Chapter 12 - Designing Effective Input
Input design objectives
• Effectiveness (serve a specific purpose)

• Accuracy

• Ease of use

• Consistency (in design)

• Simplicity

• Attractiveness

Form flow
Left to right and top to bottom in a logical manner

Sections of a form

Top 1/4

• Heading (business originating the form)

• Identification and access (codes for filing and retention)

• Instructions (to fill in and route)

Middle 1/2

• Body

Bottom 1/4

• Signature and verification

• Totals

• Comments

Captioning alternatives
• In line

• Below line

• Boxed (caption inside, below or above)

• Vertically lined check box

• Horizontally lined check box

• Table

Attractiveness
• 1/3 inch (8-9 mm) for each line to be filled-in by hand

• 5 characters/inch space for forms to be filled-in by hand-writing

• 8 characters/inch space for forms to be filled- in by printing

• Use different forms (but do not exaggerate)

• Seperate categories and sub-categories with thick and thin lines

Features of electronic forms design -->see p. 412

Forms control
• Make sure each form fulfills its specific purpose

• Make sure the specified purpose is integral to the organization's functioning

• Prevent duplication of info collected

• Prevent duplication of forms

• Design effective forms

• Reproduce economically

• Establish stock control and inventory procedure

• Have unique form and revision date (month/year)

Good Display and Web Forms Design

• KISS: Keep It Simple Stupid (use 3 screen sections)

• Keep it consistent

• Facilitate user movement

° Arrows and page down keys

° Context sensitive pop-up windows (?)

° On screen dialogs

• Design an attractive display

° Do not use inverse video or blinking elements

° Use different font styles (but no dot exaggerate)

° Leave blank space around elements to facilitate easy spotting and reading

• Use icons and pictographic elements

• GUI

° Text boxes

° Check boxes

° Option buttons

° List and drop down list boxes

° Sliders and spin buttons

° Image maps

° Text areas

° Message boxes

° Command buttons

° Tabs

° Use contrasting colours (see p. 458 for a list)

