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FOCUSED FORMS TRAINING

Overview

The first two days cover all aspects of forms design and management. We introduce definitions, examples, descriptions and content. It is designed to provide the student, whether beginner or veteran, with a comprehensive understanding of the larger industry in which we work and a strategic perspective that enables us to see those aspects that we don’t use day-to-day. It also examines detailed aspects of job functions and how an organization functions. It sets the stage for the detailed design sessions.

Day 1 covers intent and containers. We discuss techniques and analysis, including return-on-investment calculations and methods. We take a generic look at containers including design analysis.

Day 2 examines all the sources and uses of data that forms are designed to capture and display.  We define data elements such as type and format as well as data display elements. We also discuss image, which is how the user interacts with the form

Day 3 focuses on physical container design, including, forms, labels, envelopes and other product types. We explore the complexity of paper and ink technology, as well as printing and production requirements.

Day 4 focuses on electronic containers, including electronic forms and Internet forms. We define the languages of the web, how the web operates, and unique requirements for access and security. We include the elements of an effective eForms strategy and how that strategy impacts effective forms design. We then explore detailed design requirements for eForms and iForms. Finally, we discuss emerging deployment strategies and their effect of forms design.

The class includes exams to test for understanding as well as exercises to reinforce learning.

Day 1 – Definitions, Intent, Container Overview

Introductions

Forms Industry Overview

· Brief History

· Seven Seminal Events

· Carbon tissue

· Mainframe computer printers

· All- points-addressable printers

· Electronic forms

· Electronic print shop (Xerox Docutech)

· Personal computers and desk top printing

· Internet and World Wide Web (browsers)

· Incremental Advances

· Today’s Forms Industry

· Structure

· Associations

· Megatrends

· Four Future Scenarios

· Extrapolate current atate

· Year X

· IT takeover

· Radical technological advances (new seminal events)

Definitions

· Documents  

· Forms 

· Records

Management Systems

· Document Management

· Forms Management

· Records Management

Form Types

· pForms

· eForms

· iForms

Four Components of a Form

· Intent

· Container

· Data

· Image

First Component – Intent

· Business systems

· Functions

· Processes

· Workflow analysis

· Business rules

· Restrictions and qualifiers

Intent – Continued

· Cost analysis and return on investment (ROI)

· Activity-based costing

· Iceberg analogy

· Using ROI models

· Examples

· Other workflow requirements

· Security and privacy

· Notification and copy distribution

· Signatures

· Instructions and help

· Tracking the process

Test 1

Second Component – Container

· Design Analysis - converting process requirements to container-type and design elements

· Usability Elements

· Writing, transmitting, reading, filing, retrieving, identification, captions, margins, spacing, design styles, grouping and sequencing, selective data transfer

· Container Structure - box, floating box, columnar, open, data capture (front-end to database) 

· Drawing techniques

· Software issues

· Zoning, grouping and sequencing

· Captions

· Masks

· Restrictions and qualifiers

· Spacing and margins

· Selective data transfer

Exercise

· Developing the layout (draw a container, showing order of events, techniques, alignment, copying, moving, adding fields, etc.) 

Test 2

Day 2 – Data, Image and Forms Management

Third Component – Data

· Sources of data

· Handwritten

· Typewritten

· Keyboard

· Optical Character Recognition (OCR), Intelligent Character Recognition (ICR), Natural Handwriting Recognition (NHR), Bar Codes

· Radio frequency identification (RFID)

· Magnetic ink character recognition (MICR)

· Databases

· Managing Data

· Common gateway interface (CGI) Scripts

· Fields and field properties

· Calculations

· Spell checking

· Error detection and correction

· Scanning

· Importing

· Collection and Display

· Data formats

· Data types

· Data masks

· Data restrictions and qualifiers

· Fonts

· Screen resolution and scaling

· Data storage

· Data integrity

· Extensible markup language (XML)

· Programming and scripting

Test 3

Fourth Component – Image

· User interaction

· Marketing message

· Corporate image

· Legal requirements

· Usability requirements

· Avoiding errors

· Preventing abandonment

· Language

· Alignment methods

· User interface

· Style guides

· Accessibility

Forms Management

· Strategic alignment

· Program structure

· Establishing a Program

· Management Support

· Building a Forms Strategy

· Call for Forms

· Setting Up the Department

· Roles

· Position descriptions

· Creating a Program Manual and Style Guide

· Selecting Software

· Selling the Program

· Managing Data

· Forms Database

· Warehousing and distribution

· Forms control

· Form identification – titles

· Form identification – numbering systems

· Form history files

· Functional files

· Obsolescence 

· Permanent

· Temporary

· Suspended

· Superceded

Test 4

Day 3 – Designing Paper Containers

Paper and Other Physical Substrates

· Forms bond, offset, and related papers

· Pressure sensitive labels

· Tags, ledgers, cover

· Security paper

· Coated papers

· Carbonless

· Thermal

· Top coatings

Ink

· Color models (CYMK, RGB)

· Standard inks (PMS)

· Laser inks

· Other inks

Print Technologies

· Impact, non-impact

· Page, line, character, and dot matrix

· Laser, magnetography and ion deposition

· Thermal and thermal transfer

· Offset, lithography, intaglia (gravure) and thermography

Manufacturing

· Imagesetters, platesetters, plates, computer-to-plate (CTP)

· Direct Imaging

· Presses

· Collators

· Affixers

· Imprinters

· Bindery

· Die cutting, matrix Ssripping

· Cost elements (fixed and variable)

Using Environment

· Types of form users

· Using life cycle

· Environment

Design Analysis

· Understanding requirements
· Converting to design elements

· Selecting the “form of the form”

Form Types 

· Accounts payable cycle

· Accounts receivable cycle

· Accounting cycle

· Combinations

Product Types

· Cut sheets

· Continuous

· Unit sets (snap-outs)

· Labels

· Sales books and register forms

· Tags

· Booklets and books

· Envelopes

· Pegboard

· Secure documents

Standards and Conventions

· Definitions

· Examples

Design Issues and Techniques

· Selecting product type

· Design styles

· Pre and post processing

· Manufacturing reserved areas (file holes, bar codes, lock up, perforations, marginal words, alignment marks for plate, scanners, etc.)

· Grouping and sequencing

· Spacing

· Masks

· Restrictions and qualifiers

· Selective data transfer

Proofing and Testing

· User proofing

· Alpha testing

· Beta testing

· Revision reviews

Deployment

· Purchasing

· Requisitioning

· Warehousing and distribution 

· Pick ‘n’ pack

· Obsolescence

Analysis and Design Exercise 

Day 4 – Designing Electronic Containers

· Form types

· The Internet, intranets, browsers and the World Wide Web

· Transfer control protocol-Internet protocol (TCP-IP)
· Hypertext transfer protocol (HTTP)
· The World Wide Web Consortium (W3C)

· Servers, clients and networks

· Relational databases, database access

· Open database connectivity (ODBC)

· Developing an eForms strategy  

· Design analysis

· Designing for the web 

· Design Considerations

· Development controls

· Access

· Security and privacy

· Editions, versions and records management

· Mapping and programming

· Routing and workflow

· Database connectivity

· Signatures

· Non-repudiation

· Deployment

· Support

· Software selection

· Output strategy

· Storage and retrieval

· Management reporting

· Other considerations

· Design Techniques

· Zoning and sub-forms

· Setting preferences

· Using tables

· Grouping, sequencing and tab order

· Spacing

· Field types

· Masks

· Restrictions and qualifiers

· Data formats

· Data types

· Web Technologies

· Languages

· Hypertext Markup Language (HTML)
· JavaScript

· Extensible Markup Language (XML)
· PERL, PHP

· Other

· CGI

· Web authoring tools

· Access

· Compatibility

· X-Forms

· Server-side considerations

· Client-side considerations

· Deployment Strategies

· Microsoft

· Adobe

· Open source

· Proprietary

· Outsourced (Form Router)

· Portals and Catalogs

· Obsolescence

Analysis and Design Exercise
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