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*

8 55
> Report
= A business document that contains only predefined data

= A document for reading or viewing data

= Typically contains data from many database records or
transactions
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Forms, reports, DFD and ERD

= Forms and reports are integrally related to DFD and E-R diagrams.

— Every input form (output) related to a data flow entering
(produced by) a process on a DFD

— Data on forms/reports consist of data elements on the E-R
diagram
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Form/Report and DFD Relationship

» Data input indicates forms while data output indicates reports.

» Process
Input data

Output/Input
Data

Process >
Output Data
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FigllI'E 11-1 Systems development life cycle with logical design phase highlighted

/ o \

Maintenance Analysis
Implementation L Dasign

Files and Databases

v Forms and Reports
Dialogues and Interfaces
Finalizing Design Specifications
Distributed and Internet Systems
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Designing Output
* QOutput should be designed to

— Serve the intended purpose

— Be meaningful to the user

— Deliver the right quantity of output

— Deliver it to the right place

— Provide output on time

— Choose the right output method
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Common Types of Reports
Scheduled:

— produced at predefined time intervals for routine information needs
Key-indicator:

— provide summary of critical information on regular basis
Exception:

— highlights data outside of normal operating ranges
Drill-down:

— provide details behind summary of key-indicator or exception reports
Ad-hoc:

— respond to unplanned requests for non-routine information needs
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Monthly Sales Summary
Year 2010 Month January
Category Season Web Telephane Mail Total
Code Sales Sales Sales Sales
Footwear Al $ 280323 § 1247878 § 540,883 $ 2,178,084
Men's Clothing  Spring $ 1768454 § 2879243 § 437,874 $ 4,691,484
Summer 213,938 387,121 123,590 724,649
Fall 142 823 129,873 112,234 384,930
Winter 2,980,489 6,453,896 675,290 10,109,675
Al 1 aag 729 4,897,235 249 234 7,086,198
Totals CreTaTagg  § 1,698,222 $ 23,391,023
Wormen's Spring AR5 510
Clothing Summear
Fall
Winter
Al
Totals
Manthly Sales Detall
Year 2010 Manth January Category Men's Clothing Season Winter
Product Product Web Telephaone Maii Total
i Description Sales Sales Sales Sales
RMO12987  Winter Parka 1,490,245  § 3,226,946 $ 337,640 $ 5,054,823
Figure 15-15 RMO13788  Fur-Lined Gloves 149,022 322 £95 24 765 505,482
RMO23788  Wool Sweater 506,007 1,280,775 145,058 2 021,940
An RMO summary report RAMO12980  Long Underwear 298, 050 845,239 88,556 1,002,005
with drill down to the RMO32998  Flesce-Lined Jacket 447,075 1,258,079 100,274 1,805,425
detailed raport Total $2,980,489 $ 6,743,836 $ 675200  $10,394,615
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Output Technologies

 Output can be in the form of

— Print (Hard Copy)

— Screen (Soft Copy)

— Audio/Film (Multimedia)
— CD/DVD/Memory

— E-mail

— The World Wide Web

— Fax

— Bulletin board messages
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Output Technologies

e OQOutput technologies differ in their
— Speed
— Cost
— Portability
— Flexibility

— Storage and retrieval possibilities
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Factors in Choosing an Output Technology

* Factors that must be considered when choosing an output technology are

What is the purpose of the output?

Who will use the output?

How many people need the output?

Where is the output needed?

What is the speed with which output is needed?
How frequently will the output be accessed?
How long will the output be stored?

Under what special regulations is the output produced, stored, and
distributed?

What are the initial and ongoing costs of maintenance and supplies?

What are the environmental requirements for output technologies?
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* Internal output is used within the corporation

e External output is used outside the organization

— External output differs from internal output in its design and
appearance

e A turnaround document is one that is sent out and then returned
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Figure 11-5a Contrasting customer information forms (Pine Valley Furniture) -
Poorly designed form

Vague title
k3 .
T : a1 )
% Pine Valley f urniture =] Rl @' }b
*

Difficult to read: information
15 packed oo tghtly

CUSTOMER INFORMATION
CUSTOMER NO: 1273
MNAME: CONTEMPORARY DESIGNS
ADDRESS: 123 OAK ST.
CITY-STATE-ZIP: AUSTIN, TX 28384
YTD-PURCHASE: A7 285 .00
CREDIT LIMIT: 10,000 .00
YTD-PAYMENTS: 42 656.65
DISCOUMNT % 5.0 -
PURCHASE: 21-JAN-OS 22,000.00
FAYMENT: 21-JAN-DS 13,000.00
PURCHASE: 02-MAR-DS 16,000.00
PAYMEMNT: 02-MAR-DS 15,500.00
PAYMEMNT: 23-MAY-05 §,000.00
PURCHASE: 12-JUL 05 9,285.00
PAYMENT: 12-JUL05 3,785.00
PAYMEMNT: 21-SEP-05 537165
STATUS: ACTIVE
' N F
| Mo navigation information | Mo summary

of account actvity
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Figure 11-5b Contrasting customer information forms
(Pine Valley Furniture) - Improved design for form

Clear title

Easy to read:
clear, balanced layout

o 2o

™ pine Vall ay Furniture

Pine VH”E}!’ Furniture Page:
Dwetail Customer Account Information Today: 11-OCT-05
Customer Number: 1273
Mame: Contemporary Designs
- CURRENT
DATE PURCHASE PAYMENT BALANCE
01-Jan-05 0.00
21-Jan05 (22 000.00) (22 000 00)
21-Jan-05 13,000.00 (=,000_00)
02-Mar05 (16 00000} (25 000 0y
D2-Mar05 15,500.00 (2.500.00)
I3-May-05 5 000.00 (4 500 .00
12-JuHda (9,285.00) (13,785.00)
12-Jul05 3,785.00 (10 000.00)
21-Jul-05 537165 (4 E28.35)
¥TD.SUMMARY {47, 285.00) 42 656.65 [4,628.35)
ik
Hedo Prior Scresn Ext -+
Summary of Clear navigation
account l!'I‘I'_'lrl'l"":'IEI':Jr! informaton
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Uses of Highlighting in Forms and Reports

* Notify users of errors in data entry or processing.
* Provide warnings regarding possible problems.

* Draw attention to keywords, commands, high-priority messages,
unusual data values.
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Methods for Highlighting
* Audible tones
* Intensity differences
* Size differences
* Font differences
* Reverse video
* Boxing
* Underlining

e All capital letters

— Methods should be consistently selected and used based upon level of
importance of emphasized information
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- . W " &
FlgllI‘E 11-6 Customer account status display using various
highlighting techniques (Pine Valley Furniture)

| Font size, intensity | | All capatal letters |

L™ pine Valley Furniture EE|E|

W]

Pine Valley Furniture Page: of 2 nghllghtlng

Detail Customear Account Informiation Today: 11-QCT-05

Customer Number: 1273 can include use
Mame: Contemporary Desians 1 Of upper Case,

CURRENT
DATE PURCHASE PAYMENT BALANCE f -

ont size
01-Jan-05 0.00 ]
21-J; 22 000,00} 22 000
E:j::gg S 13,000.00 iq;'luujg d%j dlﬁerences,
02-Mar-5 (16,000,007 (25 000 00
02-Mar-05 15,500.00 (9 500.00) b - .

old, italics

23-May-05 5 000.00 (4 500.00) : L :
2-Jul-D5 28 37
Ko S 3.785.00 ‘JE.';EE Dan]J u nderl I ne,
21-Jul-05 5371 E5 (4 bJE.35)

YT[ZI-J;UMMM‘I‘ (47, 285.00) 42,656 .65 (4,628.35) bOXI n g y an d

r

| Heln | Prior Screen Exit Oth e r
approaches.

Boxing [ Intensity differences |

30 rasti.iut.ac.ir
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Guidelines for Displaying Text

e (Case:

— mixed upper and lower case

* Spacing:

e Justification:

— left justify text, ragged right margins

e Abbreviations:

— only when widely understood and significantly shorter than full text
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FigllI‘E 11-7a Contrasting the display of textual help information -
Poorly designed help screen with many violations of the general
guidelines for displaying text

r-7C - I IR "
| ) %o >0

Fixed, uppercase text

=3

pa ) st

% HELP SCREEN: CUST-INFO 10

THE INTENT OF THIS SCREEN IS TO RETRIEVE CUSTOMER
ACCOUNT STATUS INFORMATION. INFORMATION RELATED TO
CURRENT YEAR-TO-DATE BALANCES, CREDIT LIMITS, AND
ACCOUNT STATUS IS PROVIDED. SPECIFIC INFORMATION
INCLUDES: CUSTOMER NUMBER, NAME, ADDRESS,
YTD-PURCHASES, YTD-PAYMENTS, CREDIT LIMITS, AND
DISCOUNT PERCENTAGE RATE. ALL PURCHASE AND PAYMENT
TRANSACTIONS ARE ALSO LISTED. STATUS CAN BE ACTIVE,
CLOSED, NEW (FIRST YEAR), OR VOIDED. ACTIVE AND NEWY
ACCOUNTS CAM CONDUCT BUSINESS WITH PVF. CLOSED
ACCOUNTS MUST BE RE-ACTIVATED BEFORE THE SYSTEM
WILL ACCEFT ACCOUNT TRANSACTIONS. THE SYSTEM WILL
NOT ACCEPT TRANSACTIONS FOR VOIDED ACCOUNTS. IF
MORE INFORMATION IS AVAILAELE THAN FITS ON A SCREEN
PRESS THE F2 KEY. IF YOU PRESS THE KEY AND NOTHING
HAPPENS, THEN THERE IS NO MORE INFORMATION TO VIEW. IF
YOU WANT TO PRINT THE ACCOUNT INFORMATION, PRESS F9. IF
YOU WANT TO RETURN TO THE MAIN MENU PRESS F10]

&

[ Single spacing E
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FigllI'E 11-7b Contrasting the display of textual help information -
An improved design for a help screen

Clear title Mixed case

Help Information - Reviewing Customer Account Status

The intent of this scréen is to retrieve customer account status information.  Information
related to current yearto-date balances, credil imitg, and account slatus is provided.

Field

1. Customer Nurnber PYF assigned customer number

2. Mame / Address full custormer name and mailing address
3. YTD-Purchases total of current-year purchases

4. ¥TD-Payments total of curent-year payments

5. Credil Lirnit maximum outstanding balance

6. Outstanding Balance current account balance

7. Discourt Percentage sales discound rate

B. Status current account status

Description of Account Statlus:

1. Active in gopd standing

2. Closed no lofger & current account; must reapply to change status to active
3. Mew in gopd standing but a customer for < 1 year

4. Voided not 1 good standing (2 g, an excessve balance)

F1 = Help (displays this screen)

F2 = Account Details (is only displayed if > 1 page is available)
F9 = Print (prints "Customer Status Repor™)

F10 = Retumn (returns to pnor screen

| Spacing between sections |

rasti.iut.ac.ir
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Guidelines for Tables and Lists
 Labels

— All columns and rows should have meaningful labels.

— Labels should be separated from other information by using
highlighting.

— Redisplay labels when the data extend beyond a single screen or page.

rasti.iut.ac.ir
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Guidelines for Tables and Lists

 Formatting columns, rows and text:

Sort in a meaningful order.
Place a blank line between every five rows in long columns.

Similar information displayed in multiple columns should be sorted
vertically.

Columns should have at least two spaces between them.
Allow white space on printed reports for user to write notes.
Use a single typeface (font and size), except for emphasis.

Use same family of typefaces within and across displays and
reports.

Avoid overly fancy fonts.
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Guidelines for Tables and Lists

* Formatting numeric, textual and alphanumeric data:

— Right justify numeric data and align columns by decimal
points or other delimiter.

— Left justify textual data. Use short line length, usually 30 to
40 characters per line.

— Break long sequences of alphanumeric data into small
groups of three to four characters each.
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Figlll‘E 11-8a Contrasting the display of tables and lists
i Pine Valley Furniture) - Poorly designed form

Mo Single column
column labels for all types of data

o b -

CUSTOMER INFORMATION

CUSTOMER MNO: 1273

MAME: CONTEMPORARY DE3GMNS
ADDRESS: 123 OAK ST.

CITY-STATE-ZP: AUSTIM, TX 28384

YTD-PURCHASE: 47, 285.00

CREDIT LIMIT: 10,000.00

YTD-PAYMENTS: 42 66865

DISCOUNT % 5.0 -
PURCHASE: 21-JANDS 22 000.00
PAYMENT: 21-JANDS 13,000.00
PURCHASE: 02-MAR-DS 16,000.00
PAYMEMNT: 02-MAR-DS 15,500.00
PAYMENT: 23-MAY05 5,000.00
PURCHASE: 12-JUL-05 8.285.00
PAYMENT: 12-JULD5 3,785.00
PAYMENT: 21-SEPO5 537165
STATUS: ACTIVE 1

I Mumenc data are left justhed |
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FigllI‘E 11-8b Contrasting the display of tables and lists
i Pine Valley Furniture) - Improved design for form

Clear and separate column labels
for each data type

T .
L5 Pine Valley Furniture

Pine Valley Furniture Page: 2 of
Dietail Customer|Account Information

Today: 11-OCT-0%
Customer Number: 1273

! R N

DATE PURCHASE PAYMENT BALANCE
01-Jan-05 0.00
21-Jan-05 (22 00000 (22 00000y
21-Jan-05 13,000.00 (=,000.00)
02-Mar-05 (16 Q00 00 (25 00000y
02-Mar-05 15 500,00 (2,500.00)
23-May-05 S 000,00 (4 .500.00)
12-Jul05 H@,285.00) (13.785.00)
12-Jul05 3.785.00 (10.,000.00)
21-Jul-05 5 37165 (4 B2E. 35)
YTD-SUMMARY [ l',?:ﬁ.ﬂﬂ'_l 42 .,656.65 [4,628.35)
Help Prior Screen E:xit

| Mumernc data are right justified J
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Figl]I‘E 8.9 Tabular Report [Hustrating Good Report Design Guidelines

Place meaningful . Use a Box the table data to
labels on all fg”l:ﬂhfl';f“ﬁ meaningful improve the appearance
columns and rows ! title of the table

Pine Valley Furniture ——
Salesperson Annual Summary Report, 2002

January 10, 2003 Page 1 of 2
Quarterly Actual Sales |
n SS5N First Second Third Fourth

e

Region Salespersc
Morthwest & Mountain

Baker =— G99-00-94999 195,000 146,000 133,000 120,000
Hawthorne 999-99-9999 | 220,000 | 175,000 | 213,000 | 198,000
Hodges 999-99-9999 | 110,000 495,000 170,000 120,000 >

Midwest & Mid-Atlantic

Franklin QOO-O9-0999 110,000 120,000 170,000 90,000
Stephenson! 999-99-9999 75,000 66,000 £0,000 80,000
Swenson | 999-99-9999 110,000 98,000 O, 00 90,000

MNew England

Brightman  999-99-9999 | 250,000 ( 280,000 | 260,000 | 330,000
Kennedy = 999-99-9999 | 310,000 | 190,000 270,000 | 280,000

1. Sales reflect May|1, 2002 — December|31, 2002.
i

!ﬁ |
Superscript characters Sort columns in some Long sequence of Right-justify
can be used to alert meaningful order dlphanumeric data all numeric data
reader of more (names are sorted is grouped into b
detailed information alphabetically smaller sagrmeants
within region) Try to fit table
onto a single page
to help in making
comparisons
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Table/ graphs

e Use tables for reading individual data values

e Use graphs for:

— Providing quick summary

— Displaying trends over time

— Comparing points and patterns of variables
— Forecasting activity

— Simple reporting of vast quantities of information
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b 19 903 E1gif

Men’s Clothing Sales - January 2007

. Web Sales
. Telephone Sales
D Mail Sales

Men’s Clothing Sales by Season - January 2007

7,000,000
6,000,000
5,000,000

4,000,000
3,000,000 4 - Telephone Sales

2,000,000 - [0 Mail sales
1,000,000
0

- Web Sales

Spring Summer  Fall Winter
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Figure 11-10a Graphs for comparison - Line graph

Pine Valley Furniture
Quarterly Sales Report

30
o
8 25 i \f/.\
o
o 20
5 15 - Salesperson
o
= ‘\_'//r’* 8- Hawthorne
2 10
© Baker
“ Ll —e- Hodges

Y First Second Third Fourth
Quarter

Northwest & Mountain Region

Bar and line graphs give
pictorial summary
Information that can
enhance reports and
forms.

Figure 11-10b Graphs for comparison - Bar graph

Pine Valley Furniture
Quarterly Sales Report

Sales Volume (0000)

Salesperson

M Hawthorne
Baker

M Hodges

First Second Third Fourth
Quarter

MNorthwest & Mountain Region
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