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 1. Explain the process and deliverables of designing forms and 
reports

 2. Discuss general design guidelines for forms and reports: 
highlighting, formatting text, tables and lists

 3. Explain the process and deliverables of designing interfaces 
and dialogues

 4. Discuss the general guidelines for interface design and 
dialogues

 5. Explain interface design guidelines unique to the design of e-
commerce systems

Learning Objectives
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 Form

 A business document that contains some predefined data 
and may include some areas where additional data are to 
be filled in

 An instance of a form is typically based on one database 
record

 Most effective method of online data entry is form filling

Forms
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Forms
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A coding sheet is an 

“old” tool for 

designing forms and 

reports, usually 

associated with text-

based forms and 

reports for mainframe 

applications.
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Forms
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Visual Basic 

and other 

development 

tools provide 

form and 

report 

generation.
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• Follows a prototyping approach

– Initial prototype is designed from requirements

– Users review prototype design and either accept the design or request 
changes

– If changes are requested, the construction-evaluation-request cycle is 
repeated until the design is accepted

The Process of Designing Forms and Reports

Forms
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The Process of Designing Forms and Reports

Forms
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• Who will use the form or report?

• What is the purpose of the form or report?

• When is the report needed or used?

• Where does the form or report need to be delivered and used?

• How many people need to use or view the form or report?

Requirements determination

Forms
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•

Structuring Data Entry

Forms
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Entry Never require data that are already online or that can 

be computed

دست نوشته ها حداقل شود

Defaults Always provide default values when appropriate

Units Make clear the type of data units requested for entry

Replacement Use character replacement when appropriate

Captioning Always place a caption adjacent to fields

Format Provide formatting examples

Justify Automatically justify data entries

Help Provide context-sensitive help when appropriate
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Structuring Data Entry

Forms
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Structuring Data Entry

Forms
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• You can also reduce errors by using well-designed data entry screens 
and by using data validation checks

• Input Errors

– Reducing the number of input errors improves data quality

– A data validation check improves input quality by testing the data and 
rejecting any entry that fails to meet specified conditions

• Role of systems analyst is to anticipate user errors and design 
features into the system’s interfaces to avoid, detect, and correct 
data entry mistakes

Input Design

Forms
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• Table 8-9 describes types of data entry errors

• Table 8-10 lists techniques used by system designers to detect 
errors

Controlling Data Input

Forms
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Controlling Data Input

Forms
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•

Forms
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• Place yourself in user’s place when designing help

• Users should always be returned to where they were when 
requesting help

Forms
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Providing Help

Forms
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Providing Help

Forms
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• Menu bar

• Toolbar

• Command button

• Dialog box

• Text box

• List box

• Option button, or radio button

• Check box

• Calendar control

User Interface Controls

Forms

92-228



Management Information Systems

rasti.iut.ac.ir 

• An effective way to reduce input errors is to reduce input volume

• Guidelines will help reduce input volume

1. Input necessary data only

2. Do not input constant data

3. Do not input data that the user can retrieve from system files or 
calculate from other data

4. Use codes

Input Volume

Forms
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Input Volume

Forms
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• Designing Data Entry Screens 
(Guidelines will help you design data entry screens)

1. Restrict user access to screen locations where data is entered

2. Provide a descriptive caption for ever field, and show the user 
where to enter the data and the required or maximum field size

3. Display a sample format if a user must enter values in a field in a 
specific format

4. Require an ending keystroke for every field

5. Do not require users to type leading zeroes for numeric fields

6. Do not require users to type trailing zeroes for numbers that include 
decimals

7. Display default values so operators can press the ENTER key to 
accept the suggested value

Input Design

Forms
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• Designing Data Entry Screens 
(Guidelines will help you design data entry screens)

9. Display a list of acceptable values for fields, and provide meaningful 
error messages

10. Provide a way to leave the data entry screen at any time without 
entering the current record

11. Provide users with an opportunity to confirm the accuracy of input 
data before entering it

12. Provide a means for users to move among fields on the form

13. Design the screen form layout to match the layout of the source 
document

14. Allow users to add, change, delete, and view records

15. Provide a method to allow users to search for specific information

Input Design

Forms
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• Capture data as close to original source as possible

• Use electronic devices and automatic entry whenever possible

• Avoid human involvement as much as possible

• Seek information in electronic form to avoid data re-entry

• Validate and correct information at entry point

Input Devices and Mechanisms

Forms
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–

Auto ID

–

–

• Input technology has changed dramatically in recent years

Input technology

Forms
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• Magnetic card strip readers

Prevalent Input Devices to Avoid Human Data Entry

Forms
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• Bar code readers

Prevalent Input Devices to Avoid Human Data Entry

Forms
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• Optical character recognition readers and scanners

Prevalent Input Devices to Avoid Human Data Entry

Forms
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• Digitizers (device which converts analog data into digital data),
such as digital cameras and digital audio devices

Prevalent Input Devices to Avoid Human Data Entry

Forms
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• Radio-frequency identification tags

–
RFID

RFIDRFID

RFID

Prevalent Input Devices to Avoid Human Data Entry

Forms
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• Radio-frequency identification tags

Prevalent Input Devices to Avoid Human Data Entry

Forms
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بي سيمRFIDنمونه کدخوانيک RFIDنمونه تگيک 
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• Radio-frequency identification tags

• Touch screens and devices 

Prevalent Input Devices to Avoid Human Data Entry

Forms

92-241



Management Information Systems

rasti.iut.ac.ir 

• Electronic pens and writing surfaces

Prevalent Input Devices to Avoid Human Data Entry

Forms
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:  السلام حسين عليه امام 

النظرو علمه بحقائق فنون لحديثه من دلائل العالم إنتقادة 

.ختلف استاز نشانه هاي عالم ، نقد سخن و انديشه خود و آگاهي از نظرات م 


