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PREFACE Special Notices

References in this publication to IBM products, programs, or services do
not imply that IBM intends to make these available in all countries in
which IBM operates.

Any reference to an IBM licensed program or other IBM product in this
publication is not intended to state or imply that only IBM's program or
other product may be used. Any functionally equivalent program that does
not infringe any of IBM's intellectual property rights may be used instead
of the IBM product. Evaluation and verification of operation in
conjunction with other products, except those expressly designated by IBM,
is the user's responsibility.

Copyright License: Program developers may copy and distribute these
Common User Access specifications in any form without payment to IBM, for
the purpose of developing their own original programs conforming to these
specifications and for the purpose of using, reproducing, marketing, and
distributing such programs.

Each reproduction of any portion of these specifications or any derivative
work based thereon that is marketed or distributed to others must include
a copyright notice as follows: (© Copyright (your company name), (year).
All Rights Reserved.

IBM and others may have patents or pending patent applications,
trademarks, or copyrights covering subject matter in this document. The
furnishing of this document does not give you any license to these
patents, trademarks, or copyrights, except as explicitly set forth herein.
You can send license inquiries, in writing, to the IBM Director of
Commercial Relations, IBM Corporation, Purchase, NY 10577.

The following terms, used in this publication, are trademarks of the IBM
Corporation in the United States and other countries:

International Business Machines IBM
Systems Application Architecture SAA

Application System/400 AS/400
Operating System/400 0s/400
Operating System/2 0s/2
System/370 MVS/ESA
Presentation Manager VM/XA

An asterisk (*) is used in the text of this book to identify the IBM
trademarks.
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FRONT_1 About This Book

This book provides a description of the Systems Application Architecture*
(SAA*) Common User Access (CUA) basic interface for software applications
developed to run on nonprogrammable terminals in the SAA* operating
environments on System/370* and Application System/400* (AS/400*). The
System/370* operating environments are MVS/ESA* TSO-E, VM/XA* CMS, VM/SP
CMS, IMS/VS DC, and CICS/VS. The AS/400* operating environment is
Operating System/400* (0S/400%) .

ERONT 1.1 Who Should Use This Book

EFRONT 1.2 How to Use This Book

ERONT 1.3 Systems Application Architecture
FRONT 1.4 Related Publications
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FRONT_1.1 Who Should Use This Book

This book is written for designers and developers of software applications
in the previously listed operating environments. The purpose of this book
is to assist you in designing a user interface that is consistent within
your application and across other applications. This book presents the
user interface style guidelines and implementation considerations that
you, the designer and/or developer, must be concerned with.

If you are specifically designing an application to run on the
programmable workstation under Operating System/2* Extended Edition (0S/2*
EE) or Operating System/2* Standard Edition (0S/2* SE), you should use
Systems Application Architecture, Common User Access: Advanced Interface
Design Guide, SC26-4582 as your guide.

This book describes user interface principles, techniques, and components
that apply to a variety of software applications. In addition to
describing what the components look like and how they work, this book
gives guidelines on when to use them and what benefit they provide users.

This book also provides a basis for extending the components of CUA. In
order to extend a component, it is important to understand how users
benefit from it. It is also important to not change any of the basic
elements of a component. You should always add to or extend, not
supersede or change, the fundamental components in order to maintain
consistency with and migration to other applications.
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FRONT_1.2 How to Use This Book

Usually, the development of a good application starts with a set of goals,
or principles, of the application. Based on these principles, a
high-level design is created for the application, describing its overall
function and style; this is the application model. Finally, there is the
low-level design and implementation that is based on both the application
principles and the model.

This book has been organized to work in conjunction with this application
development process. It is intended to complement application development
methods.__Part 1, "Introduction and Principles™ in topic 1.0 describes the

principles for the CUA interface.

Based on these principles, " i i " i ,
describes two interface models that can be implemented using programming
tools in your software environment. The first model is the text subset of
the graphical model. (The graphical model is described in Systems
Application Architecture, Common User Access: Advanced Interface Design
Guide, SC26-4582.) This interface style is referred to throughout this
book as text or text subset. It is the type of interface described in
Systems Application Architecture, Common User Access: Panel Design and
User Interaction, SC26-4351. The other model is the entry model, which
has most of the interface elements and interaction techniques contained in
text, except for action bars and pull-downs.

Many applications originally developed to run on nonprogrammable terminals
may be modified eventually to run on the programmable workstation under
0S/2*. To support this migration, Part 2 also includes guidelines and
considerations to help you make the transition smoother for you and your
application users.

"

Part "Component D ription in topi 0 describes the fundamental

components of the user interface.

User interface design is only one aspect of the development of usable
software applications. Some other aspects are function, performance,
supporting documentation, and national language support. Although the
focus of this book is on the design and development of the user interface,
you must not ignore the other aspects of application development because
these aspects affect each other.

The figures in this book are samples. Each illustrates an implementation
of panel layout rules and recommendations. Details of panel layout not
specifically prescribed, such as the number of spaces between panel
elements, are determined by application-enabling tools or the application
designer.
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FRONT_1.3 Systems Application Architecture

CUA is one of the four elements of SAA*, which is a collection of selected
software interfaces, conventions, and protocols that collectively provide
the framework for the development and execution of consistent
applications. The other elements of SAA* are:

- Common Programming Interface (CPI)

The CPI defines the languages and services that enable programmers to
write application programs that can run in all SAA* environments.

- Common Communications Support (CCS)

The CCS defines the architectures and protocols that interconnect SAA*
systems and devices.

_ Common Applications.

Common applications are CUA-conforming applications that are written
using the appropriate CPI interfaces and CCS functions.

Applications that are built using the main elements of SAA* enable both
the developer and the users of the applications to be more productive.
These applications also provide an increased level of consistency and
connectivity across SAA* environments and enable an enterprise to make the
best use of its resources.

f29bdg00.boo Page 1



FRONT_1.4 Related Publications

The following publication will help you understand the value and
attributes of an SAA* application:

Systems Application Architecture, A Guide for Evaluating Applications,
G320-9803.

The following publication discusses the definition of CUA for designers
and developers of applications intended specifically for use on
programmable workstations running 0S/2*:

Systems Application Architecture, Common User Access: Advanced
Interface Design Guide, SC26-4582.

This Basic Guide and the Advanced Guide replace the Systems Application
Architecture, Common User Access: Panel Design and User Interaction,
SC26-4351.

The following books contain the IBM rules, guidelines, and information
necessary to provide national language support:

- National Language Information and Design Guide, Volume 1: Designing
Enabled Products, Rules and Guidelines, SE09-8001

- National Language Information and Design Guide, Volume 2:

Left-to-Right Languages and Double-Byte Character Set Languages,
SE09-8002.
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1.0 Part 1. Introduction and Principles

1.1 Chapter 1. Introduction to CUA
.2 Chapter 2. Principles
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1.1 Chapter 1. Introduction to CUA

The user interface is the means through which users communicate with the
computer system. The Common User Access (CUA) is the definition of user
interface components that should be the same across all applications. The
definition is based on a set of generally accepted user interface design
principles. It is optimized for ease of use and encourages learning by
exploring. The fundamental objectives of CUA are:

_ Usability and consistency within an application
Consistency across applications.

When the framework, interaction techniques, and terminology are consistent
across a variety of applications, users develop an expectation, or
conceptual model, of how an application behaves. If new applications then
support the same conceptual model, users can transfer what they have
learned to other applications and predict how other applications will
behave. This reduces the amount of time users need for learning new
applications.

Computer users represent many diverse classes of users ranging from those
who use nonprogrammable terminals attached to hosts to those who use
personal computers that run either stand-alone or attached to hosts as
programmable workstations. To balance the value of consistency between
the two environments with the advanced capabilities of the programmable
workstation, CUA defines two user interface models: entry and graphical.
Where practical, similar user interface components are used across the
models to enhance transfer of knowledge.

1.1.1 Entry Model

1.1.2 Graphical Model

1.1.3 Text Subset of the Graphical Model
1.1.4 Workplace Environment

1.1.5 CUA Documentation

1.1.6 CUA 1989 Versus CUA 1987

1.1.7 Programming Tools

1.1.8 Summary
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1.1.1 Entry Model

The entry model is the recommended model for the nonprogrammable terminal
environment. It is best suited for applications that have panels with
menus and prompts. It is intended for data-entry-intensive applications
on nonprogrammable terminals and may also be appropriate for that type of
application on the programmable workstation. The 0S/400* operating system
demonstrates many of the aspects of the entry model.
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1.1.2 Graphical Model

The graphical model is recommended for individual applications, such as
report writers and query products, designed to be used on a programmable
workstation running with the 0S/2* operating system. It makes extensive
use of the windowing capabilities of that operating system. It includes
action bars and their associated pull-downs, windows for messages, and
parallel dialogs, such as help. It defines the use of standard graphical
cues, such as check boxes. It is intended for all programmable
workstation applications. The 0S/2* user interface is an example of the
graphical model.
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1.1.3 Text Subset of the Graphical Model

The nonprogrammable terminal version of the graphical model is called the
text subset. It maintains a close affinity to the graphical model,
including action bars and their associated pull-downs and windows. It is
intended for decision-intensive applications on nonprogrammable terminals.
Applications developed with the ISPF dialog tag language can substantially
conform to the text subset.

f29bdg00.boo Page 1



1.1.4 Workplace Environment

The workplace environment is an extension of the graphical model suitable
for the integration of applications into an electronic version of a
working environment that simulates a real workplace. For example, an
electronic workplace for the office would have mail baskets, file
cabinets, telephones, and printers that all applications could share. The
separate applications are integrated as objects that appear as icons in
the workplace environment. The workplace is optimized to the use of a
mouse for moving objects on the screen. For example, to print a document,
users use the mouse to drag an icon representing the document to an icon
representing the printer. The workplace environment applies only to
programmable workstations. The IBM* OfficeVision/2 is an example of the

workplace environment.
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1.1.5 CUA Documentation

These models are described in two SAA* documents. This book, the Systems
Application Architecture, Common User Access: Basic Interface Design Guide
is primarily for nonprogrammable terminal application designers. It
describes the entry model and the text subset of the graphical model. It
also describes techniques for migrating applications from the
nonprogrammable terminal environment to the programmable workstation
environment. The Systems Application Architecture, Common User Access:
Advanced Interface Design Guide is primarily for 0S/2* application
designers. It describes the graphical model and the workplace
environment.
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1.1.6 CUA 1989 Versus CUA 1987

The first definition of CUA was contained in Systems Application
Architecture, Common User Access: Panel Design and User Interaction,
published in December, 1987. That book is being replaced by two SAA*
books: this one, which is for the design of applications that run on
nonprogrammable terminals and Systems Application Architecture, Common
User Access: Advanced Interface Design Guide, which is for the design of
applications that run on programmable workstations. The major change from
the previous book is that the new design guides define the user interface
models and contain increased consistency requirements.

The specific changes in the new design guides are:

_ Separation into two books, one for the programmable workstation and
one for the nonprogrammable terminal.

This enables the application designer to concentrate on the interface
best suited to the environment the application will run in.

- Separation by interface model.

This enhances the clarity and usability of the information for
application designers.

- Selection of options based on model.

Guidelines are provided for each model that describe how to use the
interface components to enhance consistency.

Inclusion of design principles and rationale for the user interface
components that make up each model.

This enables application designers to extend the interface to meet the
unique needs of an application while preserving consistency across
applications.

— Changes to some programmable workstation user interface components.

This enables exploitation of the graphical capabilities of
programmable workstations.

- Definition of additional user interface components.

This provides increased consistency.
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1.1.7 Programming Tools

Applications that substantially conform to the entry model can be
implemented with development tools for nonprogrammable terminals. These
tools include ISPF and CSP for the MVS and VM environments, DDS for the
0S8/400* environment, BMS for the CICS/VS environment, and MFS for the
IMS/VS DC environment. In addition, ISPF enables the development of the
text subset of the graphical model on nonprogrammable terminals. The
0S/2* Dialog Manager is intended to support the development of
applications that conform to many aspects of the entry and graphical
models for the programmable workstation.
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1.1.8 Summary

CUA enables application developers to create applications that are usable
and that have a user interface that is consistent across applications.
The CUA definition spans a broad range of user requirements from an entry
model optimized to nonprogrammable terminals to an integrated workplace
environment optimized to programmable workstations. CUA represents the
commitment of IBM to the user interface; CUA will continue to evolve
consistently and to incorporate new technology. It is expected that the
major evolution of CUA will take place in the programmable workstation,
based on the integrated workplace environment.
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1.2 Chapter 2. Principles

This section identifies design principles and describes techniques that
support these principles. The principles and techniques are interrelated;
therefore, the purpose for one technique may be similar to that of others.
The definitions of user interface elements in the Common User Access are
based on these principles and techniques.

It is important to understand these principles because the major portion
of design is up to you. You must decide how to use and extend the
components so they best support application-specific functions and provide
the most usable interface. If you do not base an application on the
design principles, you will find it difficult to produce a highly usable,
consistent application; you may even find it difficult to use the
interface components.

In general, there are two types of information presented to users: objects

and actions.

Object is a general term for anything that users can manipulate as a
single unit. Most objects are composed of sub-objects. For example, in a
word processing application, the sub-objects of the document (the object)
may be paragraphs, sentences, phrases, words, and letters.

Action is a general term for ways that users can modify, manipulate, or
create objects. Actions modify the properties of an object or manipulate
the object in some way. Properties are unique characteristics of an
object; properties describe the object. In a word processing application,
for example, the text in a document may have a type style property.
Because the type style is a property, users can change it, for example,
with a Set font action. Save and Print are examples of actions that

manipulate an entire object.

.2.1 Design Approaches
1.2.2 Design Principles
1.2.3 Developing the Users' Conceptual Model
1.2.4 Allowing Users to Control the Dialog
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1.2.1 Design Approaches

CUA describes two different design approaches for the application user
interface: object-action and action-object.

An object-action oriented interface is one that first presents the objects
with which users can work. Objects, not actions, are the focus of the
users' attention. Users are expected to recognize and select one or more
of the objects presented and then recognize and select one of the actions
supported for the object or objects.

In this type of user interface, there is always a visual cue on the screen
that indicates the set of objects with which users can work. An example
of such a cue would be a list of the types and/or names of the objects,
possibly with accompanying attributes or descriptions. In addition, the
text subset also provides visual cues for available actions, so users can
see which actions they can perform on the selected objects.

In contrast, an action-object oriented interface is one that first
presents a list of actions. Users must first select an action to be
performed and then choose the object or objects to perform the action on.

In some applications, the action-object orientation takes the form of a
command interface, in which users must remember everything necessary to
complete an action on an object. They must remember the name of the
action, the name of the object, and the syntax of the command that will
give the desired result. There are no visual cues to help users identify
available objects or applicable actions. This type of interface is best
provided in conjunction with a more visual interface, as a fast path for
experienced users.

Often, the action-object orientation appears in the form of a hierarchy of
menus. The first menu may be a list of the types of actions available to
users. Users make a selection from that menu and progress to the next
menu in the hierarchy, which might be a finer definition of the action
type chosen. At the lowest-level menu in the hierarchy, users see a list
of individual actions. Once they choose an action, they are asked to
identify the object or objects on which the action is to be performed.

If a carefully designed application makes a limited number of actions
available for each object and does not require users to understand its
objects and their relationships, the action-object approach may be
appropriate. The interface can provide visual cues to possible actions
and available objects. It can be very easy to use, and may even be
walk-up-and-use, because it leads users through a simple series of tightly
controlled steps to complete a task.

For an application with numerous available actions and/or an application
whose users need to understand the objects and their relationships, the
object-action orientation is recommended. Some of the major reasons for
this recommendation are:

a The object-action orientation avoids what are often referred to as
action modes, which force users to switch from one mode to another to
perform different actions on the same object.

J In a large system or an application with many actions, the
action-object approach may require clustering of actions into higher
levels, or categories, of action types. This often results in very
large, complicated menu hierarchies. With the object-action approach,
only the actions applicable to the users' chosen objects are
presented. This avoids the need for large menu hierarchies.

3 The object-action orientation combined with the visual approach used

in CUA supports user exploration and user control, because only the
actions applicable to selected objects are available to users. Users
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can view all available actions and perform them in the desired order,
rather than in an order dictated by the application.

3 In the action-object orientation, actions that apply to multiple
objects may have to be given slightly different names, for example,
synonym verbs, to distinguish their uses. Users may be confused by
the similar action names or be led to believe that more actions are
available for a given object than there actually are. With the
object-action orientation, the same action name can be used for all
objects to which it applies. The application knows how to tailor the
action to the chosen object; users, therefore, do not have to
distinguish among synonyms.

J The larger the number of possible actions, the more difficult it is to
refine and nest action types and names consistently and unambiguously.
The general categories into which finer distinctions and actions are
grouped may not be very meaningful in themselves. They often exist
only for the purpose of grouping and may be arbitrary, abstract, or
redundant. The object-action orientation, as noted previously, allows
the application to offer only the actions applicable to the users'
chosen objects. Hierarchies of action types and actions can,
therefore, be minimized.

Appendix C, "Designing an Object-Action Oriented Application" in

topic APPENDIX1.3 contains specific suggestions and guidelines for
designing object-action oriented applications.
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1.2.2 Design Principles

The two design principles are:
- Users can develop a conceptual model of the interface.

Users can develop a conceptual model of how an application should
work. The user interface should confirm the conceptual model by
providing the outcome users expect for any action. This occurs only
when the application model is the same as the users' conceptual model.

_ Users should be in control of the dialog.

You should allow users to control the dialog. Putting users in
control means users should be able to perform any action in any
sequence they want to complete their tasks.

Traditional applications that are sequential in nature do not support
this principle. The object-action design approach supports this
principle far better than the action-object approach. However,
thoughtfully designed action-object applications can go a long way
toward putting users in control. For guidance on when the
action-object design approach is appropriate, see Chapter 4, " Entry
Iﬂﬁdﬂl" ]. n Qpl C 2 .( .
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1.2.3 Developing the Users' Conceptual Model
There are several techniques that develop and consistently reinforce the
users' conceptual model of the user interface. They are:

Using metaphors
Designing a user-driven interface

Making the user interface consistent
Avoiding modes

Making the interface transparent.

1.2.3.1 Using Metaphors

1.2.3.2 Designing a User-Driven Interface
.2.3.3 Making the User Interface Consistent
2.3.4 Avoiding Modes

1.2.3.5 Making the Interface Transparent

f29bdg00.boo Page 1



1.2.3.1 Using Metaphors

A metaphor, or analogy, relates two otherwise unrelated things. Writers
use metaphors to help readers create a conceptual image, or model, of the
subject. This same principle applies to applications. Using metaphors is
a way to develop the users' conceptual model of an application. When you
use metaphors that are familiar and real-world based, users can transfer
previous knowledge of their environment to your application interface.

You must be careful in choosing a metaphor to make sure the metaphor meets
the expectations users have because of their real-world experience.

Often, an application design is based on a single metaphor. For example,
billing, insurance, inventory, and banking applications can present forms
that are visually equivalent to the paper forms that users are accustomed
to seeing.
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1.2.3.2 Designing a User-Driven Interface

Another technique to develop and reinforce the users' conceptual model is
to provide a user-driven design. Often the goal of an application is to
automate what was a paper process. As users begin to use a computer to do
their work, you should try to make their transfer simple and natural.
Design your application so it allows users to apply their previous
real-world knowledge of the paper process to the application interface.
Your design can then support the users' environment and goals. As an
important part of your application design, perform a task analysis to
learn what users want to do and how they want to do it. For example, you
should identify the audience for your application and study how they
currently perform tasks. For more information, see Appendix D,

in topi PPENDTX1.4. Use the results of the task
analysis to model the user interface for your application. You should

"Recommended Readings"

test your application to make sure it meets the audience requirements.
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1.2.3.3 Making the User Interface Consistent

Making the user interface consistent is one way to develop and reinforce
the users' conceptual model of applications. Applications should be
consistent with their hardware and software environments and throughout
the applications themselves.

Consistency throughout an application is supported by establishing:
| Common presentation: what users see
J Common interaction: how users interact with the components

3 Common process sequence: how users and the computer communicate with
each other

| Common actions: how similar actions are implemented in the same way.

Common Presentation: Users become familiar with interface components when
the visual appearance of the components is consistent and, in some cases,
when the location of the components is consistent. This book describes
the specific presentation and location for several components of the user
interface. For example, the panel title is a user interface element that
is consistent in both appearance and in location. Entry fields, however,
are consistent in appearance but not in location; they can appear anywhere
in the work area.

Common Interaction: After users can recognize interface components, they
can interact with these components. When you consistently support the
interaction techniques associated with each component, users become
familiar with these techniques.

Common Process Sequence: CUA supports two process sequences that
correspond to the two design approaches discussed previously in this
chapter: object-action and action-object. When your application
consistently supports one process sequence, users become familiar with the
way to interact with the application. They also learn how the application
responds. For example, if your application consistently supports the
object-action sequence, users know that they must first select an object.
They also know that a selected object is indicated, but no action is taken
until they request an action. After users learn this way of expecting the
computer to respond, their conceptual model would not be supported if
users selected an object and your application immediately performed an
action.

Common Actions: CUA defines actions that have specific meanings. Common
actions provide a language between users and the computer so users can
understand the meaning and result of actions. CUA defines common actions
and terminology to assist you in providing consistency. For example, when
users press the F1 key or an engraved Help key, they are telling the
computer that they want to get help for the specific area of the
application they are working on.
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1.2.3.4 Avoiding Modes

Users are in a mode whenever they must cancel or complete what they are
doing before they can do something else or when the same action has
different results in different situations. Modes force users to focus on
the way an application works, instead of on the task they want to
complete. Modes, therefore, interfere with the users' ability to use
their conceptual model of how the application should work. It is not
always possible to design a modeless application; however, you should make
modes an exception and limit them to the smallest possible scope.

Whenever users are in a mode, you should make it obvious by providing good
visual cues. The method for ending the mode should be easy to learn and
remember .

Some types of modes are recommended by CUA. They are:

Modal Dialogs

Sometimes an application needs information to continue, such as the
name of a file into which users want to save something.

Exception Conditions

When an application or system experiences an exception condition,

users must take corrective action in order to continue their work.
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1.2.3.5 Making the Interface Transparent

Do not make users focus on the mechanics of an application. A good user
interface does not bother users with mechanics. Users view computers as
tools for completing tasks, as a car is a tool for getting from one place
to another. Users should not have to know how an application works to
complete a task, as they should not have to know how a car engine works to
get from one place to another.

A goal of user interface design is to make the user interaction with the
computer as simple and natural as possible.

- Making the Interface Simple

Your user interface should be so simple that users are not aware of
the tools and mechanisms that make the application work. As
applications become more complicated, users must have a simple
interface so they can learn new applications more easily. Today's car
engines are so complex they have on-board computers and sophisticated
electronics. However, the driver interface remains simple: drivers
need only a steering wheel and the gas and brake pedals to operate a
car. Drivers do not have to understand what is under the hood, or
even be aware of it, in order to drive a car, because the driver
interface is still simple. Applications should provide the same
simplicity for users.

- Making the Interface Natural

The user interface should be intuitive so users can anticipate what to
do next by applying their previous knowledge of performing tasks
without a computer. An application, therefore, should reflect a
real-world model of the user goals and the tasks necessary to reach
those goals. One way to provide an intuitive user interface is to use
metaphors, as discussed previously in this section.
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1.2.4 Allowing Users to Control the Dialog

The second design principle is that users want to be and should be in
control of the dialog. Traditional application designs put the
application in control of the dialog, regardless of whether or not that
design approach was appropriate for users. Putting users in control of
the dialog requires a design approach that is fundamentally different than
the traditional approach.

Users are in control when they are able to switch from one activity to
another, change their minds easily, and stop activities they no longer
want to continue. Users should be able to cancel or suspend any
time-consuming activity without causing disastrous results.

The techniques that put users in control are:

- Making the interface forgiving
_ Making the interface visual
Providing feedback.

The text subset of the graphical model, which requires the object-action
orientation, supports this principle and its supporting techniques. The
entry model can support them to some extent, though to a lesser degree
than the text subset.

1.2.4.1 Making the Interface Forgiving

.2.4.2 Making the Interface Visual
1.2.4.3 Providing Feedback

f29bdg00.boo Page 1



1.2.4.1 Making the Interface Forgiving

The user interface should be forgiving. User actions should be easily
reversed. When users are in control, they should be able to explore
without fear of causing an irreversible mistake. Because
learn-by-exploring environments involve trial and error, users should be
able to back up or undo their previous action. Actions that are
destructive (that may cause the unexpected loss of the users' information)
require a confirmation. Users should feel more comfortable with a
computer when their mistakes do not cause serious or irreversible results.

To users, the unexpected loss of their information is the most frustrating
and destructive application occurrence. When you allow users the
opportunity to change their minds about an action that would destroy
significant data, you provide a forgiving interface, even if you are
unable to allow them to undo the action after it is completed.
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1.2.4.2 Making the Interface Visual

You should make your interface highly visual so users can see, rather than
recall, how to proceed. Both the presentation of interface components and
the user interaction with the components should be visual. Whenever
possible, provide users a list of items from which they can choose instead
of making them remember valid choices. The user interface described in
this book supports many components that are visual.
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1.2.4.3 Providing Feedback

Provide feedback for user interactions, whenever possible. Users should
never perform an action without receiving visual feedback, audible
feedback, or both. For example, color, emphasis, and other presentation
techniques show users which choices they can select, when a choice has
been selected, and when a requested action has been completed.
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2.0 Part 2. Application Models

This section describes the two Common User Access models for
nonprogrammable terminals: the entry model and the text subset of the
graphical model, or text subset. This section also describes the
fundamental user interface components you must consistently support in
implementing both models and how the models will look when moved into the
0S/2* environment.

Each model describes how interface elements work together, not how they
are implemented. This section includes only the elements that are
fundamental or recommended for each interface model.__Part 3, "Component
descriptions™ in topic 3.0 describes the implementation of individual
components, optional elements, and the optional variations of elements
that are included in CUA to accommodate some programming tools. For a
list of fundamental, recommended, and optional elements for each model,

see MComponent Requirements by Model" in topic 3.1.3.

If you want to extend the user interface described in this section (for
example, if you want to use graphical equivalents of interface elements or
if you want to support a mouse), implement the extensions as similarly as
possible to their descriptions in Systems Application Architecture, Common
User Access: Advanced Interface Design Guide, SC26-4582.

2.1 Consistency

2.2 Ease of Use

2.3 User Migration

2.4 Aspects of User Interface

2.5 Chapter 3. Text Subset of the Graphical Model

2.6 Chapter 4. Entry Model

2.7 Chapter 5. Migration to the Programmable Workstation

f29bdg00.boo Page 1



2.1 Consistency

As you design an application, you should remember that it will be one of
many that users can run. Users may switch back and forth between

applications frequently. To achieve consistency under these conditions,
applications must look and act alike to some degree. In some cases, the

components of the applications must even be identical.

Presentation of CUA elements should be consistent across all applications
running on a terminal, but applications should take advantage of the
capabilities of the particular type of terminal being used. Some CUA
elements have different appearances on different terminals, based on
variations in hardware capabilities. Figure 1, Figure 2, and Figure 3
show some of the differences that occur because of the different character

sets that are available on various terminal types.
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Figure 1. Terminal Using Invariant Character Set
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Figure 2. Terminal Using an Alternate Character Set
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Figure 3. Terminal Using Another Alternate Character Set

The major visual difference between the entry model and the text subset of

the graphical model is that the text subset makes use of action bars and

pull-downs,

interface elements described in CUA are common to both models.

while the entry model does not.

However, most other user

This

provides a significant degree of user interface consistency between text

subset and entry model applications,

even though their overall appearance

is different and their underlying designs may be entirely dissimilar.
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2.2 Ease of Use

These interface models are optimized for ease of use rather than for ease
of learning. Users learn by exploring the system after some initial
training. Once users have learned a few basic things about the interface,
such as how to move the cursor to a choice and select it and how to get
help, they should feel free to explore and continue to learn about an
application.

An interface optimized for ease of learning is often called
walk-up-and-use. This type of interface requires that applications lead
users step by step through their activities and present information
frequently to tell users what to do next and how to do it. New users find
this very helpful. However, once they know how to use the applications,
the continued presentation of tutorial information, once so welcome,
becomes an annoyance.

In designing your applications, you should consider carefully before
choosing to put ease-of-learning features in the user interface. In
general, these features should be frequent only in applications that you
expect will be used primarily by inexperienced users or will be used only
a few times. A good place for such an application might be an automated
information booth in an airport or hotel lobby. The entry model is better
suited than the text subset for providing ease-of-learning features.
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2.3 User Migration

As users move from one application or environment to another, they require
some learning. However, by following a CUA model when you design your
applications, you can reduce the amount of learning users require during
migration.

For example, users of an entry model application require some learning
when moving from use of an application on a nonprogrammable terminal to
use on a programmable workstation. Users need to learn a few things about
the programmable workstation environment; for example, the cursor does not
move freely over the entire screen.

However, users do not need to learn the differences between underlying
functions in the nonprogrammable terminal and the 0S/2* environments; they
are shielded from those functions by the application. Also, users need
only minimal knowledge of the windowing functions of 0S/2*. Once users
have learned the few differences they need to know, they should experience
no significant difficulty in using the application in the new environment.

A similar ease of user migration should occur for a text subset
application that is moved from a nonprogrammable terminal to a
programmable workstation.

Users moving from an entry model application to a text subset application
will need to become familiar with the action bar and pull-downs. Also,
entry model applications may be action-object oriented, while text subset
applications must be object-action oriented. (See Chapter 2, "Principles"
in topic 1.2 for information about these two orientations.) Migration
between action-object and object-action orientation requires that users
change their conceptual model of the interface, which increases the amount
of learning required. The amount of learning can be reduced, however, if
the entry model application is object-action oriented, like the text
subset application.
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2.4 Aspects of User Interface

All software applications have four aspects that describe their user

interface:
Presentation: what users see
- Interaction: how users interact with the components
- Common actions: how similar actions are implemented in the same way

_ Process sequence: how users and the computer communicate with each
other.

This section explains the interface models in terms of these aspects.
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2.5 Chapter 3. Text Subset of the Graphical Model

This chapter defines the text subset of the graphical model. The text
subset supports and requires the object-action process sequence. You
should follow this model if your application has more than one action
available for each object and/or if the users need to understand the

objects and their relationships.

2.5.1 Process Sequence

2.5.2 Presentation

2.5.3 Interaction

2.5.4 Action Bar Common Actions

2.5.5 A Sample Text Subset Application
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2.5.1 Process Sequence

In the text subset, the process sequence is object-action oriented. This
means that the users select an object and then select an action to apply
to that object. When you consistently support an object-action process
sequence, you reinforce the users' conceptual model of the user interface.

The object-action process sequence has advantages over the action-object
sequence. Some of the benefits of the object-action process sequence are:

- It provides a basis for users to explore the application through
context-sensitive actions. Users can first select an object and then
browse the actions of an application to see which ones apply to the
selected object. Users perceive that they are in control because they
can see which actions are valid prior to attempting to perform them.

- It allows users to perform a series of actions on a selected object
rather than to repeatedly select the object for each desired action.
For example, in a word processing application, users usually select
some text (an object) and then apply to it a number of styles
(actions), such as, bold, italic, and underlined. Users find an
interface inconvenient and repetitive if they have to select an object
many times to request all the actions they want to perform on that
object.

- It reduces the complexity of the user interface and simplifies its

overall architecture by reducing the levels of action hierarchies
needed for the application.
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2.5.2 Presentation

Presentation is the visual aspect of the interface;

on the screen.

it is what users

The main visual components of the user interface are:

a The primary window, which occupies the entire screen

J Pop-ups

a Panels,

information for users or data for users to

3 The cursor.

Some of the visual elements that are common to
applications are illustrated in Figure 4.

which are presented in windows and
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most text subset
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Figure 4. Panel Elements. This layout illustrates a panel in a primary

window.

2.5.2.1 Panels

2.5.20 Copyright Notice

2.5.2.3 Pop-Ups

2.5.2.4 User Options

2.5.2.5 Application Use of Color
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2.5.2.1 Panels

Panels are presented in windows and in pop-ups. The concept of presenting
a panel in a window is illustrated in Figure 5. Information and
application objects are presented in the work area of a panel.

Application actions are presented in the action bar or function key area
of a panel. Every panel in the primary window of a text application has
an action bar. Panels in pop-ups do not have action bars. The panel in
the primary window is the main focal point for the users' work activity.
Panels presented in pop-ups supplement the dialog that is occurring in the

primary window.

Displayed in a panel are standard interface components that provide a
consistent way to present information to users. When users become
familiar with the interface, they can quickly identify components of the
interface and feel comfortable when using new applications that support

these components.
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Window Panel
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Cominend —=-=
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Figure 5. Panel Presentation in the Primary Window

The panel elements that each application must consistently support are the
action bar, panel title, work area, message area, command area, and
function key area. Following is a discussion about each of these

elements.

Action Bar: Each panel in the primary window of your text application
must have an action bar. The action bar is positioned horizontally at the
top of each panel and contains the application actions. Each action bar

choice must have an associated pull-down. An action bar with a pull-down

visible is shown in Eigure 6. Chapter 10, "Action Bar and Pull-Downs" in
topic 3.5 describes action bars and pull-downs and their interactions.
"Standard tion Bar Pull-Downs" in topi 5.4.1 describes standard

action bar choices, their associated pull-downs, and the dialog pop-ups
associated with some standard pull-down choices.
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Figure 7 illustrates the flow of the user navigation in a panel with an
action bar. Specific rules for user interaction can be found in "How

Users Interact with the tion Bar and Pull-Downs" in topi 5.7. Users

select an object in the work area, then move the cursor to the action bar.
They select an action bar choice and press the Enter key, causing the
pull-down for the selected choice to be presented. Users then select a
choice from the pull-down and press the Enter key to initiate the desired
action. If users must supply additional information so the application
can complete the action, the application presents one or more dialog
pop-ups that request information. When users have supplied all necessary
information, the application performs the requested action and then
returns the cursor to the work area in the primary window. As shown in
Figure 7, users press the Enter key to move forward through the process
and the Cancel key to back up in the process.

Ponel work oreq |—- Erter

Switch to action dar

Exit
Switch to
botion per choice L ion Der
Terpirate hopotion | Bxjt Selact then
or gpplicokion Enter

Cereel
Action pop
pul Toesn
Selert

then
Enter

Cangal
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Figure 7. User Navigation in a Panel with an Action Bar

Panel Title: In a primary window, the panel title contains the
application name and, optionally, the object name, if there is a one. In

a pop-up, the panel title identifies the function of the panel.

Work Area: The work area is the space between the panel title separator
and the message area. It is the users' workspace and the focus of their
attention. The application objects and much of the application
information are presented in the work area. If the panel is too large to
be presented completely in the window, then all or part of the work area
is scrollable, as shown in Figure 5.

The work area of the panel in the primary window is the electronic
counterpart of a piece of paper. For some types of applications, such as
editors and word processors, the work area is presented completely blank.
For other types of applications, the work area may be customized. For
example, a form fill-in application might present a customized form that

looks very much like its paper counterpart.

The work area of the panel in a help pop-up contains information to assist

users in continuing their interaction with the application.

The work area may contain a variety of interface elements. Unless noted
otherwise, more information on these elements can be found in Chapter 7,

"Panel Elements" in topi

J Scrolling information

Scrolling information is a visual cue to users that more information
is available but is not currently visible and that the information can
be brought into view using the scrolling keys. Scrolling information
also tells users the direction in which the additional information is
available. The List of Policies pop-up in Figure 8 shows an example

of scrolling information.

File Edit View Options Help

Select o Document

1/07/39 ot 12:12

List of Policies
Deportment . . . 3 1. Claims
I, Companies Mora: ¢
3. Policies | _ Automehiles, privote
4. Service _ Boat
/ Business, Raleigh
Cose name . . . . Mills _ Home, Cary
_ LiFfe, MWr. Lewiz M.
Document nome . . _ Life, MWr=, Clara R,
Poges o o 0 0 0 0t Fl=Help  F7=Bkwd FB=Fwq F1Z=Cance
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Figure 8. Pop-Up Containing a Multiple-Choice Selection List

a Selection fields and selection lists

Selection fields and selection lists are sets of related choices.

They may be either single-choice or multiple-choice. Selection fields
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are not scrollable and contain a fixed set of choices. Selection
lists typically vary in content or number of choices and are
potentially scrollable._ Figure 9 shows two single-choice selection
fields, Status and Type of order. The pop-up in Figure 8 shows an
example of a multiple-choice selection list. For more information
about selection fields and selection lists and the users'

"

interactions with them, see election Flements" in topi

File Edit V¥iew Options Help

Patient Services lpdote

Potient name . L . +

Status . . . Dutstaonding
. Completed
Canceled

Deleted
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Care & treatment
Phormacy

Heort station
Physical theropy
Laps

Distory

Fodiol ogy

Other

Type of order

OO = 0 LA b= i RD 3
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Figure 9. Panel with Single-Choice Selection Fields and an Entry Field

3 Entry fields

Entry fields are spaces into which users type information. In
Figure 9, the Patient name field is an entry field. For more
information about entry fields and the users' interactions with them,

see " Entry Fields" in topic 1.

3 Protected text

Protected text is information presented by the application that users
cannot modify. Protected text is formatted in a way that is suitable
for the data being presented. In Figure 8, the date and time display
(1/07/89 at 12:12) is an example of protected text.

3 Headings and field prompts

Headings and field prompts identify entry fields, selection fields,
selection lists, protected text, or related groups of those elements.
Your application should provide one of these types of identifiers for
each of these elements or each group of them, unless there is only one
element or group in the panel and the panel title is sufficient as an

identifier.

Column headings identify columns of entry fields, selection fields,

selection lists, or protected text when all the items in the column

are the same type. Figure in topi 5.4 1 contains two column
headings: Objects and Last Updated.

Group headings identify related groups of entry fields, selection
fields, and protected text. Eigure 10 contains three group headings:
Security Control, Printers, and Communication.
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Field prompts identify selection fields, entry fields, and variable
output information. To guide users' eyes from a field prompt to its
associated field or item, use leader dots between the prompt and the
field. FEigure illustrates field prompts with leader dots.

File Edit V¥iew Options Help

Chonge Session Profile
Type information. Then press Enter.

Security Control
PCopassword - - . . o . .. ..
WM opossword L. oL oL 000 L
Local orea network possword

Printers
Fhoprintee pert o » o5 & 2 o il
YM printer oddress . . ., . . . . PREED
Conmunicat ion

Line speed . . . . o 0 o .. . . SB0O
Bits Gien s s v v aen s 58wl
Fority . . . .. . . . .. ... &ven
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Figure 10. Panel with Group Headings and Field Prompts

3 Panel area separators

Panel area separators distinguish the action bar from the rest of the
panel and distinguish adjoining areas within the work area from each
other. The separator between the action bar and work area is a solid
or dashed line. The separator between areas within the work area may
be a solid or dashed line or a blank line. Because the message area

is usually empty, it also may be used as a separator.

Message Area: Your application must provide a message area and locate it
immediately above the command area. If there is no command area, locate
the message area immediately above the function key area. Messages

located in the message area should be removed when the panel is processed.

CUA defines three types of messages:

i Information
a Warning
3 Action.

When you need to provide a means within the message for users to respond
to the message (for example, by providing a selection or entry field), or
when it is especially important to get the users' attention, the message

is displayed in a message pop-up.

Command Area: If your application has a command interface, users issue
commands through the command area. You may provide the command area in
either of two places:

al In the primary window immediately above the function key area

a In a pop-up, if you need to maximize the available space in the

primary window and if you expect commands only to be used
occasionally.
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The command area begins with the following field prompt:

Command ===>

Your application should provide a command interface if you want to allow
users to issue system commands without leaving the application.

Your application also may allow users to type application commands into
the command area. The command area can provide a valuable fast path for
experienced users who prefer to enter an entire command at once, rather
than issuing it by using the action bar. It is not necessary to provide
command support if you want to allow users to perform only application
actions, because those actions are provided through the action bar.

If the application allows users to perform application actions through
both the action bar and the command area, the application should support
those actions in the same way through both the command area and the action
bar. The name of each command should be consistent with the name of the
corresponding action in the action bar pull-down.

Function Key Area: The function key area appears at the bottom of the
panel to present common actions and application-defined actions that users
can request by pressing function keys. Users request actions listed in
the function key area by pressing the assigned keys. The actions occur
immediately.
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2.5.2.2 Copyright Notice

If your application is protected by a copyright, the copyright notice
should be displayed the first time users start the application. The
copyright notice should be displayed in the message area of the first
panel in the primary window or as protected text in the work area of that
panel.__Figure 11 illustrates an example of a copyright notice in the
message area.

Help

The Electronic Monoger

Select o choice, then press Enter,

_ 1. Calencior
2. Prone directary
3. Personrel doto
4. Budget
5. Pending items

() Copyright Cosdwore, [nc. 1988, ALl rights reserved.
Command ===>

Fl=telp  F3=Exit F=Retrieve Fl1l=Actions F12=Concel

Figure 11. Example of® Copyright Notice

Your application should support the About... choice in the Help pull-down.
The copyright notice appears in the pop-up that results from selection of
the About... choice. For more information about the Help pull-down, the
About... choice, and copyright information, see_Chapter 15, "Help" in
topic 3.10 and Chapter 17, "Copyright Information" in topic 3.12.
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2.5.2.3 Pop-Ups

Pop-ups are bordered areas of the screen that supplement the dialog that
is occurring in the primary window. The recommended appearance for pop-up
borders is shown in the figures in this section. CUA defines four types

of pop-ups:

Dialog
Prompt list
Message

Help.

The optional support for commands in pop-ups is discussed in Chapter 11,

"Command Area" in topi 6.

The first three types of pop-ups are modal. That is, users must complete
the pop-up dialog or cancel it before continuing interaction with the

underlying panel.

2.5.2.3.1 Dialog Pop-Up
2.5.2.3.2 Prompt List Pop-Up
2.5.2.3.3 Message Pop-Ups
2.5.2.3.4 Help Pop-Ups
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2.5.2.3.1 Dialog Pop-Up

Through a dialog pop-up, users provide information needed to complete a

dialog in the underlying panel.

associated with the panel in the primary window.

A dialog pop-up is, therefore, d

irectly

File Edit View Options Help
Print Opticns
More:
Decument nome . Memopwbl +
Jonpuary 24, 19849
Typestyle . . . . . . _ 1. Prestige elite
MEMO T0: F.W. H 2. Courier
FROM: b.C. 5 3. Essay standord
SUBJECT: Printe 4, Essay bold
5, Italic
Potricia,
Hunber of copies _1-999
[ howe just recejved
specificaticns.  Thi Left morgin . . - 1-25
[ inink Tt will all
that fits in well wi Start page pumper . . 1-9%9
Plemse review the at Ore or both sides . . _ 1, One ¢1de
will be able to sowve 2. Both sides
defined in the speci
Command ---> Fl-Help  FA-Prompt  F7-Bkwd FB-Fwd  F12-Cancel
PICTURE 12 Fl=Help FZ=8et 2 F
Figure 12. Dialog Pop-Up. This Print Options dialog pop-up appears when
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2.5.2.3.2 Prompt List Pop-Up

A prompt list pop-up is presented when users request the Prompt action

for

an entry field that supports the Prompt function. The prompt list pop-up

contains valid values for the entry field. When users select from the

list in the pop-up and press the Enter key, the users' choice or choices

are placed into the field.

Usability is enhanced by the Prompt action because

Users need only recognize the desired value.

The potential for errors in typing the value is eliminated.

File Edit View Options Help

Patient Services Update

Potient nome . . . +

SEATE wrsrmms o Potient List
More: t 4

. Baker, Chorles

. Basker, Susan
Carlson, Jobn
Carter, Judith

. Chempion, Dennis

. Ecwards. Kurt

. Johnson. Helen

. Mathews, Al lon

. Morton, Arthur

.

Type of order

Fl=Help  F7=Bkwd  FB=Fwd
F12=Cancel

Command ===

PICTURE 13 Fl=Help  F3=Exit F4=Frampt F9=Retrieve F10-Actions

Figure 13. Prompt List Pop-Up
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2.5.2.3.3 Message Pop-Ups

A message pop-up is used to display a message when you need to provide a
means within the message for users to respond to it (for example, by
providing selection or entry fields), or when it is especially important
to get the users' attention. Figure 14 shows an example of a message
pop-up.

File Edit View Options Help

Plandway - Mew Procuct

Primary Window

York Areq

Pl ondaway
Printer out
of paper;
Please add same.

Fl=Help  F12=Concel

Command ====
PICTURE 14 Fl=Help  F3=Exit F7=Bikwd FB=Fwd F9=Retrieve F0-Actions  F12=Cancel J

Figure 14. Message Pop-Up
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2.5.2.3.4 Help Pop-Ups

Help pop-ups should be modeless. That is, users can continue to interact
with other parts of the application while a Help pop-up is displayed. A
Help pop-up is shown in Figure 15.

File Edit View Options Help

Fotient Services Updote

Patient name . . . +
Status . . . . _ 1. Outstonding

2. Completed

3. Canceled

4. Deleted

. Care & treatment
. Phormacy

Type of order

o
=

Fhaormacy - Help

01 | Includes drugs and al | other (tems supplied
Ra | to the patient from the hospital pharmacy.

[ R S R S Y
—
)

Fil=Help  F2=Ex help  F3=Lxit  FO9=Keys help
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PICTURE 15 Fl=Help  F3=Exit Fd4=Frompt F9=Retrieve F10=Actions  F12=Copcel

Figure 15. Help Pop-Up
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2.5.2.4 User Options

CUA recommends support for the following user options, to help users
tailor the application to their preferences and needs.

Color per panel element type
Display of panel IDs on/off

Function key area display on/off
_ Set beep on/off.

"Component Requirements by Model™ in topic 3.1.3 shows the recommended
user options and their default settings.
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2.5.2.5 Application Use of Color

The use of color in an application might improve the presentation. An
application should be visually appealing to users. To be effective,
however, color must be used sparingly. Color should be used to support
the exchange of information between users and the computer, not to have
one piece of information compete with another.

You might confuse users by using too many colors, thereby diminishing
usability. Overuse of color does not help users learn about the format
and contents of the window nor does it help them to use the format and
contents in the dialog. On the contrary, overuse of color challenges
users to search for meaningful relationships between presented
information--relationships that might not exist.

Following are design considerations for the use of color in interface
design:

] Use the same color for similar functions. For example, on a color
nonprogrammable terminal, white is used for choices that are available
for selection. Blue is used for unavailable choices. On a monochrome
nonprogrammable terminal, available choices are presented in high
intensity while unavailable choices are in low intensity.

However, the same color may be used to denote a different meaning for
dissimilar functions if users will not misinterpret the multiple use
of the same color. For example, blue is used not only for unavailable
choices on a color nonprogrammable terminal but also for the action
bar separator line and for pull-down borders. All three uses of the

color blue are visual cues to users, but the uses do not conflict.

Avoid using color when other identification techniques are available,
such as location. For example, the consistent location of the action
bar and its pull-downs is easily learned. It is unnecessary,
therefore, to uniquely color-code action bars and pull-downs; this
would be redundant.

| Use color to reinforce established meanings. Some colors denote
meanings because of prior knowledge. In some societies, for example,
red, yellow, and green have very definite meanings, respectively, as
stop or alert, caution, and go or satisfactory conditions. To
maximize the transfer of knowledge for both new and experienced users,
you should be aware of such established meanings and include those
that apply to your design.

The color that CUA assigns to an interface element might conflict with
the standards of the country in which an application will be used. In
that case, you may change the color assignment to one that is
acceptable. However, be sure that the color you assign does not
conflict with other CUA color assignments and that you use the
substitute color consistently. For example, if the use of red, as
defined by CUA, is not acceptable, you may assign a different color to
the CUA element for which CUA assigns red.

l Allow users to tailor colors. Selection of colors can be very
subjective, and color preference might change eventually. This
requirement to allow users to change colors is an example of the user
interface principle of putting users in control.

The recommended uses of color for your CUA application can be found in
ppendix B, "Color and Emphasis Table" in topi PPENDIX]
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2.5.3 Interaction

Interaction is the means through which users interact with the user
interface components. Interaction is fundamental to establishing and

reinforcing the users' conceptual model.

2.5.3.1 Object and Action Selection
2.5.3.2 Selection Techniques

2.5.3.3 Selection Indicators and Emphasis
2.5.3.4 Fast Paths
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2.5.3.1 Object and Action Selection

The distinction between objects and actions not only affects the
presentation of information but also how users interact with these
different user interface components. The difference between the selection
of objects and actions is significant.

3 Object Selection

Selection when applied to one or more objects should be the simple act
of identifying objects. What is important is that users should always
see a visual indication that selection occurred.

Selecting an object should never imply an action, affect the object
itself, or commit users to anything. De-selecting an object should be
as simple as selecting the object. Users should be able to cancel a
wrong selection or change their minds without penalty. This is
characteristic of a forgiving user interface.

Users can select an object by typing a selection character into the
choice entry field immediately preceding it. If users then press the
Actions function key, the cursor is placed into the action bar, but no
action is performed on the selected object.

2 Action Selection

Selection when applied to an action should cause something to occur
immediately and should also provide a visual cue. For example, if
users want to save a document (perform the Save action on the object,
a document), they move the cursor to the action bar choice File and
press the Enter key to display the File pull-down. Users type the
number of the Save choice into the choice entry field and press the
Enter key. The document is saved immediately and a visual indication
is given that the action occurred.

If users attempt to select an action before they select an object, the
application presents a message that prompts users to select an object and
then an action.

The difference between selecting objects and actions is that selecting an
object causes nothing to happen except visual confirmation of the
selection, whereas selecting an action causes the action to occur
immediately and also provides visual confirmation that the action
occurred.

Applications may allow an object to remain selected even after an action
has been performed on it. If you expect users to perform another action,
or a series of actions, on that object, then it should remain selected.
If, however, as the result of an action, the object no longer exists in
its original form and location, the object is no longer shown as selected.
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2.5.3.2 Selection Techniques

There are two types of selection: explicit and implicit.

In explicit selection, users select a choice by typing a selection
character in the choice entry field for the desired choice. For
example, to explicitly select a choice in a single-choice selection
field, users type the number of the desired choice into the choice
entry field. For detailed descriptions of explicit selection
techniques, see "Selection Elements" in topi

In implicit selection, users simply move the cursor to the desired
choice. The choice is automatically selected. When the Enter key is
pressed, the application processes the panel.

Implicit selection is the technique supported in the action bar.
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2.5.3.3 Selection Indicators and Emphasis

As users interact with an application, they need to know which choices are
currently selected, which choices are not available for selection, the
current state of choices (whether the choices are active or not), and
which choices are associated with an error condition. CUA, therefore,
provides the following visual cues for users:

_ Selection indicators and selected emphasis
- Unavailable emphasis

Error emphasis.

election Indicators and Selected Emphasis: When users select a choice,

the application should give some visual acknowledgement that the choice is
selected. This feedback is provided by placing characters or symbols,
referred to as selection indicators, into entry fields, or by using color
and highlighting, referred to as selected emphasis. The visual
acknowledgement can be different, depending on the type of selection
element. For specific descriptions of selection indicators and the types
of selected emphasis, see "Selection Elements" in topic 3.3.2.

Unavailable Emphasis: Unavailable emphasis is a visual cue that shows
users that a choice is unavailable because some condition of the
application does not allow them to select it. You must let users know
when a choice is unavailable for selection. For a specific description of
unavailable emphasis in various nonprogrammable terminal environments, see
ppendix B, "Color and Emphasis Table" in topic APPENDIX]

Do not confuse unavailable with unauthorized. Some applications provide
several levels of function for different categories of users. Users in
one category may not be authorized to use functions at a certain level.
Choices that are connected to this off-limits function are considered
unauthorized by CUA, not unavailable.

Error Emphasis: Error emphasis is a visual cue to users that they have
incorrectly typed information into an entry field. Error emphasis
consists of a change in the appearance of the incorrectly-typed data. The
error emphasis characteristics for various nonprogrammable terminal
environments, are described in Appendix B, "Color and Fmphasis Table" in

topic APPENDIX1.2.
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2.5.3.4 Fast Paths

CUA defines several interaction techniques that can allow users to perform
tasks more quickly and, therefore, more productively. These alternate
techniques are referred to as fast paths.

You may assign application actions to function keys. These function keys
are known as accelerators. By pressing these keys, users can initiate the
associated actions immediately, without typing commands or accessing the
action bar and pull-downs.

Typing commands in the command area can be a fast path for experienced
users. They might be able to issue an application command faster by
typing it than by selecting an object and then specifying the action
(command name) and its parameters through the action bar, pull-downs, and
associated pop-ups.
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2.5.4 Action Bar Common Actions

Consistency of similar actions is important in reinforcing the users'
conceptual model. For example, even though text editors and electronic
mail applications are quite different, they both involve creating and
editing objects. Therefore, both text editors and electronic mail
applications must provide users with the ability to save and retrieve
objects. CUA has defined common actions that you may apply to different
kinds of objects. These actions are provided through the action bar and
the function key area. All common actions, however, may not be applied to
all types of objects, so CUA gives you guidelines for deciding when to use
them. Action bar common actions are implemented through standard action
bar pull-downs and dialog pop-ups.

2.5.4.1 Standard Action Bar Pull-Downs
2.5.4.2 Dialog Pop-Ups for File Pull-Down Choices
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2.5.4.1 Standard Action Bar Pull-Downs

CUA has defined common actions and associated pull-downs for File, Edit,
and Help. CUA also provides guidance for View and Options. The common
actions usually apply to the object in the work area of a panel. This
section provides guidelines on when to include these actions in your
application. If your application supports File and Edit, they should be
the first two choices in the action bar. If you include Help in your
application, it is the last choice in the action bar.__Figure 16 shows an
action bar with the standard choices.

File Edit V¥iew Opticons Halp

Figure 16. Standard Action Bar Choices. The common actions supported by
your application are displayed as choices in the action bar
pull-downs.

CUA defines a standard layout for the File, Edit, and Help pull-downs.
This layout includes the text for the pull-down choices. Standard
accelerators are also provided for some of the more frequently used
functions. Accelerators are function keys that invoke the associated
action without accessing the action bar and a pull-down. You should also
use accelerators for application-specific actions that are used

frequently.

Following is a description of the three standard pull-downs, File, Edit,
and Help, and a general description of the View and Options actions. Each
description includes general information and a figure showing the
pull-down layout. For File and Edit, each figure is followed by a
description of how your application must implement each pull-down action.

2.5.4,1.1 File Pull-Down
2.5.4.1.2 Edit Pull-Down
2.5.4.1.3 View Pull-Down
2.5.4.1.4 Options Pull-Down
2.5.4.1.5 Help Pull-Down
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2.5.4.1.1 File Pull-Down

The File pull-down enables users to manipulate stored objects, such as
files, as a whole. Every application that manipulates stored objects must
provide the File pull-down. Some actions in the File pull-down, such as
New, Open, and Exit, have the potential to lose unsaved changes.
Applications, therefore, must be able to recognize this situation and
display a message telling users that their unsaved changes will be lost.
The application should also ask users if they want their changes saved.

If so, the application should perform a save, as if users had selected the

Save action from the File pull-down.

Figure 17 shows the actions that must be included in the File pull-down.

Text that follows the figure describes each of these actions.

File Edit View Options Help

1. New

2. Open...

3. Sove

4. Sove 0s. ..
5. Print

6. FExit F3

Figure 17. File Pull-Down

The File actions are organized by task: selecting actions, saving actions,
and output actions. You may add to this pull-down other actions that
involve manipulating an object. For example, if your application provides
a Plot action, you would include the Plot action in the File pull-down,
because plotting involves manipulation of an entire object. You should
group Plot with the Print choice because Plot writes the object to an
output device, a plotter. Some other application-specific actions that

may be included in the File pull-down are Move, Copy, and Discard.

Following are descriptions of the File pull-down actions:

3 New allows users to create a new object. Existing information is
removed from the work area, the current object name in the panel title
is replaced, and the application object is displayed in the work area.
The current object name in the panel title is replaced with Untitled
or an application-generated object name that is meaningful to users.
The application should ensure that an application-generated object

name does not already exist.

3 Open reads a stored object and displays it for users to manipulate.
If an object is not selected already in the work area, an application
must prompt users for the name of the object to open, using a dialog

pop-up. The Open action is one situation in the text subset where an
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action-object approach is allowed.

| Save writes the existing object to a storage device, such as a disk.
When an object is untitled, as it might be after requesting the New
action, an application must prompt users for the object name to be
used for the save, using a dialog pop-up. The work area of the panel
remains unchanged. The current state of the application options
should be saved with the object. 1In this way, when users reopen the
object, they will find the environment exactly as it was when they
saved the object.

a Save as writes the existing object into a new object without changing
the original one. An application prompts users for a new object name,
using a dialog pop-up. The application then writes the new object to
a storage device, using the new object name. The Save as action
assumes users want to save to a new object. Therefore, an application
must display a warning message that data is about to be lost if users
indicate an existing object name as the new object name. The current
state of the application options should be saved with the object, as
it should be saved when the Save action is completed. After the
object is saved, the panel title is updated to reflect the new object

name .

a Print prepares an object for printing and schedules it to be printed
on a user-specified printer. You may display a dialog pop-up to
request more information if your application supports specific print
options.

a Exit ends a function or application and removes from the screen all
windows and pop-ups associated with that function or application. If
you decide the File pull-down is not needed by your application, the
Exit action must appear as the last choice in your first pull-down.
This provides positional consistency for users because they will
always find Exit in the same place.
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2.5.4.1.2 Edit Pull-Down

The Edit pull-down allows users to perform electronically the types of
actions that are done to reorganize paper documents in the real world.
Paper documents can be organized in different ways by cutting, copying,
and pasting sections of a document to create a new document. For example,
when you want to move a paragraph, you cut it out of one section and paste
it into another section. When you want to copy a paragraph from one part
of a document to another, you make a copy of that paragraph, using a copy
machine, and paste it into another location. When you want to delete
something, you simply cut it out and throw it away. The Cut, Copy, and
Paste actions, therefore, relate to real-world activities.

This real-world metaphor for paper documents is transferred to the
computer environment for electronic documents through the actions
available in the Edit pull-down. For example, users select a paragraph
they want to move and then select the Cut action in the Edit pull-down.
The selected paragraph disappears from its location in the document.
Users select a destination point in the document and select the Paste
action in the Edit pull-down. The paragraph is inserted at the new

location.

The Edit pull-down contains common editing actions that apply to many
types of objects. Any application that supports editing must provide

these common editing actions in the Edit pull-down.

Internally, applications execute these actions by copying data to and from
a clipboard in a standard data format. In the nonprogrammable terminal
environment, the term clipboard refers simply to the buffer the system
uses for temporary storage of data that is being manipulated. It does not
necessarily imply a system clipboard function of the type supported by
0S/2* and described in Systems Application Architecture, Common User
Access: Advanced Interface Design Guide, SC26-4582.

You may add application-specific actions to the Edit pull-down, as
appropriate.__Figure 18 shows the common actions that are included in the
Edit pull-down. Following the figure is text describing each of these
actions.

File Edit ¥iew Options Help

Uncio e
Mar k

Cut

Copy
Paste
Unmar k
Cleor
[elete

|
0O 1 9 el = e b

Figure 18. Edit Pull-Down
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Following are descriptions of the Edit pull-down actions:

3 Undo reverses the most recently executed user action. Because the
Undo action deals with hidden objects, it should be modified
dynamically to reflect exactly what is being undone. For example,
when the last action executed by users was Cut, and users select the
Edit pull-down, users should see Undo cut as the first pull-down
choice.

For applications that manipulate text objects, such as documents, the
following Undo actions, at a minimum, should be supported:

- Undo paste removes the text that was pasted and formats the
document so it appears as it was prior to the paste. The
selection state of the text should also be restored. Paste data
remains on the clipboard.

- Undo cut re-inserts the text that was cut, formats the text,
selects the text, and removes the text from the clipboard.

- Undo clear (if Clear is supported) re-inserts the text that was
cleared, formats the text, and selects the text.

- Undo typing changes restores selected text after users have
selected a block of text and typed new text to replace the
selected text.

For applications that manipulate other types of objects, the
application should customize the Undo actions as appropriate for the
object type.

J Mark selects, or marks, the portion of the object to be processed by a
subsequent Cut, Copy, Paste, Clear, or Delete operation. If no
portion of the object is currently selected, Mark selects and
emphasizes the position in the work area where the cursor is located
when users switch to the action bar or press the function key assigned
to Mark. If a portion of the object is already selected, Mark selects
and emphasizes all positions between the previously selected portion
and the current cursor position, inclusive. The selected portion of
the object is emphasized using selected emphasis, as described in
Appendix B, "Color and Emphasis Table" in topic APPENDIX] . To use

the Mark pull-down choice, wusers must switch to the action bar using
the Actions key, because that is the only way the application can know
where the cursor was located when the switch to the action bar

occurred.

| Cut copies the selection to the clipboard and removes it from the
object being edited. Depending on the type of object being edited,
the space occupied by the removed portion may be either retained or
compressed. For example, text applications usually compress the
space, whereas graphics drawing applications usually leave the space
blank.

| Copy produces a duplicate of the selected portion of an object on the
clipboard without removing the selected portion from the object that
is being edited.

J Paste copies the contents of the clipboard into the object being
edited at the location selected. For text applications that support
word wrap, information to the right and below the selected location is
shifted and formatted. However, for certain applications, such as
graphics drawing applications, it may be appropriate to overlay the
information.

3 Unmark removes the emphasis from the currently selected portion of the
object, de-selecting it.
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1 Clear (optional) removes the selected portion from the object without
copying it to the clipboard. The space is not compressed.

J Delete (optional) removes the selected portion from the object without
copying it to the clipboard. The space is compressed.

f29bdg00.boo Page 3



2.5.4.1.3 View Pull-Down

The View pull-down allows users to select different ways to look at an
object without affecting the object itself. This pull-down contains
actions that control such viewing specifications as how much information
is presented, the presentation order, the format, and the scale. For
example, Figure 19 shows an example of a View pull-down as a way for

users to view the list of items in the in basket of a mail application.

File Edit View Options Help

T 1. Al

T 7. Some. ..

2 1. By subject
2. By daote
3. By nome
4. By other. .,

Figure 19. View Pull-Down

In Figure 19, All and Some... would be mutually exclusive, providing users
the capability of viewing the entire list or only selected items. The
selection criteria for the Some view is determined through a dialog pop-up
that is provided when users select the Some action. The last set of
choices allows users to determine the order in which displayed items
appear. If users select the By other... choice in the View pull-down and
press the Enter key, sort criteria other than subject, date, or name will
be presented in a dialog pop-up. The 1 in the choice entry field that
precedes All tells users the current state of the view of the object; it
tells them that all of the items in the in basket are displayed. The 2 in
the choice entry field that precedes By subject tells users the current
state of the display order of the items; it tells them that the items in
the in basket are displayed in order by date.

A calendar application provides a very different example of a View
pull-down because such an application may allow users to select viewing

their calendars by day or by month.

You can see by the previous examples that the content of the View
pull-down is specific to the type of object being handled by the
application. Therefore, the View pull-down cannot be standardized. CUA
requires that you provide the View pull-down in your application if you
need to give users the ability to view their objects in different ways.
Your application should save the current state of the view with the

object.
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2.5.4.1.4 Options Pull-Down

Provide the Options pull-down if users need a way to customize the object
itself. Like the View pull-down, the Options pull-down is specific to a
particular application, so its contents cannot be standardized.

For example, in a document editor, you may allow users to display
documents in memo, letter or report style. In EFigure 20, the 2 in the
choice entry field indicates that users previously chose to display
documents in the Letter style. This style remains in effect until users
select a different choice. Use of the Options pull-down can give users
more control of the environment.

File Edit WView Options Help

271 Memo style
2. Lletter style
3. Report style

Figure 20. Options Pull-Down
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2.5.4.1.5 Help Pull-Down

The Help pull-down provides users with access to various kinds of help
information. All applications that access online help information must
provide the Help pull-down. Figure 21 shows the actions that are included
in the Help pull-down of panels in the primary window of an application.

File Edit View Optiens Help

. Halp for help...
. Extended help...
. Keys help. ..

. Help index, ..

- About. ..

L R T = g

Figure 21. Help Pull-Down for Panels in Primary Windows

For details about the implementation of help, including descriptions of

the Help pull-down actions, see Chapter 15, "Help" in topic 3.10.
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2.5.4.2 Dialog Pop-Ups for File Pull-Down Choices

The Open and Save as actions described in "File Pull-Down" in
topic 2.5.4.1.1 each require a dialog pop-up for requesting further

information from users.

2.5.4.2.1 Open
2.5.4.2.2 Save As
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2.5.4.2.1 Open

An Open dialog pop-up is displayed when users select the Open... choice
from the File pull-down. An application uses this dialog pop-up to
determine which object to open and display for users. The Open dialog
pop-up also applies to applications that have a relatively small number of
selectable objects for which a single search criteria may be used to
locate the objects. Figure 22 shows an example of an Open dialog pop-up.
This example should be tailored to address the specific requirements of
your application or environment.

Open

Object name Dressing

Objects Last Updated
. Ronch 02 2/11/89
S Ronch 1A 12/01/88
. Islonds new 10/19,/88
. Islonds 3717 /87
. Bleu M 1/21/84
. Clem 9C B/18/83
. Sour Creme 11/11/79

Fl=Help  F7-Bkwd FB=Fwd F1Z2=Cancel

Figure 22. Example of an Open Dialog Pop-Up

In Figure 22, at the top of the work area in this Open dialog pop-up,
there is an entry field into which users can type the name of the object
they want to open. The selection list following this entry field is a
list of objects from which users can select one object to open. Users
select an object to open either by typing the name of the desired object
into the entry field or by typing a selection character over the period
that precedes the desired object name in the selection list.

Pressing the Enter key causes an Open action to be attempted. If users
have not selected an object, or if there is a conflict between the object
name in the entry field and the object selected in the list, the
application presents a message informing users of the condition and

telling them what corrective action is needed.

The Open dialog pop-up may contain additional, application-specific

options related to the Open action.

Users can select Cancel or Help at any time during the dialog.
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2.5.4.2.2 Save As

A Save As dialog pop-up is displayed when users select the Save as...
choice in the File pull-down. This dialog pop-up is also used for the
Save action if the object is not named. Your application uses this dialog
pop-up to determine the object name users want the application to use when
the application stores the object that is currently in the work area.
Figure 23 shows an example of a Save as dialog pop-up. This example
should be tailored to address the specific requirements of your
application or environment.

Save as

Object name

Save in Folder Last Updated
. Development 3/01/89
. Current line 11/11/88
. Retired 10/19/88
/S New [deas a,/17 /88
. Competition 6/14 /58
. Never released 11/12/87
. Not considered g/06/87

Fl=Help  F/=Bkwd Fd8=Fwd F12=Concel

Figure 23. Example of a Save As Dialog Pop-Up

In Figure 23, at the top of the work area, there is an entry field into
which users type the name under which an object is to be stored. A
selection list follows this entry field, allowing users to select a folder
to contain a saved object. Users select a folder by typing a selection
character over the period that precedes the object name in the selection
list.

The Save as dialog pop-up may contain additional, application-specific
options related to the Save action. For example, options could be added
to allow users to choose Read only or Read/Write attributes for the object
being saved.

Pressing the Enter key causes a Save action to be attempted.

Users can select Cancel or Help at any time during the dialog.
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2.5.5 A Sample Text Subset Application

Here is a simple text subset application scenario. It is from a
hypothetical application that provides a department manager with four
kinds of data and the ability to manipulate the data in several ways. The
scenario illustrates implementations of many CUA design principles and
interface components. Various interaction techniques are used in the

scenario for illustrative purposes.

This is a very simple example, intended primarily to convey the general
flavor of the text subset. The scenario shows only one of many possible
design approaches for such an application. Depending on the needs of the
enterprise and the types of users the application would serve, other
designs might be appropriate.

The first screen of the application is shown in Figure 24. It contains
the name and copyright statement of the application. The copyright
statement appears in the message area. It also contains a single-choice
selection field with choices that identify the kinds of objects that the

manager can work with.

Halp

The Electronic Monoger

Select o choice, then press Enter.

_ 1. Calendar
2. Pnone directory
3. Perzonnel doto
4. Budget

5. Pending | tems

(Y Copyright Goodwore, Inc. 1989, All rights reserved.
Commang ===>

PICTURE 24 Fl=Help  F3=Exit F3-Retrieve  FiG=Actions  F12-Concel

Figure 24. Initial Screen of The Electronic Manager Application

The manager types a 3 in the choice entry field to select Personnel data
and presses the Enter key. A Personnel data panel appears in the primary
window. Because a specific personnel data object has not been selected

and opened, the work area of this panel is empty.

The manager switches the cursor to the action bar by pressing the F10 key

and then presses the Enter key. The File pull-down is displayed, as shown
in Figure 25. The manager selects Open... by typing a 2 in the pull-down

choice entry field.
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File Edit Manoge View Optioens Help

. Hew Persennel Data
Dpen. ..

Save

Save as...
Print F11
Exit F3

2

LN X ¥ R3 X

Commane) ===>

PICTURE 25 Fl=Help  F3=Exit F%=Retrieve Fl0=Actions F12=Concel y
Figure 25. File Pull-Down. Open... is selected. New, Save, and Save
as... are currently unavailable. The manager knows these

choices are unavailable because asterisks appear in place of
their choice numbers. Note that the application assigns the

F11 key as the accelerator for Print.

The manager presses the Enter key and the Open dialog pop-up, containing a
single-choice selection list, appears, as shown in Figure 26. The manager
selects employee Harriet R. Easton by positioning the cursor on the period

that precedes her name and typing a slash over the period.

File Edit Monage View Options Help

Persennel Data

Open

o A =on, James .
Charles. Heary K.

/ Eosten, Horrjet R

. Jackson, Milton M.
Purcell, Henry

. Rogers, John L.

. Thempsen, Sandra J.
Young., Margoret B.

Fl=Help  F7=Biwd  F8=Fwd
F12=Cancel

Cormong ===
Fl-Help  Fi-Exit F7-Bkwd FH-Fwd F3-Retrieve Fll=Actions F12-Concel |

PICTURE 26

Figure 26. Open Dialog Pop-Up

When the manager presses the Enter key, the employee personal data panel
for Harriet Easton is displayed, as shown in Figure 27. The panel
contains a mixture of entry fields and protected text. The manager could

change the information in the entry fields, such as the employee address,
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but could not

PICTURE 27

change,

for example,

the last performance rating.

File Edit

Manage

View Options

Help

Employee nome

Aodrezs - oL
Telephone number .

Emet-gancy contact
Nome . . . . .
Relationship .
Home phone number
Work phane number

Parformance data
Title

Lot perFormonee rating
Lozt salary change .

Commanc] ===

Engl oyee Personal Daota

: Horriet R, Easton

321 M. 24th Ave.

Employes serial § @ 1122334

More: L]

Thiskown, FL 33333

234-9004

Horace Eoston
Spouse
734-9004
T85-0667

: System progrommer
: Excellent
14714789

Fl=Help F3=Exit

F7=Bhwad

F8=Fud

Fa=Retrieve

Figure 27. Employee Personal Data Panel

Fl0=Actions

F12 =Concel

The manager wants to see a different portion of the employee's data

record.

the cursor to the View action bar choice, and presses the Enter key,
View pull-down appears, as shown in Figure 28.
pull-down choice entry field,

is the

PICTURE 28

Personal data view.

After the manager switches the cursor to the action bar, moves

the

There is a 1 in the

indicating that the current view of the data

File Edit Monage View Options Help
1 1. Personal data
2. Salary/Per Formence
Employee nome 3. Mwards Emploves serial § @ 1122334
More: L]
Address . .. e 32T ML 24tk Ave.
Tristown, FL 33333
Telephone number . oo.o. 234-9004
Emetgency contact
Nome . . . . . .« . Horace Eoston
Relotionship . .. . BpOUEE
Home phone number . 734-98004
Work phone number . . . 1BH-0BETV
Parformancs data
Title . . . . . . .. . ¢ System programmer
Last performonce rating @ Excellent
Loat salary chonge . . . ¢ 4/14/89
Commapic] «--=
Fl=Help F3=Exit F7=Bhkwd F8=Fwd FI=Retrieve Fl0=botions F12-Concel

Figure 28. View Pull-Down

The manager types a 3 in the choice entry field to select the Awards view,

and presses the Enter key.

The current view is now Awards

(3) .

When the

pull-down is displayed the next time, a 3 will appear in the choice entry

f29bdg00.boo
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field.

As shown in Figure 29,

place of her personal data.

PICTURE 29

Figure 29.

To recommend an award

the Manage

pull-down appears, as
manager has typed a 2
Recommend award....

the data about Harriet Easton's awards appears in

File Edit Maonage View Options

Help

Employee nome

Type of Award
Speciol dipner
Special dinner
BLrget Saver
Excel lence

Commane) ===>

Empl oyee Awords

... 3 Horriet R Easton

Date Received
0,02 /86
416,87
97 22/87
11/14/88

$amourt
B0.0G
£0.00
300.0G
200000

Employes serial § @ 1122334

Fl=Help F3=Exit

F7=Bkwd F8=Fwd F9=Retrieve

Employee Awards Data

for Harriet Easton,

action bar choice and presses the Enter key. The

shown in Eigure 30.

Fl0=Actions F12=Concel

the manager moves the cursor to

Manage

That figure shows that the
in the pull-down choice entry field to select

The ellipsis (...) following Recommend award

indicates that a dialog pop-up will result from the selection of this

choice.

PICTURE 3

Figure 30.

f29bdg00.boo

Commang] -=-->

File Edit Monoge View Options  Help
2 1. Performonce review | ards
2. Recommend award. ..
Empl oyee nome 3. Chenge salary/title Emploves serial § @ 1122334
Type of Award Date Received $amount
Special dinner 0402786 50,00
Special dinpper 4/16/87 £0.00
Budget Saver 9/22/87 500.00
Excel lence 11414788 Z000.0%

Fl=Halp F3=Exit

F7=Bkwd F&=Fwd F9=Retrieve

The Manage Pull-Down.

Recommend award. . .

Fi=tctions F12=Concel

is selected.
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When the manager presses the Enter key, a pop-up appears, as shown in
Figure 31. From this pop-up, the manager can select an award type. To

recommend a leadership award, the manager types a 3 in the choice entry

field.
File Edit Monage View Options Help
Empl ayee Awords
Cmployes nome . . . . . . ¢ Hoeeiet B, Loston Erplovee serial § @ 1122334
Type of Award Date Received $amount
Special dipner 1
Special dinmer Award Type
BLdget Saver
Excel lence T | 3 1. Budget saver
2. Excellence
I. Leadership
4. Special dinner
5. Technical innovation
Fl=Help F12=Cance
Commang) ====
PICTURE 31 Fl=Help F3=Exit F7=Bkwd F8=Fwd F9=Retrieve Fl0=Actions F12-Concel

Figure 31. Dialog Pop-Up Resulting from the Manage Pull-Down

The manager presses the Enter key and the Employee Leadership Award
Recommendation form appears in another pop-up, as shown in Figure 32. The
manager fills in the first page of the form.

File Edit Monage View Options Help

Empl oyee Awords

Erg| gl oyes Leodership Aword Recormmendation 334
Type | Emplowee ncme T Horriet R. Eoston

Spec | Employee sarial § 1 1122334

Spec More:

Budg | Reoson for oword

Exce | During the specificaticn ond design phases of the "Kelp" project,
Harriet potiently ond expertly cosrdinated the efforts of o large
degign tean. Even though the opproaches ond opinions of the tean
members were often in direct conflict, Harriet negotioted solu-
tions acceptable to all, resulting in opproval and publicotion
of the product design aheod of schedule.

Fl=Help  F7-Blewd  [B<Fwd F12-Concel

Commane) ==->
PICTURE 32 Fl=Help F3=Exit F7=Bkwd F8=Fwd F9=Retrieve Fl10=hctions F1?=Concel y

Figure 32. First Page of Employee Leadership Award Recommendation Panel

When the manager presses the F8 key, the panel scrolls to display the rest
of the information as shown in Eigure 33.
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File

Edit View Options Manoge Help

Empl ayee Awords

Emge| Emploves Leadership Award Recommendotion 22334
Type | Employee ncme T Horriet B. Eoston
Spec | Employee serial # 1 1122334
Spec More: t
Budg | Aword supplies . . _ Award certificaote
Exce _ Division erecutive letter
_ Medol
_ Coffee service
Fl=Help  F7=Bkwd FB=Fwd F12=Cencel
Commang) ====
PICTURE 33 Fl=Help F3=Exit F7=Bkwd F8=Fwd F9=Retrieve Fl0=Actions F12-Concel y
Figure 33. Second Page of Employee Leadership Award Recommendation Panel
The manager wants additional information about how to select award
supplies. With the cursor on the Award supplies selection field, the
manager presses the Fl key. The help pop-up shown in Eigure 34 appears.
File Edit View Options Manoge Help
Empl oyee Awords
Erg| Erploves Leadership Aword Recommendation 22334
Type | Emplowee ncme T Horriet R. Eoston
Spec | Employee sarial § 1 1122334
Spec More:z t
Budy | Aword supplies . . f Award certificate
Exce _ Division executive letter
_ Medal
/ Coffee service
Aword Supplies - Help
tou mgy select up to three oword supplies.  [f
wolo desire o Division executive letter, please
ol low twe weeks For del Tvery,
F1=H | Fl=Help  F2-[x help F3=Exit  F9-Keys help
F1=Ircex  F12=Concel
Commane) ==->
PICTURE 34 Fl=Help F3=Exit F7=Bkwd F8=Fwd F9=Retrieve Fl10=hctions F1?=Concel y

Figure 34. Help Pop-Up for Award Supplies

The manager moves the cursor out of the pop-up and selects award supplies
by typing a slash character (/) in the entry fields that precede the

desired supplies. Selection of the award supplies completes the form.

When the manager presses the Enter key,

pop-ups disappear, and the application submits the recommendation for
processing. The employee awards data is re-displayed, as in Figure 29.

The manager exits the

f29bdg00.boo
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2.6 Chapter 4. Entry Model

Although the text subset of the graphical model is generally preferred for
all new applications on the nonprogrammable terminal, there are some
applications whose structure and objectives may warrant an exception to
that rule. They are:

J An application with only limited actions that can be performed on the
primary object or objects in the application. This is true of many
data-entry-intensive applications where the only application action
available is Enter data. This type of application does not need an
action bar because only a limited number of actions are available to
users. Either the actions or the objects in this type of application
may be implicit, or the actions and objects are combined. These
limited-action applications typically are designed to maximize the
resources of a host system by minimizing the required number of host
interrupts.

J A new release of an existing action-object-oriented application that
does not involve a major re-design of the application. One of the
prime objectives for this style of application might be to retain
consistency with previous versions for users who will be upgrading to
a new version. However, components being used in the application,
such as entry fields and selection fields, should be revised to
conform to CUA. These applications also might have been designed to
minimize the number of host interrupts generated by the application.

l An application that should be action-object, as determined by a
thorough task analysis. This decision may have been made because the
intended users have a current conceptual model of the application that
is action-object.

J An application that is designed to be walk-up-and-use by users who are
constantly new, and, therefore, will not be trained. Such
applications must control the users' choices very closely. An example
is an information display in a hotel or airport lobby. These
applications typically combine object and action choices. They might
be object-action or action-object, but they would not include an
action bar and, therefore, would be entry model applications.

The intent in describing an entry model is to define a level of CUA
conformance for applications that, for the reasons listed above, cannot be
designed as text subset applications. By following the entry model, these
applications might gain the advantage of user interface consistency and
provide an easier migration for users who also may use applications with
other CUA interface styles.

2.6.1 Differences between Entry Model and Text Subset
2.6.2 Entry Model Example: A Simple Data-Entry Application
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2.6.1 Differences between Entry Model and Text Subset

There are two primary differences between the text subset and the entry
model:

2 Entry model applications are not required to be object-action
oriented.

J  Entry model applications do not have an action bar.

The key difference for users between a text subset application and some
entry model applications will be in the process sequence: action-object
instead of object-action. The process sequence makes a significant
difference in the structure of an application. It might mean that users
are presented with a hierarchical menu-driven application. It also might
mean that users choose actions first and then objects, or actions and
objects that are combined. The distinction between action selection and
object selection that was made in the text subset model is, therefore, no
longer valid.

In terms of presentation and interaction, the entry model includes most of
the components of the text subset, except for the action bar. The other
components that were illustrated in the text subset look and act the same
way in the entry model. However, the work area of an entry model panel
may contain both objects and actions.

The use of pop-up windows for dialogs, prompt lists, messages, and help is
optional in the entry model. Dialogs that would appear in a pop-up in a
text subset application may occupy the full screen in an entry model
application.

The following example of an entry model application shows a simple
data-entry application, and points out the basic process sequence,
interaction, presentation, and components found in entry model
applications. A more detailed description of the rules governing the
presentation and interaction techniques of the components described here

"

is found in Part "Component Description in topic 0.

Like the text subset sample application, this example of an entry model
application is a very simple example, which is primarily intended to
convey the general flavor of the entry model. The scenario only shows one
of many possible design approaches for this type of application.

Depending on the needs of the enterprise and the types of users the
application would serve, other designs might be appropriate.

Note: This same application is used in the next chapter to show how an

application would look after it has been migrated to the
programmable workstation.
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2.6.2 Entry Model Example: A Simple Data-Entry Application

The following simple application contains some examples of entry model
panels, using components described in this book. This type of application
might be used to maintain records in a doctor's office. The initial panel
is the main menu for the application. It presents users a list of items
they can choose from. This list is an example of a single-choice
selection field. In this example, the objects are forms. Each form has

its own implied action.

Fanel Title

Instruetions Medical GFHee Poepoge

Choice EI"IIW Field ‘Select epe of tpe Following,  Then press Enter,

\1 1, Mew potient inFormation
Single-choloe i
salechoiFleld 4. Medical procedures
5. Account summory

Protected Text
Message Area [Mpgre | . ¢ 6o12/88
Command Area._ [™

[ Commond ===»

\[l=Help  F3=Exit  FO-Retrieve [12-Concel

Function Key Area

Figure 35. Single-Choice Selection Field

In Figure 35, the choices are numbered and the first choice is preceded by
a choice entry field, designated by an underscore, so users can type the
number of their choice. Note that, in this example, the first choice is
the default choice, so its corresponding number (1) is in the choice entry
field. Pressing the Enter key without typing a number processes the
designated default choice. Below the work area is a message area,

followed by the command area and the function key area.

If users select choice 1 from the panel in Figure 35 and press the Enter
key, they will see the panel in Figure 36.

f29bdg00.boo Page 1



New Patient [nformation Seralling
Information

p
More:
Parsonal Informatlon Entry Fleld

ANIrESs o L. Lo .
City. State, . . .

Patient pame ., . . .,

fipoode .. .. ..
Birthaote . . . .. _
S Lo v b i M=Male or F=Femglel
Morital stotus L . . 11 Married
2. Single
3. Diverced
4. ¥idowed

Home phope . L .
Work pnone L L . ..

Emargancy Contact

L P
Home phone . . . . .
Work phome . . . L .

Commang = --=
Fi=Help  F3=Exit Fi=Refresn F7-Bkwd F8=Fwa  F&=Retrieve F12=Concel

PICTURE 36

Figure 36. Data-Entry Form. This form contains entry fields and a

selection field.

In Figure 36, the data-entry form in this panel is a collection of entry
fields and one selection field. Note the standard locations for the panel
title, scrolling information, message area, command area, and function key
area. Marital status is a single-choice selection field; all the other

fields are entry fields.

The More designator tells users that a portion of the panel in Eigure 36
is scrollable. The F7 and F8 keys are displayed in the function key area.

Assume that users are entering information about a new patient into the
form in Figure 36. Users have pressed the F8 key to scroll to the
additional information and have completed all the required information,
except for the Insurance ID number. If users then press the Enter key
from the last New Patient Information panel, they see the panel shown in
Figur 1.

Mew Potient Information

Patient pome . . . . . . Dewis, Arthur

Mote: t
Inswranes Coverags

Insurance compony . . . Premium Tnsurones Compor
Group number . . . . . 01
IO umper L. L L -
Cardholder's nome . . . Dowis, Arthur
Relationship . . . . . 171 Self

2. Spouse

3. Porent

4. Relative

9. Other
Signature on file . . . 1 [¥=Yes or N-Nel

Please type the required I0 number.
Commong =-->
Fl=Help F3sExit FA<Refresn F7-Bewd F8<Fwd FO9Retrieve F12-Concel |
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Figure 37. Action Message in Message Area

The panel containing the ID number entry field has been re-displayed with
a message in the message area that tells users there is an error, as shown
in Figure 37. The cursor is positioned in the field containing the error,
and that field is displayed with error emphasis. The message is displayed
in the message area instead of a pop-up because the message itself does

not require a response.

If users then press the Fl1 key while the cursor is in the ID number field,
users see the panel shown in Figure 38.

New Potient Information - Help

The insurance 10 s a required Field. [If the patient coes not howe
o 1D nunber, type 00 in the [0 number field,

FlsHelp  F2=Ex relp F3=Exit  F9=Keys nelp F1l=[ndex  F12=Concel

Figure 38. Help Panel

Help panels may be displayed either as a full-screen panel or in a pop-up.
Help is provided on the field where the cursor was positioned when Help
was requested. From the help panel itself, users can request Extended
help (Ex help), Help index (Index), and Keys help, as shown in the
function key area of Figure 38. F12 cancels help, and users are returned
to the panel from which they requested Help, that is, to Figure 37. After
users complete all the information in Eigure 37 and press the Enter key,
the users are returned to the main menu in Eigure 35

If users select choice 4 from the main menu in Figure 35, they see the
panel in Figure 39.
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Prempt Indicator

Medical Procedures

Patient name . . . + Date @ 1173089

Procedures Categorles
_ Hospital

" & _ Immnizations
Multiple Choice 7 Lanorokory

Selsctlon Fisld ~ Office Yisit
_ Otner Services

Commong =ee>
L Fl=Help  F3=Exit F4=Frompt F9=Retrjeve F12=Concel ¥,
PICTURE 39
Figure 39. Prompt for Entry Field
In Figure 39, the plus sign (+) to the right of the Patient name field
indicates that there is a prompt list available for this field, through
the Prompt function. To see the list of names for selection, users press
the Prompt key (F4) when the cursor is in the Patient name field. Users
see the list in Figure 40.
Medicol Procedures
Patient nome . . . + Date : 11/30/89
Procedure Coteg List of Patients
_ Hospital Mores
_ Immunizations | . Adans, Steven
_ latoratory . Baker. Charles
_ OFfiee Wisit . Brown. Suson
_ Othrer Service | . Chapmon, Andrew
. Conrad, Morgoret
£ Dowis, Arthoe
. Douglos, Alice
. Evans, Poul
. Fox, Matthew
Fl-Help  F7-Bkwd FB-Fwd F12-Cancel
Commendg ---+
PICTURE 40 Fl=Help  F3=Exit F4=Prompt F9=Retrieve Fl1Z=Cancel D,

Figure 40. Prompt List Pop-Up

Because this is an entry model application, the prompt list panel could
occupy the full screen. In this example, however, this panel is presented
in a pop-up. The prompt list in Figure 40 is an example of a
single-choice selection list. To scroll the list, users press the
Backward or Forward keys (F7 or F8). In this type of field, users select
items by typing a slash character (/) over the period to the left of the
item they want to select. When users press the Enter key, the selected
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name is placed automatically in the appropriate entry field, as shown in
Figure 41. The prompt list pop-up disappears and users are returned to
the entry field from which they requested Prompt.

Medicol Procecures

Procedurs Coategories
_ Hospital

_ Irmumizotions

_ latorotory

_ DFfice visit

_ Other Services

Commond ===>

Patient nome . . . Dowis, Arthur + Date :

11/30/89

PICTURE 41 Fl-Help  F3-Exit  F4-PFrompt  F9-Retrjeve  F1Z-Cancel

Figure 41. Multiple-Choice Selection Field

Figure 41 contains an example of a multiple-choice selection field. 1In
this type of field, users select items by typing a slash character (/) in
the entry field to the left of the item they want to select. Users can
select more than one item in a multiple-choice selection field. After all
selections have been made, users press the Enter key. If users select
Immunizations from the selection field in Figure 41, they see the panel in
Figure 42.

[mmunizotions

More:
_ Tetanus
_ o
_ OFT
_ Oral Polia

_ Mensles wopcine

_ Rubellaq voccine

_ Mumps voeeine

_ Mumps-Rubel la vacoine
_ MMR

_ Tubereulin test

_ Gamma glabulin woocine
_ Allergy injection

_ Ppeumorox

_ Influenzq

_ Meningitis vaccine

_ Medication injection

Commong =«

Select one or more of the immunizations |7sted below. Then press Enter.

PICTURE 42 Fl-Help  Fi=Exit F7=Blwd F8<Fwd  FO-Retrieve F1Z-Copce

Figure 42. Multiple-Choice Selection List
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Figure 42 contains an example of a multiple-choice selection list. This
list is similar in appearance to a multiple-choice selection field, except
that it is scrollable and the data contained in it may be variable. Users
can move from choice to choice with the arrow keys or the Tab key.
Selections are made by entering the slash character (/) in the entry field
preceding each choice. When all selections have been made, users press
the Enter key and the panel is processed.
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2.7 Chapter 5. Migration to the Programmable Workstation

This chapter describes differences that will occur in the user interface
of a text subset or entry model application that is migrated from the
nonprogrammable terminal environment to the programmable workstation
environment without re-designing the user interface. The descriptions
assume that the application will run under 0S/2* Version 1.2 or greater on
the programmable workstation.

Applications that are being designed specifically for the programmable
workstation should use an object-action design approach and follow the
rules and guidelines for the graphical model in Systems Application
Architecture, Common User Access: Advanced Interface Design Guide
SC26-4582.

To describe the migration, some of the sample screens that were used to
describe the entry model and the text subset are repeated, with the
differences pointed out, so you can easily compare the two screens. For
detailed information about any of the 0S/2* components, see the Advanced
Interface Design Guide.

Finally, there is a summary of the differences, presented in table format
at the end of this chapter.

2.7.1 Programmable Workstation Differences
2.7.2 Sample Programmable Workstation Screens
2.7.3 Action Bar Differences

2.7.4 Programming Considerations

2.7.5 Summary of Differences
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2.7.1 Programmable Workstation Differences

In the programmable workstation, or 0S/2*, environment, the primary visual
components of the user interface are screen background, windows, icons,
and a free-moving mouse pointer. The appearance and behavior of these
components is enforced automatically by 0S/2* and the appearance is much
more graphical than on the nonprogrammable terminal. Within windows,
standard interface components, such as selection fields, contain graphical
elements, such as check boxes and radio buttons, which are made possible
by the graphical environment of 0S/2%*.

Some other differences are:

l The size and location of the primary window that is used to display
the application panels can be controlled by users and will not occupy
the full screen. If users reduce the size of the application window,
scrollable areas are reduced in size first, then the content of the
window may be clipped. When users reduce the size of a window using
the keyboard, clipping of the information in the window begins at the
bottom and the right portions of the window.

J Users can communicate with the computer through the mouse as well as
the keyboard. CUA defines interaction techniques for both devices.
Because either the keyboard or a mouse may be more efficient in a
specific situation, users can switch between the keyboard and a mouse
almost any time in a dialog without having to change application
modes. For detailed information on mouse interaction techniques, see
the Advanced Interface Design Guide.

J Text displayed on the screen may be proportionally spaced on the
programmable workstation.

J The programmable workstation supports implicit selection in
single-choice selection fields and lists in the work area, as well as
in in the action bar.

3 The programmable workstation does not support multiple single-choice
selection fields in pull-downs. The same effect can be achieved by
users with serial single selections.

J Dialog pop-ups are referred to as dialog boxes and are movable.

2 On the programmable workstation, there are 5 types of emphasis. In
addition to the four previously discussed, there is also cursored
emphasis, which can be combined with the other four types.

J Entry fields appear as boxes instead of underscores.

al Radio buttons and check boxes replace the choice entry field in
selection fields as visual indicators of the currently selected
choice.

| Pushbuttons replace the function key area on the programmable
workstation. Pushbuttons are an indication to users that the actions
in the pushbuttons can be selected using the mouse.

3 The programmable workstation supports mnemonic selection in place of
numeric selection in selection fields and in the action bar and its
pull-downs. A mnemonic is a single character that provides a fast
interaction technique for selecting choices from the keyboard. When
users type a valid mnemonic, the selection cursor moves to the choice
that the mnemonic is assigned to and the choice is automatically
selected or de-selected, as appropriate. Users can type alphabetic
mnemonics in either uppercase or lowercase. A mnemonic is underlined
to provide a visual cue to users that mnemonic selection is available.

These and other differences are pointed out in the sample application
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2.7.2 Sample Programmable Workstation Screens

If the sample entry model application described in Chapter 4, " Entry
Model" in topic 2.6 is migrated to the programmable workstation, the
initial panel in Figure 35 in topic 6 would look like the window in

System Menu
lcon Window Tltle Title Bar

Select one of the tollowing. Then press Enter.

 Current. patient TnFormetion
O Diognostic desoriptions
Cr Medical procechrss

/‘O Avcount, summary

Radlo
Buttans
Dete:  B/12/8%
Commang ==== |
L 1=te lp | [F3-Exit] [[F9-Retrimve] [ F12-Concel |
Pushbuttons

PICTURE 43

Figure 43. Single-Choice Selection Field on Programmable Workstation

The panel appears in a movable, sizable window. The title bar of the
window consists of the System Menu icon, the window title, and the
window-sizing icons. Users can select the System Menu icon to display a
pull-down containing actions users can perform on a window. The actions
are: Move, Size, Minimize, Maximize, Restore, Close and Switch to. The
panel title is displayed as the window title. Window-sizing icons provide
a fast path to three of the system menu actions: Minimize, Maximize and

Restore.

If users reduce the vertical size of the panel so that some of the choices
are no longer visible, a scroll bar appears on the right side of the work

area. (The work area is similar to the 0S/2* client area.) If the panel

is reduced in size horizontally so that the choices are no longer

completely visible, a horizontal scroll bar appears.

The appearance of the single-choice selection field is changed: there is
no entry field preceding the first choice and the choices are not
numbered. Instead, radio buttons precede each choice to indicate the
current selection; when an item is selected, the button is partially
filled in. Each choice has an application-defined mnemonic that is
underlined. The selection cursor on the programmable workstation is a
dotted outline box that completely covers the choice. 1In a single-choice
selection field, the cursored choice is shown with cursored emphasis
(surrounded by a dotted outline box). For a detailed description of
emphasis on the programmable workstation, see the Advanced Interface

Design Guide.
Users can select an item by typing the mnemonic for that item, by moving
the cursor to the choice (implicit selection), or by moving the mouse

pointer to a selection and clicking mouse button 1.

The command entry field is displayed as a box rather than as underscores.
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All entry fields on the programmable workstation are displayed as boxes.
Notice that the function keys are displayed as pushbuttons on the

programmable workstation. This is an indication to users that the

functions in the pushbuttons can be selected by the mouse.

Patient nome |I |

Personal Information s
Addr &35 |
City, State |
Zip code
Birth date LI 1]
Fex [] Odadale or F=Female)
Moritol status ® Married L
O 3ingle
O Divorced
O Widowed
Home: phone L 1
Work phene —
Emer-gsncy Cantact
Meme [ 3

Commond ==== |

([F1=Help]l [F2=Exit] | F5=Refresn] [ F3=Retrieve] [F12=Concel ]

Figure 44. Scrollable Data Entry Panel

Figure 44 illustrates how the data entry panel shown in Figure 36 in
topic 2.6.2 would look on the programmable workstation. This panel would
be displayed if users selected New patient information from the main menu
of Figure 43. All the entry fields are displayed as boxes. Entry fields
are scrollable, except for those that contain fixed-length data, such as

phone numbers.

The text cursor indicates the keyboard input location for text entry. On
the nonprogrammable terminal, the text cursor is an underscore; on the
programmable workstation, the text cursor is a thin vertical bar. The
default input mode is insert mode on the programmable workstation. (The
default is replace mode on the nonprogrammable terminal). Cursor movement
on the programmable workstation is restricted to valid fields. 1In

Figure 44, if users press the Down arrow key, the cursor moves to the next
valid field below the current field. For example, if the cursor is in the
Zip code field and users press the Down arrow key, the cursor moves to the
Birth date field, as if users had pressed the Tab key. If users press the
Up arrow key from the Zip code field, the cursor moves to the previous
valid field, City, State, as if users had pressed the Back Tab key.

In the single-choice selection field, Marital status, radio buttons
precede the choices. If users press the Down arrow key in that field, the
cursor moves to the next choice in the field. For example, if users press
the Down arrow key while the cursor is on Married, the cursor moves to
Single. 1If, however, users press the Tab key, the cursor moves to the
next field. For example, if users press the Tab key with the cursor on

Married, the cursor moves to the Home phone field.

The scrolling information located at the top of the panel on the
nonprogrammable terminal has been replaced with a scroll bar, to indicate
that the area of the window between the separators is scrollable. (On
nonprogrammable terminals, these separators are known as panel area
separators.) Users can scroll the panel forward by using the mouse on the

scroll bar, by pressing the Down arrow key or Tab key while the cursor is
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at the bottom of the panel, or by pressing the Page Down key.

Patient nome |Davis‘ Arthur |
Insurance Cavercge i s
[nsuronce company Fremiun Insrance Tompany]
Group nunber [07]
D rumber
Cardholder ‘s name Ocni e, Arthur = "
7 . 2 I | OfF
Relationahip ® Sel f atliss iz
& Spouse Fleose type the required
2 Parent. [D rimber,
O Relative
o Other
Signature on file [f] Ci=ves or N-
{}
Commeng === |
([F1=Help] [ F3<Exit]| [Fo=Refresn] | F3-Retrieve] [[F12-Concel ]
PICTURE 45

Figure 45. Message Pop-Up

Figure 45 illustrates how a message would appear on the programmable
workstation. Messages are displayed in pop-ups, rather than in the
message area as it is on the nonprogrammable terminal. These pop-ups are
referred to as message boxes in 0S/2*. The pop-up is positioned so it
does not cover the field in which the error occurred. Pushbuttons are
located at the bottom of the pop-up. The cursor is positioned on the OK
pushbutton. Users can press the Enter key or click on the OK pushbutton
with the mouse to remove the message pop-up. The cursor is then returned
to the field in which the error occurred. If users then request Help, the
help panel is displayed as shown in Figure 46.

Patient nome |Davis‘ Arthur |
Insurance Cavercge i s
[nsuronce company Fremiun Insrance Tompany]
Group nunber [07]
[0 rumber
E- Medicol Office Pockage Bl
Services  Options Help
| = [ Mev Patient Info [N~ [%
i
The insurcnce I0 s o requirted
Field, [f the potient doss not N=Nol
hove on [D pumber, type 00 n
the [0 number Field,
{!7
{}
Commeng === |
([F1=Help] [ F3<Exit]| [Fo=Refresn] | F3-Retrieve] [[F12-Concel ]
PICTURE 46

Figure 46. Help Panel
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The help panel is displayed in a help window that is separately movable
and sizable. Just as a message pop-up is carefully placed, the help
window is positioned so it does not overlay the field for which help was
requested. Because of the help facility used in 0S/2*, the help window
contains an action bar, rather than a function key area, for access to
additional help functions.

Figure 47 shows an example of a multiple-choice selection field on the
programmable workstation. Choices are preceded by check boxes; an x in
the box acts as a selection indicator. Selection is made by pressing the
Spacebar, by clicking the mouse button, or by typing the mnemonic for a
choice. De-selection is done by clicking the mouse button or by pressing
the Spacebar while the cursor is positioned over a choice.

=

Patient nome |I | +

Procedurs Categeries
[] Hosgital

[ mmunizations

[J Loboratary

[ Office Wisit

[] Gther Services

Commong === |

[[F1=Help ] [F2=Exit] [F4<Prompt ]| [ Fa-Retrieve] || F12-Cancel |

PICTURE 47

Figure 47. Multiple-Choice Selection Field

If users request the Prompt function while the cursor is in the Patient
Name field in Eigure 47, they will see the window shown in Figure 48.
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Patient nome | | +

List of Potients

C
] H Baker, Charles
O] 1 Brown, Suson

[ Lg| Chopman, Andrew
ol Cenrod. Margaret
(] o4

Douglas, Aljce
Evens, Paoul
Fox, Mokthew
Grey, Linda
Hamilten, George
Twy, Deniel ¥

[F1=re 1 p ]| {[F12-Cancer |

Commeng === |

[[F1=petp ]| [F3=Exit] [ Fa=Prompt | [ Fa-Retrieve] |[F1z-Cancel |

Figure 48. Prompt List Pop-Up

The prompt list in Figure 48 is a single-choice selection list. An 0S/2*
list box can be used to display selection lists. Users can move the
pop-up that contains the list. The scroll bar indicates that the list is
scrollable. Users select a choice by moving the cursor to the choice or
by clicking on it with the mouse. When the pop-up is processed, the
selected information is automatically entered in the panel.

Figure 49 shows an example of a multiple-choice selection list on the
programmable workstation. Multiple-choice selection lists can be displayed
using list boxes on the programmable workstation. They are similar in
appearance and interaction to the single-choice selection list on the
programmable workstation, except that users can select more than one
choice. Instructions can make this distinction clear to users. Users
move from choice to choice with the Down arrow key (not the Tab key) and
make their selections by pressing the Spacebar while the cursor is
positioned over a choice, or by positioning the mouse pointer over a
choice and clicking the mouse button. Selected items are displayed with
selected emphasis. The cursor keys, the Page Up and Page Down keys, or the

scroll bar (with a mouse) can be used to scroll the list.
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= Imnuni zations

Select one or more of the imnunizations istec belaow.

Then preas Enter.

TetanLs

01

OFT

Oral Palio

Meagles Yaooine
Fubel la Yacoine
Munps Yaccine
Mumps-Rubel o Yaccine
MR

Tubercul in Test
Gemma glopulin Test
Allergy Injection
Preumorax

Influenzo
Meningitis Voccine

Commong ---> |

([F1=Hetp ]l |[F3=Exit]| || Fo-Retrieve] [F12=Cance! ||

Figure 49. Multiple-Choice Selection List
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2.7.3 Action Bar Differences

File Edit ‘iew Options Help

AL
Some. ...

' By subject
By date
By nome
By ether. ..

Figure 50. Action Bar and Pull-Downs

Figure 50 is an example of how a text subset action bar and pull-down
would look on the programmable workstation. The action bar pull-down does
not contain entry fields and the choices are not numbered. The check
marks that precede the choices All and By subject indicate the current
state of the view of the object. If there is more than one single-choice
selection field in a pull-down, selection is accomplished through a series
of single selections, rather than by selecting one choice from each group.
Users, therefore, must re-display the pull-down in order to select another
choice. The mouse may be used to select action bar and pull-down choices.
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2.7.4 Programming Considerations

Following are some additional considerations that you might want to take
into account as you migrate your application to the programmable
workstation.

1. Assigning mnemonics: In each window, a mnemonic must be unique within
the action bar, within a pull-down, and within the client area. If
possible, assign the first letter of a choice as its mnemonic. If the
first letter is already assigned, choose another letter in the choice
that seems reasonable for the context of your application. If all the
letters in a choice are already assigned or the choice consists of
DBCS characters, you may choose another letter or a keyboard
character, such as the comma (,). When you use a letter or character
that is not part of the choice, enclose the mnemonic in parentheses
immediately following the choice. Choices that appear many times in
an application should always be assigned the same mnemonic.

2. Avoid using the full width of the panel because there must be room for
the scroll bar on the right side of the screen. Do not use more than
76 columns for a panel so that the scroll bar will be visible on the
screen.

3. TWhen you are re-coding an application for migration to the
programmable workstation, you might want to update the function key
area. Some updates in consideration of the programmable workstation
keyboard can improve the usability of the application.

The following changes might be appropriate, depending on the
application:

O Remove Forward and Backward key assignments and change Fl2=Cancel
to Esc=Cancel. (Fl2=Cancel must be supported even if it is not
displayed.)

O You may need to add pushbuttons on the programmable workstation
for keys that were not displayed on the nonprogrammable terminal
because they were engraved on nonprogrammable terminal keyboards,
such as Help on the AS/400* keyboard.

[l You should insert a pushbutton in dialog pop-ups. This pushbutton
should name the default action for the pop-up.

O If your application used F13 through F24 or Set 2 on the
nonprogrammable terminal, you may use the shifted state of
function keys available on the programmable workstation (Shift+F1
through Shift+F12) .
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2.7.5 Summary of Differences

The following table summarizes the differences between the nonprogrammable

terminal and the programmable workstation environments.

Component Nonprogrammable | Programmable
Terminal | Workstation

| |

Full screen panel, | Sizable window, pop-up |

| |

| |

pop-up

|
|
|
| Presentation
|
|
|

Scroll indicators More: < %

> | Scroll bars
Selection cursor Cursor Dotted outline box
Function key format Fl=Help Fl=Help with

pushbutton border

choice entry field

Help Pop-up or full screen Help window with
panel with function action bar, no
key area function key area
Pop-up Fixed Movable
Entry field prompt Leader dots Colon (optional
Single-choice Appearance: choice Appearance: radio
selection field entry field, numbered buttons
Interaction: Number in Interaction: mnemonic,

point-and-select
(keyboard or mouse)

Multiple-choice
selection field

Appearance: choice
entry field before
each choice in
vertical list; choice
entry field is an
underscore (_)
Interaction: / or

country-designated

Appearance: check

boxes

Interaction: Spacebar
select, mouse click,

selection list

entry field before
each choice in a
vertical list with
adjacent scroll
information; choice
entry field is a
period (.)

Interaction:

/ or
country-designated
character in choice
entry field

character in entry mnemonics
field
Single-choice Appearance: Choice Appearance: list box

with scroll bars

Interaction:
Point-and-select
(keyboard or mouse)

Multiple-choice
selection list

f29bdg00.boo
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each choice in
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Appearance: list box

with scroll bars
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adjacent scroll
information; choice
entry field is an
underscore (_)
Interaction: / or
country-designated
character in entry
field

Interaction: Spacebar
select, mouse click

Entry fields

Not scrollable
Underscored

Scrollable
Solid-line box

Message area, pop-up Pop-up
Text entry Default=replace Default=insert
Input device Keyboard Keyboard, mouse
Cursor movement Unrestricted Restricted to fields

Tab Moves cursor to next Moves cursor to next
unprotected field field
Pull-down Multiple selections Single selection per

|
|
|
|
|
|
|
|
|
|
|
|
|
| Messages
|
|
|
|
|
|
|
|
|
|
|
|
|
|

per appearance of
pull-down

appearance of
pull-down
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3.1 Chapter Introduction to Basic Interface Components

6
3.2 Chapter 7 Panel Elements
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3.6 Chapter 11. Command Area
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3.12 Chapter 17. Copyright Information
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3.1 Chapter 6. Introduction to Basic Interface Components

Previous chapters introduced the principles and models for designing
effective Common User Access interfaces. The chapters in this part
contain rules, recommendations, and options for presenting and interacting

with the fundamental components on which those interfaces are based.

The application developer presents application information to users in the
form of panels. A panel may occupy the entire screen or be presented in a
bordered area of the screen called a pop-up. Each panel is composed of
one or more individual elements and areas, each of which must follow
specific CUA rules for layout and content. The general location of

various panel elements and areas is shown in_Figure 51

Actlon
Bar Separator
Line
- #
#
Papel [D Panel Title
Inatruction
SerollIng informetlon
Group Heading

Field prompt . . . . .

Field prompt . . . . .

Field prompt . « .+ . . Entry Fields

Field prompt . . . . .

Work Group Heading
Area Field prompt . . . . . _ 1. Chojee 1 Serollable

2. Cnafce 2 . Arga
3. Chaice 3 [ S€18CtiON Fleld
4. Chotee 4

Fiald prompt . . . . . _ 1. Chojee 1
2. Crajce 2 +Selaction Field
3. Cnaice 3

/‘ Command ===
Message ™ | Fi-felp  Fl-mgo .. ¥
Area
Function Key Command
Areg Area

Figure 51. Panel Elements and Areas

If you design your application based on the text subset of the graphical
model, every panel in the primary window must have an action bar. The
action bar contains a list of choices that are arranged horizontally
across the top of the panel. Selection of one of the action bar choices
results in a pull-down that contains actions or properties that can be

applied to objects in the work area.

The purpose of each panel is indicated by its panel title, which appears
immediately below the action bar separator line. If there is no action
bar, the title appears on the top line of the panel. The panel also may
be uniquely identified by a panel ID that appears on the left side of the
line that contains the panel title.

Every panel you design has a work area. As its name implies, the work
area is the primary area of the panel through which users interact with
the application. It begins immediately below the panel title separator
and occupies most of the panel. A typical work area may contain selection
fields and selection lists through which the application presents choices
to users, entry fields in which users provide information to the
application, action lists that present users a list of objects on which
they can perform a variety of actions, protected text that provides
information that users cannot modify, or a combination of any of these.
It also may contain other panel elements that guide users in interacting
with the application, such as instructions, headings, field prompts, and

descriptive text.
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If there is more information than can be shown on the panel at one time,
all or part of the work area may be scrollable. Scrolling information is
provided to indicate that more information is available and to show the
direction in which the panel area can be scrolled.

At the bottom of the panel, below the work area, are the message area and
the function key area. Some panels also may have a command area between
the message area and the function key area.

Messages that indicate the status of the users' work or a condition
needing the users' attention may be written to the message area or, under
some conditions, to a pop-up that overlays part of the panel. Because the
message area is usually blank, it may serve as a separator line between
the work area and the command area or function key area.

The function key area identifies actions that can be performed by specific
keys. It contains the common actions that apply to a specific panel and
also may contain application-defined actions. The common actions include
scrolling actions, such as Backward and Forward; navigation actions, such
as Exit and Cancel; and actions requesting assistance, such as Help and
Prompt. Some of the actions may be invoked also by selecting choices in
an action bar pull-down or by entering commands in the command area.

The result of invoking an action may be a change in the current panel, the
presentation of a different panel, or the presentation of a pop-up that
extends the dialog with the current panel.

In some figures in this section of the book, the function key area shows
the use of 12 function keys; in other figures, the function key area shows
the use of 24 function keys.

3.1.1 Double-Byte Character Set Considerations

3.1.2 Summary of Interface Components
3.1.3 Component Requirements by Model
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3.1.1 Double-Byte Character Set Considerations

Japanese, Korean, and Chinese languages are not based on Latin characters.
The characters in these languages are represented using two bytes of
information instead of the single byte used in representing Latin-based
languages.

If you design applications for countries that use the double-byte
character set (DBCS), you have to consider additional rules pertaining to
cursor location, entry fields, text spacing, and special symbols and

characters.

Single-byte characters are also used with DBCS characters, so the
guidelines found in this publication also apply to applications that use
the DBCS.

Some information in this book about how to capitalize words does not apply
to DBCS characters. However, because Latin-based characters are used also
in DBCS countries, you should capitalize those characters according to the

rules specified in this book.
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3.1.2 Summary of Interface Components

The following tables summarize the characteristics of the interface
components and the CUA requirements for using these components in the
entry model and text subset of the graphical model.

Subsequent chapters provide the details of these components and the
methods of interacting with them. Layout and content characteristics not
specified in these chapters are left up to the application developer.

CUA also specifies certain color and emphasis characteristics of the
interface components presented on a panel. These requirements are
summarized in Appendix B, "Color and Emphasis Table" in topic APPENDIX]

Table 1. Summary of Interface Components

Component Description

Action bar Lists choices that represent groups of actions that
users request. Actions appear in pull-downs. It is
used on all panels in the primary window of

applications that are based on the text subset. See

" 5 "

|

Action bar Extends from the action bar and displays groups of

pull-down actions that users can select. It appears when
users select an action bar choice. See Chapter 10,

"Action Bar and Pull-Downs" in topic 5.

Action code A number or alphabetic character entered into an
action entry field to specify the action to be
performed on the items in the action list. See

"Action Tists" in topi 3.

Action entry
field

An entry field that is associated with each choice
in an action list. Users type a number, an
alphabetic character, or a command into the action
entry field to indicate the actions they want to
apply to choices in the action list. See M"Action

Lists" in topic 3

Action list Provides a list of items that users can perform one
or more actions on. Users specify actions by typing
an action code or command in an entry field next to

each selected item. See "Action Tists" in

|

Choice entry
field

An entry field used in selection fields and lists to
select a choice. Users select a choice by typing a
number or a slash character (/) into the choice
entry field.

Command area Provides space in which users type either
application or system commands. It is indicated by

the command prompt, Command ===>. See Chapter 11

of the keyboard input focus.

"Command Area" in topi 6.
© Copyright | Displays information about the application copyright |
| information | and ownership. See Chapter 17, "Copyright
| | Information" in topi 1
| |
| Cursor | A visual cue that shows users the current position
| |
| |
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Descriptive
text

Information located to the right of an entry field.
It tells users about the kind of information that is
required to complete an entry field.

Entry field Provides space in which users type information. It
is usually indicated by an underscore. See " Entry

Fields" in topic 1.

Field prompt Identifies entry fields, selection fields, and

variable output information. See "Field Prompts" in

|

Function key Lists available actions assigned to keys. See

area Chapter 12, "Function Key Area" in topic 3.7.

Heading Identifies entry fields, selection fields, selection
lists, action lists, and protected text. There are
two types: column headings and group headings. See
"Headings™ in topic S.

Instructions Tells users what to do with the data in the panel.

See MInstructions"™ in topic 3 4.

Message area Reserved area of panel used to display messages to

users. See Chapter 16, "Messages" in topi 11.

Panel area Provides a visual boundary between adjoining panel

areas. See "Panel Area Separators" in topic 3.2.3.

separator

Identifies a specific panel. It may be used to
identify the panel for maintenance or other
purposes. See "Panel ID" in topic 2.1.

|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
Identifies either the purpose of the panel or the |
data in the panel. See MPanel Title" in |
i |
|

|

|

|

|

|

|

|

|

|

|

|

|

|

|

|

|

|

|

|

|

|

|

|

|

|

|

|

|

|

|

|

A bordered area of the screen that extends the
users' dialog with the underlying panel. See

Chapter 14, "Pop-Ups" in topic 9.

Protected text Protected information that can be viewed but not

modified by users. See "Protected Text" in

topic 3.2.8
Scrolling Tells users that more information exists outside the
information visible panel area. There are three types:

scrolling arrows, textual scrolling information, and
textual scrolling location information. See

"Scrolling Information” in topic 3.8

Selection field Presents a fixed, non-scrollable set of related
choices from which users make selections. There are

two basic types:

C Single-choice selection field: Users can select
one choice or not make a selection.
[T Multiple-choice selection field: Users can

select any number of choices or not make any
selection.

See "Selection FElements"™ in topic 3.3.2.

Selection Reminds users which choices are selected. It may be

indicator a number, the slash symbol (/), or a

|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
| Panel title
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
| country-designated character displayed in the choice
|

entry field.
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Selection list Presents a potentially scrollable list of related
choices from which users make selections. The list
is typically variable in content or number but it

also may be fixed. There are two basic types:

C Single-choice selection list: Users can select
one choice or not make a selection.

any number of choices or not make any selection.

See "Selection Elements" in topic 2.

Work area The space between the panel title separator and the

message area. It is the users' workspace and the
focus of their attention.

| |
| |
| |
| |
| |
| |
| |
| |
| Multiple-choice selection list: Users can select |
| |
| |
| |
| |
| |
| |
| |
| |
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3.1.3 Component Requirements by Model

Table 2 summarizes the Common User Access requirements, recommendations,
and allowable options for user interface components in a nonprogrammable
terminal (NPT) environment using the entry model, in a programmable
workstation (PWS) environment using the entry model, and in an NPT
environment using the text subset of the graphical model. This table must
be used in conjunction with the rest of this book to design a CUA
interface for your application. The abbreviations in the table are:

Fnd Fundamental to CUA -- required unconditionally

Fnd-C Fundamental to CUA under the conditions stated in the accompanying
note--required conditionally

Rec Recommended by CUA

Rec-C Recommended by CUA under the conditions stated in the accompanying
note

Oopt Optional; if used, must follow any rules specified by CUA
Auto Automatically provided by the 0S/2* software or hardware
HW Automatically provided by terminal hardware

- Not applicable.

Note: Implementation of all the fundamental components of CUA will
achieve a base level of consistency across applications. However,
to achieve a significant level of consistency, applications should
also implement the recommended components.

For recommended components, you should consider both the value of
added consistency and the difficulty of implementation in a
specific environment. For example, while BMS for the CICS/VS
environment supports most of the recommended components, it is
difficult for the application programmer to support user options,
such as turning the function key area on and off and varying
colors. 1In this example, the cost of implementing the recommended
components may exceed the value gained.

Table 2. Common User Access Style Matrix

Interface Component | NPT | PWS | NPT | Notes
| Entry | Entry | Text
I I I |

Presentation Style

Single action/transaction | Rec | Rec [ |
style | | | |
| | | |
Object/action style | Opt | Opt | Fnd |
| | | |
Action bar [ [ | Fnd |
| | | |
Pull-downs [ [ | Fnd |
| | | |
Show accelerator keys in | -- [ | Rec |
pull-downs | | | |
| | | |
File (standard action bar | -- [ | Fnd-C (.
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choice)

New, Open, Save, Save

as, Print, and

paste.
4. If the Edit pull-down is supported.

5. If the application supports the display of objects in different

formats.
6. If the application supports customization of objects.
7. If help is supported.
8. If pop-ups are supported.

Interaction Mechanisms

| | | |

| | | |

| | | |

| | | |

| Exit (standard File | -- [ | Fnd-C | 2
| pull-down | | |

| choices) | | | |

| | | |

| Edit (standard action bar | -- [ | Fnd-C | 3
| choice) | | |

| | | |

| Undo, Mark, Cut, Copy, | | |

| Paste, Unmark [ [ | Fnd-C | 4
| (standard Edit | | |

| pull-down choices) | | |

| | | |

| Clear, Delete | - [ | Opt

| | | |

| View (standard action bar | -- [ | Fnd-C | 5
| choice) | | | |

| | | |

| Options (standard action | -- [ | Fnd-C | 6
| bar choice) | | |

| | | |

| Help (standard action bar | -- [ | Fnd-C (i
| choice) | | |

| | | |

| Windowing | | |

| | | |

| Full-screen primary | Fnd | - | Rec

| window | | | |

| | | |

| Multiple movable | | |

| windows, such as [ | Auto | Opt

| application, dialog, | | |

| message | | |

| | | |

| Pop-ups for dialogs | Opt | Rec | Fnd

| | | |

| Stationary | Rec-C [ | Rec | 8
| | | |

| Movable [ | Auto | Opt

| | | |

| Notes:

|

| 1. If the application works with stored objects.

| 2. If the File pull-down is supported.

| 3. If the application is a text editor or supports cut, copy, and
|

|

|

|

|

|

|

|

|

|

|

|

| Keyboard | Fnd | Fnd | Fnd

| | | |

| Replace mode is default | HW [ | HW

| | | |

| Insert mode is default [ | Auto [

| | | |

| Mouse [ | Auto [

f29bdg00.boo
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Panel Elements

|
|
|
|
|
| Single-choice selection | Fnd-C | Fnd-C | Fnd-C | 9
| field | | | |
| | | | |
| Single-choice selection | Fnd-C | Fnd-C | Fnd-C | 10
| list | | | |
| | | | |
| Multiple-choice selection | Fnd-C | Fnd-C | Fnd-C | 11
| field | | | |
| | | | |
| Multiple-choice selection | Fnd-C | Fnd-C | Fnd-C | 12
| list | | | |
| | | | |
| Action list | Opt | Opt | Opt
| | | | |
| Action codes | Rec-C | Rec-C | Rec-C | 13
| | | | |
| Action entry fields | Rec-C | Rec-C | Rec-C | 14
| (non-extendable) | | |
| | | | |
| Commands | Opt | Opt | Opt
| | | | |
| Extendable action entry | Rec-C | Rec-C | Rec-C | 15
| fields | | | |
| | | | |
| Type over column fields | Opt | Opt | Opt
| | | | |
| Panel ID | Opt | Opt | Opt |
| | | | |
| Panel area separators | Fnd | Fnd | Fnd
| | | | |
| Panel title | Fnd-C [ | Fnd-C | 16
| | | | |
| Window title [ | Auto [
| | | | |
| Instructions | Opt | Opt | Opt
| | | | |
| Field prompts | Rec | Rec | Rec
| | | | |
| Dot leaders | Rec [ | Rec
| | | | |
| Column headings | Rec | Rec | Rec
| | | | |
| Entry fields | Fnd-C | Fnd-C | Fnd-C | 17
| | | | |
| Group headings | Rec | Rec | Rec
| | | | |
| Horizontally scrollable [ | Auto [
| entry field | | |
| | | | |
| Protected text | Rec | Rec | Rec
| | | | |
© Copyright statement | Fnd-C | Fnd-C | Fnd-C | 18
| | | |
About... pull-down choice | -- [ | Rec |
| | | |
Function key area | Fnd | Fnd | Fnd |
| | | |

Notes:

9. If fixed, non-scrollable set of single-choice selections.

|
|
|
|
|
|
|
|
| 10. If variable or fixed, potentially scrollable set of single-choice
|

selections.
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11. If fixed, non-scrollable set of multiple-choice selections.

12. If variable or fixed, potentially scrollable set of
multiple-choice selections.

13. If action lists are supported.

14. If action codes are supported but action list commands are not.
15. If action list commands are supported, or if action list commands
and action codes are both supported in the same list.

16. Panel titles are optional in message pop-ups.

17. If user input is required by the application.

18. If required by corporate standards.

Selection Elements

Single-choice selection
field

Selection technique

Number in choice
entry field

Point-and-select with
cursor and pointer

Mnemonics

Selection indicator

Number in choice
entry field

button

Check mark (&check.)
(pull-down only)

Single-choice selection
list

Selection technique

Slash character (/)
and
country-designated
character
in choice entry
field

Point-and-select with
cursor and pointer

Selection indicator

Slash character (/)
and
country-designated
character
in choice entry
field

Inverse color in list
box

|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
| Filled-in radio
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|

Multiple-choice selection
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field

Selection technique

Slash character (/)
and
country-designed
character
in choice entry
field

Point-and-select with
pointer and
cursor-and-spacebar

Selection indicator

Slash character (/)
and
country-designated
character
in choice entry
field

Fnd

X in check box

Check mark (&check.)
(pull-down only)

list

Selection technique

Slash character (/)
and
country-designated
character
in choice entry
field

Fnd

Point-and-select with
pointer and
cursor-and-spacebar

Selection indicator

Slash character (/)
and
country-designated
character
in choice entry
field

Fnd

Inverse color in list

|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
Multiple-choice selection |
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
box |
|

Message area

Message pop-up

19

Message types
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Information | Fnd | Fnd | Fnd
| | | |
Warning | Fnd | Fnd | Fnd
| | | |
Action | Fnd | Fnd | Fnd
| | | |
Note:

19. If pop-ups are supported and user response to message is required.

Audible Feedback

Scrolling arrows

|

|

|

|

|

|

|

|

|

|

|

|

|

|

| Beep on warning and | Rec | Rec | Rec |

| action messages | | | |

| | | | | |
| Beep on invalid input [ | Auto —— |

| | | | | |
| Beep on invalid input on | Rec [ | Rec |

| next host | | | |

| interrupt | | | |

| | | | | |
|

|

| Commands

|

| Command support | Rec | Rec | Rec |

| | | | | |
| Command area in primary | Rec-C | Rec-C | Rec-C | 20

| window | | | |

| | | | | |
| Command area in pop-up | Opt | Opt | Opt |

| | | | | |
| Prompt support | Opt | Opt | Opt |

| | | | | |
| Note:

|

| 20. If significant use of system commands is expected.

|

|

|

| Function Key Area

|

| Function key area | | | |

| | | | | |
| Invoke action by | Fnd | Fnd | Fnd |

| pressing key | | | |

| | | | | |
| Invoke action by cursor | -- | Auto [ |

| select | | | |

| | | | | |
|

|

| Scrolling

|

| Cursor-dependent | Fnd-C [ | Fnd-C | 21

| | | | | |
| Cursor-independent | Fnd-C | Auto | Fnd-C | 21

| | | | | |
| Cursor-driven (by arrow [ | Auto [ |

| keys) | | | |

| | | | | |
| Scrolling information | Fnd-C | Fnd-C | Fnd-C | 22

| | | | | |
| | | | | |
| | | | | |
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| More: < ~

location information

> | Rec-C | -- | Rec-C 23

| | | |

More: < - + > | Opt [ | Opt
| | | |
Textual scrolling | | | |
information | | | |
| | | |

More..., Bottom | Opt [ | Opt
| | | |
Scroll bars | - | Auto [ |
| | | |

Textual scrolling | Opt |  Opt | Opt
| | | |
| | | |

Notes:

21. Application must support either cursor-dependent or

cursor-independent scrolling.
22. If panel area scrolls.
23. If it can be displayed on device.

Common Actions

|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
| Enter to process input | Fnd | Fnd | Fnd
| | | | |
| Help | Rec | Rec | Rec
| | | | |
| Refresh | Rec | Rec | Rec
| | | | |
| Prompt | Rec | Rec | Rec
| | | | |
| Command | Rec-C | Rec-C | Rec-C | 24
| | | | |
| Retrieve | Rec-C | Rec-C | Rec-C | 24
| | | | |
| Switch to action bar [ [ | Fnd
| (Actions) | | |
| | | | |
| Display panel IDs | Fnd-C | Fnd-C | Fnd-C | 25
| | | | |
| Display keys | Fnd-C | Fnd-C | Fnd-C | 26
| | | | |
| Exit | Fnd | Fnd | Fnd
| | | | |
| Cancel | Fnd | Fnd | Fnd |
| | | | |
| Switch window [ | Auto [
| | | | |
| Backward | Fnd-C | Fnd-C | Fnd-C | 27
| | | | |
| Forward | Fnd-C | Fnd-C | Fnd-C | 27
| | | | |
| Left | Fnd-C | Fnd-C | Fnd-C | 28
| | | | |
| Right | Fnd-C | Fnd-C | Fnd-C | 28
| | | | |
| Notes:
|
| 24. If commands are supported.
| 25. If panel IDs are supported.
| 26. Do not provide if your application supports multiple sets of
| function keys.
| 27. If vertical scrolling is required.
| 28. If horizontal scrolling is required.
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Notes:

31. If panel IDs are supported.
32. Do not provide if your application supports multiple sets of
function keys.

|

|

|

|

|

| Contextual help | Fnd-C | Fnd-C | Fnd-C | 29
| | | | |

| Extended help | Fnd-C | Fnd-C | Fnd-C | 29
| | | | |

| Help index | Rec-C | Rec-C | Rec-C | 29
| | | | |

| Search support | Opt | Opt | Opt

| | | | |

| Keys help | Rec-C | Rec-C | Rec-C | 29
| | | | |

| Reference phrase | Opt | Opt | Opt

| | | | |

| Help for help | Rec-C | Rec-C | Rec-C | 29
| | | | |

| Tutorial | Opt | Opt | Opt

| | | | |

| About... [ [ | Rec-C | 29
| | | | |

| Display in full panel | Opt [ [ | 29
| | | | |

| Display in pop-up | Rec-C [ | Fnd-C | 29,30
| | | | |

| Display in secondary [ | Auto [

| window | | | |

| | | | |

| Notes:

|

| 29. If Help is supported.

| 30. Modeless pop-up is recommended.

|

|

|

| User Profile Options

|

| Color for each panel | Rec | Rec | Rec

| element type | | |

| | | | |

| Turn panel IDs display | Rec-C | Rec-C | Rec-C | 31
| on/off | Rec | Rec | Rec

| Default is off | | |

| | | | |

| Turn function key area | Rec-C | Rec | Rec-C | 32
| display on/off | Rec [ | Rec

| Default is on [ | Auto [

| Default is off | | |

| | | | |

| Set beep on/off | Rec | Rec | Rec

| Default is on | Rec | Auto | Rec

| Default is off | Opt [ | Opt

| | | | |

|

|

|

|

|

|
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3.2 Chapter 7. Panel Elements

This chapter describes common panel elements and the general layout and
location of each. These elements are:

Panel ID
Panel title
Panel area separators

Instructions
Column headings and group headings
Field prompts

Descriptive text
Protected text.

Other panel elements are used only with specific components or in specific
conditions. They are:

Action codes: see M"Action Lists" in topic 3 3

Scrolling information: see "Scrolling Information"™ in topic 3.8.3.

3.2 Panel ID
3.2.2 Panel Title

—

3.2.3 Panel Area Separators
3.2.4 Instructions

Headings

Field Prompts
Descriptive Text

3.2.5
3.2.6
3.2.7
3.2.8 Protected Text
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3.2.1 Panel ID

The panel ID is an alphanumeric, character-string identifier. It is an
application option to provide panel IDs. If they are provided, include
them for all panels in the application. It is a user option to display

the panel IDs.

Users can display all panel IDs in an application by requesting the

Display panel IDs common action from an action bar pull-down, or by typing
a command in a command area. You may assign this action to a function key
that, alternately, turns the panel IDs on and off. The Common User Access

recommends a default of off.

Layout: Place the panel ID left-justified on the same line as the panel
title. Keep an obvious, visible separation between the panel ID and the
panel title.

Content: The panel ID is an alphanumeric, character-string identifier
that is unique within the application. It does not contain any blank
characters. The panel ID may be either uppercase or mixed-case. Use

whichever case you choose consistently throughout the application.

Stat Current Stotus
Application . . . : PROGRAMS

Functions . . . . & SEARCH

Breckpoint . . . : BRTZ

Count . . . . . . 0339

Commapic] «--=

Fl=Help  F3=Exit F%=Retrieve F12=Cance

Figure 52. Panel ID. The panel ID Statl in this entry model panel is
left-justified on the same line as the panel title, Current
Status.
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3.2.2 Panel Title

A panel title describes the information in the work area for users. All
panels must have a panel title, including panels presented in pop-ups,

except messages.

Layout: If the panel does not have an action bar, the title appears on
the top line of the panel. If the panel has an action bar, the panel
title appears on the next line below the action bar separator line.

Center the panel title.

Content: The panel title is one line of protected text. (For information
about protected text, see "Protected Text" in topic .)  The title may

contain variable information, such as an object name, but it may not
contain entry fields or selection fields. Use headline-style
capitalization for panel titles. For applications created in English,
capitalize the first and last words and all other words except articles,

prepositions, coordinating conjunctions, and the word to in infinitives.

In primary windows, the panel title contains the application name and, if

applicable, the object name. For example,
Editor - My Document
In pop-ups, the panel title identifies the action of the pop-up. For

example, if a pop-up results from selecting the action bar pull-down
choice Open, the panel title for the pop-up would be Open.

File Edit V¥iew Options Help

Patient Services lpdote

Potient name . L . +

Status . . . Dutstaonding
. Completed
Canceled

Deleted

S SUR S Y

. Care & treatment
Phormacy

Heort station
Physical theropy
Laps

Distory

Fodiol ogy

Other

Type of order

[ R S L, RS SN Y

Commanc] ===

PICTURE 5

Figure 53. Panel Title in Panel with Action Bar. For this text subset
panel, the panel title Patient Services Update is centered on
the line below the action bar separator. The blank separator

line below the panel title distinguishes it from the work area.
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3.2.3 Panel Area Separators

Panel area separators, as their name implies, distinguish adjoining areas
in a panel. Use separators to define areas of a panel with different
information.

Layout: Put a panel area separator:

_ Between the action bar and the panel title
- Between the panel title and the work area
- Between different panel areas that scroll.

Content: Use a solid or dashed line as the separator between the action
bar and the panel title.

You may use a blank line or a solid or dashed line as a separator between
other panel areas.

Because the message area is usually blank, it may be used as the separator
between the work area and the command area, or between the work area and
the function key area if there is no command area.

The separator between the panel title and the work area may be a blank
line or a line that contains scrolling information. Because scrolling
information occupies only the right-hand portion of the line, the
remaining blank portion provides visual separation between the panel title
and the work area.

As an application option, you also may use a separator between other panel

areas and elements, as needed, to distinguish clearly the areas or
elements.

f29bdg00.boo Page 1



3.2.4 Instructions

Instructions tell users how to interact with a panel and how to continue
with the application. The top of the work area should be used most often
for instructions. Protected text may be used elsewhere in the panel to

give users additional instructional information.

Usability testing of your panels will help you determine if you need to

include instructions.

Layout: Place top instructions at the top of the work area below the
panel title. Bottom instructions should be located near the bottom of the
work area, that is, above the message area, command area, and function key
area if any of these areas is being displayed.

Instructions are left-justified in the work area.

Content: Instructions are one or more lines of text in mixed case,

following the rules for sentence-style capitalization.

Following are a few tips to help you write clear instructions:

J Use the verb type, instead of key, key in, or enter.

Type information.

l Distinguish the action select from the action Enter. Select means to
mark a choice; Enter means to send all selected choices to the
computer for processing.

| Use the verb press to tell users to initiate an action through the
keyboard, such as initiating an action with a function key. For
example,

To display a list of valid choices, press the Prompt key.

J Use the names of the actions in addition to or instead of the keys to
which the actions are assigned.

To display a list of valid choices, press the Prompt key (F4).

Communjcatiens Chojces
Select one of the fol lowing. Then press Enter.

. Received mail

. Messages pending
. Qutgeing mail

c Mail leg

. Action items

. Mail status

1

RS O SO BUR S R

Cormong ===
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Figure 54. Panel with Instructions. The instructions in this entry model
menu tell users that they can select only one of the values
listed and remind them to press the Enter key to process their
selection.
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3.2.5 Headings

Headings identify columns and groups of related items. CUA defines two
types of headings, column headings and group headings.

Both types of headings consist of text in mixed case. CUA recommends that
you use headline-style capitalization for both types of headings. 1In
applications created in English, capitalize the first and last words and
all other words except articles, prepositions, coordinating conjunctions,
and the to in infinitives.

3.2.5.1 Column Headings
3.2.5.2 Group Headings
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3.2.5.1 Column Headings

Column headings identify columns of entry fields,

selection lists,

action lists,

the column are the same type.

selection fields,

and protected text when all the items in

You should include some sort of identifier for every field or list unless

it is the only one in the panel and the panel title identifies it.

General Layout:
fields they identify.
place column headings in a separate area that does not scroll,
headings do not scroll out of view.

horizontally,

Layout Options for Numeric and Character Data:

the headings scroll with it.

Column headings are located above the field or columns of

If the information can be scrolled vertically,

so that the

If the information scrolls

You may determine the

layout of the column heading according to the type of data and whether the

data is longer or shorter than the heading.

options.

Following are the layout

J Fields containing numeric data -- The same options apply for both

fixed-length and variable-length numeric data.

- If the field is longer than the heading, place the data

right-aligned with the heading.

$Cost

1254.45

875.99

2550.00

- If the field is shorter than the heading,
the heading.

For example,

Quantity

J Fields containing character (alphanumeric) data

21
15
36

For example,

center the data under

-- The options for

character data depend on whether the length of the data is fixed or

variable.

- If the field is fixed length, CUA recommends that you center the

heading regardless of whether the data is longer or shorter than

the heading.

For example,

Rating Code
Al AA2500A1
Al AA2600A1
A2 AB3500A2
However,

that is longer than the heading.

you also may place the heading left-aligned over data

- If the field is variable in length and longer than the heading,

place the heading left-aligned.

Description
Memo to J.P. Jones

For example,

Monthly accounting summary

Year end report

- If the field is variable in length and shorter than the heading,
center the data under the heading.

f29bdg00.boo
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Column Headings for Groups of Columns:

used over multiple columns.

the column

Item Color
Green
Yellow
Blue

A single column heading may be
If the heading is shorter than the width of

s it applies to, center the heading over the columns and use a

solid line on either side of the heading to indicate the span of the

heading.

__ Auth
Read Ad
X X
X X

Hyphens may be used if a solid line is not available.

For example,

ority
d Update
X
X

----Authority----
Read Add Update
X X X
X X X

Figure 55 shows an example of column headings in a scrollable panel.

Figure 55.

f29bdg00.boo

For example,

Column headings in a Scrollable Panel.

For this text subset

panel, the column headings are Document, Subject, and Revised.

The panel contains more data than is visible so the data is

presented in a panel area that users can scroll.

The column

headings are in a separate area from the data so they will

remain visible as the data is scrolled.

The message area,

command area, and function key area are also separate from the

scrollable area.
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File Edit View Options Help
Document List
Select one or more documents,  Then select an cetion,
More: t ¢

Document Subject Revissd
_ Letter? Letter to ABC Corp. Q/27 /89
_ Letter? Letter to L.A. Anderson 002 /89
_ Letters Response te AHC Corg. 1117 /84
_ Memojpi1 Weme to J.P. Jones 8/ 16,89
_ Memojpj2 Meme to J.P. Jones 9/15/89

Memoprwt 1 Meme to P.W. Bonhan 1/24,/89
"~ Memopwh? Meme to P.W. Benhom 3,20,/89
~ Memorest Memo to RLE. Smith 9/20/89
_ Montnly Monthly occounting summary 12,/04/89
_ Monthly2 Monthly occounting sLomary 12/04,/89
_ Reportap April report 5/02/89
_ Reportou August repert 3/05/89
_ Reportfp Febriary report 3/03/89
_ Reportja Jonuory report 2/03/84
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3.2.5.2 Group Headings

Group headings identify related groups of entry fields, selection fields,
and protected text. You may use them concurrently with field prompts (see
"Field Prompts" in topi 6) when group headings identify a group of

fields and field prompts identify the individual fields.

Place a group heading above each group of fields. Place all group
headings in a particular panel area left-aligned. Group headings should
be indented when they follow instructions. Also, field prompts should be

indented under the group headings.

If group headings are located in panel areas that scroll, the headings
scroll with the items they identify.

File Edit V¥iew Options Help

Chonge Session Profile
Type information. Then press Enter.

Security Control
PCopassword - - . . o . .. ..
WM opossword L. oL oL 000 L
Local orea network possword

Printers
Fhoprintee pert o » o5 & 2 o il
YM printer oddress . . ., . . . . PREED
Conmunicat ion

Line speed . . . . o 0 o .. . . SB0O
Bits Gien s s v v aen s 58wl
Fority . . . .. . . . .. ... &ven

Commanc] ===

PICTURE 56 Fl=Help  F3=Exit F%=Retrieve Fllb=Actions F12=Concel

Figure 56. Group Headings and Entry Field Prompts. The group headings
Security Control, Printers, and Communication identify groups
of fields. Notice that the group headings are indented to set
them off from the instruction above them. Field prompts (for
example, Bits and Parity under Communication) identify the
entry fields. The field prompts are indented under their
respective group headings to make it clear that they are

subordinate to the group headings.
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3.2.6 Field Prompts

Field prompts identify selection fields, entry fields, and variable output

information.

You may use field prompts concurrently with group headings when the group
headings identify groups of fields and the field prompts identify

individual fields within a group.

You should use a field prompt or other identifier for each field unless it
is the only field in the panel and the panel title identifies it.

Layout: Field prompts are located to the left of the fields they
identify. They are left-aligned.

If the field prompts follow group headings, the field prompts should be
indented under the group headings. When group headings are not used, you

should indent field prompts under instructions.

Use leader dots (. . .) to connect field prompts and fields, so users can
easily move their eyes from one side of the screen to the other. When you
use leader dots, use a minimum of two dots on a line and align the dots.
You do not need leader dots for the longest field prompt in a group of
aligned fields or for a panel with only one field.

Field prompts for variable output information also should be followed by a
string of leader dots. Replace the last leader dot with a colon (:) to

indicate that what follows is protected text. You do not need leader dots
for the longest field prompt, but you must have the colon. The colons are

lined up vertically, Jjust as leader dots are.

Content: Field prompts use normal sentence-capitalization.

Print Opticns

Type ond select. Then press Enter.
More:

Document nome

Type style oo v v 00 ) Frestige eljta
2. Courier
3. Essoy standard
4. Italie

Wumber of copies . . . 1-99%

Left margin . . . . . 1-25

Start page number . . 1994

One or poth sides . . _ 1. Ope side

2. Both sides

keep print file . . . _ 1. Keep
2. Delete

Commapic] «--=

PICTURE 57 Fl=Help  F3=Exit F7=Blwd F8=Fwd FI=Retrieve F12-Concel

Figure 57. Field Prompts in a Scrollable Panel. The field prompts are
Document name, Type style, Number of copies, Left margin, Start
page number, One or both sides, and Keep print file. The field
prompts, their associated strings of leader dots, and the entry
fields and selection fields they identify are all part of the
scrollable area. When the panel is scrolled, they all scroll
together.
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Print Opticns

Type ond select. Then press Enter.

Cocument nome . . . ;1 mydoc
Type style . : Prestige el ite
Wumber of copies . . . ___ 1-4495
Left margin . . . . . 1-25
Start page number . . 1-99%
Ona or poth siges . . _ 1. One side

2. Both sides
Keep print File . . . _ 1. Keep

2. Delete
Classification . . . _ 1. Mone

2. Persenal

Commapic] «--=
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Figure 58. Field Prompts for Protected Text. The field prompts Document
name and Type style identify protected text that users cannot
select or modify. The colons at the end of the strings of
leader dots and the absence of entry field underscore
delimiters indicate to users that this information is
protected. The field prompts Number of copies, Left margin,
and Start page number identify entry fields in which users can
type values. The field prompts One or both sides, Keep print
file, and Classification identify selection fields from which

users can make a choice.
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3.2.7 Descriptive Text

Where it would be useful to users, you may include additional descriptive
information about the entry field, in addition to the field prompt that

identifies the field. Such information is descriptive text.

Layout: Whereas the field prompt precedes the entry field, descriptive
text is placed after the end of the field. Allow sufficient space between
the end of the field and the beginning of the descriptive text to provide
visual separation. Place the descriptive text for all entry fields in the
same panel area left-aligned. If the descriptive text does not fit on the
same line as the entry field, it should be continued on the next line
under the descriptive text on the previous line.

Content: The descriptive text should be brief, protected text. It should
provide information about which values can be typed into the entry field.
If the list is small, the actual values may be displayed as descriptive

text, separated by commas and blanks, as follows:
Graph type . . . Scatter plot, Bar, Line, Pie

A range of values also may be indicated as descriptive text. For example:
Copies . . . . . 1-99

Use capitalization rules that are consistent with the type of information
presented in the descriptive text. For example, if you are listing a set
of separate values, capitalize the first letter of each value in the list.
You also may use all uppercase for keywords or special values that must be
typed exactly as shown. If the descriptive text is in the form of a

phrase, use sentence-style capitalization.

Orcer Form
Blisfiel® o woems = @ % ow soen 2 Nunber of tlshels ordered
Grain . . ... . .o _ Born
_ (ots
_ Pye
£ VWheat
Grain elevator site . . . . . +

Cormand ---»

PICTURE 59 FlsHelp F3=Exit Fd-Prompt F3=Retrieve F12=Concel

Figure 59. Entry Field with Descriptive Text. The descriptive text,
Number of bushels ordered, tells users the kind of information
that can be typed in the the entry field that is identified by
the field prompt Bushels. The field prompt Grain elevator site
identifies another entry field, and the field prompt Grain

identifies a selection field.
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3.2.8 Protected Text

Panels may have areas that contain text that only can be viewed, not
selected or modified. Such information is protected text. Protected text
may be text in a file, numeric data, help information, a message, or
variable output information. An example of variable output information is
shown in Figure 60. When protected text is used for variable output
information, follow the color and emphasis technique that is assigned for
variable output information. When protected text is used for other
information, such as for help panels or in messages, follow the technique
for normal text. Figure 61 shows an example of a panel with normal text.
You can find the color and emphasis techniques for protected text in

Table 8 in topic APPENDIXI 1.

Layout and Content: Protected text may be located in a part of the work
area, or it may occupy the entire work area.

Format protected text in a way that is most appropriate for the type of
information. For example, numeric data and groups of data that are the
same type might be presented best in a tabular format.

If a tabular format is used, provide column headings and align the data as
specified in "Headings" in topic 3 5. Also, follow all the relevant

formatting rules that are specified in "Selection Flements" in topic 3.3

and "Action Lists" in topi

If the information is textual, you might make it easier to read by not
aligning the right margin; leave it ragged-right. To make the information
easier to scan, use short paragraphs and lists, rather than long,
continuous strings of text.

CUA defines additional requirements and recommendations for help
information and messages. For more details about help information, see
Chapter 15, "Help" in topi 10. For more details about messages, see
Chapter 16, "M ages" in topic 3.11.

If all the information will not fit within the area, make the area
scrollable. As with any other scrollable area, you must provide the
scrolling actions and scrolling information defined in Chapter 13,
"Scrolling Panel Areas" in topic 3.8.

How Users Interact with Protected Text: Because the information is
protected, users cannot type over it or change it. If the information is
too large to fit within the panel, users can scroll the panel.

If the information is presented in a pop-up or a full panel, users can

remove the information by removing the pop-up or panel, using common
actions, such as Enter, Exit, or Cancel.
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PICTURE 6

Figure 60.

PICTURE 61

Empl oyee [nfermotion

Emplovee nome . . . . . . . @ G.M. Stevens
[dentiFication number . . . @ 0712345

Years with comparmy . . . . 1 9

Strest ... .. . .. . o.o1 183 Main Street
City . . . ... ... .. % NewvYerk
State . oo . .ozt New York

Commanc] ===
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Panel with Protected Text. The protected text is presented
using field prompts in a format similar to the field prompts
used with entry fields. However, the information is protected,
as indicated by the colons at the end of the leader dots and by
the absence of the underscore delimiters that indicate entry
fields.

Messoge Ouele - Help

to an “oddress" in the system (such Qs o user or o progrom.

A messoge guele con hondle messoges in four o) Fferent ways:

the display station md disploy the message.

Hold Oz not signol the uger or disploy the message.

Default Discord eoch messoge when 1t orrives and send the

Mora:

A messoge quele 19 lTke omailtox for messoges. Messages ore sent
For
ecch address, there 15 o messoge quele to receive the messoges,

Break When the messoge arrives, Tnterrupt the user's job at

Hot i By Signal when the ressoge arrives but do not disploy Gt

Fl-Halp  F2=Ex pelp  F3-Exit  F7-BRkwd  FB-Fwd  FS9-feys pelp  F11-Index

default reply For any message that reguires a reply.

When you sign on, the messoge queues associated with you ond your
display station are set to NetiFy.  You can change tfie woy Q
messoge queue hondles messoges by using option B (Work with message
quaues] on the messages men.

F12=Conce |

Figure 61.

f29bdg00.boo

scan.

Another Panel with Protected Text. Protected text occupies the
entire work area of this help panel. Notice the way the

information is split into small units to make it easier to
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3.3 Chapter 8. Entry and Selection

Entry and selection are the two basic techniques by which users
communicate with any computer application.

By entry, the Common User Access means that users type character or
numeric information, using the keyboard. The areas of a panel into which
users type this information are known as entry fields.

By selection, CUA means that users choose from a group of related choices
that are presented in the panel. Choices are usually words in
nonprogrammable terminal applications. The area of the panel where the
group of choices is presented and where users indicate their selection
from among these choices is known as a selection field, selection list, or

action list.

Note: The word select means to pick a choice. It is not synonymous with
Enter, which is a CUA common action that means that the panel
containing the selected choice is submitted to the computer for
processing. This is an important distinction to remember as you
read this book.

If a panel contains several entry fields, selection fields, selection
lists, action lists, or a combination of these, users move to the field
they want to type into or to the choice they want to select by moving the
cursor to the desired field or choice.

3.3.1 Entry Fields

3.3.2 Selection Elements

3.3.3 Action Lists

3.3.4 Summary of Selection Element and Action List Characteristics
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3.3.1 Entry Fields

An entry field is an area of a panel into which users type information.
The location and layout of entry fields are determined by application
designers, based on guidelines in this chapter. These guidelines apply

only to entry fields in which information is typed from left-to-right and
is limited to one line.

3.3.1.1 Entry Field Layout
3.3.1.2 What Happens When an Invalid Value Is Entered
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3.3.1.1 Entry Field Layout

When a panel first appears, an entry field may be displayed either with or

without an initial value.

Delimiters: You should provide entry field delimiters to visually
indicate the length of the field. For display devices that support
underscoring, use the underscore attribute as the delimiter to show all

available entry positions. For example,

Name

shows an entry field in which users type a person's name.

For displays that do not support the underscore attribute, it is an
application option to use the underscore character. When an application
uses the underscore character, the characters typed into the entry field

replace the underscores.

Identifying Entry Fields: Application designers typically identify entry
fields on the panel with descriptive panel elements, such as field
prompts, column headings, or descriptive text to help users know what kind
of information entry fields can contain. For details about the use of
descriptive panel elements, see Chapter 7, "Panel Elements" in topic 3

When optional entry fields are displayed with entry fields that must have
a value before the panel can be processed successfully, distinguish the
required entry fields from the optional entry fields, whenever possible.
This may be done by using descriptive text or emphasized input for the

required entry fields.

Empl oyee [nfermotion

Emplovee nome . . . o . o .. . GuML Stevens
[dentiFication number . . . . . 0712345

Years with company . . . . . . 5

Strest .. L .. . ... . .. 123 Main Street
City .+ o v v v v v o o New York
State . . - . . .. . o o .. . New York
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Figure 62. Panel with Entry Fields. Underscore delimiters indicate the
length of the entry fields. Each entry field is only long
enough to allow entry of the largest value accepted in the
field.
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3.3.1.2 What Happens When an Invalid Value Is Entered

If users type an invalid value into an entry field and press the Enter
key, the value should be indicated by the cursor position or with error
emphasis, and a message should appear. The message indicates that the
value is invalid. As an application option, you may provide help for the
message. The help panel may describe the valid values for the entry field
if they were not listed in the descriptive text for the entry field or in
the message text. Depending on the characteristics of the terminal, a

beep may or may not sound.
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3.3.2 Selection Elements

A selection element is a group of related choices from which users can
make one or more selections. CUA defines four types of selection
elements:

J Single-choice selection fields

J Single-choice selection lists

2 Multiple-choice selection fields

l Multiple-choice selection lists.

Selection fields are fixed in content and number of choices and are not
scrollable. Selection lists typically vary in content or number of
choices and are potentially scrollable.

Selection fields and selection lists allow users to select one or more
choices or not make any selection, as follows:

1 Ssingle-choice selection: Users can select only one choice or not make
a selection.

1 Multiple-choice selection: Users can select any number of choices or
not make any selection.

Users select one or more choices by typing a number or character into the
choice entry field associated with the desired choice or choices.

After users make their selection, users submit the panel for processing,
usually by pressing the Enter key.

Selection Acknowledgement: When users select a choice, the application
should give some visual acknowledgement that the choice is selected. This
feedback is provided by characters or symbols placed in choice entry
fields, referred to as selection indicators. Visual acknowledgement may
be different, depending on the type of selection element. To determine
the correct visual acknowledgment, refer to the information about each
type of selection element.

Selection Element Content: Selection elements may contain different types
of choices, depending on where they are used. Selection elements located
in the work area typically contain objects, such as people's names, or
options, such as marital status (married, single, divorced), from which
users select. Selection fields that appear in pull-downs typically
contain actions, such as Open and Save. For entry model applications,
however, selection elements in the work area also may contain actions
because these applications do not support an action bar. When actions and
objects both appear in selection elements in the work area, do not mix
actions and objects in the same selection element.

Choice Capitalization: Choices in selection elements should be a single

word or a phrase. Capitalize the first letter of the choice. The
exceptions to this rule are:

J When the choice contains an acronym or abbreviation that is usually
capitalized, use accepted capitalization.

| When the choice contains a proper noun that contains a capital letter
other than the first letter, use the accepted capitalization; for
example, key engravings, such as Page Up, and some proper nouns, such
as MacMurray.

These rules for capitalization apply only to English language text.

3.3.2.1 Single-Choice Selection Fields
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3.3.2.2 Single-Choice Selection Lists

3.3.2.3 Multiple-Choice Selection Fields and Lists
3.3.2.4 Selection Acknowledgement

3.3.2.5 Selection Element Initial Conditions
3.3.2.6 Selection Element Unavailable Emphasis
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3.3.2.1 Single-Choice Selection Fields

A single-choice selection field contains a fixed number of choices from
which users can select only one choice or not make a selection.

The choices in single-choice selection fields may be formatted in two
ways: vertically in a left-aligned column, or horizontally on the same

line.
The space between choices may be increased to group related choices.
Selection fields are also used in action bar pull-downs. For information

on layout and content of selection fields in pull-downs, see_"Action Bar
Pull-Down Content" in topi 5.5.

A single-choice selection field has an associated entry field into which
users type a number to select a choice. This entry field is known as a
choice entry field. When the single-choice selection field is first
displayed, the choice entry field may contain a default value.

The choice entry field is located to the left of the top, left choice and
on the same line. It has as many character positions as needed to
accommodate the largest number assigned to a choice in the selection
field. For example, if the selection field contains nine or fewer
choices, the entry field is one character long. If the selection field
contains 10 to 99 choices, the entry field is two characters long.

Provide delimiters for the choice entry field, using the underscore
attribute. When the underscore attribute is not available, use the
underscore character.

Users select a choice in a single-choice selection field by typing the
number of the desired choice into the choice entry field. Users de-select
a choice by typing a number over, or deleting, the number in the choice

entry field.

Users can position the cursor on a choice using the arrow keys, so they
can request Help.

A single-choice selection field may be identified with:
| A field prompt
J A panel title, when the panel does not contain any other selection

elements or any entry fields.

3.3.2.1.1 Numbering Choices

f29bdg00.boo Page 1



3.3.2.1.1 Numbering Choices

Choices in single-choice selection fields are always numbered. You should
number the choices sequentially and consecutively in each field, beginning
with the number one. Use the format: digit, period, space, choice text.
When it is important to keep the same number assigned to the same choice
in different selection fields and panels, you may have non-consecutive
numbering. For example, a 9 could be used for logoff in every panel where
the logoff choice is available. When numbers are not assigned
consecutively, CUA recommends that you leave one blank line between the

non-consecutive numbers. For example:
_ 1. Edit
2. Print
9. Logoff

If the choices are numbers, CUA recommends that you place text between the

numbers and choices. For example:
_ 1. Room 13
2. Room 18
3. Room 30

If you cannot use text in this way, CUA recommends that you use words to

express the number choices. For example:

_ 1. Thirteen
2. Eighteen
3. Thirty

Hecding Options
Select one of the faol lowing. Then press Enter.
_ 1. Bold
2. Underline

3. Uppercase
4, Section rumbers

Command ===

PICTURE & Fl=Help  F3=Exit F3=Retrieve F12=Conce

Figure 63. Single-Choice Selection Field. Users can select only one
choice. Users make a selection by typing the number of the
desired choice in the choice entry field to the left of the
first choice.
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3.3.2.2 Single-Choice Selection Lists

A single-choice selection list contains a potentially scrollable group of
choices, from which users can select only one choice or not make a
selection. Selection lists are typically variable in content or number,

but they also may be fixed in both content and number.

Single-choice selection lists do not support numbers. The choices in the
list are formatted vertically in a left-aligned column. A one-character
entry field precedes each choice; the entry field contains the period
character (.). Scrolling information appears on the line above the
heading. If the list is not currently scrollable, scrolling information
is not displayed. If the panel contains elements other than the selection
list, you may use horizontal and vertical separators to provide visual
separation between the list and other selection elements or entry fields

in the panel.

Users select a choice in a single-choice selection list by moving the
cursor to the desired choice and typing a slash character (/) or a
country-designated character over the period character (.). Users
de-select a choice by typing a blank over, or deleting, the slash
character or a country-designated character. The period character
preceding the de-selected choice is re-displayed after the next host
interrupt, for example, after a scrolling action.

Users move from choice to choice using the arrow or Tab keys. Users
scroll the list using the Backward and Forward actions (F7 and F8) while

the cursor is in the list.
A single-choice selection list may be identified with:
J A column heading

3 A panel title, when the panel does not contain any other selection

elements or any entry fields.

File Edit View Options Help

Fatient Services Updote

Patient name . . +

SEOEUE oo oo Potient List
More: 1

. Boker, Chorles

. Basker, Susan

. Carlson, Jahn

Type of order . . | / Carter, Judith

. Chempion, Dennis

. Ecwords. Kurt

. Jdobnson. Helen

. Mathews, Ao

. Morten, Arthur

Fl=Help  F7=Blewd  Fo=Fwd
F1Z=Cancel

Commapic] «--=

PICTURE @4 Fl=Help  F3=Exit Fd=Prampt FO9=Retrieve Fli0-Actions  F12-Copcel

Figure 64. Single-Choice Selection List. This pop-up, which contains a
single-choice selection list, was displayed when users
requested the Prompt action (see Chapter 9, "Prompt" in
topic 3.4). Users select a choice in this list by moving the
cursor to the name Carter, Judith and typing a slash character
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over the period. When users press the Enter key, the pop-up
with the single-choice selection list is removed and the
selected name is placed into the Patient name entry field in
the underlying panel.
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3.3.2.3 Multiple-Choice Selection Fields and Lists

A multiple-choice selection field or list contains a group of choices from
which users can select any number of choices or not make any selection.
Multiple-choice selection fields contain a fixed number of choices.
Multiple-choice selection lists are potentially scrollable and typically
vary in content or number of choices, but they also may be fixed in
content and number.

The layout of a multiple-choice selection field and a multiple-choice
selection list is similar. Choices in multiple-choice selection fields
and lists are not numbered. Each choice in multiple-choice selection
fields and lists is preceded by a one-character choice entry field. Each
choice entry field has delimiters, consisting of underscore attributes.
When the underscore attribute is not available, underscore characters are
used.

Users select choices by typing a slash character (/) or country-designated
character into the choice entry field that precedes each choice they want
to select. Users de-select choices by typing a blank over, or deleting
the slashes (or country-designated characters) in the choice entry fields.

When the field is initially displayed, default choices may be indicated by
displaying slashes or country-designated characters in the choice entry
fields.

A multiple-choice selection list differs from a multiple-choice selection
field in that it has the ability to scroll. When a multiple-choice
selection list is in its non-scrollable form, it looks identical to a
multiple-choice selection field. However, when a multiple-choice
selection list becomes scrollable, scrolling information is displayed on
the line above and to the right of the column heading. Optional
horizontal and vertical separators may be used to provide visual
separation between the multiple-choice selection list and other selection
elements and entry fields on the panel.

Because multiple-choice selection fields are fixed in content, they may be
formatted vertically in a left-aligned column or horizontally on the same
line. Multiple-choice selection lists are formatted vertically because
they are potentially scrollable.

Users move from choice to choice in multiple-choice fields and lists using
the arrow and Tab keys. Users scroll multiple-choice selection lists
using the Backward and Forward actions (F7 and F8) while the cursor is in
the list.

A multiple-choice selection field or list may be identified with one or
more of the following:

3 For a selection field, a field prompt placed to the left of the top,
left choice entry field

| For a selection list, a column heading

a A panel title, when the panel does not contain any other selection
elements or any entry fields.
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Hecding Options

_ Beld
£ Under line
_ WUppercose

/£ Section numbers

Cormang =-->

Select one or more of the Following. Then press Enter,

Fl=Help  F3=Exit F9=Retriewve F1Z=Cancel

PICTURE 65 A
Figure 65. Multiple-Choice Selection Field. This multiple-choice
selection field allows users to select more than one choice, as
stated in the instructions. A choice entry field appears in
front of every choice. The slash characters (/) in the entry
fields that precede Underline and Section numbers indicate that
those choices have been selected.
File Edit View Options Help
Document Lst
Select one or more doclments.  Then select an cetion,
More:
Document Subject Revissd
_ Irwventor [rwentory for worehouge 072329
_ Irventsm Imventory summary 4/10/89
_ Letter? Letter to ABC Corp. 9/27/89
_ Letter? Letter to L.A. Anderson 10,/02/89
_ Letterd Response to ABC Corp. 11,417 /80
_ Memojpj1 Memo 1o J.F. Jones B/ 16,89
_ Memajpj2 Memc to J.P. Jopes 9/15/289
Memapwh 1 Mermc to P.W. Honhom 1/24,/89
~ Memopwh? Memo to PLW. Bonhom 320789
_ Memores Mera to R.E. Smith 9/20/89
_ Manthly Monthly occounting summary 12/04,/89
_ Monthly2 Monthly occounting summary 12/04,/89
_ Reportap Apri |l report 5/02/89
_ Reportou August report 3/05/89
Commanc) === sepd monthly te pot ot dollaos
PICTURE 66 Fl=Help  F3=Exit F7=Bkwd FB=Fwd F9=Retrieve F0=Actions F12=Concel p.
Figure 66. Panel with a Multiple-Choice Selection List. This
multiple-choice selection list looks similar to the
multiple-choice selection field in EFigure 65 because each
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choice is preceded by a choice entry field. However, the

multiple-choice selection list contains scrolling information

in the top, right corner, to indicate that it is scrollable.
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3.3.2.4 Selection Acknowledgement

Selection acknowledgement varies, depending on the type of selection

element:

In single-choice selection fields, the number that users type in the
choice entry field is the selection indicator.

In single-choice selection lists and multiple-choice selection fields

and lists, a slash or country-designated character in the choice entry
field preceding the selected choice is the selection indicator.
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3.3.2.5 Selection Element Initial Conditions

The initial condition of a selection field or selection list is its
appearance when it is first displayed on the screen.

Initial Cursor Placement: The initial placement of the cursor is always
to the left of the first displayed choice in the field.

_ In single-choice selection fields, the cursor appears left-justified
in the choice entry field.

- In single-choice selection lists and multiple-choice selection fields
and lists, the cursor appears in the choice entry field of the first
choice.

Default Choices: CUA allows the optional use of default choices for all
selection fields and lists. When a panel is displayed initially, default
choices are displayed as selected choices; the default choices are
indicated by appropriate selection indicators.

When it is possible to predict in a certain circumstance which choice
users often want to select, the presentation of default choices can be
helpful. When the default choice is the users' choice, users can proceed
immediately to the next step in the dialog.

The default choice of a selection field or list is one of the following:

- The choice that was selected and processed during a previous
appearance of the field or list

- A choice determined by the application to be the most appropriate

under the current circumstances.

Default choices are not recommended for selection lists if all the default
choices cannot be displayed in the visible panel area.
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3.3.2.6 Selection Element Unavailable Emphasis

A choice is unavailable if the application does not allow users to select
it. For example, if a word processor requires that users paginate a
document before selecting the Best quality print choice and if users do
not paginate the document, the Best quality print choice is unavailable.
However, other print choices might be available.

Do not display unavailable choices in selection lists. Do not maintain
space in the list where an unavailable choice might appear when it is
available.

Because selection fields are fixed in content, unavailable choices are
always displayed. Therefore, you must let users know when choices are
unavailable for selection, by using emphasis and highlighting. See
Rppendix B, "Color and Fmphasis Table" in topic APPENDIXI for the

correct unavailable emphasis for your display device.

What Happens When an Unavailable Choice is Selected: When users select an
unavailable choice and explicitly Enter the panel, a message appears
telling users that that choice is unavailable. Also, the message reminds
users that they can request help for the choice. The help panel for the
choice should tell users the conditions that make the choice unavailable.

Unauthorized Choices: Do not show users choices they are not authorized
to select. Do not confuse unavailable with unauthorized. Some
applications provide several levels of functions for different categories
of users. Users in one category may not be authorized to use functions at
a certain level. Choices that are connected to this off-limits function
are considered unauthorized by CUA, not unavailable. Such choices,
therefore, are not displayed.
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3.3.3 Action Lists

An action list displays a list of objects, each with an associated entry
field, called an action entry field. Users can specify individually an
action to be performed on each object in the list. Specifying an action
automatically selects the object. The specified action can be different
for each object. For example, in an application that keeps track of
documents, users might use an action list to specify actions for three
documents: an archive action for one, a print action for another, and a
delete action for the third. All three actions will take place when the

Enter key is pressed.

An action list is similar to a multiple-choice selection list. Both allow

the selection of multiple objects; but a multiple-choice selection list
only allows a single action to be performed on the selected objects.

3.3.3.1 Action List General Layout
3.3.3.2 Action List Interaction
3.3.3.3 Action Codes

3.3 4 Action Entry Fields

3,3.3.5 Positioning the Cursor in Action Lists
3.3.3.6 Action List Processing
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3.3.3.1 Action List General Layout

The objects in an action list are arranged in columns.

Column headings are required.

should be Action or Option.

these headings.

The heading above the action entry fields

You may use the abbreviations Act and Opt for

Provide enough space between the column heading of the

action entry field and a preceding or following column heading to ensure

visual separation. For example:

Action Document Name
Letterl
Memol
Notel

Action codes are recommended.
representations of actions.

appears above the action list.
the actions they represent.
displayed in one or more lines,

may align the action codes vertically,

If action codes are supported,

Action codes are alphabetic or numeric

an instruction
The instruction shows the action codes and
The action codes and actions should be

from left-to-right and top-to-bottom. You

as shown in the following example:

Type an action code next to each desired choice; then press Enter.

1=New
5=Print

Action list choices are not numbered.

2=Open 3=Copy

4=List

The action entry field for each choice appears on the same line as the

Document List

Letter te L.A. Anderson

Menthly accounting summory
Menthly accounting SLamory

More:
Revised

G727 /89
002 /89
117489

8/16/89

G/15/89

172489

320789

G/20/89
T2,/04 /89
12,/04 /89

3/02/89

3/05/89

3/05/89

2/03/89

t

choice.

Type one ar more ootion cades. Then press Enter.
I=New 2-Open 3=Copy S5=Print T=Rename
Aetion Document Subject

: Letter? Letter te ABC Corp.
_ Letter?
_ Letters Respanse to ABC Corp.
_ Memajpin Memo to J P, Jones
g Memo jpi2 Memo te J.F. Jones
_ Memopwb Memo to P.W. Bonhom
_ MemaopwhZ Memo to PLW. Bopham
_ Memeras Memo to R.E. Smith
i3 Monthly
_ Monthly2
_ Reportep Apri | report
_ Repor tou August report
s Repor tFo February report
_ Reportja Januory report
Commang) ===
Fl=Help  F3=Exit F4=Prompt F5=Refresh  F7-Bwd
PICTURE F12=Conce

Figure 67. Action List with Action Codes.

FA=Fwd  F3-Retrieve

Users are instructed to type an

action code into the action entry field that precedes the

desired object.

The action codes and actions

3=Copy) are part of the instructions.
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3.3.3.2 Action List Interaction

CUA defines three techniques to specify actions to be performed on objects
in an action list:

—  Action codes: Users type an action code into the action entry field
associated with each object that is to be acted upon. CUA recommends
that your application support the use of action codes.

In text subset applications, users also can select choices by typing a
slash (/) or country-designated character in the action entry field.
Users then switch to the action bar and request a pull-down containing
the desired choice. The requested pull-down action is applied to all
selected choices. This is the same interaction technique used in
multiple-choice selection fields and lists.

- Commands: Users type a command in the action entry field associated
with each object that is to be acted upon. Support of this technique
is optional. An action list may support commands alone or with either
of the other interaction techniques.

Type over: Users type over the name or characteristics of the object
displayed on the screen to change the name or characteristics. For
example, to change the name of a document on a disk, users type the
new document name over the existing name on the screen. When the
application detects the change, it changes the document name on the
disk. Support of type over is optional.

When users type an action code or command in an action entry field, the
object associated with the action entry field is selected. To de-select
an object, users type blanks over the characters in the action entry
field, or delete the characters.

You should allow users to type an equal symbol (=) in an action entry
field to indicate that the last action or command specified in a previous
action entry field is to be applied also to each choice that is next to
the equal symbol. In the following example, the Print action (print)
would be applied to Letterl, Notel, and Memo2.

print Letterl
Memo 1

= Notel

= Memo2
Letter 2
Note 2
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3.3.3.3 Action Codes

An action code should be a single number or letter.

an action list either all alphabetic or all numeric.

Make action codes in
The format for
presenting numeric and alphabetic action codes and their commands is shown
in the following two examples:

Type one or more action codes; then press Enter.

1=New 2=Open 3=Copy 4=List
5=Print

Type one or more action codes; then press Enter.

N=New O=Open C=Copy L=List
P=Print

When using numeric action codes, you may skip numbers to keep the same

action code assigned to the same command throughout your application. In

the following example, Print has an action code of 5 even though there is

no command assigned to the number 4.

1=New 2=Open 3=Copy 5=Print
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3.3.3.4 Action Entry Fields

CUA recommends that you place the action entry fields to the left of the
object names, as illustrated in Figure 67 in topic 3.3.1, if your

application supports

J Only action codes or
a Action codes and short command names without parameters (for example,
Print and Discard).

Where users can type action codes or short commands, make the action entry
fields long enough to contain the longest of these action codes or short
commands .

If your application supports commands in an action list, CUA recommends
that you make the action entry fields extendable. Extendable action entry
fields allow users to type long command names or command names with
parameters. Users must begin typing the command name in the visible
portion of the action entry field. They can continue typing beyond the
end of it, typing over other text on the line. This option is illustrated

in Figure 68.

If your application supports extendable action entry fields, CUA
recommends that you place the action entry fields to the right of the
object names. This prevents users from obscuring the object names, which

could cause confusion.

Ligt of Files
Files 15 to 24 of 73
More: t t

File Type P Action Fmt Len Records Blocks Dets Time
Commerts  Soript A1 \f 63 5 1 4/21/89  15:20:00
Converge  Soript A1 sendfile / sjones at rechn 247089 11:10:00
Desmutmsg  Soript A W a2 1 1 9/19/89  14:00:4%
Dsmuttoc Script A7 W 94 90 6 9/718/89 17:20:39
Fplen Fails A1 ' T3 273 T G/1989 1400017
Fplon? Fails A '} 5 298 2 9/21/39 13012048
Gl de Sprecd A \f 63 26 1 §/08/83 9:45:41
Guideto?l Spreod AT \ 2o 78 6 9/01/89 6G:48:77
Guideto? Sprecd AT V 73 8 I BA05/B9 15:32:05
Guidetod Spreod A1 W T2 32 3 9/08/83  B:15:56
Guidal Sprecd Al W &4 1383 B3 S/13.89 67777
G de? Spreog A W al 12049 52 9/16/89 14:28:07
Gui £3 Script A1 i 102 1571 730 9/19/89 13:45:02
GG fExS Soript AT i 24 94 3 9/1E/89 AT
Hyperick Soript A7 v 22 G5 1 4/18/89 10:14:58
[rglex1 Soript A7 i a5 ROG B0 Z/20/83  11:07:36
Index? Soript A W els] 15571 58  5/20/89  11:05:73
Command ===
Fl-Help  F2-Browse F3-Exit  FS-Refresh  F7-Blkwd F8-Fud F9-Retrieve
F11-Sort/date  F12-Concel

Figure 68. Action List with Extendable Action Entry Fields. Users type
commands and parameters in the Action entry field and continue
typing over the text that is to the right of the action entry
field. Notice that the Action entry field is located to the
right of the choice names so that the commands do not cover up

the names.
If your application supports both type over and extendable action entry
fields, the application must distinguish between the use of the type over
technique and typing over displayed information during the use of

extendable action entry fields.

Entry field underscores are optional for extendable action entry fields.
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As an application option, you may include entry fields on the first line
below the column headings, so users can type the name of an object that
does not appear in the currently displayed list. The object may be a new
object or an object in a part of the list that is not currently visible.
You may include entry fields for several additional columns when such
entry fields are necessary for users to adequately specify the object for
the application. Provide an action entry field for these entry fields.
This set of entry fields is in the non-scrollable panel area that contains
the instructions and column headings. The action list in Figure 67 in
topic 3.3.3.1 allows users to create a new document using the entry fields
on the first line below the column headings Document and Subject. If an
application supports entry fields on the first line below the column
heading and the application is migrated to the programmable workstation,

you must re-code the action list support.

In the following example of an action list, users can create a new file by
typing a 1 in the Action entry field, the name of the file they are
creating, SALES87, in the File Name entry field, and the subject of the
file, Net 1987 sales, in the Subject entry field.

Type an action code next to each desired choice; then press Enter.
1=New 2=Open 3=Copy 5=Print

Action File Name Subject Last Changed
1 SALES87 Net 1987 sales
_ FINANCE1 Financial report July 14
_ BUDGET13 Draft budget 13 May 4
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3.3.3.5 Positioning the Cursor in Action Lists

Locate the cursor initially in the top, left entry field in an action

list.

After the list has been processed and re-displayed, the cursor should
appear next to the last choice that users selected in the panel, unless
that choice is no longer visible. In that case, the cursor should be in

the first entry field in the panel.

When the application detects errors, the cursor should be in the first
position of the first entry field that is in error.
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3.3.3.6 Action List Processing

The action codes and commands in action lists are processed only when
users press the Enter key. No other action, such as scrolling, should
cause the panel to be processed. Once entered, actions are performed in
the order in which they appear in the list.

Some actions, such as Delete, may require user confirmation before
processing. You may group these actions together on a separate panel to
display them to users for confirmation. Users confirm the actions as a
group, but each action is performed in the order in which it appears in
the panel.

As an application option, users may interrupt action list processing.
Your application determines how this is done.

If requested actions change the list of choices on the panel, the changes
should appear the first time the panel is re-displayed by either the
application or the users. For example, if users request an action to
rename a file, the file will have its new name the first time the panel is
re-displayed after the rename action has been processed.

If the application detects processing errors, processing stops at the
point where the first error occurred. The cursor is positioned at the
beginning of the action entry field that contains the error. An action
message 1is displayed that tells users what to do.

When the application has processed all the actions, the action list is
re-displayed with the same view users had when they requested the actions.
All changes resulting from the actions are shown, to let users know that
the actions were processed. Users can then request other actions.

When the application has processed the actions and the action list is
re-displayed, the action entry fields of all processed choices contain an
asterisk (*) to show users what objects were processed. The processed
objects are no longer selected. The asterisk replaces the first character
in the field.

The Refresh action updates the object list and erases the asterisks next

to the previously processed choices. The list should be re-displayed with
the same view users had when they requested the Refresh action.
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3.3.4 Summary of Selection Element and Action List Characteristics

The following table uses a simple example to illustrate differences in the
appearance of and interaction with single-choice selection fields and

lists, multiple-choice selection fields and lists, and action lists.

Table 3. Examples of Selection Fields, Selection Lists, and Action

Lists

Type Examples and Comments

action code for each item.
|
An alternate form of this type of selection list place| the action entry
fields after the items and uses no underscores for the|entry fields,

Action List as shown below.

|
|
Flavor Action Calories Cost Rank
Chocolate 65 .15 1
Strawberry 33 .13 6
Vanilla order 16 gallons
Butterscotch 57 .12 4

In this example, the application may allow users to co|tinue typing the
action and any parameters it may have over the data in|the fields that
follow the action entry field.

|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
| List
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
| |

|
|
|
|
Single-Choic| 3 1. Chocolate To select Vanilla, users type a 3|into the
Selection | 2. Strawberry underscored choice entry field th|t precedes the
Field | 3. Vanilla first choice.
| 4. Butterscotch
| |
| |
| |
| |
| |
| Chocolate To select Vanilla, users move the|cursor to
Single-Choic| Strawberry Vanilla and type a slash or count|y-designated
Selection | / Vanilla character over the period in the |hoice entry field.
List | Butterscotch
| |
| |
| |
| |
| |
Multiple-Cho|ce / Chocolate To select both Chocolate and Vani|la, users first
Selection | _ Strawberry move the cursor to Chocolate and |ype a slash
Field or | / Vanilla character (/) or country-designat|d character
Selection | _ Butterscotch into the choice entry field that |recedes Chocolate.
| Users then select Vanilla, using |he same technique.
| |
| |
| |
| |
| |
| A=Add D=Discard
| |
| Flavor |
| _ Chocolate This list may look a lot like the|multiple-choice selection
| _ Strawberry field in the previous example. B|t, instead of a /, users
| a Vanilla type an action code into the entr| field. The action codes
| d Butterscotch are displayed above the list. Us|rs can type a different
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
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3.4 Chapter 9. Prompt

The Prompt action allows users to fill in entry fields by selecting from
lists of values that are valid for those fields. It can save time for
users and reduce the chance of typing errors.

When the list of valid values for an entry field is static and very short,
it may appear as descriptive text next to the entry field. For
information about descriptive text, see MDescriptive Text" in topic 3.2.7.

However, if the list of valid values is too long for descriptive text or
the list is determined dynamically when the application is run, Prompt
should be provided. For example, you might use Prompt to list the
printers currently available on the system when users must enter the name
of a printer in an entry field.

Prompt is optional for the command area. For other entry fields, you
should provide Prompt when the application knows the possible entries.

Prompt is for use with application-specific field types. It is not
intended to be a substitute for the general-purpose directory and file
list capabilities of the operating system.

To use Prompt, users place the cursor on the entry field for which they
want a list of possible entries. When they request Prompt, by pressing
the F4 key, a prompt list pop-up appears, containing a single-choice or
multiple-choice selection field or list.

When users have selected what they want from the pop-up, the pop-up
disappears. The choice text is placed into the entry field as though
users had typed it there. Prompt gives users the opportunity of
recognizing and selecting the choices they want, rather than having to
remember all the choices and typing the desired ones.

The size of the pop-up is an application design decision. For entry model
applications, a full-screen panel may be used if pop-ups are not
available.

Users can cancel the prompt list pop-up without selecting a choice.
Canceling the pop-up has no effect on the entry field.

If users request Prompt when the cursor is not on an entry field or is on
an entry field that does not support the Prompt function, a message
appears indicating that the Prompt function is not available. A beep may
sound also. The message is removed on the next user action.

Allow users to request Prompt when they have entered an invalid value, so
they can select a valid value.

As an application option, you may allow users to request Prompt for
commands when the cursor is in the command area. For more information
"

about Prompt for the command area, see Chapter 11, "Command Area" in

topic 3.6.

3.4.1 Prompt Indicator
3.4.2 Tailoring the Prompt List
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3.4.1 Prompt Indicator

For entry fields other than the
prompt indicator, the plus sign
Instead of the prompt indicator,
Press F4 for Prompt at the right

No prompt indicator follows the

command area, if Prompt is available, a
(+), is shown at the end of the field.
you may place descriptive text, such as
of the entry field.

command area.

File Edit View

Options  Help

Potient name |

S0 Ce] (1) QR

Type of order

Commanc] ===

Patient Services lpdote

. Dutstonding
. Completed

. Canceled

. Deleted

S SUR S Y

. Care & treatment
. Phormacy

. Heort station
Physical theropy
. Laps

. Dietory

. Radiol gy

. Other
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PICTURE. 69 Fl=Help  F3=Exit

F4=Prompt  F9=Retrieve F10=Actions  F12=Concel

Figure 69. Entry Field with Prompt Action.

entry field and press

Users place the cursor on the

F4 to request the Prompt action.

File Edit View

Options Help

Patient name |

Status . oL oL .

Type of order

Commapic] «--=

Fatient Services Updote

Potient List
More: 1

. Boker, Chorles

. Basker, Susan

. Carlson, Jahn

S Carter, Judith

. Chempion, Dennis

. Ecwords. Kurt

. Jdobnson. Helen

. Mathews, Ao

. Morten, Arthur

Fl=Help
F1Z=Cancel

F7-Blwd  FB=Fwd

PICTURE 70 Fl=Help  F3=Exit

F4=Frampt  FO-Retrieve  Fll-Actions  F12-Copcel

Figure 70. Prompt List Pop-Up.
Prompt from the panel
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users to find the name of a patient without having to remember

it. Users select Carter, Judith and see the panel in

Figure 71.

File Edit

View

Options Help

Potient nome .

Status . . .

Type of order

Commapic] «--=

Type potient nome ond select ome From each group.

. Carter

Fatient Services Updote
Then select on action,

Judith +

. Outstanding
. Completed

. Canceled

. Deleted

o T T,

Care & treatment
- Phormacy

. Heort statjon

. Physical theropy
Labs

. Dietory

. Radiology

. Other

(=

[ R = L RS SRV RS

PICTURE 71 Fl=Help  F3-Exit

F4=Frampt  FO-Retrieve  Fll-Actions  F12-Copcel

Figure 71. Users'

Prompt Choice Appears in the Patient Name Entry Field

If a column of entry fields is provided to allow multiple entries, the

prompt indicator may be placed at the end of the column heading,

than after each field.

Patient Name +
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3.4.2 Tailoring the Prompt List

As an application option, you may allow users to qualify, or tailor, the

list of valid choices in the selection

field or list by typing a search

string in the entry field for which they are requesting Prompt. The

string may include global search characters.

are ? and *.

The global search characters

? in a search string allows a single character to occupy that position in

the string.

* in a search string allows any string of characters to occupy that

position.

If users can type both double-byte and single-byte characters in an entry

field, use the ? to represent any one single-byte or double-byte character

occupying that position.

single-byte or double-byte characters.

Use the * to represent a string of any

If users can type only double-byte

characters, the double-byte ? represents any one double-byte character

occupying that position.

double-byte characters.

The double-byte * represents any string of

The choices that appear in the selection list will be specific to the

search string.

File Edit View

Options

Help

Potient nome .

Type potient nome ond select ome From each group.

Fatient Services Updote

Then select on action,

. Martins 4

Status . . .

o T T,

Type of order

[ R = L RS SRV RS

Commapic] «--=

Outstanding
Comp| eted
Canceled
Delated

Care & treatment
Phormacy

Heort station
Prysicol therapy
Labs

Dietory

Fadicl ogy

Other

PICTURE Fl-Help  F3-Exit

F4-Prompt

FO=Retrieve  F1d-Actions  F12-Concel

Figure 72. Qualifying a Search of Possible Valid Entry Field Values.

Users type Martin* in the entry field to limit the list of

patients to those whose last names begin with Martin, when

Prompt is requested.

The following figure shows the various

search strings and identifies what

the results would be if Prompt were performed with those strings in the

panel shown in Eigur

0 in topic 3.4.1.

f29bdg00.boo
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Patient name . . . +

The Prompt action lists all items, as in EFigur 0 in topi 4.1.

Patient name * +
The Prompt action lists all items, as in Figure 70 in topi 4.1.
Patient name . . . *s +

The Prompt action lists all items that end in s.
In Figure 70 in topi 4.1, only Edwards and Mathews would be listed.

Patient name . . . b* +

The Prompt action lists all items that begin with B.
In Figure 70 in topi 4.1, only Baker and Basker would be listed.

Patient name

Fo
+

The Prompt action lists all items that are single characters.
In Figure 70 in topi 4.1, no items would be listed.

Patient name . . . baz +

The Prompt action lists all three-character items that begin with ba

and end with any single character. In Figure 70 in topi 4.1, no itels

would be listed. Baker would not be listed because it contains more
than three characters.

Figure 73. Strings Typed into Entry Fields before Prompt Is Requested
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3.5 Chapter 10. Action Bar and Pull-Downs

The action bar is
a list of choices
request. A group
action bar choice.

bar.

the panel element at the top of a panel that consists of
that represent groups of related actions that users can
of actions appears in a pull-down when users request an

Pull-downs are located immediately below the action

The actions typically affect information displayed in the work area or in

some way control the users'

Figure 74 illustrates an action bar and one of its pull-downs.

dialogs with the application.

File Edit View Options Help
_ 1 Since adnissicen | ices Updote
2. Past 7 days
Type patient 3. Past 72 hours ach group.  Then select on action,
4. Past 24 fhours
Patient pom +
Statys . . . . . . 1L Outstanding
2. Completed
3. Canceled
4, Deleted
Type of order 1 7. Care & treatment
2. Phormacy
3. Heort station
4. Physical therapy
3. Laps
6. Dietory
7. Radiclogy
g. Other
Commang| --->
PICTURE Fl=Help  F3=Exit Fd4=Prompt FO9=Retrieve F10=Actions  F12=Concel
Figure 74. Action Bar and Pull-Down. The action bar contains the choices
File, Edit, View, Options, and Help. The View choice was
selected, causing its pull-down to appear immediately below.
The choices in the pull-down are Since admission, Past 7 days,
Past 72 hours, and Past 24 hours.
When to Use: All applications based on the text subset must have an

action bar on every panel in the primary window.

action bars.

Pop-ups do not have

Do not use an action bar in applications based on the entry model.

3.5.1 Action Bar Layout
3.5.2
3.5.3

Action Bar Content

Cursor Position in Action Bar
Action Bar Pull-Down Layout
Action Bar Pull-Down Content

Action Bar Emphasis
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Action Bar and Pull-Down Interaction Example
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3.5.1 Action Bar Layout

The action bar is located at the top of a panel, as illustrated in

Figure 75.

File Edit View

Options Help

Patient name |

Fatient Services Updote

Status . . .

SN VRS R

Type of order

[ BN e R 5 RN VIR Y

Commapic] «--=

Dutstanding
Completed
Canceled
Deleted

Care & treatment
Phormacy

Heort station
Physical theropy
Laps

Dietory

Fodicl ogy

Dther

Fl=Help  F3-Exit

F4-Prompt

FO=Retrieve  F10-Actions

Figure 75. Action Bar Location.

the panel and immediately above the panel title, Patient

Services Update.

The action bar stretches across the full width of a panel,

the number of items in the action bar.

one or more lines with the same number of blanks between all choices.

blank precedes the text for each choice,

where it is seen more easily.

F12=Concel

The action bar is located at the top of

regardless of

Choices are listed horizontally on

A

so users can position the cursor

Position the first choice far enough in from the left edge of the panel so

you can properly position the pull-down below the choice,

"Action Bar Pull-Down Layout" in topic

5.4.

Separate the action bar from the panel areas below it using a solid or

dashed line, as shown in Figure 75.
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3.5.2 Action Bar Content

The action bar contains choices in the form of single or multiple words.
Use single-word choices when you can. Use multiple-word choices only when

one word cannot describe an action category.

Capitalize the first letter of the choice. The exceptions to this rule

are:

| When the choice contains an acronym or abbreviation that is usually
capitalized, use accepted capitalization.

J When the choice contains a proper noun that contains a capital letter
other than the first letter, use the accepted capitalization.

These rules for capitalization apply only to English language text.

Do not number the choices.

CUA defines a set of standard action bar choices: File, Edit, View,
Options, and Help. Any of these standard choices that are valid for the

application should be provided in the action bar. The actions should

appear in the following order:

File Edit ¥iew Options Halp

If the standard action bar choices are not adequate for your application,
you may define other action bar choices. Remember that each action bar
choice must have an associated pull-down. Selecting a choice on the
action bar always results in a pull-down; it does not perform an action
directly. Try to place your defined action bar choices from left to
right, according to how often they are used, with the most frequently used
choice at the left. An exception to this rule would be the need to group

related choices.

The last (farthest right) choice in the action bar must be Help, if Help

is supported.

Each type of object should have an action bar that supports the actions
for that object type. For example, if your application supports only one
type of object, then the action bar would be the same for each panel in

your application. Your application, however, may support multiple object

f29bdg00.boo Page 1



types. For example, a transportation application may support both truck
objects and airplane objects. In that case, all panels for truck objects
would have the same action bar, containing actions that apply to trucks,
while all panels for airplane objects would have the same action bar,
containing actions that apply to airplanes.
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3.5.3 Cursor Position in Action Bar

The cursor is positioned initially in the blank space immediately to the
left of the first choice. The cursor, therefore, is positioned to select
the first action bar choice. As users tab from one choice to another, the
cursor is positioned in the blank space immediately to the left of each
choice.
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3.5.4 Action Bar Pull-Down Layout

Locate the action bar pull-down contiguous to the bottom of the action
bar. Position the pull-down choices so that the choice entry field is

directly below the first non-blank character of its action bar choice.

If this alignment is not possible because the pull-down is wider than the
space allowed to display it, which might happen if the last choice in the
action bar is close to the right edge of the screen, reposition the
pull-down horizontally to make sure it is fully visible. To make sure
users do not forget which action bar choice is associated with a pull-down
that has been repositioned, display the action bar choice with selected
emphasis. Figure 76 illustrates the location of the pull-down in relation

to the action bar.

Pull-down choices are left-aligned.

Use a solid line border for a pull-down if solid line characters are
available. This pull-down border is shown in Figure 76.

File Edit ¥iew Optiens Help

Mew

Open. . .

Soive

Scwve as, ..

Print

Exit F3

[a SRR I RN Y

Figure 76. Action Bar Pull-Down Border

If solid lines are not available, use one of the following as the border

of a pull-down:

3 For the top border, use the existing hyphen characters (-) that form
the separator line below the action bar, except change the hyphen
character to a period character (.) at the top corners where the
pull-down intersects the separator line. Use the vertical bar
character (|) for the sides and the hyphen character for the bottom,
except use an apostrophe character (') at each corner on the bottom.
This pull-down border is illustrated in Eigure 77
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File Edit View (Options Help

Figure 77. An Alternate Action Bar Pull-Down Border

3 For the top border, use the existing hyphen characters (-) that form
the separator line below the action bar, except change the hyphen
character to a period character (.) at the top corners where the
pull-down intersects the separator line. Use the colon character (:)
along the sides, including the bottom line, and use the period
character between the colons on the bottom line. This pull-down
border is illustrated in Figure 78.

File Edit View Options Help

T, New

2. Dpen...

3. Sowve

4, Sove as...
il

&

Print
Exit F3

Figure 78. Another Alternate Action Bar Pull-Down Border

If the pull-down contains only one selection field, groups of logically

related choices may be separated by a blank line.

If the pull-down contains more than one selection field, use a blank

separator line between each field. In this case, do not use a blank
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3.5.5 Action Bar Pull-Down Content

You may use both single-choice and multiple-choice selection fields in
pull-downs. The rules for selection fields in "Selection Elements" in
topic 3.3.2 apply to selection fields used in pull-downs.

Place an entry field next to the first choice of single-choice selection
fields. Place an entry field next to each choice of multiple-choice
selection fields.

Pull-downs may not contain selection lists.
Number choices in single-choice selection fields. The number is the first

character of the choice text. Use the rules for numbering selection
fields in "Numbering Choices" in topic 1.1.

Do not use instructions or a function key area in pull-downs.

Ellipses for Pull-Down Choices: Place an ellipsis (...) after each
choice in a pull-down that results in a pop-up. Do not put any spaces
between the dots or between the ellipsis and the choice words. For
example:

4. Save as...

Pull-Down Function Key Assignments: The Cancel action should be supported
in all pull-downs, even though pull-downs do not have a function key area
showing Fl2=Cancel.

You may assign function keys to the choices in a pull-down. These
function keys are called accelerators. Display function keys to the right
of the pull-down choices with the first character of each left-aligned.
You may use function keys F1 through F24 unless they are reserved, such as
Fl=Help. Function keys that are used as accelerators do not have to be
displayed in the function key area.

Assigned function keys are always active, whether or not the pull-down is
displayed. If a key is assigned to a pull-down choice, you should display
it in the pull-down.

Note: If your application supports a keyboard that has 12 function keys,
some function keys might have multiple actions assigned to them.
Those function keys must not be displayed in pull-downs. For
information about supporting keyboards that have 12 function keys,
see "Support for Keyboards with 12 Function K " in topic 3

When users press a key that is assigned to a choice, the associated action
occurs, even if users have not switched to the action bar or displayed the
pull-down containing the choice. If any pop-ups are associated with the
choice, the first pop-up appears when users press the function key
assigned to that choice.

If users press a function key that is assigned to an action, and that
action requires a previous object selection but no object has been
selected, display a message that tells users to select an object.

Standard Action Bar Pull-Downs: In addition to defining standard action
bar choices, CUA also defines standard pull-down choices and accelerator
keys for some of those standard pull-down choices. For descriptions, see

" 5 _ "

Exit in Pull-Down: The Exit action should always be the last choice in
the first (farthest left) pull-down. If you use the standard action bar
choices, Exit will be the last action in the File pull-down.

For details about the Exit action, see "Exit" in topic 3.7.6.6.
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File Edit View Options Help
Fot | _ 1. Help for telp...
2. Extended help...
Patient name . . . I, Keys help...
4. Help ‘ndex. ..
SHEEE e oo _ 1. Duts 4. Tuterial..
2. Comp B. Apout..
3. Canc
4. Deleted
Type of order 1. Care & treatment
2. Phormacy
3. Heort station
4. Ppysical theropy
5. Laps
fi. Dietory
T. Rodiel ogy
&. Other
Commang] ===
Fl=Help  F3=Exit Fd=Prampt FO9=Retrieve Fli0-Actions  F12-Copcel

PICTURE 79

Figure 79. Pull-Down with Ellipses. The pull-down for the action bar
choice Help contains six choices, all of which include ellipses
that indicate a pop-up will appear. The choices are not
assigned accelerator keys because the help accelerator keys are

only active in help panels.

File Edit V¥iew Options Help

_ 1. Unde F23 | Editor - Memopwhi
2. Mark F18 Lines  1te 16 of 25
3. Qut Mote: 4
4. Copy
Janu 3. Paste
6. Unmark F7
MEMD 1. Clear
FROM 8. Delete
SUBd
Patricia,

] hove just received the lotest prototype of the printer aond its new
specifications. This is o Big Improvement over the previcus wersion.
I think 1t will al low us to deliver a more attractive product - ope
that Fits Tn well with the rest of our new product |ine.

Fleose review the attoched copy of the speciFleations. [ think you
will be able to sove design time by Fol lowing this new design. os

Commang ===
Fl-Help  F3-Exit F7-Brwd F8-Fwd F%-Retrieve Fl0-Actions  F12-Caonce
Flbark  F17=Upmork  F19=Left  F20=Right  F23=Undo

Figure 80. Pull-Down Choices with Accelerator Keys. The choices Undo,
Mark, and Unmark have their accelerators listed on the same

line.
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PICTURE 81

Figure 81.

f29bdg00.boo

Pull-Down with Two Selection Fields. This pull-down shows two
single-choice selection fields. The first selection field

contains the choices All and Some; users can select either one.
The second selection field provides three choices, By name, By

date, and By subject; users can select one of the three.

Page 3

File ‘Wiew Options System Help
_ LAl Document List
2. Some...
Select 5. Then select an ootion,
_ 1. By ncme More: ¢

locu 2. By daote Revissd
_ Inwe 3. By subject | ry for worehouse 10/23/89
e ry summary 4/10/89
_ Letter? Letter to ABC Corp. 9/27/89
_ Letter? Letter to L.A. Anderson 10,/02/89
_ Letterd Response to ABC Corp. 11,417 /80
_ Memojpj1 Memo 1o J.F. Jones B/ 16,89

Memo jp ]2 Memc to J.P. Jopes 9/15/289
: Memapwh 1 Mermc to P.W. Honhom 1/24,/89
_ Memopwh2 Memz to PLW. Bonhom 3720789
_ Memores Mera to R.E. Smith 9/20/89
_ Manthly Monthly occounting summary 12/04,/89
_ Monthly2 Monthly occounting summary 12/04,/89
_ Reportap Apri |l report 5/02/89
_ Reportou August report 3/05/89
_ Reportfn February report 3/03/89
Commang| --->
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3.5.6 Action Bar Emphasis

Selected emphasis is used in the action bar to provide visual feedback
that an action bar choice has been selected. A selected action bar choice

remains displayed with selected emphasis while its pull-down is visible.

Unavailable emphasis is never used for an action bar choice, even when all
of its pull-down choices are unavailable. An action bar choice must
always be available so that users can display its pull-down to request

Help on the unavailable pull-down choices.
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3.5.7 How Users Interact with the Action Bar and Pull-Downs

Following is a general description of what happens when users interact
with an action bar and action bar pull-downs. Figure 82 illustrates the
flow of the user interaction in a panel with an action bar. Specific
rules for user interaction follow this general description and

illustration.

a To use the action bar, users first must move the cursor to the action
bar from another area of the panel. This can be done by using the
Switch to action bar (Actions) request. After the cursor is in the
action bar or in an action bar pull-down, requesting Switch to action
bar again returns the cursor to where it was located in the panel

before the previous Switch to action bar was requested.

3 Users also can move the cursor to the action bar by pressing the
arrow, Tab, or New line keys. On some nonprogrammable terminals, the
Home key also moves the cursor to the action bar. None of these keys
causes a host interrupt, so the system does not know where the cursor

was positioned before the switch to the action bar.

3 Action bar choices are implicitly selected (point-and-select) choices.
The cursor position indicates the selected choice.

3 Users press the arrow keys or the Tab key to move the cursor in the
action bar. The arrow keys move the cursor one character at a time,
and the Tab key moves it from choice to choice.

J Users move the cursor and select choices in a pull-down the same way
they do in other areas of the panel. When users press the Tab key,
the cursor moves from left-to-right, top-to-bottom through the action
bar choices or through pull-down entry fields. Fields in other panel
areas are protected while pull-downs are displayed. Users, therefore,

cannot tab to the other panel areas.

Ponel work oreq |—- Erter

Switch to action dar

Exit
Switch to
botion per choice L ion Der
Terpirate hopotion | Bxjt Selact then
or gpplicokion Enter

Cereel
Action pop
pul Toesn
Selert

then
Enter

Cangal

Figure 82. User Navigation in a Panel with an Action Bar
3.5.7.1 Rules for User Interaction

3.5.7.2 What Happens When an Available Pull-Down Choice is Selected
3.5.7.3 What Happens When an Unavailable Pull-Down Choice is Selected
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3.5.7.1 Rules for User Interaction

The following rules describe how users interact with the action bar and
pull-downs.

Switching the Cursor to the Action Bar: Users can switch the cursor from
another area of the panel to the action bar by:

J Pressing the Actions (Switch to action bar) key. The cursor appears
on the furthest left choice in the action bar.

J Pressing the Tab key until the cursor appears on the leftmost choice
in the action bar.

J Pressing the arrow keys until the cursor moves into the action bar.

i Pressing the New line key until the cursor moves to the line
containing the action bar.

1 In some environments, pressing the Home key.

When users request the Switch to action bar action, a host interrupt
occurs. Moving the cursor to the action bar with Switch to action bar,
therefore, has the advantage of telling the system where the cursor was
located when users requested the switch. Users, therefore, can be
switched back to that previous cursor location when they return to the
panel area by using the Switch to action bar action.

The Switch to action bar request does not remove the tabs or protect the

fields in the work area or a command area when the cursor is in the action
bar. The application, however, does remove the tabs and protect the work
area fields when a pull-down or pop-up resulting from a pull-down appears.

If users move the cursor to the action bar by pressing a cursor movement
key, such as a Tab or arrow key, the system cannot tell where the cursor
was located before it was moved. When the action is completed and the
cursor moves from the action bar back to the panel area, the cursor is
positioned in a location determined by the application.

Moving the Cursor in the Action Bar: Users move the cursor from choice to
choice in the action bar by pressing the Tab key. With the Tab key, the
cursor is not restricted to the action bar and will continue to move from
field to field through the panel and eventually return to the first choice
in the action bar. The arrow keys move the cursor one character at a time
in the action bar or any area outside of the action bar.

If users type over any character in an action bar choice, the application
restores the text on the next host interrupt and ignores what users typed.

If a pull-down is displayed, cursor movement with the Tab key is
restricted to the action bar choices and pull-down entry fields.

If the cursor is moved out of a pull-down using the arrow keys, the cursor
is returned to the pull-down when users press the Enter key.

Switching Out of the Action Bar: Users switch out of the action bar by:

3 Pressing the Actions (Switch to action bar) key or the Cancel key. If
users pressed the Actions key to move the cursor to the action bar,
the cursor is returned to where it was located before the switch to
the action bar.

J Pressing the New line, Tab, or arrow keys. If users did not take an

action that caused a pull-down or a pop-up to appear, all fields are
still active when the cursor returns to the work area.
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Selecting an Action Bar Choice to Request a Pull-Down: Users select an
action bar choice with the cursor.

Users request that a pull-down appear by pressing the Enter key while the
cursor is positioned on an action bar choice or on the blank before the
choice.

If the cursor is in the action bar but it is not in a position to select
an action bar choice, issue a message telling users to position the cursor
correctly.

The pull-down is displayed with the cursor in the choice entry field that
precedes the first choice in the pull-down.

Reguesting Another Pull-down to Appear: Users can request that another
pull-down appear by pressing the Tab or arrow keys to move the cursor to
another action bar choice and then pressing Enter. Users also can return
to the action bar from a pull-down by requesting the Cancel action in that
pull-down.

If users request Cancel from a pull-down, the currently displayed
pull-down disappears immediately. If, however, the cursor movement keys
are used to leave a pull-down, the currently displayed pull-down is
removed when users request another action bar choice. The newly selected
pull-down then appears.

Canceling a Pull-Down and Returning to the Original Panel Area: If users
switched to the action bar by pressing the Actions key, users can Cancel a

pull-down and return to their previous location in the panel area by
pressing the Actions key. The pull-down disappears and all areas other
than the action bar are reactivated. Any selections users made in the
pull-down are ignored; that is, no actions are started and the values
remain as they were before selections were made.

Canceling a Pull-Down and Returning to the Action Bar: Users can press
the New line, Tab, or arrow keys to move back to the action bar. However,

the displayed pull-down does not disappear until a host interrupt occurs,
such as when users request another action bar choice.

Canceling a Pop-Up: When users request Cancel from the first pop-up that
results from a pull-down, the cursor returns to its original position in
the underlying panel if users switched to the action bar using the Switch
to action bar action. If Switch to action bar was not used, the cursor is
positioned in a location determined by the application.

Moving the Cursor in a Pull-Down: The rules for moving the cursor within
pull-downs are the same as those for the work area. Cursor movement with
the Tab key is restricted to the action bar choices and pull-down entry
fields.

If a pop-up appears, the Tab key moves the cursor from field to field
within the pop-up. All other areas are protected.

Selecting Choices from a Pull-Down: Users can select choices from a
pull-down in one of the following ways:

3 Typing the choice number

a Typing the selection character (the slash, /, or a country-designated
character) in one or more choice entry fields in a multiple-choice
selection field.
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3.5.7.2 What Happens When an Available Pull-Down Choice is Selected

When users select an available choice from a pull-down and press the Enter
key, the following actions occur:

- If the pull-down does not cause a pop-up to appear, the pull-down
disappears. The application determines what action occurs, based on
what users selected.

- If a selected choice causes a pop-up to appear, the pull-down
disappears and the pop-up appears.

- If users request Help while the pull-down is visible, the pull-down
remains displayed, as shown in Figure 125 in topic 10 5. (The

continued display of the pull-down is an exception to what normally
happens, which is that the pull-down disappears.)
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3.5.7.3 What Happens When an Unavailable Pull-Down Choice is Selected

If an unavailable pull-down choice is selected, the pull-down remains
visible and a message appears. (This is an exception to what normally
happens when a pop-up appears from a pull-down, that is, that the
pull-down disappears.) The message indicates that the choice is currently
unavailable and that users may request Help for that choice. The help
panel for the choice describes the conditions in which the choice is
available and in which the choice is unavailable. The pull-down remains

displayed after the message is removed.
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3.5.7.4 What Happens if There is No Object for an Action to Act On

Part 2, "Application Models" in topic 2.0 describes the object-action

approach to interface design as the best use of the action bar. With this
approach, objects in the work area are selected by application default or
directly by users. Then users select the appropriate action from an
action bar pull-down. However, if users select a pull-down action that
requires a previous object selection and no such object has been selected,

present a message that tells users to select an object.
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3.5.8 Action Bar and Pull-Down Interaction Example

This section describes typical user interaction techniques with the action

bar and pull-downs.

for this example of user interaction techniques.

The panel shown in_Figure 83 is the starting point

File Edit

View Options Help

Type of order

Commanc] ===

Potient name |

S0 Ce] (1) QR

Patient Services lpdote

. Dutstonding
Completed

. Canceled

. Deleted

S SUR S Y

. Care & treatment
. Phormacy

. Heort station
Physical theropy
. Laps

. Dietory

. Radiol gy

. Other

[ R S L, RS SN Y

PICTURE 83 Fl=Help

F3=Exit

F4=Prompt  F9=Retrieve

Figure 83. Action Bar Interaction Example Panel

F10G=Actions

F12=Concel

File Edit

Yiew Options Help

Type patient

_ L Since odnission
2. Past 7 days
3. Past T2 hours
4. Past 24 hours

ices lpdote

ach graup.

Fotient pam

Type of order

Commanc] ===

Statys .+ . ..

. Outstanding
. Completed

. Canceled

. Deleted

Tl R3 L

Care & tregtment
. Phormacy

. Heort station

. Pnysical theropy
. Lans

. Dietory

. Rodiol ogy

. Other

fi's S . I N APTRCK. JY

Then select an action,

Fl=Help

F3=Exit

F4=Prompt  F9=Retrieve

Figure 84. Action Bar Pull-Down Interaction Example Panel

F10G=Actions

F12=Concel

Users select the Past 7 days action from the View pull-down in the action

bar through the following keystroke sequence:

1. Users complete the fields in the work area by entering Baker, Charles
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for the patient name, a 1 for Status, and a 1 for Type of order.

2. Users press the Actions key. The cursor appears in the space
preceding the File choice.

3. Users move the cursor to the View choice by pressing the Tab key
twice.

4. Users press the Enter key. The pull-down for View appears and the
cursor is on the choice entry field in front of the Since admission
choice. At this point, the starting panel in Figure 83 now looks like
the panel in Eigure 84.

5. Users type a 2 in the choice entry field to select the Past 7 days
choice.

6. Users press the Enter key. The pull-down would disappear and a pop-up

would appear showing the care and treatment items for the last seven
days that are classified as outstanding for Charles Baker.
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3.6 Chapter 11. Command Area

If users may want to process system commands without leaving your
application, CUA recommends that your application provide a command area
to allow users to request those actions directly. Application actions
also may be supported through the command area, giving users an
alternative to using the action bar and pull-downs.

3.6.1 Command Area Layout

3.6.2 How Users Interact with a Command Area
3.6.3 Using Both a Command Area and the Action Bar
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3.6.1 Command Area Layout

A command area may be located in the primary window, or it may be a new

panel in a pop-up.

1 Primary window -- If you provide a command area, CUA recommends that
you make it part of the primary window so it is always available.

Locate the command area immediately above the function key area.

i Pop-up -- If you need to maximize the available space in the primary
window and if you expect commands only to be used occasionally, as an
application option, you may provide the command area in a dialog
pop-up that is available on request. For more information about the

layout and presentation of pop-ups, see Chapter 14, "Pop-Ups" in

All command areas, whether displayed in the primary window or a pop-up,

contain a field prompt and an entry field.

In applications created in English, the field prompt consists of the word
Command, a blank space, and a right-pointing arrow consisting of three
equal signs and the greater-than symbol. Do not use leader dots. For

example,

Command ===> (Line one of entry field is here)

(Optional second line is here)
Or, you may put the word Command on a separate line. For example,

Command
> (Line one of the entry field is here)

(Optional second line is here)

CUA recommends that you provide delimiters to visually indicate the length
of the command entry field, as you would for any other entry field. Use
the underscore attribute if it is available. For displays that do not
support the underscore attribute, it is an application option to use the

underscore character.

If a command area is in a pop-up, the pop-up contains at least a function
key area and the command area entry field with the command field prompt.
The panel title of the pop-up is Command. Instructions may be included

also.
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User Tasks
Select one of the following. Then press Enter.

C Wiew or chonge wolr online job

L WTEW WL MESsires

. Send o message

. Submit o poteh jep

. Work with your output Files

. Work with wour botch jobs

. Wiew of change wour library st
. Chonge yolr password

. Chonge wour user profile

. Sign off

LCRE T o' IR e PR o R S I

—

Command ===

Fl=Help  F3=Exit F9=Retrieve F12=Concel

PICTURE 85 A
Figure 85. Panel with Command Area. Because this entry model panel
occupies the full screen, there is enough space for a two-line
command area. Users can move the cursor to the command area by
using the Retrieve action (F9).
File Edit View Options Help
Document Lst
Select one or more doclments.  Then select an cetion,
More: t ¢
Document Subject Revissd
_ Lettar? Letter to ABC Corp. Q727 /89
_ Letter? Letter to LA, Andersen 0,/02 /89
_ Letter3 Response to ABC Corp. 17484
_ Menajpin Memc to J.P. Jones 8/16,/89
_ Memajpj2 Mene to J.P. Jones 9/15/89
_ Memopwb Meme to F.W. Benhon 1/24/89
_ MemopwhZ Memo to P.W. Bophom 3420489
_ Memores Meme to R.E. Smith 9/20,89
_ Montnly Montnly occounting summary 12,0489
_ Monthly2 Monthly occolnting sLnmary T2/04,/89
_ Reportop Aoyl report 5/02/89
_ Reportou August report 9/05/89
_ Reportft Febriary repert 3/03/89
_ Reportja Jonuary report 2/03/89
_ Report]l July report 8/03/89
Commane) ==->
PICTURE 86 Fl=Help  F3=Exit F7=Bkwd FB=Fwd F9=Retrieve F0=Actions F12=Concel y
Figure 86. Command Area in Panel with Action Bar. This text subset panel
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has a one-line command area. Users can either select actions
from an action bar pull-down or enter the actions directly by
typing the actions in the form of commands into the command

area. The F10 key switches users to and from the action bar.
The F9 key moves the cursor to the command area and retrieves

the previously issued command.
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3.6.2 How Users Interact with a Command Area

Users can interact with the command area using four common actions: Enter,
Command, Prompt, and Retrieve. Help should be available also for the
command area. Refer to Appendix A, "Key Assignments" in topic APPENDIXI.1

for the specific function keys that are assigned to Command, Prompt, and
Retrieve.

3.6.2.1 The Enter Action
3,6.2.2 The Command Action
3.6.2.3 The Prompt Action
3.6.2.4 The Retrieve Action
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3.6.2.1 The Enter Action

The Enter action processes a command that has been typed into the command
area of a primary window or a pop-up.

The following rules apply for the Enter action:

- A command is processed when the Enter action is requested after a
valid command has been entered into the command area of a primary
window or a pop-up. If the command is valid, the command is processed
even if the cursor is not in the command area when Enter is requested.
A command is valid when it contains in proper sequence a supported
command name plus all the parameters that are required for that
command.

. If the command area contains a valid command name but does not contain
all the required parameters, or if the command area contains a valid
command name with invalid parameters, a pop-up is displayed that helps
users complete the command parameters. Parameters that were typed
correctly into the command area by users should be displayed in their
respective entry fields in the pop-up. If invalid parameters were
typed into the command area, the pop-up should indicate which
parameters are invalid and display a message telling users that the
command contained invalid parameters. If a pop-up does not have
enough space to display the command with its supporting parameters, a
series of pop-ups may be used. When the pop-up dialog is completed,
users press the Enter key to process the command.

If the command area contains a misspelled or unsupported command name
and if users press the Enter key, display a message informing users of
the condition.

- After successfully processing a command, the application should clear
the command area. If the Command area is located in a pop-up, the
pop-up remains displayed until users request Cancel. This is an
exception to the rule for pop-ups, which is that Enter removes a
pop-up. Because pop-ups are modal, if the cursor is moved out of the
pop-up before the pop-up is canceled, the cursor is returned to the
pop-up when Enter is requested.
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3.6.2.2 The Command Action

The Command action allows users to request a pop-up that contains a
command area. The pop-up appears after users request the Command action
by pressing the assigned key or by requesting a Command pull-down choice.
The Command action is supported only in applications that provide the
command area in a pop-up.
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3.6.2.3 The Prompt Action

As an application option, you may allow users to request the Prompt action
for commands when the cursor is in the command area. Note, however, that
even though Prompt is available, a prompt indicator does not follow the
command area entry field.

The following rules apply for the Prompt action:

- When users request Prompt for the command area and no command has been
entered, a prompt list pop-up for the command area is displayed,
containing a list of the available commands. As an application
option, users can tailor the list of commands using global search
characters.

When users select a command from the prompt list pop-up and press the
Enter key, a pop-up is displayed to help users complete that command.

If the command typed into the command area or selected from the prompt
list pop-up has no additional parameters, the application displays a
pop-up telling users that the command is complete and that they can
press the Enter key to process the command. Requesting Prompt should
never process a command immediately.

If users request Prompt and the command area contains a valid command
name but required parameters are missing or invalid parameters have
been typed, a pop-up is displayed that allows users to complete the
command parameters. If users already typed valid parameters into the
command area, those parameters should be displayed in their respective
entry fields in the pop-up. If invalid parameters were entered, the
pop-up should indicate which parameters are invalid and display a
message telling users that they entered invalid parameters. If a
pop-up does not have enough room for all the supported parameters, a
series of pop-ups may be used. When the pop-up dialog is completed,
users press the Enter key to process the command.
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3.6.2.4 The Retrieve Action

Users request the Retrieve action to re-display the last command that was
issued. The previous command appears in the command area entry field.
Users can change the command, add parameters to it, or press the Enter key
to reissue it.

The following rules apply for the Retrieve action:

- If the cursor is not in the command area when Retrieve is requested,
the cursor is moved to the command area, even if there is no command
to retrieve.

- Users can request Retrieve repeatedly to back up through the list of

previous commands in last-in-first-out order. CUA recommends that
users be able to retrieve a minimum of 10 commands.
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3.6.3 Using Both a Command Area and the Action Bar

If your application supports both an action bar and a command area, make
sure that the two interface elements are not at odds with each another.

When functions are available through both the action bar and the command
area, you should regard the command area as a fast-path way of accessing

action bar functions.

Make sure that functions available from both the action bar and the
command area are consistent. For example, an action to send a document
might be available through an action bar pull-down or its associated
pop-up and through a command area. If the action in the pull-down is
Send, the command name for that action also should be Send. It would be
wrong to call the same action Send in one place and Transmit in the other.

Also, do not use the same name for different functions.

Usually, an action will be in an action bar pull-down and its parameters
will be in subsequent pop-ups. In some cases, an action bar pull-down
choice refers to a group of actions, rather than a single action, and the
resulting pop-up will list the specific actions as choices. In that case,
the names for the specific actions should be the same in the pop-up as the

names required for the command area.

Whether users select an action from a pull-down or from a pop-up, the
parameters for that action should be specified in one or more pop-ups.
These parameters should correspond to equivalent command-language
parameters.

The command parameters available from the action bar pull-down and
subsequent pop-ups might be a subset of all the parameters that users can

type into the command area.

Figure 87 is the starting point for a series of examples illustrating the

relationship of the action bar to the command area.

File Edit View Options Help
_ L. New Document List

2. Upen...

3. Sowve nts. Then select an oetion,

4. Sowe 05... More: ¢

5. Frint et Revised

6. Send... tory for worehouse 0423489

7. Exit F3 | tory summary 410,89

r to ABC Corp. 9/27/89

_ Letter2 Letter to LA, Andersen 0,/02 /89
_ Letter3 Response to ABC Corp. 14T /B9
_ Memojpi Merne to .. Jones 8/16,/89
_ Memojpj2 Memz to J.F. Jopes 9,/15/89
_ Memopwh Wemo to PLW. Bonhom 1/24 /89
_ Memopwb2 Wemz to P.W. Honhom 5/20/89
_ Memores Meme to RLE. Smith 9/20/89
_ Maonthly Monthly occounting summary 12/04,/89
_ Monthly2 Monthly oooounting summary 2/04/80
_ Reportop April report 5/02 /89
_ Reportou August report 9/05/84
Commane) ====
Fl-Help  F3=Exit F7-Bkwd F8-Fwd FO-Retrieve FTl-Actions Fi2-Concel |

PICTURE 8

Figure 87. Command Area with Pull-Down. The action bar pull-down choices,
such as New and Send, also may be command names that users
could type into the command area. If users select the Send

choice from the pull-down, the pop-up in Figure 88 appears.
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PICTURE

File Edi

t  View Options

Help

Select one o

Document
_ Irwentor
_ Irventsm
_ Letter?
_ Letter?
_ Letterd
_ Memojpj1

Memojpj2
_ Memopwb
_ Memopwb2
_ Memares
_ Manthly
_ Monthly2
_ Reportop
_ Reportou

Commane) ===>
Fl=Help F3

8

rore docliments.,

Document List

Then select an cetion,

More: ¢
Subject Revissd
[ 0/23,89
I Send 410489
Let 9727 /89
Let | Document . . . . monthly 0,02 /89
Rea | Te . srise DAL 11,417 /80
Mem | At . .. daol lag 8/16,/89
em Y,/15,/89
Mem | Fl=Help  F12-Cancel 1424809
Wem 3720789
Meine to R.E. Smith 9/20/89
Monthly occounting summary 12/04,/89
Monthly occounting summary 12/04,/89
Apri |l report 5/02/89
August report 9/05/89

=fxit  F7=Bewd FR=Fwd F9=Retrieve [Fl0=Actions F12=Concel

Figure 88. Pop-up with Com

mand Parameters.

This pop-up appears after
users select the Send choice from the pull-down in Figure 87.

It contains parameters for the Send choice. Users might

be

allowed to type these same parameters into the command area.

If users type Send into the command area entry field and press

the Enter key,

this pop-up would appear.

You may want to use the action bar to help users become familiar with how

to type commands in the command area.

reasons,

such as:

You might do this for various

J The command interface is the fast-path technique.

3 Users need to know the full command form of an action specification to

incorporate the command into macro files, batch files, or execs.

| The system has a natural-language command interface.

If you created a command-learn mode,

users would interact with action bar

pull-downs and pop-ups to piece together a command and its parameters for

the command area.

Figure 89 illustrates a command line that contains the

command and parameters presented in the pull-down and pop-ups shown in

Figure

and Eigur
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PICTURE 89

Figure 89.
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File Edit View Options Help
Document List
Select one or more doclments,  Then select an cetion,
More:

Document Subject Revissd
_ Irwventor [rwentory for worehouge 072329
_ Irventsm Imventory summary 4/10/89
_ Letter? Letter to ABC Corp. 9/27/89
_ Letter? Letter to L.A. Anderson 10,/02/89
_ Letterd Response to ABC Corp. 11,417 /80
_ Memojpj1 Memo 1o J.F. Jones B/ 16,89

Memo jp ]2 Memc to J.P. Jopes 9/15/289
: Memapwh 1 Mermc to P.W. Honhom 1/24,/89
_ Memopwh2 Memz to PLW. Bonhom 3720789
_ Memores Mera to R.E. Smith 9/20/89
_ Manthly Monthly occounting summary 12/04,/89
_ Monthly2 Monthly occounting summary 12/04,/89
_ Reportap Apri |l report 5/02/89
_ Reportou August report 3/05/89
Commanc) === sepd monthly te pot ot dollaos
Fl=Help  F3=Exit F7=Bkwd FB=Fwd F9=Retrieve F0=Actions F12=Concel y

Command Area with Command. Users type the command and its

parameters in the command area. These are the same command and

parameters as listed in the action bar pull-down and pop-ups.

Compare this approach with the action bar alternative

illustrated in Figure 87 and Figure 88.
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3.7 Chapter 12. Function Key Area

The function key area is the bottom area of a panel where available
actions and their key assignments are listed. Some of the actions that
appear in the function key area are common actions, actions defined by CUA
that have common meanings in all applications. Other actions that may
appear in the function key area are unique to specific applications and,
therefore, are not common in all applications. Individual applications
determine the meanings of the application-specific actions.

You must always define the contents of the function key area for each
panel.

The CUA rules and guidelines in this chapter apply to applications that
support keyboards with 12 function keys and applications that support
keyboards with 24 function keys. On a keyboard that has 24 function keys,
every common action specified by CUA can be assigned a unique function
key. However, this is not possible on a keyboard that has only 12
function keys. Therefore, CUA has defined two techniques for supporting
the common actions. These two techniques are described in "Support for

Keyboards with 24 Function Keys" in topic 3.7.2 and in "Support for

Keyboards with 12 Function Keys" in topi.

Note: Remember that action bar pull-downs do not have a function key
area. However, they may contain accelerator keys, as described in

"

"Pull-Down Function Key Assignment in topic 5.5.

3.7.1 Function Key Area Layout

3.7.2 Support for Keyboards with 24 Function Keys
3.7.3 Support for Keyboards with 12 Function Keys
3.7.4 Action Abbreviations

3.7.5 Engraved Keys

3,7.6 Function Key Area Common Actions
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3.7.1 Function Key Area Layout

Place the function key area at the bottom of the panel below the message
area and below the command area, if one exists.

The function key area stretches across the entire width of the panel. The
actions are listed horizontally.

All choices are presented in a text form, such as Fl=Help.
The function key area may be separated from the work area by a blank line.
This separation is not required. The command area or message area also

may serve as a boundary between the function key area and the rest of the

panel.
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3.7.2 Support for Keyboards with 24 Function Keys

Applications that support keyboards with 24 function keys have the ability
to display in the function key area all the common actions that could be
active at one time for a panel. CUA, therefore, recommends that users be
given the option of setting the function key area to either of two forms:
display or no display. Whichever form users choose will affect the
function key area of every panel in the primary window. The function key
area in pop-ups is not affected.

Display -- Shows the function key area.

- No display -- Removes the function key area in the primary window,
making the space available to the application. The key assignments
are still in effect; they are just not displayed. The function key
area actions also may be available as choices in pull-downs.

Display is the default form.

The Display keys action toggles the function key area between display and
no display.

When the Function Key Area Is Turned Off and On: When users change the
function key area from no display to display, expand the function key area
upward from the bottom of the panel. If the panel has a command area and
message area, these areas move up accordingly. You decide which other
parts of the panel to overlay to provide the space for the function key
area. Your panel design should take into account the space needed to
display the function key area.

3.7.2.1 Function Key Area Content
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3.7.2.1 Function Key Area Content

All common actions that might be valid on the current panel are displayed

in the function key area.

1 Required for all application panels in the primary window if the
action is supported on the panel:

- Fl=Help

- F2=Display keys

- F3=Exit

- F4=Prompt

- F5=Refresh

- F6=

- F7=Backward

- F8=Forward

- F9=Retrieve/Command (F9=Retrieve if the command area is in the
primary window; F9=Command if the command area will be
provided in a pop-up.)

- Fl0=Actions

- Fll=

- Fl2=Cancel

- F13=

- Fl4=

- F15=

- Flé=Mark

- F17=Unmark

- Fl8=

- F19=Left

- F20=Right

- F21=

- F22=

- F23=Undo

- F24=.

3 Required for all pop-ups:

- Fl=Help
- Fl2=Cancel.

l Required for all help panels whether full-screen or in pop-ups, if the
action is supported in the panel:

- Fl=Help

- F2=Extended help (except extended help panels)
- F3=Exit

- F4=

- F5=Tutorial (if a tutorial is provided)
- F6=

- F7=Backward

- F8=Forward

- F9=Keys help (except Keys help panels)

- Fl0=

- Fll=Help index (except Help index panels
- Fl2=Cancel.

Fl1, F3, and F12 are reserved by CUA and cannot be used for
application-defined actions, even if the application panel does not

support the CUA common actions assigned to these keys.
Any function key other than Fl, F3, or Fl2 is conditional and may be used
for any application-defined action, if the application panel does not

support the CUA common action assigned to that key.

All numbered function keys, including your application-defined keys,
should be shown in numeric order from left to right, starting on the first
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line if more than one line is used.

Potient Services Records
Select one from eoch grolp.  Then press Enter,
Stertus L . . Outstanding
. Completed

. Conceled
. Deleteg

Aol R

Type of order 1. Care & treotment
2. Phormacy

3. Heort atotion

4. Physicol thercpy
5. Lobs

£. Dietory

7. EEG

8. Rodiol ogy

9. Nuclear medicine

Command ===

PICTURE 90 Fl=Help  F3=Exit Fd4=Add recerd  FS9=Retriewve  F12=Cancel

Figure 90. Displayed Function Key Area. This typical function key area
contains four common actions, Help, Exit, Retrieve, and Cancel.

It also contains an application-defined action, Add record.

Patient Services Records
Select one From each group.  Then press Enter,
Stotus .« . . 1. {utstonding
2. Completed
3. Conceled
4. Deleted

Type of order 1. Core & treotment
2. Pharmacy

3. Heart station

4. Prysical theropy
5. Lobs

6. Dietary

7. EEG

8. Rodiclogy

3. Nuclear medicine

PICTURE 91

Figure 91. No Display of Function Key Area. This is the same panel as
Figure 90, except that the no-display form was chosen for the
function key area. The function key area actions are still

available, even when the no-display form is in effect.
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PICTURE 92

Figure 92.

PICTURE 93

Figure 93.
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File Edit View Options Help
Print Opticns
More:
Document, nane . Memopwb1 +
January 24, 1989
Typestyle . . . . . _ 1. Prestige elite
MEMO T0: F.W. H 2. Courier
FRCM b.C. 5 3. Essay standord
SUBJECT: Printe 4. Essay pold
5, Halic
Fatricia,
Munber of copies _1-9%9
[ howe just recejved
specifications.  Thi Left morgin . . . 1-25
[ think Tt will all
that fits in well wi Stort page pumber .. 1-999
Plemse reviaw the ot Ore o both sides . . _ 7, One g14e
will be able to sowve 2. Beth sides
defined in the speci
Commarc) === Fl-Help  F4-Prompt  F7-Bkwd FB-Fwg  F12-Cancel
FlsHelp FZ=8et 2 F
Function Key Area for a Panel in a Pop-Up
File Edit View Options Help
Patient Services lpdote
Potient name . L . +
S s aow _ 1. Dutstonding
2. Completed
3. Canceled
4. Deleted
Type of order 1. Care & treatment
2. Phormacy
3. Heort station
4. Ppysical theropy
5. Laps
6. Distory
7. Fodicl ogy
8. Other
Commanc] ===
Fl=Help  F3=Exit Fd4=Prompt F9=Retrieve Fl10=Actions  F12=Concel

Function Key Area Used with Action Bar.
bar action is provided by the Actions key

(F10) .

The Switch to action
Prompt is

included to provide a list of patient names for the entry

field.
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3.7.3 Support for Keyboards with 12 Function Keys

To support the CUA-defined common actions on a keyboard that has only 12
function keys, some of the function keys have been assigned two common
actions. (See "Function Key Area Content" in topic 3.7.3.1 for function
key assignments.) Only 12 function keys can be supported by the
application at one time. These 12 are displayed in the function key area
and only the actions defined by these keys are active. To access the
remaining actions, users press the F2 key, which displays the new
definitions for the function key area, in addition to the function keys
whose definitions have not changed. The F2 key toggles between the base
set of function keys and the second set.

To avoid user confusion, function keys that have two meanings must not be
displayed in pull-downs.

When your application supports more than one set of function keys, the
function key area must always be displayed to keep users informed of the
currently active actions. The Display keys common action, therefore, is
not allowed when you support more than one set of function keys.

Applications that support only the first set of common actions are not
required to support multiple sets of keys. CUA recommends, therefore,
that the Display keys common action be supported so users can turn the
function key area on and off. In this case, F2 is assigned to Display
keys instead of to Set 1/Set 2. You can find the first set of common

actions listed in "Function Ke rea Content" in topic 1.

As an option, applications may support two or more sets of function keys.
However, use this option cautiously. Users might become confused by too
many sets of function keys. When supporting more than two sets, the F2
key cycles through the different sets.

3.7.3.1 Function Key Area Content
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3.7.3.1 Function Key Area Content

Listed below are the two sets of common actions defined for function keys

1-12 in application panels.

3.7.3.1.1 Function Key Area Definition: SET 1
3.7.3.1.2 Function Key Area Definition: SET 2

f29bdg00.boo Page 1



3.7.3.1.1 Function Key Area Definition: SET 1

The following function key area common actions are required for all
application panels in the primary window if the function is supported on

the panel:

Fl=Help

F2=Set 2

F3=Exit

F4=Prompt

F5=Refresh

F6=

F7=Backward

F8=Forward

F9=Retrieve/Command (F9=Retrieve if the command area is in the primary

window; F9=Command if the command area will be provided in a
pop-up.)

- Fl0=Actions

Fll=

- Fl2=Cancel.
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3.7.3.1.2 Function Key Area Definition: SET 2

The following function key area common actions are required for all
application panels in the primary window if the function is supported on
the panel (differences are noted in italics):

Fl=Help

F2=Set 1

F3=Exit

F4=Mark

F5=Unmark

F6=

F7=Left

F8=Right

F9=Retrieve/Command (F9=Retrieve if the command area is in the primary

window; F9=Command if the command area will be provided in a
pop-up.)

- Fl0=Actions

F11=Undo

- Fl2=Cancel.

Help and pop-up function key definitions for keyboards with 12 function
keys are the same as the definitions for keyboards with 24 function keys.
See "Function Key Area Content" in topic 1 for these definitions.

Fl, F3, and F12 are reserved by CUA and cannot be used for
application-defined actions, even if the application panel does not
support the CUA common actions assigned to these keys.

Any function key other than Fl, F3, or F12 is conditional and may be used

for any application-defined action, if the application panel does not
support the CUA common action assigned to that key.
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3.7.4 Action Abbreviations

You may abbreviate or shorten some, but not all, action names; if you do,
use the following English abbreviations:

Action Abbreviation
Backward Bkwd

Display keys Keys
Extended help Ex help
Forward Fwd

Help index Index

Switch to action bar Actions

You may not abbreviate any other defined actions.

Note: If your application will be translated into languages other than
English, refer to your translation guidelines for possible
restrictions on the use of abbreviations. For a list of
publications about IBM* national language support, see Appendix D,
"Recommended Readings" in topic APPENDIX1.4.
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3.7.5 Engraved Keys

Keys that are engraved with a description of their function, such as Enter
and Home, are not displayed in the function key area.

In some environments, actions that are usually assigned to F1 through F24
also may have engraved keys, for example, Help. If your application will
be used only in those environments, you do not need to display the
function keys assigned to those actions.

Even though you do not have to display Fl=Help when keyboards in your
application environment have an engraved Help key, you must still support
Fl as an alternate help key.

If keyboards in your application environment have engraved keys, such as
Page for scrolling actions, you do not have to display or support
F7=Backward and F8=Forward. Be aware, however, that nonprogrammable
terminals in the System/370* environments typically do not have engraved
keys for scrolling actions.
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3.7.6 Function Key Area Common Actions

Function key area common actions are actions that have common meaning in
all applications. You assign those actions to keys so users can request
the actions by pressing the appropriate keys. Some of the actions also
can be requested from an action bar pull-down or by a command that users

type into the command area.

Following is a description of each of the common actions defined by CUA.
The key assignments for these actions are shown in Appendix A, "Key
Assignments" in topic APPENDIX1.1.

Backward and Forward
Cancel

Command

Display Keys

Display Panel IDs
Exit

Help

3.7.6.8 Left and Right
3.7.6.9 Mark and Unmark
3.7.6.10 Prompt

3.7.6. Refresh

3.7.6.12 Retrieve

3.7.6.13 Set 1/Set 2
3.7.6.14 Switch to Action Bar
3.7.6.15 Undo

3.7.6.16 Enter

f29bdg00.boo Page 1



3.7.6.1 Backward and Forward

The Backward and Forward actions must be provided for all panels that
contain an area that can be scrolled vertically (up and down). For a
description of these scrolling actions and their effect on a scrollable

area, see Chapter 13, "Scrolling Panel Areas" in topic 3.8.
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3.7.6.2 Cancel

Cancel allows users to back up in the dialog one panel at a time or to
back up from a pull-down to the action bar. Specifically:

- Cancel must be supported but not displayed in all pull-downs.
- Include Cancel in all panels that are part of a sequence of panels
that comprise a single unit of work.

Repeated Cancel requests let users back out of an individual function or
an entire application panel-by-panel, until users reach the highest-level
panel. At that point, another Cancel request has the same effect as the
Exit action.

If the application determines that significant information could be lost
because of the Cancel action, a confirmation message appears, prompting
users to save or discard information.

Retaining Information: When users Cancel a panel, the information in the
panel is either discarded or retained, depending on how you want to
establish the default panel values for the next display of the panel. If
the information is discarded and the panel is later re-displayed, the
panel contains the default values set by the application.

If the information is retained and the panel is later re-displayed, the
panel contains the same values as it did when users canceled the panel.
That is, any changes users made to the default values are retained by the
application while users back up in the dialog. These new values remain in
place when users come forward again to the same panel. The panel
reappears exactly as users last saw it.

3.7.6.2.1 Responses to Cancel
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3.7.6.2.1 Responses to Cancel

Situation: A pop-up is displayed. Users request Cancel.

Response: The pop-up is removed.
Situation: A pop-up is displayed that resulted from another,
still-displayed, pop-up that resulted from a pull-down. Users request

Cancel.

Response: The second pop-up is removed and the dialog returns to the

underlying pop-up.

Situation: Users request Cancel from a pop-up that resulted from a
pull-down.

Response: The pop-up is removed and the dialog returns to the work

area.

Situation: Users request Cancel from an action bar pull-down.

Response: The pull-down is removed and the dialog returns to the
action bar.

Note: Figure 94, Figqure 95, and Figure 96, illustrate the Set 1/Set 2
function key area for applications that support keyboards that have

12 function keys.

File Edit Format Search  Optiens  Help

_ Lo Primary... Pl
2. First alternote. .. Limes 1 te 16 of 25
3. Second ol ternate, . Mot-e: +

January 24, 1939

MEMO 701 F.W. Bonhom
FROM: D.C. 5mith
SUBJECT: Printer Upcate
Potricia,

] howe just recaejved the lotest prototype of the printer ond its new
speciFications. This is o Big improvement over the previous version.
] think 1t will ol low us to deliver q mere attractive product - ope
that Fits in well with the rest of our npew product |ine.

Pleose review the attoched copy of the speciFications. [ think you
will be able to sove design time by Fol lowing this new design, as

Commang ===>
Fl-Help  F2-3et T F3-BExit  Féd-Mork  Fo-Ummark  F7-Left  FE-Right
FAd=Actions  F1l=Upgo  F12=Concel

Figure 94. Cancel Action. Users moved the cursor to the Format choice in
the action bar and pressed the Enter key. The Format pull-down
is displayed. If users then request Cancel from the pull-down,
the pull-down disappears and users resume the dialog with the

action bar.

In Figure 94, if users select Primary, instead of requesting Cancel, a
pop-up appears, as shown in Eigure 95.

f29bdg00.boo Page 1




File Edit Formot Search Options Help

Editor - Memopwbl
Lines  1te 16 of 25

Mote: 4

Jaonuary 24, 1989 Primary Farmat
MEMD 70: P.W. Type numbers for poge and |ine widths.
FROM: D.C. Select spocing.  Then press Enter.
SUBJECT: Print

Fage depth . . . 6B 1-66
Fotricia, Line width . . . 6% 1-80

Line spacing . . _ 1, Single
[ howe just recejve 2. Double 5 new
specifications. Th rsien.
[ Anink 7t will all | Fl=Hzlp  F12=Concel one

that fits in well w

Flemse review the attoched copy of the specificotions. [ think you
will be able to sowe design time by Fol lowing this new design, as

Commang ===
Fl-Help  F2=Bet 1 Fi-E=it  Fd-Mark Fo-Upmork  F7-Left  FE-Right
Fi=tctions  F1l=Unda  F12=Cance

PICTURE 95

Figure 95. Requesting Cancel from a Pop-Up. This pop-up resulted from the
Primary choice in the Format pull-down in Figure 94.

In Figure 95, three common actions are supported, Enter and the two
actions shown in the function key area. Cancel terminates the entire
dialog about formats, that is, the Primary Format pop-up, and returns
users to the work area. In this pop-up, Cancel ignores any changes users
made in the panel, so the information in the Primary Format pop-up remains

unchanged.

If users press the Enter key, all selections and entries users made in the
pop-up are processed. The pop-up is removed and the cursor is returned to
the work area. If the format changes are applied immediately, the text is
formatted based on the new information.

File Edit Formot Search Options Help

Editor - Memopwbl
Limes 1 te 16 of 25

Mot-e: +

January 24, 1989 Primory Farmat
MEMO T0: PLW. Type numbers Reformat Option
FRUM: b.C. Select spoci
SUBJECT: Print Select ene. Then press Enter.

Page depth
Potricia, Ling width | _ 1. Reformat document now

Line spoci 2. Wait until print

[ howe just recejve
specificatiens. Th Fl-Help  F12-Cancel

[ inink it will all | FlsHelp  F1 |
that fits in well w

Plemse review the attoched copy of the specificotions. | think wou
will be able to scwve design time by fol lowing this new design, as

Commang ===
Fl=Help FZ=5Set 1 Fi=Exit Fd=Mark FS=Ummcrk  F7=Left F3=Right
Fi0-Actions  F11-Unda  F1Z2-Cance

PICTURE 96

Figure 96. Cancel from a Second Pop-Up. An application might allow a
second pop-up, like this one, to follow the pop-up in
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Figure 95. If users request Cancel in the Reformat Option
pop-up, only that pop-up is removed and the dialog returns to
the Primary Format pop-up.
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3.7.6.3 Command

The Command action allows users to request a pop-up that contains a

command area. The pop-up appears when users press the F9 key.
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3.7.6.4 Display Keys

When users request the Display keys action, the function key area is
turned on or off. The default is to display the function key area. When
users first request Display keys, therefore, the function key area
disappears. When users request Display keys again, the function key area
reappears. For more information about the display of the function key
area, see "Support for Keyboards with 24 Function K " in topi

If the Display keys action is supported, it must be assigned to the F2
key. You also may allow users to request the Display keys action by
selecting a pull-down choice or by entering a command.

The Display keys action is not allowed if any panel in your application
supports more than one set of function keys.
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3.7.6.5 Display Panel IDs

When users request the Display panel IDs action, the panel IDs are turned

on or off. The recommended default is off.

You may allow users to turn the display of IDs on and off in several ways,
such as by selecting a pull-down choice, by entering a command, or by
pressing a key. CUA does not specify a key assignment. When this action
is in a pull-down, the application determines the content of the

pull-down.
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3.7.6.6 Exit

Exit ends a function or application and removes from the screen all
windows and pop-ups associated with that function or application.
Repeated Exit requests return the dialog to the highest level in the panel

hierarchy that users are aware of.

Exit is not used in pop-ups, except for help pop-ups, because Exit applies
to the function or application as a whole, not just to the sequence of
pop-ups. Users should Cancel a pop-up, return to the primary window, and
Exit from there.

The following figures show the result of using the Exit action in

different situations.

In Figure 97, users have finished editing a memo and want to exit the text
editor. They have moved the cursor to the File choice in the action bar
and pressed the Enter key, which resulted in the display of the File
pull-down shown in Figure 97.

File Edit View Options Help

1L Hew Editor - Memopwh
2. Open... Lines  1te 16 of 25
3. Save Mote: 4
4, Save 0s...
5. Print
E. Exit F3
Benbom
FROM: D.C. Smith
SUBJECT: Printer Upciate
Patricia,

] hove just received the lotest prototype of the printer aond its new
specifications. This is o Big Improvement over the previcus wersion.
I think 1t will al low us to deliver a more attractive product - ope
that Fits Tn well with the rest of our new product |ine.

Fleose review the attoched copy of the speciFieations. [ think you
will be able to sove design time by Fol lowing this new design. os

Commang ===
Fl-Help  F3-Exit F7-Brwd F8-Fwd F%-Retrieve Fl0-Actions  F12-Caonce
Flbark  F17=Upmork  F19=Left  F20=Right  F23=Undo y

PICTURE 9

Figure 97. Exiting from an Action Bar Pull-Down

Users then select the Exit action and press the Enter key. Because
significant information could be lost, this results in the display of the
Exit pop-up, as shown in Figure 98. This pop-up gives users the option to
leave the text editor and save any changes (Save and exit), to leave
without saving changes (Exit without saving), or to return to the text
editor to continue working on the memo (Fl2=Cancel) .
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File Edit View Options Hslp

Editor - Mamopwh
Lines  1te 15 of 25

More: t

Jonuary 24, 71989
MEMD T0: P.W. Bon Exit
FROM: b.C. Smi
SUBJECT: Printer Select one.
Patricia, _ L Sove ond exit

2. Exit without sowing
I hewe Just received t nter oned jta rew
specifications. This Fl=Help  F12=Cancel previous vergion,
T think it will al low £ product - ore

that Fits Tn well with the rest of our new product line,

Please review the attached copy of the specificoticns. T think wou
will be oble to save design tire v Fol lowing this rew design, o

Commond ===
Fl=Help  F3=Exit  F7=Bkwd FB=Fwd F9=Retrieve FD=Actions F12=Cancel
FleMork  FU7=Unmork  F19=Left  F20-Right  F23=Undao

PICTURE 98

Figure 98. Exit Pop-Up

The panel Patient Services Records in Figure 99, is one in a sequence of
Patient Services panels that comprise the Patient Services function of the
Medical Services application. If users press the Cancel key, the previous
panel in the sequence of Patient Services panels is displayed. If,
instead, users press the Exit key, the Patient Services function is ended
and the dialog is returned to the Medical Services main menu, as shown in
Figure 1

Potient Services Records
Select one from eoch grolp.  Then press Enter,
Stertus L. . Outstanding
. Completed

. Conceled
. Deleteg

Aol R

Type of order 1. Care & treotment
2. Phormacy

3. Heort atotion

4. Physicol thercpy
5. Lobs

£. Dietory

7. EEG

8. Rodiol ogy

9. Nuclear medicine

Command ===

PICTURE 99 Fl=Help  F3=Exit Fd4=Add recerd  FS9=Retriewve  F12=Cancel

Figure 99. Exit from a Function within an Application
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Medical Services
Select one of the following. Then press Enter.

Fatient services
. Medical staff

. Madical equipment
Hospital stotus

RSN SV S R

Commanc] ===»

PICTURE 100 Fl=Help  F3=Exit F%=Retrieve F12=Concel

Figure 100. Exit from an Application

If users then press the Exit key from the Medical Services main menu in
Figure 100, the Medical Services application is ended and the dialog is
returned to the panel that contains the menu of available applications, as

shown in Figure 101.

Aol loble Applicotions
Select one of the following. Then press Enter.
_ . OFfice seryices

2. Medical services
3. Financiol services

Commanc] ===»

PICTURE 101 Fl=Help  F3=Exit F%=Retrieve F12=Concel

Figure 101. Exit to the Highest Level

Figure 102 shows possible routes of navigation from panel to panel for a
typical entry model application. The squares represent the panels. The
scrolling actions Forward and Backward are included to show how movement

within a panel relates to movement among panels.
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(Carcel Copesl|  [Frter

[Baprel

Faryer

PICTURE 102

it

Coreel

Figure 102. An Entry Model Dialog Using the Enter, Cancel, and Exit Common

Actions

Figure 103 shows possible routes of navigation for a text subset

application.

Ponel work oreq [.

Switch to actjon for

Switch to
botion por cnoice ahion per

Selact thep
Enter

Coreel
Aot on pop
pui Iowin
Select

then
Enker

Exit

Enter

Concsl

PICTURE 103

Figure 103. A Text Subset Dialog Using the Enter, Cancel, and Exit Common

Actions
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3.7.6.7 Help

There are several help actions to assist users while they are using an
application. The help actions are:

Help (F1): Provides information about a specific item or field, an
application panel, or the help facility, as follows:

J Fl provides contextual help when the cursor is on a choice or in an
entry field in an application panel.

3 Fl provides information about the application panel, known as Extended
help, when the cursor is not on a choice or in an entry field.

l Fl provides information about the help facility when F1 is requested
from a help panel.

Help is required in all application panels.

Extended help (F2): Provides information about the entire application
panel from which users requested help.

An Extended help panel is required for every application panel.

Extended help is required in all help panels, except Extended help panels.

Keys help (F9): Provides a list of the application keys and their
functions.

Keys help is recommended in all help panels, except Keys help panels.

Help index (F11): Provides an index of the help information available for
the application. When users select a help topic from the index and press
the Enter key, a help panel for that topic is displayed.

Help index is recommended in all help panels, except Help index panels.

Help for help (F1): Displays a description of how to use the help
facility.

Provides information about how to use the help facility. Help for help is
displayed when F1 is requested from any help panel.

Help for help is recommended in all help panels, except Help for help
panels.

Tutorial (F5): Provides access to a tutorial, if one exists. It is an
application option to provide a tutorial.

If a tutorial is provided, F5 is required in all help panels.

For more information about the types of help and the user interactions
with help, see Chapter 15, "Help" in topi 10.
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3.7.6.8 Left and Right

The Left and Right actions must be provided for all panels that contain an
area that can be scrolled horizontally. For a description of these
scrolling actions and their effect on a scrollable area, see Chapter 13,

" ; "
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3.7.6.9 Mark and Unmark

The Mark action selects, or marks, the portion of text to be processed by
a subsequent Cut, Copy, Paste, Clear, or Delete operation. If no text is
currently selected, Mark selects and emphasizes the character at the
current cursor position in the work area. If a character or portion of
text is already selected, Mark selects and emphasizes all character
positions from the previously selected portion through the current cursor
position. The Unmark action removes the emphasis from the currently
selected portion of text, thereby de-selecting it.
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3.7.6.10 Prompt

When users request the Prompt action, a pop-up appears with information to
help users complete an entry field. For a complete description of the

Prompt action, see Chapter 9, "Prompt" in topic 3.4.
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3.7.6.11 Refresh

When users request the Refresh action, the content of the current panel is
affected in either or both of two ways. It may be restored to its
original state, it may be refreshed to reflect the current status, or both
actions may occur.

Situation: Users request Refresh while working on a panel after changing
some default values.

Response: The content of the panel is restored to its initial
condition. That is, the entry field values are restored to their
initial values and selection fields are restored to their default
choices.

Situation: Users request Refresh while working on a panel that shows a
snap-shot of information that is continually changing.

Response: The content of the panel is updated to reflect the current
status of the information. For example, if users delete file names
from a panel that displays a list of file names and then request
Refresh, the panel is re-displayed with the deleted file names
removed. As an application option, Refresh may be automatic, if the
system allows.

Situation: Users request Refresh while working on a panel that presents

continually changing information and contains defaults.
Response: One Refresh action performs both types of Refresh functions.

Situation: Users scroll to the middle of a scrollable action list,
indicate selections (by typing action codes), and then request Refresh.

Response: The selection indicators are cleared from the choice entry
fields, but the current view of the list is retained.
reset to the beginning.

The list is not
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3.7.6.12 Retrieve

Users request the Retrieve action to re-display the last command issued.
If the cursor is not in the command area when Retrieve is requested, the

cursor is moved to the command area, even if there is no command to

retrieve. For more information, see "The Retrieve
topic 3.6.2.4.

tion" in
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3.7.6.13 Set 1/Set 2

If your application supports more than one set of function keys, this
action allows users to access the next set of function key definitions.

If more than two sets of function keys are supported, the text that is
used when displaying the function key definition is Set followed by the
number of the next set. For example, the first set of function keys would

contain:

F2=Set 2

Sets of function keys are numbered consecutively, beginning with one. The
last set of function keys would contain:

F2=Set 1
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3.7.6.14 Switch to Action Bar

The Switch to action bar action allows users to switch the cursor back and

forth between the action bar and other panel areas. For more information,

see MHow Users Interact with the Action Bar and Pull-Downs" in

topic 3.5.7.
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3.7.6.15 Undo

The Undo action reverses the most
the Undo action deals with hidden
should be modified dynamically to
For example, when the last action
the cursor to the Edit action bar

recently executed user action. Because
objects, the Undo pull-down choice
reflect exactly what is being undone.
executed by users was Cut and users move
choice and press the Enter key, users

should see Undo cut as the first pull-down choice.
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3.7.6.16 Enter

When users are finished interacting with a panel that contains entry
fields, selection fields, a selection list, or an action list, the panel
must be submitted to the application with a specific action request, such
as an action selected from a pull-down or the Enter action. Enter tells
the application to process the panel. Users request Enter by pressing the
Enter key. Enter should always result in a visible response.

Although Enter is a common action, it is never displayed in the function
key area. Because Enter is always required to complete a panel, it would
be on every panel. Therefore, in order to save valuable screen space,

Enter is not displayed.

3.7.6.16.1 Responses to Enter
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3.7.6.16.1 Responses to Enter

Table 4 explains what happens when users press the Enter key in either

text subset or entry model applications.

. What Happens When Users Press the Enter Key

Situation

Response

The command area is not empty.

Process the command area.
See Chapter 11
Area" in topic 3.6.

"Command

The command area is empty and the cursor
is in the action bar.

Display the action bar
pull-down. See
Chapter 10, "

"

tion Bar

topic 3.5.

The command area is empty, the cursor is

in the pull-down, and
. Users made valid selections.

[ Users made invalid selections.

[C Users selected an object-dependent

action without first selecting objects.

Initiate the selected
action.

Display the appropriate

message.

Display the appropriate
message.

The command area is empty and the cursor
is anywhere but in the action bar or
pull-down, and

[ Users have supplied all the required
input and the input is valid.

. Users have supplied invalid input or

|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
I
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
I
| only part of the required input.
|

|

Process the panel.

Display a message and
error emphasis, as
appropriate.
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3.8 Chapter 13. Scrolling Panel Areas

Users can scroll an entire panel or areas of a panel using either of two
scrolling techniques: cursor-independent scrolling or cursor-dependent
scrolling. This chapter explains the scrolling methods and the ways of
indicating to users that an area is scrollable.

The following rules apply for both scrolling techniques:

— A panel may have more than one scrollable area, as an application
option. Put a separator between scrollable areas.

The action bar and pull-downs from the action bar are not scrollable.

Each scrollable area must have scrolling arrows that indicate to users
the position of the information they are viewing in relation to the
boundaries of the information. You may also place a visual indicator
at the boundaries of the information. For example, if users scroll
forward to the end of the information, an indication like End of Data

may appear.

A panel area stops scrolling at the boundary of the information. When
users reach this boundary, your application should de-activate panel
area scrolling in that direction, so users will not go beyond the end
of the information.

- Scrollable information does not wrap.
3.8.1 Scrolling Actions
3.8.2 Scrolling Techniques

3.8.3 Scrolling Information
3.8.4 Panel Area Scrolling Examples
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3.8.1 Scrolling Actions

When there is information beyond the horizontal boundaries of the visible
panel area, applications are required to provide vertical scrolling, so
users can access the information beyond the visible boundaries. If all
the information fits within the horizontal boundaries of the visible panel
area, vertical scrolling is not required. The same applies for horizontal
scrolling.

The scrolling actions are:

_ Backward -- displays information above the currently visible
information in the panel area.

— Forward -- displays information below the currently visible
information in the panel area.

_ Left -- displays information to the left of the currently visible

information in the panel area.

— Right -- displays information to the right of the currently visible
information in the panel area.

The Common User Access defines specific function key assignments for these
four scrolling actions. You can find these assignments in Appendix A,

"Key Assignments" in topic APPENDIX1.1.

The same four scrolling actions are used for both scrolling techniques.
The techniques differ in the way the amount of scrolling is determined.
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3.8.2 Scrolling Techniques

CUA defines two scrolling techniques: cursor-independent scrolling and

cursor-dependent scrolling. Provide one of these techniques for each

scrollable panel area or element.

3.8.2.1 Cursor-Independent Scrolling
3.8.2.2 Cursor-Dependent Scrolling
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3.8.2.1 Cursor-Independent Scrolling

With cursor-independent scrolling, also known as page scrolling, the
information is scrolled in fixed increments regardless of the position of
the cursor when users request one of the scrolling actions. As an
application option, you may keep the cursor stationary on the screen or in
the information. If the cursor remains stationary in the information and
if the choice it was on scrolls out of view, it is an application option
to either stop the cursor at the boundary of the panel area or to move the
cursor to the first visible choice or entry field in the panel area.

The increment, or amount, of information scrolled when users request one
of the scrolling actions varies with the size of the visible area that is
scrollable. CUA recommends you use the following defaults for scrolling
increments for cursor-independent scrolling:

The visible area minus one item (for forward and backward scrolling)
- The visible area minus one column (for left and right scrolling).
You also may use other scrolling increments, such as the full, visible
area or a part of the visible area, for example, one-half or one-third of

the visible area.

You determine what quantity constitutes an item or a column.
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3.8.2.2 Cursor-Dependent Scrolling

With cursor-dependent scrolling, the initial position of the cursor
determines the extent of the scrolling when users request one of the
scrolling actions:

- Backward -- repositions the information so that the item containing
the cursor is at the bottom of the scrollable area.

~  Forward -- repositions the information so that the item containing the
cursor is at the top of the scrollable area.

- Left -- repositions the information so that the column containing the
cursor is the farthest right column of the scrollable area.

Right -- repositions the information so that the column containing the
cursor is the farthest left column of the scrollable area.

When the cursor is at a vertical or horizontal boundary and users request
scrolling, cursor-independent scrolling (page scrolling) is performed.

You determine what quantity constitutes an item or a column, based on what
is most appropriate for the environment in which scrolling is used. An
item, for example, might be one line or a group of related lines. A
column might be a single column of data or a group of related columns.

CUA recommends that cursor-dependent scrolling be provided when users
might want to position a specific item at a vertical or horizontal
boundary. For example, users might want to reposition a list of items so
a specific item is at the top of the list, or they might want to
reposition text in a text editor so a specific line is the first line.
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3.8.3 Scrolling Information

Scrolling information tells users that more information exists outside the
visible panel area, the position of the visible information in relation to
the total amount of available information, and which direction to scroll
the work area to display the unseen information. Scrolling information

may appear in three forms:

Scrolling arrows -- recommended by CUA.
- Actual arrows are recommended, if available, in the following

format:

More: < *

- If actual arrows are not available, the following alternate
characters may be used, in the following format:

More: < - + >

Textual scrolling information -- may be used in combination with
scrolling arrows.

Textual scrolling location information -- may be used in combination
with scrolling arrows or with scrolling arrows and textual scrolling

information.
3.8.3.1 Scrolling Arrows

3.8.3.2 Textual Scrolling Information
3.8.3.3 Textual Scrolling Location Information
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3.8.3.1 Scrolling Arrows

Scrolling arrows indicate that additional information exists outside the

visible panel area and shows users which direction to scroll to see that

information.

3.8.3.1.1 Scrolling Arrows Location and Layout
3.8.3.1.2 How Users Interact with Scrolling Arrows
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3.8.3.1.1 Scrolling Arrows Location and Layout

Locate scrolling arrows right-justified on a line above the panel area to
which they apply and below the textual scrolling location information, if

present. The format is:

More: < *
>
If actual arrows cannot be displayed by some terminals, you may use the
following alternate characters for the scrolling arrows, in the following
format:
More: < - + >
where,

indicates there is information to the left of the visible area.

A

- indicates there is information above the visible area.

+

indicates there is information below the visible area.

v

indicates there is information to the right of the visible area.

Lay out scrolling arrows with one space between the colon (:) and the
first arrow position and one space between the arrows.

If the panel can be scrolled in all four directions, backward, forward,
left, and right, reserve the entire space for scrolling arrows (the word
More, the colon, and the four arrows or symbols), even if all the arrows
or symbols are not currently used because users cannot currently scroll in
all four directions. Maintain the space of the unused arrows or symbols
with blanks. For example,

More: >
indicates the panel can scroll only right; however, the spaces for the
missing three arrows are maintained because, at some time, users might be
able to scroll the information in all four directions.
If the panel area can be scrolled in only two directions, you only have to
reserve space for the scrolling arrows that represent those two
directions. For example, if only forward and backward scrolling are
potentially available,

More:
indicates that the panel area can scroll only forward, but the space for
the undisplayed Up arrow is maintained because, at some time, users might

be able to scroll in that direction.

If users currently cannot scroll in any direction, More: is not displayed.
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3.8.3.1.2 How Users Interact with Scrolling Arrows

Users press the Backward and Forward keys to view information above or

below the information that is currently displayed.

They press the Left

and Right keys to view information that is to the left or right of the
information that is currently displayed.

[ hewe just recejved the |atest prototype of the printer and Tts new specif)
This is o big improvement over the previols wersion. ] think it will al low
deliver amore attroctive product - one that Fits in with the rest of owr ne
| e,

Placse review the qttoched copy of the specificotions. T think you will pe
sove design time by following this new design, os defined in the specificat]

Also, T think it would be helpful if the entire Engineering deportment hod a
-ty to review the specifications or, at a minimun, the sumncry of chonges @
the last version, Let me know whot you think by next Tuesddy, of we con arf
meeting to discuss this in detail.

Command ==->

Fl-Help F3-Exit  F7-Brwgd  FB-Fwd  F%-Retrieve  Fl0-Actjons  F12-Copcel
creruRs 10a  \F1BMark  FA7-lmmark F19-left  F20-Rignt  F23-Uncp
Figure 104. Scrolling Arrows. The scrolling arrows, More: ~
>l
indicate that more information is available above, below, and

f29bdg00.boo

to the right of the information that is currently displayed.
The Bkwd, Fwd, and Right actions can be used to bring the
information into view.
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File Edit View Options Help
Editor - Memopns
Lines 5 to 2D of 29
More:  f o4 =
SUBJECT: Printer Update
Patricia,
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3.8.3.2 Textual Scrolling Information

Textual scrolling information may be used in combination with scrolling

arrows. Textual scrolling information is never used alone. Bottom is
displayed below the scrollable area when users are viewing the end of the

information. More... is displayed below the scrollable area when users

can scroll forward.

3.8.3.2.1 Textual Scrolling Information Location and Layout
3.8.3.2.2 How Users Interact with Textual Scrolling Information
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3.8.3.2.1 Textual Scrolling Information Location and Layout

Locate Bottom, or More... on the right side of the line below the
scrollable area, using the following rules for determining which

indicators to use:

- If users can scroll forward, display More... on the right side of the
line below the scrollable area. For example,

More: ~

|Right border of
| scrollable area

More. ..

— If users are viewing the end of the information, display Bottom on the
right side of the line below the scrollable area. For example,

More: ~
AXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX |Right border of
KXXXXXKXXKXXXXXKKXXKXXKKXXXXXXXXKXXXXXX | scrollable area

Bottom
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3.8.3.2.2 How Users Interact with Textual Scrolling Information

Users press the Backward and Forward keys, as indicated in the function

key area, to view information above or below the information that is

currently displayed.

PICTURE 105

Figure 105.
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Document List
Type one or more action codes. Then press Enter.
=Create 2=Edit 3=Copy S=View B=Print T=Rename OD-Delete
More: 4
Action Document Subject Revised

_ Irventor Imventory for warehouse 0/25/89

_ [rrventsm Inventery summary 4,/10/89

_ Letter letter to ABC Corp. 9/27/89

_ Letter? Letter to LA, Anderson 0,02 /89

_ Letter3 Respenge to ABT Corp. 11417 /89

_ Meme 71 Memo to J.P. Jones 8/16/89

_ Meme jpi2 Mema to J.F. Jones 3/15,/839

_ Memopwh hema to P.W. Bonham 1724 /89

= Memzpwb? Memo to P.W. Bonham 320,89

_ Memor es Memo to R.E. Smith 5/20/89

_ Monthly Maonthly accolmting sLnmory 12404 /89

_ Monthly2 Marithly Qcoounting sLammory 12/04 /89

_ Repor top Apci | report 50289

_ Fepor tou August. report 9,/05/83

More...

Commang ===
FlsHelp  F3=Exit F7-Bewa FB-Fwd  F9-Retrieve Fi-Actions Fl2-Concel |

Panel with Textual Scrolling Information. More... provides an

additional indication that users can scroll forward.
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3.8.3.3 Textual Scrolling Location Information

The optional textual scrolling location information is text with numbers
that tells users the position of the visible information relative to the

total amount of available information. For example,
Lines 5 to 18 of 180

As an application option, you may include textual scrolling location
information with scrolling arrows or with scrolling arrows and textual
scrolling information for each panel area that scrolls. However, textual
scrolling location information is never used alone.

3.8.3.3.1 Textual Scrolling Location Information Location and Layout

3.8.3.3.2 Textual Scrolling Location Information Content
3.8.3.3.3 How Users Interact with Textual Scrolling Location Information
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3.8.3.3.1 Textual Scrolling Location Information Location and Layout

Place textual scrolling location information right-justified on a line

above the scrolling arrows. It may appear on the same line as the panel
title or top instructions. It also may appear on a blank separator line
between the panel title or top instructions and the top of the scrollable

area.
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3.8.3.3.2 Textual Scrolling Location Information Content

Textual scrolling location information contains descriptive text in the

following format:

Wwwwwwwwww Xx to yy of zz

where,

WWWWWWWWWW

xx to yy

of zz

is the appropriate term for the format of the information
items being displayed; for example, Pages, Lines, Entries,
Documents, Letters, Memos, Parts, or Claims. Your
application should supply a name that is appropriate.

is the range of items being displayed. Optionally, xx may be
an entry field into which users type the starting point for
the range of information they want to see.

To yy is optional when no range is defined, such as Page 1 of
4.

is the total number of information items in the list. It is
omitted when the total is not known.

In designing your interface, keep in mind that your application might be

translated to a language that would need to change the order of xx, yy,

and zz.

You may use textual scrolling location information to describe the

vertical and horizontal dimensions of a panel at the same time. For

example,

Lines

Columns
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5 to 18 of 254
1 to 5 of 40
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3.8.3.3.3 How Users Interact with Textual Scrolling Location Information

As an application option, you may allow users to type over the first value

(xx) in textual scrolling location information, as a way to reposition the

list of items relative to the new starting point the users want. You may

allow this by placing the value for xx in an entry field (xx). Textual

scrolling location information with an entry field would look like the

following:

Lines

5 to 18 of 254

If the value exceeds the range in either direction, the list is

repositioned to the top or bottom, in the direction users requested.

Figure 106 shows a panel with scrolling arrows and textual scrolling
location information.

PICTURE 106

File Edit View Options Help

Editor - Memopuds ]
Mota:

Jonuary 24, 1989

MEMO 70z F.W. Borhom
FROM: b.C. Smith
SUBJECT: Printer Update
Patricio,

I have just recejved the |otest prototype of the printer and its new
specificatiens. This is o tig improvement over the pravious version.
I think 1t will ol low us to deliver a more attractive product - one
that Fits in well with the rest of our pew product |ine.

Pleose review the attoched copy of the speciFications. [ think you
will be able to sove design time by fol lowing this new desian, as

Command ===

L]

Lines  1te 16 of 25

FifMark  F17=Upmork  F19-Left  F20=Right FZ3=Undao

Figure 106.
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Panel with Scrolling Arrows and Textual Scrolling Location
Information. The Down arrow indicates that users can scroll
forward. The textual scrolling location information, Lines

1 to 16 of 25, is provided to give more specific details about
the position of the visible information in relation to the
beginning and end of the text.

Page 1

Fl-Help  F3-Exit F7-Blwd F8-Fwd F%-Retrieve Fl0-Actjons  F12-Cancel
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3.8.4 Panel Area Scrolling Examples

This section illustrates two examples of panel area scrolling, one for

cursor-dependent scrolling and another for cursor-independent scrolling.

Both examples use a panel containing a scrollable list of documents.

3.8.4.1 Cursor-Dependent Scrolling
3.8.4.2 Cursor-Independent Scrolling
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3.8.4.1 Cursor-Dependent Scrolling

In the following example, consisting of three figures, the scrolling

actions are based on these cursor-dependent scrolling rules:

a The Forward scrolling action causes the line containing the cursor to
be positioned at the top of the scrollable area.

a The Backward scrolling action causes the line containing the cursor to
be positioned at the bottom of the scrollable area.

Users request a list of documents and the panel in Figure 107 1is
displayed. Only the Down arrow is displayed in the scrolling arrows,
indicating that users can scroll only forward.

File Edit View Options Help
Document List
Select one or more documents,  Then select an cotion,
More: ¢

Document Subject Revissd
_ [rwentor [rwentory for worehouse 1072329
_ [pventsm [rventory summary 4/10/89
_ Lettert Letter to ABC Corp. 9727 /84
_ Letter? Letter to L.A. Anderson 0,02 /89
_ Letter3 Reaponse to ABC Corp. M7 /80
_ Memojpii Meme 1o J.P. Jones B/ 16,89
_ Memojpi? Memo to J.P. Jopes 9/15/89
_ Memopwal Memc 1o P.W. Bonhom 1/24/89
_ Memopwb? Memz to P.W. Bonhom 3720784
_ Memnres Meme to R.E. Smith 9/20/89
= Monthly Monthly occounting summary 12/04/89
_ Monthly? Monthly oocounting summary 12704789
_ Reportop April report 5/02 /89
_ Reportou August report 9/05/89
_ Reportfe February report 303,89
Command] ===>

PICTURE 10 Fl=Help  F3=Exit F7=Bkwd FB=Fwg [F9=Retrieve FI0=Actions  F12=Concel p

Figure 107. Panel with a Scrollable Area

Users move the cursor to the line containing the document named Monthly
and request the Forward action by pressing the F8 key (F8=Fwd). The
result is shown in Figure 108. The document named Monthly is positioned
at the top of the scrollable area. The Up and Down arrows are both
displayed, indicating that users can scroll the panel area backward as

well as forward.
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File Edit View (Options Help
Document List
Select one or more documents,  Then select an cotion,
More: 1 ¢
Document Subject Revissd
_ Manthly Monthly occounting summary 12704 /89
_ Monthly? Monthly occounting summary 12/04/89
_ Reportop April repart 5/02/84
_ Reportou August report 9/05/89
_ Reportfe February report 3/03/80
_ Reportja Jonuory repor t 2/03/89
_ Feportjl July report B/03/89
_ Reportjn June report T/06 /89
_ Reportmr Morch report 4704784
_ Reportma Mcty report 6/05/84
_ Reportno November repoart 12/04/89
_ Reportoc Cctober report 11403789
_ Reportsp September report 002 /89
_ Reportye fear end report 12/21/89
_ Spec?Qia Printer specification 7/ 16 /88
Commang ===
PICTURE 108 Fl=Help  F3=Exit F7=Bkwd FB=Fwg [F9=Retrieve FI0=Actions  F12=Concel J
Figure 108. Panel after Forward Scrolling Action
Users now move the cursor to the line containing the document named
Reportjl and request the Backward action by pressing the F7 key (F7=Bkwd) .
The result is shown in Figure 109. The document named Reportjl is
positioned at the bottom of the scrollable area. The Up and Down arrows
are displayed, indicating that users can scroll the panel area both
backward and forward.
File Edit View OUOptions Help
Document List
Select one or more documents. Then select an cetion,
More: 1 ¢4
Document Subject Revissd
_ Letter1 Letter to ABC Corp. Q/27 /84
_ Letter? Letter to L.A. Anderson 10/02 /89
_ Letterk Response te ABC Corp. 11417 /89
_ Memojgi Meme 1o J.P. Jores B/16,/89
_ Memojpi? Meme 1o J.P. Jones 9/15/84
_ Memopwhl Meme to P.W. Bonhon 1/24/89
_ Memopwh? Memc to P.W. Bophom 3/20/89
_ Memores Meme 1o R.E. Smith Q20784
_ Manthly Monthly occounting summary 12/04/89
_ Monthly? Monthly oecounting summarsy 12704 /89
_ RFeportop April report 5/02/84
_ Reportou August report 0/05/80
_ Reportfe Fetrimry report 3/053/89
_ Reportja Jonuory report 203,84
_ Reportjl July report 8/03/89
Commang ===
PICTURE 1009 Fl=Help  F3=Exit F7=Bkwd F8<Fwd FO=Retrieve F0-Actions F12=Cancel p.

Figure 109.
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Panel after Backward Scrolling Action
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3.8.4.2 Cursor-Independent Scrolling

In the following example, consisting of two figures,

the scrolling

increment is the visible panel area minus one item.

File Edit View OUOptions Help
Document List
Select one or more documents. Then select an cetion,
More: 4
Document Subject Revissd
_ Irwentor [rventory for worehouse 10/23/89
_ Inwentsm [nventory summary /10849
_ Letterd Letter to ABC Corp. q/27 /84
_ Letter? Letter to L.A. Andersen 10402 /89
_ Letter3 Reaponse to ABC Corp. AT /BY
_ Memajpil Meme to J.P. Jones 8/16,/84
_ Memojpi? Memo to J.P. Jones 9,15,/84
_ Memopwhl Memo to P.W. Bonhom 1/24 784
_ Memapwb? Mema to P.W. Bophom /20849
_ Memores Mewe 1o RUE. Smith 9/20/84
_ Monthly Monthly occounting sLmmary 12704789
_ Monthly? Monthly cocounting summary 12704 /80
_ Reportop April report 4/02 /89
_ Reportou August report 9/05,/34
_ Reportfe February report 3/03/89
Commang ===
PICTURE 110 Fl=Help  F3=Exit F7=Bkwd F8<Fwd FO=Retrieve F0-Actions F12=Cancel p.
Figure 110. Panel with Cursor-Independent Scrolling. This is the same
panel as in Figure 107 in topic 3.8.4.1, but it is now set for
cursor-independent scrolling. The Down arrow in the scrolling
arrows indicates that users can scroll forward.
Users request the Forward action by pressing the F8 key. The result is
shown in Figure 111. The position of the cursor does not affect the
result.
File Edit View OUOptions Help
Document List
Select one or more documents. Then select an cetion,
More: 1
Document Subject Revissd
_ Reportfe Fetruary report /03780
_ Reportja Jonuory repart 2703789
_ Reportj! July report 8/03/89
_ Reportin June report 7/06/89
_ Reportme Moreh report 4,04 /88
_ Reportma Wity Feport 6/05,/89
_ Reportnc Nowember report 270489
_ Reportoc Gctober report 117037849
_ Peportsp September report 10/02/89
_ Reportye fear end report 12/21/89
_ SpeciCia Printer specificatien 1271688
_ SpecZQit Printer spec - revised 120780
Command ===>»
PICTURE. 111 Fl=Help  Fi-Ext F7-Bkwd FB-Fwd F3-Retrieve FiG-Actions  F12Z-Concel |
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Figure 111.

f29bdg00.boo

Panel Scrolled to the Limit. The list in Eigure has been
scrolled forward so that the item at the bottom of the
scrollable area is now at the top of the area. All items that
preceded Reportau in Eigure 110 have been scrolled out of
view. The Up arrow indicates that users are at the end of the
list and can scroll only backward.
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3.9 Chapter 14. Pop-Ups

A pop-up is an area of the screen enclosed by a border that extends the
users' dialog with the panel in the primary window. A pop-up may OCCupy a
portion of the screen or the entire screen. Pop-ups are associated with
underlying panels and appear when the application wants to extend the
dialog in the underlying panel. For example, a pop-up may be used to
provide:

Additional information, such as help or a message
A command area

An entry field, selection field, or selection list.

Your application may have a series of overlapping pop-ups associated with
an underlying panel.

Note: The rules and guidelines for the positioning and layout of pop-ups
apply only to pop-ups that are not full-screen.

3.9.1 Pop-Up Positioning
3.9.2 Pop-Up Layout
3.9.3 Pop-Up Content
3.9.4 Pop-Up Interaction
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3.9.1 Pop-Up Positioning

A pop-up 1is associated with an underlying panel, a pull-down, or another
pop-up. You may extend a pop-up beyond the boundary of a pull-down or
another pop-up that it is associated with.

You determine the position of a pop-up using two methods: item-adjacent

positioning, or offset positioning.

3.9.1.1 Location of a Pop-Up by Item-Adjacent Positioning
3.9.1.2 Location of a Pop-Up by Offset Positioning
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3.9.1.1 Location of a Pop-Up by Item-Adjacent Positioning

When a pop-up is related to an item in the underlying panel, pull-down, or
other pop-up, position the pop-up in a way that overlays the least amount
of relevant information.

Feview Potient Accounts
Type o nane then press Enter.

Weme ., +

Patient List
Mora: 4

- Aoron, Jeff

. horon, Michele

. Anderson, Robert

L bzimov, Tven

. Boker. Charles

. Bosker, Suzan

. Corlsen, John

. Corter, Judith

. Champion, Depnis

. Edwords, Kurt

. Johnsen, Helen

Fl=Help  F7=Blkwd  FB<Fwd
F12=Conce |

Cormond ==->

PICTURE 112 FlsHelp  Fi=Exit F4=Prompt F9=Retrieve F12=Conce

Figure 112. Adjacent Positioning. The pop-up is positioned directly below
the entry field to which it applies.

When an item for which a pop-up is presented is no longer visible, such as
when the item was in a pull-down that was removed, position the pop-up, if
you can, so that it is adjacent to where users were last focused. This
technique minimizes user eye movement and, therefore, helps maintain
visual continuity between the previous item and the pop-up.

File Edit Optiens Formal  Help
_ L Brimory. .. i
2. 25
3 Primary Format
Jonuary 24, 1989 Tvps numbers for poge ond line widths.
Select spacing.  Then press Epter,

MEMO 70z P.%. Benhom
FROM: D.C. Smith Page depth . . . 68 1-66
SUBJECT: Printer Update Line width . . . 65 1-80

Line spacing . . _ 1. Single
Potricia, 2. Double
[ howe just received the lot | Fl=Help  F12=Conce
specifications. This s ot
[ think Tt will allow us to deliver g more attractive product - one
that fits in well with the rest of our new product line.
Plemse review the attoched copy of the specifications. [ think wou
will pe able to save design time by fol lowing this new design, as

Command ===>
Fl-Help  F&-Sat 1 Fi-Exit  Fd-Mark  FS-Upmork F7-left  FE-Right
PICTURE 113 FA0=pctions  F11=Unde  F12=Cance

f29bdg00.boo
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Figure 113. A Pop-Up that Continues the Dialog in a Pull-Down.

f29bdg00.boo

When a
pop-up is displayed for a pull-down, the pull-down is removed
and the pop-up is positioned adjacent to the previous position
of the pull-down. For reference in this figure,
position of the pull-down is shown.

the previous
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3.9.1.2 Location of a Pop-Up by Offset Positioning

If a pop-up is related to an underlying panel or another pop-up but not to
a specific item or area on it, use offset positioning to locate the

pop-up.

Vertically offset the pop-up below the title of the underlying panel or
pop-up so the title is visible. Horizontally offset the pop-up to the
right of the left boundary of the underlying panel or pop-up.

File Edit Formot Search  Options Help

Editor - Memopwb?
Lines 1 +te 16 of 25

Mete: 4

Jonuary 24, 1989 Primory Farmat

MEMO T0: P.W. Type numbers Reformat Option

FRUM : D.C. Select spoci

SUBJECT: Print Select one. Then press Enter,
Page depth

Potricia, Line width | _ 1. Reformat document now
Lire spoci 2. Wait witil oprint

[ howve just recejve

specificatiens. Th Fl-Help  F12-Cancel

[ tnink Tt will all | Fl=Help F1 I

that fits in well w

Please review the attoched copy of the specifications. [ think wou
will be able to sowe design time by following this new design, os

Commang ===
Fl=Help  FZ=Set 1 FI=bxit Fd=Mark FA=Urmcrk  FP=Left F3=Right
F10=Actions  F11-Unda  F1Z-Cancel

PICTURE 114

Figure 114. Pop-Up Displayed on Top of Another Pop-Up. The Reformat
Option pop-up is positioned so the title of the underlying

pop-up is visible.
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3.9.2 Pop-Up Layout

Use a solid line border for pop-ups if line characters are available. For

example,

PICTURE 115

Reformat Option
select one. Then press bEnter.

1. Reformot document now
2. Wait until print

Fl=Help  F12=Cancel

Figure 115. Pop-Up Border

If solid lines are not available, use one of the following as the border:

| A border composed of the hyphen character (-) across the top and

bottom, the vertical bar character (|) along the sides, a period

character

(.

) at each corner on the top, and an apostrophe character

(') at each corner on the bottom. This pop-up border is illustrated
in Figure 116.

PICTURE 116

f29bdg00.boo

Reformat Option
Select one. Then press Enter.

1. Reformat document now
2. Wart until print

Fl=Help  F12=Cancel
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Figure 116. An Alternate Pop-Up Border

J A border composed of the period character (.) across the top, the

colon character (:) along the sides, including the bottom line, and

the period character (.) between the colons on the bottom line. This
pop-up border is illustrated in Figure 117.

PICTURE 117

Select

1. Re
2. Wao

Fl=Help

Reformat Option i
ocne. Then press Enter. :

format document now
it until print :

F12=Cancel 3

Figure 117. Another Alternate Pop-Up Border

Make pop-ups large enough to display the information they must contain.

Leave some blank space inside the pop-up border to set off the pop-up from

the information in the underlying panel. If the information is too large

to fit within a reasonably sized pop-up, make the pop-up scrollable.

f29bdg00.boo
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3.9.3 Pop-Up Content

Pop-ups must contain a function key area. Pop-ups also may contain most
types of panel elements (entry fields, selection fields, selection lists,
action lists, protected text, a message area, or a command area),
depending on your need to extend the dialog from an underlying panel.
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3.9.4 Pop-Up Interaction

When a pop-up is displayed, the pop-up becomes active and the cursor is
positioned in the pop-up.

Users must finish interacting with the pop-up before continuing with the
dialog in the underlying panel or in another pop-up, unless the pop-up

contains a help panel.

3.9.4.1 How Users Interact with Pop-Ups
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3.9.4.1 How Users Interact with Pop-Ups

A pop-up usually appears as the result of an action taken by users. Users
always can remove a pop-up by requesting the Cancel common action. Also,
Help should be available for a pop-up.

The Enter action removes a pop-up unless the pop-up invokes another
pop-up. In that case, when the last pop-up is completed, all pop-ups are
removed.

If users move the cursor out of a pop-up using the arrow keys and press
the Enter key or a function key, the cursor is returned to the pop-up. No

action is processed.

Exit is not supported in pop-ups, except in help pop-ups.
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3.10 Chapter 15. Help

While running an application, users occasionally require additional
information about choices, fields, or how to proceed with the application.
Providing help within your application allows users to easily and quickly

access this information.

The purpose of help is to provide online assistance at the users' request.
The help information should be sufficient to allow users to successfully
complete their current task in the application, but not to provide
extensive details or instruction about the application. The Common User
Access recommends that you provide help for every application, according
to the rules and guidelines in this chapter.

3.10.1 Types of Help Information

3,10.2 Help Pull-Down in Application Panels
3.10.3 Help Panel Design

3.10.4 Help Interaction
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3.10.1 Types of Help Information

There are several types of help to assist users in completing their

current task.

based on where the cursor is located.

When users request assistance, provide contextual help

Also provide extended help (general

information about the application panel). You should provide a listing of

keys and their actions,

to use help.

an index of help topics, and information about how

You may provide two other types of help: access to a

tutorial and reference phrase help.

The application determines the content of each type of help in accordance

with the following guidelines:

Contextual Help (Fl):

Specific information about the item the cursor is

on. Contextual help is often referred to as field help. Contextual help

information describes the purpose of the item and tells application users

how to interact with that item.

Provide contextual help when users press the F1 key while the cursor is:

3 On a choice in the action bar.

| In any selection field,

selection list, or entry field. This includes

selection fields in action bar pull-downs and in pop-ups. It also

includes entry fields in the command area and in pop-ups.

l On a message.

If appropriate for your application,

other areas

on a panel.

you may provide contextual help for

Figure 118 shows an example of contextual help for a selection field.

Figure 118.

File Edit

View

Gptions  Help

Status . . .

Type of order

Commang ===

Patient name .

Fotient Services Updote

|
00—~ o Bt kD

Dutstanding
. Completed
Cancel e
Deleted

ot ka

Care & treatinent
Pheowmacy

He
Pr Pharmacy - Help
La
b1 | Includes drugs and all other |tems supplied
Fa | to the patient from the hospital pharmocy .

ot

Fil=Help  FZ=Ex help  F3=Exit  F9=Kevs help
F1=Index  F12=Cancel

Fl=Help  F3-Exit

F4=Prampt  FO-Retrieve FliQ=Actions  F12-Copcel

Contextual (Field)

Help.

Users moved the cursor to the choice

Pharmacy and pressed the Help key (F1).

If the cursor is on an unavailable choice, CUA recommends that the

resulting help information explain why a choice is unavailable and tell

users the actions necessary to make it available. If the cursor is in an

area of the screen for which no contextual help is available, such as a
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blank line, Extended help is provided.

Command Area Help:

command area.

Two kinds of contextual help are available for the

If the cursor is in the command entry field and users press

the F1 key without typing anything in the field or type an invalid

command, provide information about the commands in the application.

If

users type a command and press the Fl key, provide information about that

command .

Help is required in all application panels.

Extended Help (F2):

panel from which users requested Help.

the tasks that can be performed on the application panel.

Information about the contents of the application

Extended help informs users about

It is specific

to the panel but not to specific areas on the panel.

Extended help is displayed when users press the F2 key while the cursor is

in any help panel,

except an Extended help panel.

Extended help is

displayed also when users press the F1 key while the cursor is in an

application panel but is not on a choice or in an entry field.

Extended help is required in all help panels,

except Extended help panels.

Provide an Extended help panel for every application panel.

Keys Help (F9):

functions.

Keys help is recommended in all help panels,

Help Index (F11):
application.
for that topic is displayed.

When users select a topic in the index,

A list of the application keys and their assigned

except for Keys help panels.

A list of the help information available for the

the help information

Figure 9  shows an example of a help

index.

File Edit Options Format Help

Editor - Memopwh
Lines 1 te 16 of 25
Mere: 1

Jonugry 24, 198 Help Index

MEMD TO: P.W. Bonham Select g topic.  Then press Epter.

FROM: B.C. Smith More: 14

SUBIECT: Printer Update . Copying files

. Copying text
Potricia. . Creating Files
4 Editing files

[ howe just received the lotest | . Woming Files

specificotions. This is a big . Retrieving data

[ think it will allew Ls to del | . Soving data

that fits inwell with ine rest | . Saving files

Fleose review the ottoched copy | Fl=sHelp  FZ=Ex nelp  F3=Exit  F7=Brw

will be ople to sowe design tim | FB=Fad  F9=Kews help  F12-Concel

Commong ===
Fl-Help  F#-Sat 2 Fi-Exit F7-Bgwd FB-Fwd  F9-Retrieve  Fl0-Actions

PICTURE 119 F12=Cancel p
Figure 119. Pop-Up with Help Index

Help index is recommended in all help panels,

As an application option,

except Help index panels.

you also may give users the capability to search

the index for specific topics or categories of topics.

Help for Help (F1):

f29bdg00.boo
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how to get help and how to use the help facilities. For example, it tells
users how to place the cursor in an entry field or on a choice, so they
can get contextual help by pressing the F1 key. It also tells users how
to get Extended help, Keys help, and the Help index from help panels.

Help for help is displayed when users press the F1 key while the cursor is
in any help panel.

Help for help is recommended in all help panels, except Help for help
panels.

Tutorial (F5): Access to a tutorial if the application provides one.

Providing a tutorial is an application option. Unlike other types of
help, Tutorial help is intended to teach users about the application. The
tutorial might, for example, include interactive examples or exercises.

The application defines the structure and content of the tutorial.
If a tutorial is provided, F5 is required in all help panels.

Reference Phrase Help: Additional information about selected words and
phrases within a help panel. Providing reference phrase help is an
application option.

In a help panel, certain words and phrases may be identified for which
additional information is available. These words and phrases are called

reference phrases.

Users move the cursor to the desired reference phrase, using the arrow or
Tab keys, and press the Enter key to display the associated information.
Reference phrases are emphasized; see Emphasized text in Appendix B,
"Color and Fmphasis Table" in topic APPENDIXI

Figure 120 shows an example of how reference phrases might be used to
directly link related help information.

Actios  Search  Help
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4 datg beee Hle 139 beee of ohject ster=d i the ayaten hal coptaim
ORAGTTIONS OF IV TR DG 19 A0 OF HTRMNLED L3 G PrOgrm o
yaten storage < fov oGt OTIG |3 Lo Tetureed to Tyatm storar
R 6 pragem. T gl Lastion oF nll Fllea marea up 4ne mods woee,

Far MOrE THRHAGLION, Fve tNE CLOSH LD N2 of the Fol i) o
oreas Enter .

© Pinaledl fils
o Lagrenl 1118
o Crecting a doba o flly — — — — — — — L

s

Fleeln  Flefr pelp  FieEnit  Flepeys pelp  Fiejpops  FA2-Depost

Cretivg @ latn Base Film - pelp
To crente & ke e Hle
& lae dokq deeription opoalflogtiors (O8] to ceFipe the fle, field.
N rE0S hrnaks 0 @ I0LTE Fle ond knen Lae tne Crends Fevalcal

File JCRTPF) of Cregte Logiral File QRILFY copopd to crects e
File.

© g ne Interoetive data defi)
oefFirition, Once the datg oekin
catim at ereceing a File From 1

Uty (100U to cf e < aka
o T created, (000 praviden the
oo oeFinTTiE

PICTURE 120 Flelp  F2-Fe pelp FS-Eoft  Fobeya pelp  FH-lpoes  FiZ-Copcel

Figure 120. How Reference Phrases May be Used to Link Related Help
Information. The help pop-up Data Base File - Help was
displayed after users requested it from the help index. After
the definition, there is a list of three related topics that
users can select. You make each topic selectable by defining

it as a reference phrase and by specifying the information to
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be displayed when users select the topic. If users move the
cursor to the reference phrase Creating a data base file and
press the Enter key, a help pop-up for that topic is
displayed. Notice that the text of the referenced topic also
contains two reference phrases, data description
specifications (DDS) and interactive data definition utility
(IDDU). These two reference phrases, which also can be

selected by users, are linked to other information.
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3.10.2 Help Pull-Down in Application Panels

If your application has an action bar, the pull-down from the Help choice
must contain Extended help. The pull-down also should contain Keys help,
Help index, and Help for help. As an application option, you also may
provide access to a tutorial. CUA recommends that you provide also an
About... choice so users can access the ownership and copyright
information of the application. For more information about the About...

choice, see Chapter 17, "Copyright Information"™ in topic 3.12.

If all help choices are provided, they must be shown in the following

order:
File Edit ¥iew Options Help
_ L. Help fer help...
2. Extendsd help...
3. Keys help. ..
4. Help indes...
5. Tuterial...
6. About. ..
PICTURE 121

Figure 121. Order of Help Choices

To maintain consistency, the help pull-down choices always should be
assigned the choice numbers indicated in the help pull-down in Figure 121.
If you do not provide all the help actions, you should leave one blank

line between non-consecutive numbers.

Note that the Help action (contextual help) is not used in the action bar

pull-down.
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3.10.3 Help Panel Design

CUA specifies some special rules and considerations for the design of help

panels.

3.10.3.1 Help Content

3.10.3.2 Help Title

3.10.3.3 Function Key Area in Help Panels
3.10.3.4 Translation Considerations

3.10.3.5 Help Panel Display
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3.10.3.1 Help Content

Help panels typically contain only protected text. However, as an
application option, you may:

Use reference phrase help to provide more information about specific
words and phrases in the help panel

- Present the help index as a selection list.
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3.10.3.2 Help Title

Help panels should have a panel title that contains the word Help and
identifies the item or panel that help is being provided for. For
example, if an application panel has an entry field prompt Number of
copies, the title of the help panel for that entry field might be:

Number of Copies - Help
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3.10.3.3 Function Key Area in Help Panels

The following function keys and assignments are required in all help
panels, if the action is supported in the panel:

Fl=Help

F2=Extended help (except Extended help panels)
F3=Exit

F4=

F5=Tutorial (if a tutorial is provided)
F6=

F7=Backward

F8=Forward

F9=Keys help (except Keys help panels)
Fl10=

Fll=Help index (except Help index panels)
- Fl2=Cancel.

If the application will be used on terminals that have an engraved Help
key, the description FIl=Help does not have to be shown in the function key
area of the application panels and help panels, but F1 still must be
supported in addition to the engraved Help key.

Except for F1 for contextual help, the key assignments for the Help common
actions are reserved for help panels only; that is, the keys that are
assigned to the Help common actions are active only when users are in help
panels. Therefore, except for F1l, the keys assigned to the Help actions
may also be assigned to application actions and used in application panels
unless they are already reserved by CUA for application panels, such as
F12, which is reserved for Cancel.
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3.10.3.4 Translation Considerations

To design an application that is suitable for translation to
national language, keep the length and layout of information
panels and the sequence of the help index independent of the
Provide contextual help based on what item the cursor is on,
screen coordinates of the cursor.

f29bdg00.boo
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3.10.3.5 Help Panel Display

Display help in a pop-up if pop-ups are available. If pop-ups are not
available, use full-screen help panels.

When the help pop-up is displayed initially, the cursor is placed in the
help pop-up. Both the help pop-up and the underlying application panel
are active. This allows users to interact with the underlying application
panel by moving the cursor to the underlying panel with the arrow or Tab
keys. For more information, see "How Users Interact with Help Pop-Ups" in
topic 3.10.4.3.

If the size of the help pop-up does not allow display of all the help
information, provide scrolling so users can view the rest of the
information in that pop-up. When users request help from a help pop-up,
try to display the new help in the same help pop-up; that is, the new help
information replaces the information that was being displayed when users
requested additional help. There might be circumstances, however, where
it is more effective to use a different sized pop-up. For example, if a
small amount of contextual help is being replaced by a large amount of
other help information, such as a large help index, replacing the original
pop-up with a larger help pop-up might be less obtrusive than forcing
users to do repetitive scrolling actions to see all the information.

A help pop-up partially overlays the application panel from which it was
requested. CUA recommends that you position the help pop-up to allow
users to view and interact with the area of the underlying panel where the

cursor was located when users requested Help.

When users request Help for an action bar pull-down, keep the pull-down
displayed when you display the help pop-up. This is an exception to a
rule for pull-downs, which is that a pull-down is removed when a pop-up is

displayed as a result of requesting a pull-down choice.

Print on 3B0C

Specify or revise the current print options.

File nome . . Outplt File - Help

File type . .

Mocle .. L . Use the output File option to save o print-ready copy of
Fonts . . . . the file you are printing. Specify the nome and type of
Duplex . . . af the file Tnto which you wont the prinptout to be saved.
Spacing . . .

Copies . . . Fl=Help  F2=Ex help  F3=Exit F3=Keys help  F11=Index
Destination . F12=Concel

Security . .

Cption file , .

Dutput File .

[f Mode = DCF, specify DCF option

Press Enter to print on the 3800 or Concel .

Commanc] ===»

PICTURE 1 Fl=Help  F3=Exit F%=Retrieve F12=Concel

Figure 122. Help in a Pop-Up. Users press the Fl1 key while the cursor is
in the Output file entry field of this entry model panel. The
help pop-up does not overlay the entry field. Users,
therefore, can move the cursor to the underlying panel and
type into the entry field without removing the help pop-up.

Notice the contents of the function key area in the help
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PICTURE 123

Figure 123.

PICTURE 124

panel.

Erase - Help
The Eraze conmond al lows you to erase o dacument. The format for Erase js:
Eroge Docncne  Doctype
Exomple of this command:
Erose Sysgorder Letter
DacLment Syscerder of type Letter will then be erosed fFrom your disk.

Exit or Concel when ready.

Fl-Help  F2-Ex help  F3=Exit  FE-Tutorial  Fi-feys melp  F11-[ndex
F12=Concel

Full-Screen Help Panel for System Command. This entry model
help panel appears when users type the command name Erase in

the command area of an application panel and press the F1 key.

Actions  Seorch  Help

_ 1. Seoreh For command. ..
2. Search for information...
Select o 3, Seorch For object. ..

. Documents
. Files

. Folders
Jabs

. Librories
. Messoges
. Printing
8. Programs
4. Other

) 6T LR e Led b3

Commanc] ===»

Fl=Help  F3=Exit F%=Retrieve Fl0=Actions F12=Concel

Figure 124. Action Bar Pull-Down with Operating System Search Function
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PICTURE 125

Actions  Seorch  Help
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. Files
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_ 1. Seorch For command. ..

Search For Cominond - Help

This ¢hoice provides o pop-up entry Field in which you con
search For commonds USing your own words.

When you type the words or obbreviotions thot describe the
commond i the entry field ond press Enter, all commond
nanes are searehed and you ore shown a |ist of commancs
thot moteh your entry.  You <on then select o commond ond
fun Tt

Fl=Help  F7=Fx help F3=Exit FY=fevs n=lp  F1l=Tndex
F1Z=Cancel

Fl=Help  F3=Exit

Fa=Retrieve FI0=Actions F12=Concel

Figure 125. Help for a Choice in the Search Pull-Down. Notice that the
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Search pull-down remains displayed when the help pop-up is

displayed.
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3.10.4 Help Interaction

Requesting and ending help must not interfere with the users' current
dialog in the application. When users end help, the application must
display in the underlying panel all unchanged entries and selections that
users made before they requested assistance as well as any changes users

made while using help.

3.10.4.1 How Users Request Help Actions from the Action Bar
3.10.4.2 How Users Request Help Actions Using Function Keys
3.10.4.3 How Users Interact with Help Pop-Ups

3.10.4.4 How Users End Help
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3.10.4.1 How Users Request Help Actions from the Action Bar

To request help from the action bar, users first move the cursor to the
Help choice in the action bar and press the Enter key. The Help pull-down
is displayed. Users then select a choice in the Help pull-down and press
the Enter key. The requested information is displayed in a help pop-up.
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3.10.4.2 How Users Request Help Actions Using Function Keys

Users request a Help action by pressing the function key assigned to the

action, as listed in Appendi "K ignments" in topic APPENDIX1.1.

After the request, users see a help panel containing the help information

they requested.

Contextual Help and Extended Help: Application users get contextual help
(help on a specific item) by positioning the cursor on the item for which
they want contextual help and pressing the Help key (Fl or an engraved
Help key), as indicated by path ! in Figure 126.

The application users get Extended help by pressing the Fl1 key while the
cursor is not in a contextual help area of an application panel (path ! in
Figure 126), or by pressing F2 from a contextual help panel (path E in
Figure 126) or from any other help panel, except an Extended help panel.

If Extended help is requested from a contextual help panel, the Extended
help panel replaces the contextual help panel.

If supported, Help for help is provided by pressing the F1 key from any
help panel, except a Help for help panel (path ! and path E in

Figure 126).
Ex tended Help Help for Help
Exi KRR KEXK Baxi
Help: Fiela 2 BEE bbout KXY e EXX How to X
X bpplication X HEoUse Help M
HHEN HERH i%E Ponel EEX RERE HERE
FEX About XXX B E]
¥OField2
EEEY RERE
F2-Extenced help - T
Help B
—
PICTURE 126

Figure 126. How Users Get Contextual Help, Extended Help and Help for Help
Keys Help: If supported, application users get a list of the application
keys and their functions by pressing F9 from any help panel except a Keys

help panel, as indicated in Figure 127.

The Keys help panel replaces the help panel from which Keys help was

requested.
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Working Ponel
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Fiela ... HXRX XX XHK i xx
8 ¥EE ADOLL  KEE
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KERE KEEE — l
F2=Ex telp ...
Fi=tevs nelp kevs Help
R —
Fl-Help
FiExit
F4=Prompt
FG=Retrieve

F12 =Coree |

PICTURE 127

Figure 127. How Users Get Keys Help from Contextual Help or Extended Help

Help Index: If supported, application users request the help index by
pressing F11 from any help panel except a Help index panel, as shown in
Figure 128. 1If users can search the index, the help panel from which
users requested the index is replaced by a search panel (! in Figure 128).
The index panel with the search results (!) replaces the search panel. If
a search capability is not available, the full index (E) replaces the help
panel from which users requested the index. When users select a topic
from the index and press the Enter key, a panel containing the requested
information (!) replaces the index.

Yarking Ponel

— Help m= | Extenced Help
Field 1
[ g " ERRR KERE
leeId ?“‘ﬁ_ Help ——#=| Help: Field 2 ¥ How to RX

% use popel X
HRRER HRKKR EER RER
HeR About KR
XX Fiela 2 XX
XX nx
F2-Ex help ...

F1=Help |ncex |

|

|
—— — -optional— — J— —
|

EiebdiBes

F11=Helg index

Search Index
WA How to XX E Help Indgx Help Topic
XX Secrch XX — — — =
i AR ERES AR Y
Segrch words: B.. REEREARER RERR R
i ERRXRHRER KRR R
REEREARER KRR R
i LLEERERP LYY

PICTURE 128

Figure 128. How Users Get the Help Index from Contextual Help or Extended
Help. If the index is searchable !, a panel is displayed that
contains an entry field in which users may type one or more
words describing the information desired. All topics are then

searched and a list is displayed of those topics that match
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the word or words entered If users do not type any words

in the entry field, but simply press the Enter key, or if the

index is not searchable B, all the index topics are displayed.
Users can scroll through the list to select the desired topic.
When users select a topic and press the Enter key, information

about the requested subject is displayed !.

Figure 129 shows an example of users searching a help index.
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PICTURE 129 Fomin D25 peln 55N Mefmeroin 18-Saemt J

Figure 129. Example of Users Searching a Help Index. In this entry model
example, the help index is full-screen. Users press F1l1 on a
contextual help, Extended help, or other help panel and are
presented with an entry panel ! that contains instructions
about how to search the index. When users type send message

and press the Enter key, a single-choice selection list is

presented, showing the results of the search. B. To view a
topic, users select a topic and press the Enter key. Notice
that the displayed list in ! contains some related topics that
do not have either of the users' search words (send or

message) in their titles.

Tutorial: If a tutorial is available, users request it by pressing the F5
key from any help panel.

Reference Phrase Help: To display the information associated with a
reference phrase, users press the arrow or Tab keys to move the cursor to
the reference phrase and then press the Enter key. The current content of
the help pop-up is replaced by a help panel that contains information
about the selected reference phrase. Figure 120 in topic 3.10.1 shows an

example of reference phrase help.

To make it possible for users to tab to each reference phrase, the phrases
must be defined as input fields. The usual underscore delimiter for an
entry field is not used. Any changes to the field by users are ignored;
that is, if users type over the reference phrase, restore the reference
phrase the next time that help panel is displayed.
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3.10.4.3 How Users Interact with Help Pop-Ups

When the help pop-up is initially displayed, the cursor is placed in the

help pop-up.

are active.

Both the help pop-up and the underlying application panel

This allows users to interact with the underlying panel by

moving the cursor to the underlying panel with the arrow or Tab keys.

Users can type information into any entry field or select choices from any
selection field or list that is not obstructed fully or partially by the

help pop-up.

If the panel or pull-down for which Help was requested is
removed, the help pop-up also is removed. Users can move the cursor back
to the help pop-up at any time, using the arrow or Tab keys. While the
cursor is in the help pop-up,

only the help function keys are active.

While the cursor is in the underlying panel, only the application function

keys are active.

PICTURE 130

Actions  Seorch  Help

Select o
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_ 1. Seorch For command. ..

Search For Cominond - Help

This ¢hoice provides o pop-up entry Field in which you con
search For commonds USing your own words.

When you type the words or obbreviotions thot describe the
commond i the entry field ond press Enter, all commond
nanes are searehed and you ore shown a |ist of commancs
thot moteh your entry.  You <on then select o commond ond
fun Tt

Fl=Help  F7=Fx help F3=Exit FY=fevs n=lp  F1l=Tndex
F1Z=Cancel

Fl=Help  F3=Exit F%=Retrieve Fl0=Actions F12=Concel

Figure 130. A Help Pop-Up for an Action Bar Pull-Down. When Help is
requested for a pull-down choice, the pull-down remains
displayed while the help pop-up is displayed. Notice the
positioning of the help pop-up relative to the pull-down
choice for which the help was requested. If users move the

cursor back into the pull-down and press the Enter key while a
choice is selected in the pull-down, the selected choice is

processed and the pull-down and pop-up are removed.
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3.10.4.4 How Users End Help

Users end help by requesting Exit or by repeatedly requesting Cancel to
back out of one or more help panels. For example, the first time users
request Cancel, the current help panel disappears and the previous help
panel is re-displayed, if there is one. When only one help panel remains,
Cancel ends help, the same as Exit does.
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3.11 Chapter 16. Messages

Messages are feedback that tell users that something has happened because
of a request they made.

3.11.1 Types of Messages

3.11.2 Message Layout and Content
3.11.3 Message Removal

3.11.4 Audible Feedback

3.11.5 Guidelines for Creating Messages
3.11.6 Message Pop-up Examples
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3.11.1 Types of Messages

CUA defines three types of messages:

- Information
- Warning
- Action.

An information message tells users that a computer function is being
performed normally or has been completed normally.

A warning message tells users that a potentially undesirable situation
could occur. Users do not need to correct the condition immediately to
continue. However, corrective action may be required later to avoid an
error situation. See Eigure 1 in topi 11.6 for an example of a

warning message.

An action message tells users that an exception condition has occurred.
Users must perform an action to correct the situation. Action messages
are used in situations that range from minor application-related
conditions that stop users from continuing with the current dialog to
serious system-related conditions that stop users from continuing to work
with any application in the system. Figure 133 in topic 3.11.6 shows an

example of an action message.
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3.11.2 Message Layout and Content

Messages may be displayed in two forms:

- A message area on the panel

A message pop-up.

Message Area: Provide a message area on all panels. Locate it
immediately above the command area. If there is no command area, locate
the message area immediately above the function key area.

The message area in the panel may be any number of lines, as determined by
your application. If the entire message will not fit in the number of
lines allocated for the message area, truncate the message. Display the
full text when users request Help for the message. If the users' first
Help request on a message results in the display of the full message
text, a second Help request displays help for the message.

Messages are left-justified in the message area.

Your application may allow users to perform some actions, such as
scrolling, without removing the message. A help request should not cause
the removal of a warning or action message.

Message Pop-up: Display a message panel in a pop-up if you need to
provide a means within the message for users to respond to the message.
For example, you may provide an entry field or a selection list. You also
may display a pop-up message if it is especially important to get the
users' attention.

If pop-ups are not available, use full-screen panels for messages that
would normally appear in pop-ups.

The panels you create for message pop-ups may contain any combination of
protected text, entry fields, selection fields, or selection lists.
Arrange the elements in message pop-ups as you would in other panels.

Message pop-ups may have panel titles. If a panel title is used in a
message pop-up, the title is the application name. A message pop-up may

have a message area.

Message pop-ups that contain entry fields, selection fields, or selection
lists must have Cancel in the function key area.
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3.11.3 Message Removal

Follow these rules and guidelines for the removal of messages from the
message area:

- Remove an information or warning message when users take an action
that the application can detect, such as pressing the Enter key or a
function key, and when the message is no longer needed.

For example, when users press the Forward function key, the
application can detect it. If an information message in the message
area applies only to the currently visible part of the work area, the
application could remove the message when it scrolls the panel.
However, if the message applies to the work area in general, the
application could leave the message in the message area as an aid to
users as they scroll from one portion of the work area to another.

As another example, consider a warning message during the users'
sign-on sequence that notifies users that their passwords will expire
in ten days. The application could leave the message displayed during
the entire sign-on process as a reminder. Or, the application could
remove the message when users take a detectable action, on the
assumption that a ten-day warning is not urgent enough to be
persistent.

- Remove an action message only when the application detects that users
have corrected the condition that caused the message to be displayed.

Follow these rules for removal of message pop-ups:

When users press the Enter key or request the Cancel action in a
message pop-up, remove the pop-up if it contains an information
message or a warning or action message that does not allow input to
the message pop-up.

If users try to continue the application without correcting the
condition that caused an action message to be displayed, re-display
the message until the condition is corrected.

- Remove a warning or action message that allows input to the message

pop-up when users request the Cancel action or supply any required
input and press the Enter key.
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3.11.4 Audible Feedback

On terminals capable of sounding a beep, a beep should accompany warning

and action messages, unless users have turned off the beep.

You must allow users to turn on and off the beep that accompanies warning
and action messages.

Try to avoid letting users encounter situations in which so many warning

and action messages occur that the beeps become annoying.
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3.11.5 Guidelines for Creating Messages

The usability of your applications depends to a large degree on how well
users understand and respond to its messages. Consider these guidelines

for creating usable messages:

J Provide help for messages in pop-ups, as you would provide it for

other panels.
If you provide in a manual additional help for messages, you may
include an alphanumeric identifier in the online message, to help

users locate the information in the manual.

| In messages that indicate an error, tell users what is wrong and how
to fix the problem.

| Write messages and prompts in concise, complete sentences. Use short,
simple words and the active voice. Avoid jargon, abbreviations, and

acronyms.

J Write messages in sentence-style capitalization. Use uppercase only

for acronyms and for commands and macros whose syntax requires it.

| Use the same terminology in all messages.

J Emphasize any names defined by the system or supplied by users that
subsequently appear in message text. For example,

You have selected the "Reviews" file.

| Issue an information message to tell users that an action has been
completed if there is no other visible indication. For example,

Search complete. String "443-X" not found.

3 Issue an information message to tell users that extended processing is
delaying a system response, if there is no other visible indication.
For example:

Please wait.

3 When an action will take a long time, issue an information message to
tell users that the action is partially complete. If possible, tell
them how much has been done and what is still left to do. For
example,

17 orders processed. 2 orders await processing.

J If necessary, tell users what action to take to complete the request.

For example,
Type in your authorization code and press Enter to continue.

J Avoid using Yes and No choices when asking users to confirm an action.
Users might misinterpret what the message is asking. Use short
phrases that describe the actions available. For example,

Choose one.
1. Save and exit
2. Exit without saving
is explicit. While
Do you want to exit without saving?

1. Yes
2. No
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requires users to read the message carefully to interpret its meaning.
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3.11.6 Message Pop-up Examples

PICTURE 131

Figure 131.

PICTURE 132

Figure 132.

f29bdg00.boo

Application Nome

"DIARY" minidisk is 90% full.
Consider erasing some files.

Press Enter to continue processing.

Fl=Help  F12=Cancel

Warning Message that May Require User Action. This warning
message alerts users to a condition that is not necessarily an
error and may not require immediate attention. The message is
put in a pop-up to make sure that users see it. The last line
of the message explains what users do to continue. A beep

sounds when this message appears.

Applicotion Name
The updated file has not been saved.

1. Save ond exit
2. Exit without saving

Fl=Help  F12=Cancel

Warning Message. This message contains a selection field that
allows users to confirm their intentions when a significant
amount of information or time might be lost. The choices are
ordered with the less damaging choice listed first, so it can

be the default choice. The Cancel action removes the message
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and returns the dialog to the underlying panel. A beep sounds

when this message appears.

Application Name
File "MEDICAL2" is read only.
Type another name, then press Enter.

File name . . . +

Fi1=Help  F4=Prompt F12=Cancel

PICTURE 133

Figure 133. Action Message with Entry Field. This message asks users to
type more information. A beep sounds when it appears. Prompt

is available for the entry field.
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3.12 Chapter 17. Copyright Information

If your application is protected by a copyright, you should indicate that
it is protected the first time users start your application. The Common

User Access recommends one of the following techniques:

1 Write the copyright notice to the message area of the first panel
displayed. Remove the copyright notice when users take an action that
the application can detect, such as pressing the Enter key or a

function key.

a Provide the copyright notice as protected text in the initial panel of
your application.

Medical Insurance Pockage
Select ene of the following. Then press Enter.
11 Potient infarmation
2. Diagnestic descriptions

3. Medical procedures
4. [nsuronce compory information

Dote . . ¢ BA12/89

(C) Copyright IBM Corp.., 19xx. 1%, All rights reserved.
Commond ===>

Fl-Help  F3-Exit F9-Retrieve F1Z-Cance

Figure 134. Panel with© Copyright Notice in the Message Area

If your application uses action bars, use the About... choice on the help
pull-down to provide a pop-up that contains the following information

about your application:

The name and version of the application
The application serial number, if any
The copyright notice of your company

Iy |

The copyright notice of another company, if required

The Cancel action in the function key area so users can remove the
pop-up.

For details about the format of the help pull-down, see -
pplication Panels" in topi 10
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PICTURE 135

Figure 135.

f29bdg00.boo

File Edit

View

Options  Help

Patient nome .

Status . . L.

Type of order

Cofrnane ====
Fl-Help

Type patient pame ond select cne from each group.

F3-Exit

F4

Fatient Services Updote

Tren select on action.

Apout
£ E o w saaaa
4 + # -+
EX - ES
e x I
+ - + LSS

AYE Madical Services
Yersion 1
Serial Mumber 999999
Copwright XYZ Do, 1988, 1989, Al rights reserved.

F12 =Cancel

About Pop-Up.

This pop-up shows the copyright and ownership

information for a hypothetical application called XYZ Medical

Services.
About. ..

This pop-up is displayed when users select the
choice in the Help pull-down.
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APPENDIX1 Part 4. Appendixes

APPENDIX1.1 Appendix A Key Assignments

APPENDIX1.2 Appendix B. Color and Emphasis Table

APPENDIX1.3 Appendix C. Designing an Object-Action Oriented Application
APPENDIX1.4 Appendix D

APPENDIX1 .5 Appendix E

Recommended Readings
Translated Terms
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APPENDIX1.1 Appendix A. Key Assignments

You must assign keys to functions in your application using the rules and
specifications in this appendix. The key assignments apply to the IBM*
Enhanced Keyboard. See appropriate product documentation for key
assignments for other keyboards, such as the IBM* Modifiable Keyboard.

This appendix also contains key assignments for personal computers
emulating AS/400* and System/370* keyboards.

APPENDIX1.1.1 Rules and Guidelines for Assigning Keys

APPENDIX1.1.2 Key Assignment Tables
APPENDIX1.1.3 Keyboards Outside the United States

APPENDTX1.1.4 Emulator Key Mapping
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APPENDIX1.1.1 Rules and Guidelines for Assigning Keys

The following is a list of general rules and guidelines to help you assign
keys:

1 Applications may use any keys not assigned by the Common User Access,
including unshifted keys, and the Shift+key and Alt+key combinations,
if the programmable workstation or nonprogrammable terminal allows
applications to access these keys.

Avoid using any keys assigned by the operating system under which your
application will run.

a If your application is going to be used in a country other than the
United States, do not assign functions to the alternate state
(Alt+key) of the alphanumeric keys. Users, however, may assign
functions to these keys, if you allow them to.

] Use the Alt and Shift keys with other keys to change the meaning of
the keys. The Alt and Shift keys are not meant to be used
individually.

J Do not reassign keys or make duplicate key assignments for the keys
listed in this appendix, except as noted in the following tables.

J If a function assigned to a function key is common to several
applications, try to assign the function to the same function key in
all applications.

3 If users press a key that has no assigned function in the current
panel, nothing happens. A message may be issued indicating that an
unassigned key was pressed.

CUA includes support for keyboards with only 12 function keys, promoting
consistency with keyboards that have 24 keys.

The mapping of the 12-key configuration is based on the following:

a Assignment of F2 for the mapping function. Pressing F2 remaps the
function key area to the set of actions described in this appendix.
Pressing F2 again returns the function key area to its initial set of
actions or selects another configuration, as determined by the
application.

| Assignment of the same function key for important actions in the
function key area for both 12- and 24-key keyboards. Those actions
are Help, Set 1/Set 2, Exit, Switch to action bar, and Cancel.

J Some actions are assigned different function keys in the 12-key and
24-key keyboards. They are Left, Right, Mark, Unmark, and Undo.
Table 5 in topic APPENDIX]1.1 1 and Table 6 in topic APPENDIX1.1.4.1

reflect this difference in the second and third columns by following
the 12-key assignments and key numbers with a slash and the 24-key
assignments. For example, in the column Key Engravings and
Combinations, the key assignments for Left are F7/F19, where F7 is the
assignment for the 12-key keyboard and F19 is the assignment for the
24-key keyboard. Similarly, in the Key Numbers column, the key
numbers for Left are 118/44,57+118, where 118 is the key number for
the 12-key keyboard and 44,57+118 is the number for the 24-key
keyboard.

Following are some notes of caution:
3 Too many sets of function keys can be confusing to users. It is

unlikely that entry model users will require alternate sets of
function keys.
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An action must always be assigned to the same function key, whether
the action is in the function key area or is an accelerator in a
pull-down.

If the Set 1/Set 2 actions are supported, the function key area will

always be displayed. The Display keys action, therefore, is not
required.
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APPENDIX1.1.2 Key Assignment Tables

The tables in this section tell you what function to assign to what key or
combination of keys. They list the functions and key assignments for the
IBM* Enhanced Keyboard. Each key has a corresponding number on the
keyboard layout so you can locate it. Look up the numbers you find in the
table on the keyboard layout in Eigure 136 in topic APPENDIXI1.1 1.

APPENDIX1.1.2.1 How to Use the Key Assignment Tables
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APPENDIX1.1.2.1 How to Use the Key Assignment Tables

Your application must adhere to the key assignments in the following
tables if your application supports the functions listed.

Fl, F3, and F12 are reserved by CUA and cannot be used for
application-defined actions, even if the application panel does not
support the CUA common actions assigned to these keys. Any function key
other than Fl1, F3, or F12 is conditional and may be used for any
application-defined action, if the application panel does not support the
CUA common action assigned to that key. For example, if an application
panel does not support Refresh, the application may assign F5 to an
application-defined action.

In looking up key assignments in the key assignment tables, remember these
few things:

J A comma between numbers means two keys perform the same function. For
example, the two Shift keys on the IBM* Enhanced Keyboard are numbered
44 and 57 on the keyboard layout table. Key combinations that include
the Shift key are listed as 44, 57 and are followed by a plus sign (+)
and a number.

| The plus sign (+) designates combinations of two keys that must be
pressed at the same time. For example, the Backtab function is
performed by pressing the Shift key and the Backtab (|<--) key, so the
number sequence for the Backtab function is 44,57+16, meaning that
users press either Shift key (44 or 57) and the Backtab (|<--) key.

3 In the column Key Engravings and Combinations, the words in
parentheses are the names of keys, not their engravings. These names
are included for keys whose engravings are symbols, such as the arrow
keys.

a The dashes (--) mean the function is not available or is not assigned
by CUA.

| The key engravings and combinations are those on the United States
layout of the IBM* Enhanced Keyboard, as shown in Figure 136.

Table 5. Key Assignments for IBM* Enhanced

| |
| Keyboard

| |
| Function | Key | Key |
| | Engravings | Numbers

| | and | |
| | Combinations |

| | | |
| Backspace | |

| AS/400 | <-- Backspace | 15

| System/370 | <-- Backspace | 15

| | | |
| Backtab | | |
| AS/400 | Shift+|<-- | 44,57+16

| System/370 | Shift+|<-- | 44,57+16 |
| | | |
| Backward | | |
I (F-key I I I
| conditional) | Page Up | 85

| AS/400 | F7 | 118 |
| System/370 | |

| | | |
| Cancel (F-key | |

| reserved) | Fl12 | 123 |
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| AS/400 | F12 | 123
| System/370 | |
| | |
| Command | |
I (F-key I I
| conditional) | F9 | 120
| AS/400 | F9 | 120
| System/370 | |
| | |
| Delete (character) | |
| AS/400 | Delete | 76
| System/370 | Delete | 76
| | |
| Display keys | |
| (F-key | |
| conditional) | F2 | 113
| AS/400 | F2 | 113
| System/370 | |
| | |
| Down arrow | |
| AS/400 |

(Down | 84 |
| System/370 | arrow) | 84
| |

(Down | |
| | arrow) |
| | |
| Enter | |
| AS/400 | Enter | 64, 108
| System/370 | Enter | 64
| | |
| Erase to end of | |
| field | -= | -=
| AS/400 | Erase EOF | 81
| System/370 | |
| | |
| Exit (F-key | |
| reserved) | F3 | 114
| AS/400 | F3 | 114
| System/370 | |
| | |
| First field on | |
| screen | -- I ==
| AS/400 | Home | 80
| System/370 | |
| | |
| Forward | |
I (F-key I I
| conditional) | Page Down | 86
| AS/400 | F8 | 119
| System/370 | |
| | |
| Help (F-key | See Note in |
| reserved) | fopi PPENDIX|.112.1
| AS/400 | F1 | 125
| | Help | 112
| System/370 | F1 |
| | |
| Extended help | | 113
| AS/400 | F2 | 113
| System/370 | F2 |
| | |
| Help index | | 122
| AS/400 | F11 | 122
| System/370 | F11 |
| | |
|  Keys help | | 120
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AS/400 | F9 | 120 |

System/370 | F9 | |

| | |

Tutorial | | 116 |

AS/400 | F5 | 116 |

System/370 | F5 | |

| | |

Help for Help | | |

(F-key reserved) | | 112 |

AS/400 | F1 | 112 |

System/370 | F1 | |

| | |

Insert | | |

AS/400 | Insert | 75 |

System/370 | Insert | 75 |

| | |

Left | | |

(F-key | | |
conditional) | F7/F19 | 118/44,57+1|8
AS/400 | F7/F19 | 118/44,57+118

System/370 | | |

| | |

Left arrow | | |

AS/400 | < (Left | 79 |

System/370 | arrow) | 79 |

| < (Left | |

| arrow) | |

| | |

Mark | | |

(F-key | | |
conditional) | F4/F16 | 115/44,57+1|5
AS/400 | F4/F16 | 115/44,57+115

System/370 | | |

| | |

New line | | |

AS/400 | <=" | 43 |

System/370 | <-' New Line | 43 |

| | |

Prompt | | |

(F-key | | |

conditional) | F4 | 115 |

AS/400 | F4 | 115 |

System/370 | | |

| | |

Refresh | | |

(F-key | | |

conditional) | F5 | 116 |

AS/400 | F5 | 116 |

System/370 | | |

| | |

Retrieve (command | | |

area) | | |

(F-key | F9 | 120 |

conditional) | F9 | 120 |

AS/400 | | |

System/370 | | |

| | |

Right | | |

(F-key | | |
conditional) | F8/F20 | 119/44,57+119
AS/400 | F8/F20 | 119/44,57+119

System/370 | | |

| | |

Right arrow | | |

AS/400 | > (Right | 89 |

System/370 | arrow) | 89 |

| > (Right | |

f29bdg00.boo
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arrow)

Set 1/Set 2

arrow)

| | |

| | |

| | |

| (F-key | |

| conditional) | F2 | 113

| AS/400 | F2 | 113 |
| System/370 | |

| | |

| Switch to action | |

| bar | |

| (F-key | F10 | 121

| conditional) | F10 | 121

| AS/400 | | |
| System/370 | |

| | |

| Tab | |

| AS/400 | -=>|Tab | 16, 106

| System/370 | —=>|Tab | 16

| | |

| Undo | |

| (F-key | |

| conditional) | F11/F23 | 122/44,57+1|2
| AS/400 | F11/F23 | 122/44,57+1|2
| System/370 | |

| | |

| Unmark | |

| (F-key | |

| conditional) | F5/F17 | 116/44,57+116
| AS/400 | F5/F17 | 116/44,57+116
| System/370 | |

| | |

| Up arrow | |

| AS/400 | ~ (Up arrow) | 83

| System/370 | ~ (Up arrow) | 83

| | |

| Word left | |

| AS/400 | -- | - |
| System/370 | Alt+< (Left | 60,62+79

| | arrow) | |
| | |

| Word right | |

| AS/400 [ I == |
| System/370 | Alt+> (Right | 60,62+89 |
| | |

| | |

Note: Except for F1, you may assign the keys defined for help panels to
other functions in panels not used for help.
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On personal

United States Layout.

IBM* Enhanced Keyboard,

Figure 136.

key numbers 106 and 107 are combined into

computer keyboards,

key number 106.

one key,
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APPENDIX1.1.3 Keyboards Outside the United States

The IBM* Enhanced Keyboard has different key layouts outside the United
States to accommodate double-byte character-set characters, right-to-left
languages, and other national language differences.___Figure 137 shows the
base layout of the IBM* Enhanced keyboard.

A [EEEH)

]
[Z]
[H]

L= = [[=][m][<

B

PICTURE 137
Figure 137. IBM* Enhanced Keyboard, Base Layout
The differences for the United States keyboard and the two keyboards used
outside the United States are as follows:
| United States Keyboard

- Key numbers 14 and 15 combine to make a wide-key 15.

- Key numbers 42 and 43 combine to make a wide-key 43.

- Key numbers 44 and 45 combine to make a wide-key 44.

- Key numbers 56 and 57 combine to make a wide-key 57.

- Key numbers 131, 61, 132, and 133 combine to make the bar-key 61.
3 Japan Keyboard

- Key numbers 29 and 43 combine to make a dog-leg-shaped key 43.

- Key numbers 44 and 45 combine to make a wide-key 44.

- When Phonetic-to-Kanji conversion is not supported, key numbers

131, 61, 132, and 133 combine to make the bar-key 61.
3 Other Country Keyboard
- Key numbers 14 and 15 combine to make a wide-key 15.

- Key numbers 29 and 43 combine to make a dog-leg-shaped key 43.
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- Key numbers 56 and 57 combine to make a wide-key 57.

- Key numbers 131, 61, 132, and 133 combine to make the bar-key 61.

APPENDIX1.1.3.1 Character Key Differences

f29bdg00.boo Page 2



APPENDIX1.1.3.1 Character Key Differences

Because CUA assigns functions to many function keys, you should be aware
of some important differences in key layout when you design an application
for character entry. The following table lists those keys for the United
States keyboard, the Japan keyboard, and the keyboard used in other
countries.

Character Entry Keys Number

United States 1 to 57 excluding 14, 15, 16
30, 42-45, 56-61.

Plus the shifted state (keys
44,57+key) and the Alt state

(keys 60,62+key) of these keys.

Japan 1 to 57 excluding 1, 15, 16, 29
30, 43, 44, 45, 57, 58, 60, 61.
Plus the shifted state (keys
44,57+key) and the Alt state

(key 62+key) of these keys.

Other countries 1 to 57 excluding 14, 15, 16
29, 30, 43, 44, 56-61.

Plus the shifted state (keys
44,57+key) and the Alt state

(keys 60,62+key) of these keys.
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APPENDIX1.1.4 Emulator Key Mapping

This section contains tables listing key assignments for Common User
Access functions when a personal computer emulator is used to access

AS/400* and System/370* keyboard functions.

APPENDIX1.1.4.1 Support of AS/400* and System/370*
APPENDIX1.1.4.2 Personal Computer Key Assignments for Terminal Functions
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APPENDIX1.1.4.1 Support of AS/400* and System/370*

Table 6. Key Assignments for Personal Computers
Emulating AS/400* and System/370%*

Keyboards

Function

Key
Engravings
and
Combinations

Backspace
AS/400 emulator
System/370

emulator

Backspace

Backspace

15

|
|
|
|
|
|
|
|
|
|
|
15 |
|
|

Backtab
AS/400 emulator
System/370
emulator

Shift+|<--
Shift+|<--

|
Shift+44,57]16
Shift+44,57(16

Backward

(F-key

conditional)
AS/400 emulator
System/370

emulator

Page Up
F7

85
118

Beginning of data
AS/400 emulator
System/370

emulator

Beginning of field
AS/400 emulator
System/370

emulator

Beginning of line
AS/400 emulator
System/370

emulator

Cancel (F-key
reserved)
AS/400 emulator
System/370
emulator

Fl2
Fl12

123
123

Command

(F-key

conditional)
AS/400 emulator
System/370

emulator

F9
F9

120
120

Delete (character)
AS/400 emulator
System/370

emulator

Delete
Delete

76
76

Display keys

(F-key

conditional)
AS/400 emulator
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System/370
emulator

Down arrow
AS/400 emulator
(Down | 84
| System/370
| emulator
(Down |

arrow)

arrow)

84

End of data
AS/400 emulator
System/370

emulator

End of field
AS/400 emulator
System/370

emulator

End of line
AS/400 emulator
System/370

emulator

End

81

Enter
AS/400 emulator
System/370
emulator

<-' Enter
<-' Enter

43
43

Erase to end of
field
AS/400 emulator
System/370
emulator

End

81

Exit (F-key

AS/400 emulator
System/370
emulator

F3
F3

114
114

First field on
screen
AS/400 emulator
System/370
emulator

Home

80

Forward

(F-key

conditional)
AS/400 emulator
System/370

emulator

Page Down
F8

86
119

Help (F-key
reserved)
AS/400 emulator

System/370
emulator

Extended help
AS/400 emulator
System/370

|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
| reserved)
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
| emulator
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Fl
Scroll Lock
Fl

F2
F2

Fl1

112
125
112

113
113

122
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Help index
AS/400 emulator
System/370

emulator

Keys help
AS/400 emulator
System/370
emulator

Tutorial
AS/400 emulator
System/370
emulator

Help for help
(F-key reserved)
AS/400 emulator
System/370
emulator

Fl1

F9
F9

F5
F5

Fl
Fl

122

120
120

116
116

112
112

Insert
AS/400 emulator
System/370
emulator

Insert
Insert

75
75

Insert/replace
toggle
AS/400 emulator
System/370
emulator

Insert

75

Left

(F-key

conditional)
AS/400 emulator
System/370

emulator

Shift+F7
Shift+F7

44,57+118
44,57+118

Left arrow
AS/400 emulator
System/370

emulator

< (Left
arrow)
< (Left
arrow)

79
79

Mark

(F-key

conditional)
AS/400 emulator
System/370

emulator

Shift+F4
Shift+F4

44,57+115
44,57+115

New line
AS/400 emulator
System/370
emulator

Shift+<-'Enter|
Shift+<-'Enter|

44,57+43
44,57+43

Prompt

(F-key

conditional)
AS/400 emulator
System/370

emulator

F4
F4

115
115

Refresh
(F-key
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conditional)
AS/400 emulator
System/370
emulator

F5
F5

116
116

Retrieve (command

area)

(F-key

conditional)
AS/400 emulator
System/370

emulator

F9
F9

120
120

Right

(F-key

conditional)
AS/400 emulator
System/370

emulator

Shift+F8
Shift+F8

44,57+119
44,57+119

Right arrow
AS/400 emulator
System/370

emulator

> (Right
arrow)
> (Right
arrow)

89
89

Switch to action

bar

(F-key

conditional)
AS/400 emulator
System/370

emulator

F10
F10

121
121

Tab
AS/400 emulator

System/370
emulator

-->|Tab
Shift+-->|Tab
-—>|Tab

16
44,57+106
16

Undo

(F-key

conditional)
AS/400 emulator
System/370

emulator

Shift+F11
Shift+F11

44,57+122
44,57+122

Unmark

(F-key

conditional)
AS/400 emulator
System/370

emulator

Shift+F5
Shift+F5

44,57+116
44,57+116

Up arrow
AS/400 emulator
System/370
emulator

(Up arrow)

~

(Up arrow)

83
83

Word left
AS/400 emulator
System/370
emulator

Alt+< (Left

arrow)

60,62+79

Word right
AS/400 emulator
System/370
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APPENDIX1.1.4.2 Personal Computer Key Assignments for Terminal Functions

Table 7. Personal Computer Key Assignments for

Terminal Functions

| |
| |
| |
| Function | Key | Key |
| | Engravings | Numbers |
I | and I I
| | Combinations | |
| | | |
| Attention | | |
| AS/400 emulator | Esc | 110 |
| System/370 | Esc | 110 |
| emulator | | |
| | | |
| Clear | | |
| AS/400 emulator | Pause | 126 |
| System/370 | Pause | 126 |
| emulator | | |
| | | |
| Command mode | | |
| (text) | Alt | 60 |
| AS/400 emulator | Alt | 62 |
| I == I == |
| System/370 | | |
| emulator | | |
| | | |
| Duplicate | | |
| AS/400 emulator | Shift+Insert | 44,57+75 |
| System/370 | Shift+Insert | 44,57+75 |
| emulator | | |
| | | |
| Enter (additional) | | |
| AS/400 emulator | Enter | 108 |
| System/370 | Enter | 108 |
| emulator | | |
| | | |
| Erase input | | |
| AS/400 emulator | Alt+End | 60,62+81 |
| System/370 | Alt+End | 60,62+81 |
| emulator | | |
| | | |
| Fast left arrow | | |
| AS/400 emulator | Alt+< (Left | 60,62+79 |
| System/370 | arrow) | 60,62+79 |
| emulator | Alt+< (Left | |
| | arrow) | |
| | | |
| Fast right arrow | | |
| AS/400 emulator | Alt+> (Right | 60,62+89 |
| System/370 | arrow) | 60,62+89 |
| emulator | Alt+> (Right | |
| | arrow) | |
| | | |
| Field exit | | |
| AS/400 emulator | Ctrl | 64 |
| System/370 | -- | -- |
| emulator | | |
| | | |
| Field mark | | |
| AS/400 emulator | -- | -= |
| System/370 | Shift+Home | 44,57+80 |
| emulator | | |
| | | |
| | | |

Field- (Minus)
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AS/400 emulator 105
System/370

emulator

- (Minus)

Field+ (Plus)
AS/400 emulator
System/370

emulator

+ (Plus) 106

Hex
AS/400 emulator
System/370
emulator

Alt+F7 60,62+118

NumLock
AS/400 emulator
System/370
emulator

90
44,57+90

NumLock
Shift+NumLock

Print screen
(Personal
Computer)
AS/400 emulator
System/370
emulator

Print Screen 124

Print screen
(AS/400 &
System/370)
AS/400 emulator
System/370
emulator

Shift+Print
Screen

44,57+124

Reset
AS/400 emulator
System/370
emulator

Ctrl
Ctrl

58
58

SysReq
AS/400 emulator
System/370
emulator

60,62+124
60,62+124

SysReq
SysReq

|

|

|

|

|

| |
| |
| |
| |
| |
| |
| |
| |
| |
| |
| |
| |
| |
| |
| |
| |

Print Screen | 124

| |
| |
| |
| |
| |
| |
| |
| |
| |
| |
| |
| |
| |
| |
| |
| |
| |
| |
| |
| |
| |
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APPENDIX1.2 Appendix B. Color and Emphasis Table

The following table lists the default colors and emphasis techniques you
should assign to the specified panel elements. However, users should be
allowed to change the color and selection emphasis for each element listed
in the table.

Distributed applications that run on both AS/400* and System/370* may use
the same color palette. AS/400* applications written to use a 3270
terminal may use either the As/400* or the System/370* color palette.
However, using the System/370* color palette on AS/400* hardware is not
recommended.

This table is only for nonprogrammable terminals. You can find the black
and white palette colors for the programmable workstation Entry model in
the Programming Reference: Presentation Manager in the IBM Operating

System/2 Version 1.2 Programming Tools and Information, 6280212.

APPENDIX1.2.1 Colors and Emphasis for Nonprogrammable Terminals
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APPENDIX1.2.1 Colors and Emphasis for Nonprogrammable Terminals

Table 8. Colors and Emphasis for Nonprogrammable Terminals

|

|

| | System/370 | | AS/400 |

| | Dark | System/370 | Dark | AS/400

| Panel Element | Palette | Monochrome | Palette | Monochrome

| | | | | |
| Background | Dark | Dark | Dark | Dark

| (Screen) | | | |

| | | | | |
| Action Bar and | | | |

| Pull-Downs | | | |

| Action bar | White | High | White | High

| Un-selected | Yellow | Low | Green | Low

| choices | Blue | Low | Blue | Low

| Selected | | | |

| choices | Blue | Low | Blue | Low

| Separator | White | Low | White | Low

| line | Blue | Low and | Blue | Low and

| Pull-down | | * over 1lst | | * over

| Border | | character | | 1lst

| Available | | | | character |
| choices | | | |

| Unavailable | | | |

| choices | | | |

| | | | | |
| Selected Emphasis | Yellow | High | Green | High

| | | | | |
| Work Area | | | |

| Elements | Blue | Low | Blue | Low

| Panel ID | Blue | Low | Blue | Low

| Panel title | Green | Low | Green | Low

| Instruction | Blue | High | Blue | High

| Column heading | Blue | High | Blue | High

| Group heading | Green | Low | Green | Low

| Field prompt | | | |

| Protected text | Green | Low | Green | Low

| Normal text | Turquoise | Low | Green | Low

| Variable | Turquoise | High | White | High

| output | | | |

| information | | | |

| Emphasized text | White | Low | White | Low

| | Blue | Low and | Blue | Low and

| Selection | | * over 1lst | | * over 1lst

| Fields | | character | | character

| Available | | | |

| choices | | | |

| Unavailable | White | Low | White | Low

| choices | | | |

| | | | | |
| | Turquoise | Low | Green | Low

| | Turquoise | Low | Blue | Low

| Selection Lists | | | |

| Available | | | |

| choices | White | Low | White | Low

| | Green | Low | Green | Low

| Choice entry | Turquoise | Low | Green | Low

| field | Turquoise | Low | Blue | Low

| Normal input | Green | Low | Green | Low

| Underscore | | | |

| | | | | |
| Action lists | Turquoise | Low | Green | Low

| List items | Turquoise | Low | Blue | Low

| List item | White | High | White | High
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descriptions
Action entry
field
Underscore
Action codes
and values

Entry fields
Normal input
Underscore
Emphasized
input
Underscore
Descriptive
text
Prompt
indicator (+)

Blue
Green

Green

Panel Area Blank line

Separator

Blank line

Blank line

Scrolling
Information High
More: and High
arrows

More..., Bottom

Items x of...

White
White
Blue

Pop-up Window
Border

Blue

Function Key Area

Low

Function keys

Blue

multiple choices|

Cursor for single |nDepends on device type and cursor location

Messages | | |
Information | | |
Text | White | High | White | High
Border (if | White | High | White | High
pop-up) I I | I
| | |
Warning | Yellow | High | White | High
Text | Yellow | High | White | High
Border (if | | |
pop-up) | | | |
| Red | High | White | High
Action | Red | High | White | High
Text | | | |
Border (if | | |
pop-up) | | | |
| | |
Error Emphasis | Black on | Reverse | Reverse | Reverse
| yellow | video | video | video
| | |
f29bdg00.boo Page 2



APPENDIX1.3 Appendix C. Designing an Object-Action Oriented Application

The application in ample Text Subset Application"™ in topic 2.5.5 shows
several aspects of object-action design in an application, but it cannot
show everything. Therefore, some general guidelines and suggestions for
designing object-action applications are offered here. Remember that the
object-action design approach must be used for text subset applications
and also can be used effectively in many entry model applications.

You must think about your application the way users would think about it.
This might mean a reorientation of your user interface design instincts.

Traditional nonprogrammable terminal applications have used an
action-object design, frequently using a hierarchy of menus or actions
that implied an object or eventually led to selection of an object. To
transform an action-object application into an object-action application
usually requires a complete re-design of the interface, which might
require a significant re-design of the application. CUA recommends that
each new application be designed from the beginning to be object-action

oriented.

Determine if users would benefit from the re-design of your application.
Action-object might be a satisfactory approach for many traditional
applications that have a limited number of actions. When you design a
simple interface with only one or a limited number of actions, see
Chapter 4, " Entry Model" in topic 6 for additional considerations.

This appendix guides you through the initial steps of design to determine

the objects and actions that your application will support and to help you
determine the appropriate design approach, object-action or action-object.
If you conclude that object-action is the better approach, see Chapter 3,

"Text Subset of the Graphical Model" in topi 5 for additional

considerations.

This appendix contains some information about task analysis and usability
testing. You can find references to additional information in Appendix D,

"Recommended Readings" in topi PPENDIX1.4. A task analysis will help

you identify typical user tasks. This will help you determine whether
action-object or object-action is the better design approach for your
application. Refer to "Understanding Users and Their Tasks" in

Appendix D, "Recommended Readings"™ in topic APPENDIX1.4. That appendix

also contains references about usability testing to help you validate the
degree of usability in your application.

APPENDIX1.3.1 Objects

APPENDIX]1.3.2 Actions
APPENDIX1.3.3 Testing
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APPENDIX1.3.1 Objects

1. Determine the objects your users will work with and the sub-objects of
those objects.

It is essential that you question and observe potential users of your
application to determine their perceptions of what they want to do
with the application and how they expect to do it. As you make a list
of the objects, use object names that users can identify with easily.
Note the intended contents of each object.

In the sample text subset application, the user (the department
manager) needs to see and act upon the following kinds of objects:
calendar, phone directory, personnel data, budget, and pending items.
These objects are shown in Figure 24 in topic 2.5.5.

2. Examine the list of objects you just created to determine if users
really need to see all of them to accomplish their tasks. Eliminate
any objects that do not have to be visible to users. These are
internal objects that can be implicit. For example, a directory
record is an internal object that describes the location of the
sub-objects that are used.

3. DRAnalyze the list of objects you created to determine which objects
users will work with and which objects are their sub-objects.

In the sample text subset application, the object is the personnel
data record of each employee in the department. This object is
represented by the employee names in the Open dialog pop-up in
Figure 26 in topic 5.5. The sub-objects are personal data,

salary/performance, and awards. These sub-objects may be composed of
other sub-objects, some of which are common to all objects. An
example of such a sub-object in the sample text subset application is
the employee name.

The object is presented in the work area of a panel in the primary
window, so users can modify it. This supports the principle of
placing users in control, by making the interface visual.

4. Find a good physical model on which to base your application.

The metaphor for the sample text subset application is the paper forms
that the users are familiar with. When it is possible to define
objects that your users will manipulate based on a model that they are
already familiar with, you will make learning and using your
application much simpler. Such a model is called a metaphor. Using
metaphors is a technique that supports the principle of having users
develop a conceptual model of the interface. The metaphor for the
sample text subset application could be called an employee's personnel
records metaphor.

Note that basing the externals of your application on a metaphor is
helpful only to the extent that there are parallels you can reinforce
between what your application does and what happens in the metaphor
you choose. When there is a close analogy and when users are familiar
with the metaphor, users should learn and use your application more
quickly.

5. Look at the bottom level of the objects you have organized. Ask
yourself again if those really are helpful for users, or if they are
internal objects.

If you think they might be only internal, they probably are, so hide
them from the users, if you can. If, as a result of higher-level
actions, the actions that apply to these objects are implicit (or can
and should be), the objects are probably internal objects.
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6. Determine the best way to display the relationships among the objects
so users can envision, select, and act on them.

It might make sense to present just the different object types at the
higher levels, rather than all the individual objects. This allows
users to select first the type of objects they will be working with.
For example, in the sample text subset application, the Open dialog
pop-up in Figure 26 in topic 5.5 1lists the employee names, rather

than each available piece of the employees' personnel data (personal
data, salary/performance records, and awards). Grouping objects into
types might make sense also if there are a very large number of
individual objects.

7. Determine the order for presenting objects.

Consider the various ways to present the objects to users.

More than one criterion might exist by which users will want to
determine the order that the objects are displayed in. If that is
true for your application, one of the actions you should support is
the ability for users to specify the arrangement criteria.

After you have identified the objects in your application and their
relationships with each other, and you have listed the contents of each
object, identify potential users and conduct a paper test of the objects.
If those users understand well the scope and intent of your application
and understand the proposed contents of each object, you may proceed to
refine the actions you have been considering for the objects.
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APPENDIX1.3.2 Actions

The following steps are offered to help you determine the actions your
application must support for its objects, the action bar categories and
pull-down choices you will need for a text subset application, and the
application commands, if you will provide a command interface to the
actions. If you are designing an entry model application, you do not have
to consider how to group actions and options in action bar categories and
pull-downs, but you still need to follow the other considerations in this
appendix. You will be repeating steps 2 through 7 for each object type
you have defined.

1. Consider the top level of objects that your application will manage.

Determine the categories of actions you want available for those whole
objects when they are initially displayed. That is, when your
application is started and it presents the set of objects it manages,
determine the actions that can be applied to the entire object, rather
than to the sub-objects.

Some of these actions might be to create a new object of a particular
type, to print, get information about, or save an object, or to save
an object as another object.

Another action is probably to open the object users have selected--to
display its contents, and, therefore, to allow the finer-level actions
that would be indicated by the action bar that is associated
specifically with the contents of that object.

If it is not already apparent, note the separation implied by this
step. At any level of object hierarchy, the action bar categories,
actions, and options apply to the objects shown, not to sub-objects of
those objects. One of the applicable actions is Open. To work with
the contents of one of the displayed objects, users would select the
object and open it. That changes the focus of the display from the
original objects to the contents of the opened object. At the same
time, the available actions in the action bar and pull-downs become
those that apply to the objects now displayed in the work area.

2. Pick one of the object types you have defined.
Determine the actions you envision users performing on the different

parts of this type of object. Make a list of the actions. For
example, in the File pull-down in Eigure 25 in topic 5.5 of the

sample text subset application, you can see that Open and Print are
the actions that can be performed on an employee's Personnel data
record. In the Manage pull-down in Eigure 30 in topi 5.5, you can

see that three more actions can be performed: Performance review,
Recommend award, and Change salary/title.

When you name the actions:

a. Use verbs, if possible.

b. Use the same verbs for similar actions on different objects, if
possible. The individual object types should convey any subtle
differences.

For example, if your application allows an agent to sign out a
group of cases, a single case, or just an item from a case, such
as a memo or a policy for update, it would be much better to use
the same action name for that sign out function instead of a
different action name for each.

Sign out item Sign out item
Sign out case would be much better than Suspend case
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Sign out group Hold group

As a result, it might seem that the same action can apply to many
of the objects, with just slight differences in how the actions
apply to the individual objects. That is all right. 1In fact, it
is preferable to having actions named differently when, in fact,
they act in a similar way.

To the degree that an object type is similar to another object
type, the set of actions available for each should also be
similar, providing consistency within your application and across
related applications. There may be some differences, of course,
with some objects having more or fewer actions or options that
apply. But where the action, option, or category is similar
between object types, the names used for each should be the same
and the behavior of each should be similar.

If two object types are really different, their available actions
may be different also.

If your application will support a command interface to application
actions, the list you have just created should be the basis of the
list of supported commands. The application commands should be
supported in the same way as the corresponding actions available from
the action bar.

3. Organize into related groups the actions you listed for one of your
object types. These will become the action bar choices when that

object 1is opened.

The objects, actions, and their groupings are obviously very
application-dependent. Only the designer, with the help of the
intended users, human factors and usability personnel, and iterative
testing by potential users, can determine the appropriate items and
their categories.

a. Look for actions that manipulate the object as a whole, such as
Print, Save, and Send. List these actions under the category
File. 1Include Exit; it always must be the last action listed in

this first category.

b. Look for other actions, ones that apply to sub-objects instead of
to the entire object. For example, you might identify various
editing actions. List those actions under the category Edit. You
also might find actions that allow users to select different ways
to look at the objects; list those under the category View. Other
groupings may be for actions that search, analyze or calculate
some or all portions of an object.

c. Look for options that can be selected by users. These probably
include most of the actions you listed that began with Set. Your
instinct might be to show them in an action bar pull-down as Set X
or Set Y, but they are normally shown as just the option name,
such as X or Y, leaving the Set action implicit.

The options you have listed might be numerous and might be better
thought of as separate logical groups of options. If necessary,
consider defining separate categories in the action bar, using the
following guidelines:

[} Look for a group of formats that can be selected for the
object. For example, look for ways to display a column of

numbers, such as with $, commas and decimals.

[l List fonts in a separate group if they are available for
selection.
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O Also, there may be other groups of option collections, such as
document styles or layouts.

Treat all of these kinds of groups as you would the general
options group described above.

Notice that the names of these groups are most logically nouns;
however, the choices in the associated pull-downs are still
actions.

d. If the application supports help, include a Help category, as
described in Chapter 15, "Help" in topi 10.

You now have an initial set of action bar choices and their respective
pull-downs for this one object type, or a set of application commands
for this object type.

4. Review the lists of actions and options you have categorized for this
one object type.

All the actions and options must have value for the users. If some of
them are there because you thought they were nice or if they are there
for your own use, do not include them.

Eliminate extras that users cannot benefit from. Remember that, at
some point, the application becomes less usable because of the number
of actions and options that users must consider. Determining that
point of diminishing returns is very important.

5. Try to discover additional actions or options that might make your
application easier to use.

Try to anticipate options your users might find helpful. Although
these options might not alter the final results produced by your
application, they can greatly enhance the usability of your
application.

For example, users might want to change the format in which objects
are presented. If that is true for your application, allow users to
customize the format. For example, if your application contains
columns, users might like to hide some columns from view or view
columns not currently shown. They might like to add a column to make
notes in, or they might want to control the size of each column.

You can see another example in the sample text subset application in
Figure 28 in topic 5.5, which shows a View pull-down. The View

pull-down gives the department manager several ways to view the list
of department employees. The view can show employees' Personal data,
Salary/Performance, or Awards.

At first, such options might seem like frills, but they might make the
application users more productive. Note that such display options
should be independent of how your application or system internally
stores the related data. The way you organize the data that is to be
displayed to users should be based on how users can best utilize the
data. The way you work internally with data should be based on the
efficiencies or constraints of the internal services used and should
not be imposed on your users.

6. Logically group the categories that you have created.

Do not mix actions and options.

7. Determine a reasonable number of actions or options per category.

You should have at least two actions per category, that is, at least
two choices in an action bar pull-down, but you should not have so
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many that users are confused.

a. If you need fewer categories in the action bar and if the
categories are related, consider combining small categories into
one. You may use a separator in the action bar pull-down to
separate each group of related actions from other groups in a
single pull-down.

b. Consider splitting large categories if there are logical subgroups
within them and if you have room for additional action bar
choices.

You may want to split off additional categories of Set operations
from the options category, as suggested above for formats, fonts,
and styles.

c. Occasionally, it also is desirable to use an item in a pull-down
as a category of related actions. When this is done, selection of
that pull-down action results in the display of a pop-up that
shows a list of the actions users can choose.

The nesting of truly different actions is not encouraged. If
nesting is used at all, it is usually to select a related action
or option that modifies the higher-level action, giving it a
slightly different focus or meaning.

8. Repeat steps 2 through 7 for each of the object types you have
identified.

9. Determine the dialog and prompt list pop-ups you will need.

At this point you should design the dialog and prompt list pop-ups
that are needed to help users complete the actions you have defined.
It is important to remember that dialog pop-ups are an important
vehicle for user input. Although they might be one of the last things
you design, they are important. When you design any
application-unique dialog pop-ups, be sure to follow the rules and
guidelines in Chapter 14, "Pop-Ups" in topi 9.

After you have created the categories of actions and options and have laid
out the dialog and prompt list pop-ups, plan to test your entire proposal,
using potential users.
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APPENDIX1.3.3 Testing

Following are some aspects of your application design that you should
test. For more information about testing, see Appendix D, "Recommended

Readings" in topic APPENDIX1.4.

Initial testing may be done on paper. Once you are satisfied that you
have an acceptable initial design, the subsequent iterations should be
tested using prototype interfaces.

1. Your testing should try to identify the objects and actions your test
users fail to find. There are several possible reasons for this
happening. The object and action names might not have been intuitive.
It also could be that the objects and actions users wanted to use were
ones you had not envisioned. Or they could be there, but are placed
in an unexpected part of the object organization or the pull-down
categories.

2. Identify the objects and actions that the test subjects tried to use
but abandoned because they could not figure out how to use them. For
example, users chose the wrong object or action, chose it at the wrong
time, or selected or used it in the wrong way.

Add or change actions and objects as necessary, but with care.
Remember that the test users have different backgrounds, so you may
hear only from those whose viewpoints differ from what you have
proposed. Those who found your proposed interface acceptable probably
will not make specific comments.

3. Identify actions or objects that were provided but never used by the
test users. This might have been because the test scenarios did not
require them. Or users may have performed a task in some easier or

more obvious way.

Consider whether the unused actions and objects are really necessary
and beneficial. Remember, however, that a short test cannot exercise
all facets of a complex program. Also remember that in most test
environments, most users are novice users. Therefore, unless the test
is very long or unless some of the test subjects participate in many
iterations of the test, they may not have the time or the initial
inclination to exercise many options. Balance the test findings
against longer-term user experience.

Plan to follow these design consideration procedures during several design

iterations and at least once after each test cycle. For each test cycle,
also consider how well your test results meet your acceptance criteria.
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APPENDIX1.4 Appendix D. Recommended Readings

This bibliography lists selected publications that provide technical
information on key principles, examples of user-centered design, and
behaviorally oriented discussions of user interface technology and
techniques. This set of references will help you get started with user

interface design.

APPENDIX].4.]1 Getting Started
APPENDIX1.4.2 Getting More Technical
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APPENDIX1.4.1 Getting Started

Baecker, R. and Buxton, W. (Eds.) Readings in Human-Computer
Interaction: A multi-disciplinary approach. Los Altos, CA: Morgan
Kaufmann Publishers, Inc., 1987.

Brooks, A. P. Introduction to SAA CUA Concepts Applicable to
Mainframe Environments. Technical Report 21.1268-R. Order from: IBM
Corporation; MHV Library Learning Center; Dept. 65PA Mail Station 687;
Kingston, NY 12401.

Heckel, P. The Elements of Friendly Software Design. New York:
Warner Books, 1984.

Norman, D. The Psychology of Everyday Things. Hillsdale, NJ: Basic
Books, Inc., 1988.

Rubenstein, R. and Hersch, H. The human factor: Designing computer
systems for people. Massachusetts: Digital Press, 1984.

Shneiderman, B. Designing the user interface. Massachusetts:
Addison-Wesley Publishing Company, 1987.

If your application is to be used in another country or translated into
another language, the consistency provided by CUA must be reflected in the
national language version of your application. You can ensure this
consistency by designing your interface and application to support other
countries and languages, from the moment you begin your design. Your
application should adhere to this book and to the enabling rules and
guidelines for national language support. In this book, discussions about
where information is located on a panel are for left-to-right languages.

The following books contain the IBM* enabling rules and guidelines for
national language support and implementation information:

National Language Information and Design Guide, Volume 1: Designing
Enabled Products, Rules and Guidelines, SE09-8001

National Language Information and Design Guide, Volume 2:
Left-to-Right Languages and Double-Byte Character Set Languages,
SE09-8002

S/370 DBCS Design Guide, GG18-9095

S/370 DBCS Application Primer, GG18-9059.
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APPENDIX1.4.2 Getting More Technical

These publications delve more deeply into specific topics in

human-computer interaction.

APPENDIX1.4.2.1 User Interface Technology and Techniques
APPENDTX1.4,2.2 User-Centered Design: General Principles
APPENDIX1.4.2.3 User-Centered Design: Case Studies
APPENDIX1.4.2.4 Understanding Users and Their Tasks
APPENDIX1.4.2.5 Human Information Processing
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APPENDIX1.4.2.1 User Interface Technology and Techniques

The references cited in the "Getting Started" section survey many user
interface technologies and techniques. The Baecker and Buxton collection
contains several important papers on user interface techniques. The
references in this section cover key technologies and techniques in more
depth. Note in particular the comprehensive Helander Handbook of
Human-Computer Interaction.

Carroll, J., Smith-Kerker, P., Ford, J., and Mazur, S. "The minimal
manual." Human-Computer Interaction. 3(2), 1987-1988. 123-154.

Doheny-Farina, S. (Ed.) Effective documentation: What we have learned
from research. Cambridge, MA: The MIT Press, 1988.

Foley, J. D.; Wallace, V. L.; and Chan, P. "The human factors of
computer graphics interaction techniques." IEEE Computer Graphics and
Applications, November 1984: 13-48.

Helander, M. (Ed.) Handbook of Human-Computer Interaction.
North-Holland: Elsevier Science Publishers, 1988.

(Very comprehensive collection covering nearly all major areas of
human-computer interaction, including many chapters on specific user
interface technology and techniques, aspects of task analysis,
organizational impact of computer technology, software engineering
tools, cognitive psychology, user-centered design and evaluation
methods. The following list summarizes some chapters dealing with
interface techniques: Billingsley, P. "Taking panes: Issues in the
design of windowing systems." (Chapter 19); Elkerton, J. "On-line
aiding for human-computer interfaces." (Chapter 16); Greenstein, J.
and Arnaut, L. "Input devices." (Chapter 22); Ogden, W. "Using
natural language interfaces." (Chapter 13); Smith, S. "Standards

versus guidelines for designing user interface software." (Chapter
40); Tullis, T. "Screen design." (Chapter 18); Verplank. W. "Graphic
challenges in designing object-oriented user interfaces." (Chapter
17);

Smith, D., Irby, C., Kimball, R. and Verplank, W. "Designing the Star
user interface." Byte. 7(4), April 1983. 242-282.

f29bdg00.boo Page 1



APPENDIX1.4.2.2 User-Centered Design: General Principles

The following references provide an overview of key principles of
user-centered design and usability engineering.

Gould, J. and Lewis, C. "Designing for usability: Key principles and
what designers think." Communications of the ACM. 28(3), 1985,
300-311.

Helander, M. (Ed.) Handbook of Human-Computer Interaction: Gould, J.

"How to design usable systems." (Chapter 35); Whiteside, J., Bennett,
J., and Holtzblatt, K. "Usability engineering: Our experience and
evolution." (Chapter 36).

Rubenstein, R. and Hersch, H. The human factor: Designing computer
systems for people Massachusetts. Digital Press, 1984.

(Cited earlier; in this context see especially chapters 2, 3, 4, and
11.)
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APPENDIX1.4.2.3 User-Centered Design: Case Studies

A sampling of case studies in user-centered design, discussed in more
depth.

Good, M., Whiteside, J., Wixon, D., and Jones, S. "Building a
user-derived interface." Communications of the ACM. 27, 1985.
1032-1043.

Gould, J., Boies, S., Levy, S., Richards, J. and Schoonard, J. "The
1984 Olympic message system: A test of the behavioral principles of
system design." Communications of the ACM. 30(9), September 1987.
758-769.

Percival, L. and Johnson, S. "Network management software usability
test design and implementation." IBM Systems Journal. 25(1), 1986.
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APPENDIX1.4.2.4 Understanding Users and Their Tasks

The following highly selective group of publications discusses users and
task analysis at many levels, from computer interaction tasks to broad
analyses of organizational change resulting from the introduction of
technology. See also the discussions in references cited in the section
"User-Centered Design: General Principles," such as the Helander handbook
or Rubenstein and Hersh, "User-Centered Design: General Principles" in
topic APPENDIX1.4

Blackler, F. and Oborne, D. (Eds.) Information technology and people:
Designing for the future. Leicester, UK: The British Psychological
Society, 1987.

(This collection is wide-ranging, but it can point you to a large
volume of literature outside the USA on task and work analysis.)

Brady, L. "User system analysis." In Human factors in organizational
design and management. Eds. H. Hendrick and O. Brown. North-Holland:
Elsevier Science Publishers, Inc., 1984.

(An example of a paper in a collection of short papers from a
conference on the analysis of work and information technology.)

Bullen, C., Bennett, J., and Carlson, E. "A case study of office
workstation use." IBM Systems Journal. 21(3), 1982.

Carroll, J., Mack, R., and Kellogg, W. "Interface metaphors and user
interface design." Helander handbook, Chapter 3, 67-86.

Carroll, J. and Reitman Olson, J. "Mental models in human-computer
interaction." Helander handbook, Chapter 2, 45-61.

Carroll, J. and Rosson, M. B. "Usability specifications as a tool in
iterative development." In Advances in human-computer interaction.
Ed. H. Hartson. Norwood, NJ: Ablex Publishing, 1985.

(Task analysis from the perspective of setting testable product
objectives.)

Carroll, J. and Rosson, M. B. "The paradox of the active user." In
Interfacing thought: Cognitive aspects of human-computer interaction.
Ed. J. Carroll. Cambridge, MA: MIT Press, 1986.

Egan, D. "Individual differences in human-computer interaction." In
Handbook of Human-Computer Interaction. Ed. M. Helander
North-Holland: Elsevier Science Publishers, 1988. 543-568.

Gould, J., Boies, S., Levy, S., Richards, J. and Schoonard, J.

"The 1984 Olympic message system: A test of the behavioral principles
of system design." Communications of the ACM. 30(9), September 1987.
758-769.

(Cited above, relevant here for discussion of initial field work to
understand users and their requirements.)

Lewis, C. and Norman, D. "Designing for error." In User Centered
System Design: New perspectives on human-computer interaction. Eds. D.

Norman and S. Draper. 411-432.

Norman, D. "Cognitive engineering." In User Centered System Design:
New perspectives on human-computer interaction. Eds. D. Norman and S.
Draper. Hillsdale, NJ: L. Erlbaum Associates, 1986. 31-61.

Percival, L. and Johnson, S. "Network management software usability
test design and implementation." IBM Systems Journal.25(1), 1986.
(Cited above, relevant here for references to initial field work to

understand users and their requirements.)

Potosnak, K. (Panel chair), Hayes, P., Rosson, M.B., Schneider, M.,
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and Whiteside, J. "Classifying users: A hard look at some
controversial issues."
Systems (Boston, April 13-17, 1986), ACM, New York. 84-88.

(Brief panel discussion of issues; reference section useful.)

Proceedings CHI'86 Human Factors in Computing

Regan, E. and O'Conner, B. Automating the office: Office systems and
end-user computing. Chicago, IL: Science Research Associates, Inc.,
1989.

(Textbook treatment, with focus on office automation; see especially
chapters

17-22 on developing requirements, evaluating technology in the field.)

Reitman Olson, J. "Cognitive analysis of people's use of software."
In Interfacing thought: Cognitive aspects of human-computer
interaction. Ed. J. Carroll. Cambridge, MA: MIT Press, 1986.
(Theoretical discussion of similarities and differences between
analysis schemes for low-level computer-implemented tasks, and schemes
for broader analysis of tasks in the workplace. References to
academic literature on task and work analysis.)

Rockart, J. and Bullen, C. (Eds.) The rise of managerial computing:
The best of the Center for Information Systems Research. Homewood, IL:
Dow Jones-Irwin, 1986.

(Wide-ranging collection of papers on decision support tasks, users
and requirements, including executive support. Lots of pointers into
academic literature.)
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APPENDIX1.4.2.5 Human Information Processing

The following publications provide comprehensive, technical overviews of
psychological principles of human-computer and human-machine interaction,
from traditional human performance perspectives to more cognitive
interpretations.

Bailey, R. W. Human performance engineering: a guide for system
designers. New Jersey: Prentice Hall, 1982.

Boff, K., Kaufman, L., and Thomas, J. Handbook of perception and
human-performance. Vol. 1, 2 New York: Wiley Publications, 1986.

Card, S. K.; Moran, T. P.; and Newell, A. The psychology of
human-computer interaction. New York: Lawrence Erlbaum Associates,
1983.

Carroll, J. (Ed.) Interfacing thought: Cognitive aspects of
human-computer interaction. Cambridge, MA: MIT Press, 1986.

Kantowitz, B. H. and Sorkin, R. D. Human factors: understanding
people-system relationships. New York: John Wiley & Sons, 1983.

Nickerson, R.S. Using computers: Human factors in information
systems. Cambridge, MA: MIT Press, 1986.

Norman, D. and Draper, S. (Eds.) User Centered System Design: New

perspectives on human-computer interaction. Hillsdale, NJ: L. Erlbaum
Associates, 1986.
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APPENDIX1.5 Appendix E. Translated Terms

This appendix contains a list of user terms that are part of the Common
User Access and that non-English-speaking application developers use in
their native languages. These terms, shown in English and in translation,
are presented to users in windows and pop-ups and in information about
windows and pop-ups, such as messages, help, and documentation. Use only
the designated translations for these terms.

In this appendix, the terms are translated into the following languages:
a Danish

l Dutch

3 Finnish

| French

1 French (Canadian)

3 German

3 Italian

3 Japanese

l Norwegian

a Portuguese (Portugal)

| Spanish

J  Swedish
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GLOSSARY Glossary

Note: Use entries designated user term in application windows and pop-ups
and in information about windows and pop-ups, such as messages,

help, and documentation. Do not use synonyms for these terms.

These definitions apply specifically to the nonprogrammable
terminal environment.

I A
| |

About.... (user term) A help action that displays ownership and copyright

information about the application.

accelerator. A key or combination of keys that invokes an

application-defined function. The user term is function key.

action. (user term) One of the defined tasks that an application
performs. Actions modify the properties of an object or manipulate the

object in some way.

action bar. (user term) The area at the top of the primary window that
contains keywords that give users access to actions available in that
window. After users request a choice in the action bar, a pull-down

extension appears from the action bar.

action bar pull-down. (user term) An extension of the action bar that
displays a list of available choices for a selected choice in the action
bar. After users request a choice in the action bar, the pull-down
appears. A pop-up can appear after a pull-down choice is requested.

action codes. (user term) Numbers or letters assigned to actions in an

action list.

action entry field. The entry field used in action lists. Users can type
an action code to invoke one of several possible actions against the

object. Compare with extendable action entry field.

action-object. A process sequence in which users select an action and
then select the objects to apply that action to. Contrast with
object-action.

action list. (user term) A set of choices that allows users to select
multiple objects and to specify that a different action be performed on

each object at the same time.

action message. (user term) A message that tells users that an exception
condition has occurred. Users must perform an action to correct the

situation. Compare with information message and warning message.

Actions. (user term) See switch to action bar.
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aligned. Arranged in a column in which all values either start in the

same position (left-aligned) or end in the same position (right-aligned).

application. (user term) A collection of software components that users

buy and install to perform specific types of work on a computer.

application option. A choice of appearance or interaction characteristics
that programmers may implement in their application. If they decide to
implement an application option, they must do so as described in this

book. Compare with user option.

attribute byte. An undisplayed character that defines the
characteristics of the field that follows it. On some terminals, some

attribute bytes take up a position on the screen.

available choice. (user term) An item that the current state of the
application allows users to select. Contrast with unavailable choice.

I B |
| |

backspace. (user term) A typing action that moves the cursor to the left

one space.

backtab. (user term) A typing action that moves the cursor to the
previous entry field. The cursor moves from right-to-left and
bottom-to-top. At the top, left field or choice, the cursor moves to the
bottom, right field or choice. Contrast with tab.

Backward. (user term) A scrolling action that displays information above

the information that is currently visible in a panel area.

border. (user term) A visual indication of the boundaries of a window or
a pop-up.

[ C |

| |
Cancel. (user term) A common action that removes the current panel

without processing it and returns the dialog to the previous panel in the

hierarchy. Contrast with exit.

choice. (user term) An item that users may select. Choices appear in
selection fields, selection lists, action lists, action bars, and action

bar pull-downs. Text or a symbol can be used for choices.

choice entry field. An entry field used for selection fields and lists.
Users type numbers, letters, or characters to indicate their selections.

Clear. (user term) An optional choice in the Edit pull-down that removes
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the selected portion from the object without copying it to a clipboard.
The space is not compressed. Contrast with delete.

clipboard. (user term) The buffer that the system uses for temporary
storage of data that is being manipulated.

column heading. (user term) One or more words at the top of a column of
information that identify the information in that column.

Command. (user term) (1) A common action that is used to display a pop-up
containing the command area. (2) The typed name and parameters associated
with an action that can be performed by an application. A command is one
form of action request.

command area. (user term) An area composed of two elements: a command
field prompt and a command entry field.

command entry field. (user term) An entry field in which users type
commands. The entry field is preceded by a command field prompt. These
two elements make up the command area.

command field prompt. A field prompt showing the location of the command
entry field in a panel (Command ===>).

common action. One of a set of actions that has common meaning across all
applications, such as help, exit, and cancel. Common actions may appear
in an action bar pull-down, the function key area, or both.

contextual help. (user term) A help action that provides specific
information about the item the cursor is on. This help action is
contextual because it provides information about a specific item as it is
currently used. The information provided is specific to the meaning of
the item within the application. Contextual help is also referred to as
field-level help. Contrast with extended help.

Copy. (user term) A choice in the Edit pull-down that produces a
duplicate of the selected portion of an object on a clipboard without
removing the selected portion from the object that is being edited.

cursor. (user term) A visual cue that shows users the current position of
the keyboard input focus.

cursor-dependent scrolling. A method of scrolling panel areas that
scrolls the information based on where the cursor is positioned when users
request the scrolling action. The scrolling actions are backward,
forward, left, and right.

cursor-independent scrolling. A method of scrolling panel areas that
scrolls the information in fixed increments regardless of where the cursor
is positioned when users request the scrolling action. The scrolling
actions are backward, forward, left, and right.

Cut. (user term) A choice in the Edit pull-down that removes a selected
portion from an object and copies it to the clipboard.
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I D |
| |

DBCS. See double-byte character set.

default choice. (user term) A selected choice provided by an application
during the initial appearance of a selection field or list. Compare with
initial value.

Delete. (user term) An optional choice in the Edit pull-down that removes
the selected portion from the object without copying it to the clipboard.
The space is compressed. Contrast with clear.

descriptive text. Optional text that appears to the right of an entry
field. It provides additional information about the type of data that is
required to complete an entry field.

dialog. The interaction between users and the computer.

dialog pop-up. A pop-up that is directly associated with a panel in a
primary window. Through a dialog pop-up, users provide information needed
to complete a dialog in the underlying panel.

Display keys. (user term) A common action that gives users the option to
alternately turn off and back on the display of the function key area.

Display panel IDs. (user term) A common action that gives users the
option to display panel IDs. The default is off.

double-byte character set (DBCS). A set of characters in which each
character occupies two bytes. Languages, such as Japanese, Chinese, and
Korean, that contain more symbols than can be represented by 256 code
points, require double-byte character sets. Entering, displaying, and
printing DBCS characters requires special hardware and software support.

I E |
| |

Edit. (user term) A standard choice in the action bar that enables users
to modify original documents and create new documents. It is used with a
clipboard.

emphasis. Highlighting or color change that serves as visual cues to
users. For example, an action bar choice is highlighted to show users a
choice is selected.

Enter. (user term) A common action that submits information to the
computer for processing. Enter tells the computer to perform selected
actions on selected objects. Remember that select means to mark a choice;
Enter means to send all designated choices to the computer for processing.
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entry field. (user term) An area of a panel that users type information

into. Compare with selection field.

error emphasis. A visual cue to users that they have typed incorrect
information into an entry field.

Exit. (user term) A common action that ends a function or application and
removes from the screen all windows associated with that function or
application. Contrast with cancel.

explicit selection. A selection technique whereby users move the cursor
to a choice and type a selection character to select that choice. Compare

with implicit selection.

extendable action entry field. An entry field in an action list that
allows users to type beyond the visible end of the field. Any subsequent
text on the same line as the extendable action entry field is typed over.

Extended help. (user term) A help action that provides information about
the contents of the application window from which users requested help.
Contrast with contextual help.

I F |
| |

fast path. (user term) A descriptive term referring to an alternate
dialog interaction technique that is quicker than the usual interaction
technique. For example, users can press function keys as accelerators to
initiate an action immediately, instead of typing a command or accessing
the action bar and a pull-down.

field prompt. Descriptive, static text that identifies selection fields,
entry fields, and variable output information.

File. (user term) A standard choice in the action bar that enables users
to work with stored objects.

Forward. (user term) A scrolling action that displays information below

the information that is currently visible in a panel area.

function key. (user term) A key that causes a specified sequence of
application-defined operations to be performed when it is pressed. It is
generally used to refer to keys labeled Fn, for example, F1. The

programmer term is accelerator.

function key area. (user term) The area at the bottom of a panel that
contains function key assignments.

I G|
| |
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group heading. (user term) Word or words that identify a group of related

fields.

| H |

| |
Help. (user term) (1) A common action that provides information about the
item the cursor is on, an application panel, or the help facility. (2) An

action bar choice that has an associated pull-down. Its pull-down
contains choices that can be requested to invoke help actions.

Help for help. (user term) A help action that provides information to
users about how the help facility works.

Help index. (user term) A help action that provides an index of the help
information available for the application. A search capability is an
application option.

help pop-up. (user term) A pop-up that contains information to assist
users.

[
| |

implicit selection. A selection technique whereby users move the cursor
to a choice and that choice is automatically selected. Compare with
explicit selection.

information message. (user term) A message that tells users that a
function is performing normally or has completed normally. User
acknowledgement may or may not be required, depending on the message.
Compare with action message and warning message.

initial value. (user term) Information in an entry field that is provided
by an application when an entry field is first displayed. An initial
value can be a partial entry, such as the first few digits of a purchase
order number, or a complete entry, such as a person's full name.

insert mode. (user term) A text-entry mode obtained by pressing the
Insert key. Characters are inserted where the cursor is positioned. Text
to the right is shifted to the right. Contrast with replace mode.

instructions. (user term) A panel element that tells users how to
interact with a panel and how to continue with the application.

g
| |

justified. Adjacent to the indicated margin. If attribute bytes are
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required, left-justified information appears one character position to the
right of the left margin, with an unseen attribute byte in the first

position. Compare with aligned.

I K|
| |

Keys help. (user term) A help action that provides a listing of the

application keys and their assigned functions.

'L |
| |

Left. (user term) A scrolling action that displays information to the

left of the information that is currently visible in a panel area.

left-aligned. See aligned.

left-justified. See justified.

M|
| |

Mark. (user term) An action in the Edit pull-down that selects a portion
of an object to be processed by a subsequent Cut, Copy, Paste, Clear, or

Delete operation.

message. (user term) Information not requested by users but shown by the
application or system in response to user action or an internal process.
Messages about status, exception conditions, or user actions should be
distinguished from a "message" or note sent to users by other users over a
communications link. See action message, information message, and warning

message.

message pop-up. A pop-up used to display one of the defined message

types. See action message, information message, and warning message.

More: . (user term) See scrolling arrows.

multiple-choice selection field. A type of selection field that allows
users to select any number of choices or not make any selection. See

selection field. Compare with single-choice selection field.

multiple-choice selection list. A type of selection list that allows
users to select any number of choices or not make any selection. See
selection list. Compare with single-choice selection list.

| N |
| |
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navigation. (1) The movement of the cursor around the screen using the
keyboard. The user interface defines the key assignments for navigation.
(2) Movement through an application using actions that are part of the
user-computer dialog.

New. (user term) A choice in the File pull-down that allows users to
create a new object.

new line. A cursor-movement function that moves the cursor to the first
entry field on the next line that contains an entry field.

nonprogrammable terminal. A terminal attached to a host processor in
which all or most of the user interface functions are controlled by the
host.

o
| |

object. Anything users can manipulate as a single unit. Objects are the
focus of the users' attention.

object-action. A process sequence in which users select an object and
then select an action to apply to that object. Contrast with
action-object.

Open.... (user term) A choice in the File pull-down that reads a stored
object and displays it for users.

Options. (user term) A standard choice in the action bar that allows
users to customize an application object. See application option and user
option.

| P |

| |
palette. (user term) A list of colors assigned to panel elements. Users

can change the color of the individual elements within the palette.

panel. (user term) A particular arrangement of information grouped
together for presentation to users in a window or pop-up. A panel is the
application developer's mechanism for predefining the format of
information to be presented to users in a window or pop-up. If the entire
panel cannot be displayed at one time, users can scroll to see the rest of
the information.

panel area. An area within a panel that contains related information. A
panel area can be manipulated independently from the rest of the panel.

panel area separator. A solid, dashed, or blank line that provides users

a visual distinction between two adjacent areas of a panel.

f29bdg00.boo Page 8



panel element. The smallest named part of a panel, such as instructions,
selection fields, entry fields, and panel titles.

panel ID. (user term) An optional panel element located in the upper left
corner of a panel that identifies that particular panel within the
application.

panel title. (user term) A panel element that identifies the information
in the panel.

parameter. (user term) A variable used in conjunction with a command.

Paste. (user term) A choice in the Edit pull-down that copies the
contents of a clipboard into an object at a selected location.

pop-up. (user term) A bordered area of the screen that supplements the
dialog that is occurring in the primary window. CUA requires or
recommends support for four types of pop-ups. See dialog pop-up, help
pop-up, message pop-up, and prompt list pop-up.

primary window. (user term) The window in which the main dialog takes
place between the users and the application.

Print. (user term) A choice in the File pull-down that prepares an object
for a printer and schedules it to be printed.

Prompt. (user term) A common action that users request while the cursor
is in an entry field. Prompt produces a list of available choices for
that entry field. Users can request a choice from the list and that
choice will be inserted into the entry field.

prompt list pop-up. A pop-up associated with the Prompt action that
contains a selection list of valid choices for the entry field from which
users requested the Prompt action.

protected text. Information in a panel that users cannot interact with.

property. A unique characteristic of an object that can be changed. The
properties of an object describe the object. Type style is an example of
a property.

pull-down. (user term) See action bar pull-down.

IR |
| |

reference phrase help. (user term) A help option that provides additional
information about highlighted, application-defined words or phrases within
a help panel.
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Refresh. (user term) A common action that updates the content of the
current panel, depending on the function of the panel and application. As
an application option, Refresh may be automatic. The content of the panel
can be restored to its initial condition or updated to reflect the current
status of the information.

replace mode. (user term) A text-entry mode in which selected text is
deleted and typed characters are inserted in its place. In replace mode,
at least one character is always selected. Contrast with insert mode.

Retrieve. (user term) A common action that re-displays, one at a time,
the previous commands that were issued. Each previous command is
displayed in the command area entry field.

reverse video. A screen emphasis feature that interchanges both the
foreground and background colors of an item.

Right. (user term) A scrolling action that displays information to the
right of the information that is currently visible in the panel area.

right-aligned. See aligned.

right-justified. See justified.

s
| |

Save. (user term) A choice in the File pull-down that writes an existing
object into a storage device, such as a disk or diskette.

Save as.... (user term) A choice in the File pull-down that writes the
existing object into a new object without changing the original.

screen. (user term) The physical surface of a terminal upon which
information is shown to users.

scrolling action. A function that enables users to control the
information visible in a window. The scrolling actions are: backward,
forward, left, and right.

scrolling arrows. (user term) A type of scrolling information that
consists of the word More followed by a colon and arrows or symbols that
indicate the direction in which more information is available through
scrolling.

scrolling increment. (user term) The fixed amount of information that
scrolls, as determined by an application.

scrolling information. (user term) Any of the three types of information
that appear in a panel to indicate the directions in which additional
information is available by scrolling. See scrolling arrows, textual
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scrolling information, and textual scrolling location information

select. (user term) To mark or choose an item. Remember that select
means to mark a choice; Enter means to send all selected choices to the
computer for processing.

selected emphasis. A visual cue that shows users that a choice is

currently selected.

selection field. (user term) A panel element that is not scrollable and
contains a fixed number of choices. You should use this term in user
documentation when referring to selection fields, selection lists, and
action lists. See single-choice selection field and multiple-choice

selection field. Compare with entry field.

selection indicator. A visual cue that shows users that a choice has been
selected. Examples are the number of a choice and the slash character

(/).

selection list. (user term) A set of choices that typically vary in
content or number of choices and are potentially scrollable. See

single-choice selection list and multiple-choice selection list.

single-choice selection field. A type of selection field from which users
may select only one choice or not make a selection. See selection field.

Compare with multiple-choice selection field.

single-choice selection list. A set of choices that are potentially
scrollable and typically vary in content or number. They may also be
fixed in content and number. Users may select only one choice or not make
a selection. See selection list. Compare with multiple-choice selection

list.

Switch to action bar. (user term) A common action that moves the cursor

to and from the action bar. It is listed as actions in the function key
area.

[T

| |
tab. (user term) A typing action that moves the cursor to the next entry

field. The cursor moves from left-to-right and top-to-bottom. At the
bottom, right field, the cursor moves to the top, left field. Contrast
with backtab.

textual scrolling information. A type of scrolling information that may
be used with scrolling arrows. Textual scrolling information uses the
words Bottom, and More... to tell users their relative position within

scrollable information.

textual scrolling location information. A type of scrolling information
that gives users optional information about their relative position within

scrollable information. For example:

f29bdg00.boo Page 11



Lines 5 to 18 of 180

Tutorial. (user term) An optional help action that provides access to a
tutorial if the application has one.

type over. (user term) An application option in action lists that allows
users to change the characteristics of an object by typing over the
currently displayed attributes of an object.

U
| |

unavailable choice. (user term) An item that the application does not
allow users to select. Contrast with available choice.

unavailable emphasis. A visual cue that shows users which choices are
currently unavailable for selection.

underscore attribute. A display device feature that displays an
underscore beneath each character position in an entry field to indicate
the length of that entry field. Do not confuse with the underscore
character, which is replaced when users type characters into an entry
field.

Undo. (user term) A choice in the Edit pull-down that reverses the action
of the most recently executed user action.

Unmark. (user term) An action in the Edit pull-down that de-selects a
portion of an object that is marked to be processed by a subsequent Cut,
Copy, Paste, Clear, or Delete operation.

user option. A choice of appearance or interaction characteristics that
programmers give users during the operation of an application. Compare
with application option.

v
|

View. (user term) A standard choice in the action bar that allows users
to select different ways to look at an object without affecting the object
itself.

| W
| |

warning message. (user term) A message that tells users that a
potentially undesirable situation could occur. Users only need to respond
to the message to continue. Corrective action may be required later to
avoid an error situation. Compare with action message and information
message.
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window. (user term) An area of the screen with visible boundaries through
which panel information is displayed. A window can be smaller than or
equal in size to the screen. Windows can overlap on the screen and give
the appearance of one window being on top of another.

work area. (user term) The part of a panel between the panel title
separator and the message area. The work area is usually the main focus
of user interaction with the panel.
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