To de-select the box, single click again with your mouse pointer over the check box.  The check mark will disappear signifying that the box has been "de-selected."  You may select as many checkboxes as desired within their respective fields. 

[image: image6.wmf]Radio Button:  To "select" the radio button, single click with your mouse pointer over the button.  A dot will appear signifying that the item is "selected."  To de-select the radio button, single click again with your mouse pointer over ANOTHER existing button on the same screen.  "Usually, there will be more than one button to select from.  The dot will disappear from the first button and will appear on the second button signifying that the first button has been "de-selected."  If there is NOT another button on the screen, you can cancel your action and return to the previous screen by using the "CANCEL" button found at the bottom of the screen.  Radio buttons are mutually exclusive (you may only select one radio button) within their respective fields.  

  The "SAVE" Button:  To "Save" the action on the screen, single click with your mouse pointer over the "SAVE" button found at the bottom of the screen.  

  The "CONFIRM" Button:  To "CONFIRM" an action on the screen, single click with your mouse pointer over the "CONFIRM" button found at the bottom of the screen.  Keep in mind that some records will  be "erased" from the screen, yet hold the action in the background of the database.  A "notification" is a good example.  You have received a notification of an event occurring in the database, such as John Smith receiving a suspended access.  Once reviewed, you can select the record using the "Remove From Display" checkbox.  Then "CONFIRM" the removal of the notification from the screen by depressing the "CONFIRM" button.  John Smith's suspension will remain in the database.   

  The "DELETE" Button:  To "Delete" an item from the screen, single click with your mouse pointer over the "DELETE" button found at the bottom of the screen.  "Deletions" mark records as Deleted"  from the database.   

  The "CANCEL" Button:  Single click with your mouse pointer over the "CANCEL" button to cancel actions on the current screen.  You will be returned to the previous screen to continue your work. 

Date Format:  The format for entering dates into the JPAS System is CCYY MM DD.  Example:  Today is April 15, 2000;  The correct format for entering the date into the system is 2000 01 15.  Remember to include spaces where appropriate. 

Case Sensitivity:  JPAS fields are NOT case sensitive with only one  exception:  The password on the Change Password screen allows you to use both upper and lower case.
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