Screen Usability Review Form

Passed/Failed 
Program Name: ______________________
Description: _____________________________________________

Date Reviewed: ______________________
Reviewer: _______________________________________________

1.  Is there a consistent look and feel across menu and window in the application?

· General
· Title bar of the screen should be the same as the menu title.  Book title capitalization rules used.
· Menu selection has unique access key letter
· Colors used should be conservative.  See S&G document for guidelines.
·  Fields that allow the user to enter text should appear 3d.
· Fields where text is displayed but cannot be changed (e.g.: descriptions for codes) should be gray with no border
· Display/derived fields should be framed
· Field edges should be left aligned
· Field labels should be right aligned
· Fields with lookup screens should have [>>] button and also be able to use F2
· All dates should be in MM/DD/YYYY format
· Tab widget titles should have bold text
2.  Navigation

· General- is screen easy to understand and navigate?
· Tabbing moves forward through form in a consistent manner
· Shift/Tab moves backwards through form in a consistent manner that corresponds with Tabbing
3.  Security

· Menu should display option as dimmed if there is no access
· Security levels (No Access, View Only, Update Access, (Allow Void)) should be functional
4.  Functionality

· Are there shortcuts for frequent users?

· Dropdown list should be used wherever space allows and the number of possible selections is not too great

· Combo Boxes are used for codes that a user may add to:

User types a code and presses <Tab> or uses mouse to go to another field

System validates the code entered against the parameter table

If the code does not exist, the system brings up the (setup) window to allow user to add the code, or

Tells the user that they do not have access rights to add a new code

· Yes/No questions should use checkboxes

· Radio buttons should be used where user must select one (or none) from a series of options. 

· Default values are filled in for the appropriate fields

· Function keys should perform same function throughout system, from any point on the screen

· Keyboard support equally and completely matches mouse functionality (see S&G document for keyboard rules)

· Microsoft Windows standard functionality should be available

· Column headers should be sort buttons, allowing users to resort the records displayed

· Lists of records should only highlight one record at a time, whether mouse or keyboard is used

· Entered text should be validated as soon as user leaves the field (mouse or tab)

5.  Buttons

· Should have 6 or less per screen (some exceptions)

· Should be centered at the bottom of the screen

· Should be ordered: New, Clear, OK, Cancel-  with OK and Cancel to the right of all other buttons

· Buttons should be same length

· Consistent placement of buttons throughout screens

· Buttons with same name (New, Save, OK, Cancel…) should perform same function on every screen

5.  Modality (if 2 screens can be brought up at the same time)

· Is modality appropriate for the various screens?

6.  Messages

· Does the screen provide informative feedback where appropriate?

· Are error messages clear?

7.  Help

· F1 brings up screen-sensitive help from anywhere on the screen
· Help/About brings up appropriate program and versions
· On-line help is clear and easy for users to understand
· Message bar (at bottom of screen) help is provided
8.  General

· Does the terminology used (for buttons, functions, fields…) reflect common knowledge and understanding of concepts?
· Are all fields on the screen relevant to the task that it is meant for?
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