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Foreword

ISO (the IrI\ternationaI Organization for Standardization) is a worldwide

federation d
preparing |
technical cq
a technical
on that co
governmen
collaborateg
(IEC) on all

Draft Interr

f national standards bodies (ISO member bodies). The work of
hternational Standards is normally carried out through 1SO
mmittees. Each member body interested in a subject for which
committee has been established has the right to be represented
mmittee. International organizations, governmental and non-
al, in liaison with ISO, also take part in the work. 1SO

closely with the International Electrotechnical Commission
matters of electrotechnical standardization.

ational Standards adopted by the technical committees are

circulated tp the member bodies for voting. Publication as an International

Standard rg
a vote.

Internationd
ISO/TC 159
system inte

ISO 9241 ¢
requiremen

Part 1

Part 2

Part 3t

Part 4}

Part 5/

Part 6|

Part 71

quires approval by at least 75 % of the member bodies casting

| Standard 1SO 9241 was prepared by Technicak'Committee
, Ergonomics, Subcommittee SC 4, Ergonomies of human-
raction.

bnsists of the following parts, under the general title Ergonomic
(s for office work with visual display terminals (VDTs):

General introduction

Guidance on task requirements

Visual display requiréments

Keyboard requifements

Workstationdayout and postural requirements
Guidance on the work environment

Display requirements with reflections

Part 9

Part 1

Part 8:

Part 11:

Part 12:

Part 13:

Part 14:

Requirements for displayed colours
: Requirements for non-keyboard input devices
0: Dialogue principles
Guidance on usability
Presentation of information

User guidance

Menu dialogues
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—  Part 15: Command dialogues
—  Part 16: Direct manipulation dialogues

— Part 17: Form filling dialogues

Annexes A and B of this part of ISO 9241 are for information only.
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Introduction

ISO 9241 i
software e
parts, their
the parts i
office work

introduction.

This part of
dialogues. |
labelled fiel

This part of

The uss
the dev

a)

b)
c)

The deg

The buy
procure
d) Evaluat
dations
e) Designe
designe

f)
of 1SO ¢

This part ¢
dations con
recommend
which they
technology

a multipart standard that deals with both the hardware and
gonomic aspects of the use of VDTs. The description of the
interrelationships, and a description of the expected users of
5 provided in 1SO 9241-1:1992, Ergonomic requirements for

with visual display terminals (VDTs) — Part1: General

ISO 9241 is concerned with the ergonomic design of form filling
n form filling dialogues, users fill in, select entries for, or modify
Is on an area of the screen display.

ISO 9241 serves the following types of users:

r interface designer, who will apply this part of ISO 9241.during
blopment process.

igner of printed forms which serve as source documents.

er, who will reference this part of ISO 9241-during the product
ment process.

brs responsible for ensuring products meet the recommen-
in this part of ISO 9241.

rs of user interface development tools to be used by interface
rs.

End uségrs who will gain fromt:the potential benefits provided by this part

241.

f 1SO 9241 tonsists of a number of conditional recommen-
cerning fornYfilling dialogues. Conditional recommendations are
ations which should be met only within the specific context for
bre relévant (e.g, particular kinds of users, tasks, environments,
. These conditional recommendations were developed primarily

by reviewi

Fa) T 1 P - & | HH 1 ol )
LT TAISUTTY TTITVAlit ncradrc arfd Tirpirical TVIUTTILT, UITT

generalizing and formulating this work into recommendations for use by the
interface designer and/or evaluator. Sources for the individual
recommendations are listed in Informative Annex B.

Designers using this part of 1SO 9241 need to know that they are
developing an interface that will meet the recommendations provided in this
part. Likewise, buyers and evaluators need a means to determine how a
product matches the recommendations in this part of 1ISO 9241. It is not
intended that every recommendation should be applied, only those that are
relevant. Informative Annex A provides an example of a procedure for
evaluating the applicabilty of and adherence to the conditional

Vi


https://standardsiso.com/api/?name=34ba8d76a26f6bf2e4d1e182a67fd9ee

©1S0 ISO 9241-17:1998(E)

recommendations provided in this part of ISO 9241. Design objectives are

provided prior to each of the major clauses to focus on the i
recommendations within the clause.

ntent of the

The application of this part of ISO 9241 is expected to improve the overall
quality of the form filling dialogue, but this standard (like any other

standard) will not guarantee the quality of the interface. Quality

depends on

specific usability criteria as set by the user, buyer or other form filling
dialogue consumer which may include specifications based on this part of

ISO 9241.

It should be noted that ISO 9241-10 describes dialogue princigles that are
relevant for the design of form filling dialogues. These(principles should

provide the designer and evaluator with additional information
the ergonomic rationale for the various recommendations in

concerning
this part of

ISO 9241 and, therefore, assist in making tradebffs. Howevel, it may be

necessary to base tradeoffs on other considerations as well.

Vii
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Ergonomic requirements for office work with visual display
terminals (VDTs) —

Part
Form

1 Sco

This part]
compute
filling dial
a dialogd
the form.
available|

based apd bit-mapped screen displays (often referred to ‘as “GUIs”) and input through keyboards

pointing
(e.g. list
some of
languageg
languagg
designer

procurement process.

Interface
this part
not inten
assumes
understa
as well a

The reca
output.

Dialogue

7
filling dialogues

he

of ISO 9241 provides conditional recommendations on dialogue deSign, input design and outpt

dialogues in which form filling and dialogue boxes are used.to accomplish typical office {|
ogues are dialogues in which the user fills in, selects entrie$ fer, or modifies labelled fields or]
e box presented by the system. Often the system then creates, or updates the database ass

option lists. This part of ISO 9241 pertains to form filling dialogues generated through both VD

A

g
Jevices (e.g. mice). In addition, this part includes:the use of non-text methods for providing fdq
poxes) and pertains to dialogue boxes which utilize form filling dialogue techniques. It should b
the recommendations in this part of ISO 9241 are based on Western Language convention
s, the recommendations may need to be-modified to fit the readability considerations inhers
s. These recommendations can be. utilized throughout the development process (e.g., as g
5 during design, as a basis for heuristic evaluation, as guidance for usability testing)

design depends upon the ‘task, the user, the environment, and the available technology. Cd
fded to be used as a.prescriptive set of rules to be applied in their entirety (see ISO 9241-11
that the designer-has proper information available concerning task and user requirg
nds the use of available technology (this may require consultation with a qualified ergonomics

5 empirical testing with real users).

mmendations relate to the three major design components of user interfaces, i.e., dialogue

design determines the way in which a user is guided by the system to make inputs and inf

t design for
asks. Form
a "form" or
bciated with

Form filling entries typically are in the form of typed input(abbreviations, or full names) or sel¢ctions from

I character-
nd optional
rms entries
e noted that
5. For other
ent in these
uidance for
and in the

nsequently,

Df ISO 9241 cannot be applied without a knowledge of the design and use context of the interface and it is

). Rather, it
ments and
professional

input, and

luences the

amount of control the user has over the dialogue. Form filling dialogues should be designed to support the user in
his/her actual work without creating additional work caused by system peculiarities as well as enabling the user to
become well-informed and to remain in control of the flow of work (also, see 1SO 9241-10 which deals with dialogue
principles). Dialogue design is covered in this part of ISO 9241 in terms of designing form filling structures, providing
feedback mechanisms and providing appropriate navigation methods.

Input design is concerned with how input devices can be applied to facilitate the entry and modification of form
fields. One or more devices such as an alphanumeric keyboard, function keys, pointing devices and voice (other
devices are not excluded) can be provided depending on the task at hand and dialogue requirements, as well as on
individual preferences. This part of ISO 9241 provides conditional recommendations for text entry, choice entry, and
control using various input devices.
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Output design is concerned with how data is to be presented consistently and distinctly on the screen display. This
part of ISO 9241 provides conditional recommendations for the output design of form filling dialogues in terms of the
content and placement of fields and groups of fields (also see 1SO 9241-12 for general information on the
presentation of information).

2 Normative references

The following standards contarn provrsrons WhICh through reference |n this text, constitute provrsrons of thls part of

ISO 9241. 4
parties to al
most recen
Internations

ISO 9241-2
on task req

ISO 9241-1
Dialogue pH

1ISO 9241-1
Guidance o

1ISO 9241-1
Presentatio

ISO 9241-1
guidance.

ISO 9241-1
dialogues.

ISO 9241-1
manipulatio

3 Definif]

For the purposes of thisjpart of ISO 9241, the following definitions apply.

3.1 entry
fields.

greements based on thls part of ISO 9241 are encouraged to mvestlgate the possrblllty of apf
editions of the standards indicated below. Members of IEC and ISO maintain registers of €urrg
| Standards.

1992, Ergonomic requirements for office work with visual display terminals (VDTs) — Part 2:
Lirements.

0:1996, Ergonomic requirements for office work with visual display (terminals (VDTs) —
inciples.

1:1998, Ergonomic requirements for office work with visual{display terminals (VDTs) —
n usability.

p:—1), Ergonomic requirements for office work with isual display terminals (VDTs) —]
N of information.

3:1998, Ergonomic requirements for office work«with visual display terminals (VDTs) — Part

1:1997, Ergonomic requirements for office-work with visual display terminals (VDTs) — Part

I dialogues.

ons

ield{ \Type of field in a form in which data is entered. Entry fields may be optional fields or

5:—1), Ergonomic requirements ‘for office work with visual display terminals (VDTs) — Part 1

ion, and
lying the
ntly valid

Guidance

Part 10:

Part 11:

Part 12:

13: User

14: Menu

6: Direct

required

3.2 field: Area on a screen display in which data is entered or presented.

3.3 form: Structured display with labelled fields that the user reads, fills in, selects entries for (e.g., through choice
buttons or radio buttons), or modifies.

1) Tobepu

blished.
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3.4 label: Short descriptive title for an entry or read-only field, table, control or object. In some applications, labels
are classified as protected fields.

3.5 navigation:

and move from form to form.

3.6 optional field:

Field that not necessarily needs to be filled in or modified by the user.

3.7 pro
called “rg

ected field:
ad-only” fields.

Field that contains data that cannot be modified by the user. These fields-ate

Ability to move from field to field within a form, to proceed forward and backward through a form

sometimes

3.8 reqtired field: Field that must be completed by the user if it does not already have.a'value.
4 Application of this part of ISO 9241
4.1 Appropriateness of form filling dialogues
Form fillihg dialogues are appropriate for data entry tasks requiring input or modification of multiple data items. A
major use for form filling dialogues is the input of informatieryinto a computer from a paper sourcq document.
Examplep include: income tax returns, registration (school, ‘motor vehicle), service order completion.|Form filling
dialogues$ are very commonly used in specifying application options and parameters within a dialogue Hox. Another
use for form filling dialogues is for entering information, received over the telephone (e.g. orders, reseryations) into
the computer. Also, form filling dialogues are often_appropriate for certain complex data retrieval req:l:ests where
users might find it easier to fill in parameter information than to input the parameters via a command lapguage. It is
important to emphasize that these tasks can:be the source of the emergence of monotonous repgtitive work.
Users, buyers and producers of dialogue systems using form filling should take this into consideration. A way to
minimize| the negative consequences of, repetitive form filling tasks is to incorporate other tasks into the dialogue
system als well. (See 1ISO 9241-2) Formfields can be required or optional and/or can depict default valugs.
Form fillihng dialogues are especially appropriate for one or more of the following conditions, which| have been
grouped [to reflect user and—task issues. The applicability of form filling dialogues becomes greater as more
conditions are met.
a) User|characteristiCs

1) Users are-experienced with paper forms but have limited experience with computers.

2) Usersare familiar with the use of keyboard.

3) USerstave-moderate-togooctyping-skitts{forntenstveuseof catearentry-formfittngdiatogtes):
b) Task requirements

1) Itis not necessary to show a large set of alternatives.

2) Data must be input from a paper form.

3) Input data is gathered verbally from customers.

4) Unlimited flexibility of input is not required.

5)

6) It

User’s input is dominated by parameter values rather than commands.

is important to display default or current values/selections.
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4.2 Applying the recommendations

General ergonomic design objectives are provided in each of clauses 5 through 8. The individual recommendations
aimed at achieving these objectives are valid within the specific context for which they are relevant (e.g., particular
kinds of users, tasks, environments, technology). The format for the individual recommendations is: statement of the
recommendation, example (if appropriate), and notes (if appropriate). Examples provided for the various
recommendations generally depict an implementation that embodies the recommendation. Some examples also
indicate preferred solutions.

Individual recommendations should be evaluated for their applicability and, if judged to be applicable, should be
implemented in the relevant form filling dialogue unless there is evidence that to do so would cause deviation from

the design

ﬁhlnl‘fl\lﬂc or-wotld—+restlt—in—an—overall Hnnrndnhnn n ||ca|f\|||f\l \When determinina—annlica
J Ll o

ility, the

recommend
judging whd
representat
system. S§g
recommend

4.3 Evall
If a product]
establishing

specificatio

Users of thi
tailored to t

5 Form fjlling structure

Form filling
to the user,
reflect the (
expectation
structure of

5.1 Gene

5.1.1 Title$

Forms, dial
and to diffe
initiated its

5.1.2 Visu

atlons generally should be evaluated in the order presented |n the relevant clause or subg
bther applicable recommendations have been met, evaluators should evaluate the product’or
ve users of the product in the context of accomplishing the user's tasks via the formfilling
mple procedures which support the determination of applicability and for determihing w
ation has been followed are provided in Annex A.

ation of products

is claimed to have met the applicable recommendations in this part of NSO 9241, the procedur
requirements for developing, and/or evaluating, the form filling dialogues shall be specified. Th
n of the procedure is a matter of negotiation between the involvedarties.

5 part of 1ISO 9241 can either utilize the procedures provided'in Annex A, or develop another
heir particular development and/or evaluation environment,

dialogues should be designed such that the user enters information or data in a manner which
without concern for how the computer will process the data or information. Form filling dialogug
ser's needs rather than the computer.process, and the syntax structure should be consistent
5, task requirements and the inputmedia. Users also should be able to easily determine th
the form presented by the computer.

ral
b

bgue boxes and ether entry screens should be titled (usually at the top) to clearly indicate thei
entiate them»from other forms. The title should be consistent with the command or selection it
Hisplay.

bl coding

lause. In
observe
dialogue
hether a

e used in
e level of

rocedure

is natural
bs should
with user
e overall

purpose
em which

If the task requires or is enhanced by discrimination between user entries, defaults, and previously entered data,

distinctively

different visual coding should be used.

5.1.3 Form display density

Form filling dialogues should limit the density of the textual information displayed. For most applications, a limit of
40 % overall density, based on the percent of textual information displayed in relation to the total form space
available, is recommended. (Also see ISO 9241-12:—1), subclause 5.4.2.)

1) To be published.
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Instructions

If casual or intermittent users may enter data on the form, instructions should be provided on the screen display (or
easily accessible through a "help" facility) for navigating through, completing, saving, and transmitting the form.

5.1.5 Overview of structure

If the form structure is complex, an overview of the form structure or a visual presentation of the structure should be

provided

5.2 La

to users.

out

5.2.1 Paper document source

If a pape
to be cor
of values

NOTE —
source doj
If there a
forms, it n

sistent with the structure of the paper source document in terms of item ordering, grouping, ur
(e.g. mm or m), etc.

Compatibility with paper source documents is an important layout consideration~However, if the layout
cument is not compatible with efficient task performance, redesign of the sourge decument is worthy of G
e conflicting requirements between those filling in the paper forms (e.g. custemers) and those filling in

pay be more important to ensure that those filling in the paper forms achieve. the highest efficiency at th

the compditer input.

522 N

If form f
importan
user's po

NOTE —

transactio
provided.

523 R

h source document

ling dialogues do not depend upon a source document, entry fields should be grouped
Ce, etc. (see 1SO 9241-12:—1), subclause 5.6 “Groups”) or optimized, based on input sequend
int of view.

If data is supplied by a customer, the sequence tould depend on customer needs (for example, in a tel
n). In some cases, the form presented can be 'modified dynamically, to guide the user, depending on th

bquired fields and optional fields

If the forin contains both required fields and optional fields within a functional or logical grouping of fiel

fields sh
consister

NOTE —

524 Al

If approp
justified |

buld be positioned first unless such positioning is inappropriate to the user's task (e.g. it wj
t with a paper source document).

It also can be appropriate to establish the tabbing order to go through the required fields prior to the opt

phanumeric field alignment

riate to-the language context, alphanumeric entry fields should be aligned vertically in colum
vithinneach column.

I document is used as the source for computer input, the form filling dialogues screen,should the designed

its for input

of the paper
onsideration.
he computer
e expense of

by function,
es from the

ephone sales

e initial input

ds, required

puld not be

onal fields.

ns and left-

NOTE —

This will improve visual scanning and often minimizes the keystrokes required to move between fields.

5.2.5 Numerical field alignment

If groups of entry fields are all numeric and the field lengths are different, these fields should be displayed right-

justified.

If numerical fields contain decimal points, they should be aligned to the decimal point.

1) Tobe

published.
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5.2.6 Allowable field values

Information should be provided indicating allowable field values (i.e., either display the information on the form or on
demand).

5.2.7 Differing label lengths

If text or alphanumeric fields are aligned vertically in columns, and if label lengths could differ significantly and the
task involves sequential data entry, labels should be right-justified and fields should be left-justified.

EXAMPLE —
Name:.
Birth Date: /[
Occupation:
Sex: _ (M/F)

5.2.8 Similar label lengths

If text or alghanumeric fields are aligned vertically in columns and if field label lengths_do not differ significgntly, field
labels and fijelds may both be left-justified.

EXAMPLE 1—

Name:

Age: _
Sex: _(M/F)
School:

5.2.9 Multiple instances of a field

If a label is psed for multiple instances of a field (e:g-table), the label should be located above the column] or to the
left of the rqw.

5.2.10 Multiple pages
a) If a multiple page form must be used, each page should be identified consistently in the same part of the form
or window title area and should be in a format to ensure that the location of the page within the whole form is
appareht.
EXAMHLE — "Page 4)0f/3" shown close to the title at the top of the form.

b) If the form is columnar, the labels of the columns should be redisplayed.

5.3 Fields and labels

It should be noted that many of the recommendations stated below also are covered generically in ISO 9241-12.
5.3.1 Fixed length fields
If the text entry fields are of fixed length, lengths should be explicitly shown.

EXAMPLE 1 — For non-proportional fonts, an underscore character is presented for each character that needs to
be entered by the user.

EXAMPLE 2 — For proportional fonts, a string of alpha characters is presented to depict the exact length of the
field.
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5.3.2 Required versus optional field entries

Required and optional entry fields should be presented so that the differences between them should be immediately
perceptible to any user.

EXAMPL

EXAMPL

E 1 — Underscores are used for required entries and periods for optional entries.

E 2 — Required entry fields have a border around them, while optional entry fields do not.

EXAMPLE 3 — Different colours or shades are used to distinguish required and optional fields, with colours that are
distinguishable on a monochrome display.

NOTE —
533 M

Users sh
fields) by

534 D
All fields

5.3.5 Di

Distinctiy
approach

data, insfructions, etc. (see 1SO 9241-12:—1), subclause 5.9.2).

5.3.6 Symbols or units

Symbols|or units ($, f, %, mph, cm, |, etc.) should be displayed as an additional label when it is required
for interpfetation of the data in an entry field. (Also.see ISO 9241-12:—1), subclause 5.9.9.)

NOTE — | The symbol or unit can be added to the'column label in the case of a column of fields.

5.3.7 Cues

Cues for|data entry format (e.g. for-a_time duration “hh:mm:ss”) should be displayed within the entry fie
labels. If jabbreviated values are used, it should be clear to the user what the abbreviations mean (e.g.
or No).

5.3.8 Inftial upper-case/(capital) letter for field labels

To facilitate readability;text field labels should begin with an upper-case letter. The rest of the label sh

lower-ca

each word in theMabel to begin with a capital letter.

It is important that optional and required entry coding be distinguishable from "read-only” fields.

bdifiable versus non-modifiable fields

ould be able to easily distinguish between fields that can be modified and those that cannot
appropriate coding (see ISO 9241-12:—1), subclause 5.10.1).

pscriptive field labels

stinctive labels

e words and/or codes (e.g., position, border, font, colour) should be used for entry-field lab
used should be applied consistently throughout the form,>so that entry fields will not be cg

be (smali)\etters, except for cases where the label is a logo, an acronym, or language convent

should be clearly and unambiguously labelled to describe what kind ofs«content should be entergd.

(“read-only”

pls, and the

nfused with

by the user

d or in field
/N, for Yes

buld contain
on requires

6 Inpu

t considerations

User input considerations include: user control of the dialogue at all times, the capability for users to recover easily
from errors, and the avoidance of requiring users to input more information than is necessary for successful task

performa

nce or to input information that is already currently available in the system.

1) Tobe

published.
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6.1 General

6.1.1 Cursor movement

The user actions required to move the cursor from one entry field to the next should be minimized.

EXAMPLE — A tab key is used to jump from field to field.

©1SO

1.2))

m should

bm those

6.1.2 Incomplete text entry field

If the (required) number of characters entered into the field does not fill the whole field, the user should be allowed

to move dirgety-te-therextfeld{-edonotreguire-the-userto-enterblank-spaceste-complete-the-fieteh-

6.1.3 Default values

a) Fields $hould contain default values wherever possible and appropriate to the task. (Also sée clause 5

b) Text default field values should be editable by the user using conventional editing commands.

6.1.4 Switghing between input devices

If appropriate to the task, the need for users to switch between different input devices when filling in a for|

be minimizgd.

EXAMPLE | — Fields that require text entry within a logical group on'a form are grouped separately fr
that can be completed with a pointing device.

EXAMPLE 2 — Multiple data entry methods are available for usetin the same field where appropriate.

EXAMPLE B — Navigation to all form fields with all input devices is provided for a given form.

6.1.5 Poinfing devices

If a pointingl device can be used for input in a form;-it should be usable for navigation as well.

6.2 Alphgnumeric text entry

6.2.1 Justification of entries

If the entries need to be justified within the field, the system (not the user) should do the justification.

6.2.2 Leading zeros

If leading zg¢ros aréneeded for numeric entries, the system (not the user) should provide the leading zeros

6.2.3 Mult

lelines

If the field contains multiple lines of text, i.e., sentence or a paragraph:

a)

Input area size — The size of the multi-line input area should be clearly indicated.

EXAMPLE — Borders are placed around the text area as shown below:

The

Data entry in this area is bounded by the
border of the field.

text entry area cannot exceed this area.
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b) Auto wrap — An auto-wrap capability should be provided and individual words should not be broken.

c) Editing and navigation — Normal text navigation and editing conventions should be used.

6.2.4 Mutually exclusive fields

If fields are mutually exclusive, a visual cue should be provided to indicate that only one of the fields may be used.

EXAMPLE — Radio buttons in a dialogue box or the use of the word “or".

6.2.5 Interdependency rules

The use [of complex "if/then” interdependency rules among entry fields should be avoided (e.g. if "YA.
field 1, tHen fields 2 and 4 must be left blank; if "N" is entered in field 1, then field 2 should contain -£=»; ;

should a

NOTE —
completio

6.2.6 T¢

Each tex

6.3 Ch
Choice e
— Exclu

— Binar

tomatically be handled by the system by constraining user choices and visible fields.

If interdependencies between fields are necessary, consider providing automatic movement through
N sequence by the system and consider visually coding fields available for input due to interdependencie)

xt entry field area

field should be large enough to accommodate the majority of anticipated/entries without scrolli

Dice entries
htries are typically grouped into the following categories:
sive choice (a group of choices in which only one ¢€hoice can be selected at a time).

y choice (a choice between two state settingsy.e.g., on/off, activated/deactivated).

— Non-¢gxclusive choice (a group of choices in which more than one choice can be selected, i.e. the

independ

6.3.1 Li

If the nur
the user

EXAMPL

EXAMPL

ent of each other).

mited entry options

nber of acceptable entry options is limited and predetermined, a mechanism should be provide
0 view and select avajlable options.

E 1 — Providing’pop-up menus or list boxes.
E 2 — The ‘'dse of soft machine controls, which are graphical representations having arn

historical analogy to hardware controls or other entities (e.g. buttons, sliders, radio bu
boxes).

5 entered in
btc.) or they

the required
5.

ng.

choices are

d to enable

explicit or
tons, check

6.3.2 Di

scriminable visual cues

Discriminable visual cues should be used to discriminate among different logical types of choice entries in an
application.

EXAMPLE 1 — Circles are used to indicate exclusive choices (e.g. radio buttons) and square

EXAMPL

EXAMPL

checkboxes) are used to indicate non-exclusive choices.

boxes (e.g.

E 2 — Diamonds are used to indicate exclusive choices and square boxes are used to indicate non-

exclusive choices.

E 3 — Touching rectangles are used to indicate exclusive choice and separate rectangles
indicate non-exclusive choices.

are used to


https://standardsiso.com/api/?name=34ba8d76a26f6bf2e4d1e182a67fd9ee

ISO 9241-17:1998(E) ©1S0

6.3.3 Menus

If the user must select an entry option from a known set of options, a menu should be considered as the entry
technique. When a menu is used:

a) Visual cues — A visual cue that a menu is associated with the field should be provided (e.g., an arrow in the
field label or in the button surrounding the data value) unless the list of menu options is continuously visible.

EXAMPLE —
red
Colouc: ! red = ! yellow
blue
green

NOTE — Visual cues can be omitted if all of the fields have this characteristic (see ISO 9241-14).

b) Field value — The form field should present the most recent selection from the menu‘as the current|value for
the field.

6.3.4 Lists

If the user must select one or more entries from a large and/or variable-set of values, or if users can customize a
list, the use|of non-scrolling or scrolling lists should be considered. When'ists are used:

a) Visual gues — A visual cue should be provided that allows tisers to discriminate selected from non-selected
values.

EXAMHLE — Check marks or highlighting of selected, values.

b) Long ligts — If a list is extremely long, it should bé presented in the appropriate logical order (e.g. alphabetical,
numeri¢, date order) and a mechanism should-be provided so that users can rapidly navigate through the list.

EXAMHLE 1 — Users are allowed to skip to parts of a list by typing in the initial letter(s) of list items.

EXAMHLE 2 — Users can use adirect manipulation device to quickly access items on a list.(See ISO $241-16.)

6.3.5 Screpn buttons

If the user|must select.a small number of values (2 to 5) and the values become effective immediately after
selection, the use of screen buttons (see ISO 9241-14:1997, Definition 3.26) should be considered. (Also see
ISO 9241-1F.)

6.3.6 Choice buttons

If the user must select among an exclusive set of choices, choice buttons that change appearance depending on
their state should be considered (e.g. "radio buttons").

a) Sets of choices — Exclusive choice buttons should be presented in sets of 2 or more choices.

b) Default choice — If there is a default for the field, the default choice in the set should be visibly selected when
the field is first presented or an alternative has not been selected.

10
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6.3.7 Binary state settings

If the user must choose among multiple binary state settings, and sufficient display space is available, the use of
binary state buttons (check boxes, state boxes) that change appearance when selected (e.g. appear filled, or
contain an 'X' or check mark or other graphic) should be considered.

a) Group presentation — Binary state buttons related to a task should be presented in a group rather than as
individual items.

b) Indication of state — When the form is presented, binary state buttons should provide a visual indication of
their current state.

6.3.8 Stepper buttons

If the usg¢r must select one or more entries and display space is limited and/or the options need not pe changed
frequently, the use of stepper buttons (e.g. cycle buttons, spin buttons) that cycle through anlist of choices may be
considergd.

EXAMPLE — A box displaying a choice and arrow buttons used to step through the choices.
If steppef buttons are used:
a) Displayed initial choice — The initially displayed choice should be the most appropriate default chgice.

b) Typing values — Users should be allowed to type in values in ordér to quickly set a value.

6.4 Coptrol

6.4.1 Corrections before processing
The user[should be allowed to go back to the initiakstate of the form at any time and start over again, cancel entries,
or changg any entry before the form is processed-by the computer.
6.4.2 Idpentifying and locating errors

a) If valldation checking of multiple fields detects fields in error and if appropriate to the task, these fields should be
indicated and the cursor should’ be placed on the first field in error and the user should be allowed to easily
movg through the fields in.érror in order to correct the entries. (Also see ISO 9241-13:—1), subclausg 9.4.5.)

EXAMPLE — All fields in-erfor are highlighted by the reverse video display of these fields.

b) If thgre are dependencies between fields, and if it is appropriate to the task, potential errors resulting from such
dependenciesishould be indicated.

6.4.3 Re-entering data

If the field contains an error, the user should be required only to correct the erroneous part of the input. (Also see
ISO 9241-13:—1), subclause 9.4.4.)

6.4.4 Unavailable areas

Areas of the screen display not available for user input (e.g. read-only fields) should not be accessible by the user
(i.e., the user should not be able to place the cursor in those areas) and these areas should have visual cues
indicating that they cannot be accessed.

1) To be published.

11
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6.4.5 Easy transmission

If transmission of the form is required, the transmission of the field entries to the computer to be processed should
be accomplished by means of a simple explicit action.

NOTE — It is important that the transmission action takes place no matter where the cursor is currently located on the form
(i.e. the user is not required to navigate to a particular field in order to use the transmission control key[s]).
6.4.6 User control

Unless it is obvious to the user, the form should state how to carry out the following actions, if provided:

O signal qompletion of the form and redisplay an empty form (with default values, if appropriate) forthe entry of
new daia;

O signal gompletion of the form and redisplay the previously completed version of the formror-a default version
(template) of the form;

O escape|from the form without changing any data in the system, e.g., by means ofythe "Escape" or|"Cancel"
function;

O use "undo".

6.4.7 Temporary save

If appropriate to the task and if system constraints allow it, a temperary save function should be provided so that
users can lgave the form temporarily (because the required item-@f data is not available, for example) and return to
it later withqut having to re-enter all the data on the form.

NOTE — If|la temporary save function is provided, when the form is re-selected and there is already a put-aside fqrm of that
type (from a|previous save), it is beneficial to provide users-with the option of continuing with the saved form or starfing a new
form.

6.5 Field|validation

6.5.1 Sing|e field validation

If system capabilities are available, the data entry system should check the entry in each field before acgepting it,
based on criteria defined forthat field individually. If values in a field are defined from a predefined range ¢r list, the
editing criteyia should simiply“verify that the entry matches some item in the predefined range or list.

6.5.2 Multiple field-validation

If there areldependencies between fields on a form, or between the field on other incidents of the same fform, the
following additional validation checks may be considered:

a) Data already entered in other fields of the same form.

EXAMPLE — The user is not allowed to enter data in the field “Age of child?” if the entry in the field “Children?”
is “None” (see also 6.2.5).

b) Data already entered in the same field in other forms.

EXAMPLE — A field is a “key field” and is required to be unique. The system checks to make sure this value
has not been used before on another instance of the form.

12
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7 Feedback

Users need to be provided with information allowing them to control the dialogue, recognize errors, and determine
their next course of action.

7.1 Echoing

Typed-in

characters should be echoed back to the user, character by character, as entered.

NOTE — In some cases, echoing may be undesirable (e.g., during the entry of a password, non-identifiable characters such

as “skkk

%" would be echoed back to the user instead of the actual characters typed).

7.2 Cu
Cursor p

If a poin
ISO 9241

7.3 Fie
If a field

should b
informati

NOTE —

7.4 Trg

The syst
accepted

7.5 Da

If the forr
the user.

8 Navjgation

Users wi
method 1

8.1 Init

[sor and pointer position

psition should always be clearly visible if it is within the currently displayed portion of the form.

-16:—1), subclause 6.2.13).
Id errors
contains an error and, if it is appropriate to the task and within/the’system’s capabilities, err

e provided as soon as the user completes the field (e.g.,«by highlighting the error, or b
bn on the nature of the error and correct entries). (Also see ISO 9241-13:—1), subclause 9.4.4.)

If the terminal provides audio output, a beep could be provideg.to call attention to the error.

nsmission acknowledgement

em should provide an acknowledgement to-the user that the transmission of the form entrie
by the system.

[abase changes

h filling dialogue changes a database, feedback that the database has been updated should be

| need navigation methods to access the areas of the form that are required by their tasks. C
eeds to take into account the particular user population and compatibility with the user's flow of

al cursor position

ting device is available, the position of the pointer should always be clearly, visible to the¢ user (see

br feedback
y providing

s has been

provided to

hoice of the
work.

When the form is first displayed, the cursor should be positioned automatically at the first entry field that must or
may be completed by the user.

8.2 Movement between fields

a) The user should be provided with the capability to move backward and forward between fields within a group

and,

if appropriate, to move to nonadjacent fields in other groups.

EXAMPLE — A tab key, cursor keys, or pointing device can be used to move between fields.

1) Tobe

published.
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b) If rapid

access to a specific field in a form is required, a quick access mechanism should be provided.

EXAMPLE — A field is accessed by its label or number.

8.3 Return to initial field

©1SO

If appropriate to the task, a key or command should be provided so that the user can return to the initial field on the

form.

8.4 Tabb

8.4.1 Parti

If the fields
tabbing sho

8.4.2 Com

If all of the
field to field
in the field i

NOTE — A

ng

ally filled-in fields

on the form are partially filled in, or are a mixture of partially and completely'filled in fields
uld be provided to move from field to field.

pletely filled-in fields

ields on the form are to be completely filled in and the forms are easily learned, auto-skip tab
should be provided (i.e., the cursor automatically skips to the next field when the last characte
5 filled).

ito-skipping is appropriate only when it is consistent with use€r.expectations, when it does not repeate

errors or delqys, and when reverse tabbing is provided to correct errors.

8.4.3 Mixing approaches

Manual tab
mixing the t
8.4.4 Mutd

If mutually 4
been made

bing and auto-skipping should not be mixethin a given form filling dialogue unless there is evid
wo approaches would not degrade performance.
ally exclusive fields

pxclusive fields are present(on the form, skipping remaining fields should be allowed when an
for one of the choices in the field (also see 6.2.5).

8.4.5 Fornp sections

If the form
to move fro
next group.

8.4.6 Recq

S organized inte ‘meaningful information groups (sections), users should be provided with the
m group te 'group, i.e., users should not have to tab through all of the fields in a group to mo

reFeycling

, manual

bing from
I position

dly create

ence that

entry has

capability
ve to the

If the data is organized in sequential records and a form represents a view of data from one record, a mechanism

should be p

rovided to cycle from record to record, forward and backward.

8.4.7 Pointing device and multiple forms

If a pointing device is used for input and the task involves multiple forms, a mechanism to navigate between forms
using the pointing device should be provided.

14
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8.5 Scrolling

8.5.1 Field scrolling

If the maximum length of the data to be presented in a displayed field is longer than the field, a scrolling mechanism
should be provided.

NOTE —

Consider providing an auto wrap capability for text entry only.

8.6 Form selection

If an app
form and

8.6.1 Di
If approp

forms dir
direct mg

8.6.2 M

If forms @
to form, f

8.6.3 Hi

If the set
lower lev

8.64 R

If the set
the form

8.6.5 Fq

ication contains various forms, it is beneficial to provide the user with mechanisms to access
move between the forms.
rect form access

riate to the task, and if forms can be accessed independently, the user should be able to 3
ectly, e.g. by naming the form, by selection from a menu, by selecting aform “container obj
nipulation.

bvement between forms

an be accessed independently and it is appropriate to the task, the user should be able to mov
brward and backward, in a predefined sequence without Josing input.

erarchical level movement

of forms is hierarchical, the user should be provided with the capability to move to both the nex
el in the structure.

bturning to the initial form

of forms is hierarchical, the user should be provided with a simple means to return to the initi
At the top of the hierarchy) from any form in the application.

rms in a window enyireament

a particular

elect those
bet” through

e from form

[ higher and

bl form (i.e.,

If more than one form can,be displayed in a window environment, only the last selected form should bg active and

ready for|

NOTE —

8.6.6 D

input.

It is expeeted, however, that users are provided with the capability to switch to another form to make it g

pfault form

ctive.

If one form is more likely to be used than others, either overall or for a particular task, user, environment, and
technology configurations, that form should be the initial form (i.e., the system should display that form on the
screen automatically when the system or forms application is initially activated).
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Annex A
(informative)

Sample procedure for assessing applicability and adherence

A.1 General

©1SO

This Annex
part of ISO
and is not

process for

1) determi
2) determi
Interface dg

this part of
not intende

provides an example of a procedure for determining whether the applicable recommendatio
9241 have been met. It should be noted that the procedure described below is provided-as
h rigid process to be used as a substitute for the standard itself. This approach provides a f

hing which recommendations are relevant, and
hing whether those relevant recommendations have been adhered to.
sign depends upon the task, the user, the environment, and the available technology. Cong

SO 9241 cannot be applied without a knowledge of the design andluse context of the interface
[ to be used as a prescriptive set of rules to be applied in s entirety. Rather, it assumeg

designer has proper information available concerning task and user #4equirements and understands th

available te
testing with

The evaluai
typical usag

When U
product

a)

When 9
evaluat

b)

Determinati
encountere
that meet

recommeng

Users of thi

chnology (this could require consultation with a qualifiedergonomics professional as well as
real users).

ion procedure should be based on an analysis of typical users, their typical and critical tasks,
sers and user tasks are known, evaluators-evaluate the product or observe representative use
in the context of accomplishing typical and-Critical user tasks in a typical usage environment.

pecific users and user tasks are fiat'known, evaluators evaluate all forms used in the prod
ol

pn of whether a product {meets a given recommendation should be based on the set

he recommendations\ described in this part of 1SO 9241 would also be accepted as me
ations of the standard-

5 part of 1ISO. 9241 could demonstrate how they met the recommendations by listing the forms ¢

(e.g. all forns or a taskzderived subset of forms); the method used to judge applicability (as described in

method us€g

d to judge.adherence (as described in A.4); and the results.

e environments. Form filling dialogue evaluationstgenerally fall into the two following categoried:

ns in this
guidance
Wo-stage

equently,
e and it is
that the
e use of
empirical

and their

ers of the

ict being

of forms

] during the evaluation described above. Form filling dialogues that can be shown to be better than ones

eting the

pvaluated
A.3); the

A.2 Applicability

The applicability of a recommendation is based on the following two factors:

a) Whether the conditional, if included as part of the statement, is true. A particular recommendation is (or is not)
applicable when the conditional if-statement is (or is not) true. For example, if casual users are not expected to
enter data on the form, recommendation 5.1.4 would not be applicable.

b) The design environment. A particular recommendation may not be applicable because of user, task,
environment and technology constraints, such as unknown user community, variations in tasks, noisy office,
screen resolution, lack of a pointing device, etc. However, if the design environment did involve user
characteristics, tasks, or technology features addressed by a particular recommendation, that recommendation
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would be applicable. For example, if form filling input were allowed by means of choice entries, conditional
recommendations in 6.3 should be evaluated to determine their applicability.

The methods which are appropriate to determine the applicability of a particular recommendation are:
a) system documentation analysis,

b) documented evidence,

c) observation,

d) analytical evaluation

e) empir|cal evaluation.

The folloying clause (A.3) describes each of the applicability methods in more detail.

A.3 Description of applicability methods

A.3.1 $System documentation analysis

System @locumentation analysis refers to the analysis of any documents which may describe the general and
specific properties of the form filling dialogue. Such documents may_ ificlude design documents contaihing system
and user|requirements, manuals, user guides, etc. For example, according to system requirements for|a particular
applicatign, only the alphanumeric keyboard will be used for the entny of forms.

A.3.2 [Documented evidence

Documented evidence refers to the analysis of any relévant documented information about the task reqyirements or
charactefistics, flow of work, user skills, user aptitudes, existing user conventions or biases, test dgta from the
design of similar systems, etc. Such information_may be used to determine whether a given recommendation is
applicable. For example, task analysis data_may have indicated that it would be inappropriate to the uger's task to
place reduired fields first on the form (recommendation 5.2.3).

A.3.3 (@bservation

Observation means simply to examine or inspect the form filling dialogue for the presence of a particulal observable
property,|e.g., a source document is used for input. Observations can be made by anyone who has th¢ necessary
skill to systematically checKthe form filling dialogue and determine if it has the particular properties asspciated with
the appligability of given eonditional recommendations. Due to their obvious nature, such observations| can readily
be confirmed by another person.

A.3.4 Analytical evaluation

Analyticdl-evaluatiorn—peratrs—te—irformed—judgments—eencernirg—the—properties—ofaferm—fllirg—dialogue by a
relevant expert (i.e., of those properties). This method is typically used for the evaluation of properties which can be
judged only in the context of other information or knowledge. In addition, analytical evaluation may be appropriate
when the system exists only in terms of design documents, user populations are not available for empirical
evaluation, or time and resources are constrained. Analytical evaluation can be used to determine whether a
particular recommendation is applicable, e.g., to determine if a temporary save function (recommendation 6.4.7)
would be appropriate to the user's task.

Analytical evaluation can be performed by any suitably qualified person who has the necessary skill and experience
to judge the relevant property of the form filling dialogue. Where these properties concern the application of
ergonomic principles, the expert needs to possess appropriate skills in software ergonomics. If the properties
concern the work environment, system characteristic, or other aspects of the design, the judge needs to be an
expert in the particular relevant domain.
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A.3.5 Empirical evaluation

Empirical evaluation refers to the application of test procedures using representative end users to determine the
applicability of a recommendation. This method is most appropriate when a prototype or the actual system is
available, and potential or actual user population representatives are available. Many kinds of test procedures could
be used, but in each case the test subjects need to be representative of the end user population and be of sufficient
number that the results can be generalized to the user population as a whole. For example, empirical evaluation to
determine whether error feedback should be provided as soon as the user completes a field (recommendation 7.3)
could be done by having typical users enter and correct field values under both the condition of providing the
feedback immediately after the field is completed and providing the feedback prior to transmitting the completed
form.

It should bi noted that empirical evaluation needs to be conducted by individuals possessing appropriate skills in
testing metodology and evaluation techniques.

A.4 Adherence

If a recommendation is applicable on the basis of the criteria described in A.2, it is then necessary to determine
whether or hot the recommendation has been met. Adherence is determined by using)one or more of the|methods
listed below.

NOTE — The methods which are appropriate to determine adherence for asparticular recommendation are listed in
conjunction Wwith that recommendation in the Checklist in table A.1.

a) Measurgments.

b) Observation.

¢) Documepted evidence.
d) Analytical evaluation.
e) Empiricgl evaluation.

It is important to note that the results of applicahility tests are often important in determining adherence. Thie various
adherence nethods are further described in A(5;

A.5 Desgription of adherence'methods

A.5.1 Mepsurements
Measuremgnts refers to_meéasuring or calculating a variable concerning properties of the form filling dialogue. An

example of[such properties is screen density. Adherence is determined by comparing the obtained value| from the
measuremgnt withsthe’value stated in the recommendation.

A.5.2 Obgervation

Observation means simply to examine or inspect the form filling dialogue to confirm that a particular observable
condition has been met, e.g., instructions are provided on the form, fields are aligned vertically and left-justified, etc.
Observations could be made by anyone who has the necessary skill to systematically check the form filling dialogue
and determine if a statement concerning an observable property has been consistently applied. The observed
property is compared with the recommendation to determine adherence.

A.5.3 Documented evidence

For adherence, documented evidence refers to any relevant documented information related to the form filling
dialogue's adherence to the appropriate conditional recommendations. Such evidence may include existing user
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le, test data

from a similar system may have indicated that mm/dd/yy is the appropriate cue for date entries. In this case,
adherence is essentially determined on the basis of documented evidence of adherence for that recommendation

for the similar system.

A.5.4 Analytical evaluation

As stated in A.3.4, analytical evaluation pertains to "informed" judgments concerning the properties of a form filling
dialogue by a relevant expert (i.e., of those properties). This method is typically used for the evaluation of properties
which can be judged only in the context of other information or knowledge. In addition, analytical evaluation can be

ulations are

an appr
not avail
might be
aspect.

riate_adherence-method when the svustem exists anbhsin terms of desiaon - documents —user no
B4 P4 g T i

hble for empirical evaluation, or time and resources are constrained. For example, analytica
used to determine adherence for distinctive labels (5.3.5). In the above case, "distinctive'isthe

In A.3.4,
necessalt
also nee
particula
cannot v

it was noted that analytical evaluation can be performed by any suitably qualified” person w
y skill and experience to judge the relevant property of the form filling dialogue.'kor adherencg
s to have the skills and knowledge necessary to reliably judge the appropriateness and u
design solution. It also should be noted that analytical evaluation can verify the tenability of a
lidate the design. Validation can be accomplished only by using empirical €evaluation.

A.5.5 Hmpirical evaluation

Empirical evaluation refers to the application of test procedures\using representative end users tq
whether f recommendation has been met. As stated in A.3.5, this'method is most appropriate when a

| evaluation
judgmental

ho has the
, the expert
sability of a
design, but

determine
brototype or

the actugl system is available and potential or actual user population representatives are available. Many kinds of

test prodedures could be used, but in each case the test\subjects need to be representative of th
populatign and be of sufficient number that the results can’be generalized to the user population as a
task perfprmance of end users using the form filling dialogue could be analysed to determine adherer]
various donditional recommendations. For exampleby analysing learning time and keying time and err
be possible to determine if the input sequence of the form filling dialogue is optimized (see 5.2.2). Such
be perfoimed both during the development process (e.g., by prototyping) and after the design and imp
of the syistem (e.g., by system evaluation techniques) and could be based on both objective and sub
data. Special tests also could be designed to measure whether a particular recommendation has be
example] a learning study could be deSigned to determine if forms are clearly titled to indicate purpose (s

Typically| empirical evaluations are-used to determine adherence by comparing the test results against
filling diglogue recommendations. However, it is often necessary to also evaluate test results
effectivepess (e.g., the formilling dialogue supports the user in his/her task in a manner which leads
performance, results in adifficult task being performed with less difficulty, or enables the user to accon
that he/she would not have been able to otherwise).

e end user
whole. The
ce with the
brs, it would
tests could
lementation
jective user
bn met. For
ee 5.1.1).

pecific form
n terms of
lo improved
plish a task
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. . reasons clause
environment applicable?
Does the
recommendation have an
“if” clause?
No
Specify method
Is the “if” clause applicable? used fo defermine not
applicable
Is . Specify meThod Go to next
recommendation used to defepmine’not .
) ) recommendatipn
applicable? applicgble

Yes

Specify method used to
determine applicability

Adherence

Determine adherence and
state methodlused

Stafenf recommendation mef

Figure A.1 — Decision Process — Evaluation Situation

A.6 Progedure

The following procedure (also see Figure A.1) can be followed in evaluating a particular form filling dialogue
application with respect to the recommendations in this part of ISO 9241:

A.6.1 "If clause" conditional recommendations

a) Applicability: Each recommendation has an if-condition either in the statement itself (e.g. 5.2.5), or implied in
the text or in the title to a clause or subclause (e.g. subclause 6.3). For each conditional recommendation, the
applicability of the if-statement should be determined using the methods proposed to test if the if-condition is
true or not (e.g. in 6.1.3, documented evidence, analytical evaluation, or empirical evaluation is appropriate to
determine whether default values should be shown).
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b)

Adherence:

ISO 9241-17:1998(E)

For each applicable conditional recommendation as defined in a), the adherence of the

recommendation should be determined using the proposed methods (e.g., if 6.1.3 is applicable, then
observation should be used to determine that default values have been provided).

A.6.2 Other conditional recommendations

a) Appl

icability:

Non- "if statement" conditional recommendations are generally appropriate to any form filling

dialogue. However, a number of the subclauses (e.g. 6.3, Choice entries) are applicable only if the form filling
dialogue utilizes such features. If the form filling dialogue did use choice entry input, the conditional
recommendations in that subclause would be applicable (and applicability of the "if statements" would be

dete

rmined as in A.6.1).

b) Adh

brence: For each non- "if statement" conditional recommendation as determined in a), inforn

adhgrence to the recommendation as described in A.6.1 b) above is necessary. For examplg

eval
whe

prop
of th

As an ai
adherend

A.7 Ci

NOTE —
purpose 3

The che
evaluatin|
This che
logical s
number

These ca
clauses h
the choic

A7.1 [
A7.1.1

The first
connectd

number,

A7.1.2

ation or empirical evaluation would both be appropriate methods to determine adherence witl
her the user can easily move through fields in error (6.4.2). If there are valid reasons\for not fi
osed recommendation, both the reasons and the design solution chosen also would be of inter
s part of ISO 9241.

d for applying the evaluation procedures described above, an evaluation checklist for appl
e is provided in Table A.1.

necklist

Users of this part of ISO 9241 may freely reproduce the checklistin this annex so that it can be used fo
nd may further publish the completed checklist.

Cklist in Table A.1 is intended as an aid for both*designers and evaluators of form filling ¢
0 both the applicability of, and adherence to, the*conditional recommendations in this part o
Cklist contains a "short version” of all of therécommendations of this part of ISO 9241 and
ructure to assist users in determining applicability. Many of the conditional recommendati
pf alternative solutions. The checklist depicts such interdependencies by means of "and" "or"
nnectors are shown only for conditional,recommendations within a particular clause (it is assur
ave inherent "ands" to the degree that'the clause is applicable). In some cases, "and/or" is specif
bs are not mutually exclusive.

Description of the checkKlist

Recommendations.¢efumn

column of the-checklist contains the "short version" conditional recommendations, connected
rs, and separated by subclause. Since each conditional recommendation is numbered with it

Lsers can’look up the full text easily in the relevant clauses of this part of ISO 9241.

Applicability columns

The first

ation about
, analytical
h respect to
bllowing the
est to users

cability and

its intended

ialogues in
f 1SO 9241.
provides a
bns allow a
connectors.
ned that the
ed because

by the logic
5 subclause

+ ] £+l A L il 1 £+l k. it idladf A H k.
wvu LulurTirio U uic AYMITUAUIILYy  PJUTUUTT UT UTC CITCURTNTOL Al PJruviutTuUu  TUT  TTULUTUITTY  Ui1c 1

esult of the

applicability determination by a checkmark in the "Y" or "N" column. In addition, this part of the checklist indicates
which of the applicability methods are relevant for each of the conditional recommendations and provides space to
"check off" the method used by the designer or evaluator. Those methods that are not relevant for a particular
recommendation are shaded to make the checklist easier to use. The codes used for the applicability methods are:

S=
D=
O=
A=

System documentation analysis
Documented evidence
Observation

Analytical evaluation
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E = Empirical evaluation

DM =

Different Method (method other than above used)
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If a different method is used (i.e., "DM" is checked), that method can be described in the Comments column. It also
should be noted that checking off the applicability methods used is considered an optional feature of the checklist.

A.7.1.3 Adherence columns

This part of the checklist indicates which methods are appropriate for determining adherence to each of the
conditional recommendations and provides space for designers or evaluators to "check off" the method used. Those

methods th

se. If the

result of thg
columnis c

M=
O =
D=1
A=A
E=E
DM 3

As for appl
column. Als
optional fea

A.7.1.4 Cd

The comme
recommeng
documente
can be app
description
appropriate

A7.15 Sdu

Users of th
adherence
(i.e., the nu

t ate-hot rolovant faor a r\nrflnlllnr rnr\r\mmnnr{nflr\h are chaded to make tho r\hnr\l/llcf easiertol
adherence test is posmve the "P" column is checked (for "passed") and if the result is negativ
necked (for "failed"). The codes used for the adherence methods are:

leasurement

Dbservation

ocumented evidence

nalytical evaluation
mpirical evaluation

Different Method (method other than above used)
cability, if a different method is used ("DM" checked), that’method can be described in the C

0, as noted for applicability, checking off the methods ‘used to evaluate adherence is consi
ture of the checklist.

mments

nt column provides space for additional, statements and comments pertaining to each of the ¢
ations and can be used to indicate the source of the assessment (e.g., name of exper
| evidence) as well as for describing ,'Different Methods" when used. Since different solutions (
ropriate in specific situations, it is best to describe such unique solutions in the comments coly

dialogue principles.

mmary data

e Applicability and Adherence Checklist could summarize the results of the evaluation by com
rating (AR)..The AR is the percentage of the applicable recommendations successfully ad
mber of gheckmarks in the "P" column divided by the number of checkmarks in the "Y" colu

highly reco
the ARs. D
checklist fo
boxes to dé

mendedhthat all of the data (i.e., number of Ps and the number of Ys) be reported in conjun
epending on the complexity of the form filling dialogue application, it may be useful to cg

e, the "F"

omments
dered an

bnditional
t, title of
methods)
mn. This

can include how these solutions relate to the form filling dialogue design recommendations and

puting an
hered to
mn). It is
Ction with
mplete a
dialogue

each form and d|alogue box used in the system and then average the ARs across the forms

e-AR is no

more than an arithmetic count which cannot be used as a rellable measurement of the degree of adherence with
applicable recommendations without taking into account the respective weights of the items (both by themselves

and in the ¢
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Table A.1 — Applicability and adherence checklist

ISO 9241-17:1998(E)

Recommendations

Applicability

Adherence

Results

Method Used

Method Used

Results

Comments

(including
sources)

Y|N

To o] o

M|O|D|A|E|DM P|F

Form filling structure

5.1

General

5.1.1

Titles

Fofms, dialogue boxes, entry screens
titlgd to clearly indicate purpose.

5.1.2

Vi

spal coding

Digtinctive visual coding used to depict
usqr entries, defaults, and previously
entered data.

5.1.3

Foim display density

Overall density not more than 40 %
(balsed on percent of total available form
spgce filled).

D

5.1.4

Insjructions

Insjructions provided on the display (or
eagily assessable through a “help”
facllity) for completing, saving, and
trapsmitting the form.

5.1.5

Ovegrview of structure

If fgrm complex, overview or visual
pressentation of structure provided.

=

5.2

Layout

[4
(0] L

5.2.1

Paper document source

If uped, form filling dialogue screen

degigned to be consistent with the layout

of the paper source document.

5.2.2

No|source document

Enfry fields grouped by function;
importance, etc., or optimize\the input
sequence from the user's point of view.

523

Refuired fields and @ptional fields

Refuired fields\positioned first unless
sudh positioning is inappropriate to the
user’'s taski

5.2.4

Alphanumeric field alignment

If appropriate to language content, entry
fields should be aligned vertically in
columns and left-justified.

5.2.5

Numerical field alignment

If field lengths are different, display right-

justified. If decimal, align to decimal

point.
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Recommendations

Applicability

Adherence

Results

Method Used

Method Used

Results

Comments

(including
sources)

DM

DM

5.2.6

Allowable field values

Information provided concerning
allowable field values.

5.2.7

Differing label lengths

If textJJr alphanumeric fields are aligned
verticdlly in columns and if label lengths
could gliffer significantly and task
involvgs sequential data entry, labels
right-jystified and field left-justified.

5.2.8

Similaf label lengths

If text pr alphanumeric fields are aligned
verticglly in columns and if field label
lengthp do not differ significantly, both
field Igbels and fields may be left-
justified.

~o.

529

Multiple instances of a field

If a laljel is used for multiple instances
of a figld, the label located above the
colump, or to the left of the row.

K74
A,

5.2.10

Multiple pages

a) Epch page identified consistently in
tHe same part of the form.

b)

flform is columnar, labels in
columns redisplayed.

5.3

Field4 and labels

5.3.1

Fixed |ength fields

If the ¢ntry fields are of fixed length,
lengthp explicitly shown.

5.3.2

Requiled versus optional field entries

Usersjable to easily distinguish*b€tween
optionfl and required fields.

5.3.3

Modifigble versus non-modifiable
fields

Users jable to distinguish between
modifigble andynon-modifiable fields.

534

Descriptive)field labels

Field labels clearly and unambiguously
describe data to be entered.

5.3.5

Distinctive labels

Distinctive and consistent words and/or

codes used for field labels.
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Table A.1 (continued)
Applicability Adherence Comments
Recommendations Results Method Used Method Used Results (including
sources)
Y|N|s|Dp|lo|A|]E|DM[M|O|D]|A|E|DM|P|F
5.3.6 |Symbols or units

Symbols or units displayed as an
additional label.

5.3.7

Cues

CufsTor data entry format (€.0.
mnj/dd/yy) displayed within the entry
fielfl or in field labels and the use of
ablyreviations clear to the user.

5.3.8

Init|lal upper-case (capital) letter for
fielfl labels

Text field labels begin with an upper-
cage letter, followed by lower-case
(snpall) letters in the remainder of the
wofd.

Ingut considerations

6.1

Geperal

6.1.1

Cufsor movement

Thé¢ user actions required to move the
curpor from one entry field to the next
mirjimized.

—

6.1.2

Incpmplete text entry field

If the entry does not fill the whole field,
usdr allowed to move directly to the next
field.

4
O/,.

6.1.3

Default values

a) | Fields contain default values
wherever possible and appropriate
to the task, and

b) | Text default fields editable”

6.1.4

Swjtching between input deviees

If appropriate to task, Switching between
inppt devices minjmized.

6.1.5

Pointing devices

If a| pointingrdevice can be used for input

in g formy.it' should be usable for

nayigation as well.
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Table A.1 (continued)

Applicability Adherence Comments
Recommendations Results Method Used Method Used Results (including
sources)

Y N S D o} A E [DM | M (¢} D A E [DM| P F

6.2 Alphanumeric text entry

6.2.1 |Justification of entries

System does entry justification, not user.

6.2.2 |Leading zeros

If lead|ng zeros are needed for numeric
entrieg, the system provides them.

6.2.3 |Multiple lines

If the fleld contains multiple lines of text
(i.e., sentence or paragraph):

a) Irjput area size — The size of the 1
input area clearly indicated, and O.}

b) Alto wrap — An auto-wrap %()
chpability provided, and s\‘\

¢) Epiting and navigation — Normal O
cpnventions.

6.2.4 |Mutually exclusive fields

/,0'

Visual|cue provided to indicate only one
of the fields to be used.

A
6.2.5 |Interd¢pendency rules \\'Q
The uge of complex “if/then” a$
interdgpendency rules among entry I
fields @voided. a

6.2.6 |Text eptry field area

.,’_z

Text field large enough to accommodate
the mgjority of entries without scrolling.

. . \ -
6.3 Choicg entries _\§

6.3.1 |Limitefl entry options

Mechgnism provided to enable_ the user
to view and select available options.

6.3.2 |Discrirhinable visual cues:

Discrirpinable visual eues used to
discrinpinate among different logical
types pf choicesentries in an application.

6.3.3 |Menus

a) Visualcues— A visualcuethata
menu is associated with the field is
provided unless option list is
continuously visible.

b) Field value — The form field

contains the most recent selection
from the menu as the current value.
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Table A.1 (continued)
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Recommendations

Applicability

Adherence

Results

Method Used

Method Used

Results

Comments

(including
sources)

S D (¢}

A

DM

M o

D A E

DM

6.3.4

Lists

a) Visual cues — A visual cue
provided to discriminate selected
from non-selected options.

b) _Long lists — Mechanism provided

to allow users to rapidly navigate
through the list.

6.3.5

Scieen buttons

Buftons used if users must select a
smpll number of options (2 to 5) and the
opfons are activated immediately after
selgection.

6.3.6

Chgice buttons

a) | Sets of choices — Exclusive choice
buttons appear in sets of 2 or more
choices.

b

-

for the field, the default choice in the
set is visibly selected.

Default choice — If there is a default

6.3.7

Bi

n@ry state settings

a) | Group presentation — Binary state
buttons should be presented in a

group.

b) |Indication of state — When the form
is presented, binary state buttons
provide a visual indication of their

current state.

-

4
O/,.

6.3.8

S

—

dpper buttons

a,

Rl

Displayed initial choice — The
initially displayed should be the
most appropriate default choice.

b) | Typing values — Users. allowed to
type in values in orderto quickly
navigate betweén.choices.

6.4

Control

6.4.1

Cofrections,before processing

The ySer should be allowed to start

ova-agaik—cancelentries—orchangs
) T T b

any entry before the form is processed.
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