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5.0 Objective
After going through this unit, you should be able to:
l understand about Forms & Reports;
l define the process of designing Forms & Reports ;
l categorise the information into Internal information, External

information, Turnaround documents ;
l make use of the general guidelines for formatting Forms and

Reports;
l make use of different criteria for designing Forms and Reports.

5.1 Introduction
This unit describes the input-output design of graphical interface.It deals

with the interface of software with users. In this unit, we will study different
aspects of designing Forms and Reports, as these are the key ingredients
for successful systems. The input user interface is through Forms and output
through Reports that are associated with the system.As the quality of a system
greatly depends upon the quality of inputs and outputs, the process of
designing forms and reports is very important.The logical phase within the
system development life cycle (SDLC) involves the designing of Forms and
Reports.
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A Form is a box which contains control objects which  are used to collect
data for the system and reports to deliver information to users. With forms,
data can be entered into the database. With data entered in the database, it
is possible to use a query language so as to generate reports about the data.
In this unit, we shall also look into the deliverables produced during the
process of designing forms and reports. Formatting of forms and reports is
also discussed in this unit.Forms and reports should be well conceived and
attractive in design. In order to achieve this goal, we shall look into different
criteria that are to be followed while designing forms and reports.
5.2 Forms

As a paper form which is used to fill out information with a pen or pencil,
a Form in computer terminology identifies the data we want to collect. It also
allows us to enter data into the database, display it for review and also print
it for distribution.

A form represents a window’s or dialog box’s visual appearance.The
computerised form have the advantage of using a computer database and are
more versatile and powerful than paper forms. Examples of forms are Business
forms, Electronic spread sheet, ATM transaction layout, etc.

Figure 1 shows a simple form that is used to collect employee vacation
request details.

Figure 1
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1.2.1 Importance of Forms
l A form provides a user friendly look.
l Form provides a convenient way to enter data which saves time and

prevents typographical errors.
l Forms present data in an attractive format with special fonts and

other graphical effects such as colour and shading.
l Forms offer the most convenient way to add, delete, update, find etc.

records present in the database.
l An entry field in a form can be designe more effectively as it  present

a list of valid values from which users can pick to fill out the field
easily.

l A form can be customized easily according to the user requirement.

5.3 Reports
A report is an effective and efficient way to present the stored data in

the database.It can be defined as the medium for analysing and presenting
data according to the requirements of user from database.The computer
system uses reporting and query applications to retrieve the data that are
available in the database and present it in a way that provides useful
information for business projects.This useful information becomes beneficial
for decision-making in an organization. A report presents data as meaningful
information, which can be used and distributed.

A report is the information that is organized and formatted to fit the
required specification. It is a passive document that contains only predefined
data and is used mainly for viewing and reading. Reports can be printed on
paper, or these may be transferred to a computer file as a visual display
screen, etc. Reports are the most visible component of a working information
system. Examples of reports are: invoices,list of student in a course,payment
schedule,delivery schedule, weekly sales summaries, mailing labels etc.
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Figure 2 shows a simple report

Figure 2
5.3.1 Importance of Reports

The following are various advantages of Reports:
l Reports can be used to organize and present data in groups.
l Totals, group totals, grand totals, percentage of totals, etc can be

calculated.
l Within the body of Reports, we can include sub-forms, sub-reports

and graphs.
l Data in an attractive format with pictures, special fonts and lines

can be presented on the reports.
l We can create a design for a report and save it so that we can use

it over and over again.
5.4 Differences between forms and Repotrs

The following are some differences between Forms and Reports:
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Forms Reports
l Forms can be used for both Reports are used for output.

input and output.
l Forms contain data for only A report is used only for reading and

one record, or are at least based viewing so it often contains data
on one record such as data about about multiple unrelated records
one student, one customer, etc. in a computer file or database.

l Although we can also print forms Reports give more control over how
and datasheets but has less flexibility data are displayed and show
in presenting than reports. greater flexibility in presenting

summary information.

5.5 Process of Designing forms and Reports
Good quality business processes deliver the right information to the right

people in the right format and at the right time. The design of forms and
reports concentrates on this goal.

Designing of forms and reports is a user-focused activity that typically
follows a prototyping approach. Before designing a form or a report, we should
have a clear idea so as to what is the aim of the form or report and what
information is to be collected from the user.

There are some useful questions related to the creation of all forms and
reports, such as “who, what, when, where and how” which must be answered
in order to design effective forms and reports.

V WHO We need to have  Understanding  of
l who the actual users are,
l their skills and abilities,
l their education level,
l and their business background, etc.

V WHAT We need to have a clear understanding of
l what is the purpose of the form or report and
l what task will the users be performing and
l what information is required so as to successfully complete the

given task.
V WHEN need the understanding of

l Knowing when exactly the form or report is needed
l set up time limits so that the form or report can be made

available to the users within that time frame.
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V WHERE means
l Where will the users be using this form or report (i.e., will the

users have access to on-line systems or will they be using them
in the field)?

V HOW indicate
l How many people will be using this form or report, i.e., if the

form or report is to be used by a single person, then it will be
simple in design  but if a large number of people are going to
use it, then the design will have to go through a more extensive
requirements collection and usability assessment process.

After fetching the answer of  all the above questions, we would have
collected all the initial requirements. The next step is to refine this
information into an initial prototype.Structuring and refining the
requirements are completed without interacting with the end users, although
we may need to occasionally contact users in order to clarify some issues that
might have been overlooked during analysis.

Once the initial prototype is ready, we should ask the users to review
and evaluate the prototype. After the review, the design may be accepted by
the users. Or at times the users may ask for certain changes to be made. In
case changes are to be made then the construction-evaluation-refinement
cycle will have to be repeated until the design is accepted.

The next step in the Design process is to Design, Validate and Test the
outputs using some combination of the following tools:

(a) Layout tools (Ex.: Hand sketches, printer/display layout charts or
CASE)

(b) Prototyping tools (Ex.: Spreadsheet, PC, DBMS, 4GL)
(c) Code generating tools (Ex.: Report writer)
The initial prototype may be constructed in numerous environments. For

example, a CASE tool or the standard development tools that are used within
the organization be used. Usually, initial prototype are mock screens that
can be produced using word processor, computer graphics design package,
or electronic spreadsheet. Mock screens are not the working modules or
systems.Tools for designing forms and reports are rapidly evolving and now
a days Online graphical tools for designing forms and reports are very much
in use in most professional development organizations.
5.6 Deliverables and Outcomes

While designing forms and reports, design specifications are the major
deliverables and these serve as inputs to the system implementation phase.
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5.7 Design Specifications
Design specifications which are major deliverables while designing forms

and reports have the following three sections:
l Narrative overview
l Sample design
l Testing and usability assessment.

5.7.1 Narrative Overview
This section contains the general overview of the characteristics of actual

users of the form or report, task, the system that will be used and the
environment factors in which the form or report will be used. The main
purpose of Narrative overview is to provide information in detail to the people
who will develop the final form or report, regarding the main aim of the form,
who the actual users of the form will be, and how it will be used, so that they
can make appropriate implementation decisions.
5.7.2 Sample Design

The sample design of the form may be hand-drawn using a coding sheet
or it may be developed using CASE or standard development tools. If the
sample design is done using actual development tools, then the form can be
thoroughly tested and assessed.
5.7.3 Testing and Usability Assessment

This section provides information required for testing and usability
assessment. While testing, it is important to use realistic or reasonable data
and demonstrate all controls.
5.8 Types of Information

The main purpose of any form or report is to convey certain   information
to the user.Information can be classified according to their distribution inside
or outside the organization and the people who read and use them as follows:

l Internal information,
l External information, and
l Turnaround information.

5.8.1 Internal Information
Internal information is the information that is collected, generated     or

consumed within an organization.This type of  information is intended only
for the internal system, owners and system users within an organization.
Internal information either supports day to day business operations or
management monitoring and decision making, e.g., Detailed summary or
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exception information printed on hard copy reports for internal business use.
Internal information can also consists of simple informational reports
summarizing daily activities within the organization.

The following are three sub classes of internal information:
l Detailed reports: These reports present information with little or no

filtering or restrictions.
Ex.: Detailed listing of all customer accounts, orders or products in

inventory.
The figure given below shows the detail report on CUSTOM INVENTORY

AVAILABILITY

Figure 3
l Summary reports: These reports categorize information for managers

who do not want to wade through details. The data in summary reports are
categorized and summarized to indicate trends and potential problems. We
can also include charts and graphs in the summary report so that it clearly
summarizes trends at a glance.

Ex.: Report that summarizes the months and years total sales by product
types and category.
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Figure 4
l Exception reports: These reports filter data before they are presented

to the manager as information, i.e., these reports include exceptions to some
conditions. An exception report is where data is not normal or not within
expected parameters. On the report generated by your computer system you
could have the data within the ‘normal’ range displayed in black whereas an
exception above or below the normal range could be displayed in red.

An example of Exception report is shown in the figure3 given below

Figure 5
5.8.2 External Information

External information refers to the information collected from or created
for customers, suppliers, competitors, regulatory agencies, etc. outside the
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organization.Examples of external information are: Invoices account
statements, Product documentation, Purchase orders, Mailing labels, etc.

Figure 6
5.8.3 Turnaround Information

There will be several instances where the information output is again
used as input to obtain new information. The document that consists of such
information is called Turnaround information. These begin as external
information delivered to an external customer as an output, but ultimately
return (in part or in whole) as internal information to provide new information
as an input to an information system. For example, warranty card ,
acknowledge slip,airline ticket. This form has pre-printed system.

Figure 7
5.9 General Formatting Guidelines

Proper formatting of forms and reports is very much essential. But,
unfortunately, a definitive set of rules for delivering every type of information
to users is yet to be defined and these rules are continuously evolving along
with the rapid changes in technology. However, certain guidelines are
available which are to be considered while formatting information. One of the
most important thing to keep in mind while designing usable forms and
reports is that there should be active interaction with the users. If the
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appearance of forms or reports is awkward to use or confusing, the users will
be dissatisfied even if the rest of the system performs well. Formatting of form
and reports influences individual task performance and perceptions of
usability

The following are general guidelines for the design of Forms and Reports,
which make the Form, or Report more acceptable:

l Meaningful titles: clear, specific, version information, current date
l Meaningful information– include only necessary information, with

no need to modify
l Balanced layout: adequate spacing, margins,and clear labels
l Easy navigation system: show how to move forward and backward,

and where you are Currently
5.9.1 Meaningful titles:

The form or report should contain  the clear and specific title so that it
clearly describe the content and use of form or report. It should also include
the date on which the form or report was generated.Page heading formats
should be consistent throughout the system.
For example, the date should always appear in the same place.
5.9.2 Meaningful Information

The form or report should contain only the information that is relevant
and needed by the user.The information should be provided in such a
manner that the user could use it without any modification.
5.9.3 Balanced Layout

The information provided on the form  should be balanced on the screen
or page, i.e., the display should not be too crowded and not too spread out.
When deciding where to put individual fields on the form or report, we should
see that the form or report is easy to understand to use. The most important
information should be placed where they are easiest to find (generally, at the
beginning). The different fields should be separated by of extra spaces
whenever possible so that a subsequent field expansion will not necessarily
force to redesign the entire layout.
5.9.4 Easy Navigation

The form or report should be designed in such a manner that it should
be possible for the user to easily move forward and backward through the
contents of form or report. The user should be notified when s/he is on the
last page of a multi-page sequence.The form or report should have easy way
to exit or quit so that user can easily exit from the form when desired.
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The figure 8 shows a poorly designed form on the contrary of which figure
9 shows well designed form.
Figure 8: A poorly designed form
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Figure 9: A well designed form
5.10 Guidelines for Displaying Contents

The way the form or a report appears to the human eye has a lot of
impact on the user and by following specific guidelines for highlighting
information such as using colour to display text, and presenting numeric
tables and lists, we can make the form or report more presentable.
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5.10.1 Highlighting Information
Highlighting the information will enhance the appearance of the

output.It should be
l Used sparingly to draw user to or away from certain information
l Blinking and audible tones should only be used to highlight critical

information requiring user’s immediate attention
l Having methods which should be consistently selected and used

based upon level of importance of emphasized information
The various methods of highlighting are as following:

Highlighting will be very useful in situations such as the following:
l Notifying users of errors in data entry or processing.
l Drawing attention to high priority message; and
l Providing warnings to users in situations like usual data values or

an unavailable device.

Figure 10
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5.10.2 Using Colour
Colour influences the usability of the system. Use of appropriate colours

while designing has several advantages which are  given below:
l Soothes or strikes the eye
l Emphasizes the logical organization of information
l Draws attention to warrings
l Evokes more emotional reactions;and
l Use of colours in graphs and charts helps in better understanding.
The following are some disadvantages of using colours:
l Resolution may degrade with different displays;
l Printing or conversion to other media may not be possible easily.
l Colour fidelity may degrade on different displays

5.10.3 Displaying Text
Now a days,as the text based aplications such as e-mail,bulletin

boards,chatting,etc.,are being widely used,textual output is becoming
increasingly important.Some of the guidelines to be followed in order to
display text are given below:
· we should use appropriate punctuation wherever required.
· The text should be properly spaced and there should be blank line
between paragraphs.
· We should not hyphenate words between line or use obscure
abbreviations and accronyms while displaying textual information.

Figure11:A poorly designed text display
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Figure 12:An improved designed text display
5.10.4 Designing Tables and Lists

There are a few simple guidelines that are to be followed while desigining
tables and lists which are as following:

l Use meaningful lables to all columns and rows.
l Separate lables from the  information by using highlighting.
l The data dispalyed should be sorted in a meaningful order
l Columns should be separated by at least two spaces between them.
l We should make use of single typeface except for emphasis.
l Numeric,textual and alphanumeric data should be properly

formatted.For example, numeric data should be right justified and
columns should be aligned using decimal points or other delimiter.

l Textual data should be left justified and line length  should be some
where between 30-40 character per line.

l If there are long sequences of alphanumeric data,then they should
be broken into small groups of three to four characters each.
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Figure 13:A poorly designed table

Figure 14 : An improved designed table
5.11 Criteria for Form Design

Forms should be designed in such a manner that it should be easy to
use, informatic as well as attractive in design. The following criteria should
be achieved by each form to be well designed:
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l Organization,
l Consistency,
l Completeness,
l Flexible entry, and
l Economy.

5.11.1 Organization
The different parts of a form must be arranged in a proper order with

visual separation between the parts. Balancing of different information on
the form should be done according to the sequence of entry, frequency of
use, function and significance of that particular data. The first data available,
the most important data and the data that is going to be used most frequently
should always be placed in the beginning of the form. If there are groups of
data of the like information, they should be placed in one section. For
example Name, Father’s Name, Address, Date of Birth etc. Grouping of data
in a section helps the user to complete the form section wise easily.
5.11.2 Consistency

The Forms design should be internally consistent. They must also be
consistent with related forms and with other forms in the organization. If the
forms are consistent, then it will be easy for the users to learn how to fill
them. Consistent forms reduce errors and data capture costs.
5.11.3 Completeness

The form should gather all the necessary data at the source so that there
is no need to transcribe data to other forms. This reduces the major source
of errors.
5.11.4 Flexible Entry

It should be possible to enter data by hand or with a typewriter. In most
cases, both kinds of entries occur.
5.11.5 Economy

The total cost of design, printing, data entry, etc., must be minimized.
Most of the times, it is required to increase one cost to reduce another.
Usually, handling cost are much more than the cost of designing and
printing.
5.12 Criteria for Report Design

Report convey information from one of more computer files to the user.
They perform this task satisfactorily only when they present information to
the user accurately and in small portions.
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Several criteria that should be considered in order to produce good
reports are given below:

l Relevance,
l Accuracy,
l Timeless, and
l Cost.

5.12.1 Relevance
Only the information that is relevant to the purpose of the report should

be present in the report. This is a selection process, i.e., all the relevant
information should be included and all the irrelevant information or data
should be excluded. Only required information should be printed or displayed
in on-line reports, we should use information hiding and provide methods
to expand and contract levels of information details.
5.12.2 Accuracy

The data that appears on the report should be accurately recorded,
accurately transmitted and accurately transformed into summary data.
Accuracy is very improtant because if the data are inaccurate, then the main
purpose of the report which is to provide accurate information to the user
will not be accomplished. Incomplete data are also inaccurate.
5.12.3 Clarity

The information that is present on the report should be clear and
undestandable. The information present should be balanced on the report,
the display should not be too crowded and not too spread out. Sufficient
margins and spacing throught out the output will enhance readability.
Desired information must be easy to locate. Comparisions, ratios,
percentages, exception flags and graphs should be used where necessary.
5.12.4 Timeliness

Reports must be prepared and ready for use in time. Most reports provide
information, which is used to make decisions. Hence, this information must
reach the recipients while the information is pertinent to transactions or
decision. Information is of very little use if it arrives after the decisions are
made.
5.12.5 Cost

Every report has two costs.First is the cost of preparation, which consists
of  analysis, design, computation and distribution. Second is the cost of
reading the report and locating germane parts of it. Often of the cost of
reading the report is forgotten during the calculation of costs. The reading
cost can be significantly reduced only if the appropriate information is
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presented clearly on the report. The total cost should always be less than
the expected benefits. Only then the report should be prepared.
5.13 Summary

In this chapter we have seen that forms and reports are instruments of
communication between people and computers. In this unit, we have seen
that Forms are used to collect or present information and Reports to convey
information on a collection of items. Also, we have seen that information can
take any of the three general forms:

Internal information is the information, which is used only within the
organization.

External information is the information, which is used for distribution
outside the organization. Turnaround documents are documents that are
produced for outside parties, but ultimately return (in part or in whole) as
an input to internal system.

This unit also explain the process of designing forms and reports and
the deliverables for their creation. Here we have learnt how to apply the
general guidelines for formatting forms and reports. The use of color, text,
table improves the usability of information present on the form and report.
Here we have also discussed the criteria for the design of forms and report.
5.14 Questions for Exercise

1. Define form and Report. Discuss the difference between them.
2. Discuss the advantages of using forms and report.
3. Define Information. What are the different type of information

necessary for form and report design.
4. Discuss the criteria for a good form design.
5. Discuss the criteria for a good report design.
6. What are the advantages and disadvantages of using colours when

designing system outputs?
5.15 Suggested Readings

1. Jeffrey A. Hoffer, Joey F. George and Joseph S.Valacich; Modern
Systems Analysis Tata McGraw Hill; Fifth Edition; 2001.

2. Alan Dennis, Barbara Haley Wixom; Systems Analysis and Design;
John Wiley & Sons 2002

3. Pearson Education, Inc. Publishing as Prentice Hall, 2014
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4. John W. Satzinger, Stephen D. Burd, Robert B. Jackson; Systems
Analysis and Design in a changing world; Course Technology Inc.;
Third Edition; 2004.

Reference Links
l http://clinuxpro.com/criteria-for-report-design
l www.auburn.edu
l https://books.google.co.in/books?isbn=81318
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