Label placement in forms

(and other time-consuming controversies)

Caroline Jarrett

Seattle April 2010



A bit about me:
Caroline Jarrett

Consultancy:
Training:
Forms advice:

Editing tips:

www.effortmark.co.uk

www.usabilitythatworks.com

www.formsthatwork.com

www.editingthatworks.com

" User Interface Design
and Evaluation

Shalley Minocha Mi<

Stone, Jarrett, Woodroffe
and Minocha (2005)

User interface
design and
evaluation

Morgan Kaufmann

Forms

that Work

Dasigning Weh Forms for Usahility

Jarrett and Gaffney (2008)

Forms that work:
Designing web forms
for usability

Morgan Kaufmann



Label placement on forms

* Where people look on forms

* How this influences placing of labels

Let’s stress about details
* Colons in front of labels

* Sentence or title case for labels

* Required field indicators

Two ways to trip up your users

* It's not OK and | don’t want to cancel

* ‘False ends’

If it looks good, it's easy to use:
* Keep the logo in proportion
* Calm your creative impulses
* Design to a grid

* Use rules with a light touch



Reading forms is different
from using them

The ‘face and vase’ effect — and why
your logo goes in the top left

The ‘narrow focus’ effect — and what
it means for placing labels



Reading forms is different from using them
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 Surname:
* First name:
Middle name:

Title:
[For example. Mr, Mrs)

* Address line 1:
Address line 2:
Address line 3:
Address line 4:

Postcode:

* MNational Insurance number: @
[For example: AB123456(C)

[] select box if Naticnal Insurance number not yet
known




Are my observations confirmed
by eye-tracking? A look at some heat maps

Examples thanks to permission from
lan Roddis, Head of Online Services, The Open University




Ordering
a prospectus

* User has
chosen a
prospectus

 Postcode
lookup for
the address

The Open
Uniyersity

Prospectus Request

If you need HELP

please ermail General-

Enguiries@open.ac. uk
or call us an
+44 (01545 300 090

Order for myself
¥

We have filled in your address {amend where necessary). Please complete the details

below

Fields marked * must be filled in

Address*

Town/City* LEIGHTON BUZZARD
Caunty Beds

Postcode T

Title* {Choose)

Other title I

First name™*

Last name*

Gender™ {Choose) v
OU Personal Identifier {if known)

Date of birth (DD MM ¥Y¥¥Y) - -
Daytime phone number

Ewening phone number

IMobile phone number

Email Address

Which of these subject areas are you
rmaost interested in studying with the (ChDDSB)
2pen University?

wWhich of these best describes your
reaszon for enquiring about study with (ChDDSB)
the Open University?

when would vou like to start studying -
with the Cpen University? (ChDDSE)

How did you find out about us?
Please tell us how you found out about our website
If the prormotion you zaw has a

response code please enter it here
(2.0, UGCHYZ)...

If you dao not have the response code (ChDDSB)

in which publication/website did yau
zee our promotion?

Accessibility



One person’s
heat map

* Small green
dots show
narrow focus
on labels and
left end of fields

Red crosses
show clicks

»



An aggregate

Narrow focus
on the easy
questions

at the top

Gets messy
further down:
harder
guestions,
more answers
to consider




The ‘face and vase’ effect —
task can drive where you look

* |If you want to, you can decide to
look at the faces (black)
or the vase (white)

* Change of task, change of vision:
the same thing works on the web

image from Eye Site, part of the University of lllinois Eye Center 11
http://www.uic.edu/com/eye/LearningAboutVision/EyeSite/Opticallllustions/FaceVase.shtml



* Pick ONE of these two tasks:

— “Look for something to help you plan your assignment”
— “Find out how to contact the Open University”




Face and vase / figure and ground
on the web

O]

_—

Skills for OU Study

Student Horme

Tutor Horme Intranet Horme

The Open
Urniversity

Assignments and exams

Preparing for your assignments

o Types of assignment - Essay style guestions, reports, oral

assignments, short-answer questions,

o Understanding the guestion - know exactly what the assignment

guestion is asking you to do .

o Stages in planning assignments - how to organise yourself and your

materials, Contains examples of essay-style assignments,

The craft of writing

o wWrite like a professional - using supporting evidence, paraphrasing,

quotes and referencing.

o Use the appropriate writing style — how to express yourself,

o Introductions and conclusions - what they are meant to do,

¢ Dividing your work into paragraphs — know when a paragraph should

start and end.

o Using linking words - how to make your logic flow,

o Enalish for learning - need help with grammar and spelling?

» Reading list - for more help with assignment wrting

@ oz |

|[ search ]

2 e_‘;_,.e"’
ASSESSMENT (QUERY

Check out the Assessment site
for help with queries about the
assessment of your studies with
the Open University,

REMEMBER

Examn techniques are samething

I I T [N AN TR |

13



User never glances at the header until the task
requires header-type information
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If the form is going
well, no need to
look elsewhere




Make sure ‘page furniture’ is there for users
when they need it

* Page furniture is the stuff on the page that isn't the form

* When users swap tasks, they look in the page furniture

— “Who are you?”

— “l want to contact you”

— “l want help”

— “How do | save the form?”

* It helps users if the items they need
are in familiar places:

— “Contact us”
— “Search”

— “Help”

— Your logo

header or footer
top right (next best: top of left margin)
top right of page

top left corner
16



Back to labels.
The ‘narrow focus’ means big jumps for the users’ eyes.

Cif knowen)




Mario Penzo’s recommendation:
“Place labels above or right-align them”

Your address I
[

Penzo, M (2006) Label Placement in Forms
http://www.uxmatters.com/MT/archives/000107.php 18



Are all these questions equivalent?
Where do the answers come from?

Your address * Your address * Name
Your city * Your city * Surname
Company you work for ¢ Company you work for * Age

Number of colleagues * n°of colleagues * City

5

19



Easy questions and hard
guestions prompt different
patterns of reading

* Users glance at
populated answers

* Users look mostly at
the left end of the
answer space for
easy questions

* Users read complex
Instructions quite
carefully...

* ... provided they are on
the way to their goal




Update:
Labels above the fields may be no faster
than right aligned labels

* Das, McEwan and Douglas investigated label placement
* Chose a simple form with simple questions

* Found no difference between labels above the fields and
right-aligned labels

Das, McEwan and Douglas (2008)

Using eye-tracking to evaluate label alignment in online forms,
NordiCHI '08: Proceedings of the 5th Nordic conference on Human-
computer interaction: building bridges 21



A section of a form where | think left-aligned
labels really are necessary

Did you receive any interest etc, for example, from UK* | Yes e
banks, UK building societies, UK unit trusts? &

Did yvou receive any dividends, for example, UK companies,* | Yes b
authaorised unit trusts, open-ended investment companies,
foreign companies {(up to £300)7 &

Did you receive any UK pensions, annuities or state™ | No hd
benefits, for example, state pension, occupational pension,
retirement annuity, incapacity benefit? &

Did you receive any other UK income, for example,* | MO h
Employrent lump sums, Share schemes, Life insurance

gains, Any other income? @

Have you made any income tax losses in the year® | MO b
z007-087 @
&re vou liable to pension savings tax charges or have you® | MO o

received payments from overseas pension schemes? &



Users can
survive a lot

Checkout Step 1: Billing and Shipping Address Step 1

[fyou are a new customer complete this form.
Billing Address
Title (Mr., Mrs., Miss, ete)
*First Mame *LastMame
Company
*=Address Line 1
Address Line 2
Address Line 3
* ity Town
*Postal Code
Linited Kinogdom |»
*Country

* Daytime Fhone Mumber

* E-mail Address {must he accurate for us to
send your arder canfirmation

*ndicates a required field

Shipping Options
(% Ship entire order to my hilling address

Ship entire order to OME address (other
Othan my hilling address)

Ship iterms inthis order to MORE THAR
) QOME address

Catalogue Code

[fyou have a printed catalogue, please enter the
catalogue code from the blue hox on the back of
the catalogue (See below).

CATALDG CODE

CUSTOMER CODE

WER COUPON CODE

Catalogue Code

Coupon Code
[fyou have a printed coupon to apply to your
order, enterthe code here:

Caupon Code

O



Method 1 (more effort):
Decide where to put your labels according to
your users, their goals, and the questions

Your users and
their goals ....

Willing to reveal the
answers; filling in
the form helps them
to achieve a goal

Unwilling to reveal
answers or reluctant
to fill in the form

Your questions ...

Simple, only a few of
them

Simple but lots of
them

Complex

Simple or complex

Put the labels ...

Above

Right-justified

Left-justified

Left-justified

(you'll need more

explanation)
24



File Edit Yiew History EBookmarks Tools  Help  delicio.us

<:E| - - @ ﬂ_l\" !; TAG ||_| http: /e, aarpelderwatch, org/public/Report. do |'| [ii*] '*||:|:|untry submit Firsk name

" Getting Started |_| post ko delicio.us |_| Google Accounts

| Submit a Complaint AARP Elder

T e A Program with the Colorado Attorney General and the AARP Foundation

449

Do you have a fraud ar financial exploitation concem?
Complete this camplaint farm or call us Monday - Friday Sam to 4 pm
Tall Free in Colorada: 1800222 4444
Denver Metro: 303222 4444

If using this form, please nate that labels in bold with an asterisk () are required

Your Information
* First Name: |

|

* Last Name: | |
|
|

FPhaone Mumber: | (nnn-nnn-nnnng

Ernail; |
Would you like to receive a status update? Cives WMo

* Relationship to Victim: | =elect One. .. b |

* Type of Complaint: | =elect One. .. V|

* Estimated Amount of Financial Loss: |E| | (to the nearest §)
* Are you the Contact? O Yes @ Mo

Will you share your fraud experience with the public in order to help others? O Yes @ No

How did you hear about us? | melect One... V|

Contact Information
* First Name: | |
* Last Name: | |

|
[

*Phone Number: | (nnn-nnn-nnnnj

| e



&) Basecamp™

37signals 3s

. A variety of plans to fit everyone's needs. You
Slgn u p can upgrade, downgrade, or cancel any time.
All pay accounts include a 30-day Free Trial.

— Create your administrator account

This is the master log-in for your account, All Nelds are regquired.
Croe your SSoount S 28t up yiu can bdd socounts for other pecple
as well. Each person will have their cwn usEmame and passweord.

Firgh pasns

Last name

Erriadl

Lisarngma

WL you'll use BS kg A {oF i Ofsair]

Fasswoird

Paidwerd Byain

Cordim ol Sacbwirtl by EnDering o agasn

Lo pa iy Enoup
Examples: Appde, UCLA, Red Cross

Which wel brovwwiers work wilh Dadecarnp?

&y of the follwing web browsers work with Basecamp!
IE T (PC), Firefox 2 or later [(Mac, PC, or Linuwx], Safan
2 or later (Ma].

Can T upgrasle, downgrade, or cancel Later?
Abzolulely. Besocamp s & month-to-month serssoe $o
Fou can vpsrade, dowmngrade, gr cansal ak any tima.

Which ferme of payment do you accapt?
Wa asopt Vies, Masbercard, and Amarican Exprogs. We
&2 ok pedapt POE, ehecki, o Fndided b be paid ok &

laber dabe. We do emsd & "PAID" srwoice each Lime you
S biled.

v Eda.

Screenshot best
available

26



37signals 1;-

You're just 60 seconds away from your new Basecamp account. l(
Already use a 37signals product? Then sign in with vour 37signals 1D to save time. 7}/”“ 4
Create your Basecamp account ’ﬁ' CI : ) {
First name &WP .

Last narne

Ernail You're in good company when
you use 37signals products.

Company

Over 3,000,000 users

Time zone | (GMT-05:001 Eastern Time (US & Canada) + i
Thousands sign up every week

Now choose a username & password

Secure and reliable
Your data is backed up daily

Username

OpeniD Great customer service

Passwnord Fast, accurate, and friendly help

Enter vour password again for verification

Create your Basecamp site address

Every Easecamp site has its own web address. For example, if wou want vour Easecamp site to be at
http:acme. basecanphg . com you' d enter acme in the field below. Letters & numbers only. 27

hittp: basecamphg.com



by kind permission of
Steve Krug, author of

“Don’t Make Me Think” and
“Rocket Surgery”

28



WEB DESIGN FUNNIES

featuring...

Kim the 3

Today’s episode: “Religious Debates™

Caroline makes a suggestion...

Rick from
Marketing

Project “
Manager.

:P“f@“if

We could use a
pulldown menu for
the product list.

\)

'g& Bﬂb the
D

Caroline the
Designer

|

=
Ll

@

People don't like
pulldowns. My father
won’'t even go near

a site if it uses
pulldowns.

eveloper
I hate
pulldowns.

Well, I don’t think most

people mind them.

And they'd save us a
lot of space.

Besides, have
you got a
better idea?
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As you'd expect, Steve goes on
to recommend usability testing

* Usability testing gets you away from ‘religious wars’

* Even one test with one (possibly unrepresentative) is
better than nothing

31



32



Method 2 for labels (guaranteed success):
Choose anything harmonious then test and test

* Any reasonably harmonious arrangement of labels and
boxes is likely to be OK

* The only guaranteed way of achieving a good form is:
— Test YOUR form with YOUR users
— Make changes based on what you find
— Test again with (different) users
— Make more changes
— Repeat until the form works

33



Colons at the end of labels?
Sentence or title case?

Required field indicator?

34



Colons at the ends of labels are
a matter of considerable debate

Where am I? telegraph.co.uk = My Telegragh = Register

@elegml]hoco-u k welcome 1o the hurﬁan nelwork.- o
i

Telegraph Blogs | mydseleamaph coue in ascocistion with  CISCO. SEARI

Home My news People Most popular Tags  Announcements  Help

Already 5 member?

Join the debate. Join My Telegraph

Whatis my.Zelegry

Please complete all fields

Screen name {only alphanumerc characters)

hi h the Telegr
This is the name that will be displayed against all comments and posts that
N L _ Lo el
First narnes
ng and takes Y
Last namne

First marme

Last name

Ehe New YJork Times

THL Wi

1 Member? Log In

Registering for NYTimes.com is free and easy!

Registration provides free and instant access to breaking news, reviews, onling classifieds and
maore on NYTimes. com.

Why Register? | What is TimesSelact? | Privacy Concemns | Cookies Information | FAC's

Choose a Member ID: |

Choose a Password: {Fiva character minimum)

Re-anter your Password:

Secret Question: — Select One — ¥ What's this?
Secret Answer:
E-Mail Address: ‘Why do we need this?

NY¥Times, com will anly use this address with your permission

[#] Remember my Mamber ID and passward on this computer.

Choose a Member ID: |
Choose a Password:

Re-enter your Password:

Pick one style. Stick with it. It's not worth arguing about.

http://www.usabilitynews.com/news/article3200.asp and http://www.usabilitynews.com/news/article3112.asp




Sentence or title case?
Sentence case wins. (But only just).

* This is sentence case

* This is Title Case

* This Is Capitalisation Of Each Initial Letter
¢ 1S0-9241 part 17 says

* "Initial upper-case (capital) letter for field labels: To facilitate readability, the text field
labels begin with an upper-case letter. The rest of the label should contain lower case
(small) letters except for cases where the label is a logo, an acronym or language
convention that requires each word in the label to begin with a capital letter.”

* Sentence case is slightly more legible due to familiarity

* It's not worth changing a big suite of forms to fix this

http://www.usabilitynews.com/news/article2594.asp  3q



Required field indicator?
(There's a theme developing here...)

* Miriam Frost Jungwirth:

* “l was once charged with testing that.
Seriously. $10,000 of manhours testing asterisk placement.

There was no difference in user performance. At all.”

* I'm a little more interested in this discussion:

Indicators placed to the right are likely to be invisible

Put the text describing the indicator at the top of the fields
(that is, not at the end of the form and not in the instructions)

Use the same indicator in both places (text and next to required field)
Use the alt-text ‘required’ (not ‘asterisk’)

Always indicate required; don'’t switch to indicating ‘optional’

If you feel the urge to indicate ‘optional’, use the word ‘optional’

Do not use colour on its own as an indicator

Miriam Frost Jungwirth, posting on CHI-WEB, 19 April 2007 37



A few examples of required field indicators

(L]

1,,_.._(

—_—
TUCSOM

COMNERTION
CENTER
HOME EVENT CALENDAR  TICKET OFFICE  IN TUCSON BOOKING EMEWS  GETTING HERE ABOUT US

Sign up for "The Dish"

Sign up now for a free e-mail service that provides you with insider tips on some of the
hottest events coming to the Tucson Arena, Tucson Music Hall, Leo Rich Theater and

the Tucsan Convention Center.
TUCSON
COMYERTICHM

CENTER

Tell us about you:

Email* | Gender: | Please Select.. v

First Name:* |

Last Hame:*| Age:| Please Select.. V|

ﬂp:*|

*required fields

Send me news and special offers on the following topics:

You will receive all of our email OR Select just what you want to receive
notices and updates. information about 3 8




A few examples of required field indicators

Services What's new

THE DEPARTHENT OF INTERMAL ATFABRS

Te Tavi Taiwhenua

Content Complaint Form

NOTE: Fields marked with an asterisk {*) are required.

Complete this form to make a complaint about Internet or other content which you think is, or may be, objection:

fhat |15 Objectionable and Censorship and the Internet.

Date of Incident or date you saw the publication: *

[dd/mmiyyyy)

Type of Incident or publication: *
- SELECT - hd

Details and comments about the material you are complaining about. Tell us what happened: *
Remember to include chatroom names, networks, URLs. usernames, passwards, trigger commands, email and
don't know what some of these things are, just give us all the information you can.

39



A few examples of required field indicators

15 GRAND PRIZES

WIN A PAIR OF TICKETS

TO ONE.OF THE

FOLLOWING SHOWS

= THE DECEMBERISTS (JULY 7)

= CAFE TACUBA (JULY 15)

= COOL BRITANNIA! WITH
JAMIE CULLUM (JULY 21)

PLUS A BRISTOL FARMS
PICNIC BASKET VOUCHER

A\

laist’

(4

&

;f,,.m""*ﬁ
(R 0 R

Required fields are rmarked in pink.
First Mame: Last Mama:

E-Mail: Confirm Email :
Address Line 1:

Country: Zip or Pastal Code:
—
Gender (m/f): Birthday

Male or Female Month | Day % |Year %

What kind of cell phone do you
Cell phone number: have? 40



A few examples of required field indicators

"Iﬂ't’ I ‘dlll*il
@MDOT [/:1115 0r i)

Michigan.gov Home

doing business

= Forms
o] Contractor Services

Dizadvantaged Business
Enterprize

Prequalification

Bid Letting

Payments & Awards
= Vendor/Conzultant Services
= Local Agency Program

= P nger Transportation

rnulu;ls::g travel

ruils&_ruhlic —

fransi =
bridges, borders=t&"

& ferries) =

news & information

MDOT Home | Site Map | Contact MDOT | FAQ | State Web Sites
EL Printer Friendly Text Version E Email Page A- A Text Size
Order a Construction Prequalification Packet

To request a prequalification packet via email, fill in this form and click
the Submit button below. * REQUIRED INFORMATION

*

Mame: |

Email: |

Company: |

Address: |

Address 2: | |

City: |

Swe o[ |

* Required [ Submit][ Clear Faorm ]

B Departments/Agencies

B Online Services

M RS5 Feeds

Related Content
* How to Become
Con=truction Prequalified
* MDOT Prequalified
Contractor Directories

41



Which is the most important problem

* Examine the Michigan Department of Transport form
* Find as many usability problems as you can

* Decide which ONE problem is the most important

42



1. It's not OK and | don’t want to Cancel
2. Shorter preambles

3. ‘False ends’

43




Buttons really do matter to users.

@Back 2 'J

Home - Phaser 8500DN - Microsoft Internet Explorer provided by evesham.com

fAddress |@ http:/{192.168.1, 16/

Internet Services
Phaser 8500

MName: Phaser 85000DMN
DS

IP: 192.1658.1.16
Contact:

Location:

Status:  warning

- Refresh Status

Features

3 Fremium color printing
Fast printing up to 24 ppm and unrival
seconds to first page
Dutstanding performance with 500 M
processor

+ Easy to load solid ink consumables

+ True Adobe PostSoript 3

N Easy installation and use with Phazer
Sofbware

Optional Features
{¥ = installed on this printer)
+ Automatic two-sided printing
525-Sheet feeder
Advanced Features
W Network Interface

Printer Drivers

Install Printer Drivers

Phaser: 8500/85

Drivers

Windows Users

Click the link below to begin thef
* Windows Driver Instal

Macintosh Users

Click the link below to download

* Macintosh Driver Inst.

|

|

ﬂGo Links > | ¢ Snaglt [f!

0 Inkernet

44



1. Label the button with what it does.
2. If the user doesn't want to do it,
don't have a button for it.

* “"OK" works — if it makes sense to say “OK” at that point

* "Reset” probably doesn’t work
* Reset Button: INPUT TYPE=RESET

An INPUT element with " TYPE=RESET' represents an input option, typically a button,
that instructs the user agent to reset the form's fields to their initial states. The VALUE
attribute, if present, indicates a label for the input (button).

When you are finished, you may submit this request: <input type=submit><br>

You may clear the form and start over at any time: <input type=reset>

When you are finished, you may submit this request:
[ Submit Query ]

fou may clear the form and start over at any time:

http://www.w3.org/MarkUp/html-spec/html-spec_8.htmI#SEC8.1.2.8 45



1. It's not OK and | don’t want to Cancel
2. Shorter preambles

3. ‘False ends’

46




Request a Personalized Rate Quote

Tired of calling = list of mortgage providers only to be asked the same questions over and over again? Let
our lenders and brokers come to youl By providing the following inforrmation, one or mare companies in
your area will provide a "personalized guote” on your borrowing request. Most will respond in less than 24
hours. Please complete this form as thoroughly as possible.

We respect your privacy. This is a confidential request and your personal infarmation will anly be sent to

lenders and brokers in your area who are custormers of ComparelnterestRates. corn For more information,
see our privacy staternent.

Property State | Flease Choase One

Purpose of loan ‘ Flease Choose One v

Preferred mortgage product | Please Choose One V|
[ ifyau want quotas on multiple products plesse indizats additional praducts in the comment field balow )

Approximate loan amount you wish to borrow §

( please use whole numbets without any commas, desimals of dollarsigns )

Purchase price of home or approximate value for a refinance s

( please use whole numbets without any commas, desimals of dollarsigns )

If purchasing a new home you have identified, when is the closing date?

Contact Information:

First Name ‘
Last Name ‘

Home Phone # 3
’_

Business Phone
#

I
.

)]

«
Email Address |

Please rate your credit
‘ Please Choose One v ‘

Are you willing to document your income throughout the lean process?
‘Yes ['will document fry incame for the lender b

Have you ever had a bankruptcy?
‘ Mever have had a bankruptey or over 10 pears since BE dischaige ‘

Additional information, comments, and questions.

Do you wish to alse receive quotes on home owner's insurance?

Do you wish to subscribe to our Daily Mortgage Rate Update email?

Please press submit button only once. Multiple submissions may
transit your request to rore lenders than you requested

[ Submit Your Personalized Rate Quote Reguest ]

Start Ower

A/B
testing

Varied:

* photo

* background
* colours

* shading

* buttons

* preamble

Request a Personalized Rate Quote

This mortgage rate guaote farm will take approximately 30 seconds to complete. Here's how our service
warks

» Complete our short foren

o We will search hundreds of mortgage lenders and thousands of loan programs in our database
» You will then receive quotes from up to 4 competitive lenders in your state

» ‘fou choose the mortgage lender with the best rate and loan terrns and save money

Property State | Please Choose One v

Purpose of loan | Flease Choose One v

Preferred mortgage product| Please Choose One V|
{ ityou want quates on multiple products please indicate additional pradusts in the camment field below )

Approximate loan amount you wish to borrow s

{ pleass use whale numbers without sny sommas, decimals or dollarsigns )

Purchase price of home or approximate value for a refinance s

{ pleass use whale numbers without any cemmas, decimals or dollarsigns )

If purchasing a new home you have identified, when is the closing date?

Contact Information:

First Name |

Last Name |

Home Phone » ¢ 3
,_

)

N
N

Business Phone #

¢
Email Address [

Please rate your credit | Please Chonse One ha

Will you document your income?  ¥es & ho O

Have you ever had a bankruptey? \ Mever w

Additional information, comments, and questions.

[ Submit Information To Lenders ]

Flease press submit button anly ones. Multiple submissions may
fransmit your request ta more lenders than you requested 47
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In our 2004 study, we found that only
a better preamble made any real difference

* We tested a wide selection of visual variants of a form
* Variants improved conversion rates

* The only variation that achieved statistical significance

was the improved preamble:
— Shorter

— Clearer

— Better layout

Jarrett, C. and Minott, C. (2004) Making a better web form Proceedings of the
Usability Professionals' Association Conference, Minneapolis, Minnesota, USA.
http://www.formsthatwork.com/files/Articles/BetterForm.pdf 48



&) Basecamp™

37signals 3s

. A variety of plans to fit everyone's needs. You
Slgn u p can upgrade, downgrade, or cancel any time.
All pay accounts include a 30-day Free Trial.

— Create your administrator account

This is the master log-in for your account, All Nields are regquired.
Croe your SSoount S 28t up yiu can bdd socounts for other pecple
as well. Each person will have their cwn usEmame and passweord.

Firgh pasns

Last name

Erriadl

Lisarngma

WL you'll use BS kg A {oF i Ofsair]

Fasswoird

Paidwerd Byain

Cordim ol Sacbwirtl by EnDering o agasn

CompanyiGroup
Ewampies: Apode, UCLA, Bad Cross

Which wel brovwwiers work wilh Dadecarnp?

Ay of the follovwing web Browsers work mith Basecsmp:
IE 7 (PC), Firefox 2 or later [Mac, PC, or Linux], Saferd
2 or later (Maz).

Can T upgrasle, downgrade, or cancel Later?
Abzolulely. Besocamp s & month-to-month serssoe $o
Fou can vpsrade, dowmngrade, gr cansal ak any tima.

Which ferme of payment do you accapt?

Wa asopt Vies, Masbercard, and Amarican Exprogs. We
&2 ok pedapt POE, ehecki, o Fndided b be paid ok &
laber dabe. We do emsd & "PAID" srwoice each Lime you
S biled.

v Eda.

66 words
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37signals 1;-

You're just 60 seconds away from your new Basecamp account. l(
Already use a 37signals product? Then sign in with vour 37signals 1D to save time. 7}/”“ 4
Create your Basecamp account ’ﬁ' CI : ) {
First name &WP .

Last narne

Ernail You're in good company when
you use 37signals products.

Company

Over 3,000,000 users

Time zone | (GMT-05:001 Eastern Time (US & Canada) + i
Thousands sign up every week

Now choose a username & password

Secure and reliable
Your data is backed up daily

Username

OpeniD Great customer service

Passwnord Fast, accurate, and friendly help

Enter vour password again for verification

Create your Basecamp site address 28 words

Every Easecamp site has its own web address. For example, if wou want vour Easecamp site to be at
http:acme. basecanphg . com you' d enter acme in the field below. Letters & numbers only. 50

hittp: basecamphg.com



1. It's not OK and | don’t want to Cancel
2. Shorter preambles

3. ‘False ends’

51




‘False ends’: if it feels like the end of
the conversation, users will stop

@ HM Revenue

& Customs

= Employee List
= Works Number
Update

Employer Annual

Returns

= P35 End of Year

= P38A
Supplementary

= P11Db Expenzes &
Benefits

= POD Batch
Submission

= Emplover Actions

Settings
= Employver Details
= Change Tax Year

= Feedback

Employee Details

contact us

9 April 2007 EFFORTMARK LTD (Ref 362/E365) 3

help @ logout

Tax Year 2006/2007

%ou must complete any fields marked *

*# Why is this employee being added? @

{3 Mew employee with a form P45(3) from a previous employer

{3 Mew employee without a form P45(3) and requires a form P46

{3 Existing employee previously paid below the PAYE threshold and requires a form P46

{3 Existing employee to add to Employee List

* Surname:

* First name:

Middle name:

Title:
(Fer example. Mr, Mrs}

#* Address line 1;

Address line 2

Address line 3

Address line 4;

Next @

[
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‘False ends’: if it feels like the end of
the conversation, users will stop

contact us ] logout

@ HM Revenue

& Customs

21 March 2007 EFFORTMARK LTD (Ref 362/E365) [

P46 - Tax Code Calculation Tax Year 2005/2006

Susan Roberts

= Employee List AB631452C
= Works Mumber
Update Based on the information provided, the tax code to be used for this employee is shown below,

*) Back

Employer Annual Tax code to be used: 503L

Returns

= P35 End of Year

= P384A
Supplementary

= P110b Expenses & Submit P45, P46 formis)>
Benefits

= PAD Batch
Submission

= Employer Actions

Tax code operation basis: week 1 or month 1

Do another P45, P46 =

Settings
= Employver Details
= Change Tax Year

P46 New Employee

= Statermnents

> Tax Code
Calculation

= Feedback

#) Back



Avoid screens in the middle of forms that
have no fields for user entries

* Option 1: save a ‘false end’ screen for the true end of
the conversation

* Option 2: include a question that guides users around
the ‘false end’ screen

o4



« Design a solution to the ‘false end’ in the tax form




Keep the logo in proportion
Calm your creative impulses
Design to a grid

Use rules with a light touch
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Some branding reinforces
your form’s credibility.

A —

VisitCornwal

Haome

HOME

ACTIVE CORNWALL CDmpEtitiDﬂ - win a stay at a brand new quury S star hD|Ida'}f "u"i"age
#RTS 4ND CULTURE i Cornwall *

EROCHURE
EE::S:E;ES Tell us what you think of our website and enter our prize draw to win either a fabulous weekend or
Bl short break in one of Gwel an Mor's VIP lodges, equipped with private hot-tub on the sun deck, a wood
GAROENS burner and maid service. For your chance to win this prize draw, click here and complete our quick and
GETTING HERE easy website questionnaire and submit by 1st October 2007. All completed questionnaires submitted

GREEM TOURIS KM
HERITAGE & HISTORY

will be entered into the prize draw. Good Luck!

MEMEERSHIP
NEWS: Gweel an Mor offers superb self catering accommodation backed by extra-ordinary
PRACTICAL INFO standards of service. Their & star rating was achieved within six

enjoyEngland.com

RFEF&RMCH e e I e e S e L e S B A R e A e S e o



Is this enough™?

VisitCornwall

VisitCornwall Website Questionnaire

We welcome your views on YisitCornwall. co.uk, Al individual responses will be treated as strictly confidential, and the results of
this survey will be used to help guide our future web site development. Thank you for your help and co-operation,

1. How did you learn about this site?

=earch engine

Link from another website

Direct from YisitCornwall (Cormaall Tourist Board, by email ar phane for example)
YisitCaormweall (Correall Tourist Board) brochure or guide

Cther brochure ar guide

Mews / Magazine feature or listing
~» Recommendation from a friend

Ty Other (please state)

O000000
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Where is the form?
Too much branding

{= Ba In a Marvel Movie Sweapstakes - Marvel - Microsoft Internet Explorer provided by evesham.com

@ - .htl:p'f_l\ww.rmw:I.mml'b-e_n_d_rrmw:l_m Wy KTl out the Form™
Fila Edé 'iew Fawoeibes Tools Help

W o I&Jnah‘:\dﬁn‘m&m:ﬁﬂdﬁ Marvel

Wi-x Y i — - TN
® b o marvel.com _
COMICS TOYS VIDED GAMES

VIDEDS  BDARDS

| BE IN A MARVEL MOVIE SWEEPSTAKES | ¥4

-
-

& Inkermet L 100% -




Another, more recent, look at the Marvel site

2 Marvel Movies Hub at Marvel.com - Mozilla Firefox

File Edit Wiew History Bookmarks Tools Help  delicio.us
&_- = -_,f - i@?,_’"’ I_E_: EE AG I http: fhanana, marvel comfmovies# S| | B |G]' marvel movies =
’ Getting Started | | post bo delicio.us | | Google Accounts

Marvel | tii=b GOOGLE SEARCH | ENTERTAINMENT~ CHARACTERS~ NEWS &INFO~ VIDEO~ SHOP~ KIDS~ MORE~ DIGITAL COMICS

Comics Catalog | Marvel Universe | Subscribe to Marvel Comics

Sign in here. Mew User? Sign Up! Get Help!

Movies Home | Mowie News | Marvel D¥YDs | Character Bios | Digital Comics | Comic Subscriptions

+ Movies & TV B @ B B 9 T &

COMING SOON MOVIE NEWS

PUNISHER: WAR ZONE
COMING SEP 12, 2008
» MORE INFO

THE INCREDIBLE HULK
COMING JUN 13, 2008
» MORE INFO

IRON MAN "
COMING MAY 2, 2008

» MORE INFO

MAKE MINE MARVEL: THE INCREDIBLE HULK TV SERIES

ONTV FULL STORY

FANTASTIC FOUR:
WORLD'S GREATEST

HEROES
» MORE INFOD

| ATEST NIGITAI ~OMIF

Done
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Another, more recent, look at the Marvel site

) Marvel Movies Hub at Marvel.com, - Mozilla Firefox

File Edt ‘Yiew History Bookmarks Tools  Help  delicio.us
@ - - @ ﬁ Eﬁ ac| BB http:fwem marvel. comfmovies# ¥ | B | |[Cl=|marvel movies [}
# Getting Started | | post to delicio.us [ | Google Accounts
ENTERTAINMENT - CHARACTERS~ NEWS &INFO~ VIDEO~ SHOP~ KIDS~ MORE~ DIGITAL COMICS —
OFFICIAL MARVEL.COM REGISTRATION close
User Name *
Password *
Re-enter Password *
Email Address #*
Confirm Email Address *
Date Of Birth v v v *
Send me the weekly Marvel PULSE NEWSLETTER. I want to be among
the first to get the latest things on all things Marvel!
O I agree to Marvel.com's Terms of Service and Privacy Policy
v
E: 3
javascriptlnadSignupl fmovies';




Is this just right?
Or too much?

15 GRAND PRIZES

WIN A PAIR OF TICKETS

TO ONE.OF THE

FOLLOWING SHOWS

= THE DECEMBERISTS (JULY 7)

= CAFE TACUBA (JULY 15)

= COOL BRITANNIA! WITH
JAMIE CULLUM (JULY 21)

PLUS A BRISTOL FARMS
PICNIC BASKET VOUCHER

A\

laist’

(4

'“r'*,. SR
m‘) ol Vlf &2 A

Required fields are rmarked in pink.
First Mame: Last Mama:

E-Mail: Confirm Email :

Country: Zip or Pastal Code:
—
Gender (m/f): Birthday

Male or Female Month | Day % |Year %

What kind of cell phone do you
Cell phone number: hava?
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Calm your creative impulses
Design to a grid

Use rules with a light touch
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Calm your creative impulses.

ﬁ Montblanc




More conventional: easier to use,

still offers opportunities for improvement

WRITING INSTRUMENTS » CONTACT
WATCHES CONTACT FORM
LEATHER » COMMENTS & FEEDBACK
JEWELLERY
EYEWEAR

FRACGRAMCE Topic Cormments & Feedback
LIMITED EDITIOMNS

Wour message!

Place yaur test here:

* Required fields

@ Title Bl ©v:- @ @

CRAFTSMANSHIP Lastname * [
CORPORATE Region ¥ lzaze o & & [2gion Pleaze send me a copy of this E-Mail
ART & CULTURE Country * |-.. Wes, ﬂwo;ld like to recel:ii.'e the MontblancIHewsletter. I
ave read and accept Montblanc's Privacy Paolicy,
CORPORATE GIFT by
E-mail *

- Reset = Send

BOUTIQUE LOCATOR CUSTOMER SERVICE  CONTACT  NEWSLETTER  SEARCH [N Terms of Use Sitemap Change language



Design to a grid

Use rules with a light touch
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] Oxzfam Questionnaire - Power Internet E xplorer
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Keeping to a grid: starts well

/3 ADL_COM | Write to Us - Power Internet Explorer

J Fil=  Edit Y“iew Fawvortes Toolz Help |

= s D W A I B S

Back Fanard Stop  Refresh  Home Search Fawvortes  Higtom M ail Print
J-"-\ddrESS I@ hittp: A, a0l coméinfo feedback. himl j P Ga
FY

AOL.COM i

» AOL Mail | » My AOL.COM | » Peopleschat | » Search | » Shop | » Web centers | » Try AOL FREE!

ou are here: Home = AOLCOM Write to Us

AOL.COM Write to Us

our feedback is important to us. Whether you came to our Web site to be informed or entertained,
e hope your wisit was a success.

you'd like to tell us about your experience, or if you need to get in touch with us far other reasans,
lease fill out the following form. Be sure to select a category that reflects the content of your
essage.

en you're done, click the Submit bon at the bottorn of the page. We will make every effort to
edpond to your comments or gquestionglin a timely manner.

aur name

our e-mail address

ubject of your message

|@ Dione I - - - |_|_|Q Internet
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Example: chipping at the grid

/3 ADL_COM | Write to Us - Power Internet Explorer

Fil=  Edit Y“iew Fawvortes Toolz Help

- J 4 4 Q W I

- 3

Back Stop  Refresh  Home Search Fawvortes  Higtom M ail Print
Address |@ hittp:/ Avwavy, a0l comdinfosfeedback, html j @GD
When you're done, click the Submit button at the bottorn of the page. We will make every effort to -l

' our narne I

ur e-rnail address I

ubject of your message I

ow would you categorize your message?

General question or comment
Technical guestion about America Online
Technical gquestion about the Internet or the Web

Comment about an ADL member's use of the Internet

e
A

A

] Billing question
| Request for hilling credit

1 Question or cormment about this Yeb site
1 Question about AQL Mobile

Enter your message below, then click Submit.

&] Done |_|_|Q Internet
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Design to a grid:

If you give up entirely, it looks a bit inept

Please fill in the following information to complete your reservation . . .

(Ms | First Mame:[Caroline | Last Mame: [Jarret |
Address: | | City: | |
State: | New Jersey v| ZipCode: | ]

Phone Number: b H | Ernail Address:

[ Finalize Reservation(s) ]

Clear Form

[Please Press the FINALIZE Button Only One Time. Processing your reservation
tales a few moments. . .

Done
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Design to a grid:
If you give up entirely, it looks a bit inept

Registration Form

Of course, all submitted information is kept in the strictest confidence.
You always retain control of vour information with DV, Simpson & Co,
Our services are always at no cost to you.

Name:

Address:

City: State /Province:
Zip Code:

Country:

Phone: (H) Fax:

Phone: (W) (if able to speak freely)

| e
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A before- and after- example.
First of all, the old one. Plenty of grid problems.

TheOpat
P

AUTHENTICATION help

Cpen University Authentication

The page you wish to view requires vou to be signed on. Please signon now,
{%ou must have Cookies enabled in wour browser software to continue)

Please enter your signon details, then click the "Proceed" button.

Mote: Your CU Computer Username is usually made up of your initials and

OLU Computer i“‘“““““““" .
Usernarme : a number {e.g. jmcz07,

We do not offer the facility to change this Username,

ol System Password i Eraceed

{case sensitive):

Mote: If you have forgotten your OU System Password please leave this field empty.
If vou are having problems with your Username and Password information, please click here,

The OU has modified this Web server to provide Enhanced Security features.
If you have an older browser or would like to know more, please check out the help page here.
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2 Horne | | Study at the OU | |A|:u:|ut the CU | | Fezearch at the OU | | Search | | Contack the OU |

=~ Sign in

Accezsibility

The Open University

Signin to the OU website

If wou don't know wour OU Camputer

LUSErname _
| | username or have forgotten it, you can
enter your OU Personal Identifier {FI}
password .
| | instead.
Forgotten your password?
| StudentHaome !—| E Y P

If vou can't remember your password, you
can reset it here,

To read about our sign-in and security

features, see help.

Mew ta OU | O an T | Foralurmini | For Emplovers | Privacy | Copyright | Jobs | Mews
@ The Open University 444 (01245 200 60 20 Ermail us
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Design to a grid:
think about the whole page as well as the fields

Done

- =
P BT ACT

ACT Registration

Start your record below. Afier entering a password on the next page, your record will he
availahle for 72 hours to complete and submit. If you need to exit the regishration and access
it again hefore 72 hours have passed, you will he asked to re-enter the same login
information and password. Once submitted, your regisiration request cannot he cancelled or
accessed again. Ifit is not completed and successfully submitted within 72 hours from the

time itwas created, it will expire.
First Marme
Last Mame

Date of Burth ! ! {rrum dediyyyy)

Last 4 digits of vour phone mumber

[ Cantinue ] [ Feset ]
[ Cancel - Go to ACT Home Page ]

Banld: w1502 1 2

aap.act.org (2
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Design to a grid:
now it has a grid — but also invisible instructions

"ACT
o ’ INCINEYREGISTRATION

A First Mame

Directions

Startyour record here. LastrMame

After you enter a password on the Date of Birth f ) rnrnid iy
next page, your record will be Lot 4 diaits of

available for 72 hours to ast 4 digits ofyour

hone number
complete and submit. Ifyou need H

to exit the registration and access
it again before ¥2 hours have

passed, you will be asked to re- [ Continue ] [ Reget ]
enter the same login information
and password. [ Cancel - Go to ACT Home Page ]

Once submitted, your

registration request cannot be Build: 1.0.1
cancelled or accessed again. If it

is not completed and

successfully submitted within

T2 hours from the time itwas

created, itwill expire.

2 200 ke ACT Iare All rinhts resareer 75



* Design a solution for ‘invisible instructions’ on the ACT
form




Use rules with a light touch

144



) Daparimant of tha Tragsury—Internal Revenus Servics
ﬂ| I"| |__|uL |x Amended U.S. Individual Income Tax Return CAE . 15450001
iRy Novembar 007] W SeE separate Instruckions.
u ThIS return is for calendar year . or fiscal year ended b \ .
‘four st nams ard nitial Last mama Yo scolal seourtty number
& I
E I a Joint retum. spousa’s first nama and inital Lasi rama Spoise’s srial sernity nmber
] E I
I neS Can e p & [ Home adoress o and strast) or P.0. box I mal & net deivered  your home Apt ma Phore nmbsr
1) N
i { ]
E City, town or posi ofica, sike, and OF coda. I you Feve a foregn ad dress, see poga 2 of e nsucions For Paperwork Reduction fct
Hotioe, see poge 6.
A IF the rame or address shown above is different from that shown on the oniginal retum, check here . © - o & . O
B Has the aiginal return been changed or audited by the IRS or have you been notified that it will be? | O ¥es O No
[

. . Filing status. Be sure to complete this line. Note. You cannct change from joint to separate returns after the due date.
(] T h IS IS a U SA taX Cn original retum * O Single [ Marvied filng jointly O Maried filing separately [ Hesd of housebedd [ Qualifying wickwien
Crthizretun [ Singke [ Wariied fiing joinily [ arried filing separaisly [ Hend of houssteld” [ Qualifging widkwier
" If the qualifing persan & a chibl but ret your dependent, see page 2.

B. Net change—

. Criginal amount o . C. Correct
fo rm IUse Part Il on the back to explain ary changes = proly adpsad m:é:g;mi; s

Income and Deductlons (see pages 2-§) l=aa page 3 sxplain I Part I
Adjusted gross income (see page 3 . . . . 4 - -
Itemired deductiors or standard deduction (ses page i, .
Subtract line 2 from line 1, . .
Exemptions. If changing, f|II in P'arls | and 1 u:n the bau:h .
Taxahle income. Subtract line d fromline 3 . o & o o .
Tax (=== page 4). Method used in col. C
Credis (see page d) . . . - - .
Subtract line 7 fram ne 6. Enter Ihe r-e-sull hut n\:\t le-sra than ®m
Othertmxesisea page ) . o o o o o o = = = = =
Tomltax. Addlires Band 9, . 2 2 o 2 = = = = =
Feaderal income tax withheld and excess social security and
tier 1 RRTA tax withheld. If changing, see paged ., . . . "
12 Estimated tax payments, including amount applied from prion
wear's relum L, - e = s momomomomome
13 Earned |n-:-:nrnecred|t rEIIZ',J e o S ALE
Additicril child tax crecdt from Form 8812 . . . . . |4
15 Credis from Form 2439, Form 4136, or Form 8285, ., 15
16 Amount paid with request for extension of ime o file fsee page ) . ., . o momom 16
17 Amount of tax paid with original return |:|Iu5 additional tax paid after it was fI|Ed P B
18 Total payments. Addlines 11 through 17 incolumn C . & . o . . . . . &+ & o - |18

Refund or Amaount You Owre
19 Owerpayment, if any, as shown on original relurn or s previously adjusted by the IRS . . . |19
20 Subtractline 19 from line 18 (seepage S & o @ o o & . . . . |20
21 Amount you owe. If Ine 10, column C, i more than ne 20, erter the -:Ilf[eren:e zrl-:l ] page 5, LA
22 If line 10, column C, is less than line 20, enter the difference . . . . . . . . . . . |22

* | thought it looked
disorganised

=] L= [ =0 PR PSS Y PO

Tax Liahbility

-
[=R=1 - - LB RS

-
(=]

-

12

Payments
=

23 Amount of line 22 you want refunded toyou & o 0 0 0 . 4 4 v e e s x w o= = o= |23
24 Amount of line 22 you want applied to your estimated tax | 24 |
i Under panalies of panry. | declars tal I h:m. fled an ariginal reburn and that | have axamined this amanded ratum, incding accompanying schaduks
Slgn and '.-l:lu::rmnu. anlfln:- i'lm- bast of m! lecige and Iglnl this amanded return Is ine. cormact, and complia Da-:hrarE-:-n of pmp.';wgl_odur than
Here invpayer) 15 Dased on allinformatian o whr:h e praparar has amy knowkecge:
Joint reium?
Som page 2.
anppggco er| ' | ' I
your racords, Your sigrature Data SpoEa's sigraira. I & joint reium, both must sign Dabe
. Cata Prapamrs S5N or FTIN
i freprers Chieck §
E’a'd N } sarampioyet ||
Urapgralr B Frm's rama for EIN =
=@ Only yours T self-amplopead],
! f‘-ck.l'ﬁ:-!. and gﬁ' coda } Fhona no. |

Cal Na. 11350 Form 1040K [Rew. 11.2002)



Drawing the grid
shows problems

* This shows just a

few lines on the grid

* | could easily draw
five times as many

E l Daparimant of the Tragsury—Inbrgsl Rajenues Servioe J
i« H@ |\_.JJ Amended U.5. Individual Income Tax Refurn CAES hia. 1545.0001
(R Movambedr F003] e Seo separate Instiuctions.
Thik retumn|is for calendar year & . or fiscal year|ended ® ;
Your frg name and pritial Last rama ¥our sogial seourity numben
g I
E If & joink mium =podse’s first name and intal Lasi rama Spoise’s poeial seunity sumber,
1 1 1
E 1 1
B[ Home adaress jro. anld stract) o P bax I mal 15 ok chvered W oyowr home ApE no Pijors: mmber
L] N
] i i
E City, town or post ofifa, s, and AF codk. I you Fove @ fomign address, es pogd 2 of ba nfucions Fer Papérwork Redoction At
Hgtice, oo e 6.
A JF the rame or address shown abowve is different from that |shown oh the |orgiral retumn, check hers . =
B Has Hreictigiml return Es=en changed or audited by the IRE or have you |been notified that it will be? . | O ¥es [ Na
C Filing status, Be sure to complete this line, Mote, You canpot changde from joint to separate returns|after the due date,
O origingl retum ® [ Single [ Married filng jaintly O Maried filijg sephrately O Head of houdebeld O Qualiing widowidn
Crthisrgon b [ Singke [ Married fiing joinily [ Maried filig separaiely [ Haad of housebeld” [ Qualifying widowin
" If the qualfying person i a chikl buk rot your dependent, see page|2.
B. Mot change— -
Lse Part/ Il on the back to explain ary changes {ﬂgﬁﬂm:ﬂ; arcunt of inckasa . Dorract
Income|and Deductions (see pages 2-6) l=ae pege 2 cxplain | Fapt 1
1 Adjbsted groks income (see page 31 . o o 2 - b - - 1
2 Iterpized deductions or standard deduction (se= page 3, . 2
1 Sulbtract linz|2 from line 1, . A
4 Exgmptions. IF charging, f|II in F'arl*s | anl:l I n:\n the back . 9
T 5 Tamable income. Subtmact lined fromline 3 . . . L . . | &
2|V Tax see page 4). Method used in col. C B
E Cradis SEe Paged) . o v o v = & = = = = b = = |2
S|l 4 Subtract line 7 fram e 6. Erter Ihe resull I:-utnn:t la-sathan man il
]l & OtertaxesEee page 4) . o 2 @ 4 @ m o w o= ko= o« |9
100 Towl tax. Add lines Band 8, . . . . & . o L . . |10
1 eral income tax withheld and excess social security and
tier| 1 RRTA thx withheld. If changing, see paged ., [ . . |11
12| Estjmated tax payments, including amount a pplied from prior
4 s returm 12
= N
2113 Earned inco ecredltl’EIC’J e mow S e AL
% 14 Additional o Idlaxcre-:il[ruanrmBE]F‘ P 1'!
2 {18 Cradits from Form 2428, Form 4136, or Formgaas | ., 15 _
1) unt paid with request for extension ofimeto fileisse page d] . [0 . . . . . . - . 16
1 unt of paid with original return plus additional tax paid afteqitwas filed . [, o . L 17
78 Tetl paymerts. Addlies 11 through 17 in column C] . " e . - - 18
Rerfund or Amount You Owe
19 Owerpayment, if any, as shown on original return or as previouly adjusted by the IRS . . L |19
20 Sultract line|19 from line 18 (ssepage & 0 o o L - . R T 20
21 Ampunt you pwe. I Ine 10, column C, & more than ing 20, entef the difference and =see fage 5 1
22 If lihe 10, eoumn C, is less than line 20, enter the differencel . L v & & & o | = = & 22
23 Ampunt of Ii:E 22 you want refunded toyou . _ L o . I - - 23
24 Ampunt of line 22 you want applied to your astimated|tax | 24 |
i Und E T . | checlars Huat | hava Tiled ] dttl h e this o NI=T E schaduls
SIGN | Drfnts. 3t 1o the bast of My knawieciga v el |t AMandigl rtLah ¢ 1L, corTRcl, and PampRia; Cecigaton Hf Proper (oar hpn
Hdre laqEaysr) B ased on allinformatian o whr:h e preparer has [y know ko,
Joini{retum?
Som page 2. | I
Kaep a'copy for ’ '
your racords. Your siraturs Diaig Epoea's sigraira. I a|oint mium, bothimust son Db
] rer's Cals N Freparhrs S5M or FTN
Pai , m‘”‘“ * i oyt ]
Freparer's Fremmi e "
) ] I sl
Useonly_ |y Pelfermoyea R
Cal. |ma. 11350 Fgrm 1040K [rev. 11-2002)




™) Dapartmant of the Tragsury—Internal Ravenues Serice
ﬂ| I"| |__|uL |x Amended U.S. Individual Income Tax Return CAE . 15450001
iRy Novembar 007] W SeE separate Instruckions.
ThIS return is for calendar year . or fiscal year ended b \ .
‘four st nams ard nitial Last mama Yo scolal seourtty number
E. 1 ]
= 1 1
£ | rajont mium spouse's irst name and initid Lasi rama Spoise’s srial sernity nmber
E I
aC to 't e Orm & [ Home adoress o and strast) or P.0. box I mal & net deivered  your home Apt ma Phore nmbsr
1) N
g { !
E City, bown or post ofica, stake, and OF coda. I you Fewe a foreign address, sec page 2 of bW nstucios For Paporwork Recuction fict
Hotioe, see poge 6.
A IF the rame or address shown above is different from that shown on the oniginal retum, check here . © - o & . O
B Has the aiginal return been changed or audited by the IRS or have you been notified that it will be? | O ¥es O No
C  Filing status. Ba sure to complete this line. Note, You cannot change from joint to separate returns after the due date.
Cn original retum * O Single [ Marvied filng jointly O Maried filing separately [ Hesd of housebedd [ Qualifying wickwien
Crthizretun [ Singke [ Wariied fiing joinily [ arried filing separaisly [ Hend of houssteld” [ Qualifging widkwier

" If the qualifing persan & a chibl but ret your dependent, see page 2.

B. Net change—

. Criginal amount o . C. Correct
IUse Part Il on the back to explain ary changes = proly adpsad m:é:g;mi; s

Income and Deductlons (see pages 2-§) l=aa page 3 sxplain I Part I
Adjusted gross income (see page 3 . . . . 4 - -
Itemired deductiors or standard deduction (ses page i, .
Subtract line 2 from line 1, . .
Exemptions. If changing, f|II in P'arls | and 1 u:n the bau:h .
Taxahle income. Subtract line d fromline 3 . o & o o .
Tax (=== page 4). Method used in col. C
Credis (see page d) . . . - - .
Subtract line 7 fram ne 6. Enter Ihe r-e-sull hut n\:\t le-sra than ®m
Othertmxesisea page ) . o o o o o o = = = = =
Tomltax. Addlires Band 9, . 2 2 o 2 = = = = =
Feaderal income tax withheld and excess social security and
tier 1 RRTA tax withheld. If changing, see paged ., . . . "
12 Estimated tax payments, including amount applied from prion
wear's relum L, - e = s momomomomome
13 Earned |n-:-:nrnecred|t rEIIZ',J e o S ALE
Additicril child tax crecdt from Form 8812 . . . . . |4
15 Credis from Form 2439, Form 4136, or Form 8285, ., 15
16 Amount paid with request for extension of ime o file fsee page ) . ., . o momom 16
17 Amount of tax paid with original return |:|Iu5 additional tax paid after it was fI|Ed P B
18 Total payments. Addlines 11 through 17 incolumn C . & . o . . . . . &+ & o - |18

Refund or Amaount You Owre
19 Owerpayment, if any, as shown on original relurn or s previously adjusted by the IRS . . . |19
20 Subtractline 19 from line 18 (seepage S & o @ o o & . . . . |20
21 Amount you owe. If Ine 10, column C, i more than ne 20, erter the -:Ilf[eren:e zrl-:l ] page 5, LA
22 If line 10, column C, is less than line 20, enter the difference . . . . . . . . . . . |22

=] L= [ =0 PR PSS Y PO

Tax Liahbility

-
[=R=1 - - LB RS

-
(=]

-

12

Payments
=

23 Amount of line 22 you want refunded toyou & o 0 0 0 . 4 4 v e e s x w o= = o= |23
24 Amount of line 22 you want applied to your estimated tax | 24 |
i Under panalies of panry. | declars tal I h:m. fled an ariginal reburn and that | have axamined this amanded ratum, incding accompanying schaduks
Slgn and '.-l:lu::rmnu. anlfln:- i'lm- bast of m! lecige and Iglnl this amanded return Is ine. cormact, and complia Da-:hrarE-:-n of pmp.';wgl_odur than
Here invpayer) 15 Dased on allinformatian o whr:h e praparar has amy knowkecge:
Joint reium?
Som page 2.
anppggco er| ' | ' I
your racords, Your sigrature Data SpoEa's sigraira. I & joint reium, both must sign Dabe
. Cata Prapamrs S5N or FTIN
i freprers Chieck §
E’a'd N } sarampioyet ||
Urapgralr B Frm's rama for EIN =
=@ Only yours T self-amplopead],
! f‘-ck.l'ﬁ:-!. and gﬁ' coda } Fhona no. |

Cal Na. 11350 Form 1040K [Rew. 11.2002)



= Dapartmant of the Tramsury—Inkernal REwnus Serice
ﬂ| r.| |__|1| |x | Amended U.S. Individual Income Tax Return R o, 15450001

[Rav._Hovamber S002) 5o separate Instructions.

u u u T|'II'5 retum is for calendar year = . or fiscal year ended For Paperwork Reduction fct Hotloe, see poge 6.
I n I n I Yoir frst nama and nitial Last rama Your saolal seourlty number
[+
u 2 i
5 ook mium spouss's Arst name and inttd Lasi rama Spoise’s soial seunty smber
[ [ £ H !
Ei n I en I n l l 5 Home addess fo. and sirest) of .0 box T mal b5 net dalvered o jour home AL o Fhore namber
@ [ I
E City, bown or porst ofica, sioe, and AF coda. I you heve @ fomegn address, see poge 2 of ha nemcios

If the rame or address shown abowe is different from that shown on the original retum, check hers (]
Has the original return been changed or audited by the IRS or have you been notified that it will ba? O Yes [ Mo
Flling status. Ba sure to complete this line. Note, You cannct change from joint to separate returns after the due date.

L] L]
® I n th IS Ve rS I O n " O original retum & [ Single T Married fiing jaintly O Maried filing separately O Head of housebeld O Qualising widawien
. O thi [ singke [ Weartied fiirg jointly [ Maried filing separately [ Head of househeld” [ Qualiging widowien

omm

Cni this retum ke
I the qualfaing persan i & child bok et your dependent, === page 2.

—_ removed some ||neS Use Part | on the back to explain any changes - Criginal amaunt o amount of ihoma . Corract
- P'ﬁ:# I 2:" or [oecrea s—
= page cuplain i Fart 1
. W
—_— Ilned up as many aS £ § 1 Adjusted gross income (see page 3) 1
a5 2 Memired deductions or standard deduction [see page 3) 2
. EE I " 3
bl = £ 1 Subract line 2 from line 1
pOSSI e 2 g 4 Exemptions. IF charging, fill in Farts | and I on the back 9
=" & Tawable income. Subtmct line 4 from line 3 ]
_ | d 'th Z b Tax (see page 4). Method used in col. C B
rep aced some wi E 7 Credis (see page 4) 7
. 2 8 Subtractlina 7 fram ine 6. Enter tha result but nict less than zam i
grey ||neS = 0 Other laxes (see page 4) 9
= 10 Total tax. Add lines 8 and 9 10
11 Federal income tax withheld and excess social security and
tier T RRTA tax withheld. If changing, see page 4 ik
12 Estimated tax payments, including amount applied from prior
2 year's retum 12
2 13 Earned income credit (EIC) 13
= 14 Additicrsl child @x credt from Form 8812 1
& 15 Credis from Form 2428, Form 4136, or Form 8885 15 §
16 Amount paid with request for extension of time to file (s=e page d) 16
17 Amount of tax paid with original retrn plus additional tax paid after it was filed 17
18 Total payments. Add lirmes 11 through 17 in column C 18
5 18 Cwverpayment, if any, as shown on original return or as previously adjusted by the [RS 19
o £ 20 Subtract line 19 from line 18 (see page 5 20
515 21 Amount you owe. If Ine 10, column C, & more than Ine 20, enter the difference and =see page 5 iy
1 E 22 If line 10, codumn C, is less than line 20, enter the difference 22
££ 23 Amount of line 22 you want refunded to you 23
E 24 Amount of line 22 you want applied to your k= astimated tax | 24 |
L e L R T R e
Here laEaysr) i based on allinformatian of which the preparer has amy knew ks
ﬂd r:.:r;? Your sigralure Data Spoma's sigrai. If 3 joint eium, both must sion Daba
Kal T
your racerds,
. - Praparars 5sM of PTH
Pairl S s slﬁ%{:w,«m O
D oy T =
b “' f‘ltukl.l;z:l-h amﬁg‘ﬁﬁ& F‘thE no. [ 1]

Cak Na. 113500 Form 1040K [Rey. 11-2002)



1040X before and after (maybe?)

This retum is for calendar year

10X |

Dapartmant of the TRzsury—Inermal REvenua Serice

Amended U.S. Individual Income Tax Return
* SEn soparatv nstructions.

OB No. 1545.0001

o or fiscal year ended

)
50
EU lb\mmba ml
This return is for calendar year &

|X|

Dapartmant of the Traasury—Inbermal Ravenua Servcs

Amended U.S. Individual Income Tax Return
Sen separato Instructions.

OB Na. 15450001

. or fiscal year ended =

For Paporwork Reduction Aot Notloe, see page 6.

- fiour frst name and nitial Last rama Your soctal 'sclcurlb,' m.mbcr. w o first name and nial Lasl rama Yaur soclal seouriy number
= HE B HE
S [ Wajort mum spouse's Arst name and it Last mama Spaise’s sarial security nmber 5 Moot mium spouss's first name and initia Last rama Spmir’s mtial seaurly imber
E HE E HE
G| Home adoress ino. and strast) or P 0. box If mail &5 not ok versd o your home Apt na. Phorse: number S Home address o, and stract) o F.OL baxif mal 15 not dalvered t your home ARt na Phare: numbsr
@ .
8 { 1 8 1
£ | ity town or post oftca, staik, and AF cock. I you hewe 3 fard g ad e, == pogs 2 of 4 nsuctos: or Faperwork Rmm Act £ Oty town or post ofte, state, ared AP codk, If you Tene 3 fafelgn address, 566 pod 2 0f  nstuctons.

otiea ses o
A IF the name or addiess shown abowe is diffierent friom that shewn on the orginal retum, check here . o & o o e O A IFthe name or address shown above is different from that shewn on the crigical retum, check here a
B Has the original return been changed o audited by the IRS or have you been notified that itwill be? . . [0 ¥es [0 No B Has the oiginal retum besn changed or auditad by the IRS or have you been notified that it will be? 0 Yes [ No

[

C Filing status. Ba sure to complete this line. Note. You cannot change friom joint to separats returns after the due date.

Filing status. Be sure to complete this line, Mote, You cannot change from joint to separate returns after the due date.

o eriginal retum ® O Sirgle 0 Married fiing jaintly O Merrie filig separately O Hesd of heusstetd T Dualiing widowien On original retum & O Single O Waried fiing jointty O Merriee filing separately O Headl of hecsebold O Qualiying wicko eri
Onthisretwn b [ Sirgle [ Manied fiing jointly [ Meariied filing 5eparately [ Head of househeld” [ Gualifying wickwier) Onthizretun O Single T Married fiirg joimly [ Merticd filiw separately [0 Head af househeld” [ Qualising wickwier)
" W the qualifying persan i a child but not your dependent, see page 2. I the qualifying persan i 5 child but retyear dependent, ==e page 2.
Use Part Il on the back to explain any changes . Crgnalsmourt o .,':ﬁ,‘;iéi:,{‘i“‘; e corest Use Part Il on the back to explain any changes o oo amoun o %ﬁi&iﬁ; e, arect
Income and Deductions (see pages 2-6) fa page caplain i Fart 1 = e paga Gxplain i Part 1
1 Adjusted gross income (see page 31 . . . . . 1 £ § 1 Adjusted gross income (see page 3) 1
2 Iemized deductions or standard deduction see page 31 . 2 2 ¥ ¢ Memized deductions or standard deduction (see page 2) 2
3 Subtract lire 2 from line 1, . . 3 =] 1 Subtract line ? from line 1 3
4 Exemptions. If changing, f||| in Parls | and ] .:n the t\ack . 9 2 8 4 Exemptions. If charging, fill in Pans | and Il on the back 1
5 Taxable income. Subtmct line d fromline 3 . . . . . . 5 — —_5 Taxable income. Subtract line 4 from line 3 5
2] & Tax (zee page 4). Method used in col. C. & £ B Tax (see page 4). Method used in col. © ]
E| 7 Credis (see page 4, . . . . . N E 7 Credis (see page 4) 7
E| 8 Subtractline 7 fram ina 6. Erter tha resull but = Iess than m=m o, 8 & 8 Subtract line 7 fram inz 6, Erter the result but net less than zer a
#| 9 Othertaxes(seepage d) | o & o0 o 0 4 o & = &« g % O Other laxes (see page 4) a
Fl10 Tomltax Addlines Band 9 . . . . 4 0w 2 & oa . . |10 = 10 Total tax. Add lines 8 and 9 10
11 Federal income tax withheld and excess social security and 11 Federal income tax withheld and excess social security and
tier 1 RRTA tax withhald. If changing, see page d , . . . |11 tier 1 RRTA tax withheld. If changing, see pags 4 "
12 Estimated tax payments, inclucing amount applied from prior 12 Estimated ax payments, including amount applied from prior
£ year's reum O I 2 year's returm 12
|13 Earned income credit (1) . . . [ ALE Z 13 Earned income credit (EIC) 13
5 14 Additional child tax credt from Form 881? I AL % 14 Additicral child tax credit from Form 8812 1
215 Credis from Form 2439, Form 4136, or Form gaas , ., 113 S 15 Credts from Form 2438, Form 4135, or Form 8885 il
16 Amount paid with rquest for extension of ime b0 file is=e page ) . PO I I 16 Amount paid with request for extension of ime to file (sse page 4) 16
17 Amount of tax paid with original reiurn plus additional tax pzud after it was flled e Ak 17 Amount of tax paid with orginal return plus additional tax paid after it was filed 17
18 Total payments. Add lines 11 through 17 in column &, . e _ 18 Total payments. Add lines 11 through 17 in column © 18
Retund or Amount You Owe -
19 Owerpayment, if any, as shown on original return or as previously adjusted by the IRS . 0 o 18 ‘? 19 Cwerpayment, if any, as shown on ariginal rewrm or as prevously adjusted by the RS 19
20 Subtractline 19 from line 18 52 page 5 . o o o « P 1] ,; 20 Subtract line 19 from line 18 == page 5) 20
21 Amount you owe. If lne 10, colunn C, i more than ine 20, erter the dlﬂeren\:e znd sapage 5 . |21 = 21 Amount you owe, If ine 10, colunn C, i more than ine 20, enter the differance and see paoe 5 2
22 If line 10, coumn C, is less than line 20, enter the difference . . & v « & » = = = = |22 £ § 22 I line 10, eclumn C, is less than line 20, enter the diffarence 22
23 Amount of line 22 you want refunded toyou . . o o . . . . . . . . 23 £ E 23 Amount of line 22 you want refunded to you 23
24 Amount of line 22 you want applied to your estimated tax | 24 | £2 20 Amount of line 22 you want applied to your & estimated tax__| 24|
e e e L e e e et e N e e e e o R i
Here taxpayer) 15 based on all infonmatian of which 8 praparer has ary know! Here tawpayer) s bazed on all informatian o{wmch He praparar has amy knowkdge.
a";ﬂ:‘ﬂ? ;;"P::‘ﬂ? vour sigrature Data Spousa's sirmara, I ajont A, bohmust s, Date
Kaep acopy for ’ | } I Kaep acopy for
JOLF Fac Your sigratune Dala Spousa’s Sgroies. 1 3 jont mLm, both must sgn Dt Jour rec
' Cata Praparar's SS5N or PFTN > ol Prapamars 55N or PTIN
Pad |SHRE ) |f;~,=~_g¢“ e O] Paid Ui o e OO
Freparer's e ™ i Freparet's  +msmms ™ T
Use Dnly 1o e T o " [rimem: Use Dnly &“ﬂ:ﬁ'ﬂ'&'"ﬁ"’éﬁé‘.‘ Phoamal )

Cat Na. 113300

Form 1040K (Rew. 11-2007)

Cat Ma. 113800

Form 040K Rev. 11-2000)
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Another rules

experiment:

better or worse?

@MAY‘O CLINIC | Department/Division Sample Orientation

This form contains ffems to be complatad by the department/ dyision designees 2s apoiicabie,
DO NOT ratum tiis form to Adminis tration.

Staff Member Information

MName of Staft Mamber (Flaasa Print)

Employmant Start Date

Diepartmant Division

Items for Review

Before employmeant start date, order o request the ilowing if approprate. Click on the tities befow (in bive) and you will be taken to
the appropriate wen site {if avaliabie) Which Wil provide you With [IFOMIation to compiete yoUr Ofder OF Fequest. If N0 website is
avaiiable, 2 phone number has been provided. Piace a mark (X) beside each iem when you have compiated your order of request.

COMMUNICATIONS

[ Business Cards

[ Business Statlonary

[ Lan Request,/Natwork Suppart

[ Light Baard - Maintenance 4-2014
O Accass ldentification Card

] Mame Tag

[ Parking, Transportation

[ Personal Pagens)

[ Phatagraph - Madia Support Serdeas 41596
[ aquartarly Directory

[ ooor Signage

O Telaphane

COMPUTER ECUCATION

Mew stafft should attand e fallwing camputer traning SessIons as Soon as

poselble, You may view a description of these classes and raglster online.

[ introduction to 1 mics pocuments Browser
Wayo Electronle Ervironment & QREADS

[J mics Lastword

The followlrg teo sesslons should e attended as soon as e 15 @ practice need,
[ omers [ clinleal Motes Entry

VisIt the Microcomputer Education Services (MES) wabsite Tor & complate sting
of clinlcal applieations and tralnng optlons.

To reglster onling, Tollowing the Iink aboea and follow these Instructions:

* Click an @nline Enrallment

* Click on Instructor-Lad Classas - Reglstratlon and Catalog

* Click on Computar Education (Microcomputer ESucation Senvices)

* Typa In rame of class n search box and click on GO,

* Follow Instructions on the scroen.

[ condm new Staff member is compieting the

30 days of start date amd signed by department, division chale and retumed to Karen Richarison, Administration, Mayo £41).

NEW STAFF ORIENTATION CHECHLIST (required (o be compieted within

Arrange the following as appiicable to practice. Where appropriate, click on the tities below {in bive) and you wiil b taken to 2 web site
{If avaiiabia) Which Wil provide youU With adiitional mfomation. PLace 3 chack jw') Deside each item Wihen you nave competed the ftem.

INTRODUCTIONS AND MEETINGS RESEARCH
D Appolrtmeant supervisor D Research Servicas D Instltutional Review Board
L Cepartmant /anskon B0minisator | oy cevens pivision Topics
Departmeant /division education char !
E Dega'umnt':'umsl:n practica chalr [ Academic Appointment [ ucensure
D [:@DHUTEI'I[I-"UmsH'I rasaarch cralr D Annual Career Davalopment Reviews D Paslition and Parformance Expectations
[ pesk s ervisar [ career Devalopmert [ Research
O it ID:;:l. Iristrato Department, Cidsion Mestings/Committees [ Resldency Program, Other Teaching
DSOLal smintstrator Department Ciiskn Cganiztion & Structura Rasponsiiliitles
E :‘;ﬁ";:;if“ﬂ orenttion Education [ work Schecula (FTES
O Hurshng sarca director ABSENCES
[ ormieeysecratarial suparasar [ Prafesslanal Absence Racorl (PAR) [ Absance Pollcy
L g“"”?”ﬁ-’m'r'”ﬁ are anabine | CONTINUING MEDICAL EDUCATION
O Pt e e & E Mayo Sehoal of Continuing Medical Education ] Trip Pollcy
) cline Eulletin
O e, Lateraky Sl [ Department/Division Continuing Medical Edusaion Programs

MCZ1ET 2320y



Another rules
experiment:
better or worse?

@MAYD CUNIC | Department/Division Sample Orientation

This form contains ftems to be compated by the department/ iyision designass as apolicabie,
DO NOT ratirn tis form to Adminis tration.

Staff Member Information

‘Name of Staff Mamber (Fleaza Print) | Emplosmant Start Cate

Deparmant DvIskn

Items for Review

Before employment start date, order or reqieest the fllowing If appropiate. Ciick on the titfes below (in bl and you will be taken to
the appropriate web site (If avaiiabie) wilch will provide you with iormation to compiete your orter of raquest. If no wabsite is
avaiiania, 3 one NUMBDEF f35 Dagn provided. Place 2 mark {X) Deside each itam Wi Foi Nave CoMNetal Four OFier of fequest.

COMMUNICATIONS COMPUTER EDUCATION
[ Business Cards Mo SEarT should attand tha falkwing computer traning Sesslons as 5000 as
. possioi. You ray view a fIE-SCI'||:It|'JI'I of these classes and I'E‘g|StE-I' onlina.
O Business statianery 1 introduction to [] MICS Documents Browser
[ Lan Request,/Natwork Support Mayo Electronie Envirenment & QREADS
O Light Board - Malntenance 42014 L] Mics Lastword
[0 Access Identification Card Tha fallawing two sesslons should be atendad 55 soon s thera 15 & practica nead.
[] Mame Tag [ orders [ cinlcal Notes Entry
[] Parking/Transportation Visit tha Microcamputer Edueatian Sericas (MES) wabslte for a complate IStNg
D Parsanal Pagen‘s‘n of clinlcal appllcatl-:lns and [[3|I'I|'IE optlons.
e . To reglster onling, Tollowing the ink abova and follow thesa Instructions:

O Phatagraph - Matla Suppart Services 41598 cilck on onine Exroimant

uarterly Dlrectary * Cllck on Instructor-Lad Classes - Reglstration and Catalog

Quartarly Diract Click an Instructor-Lad € Raeglstrat] o Catal

- * Cllck on Computar Education (Micracomputar Education Services)
0 Door signage * Typa In rame of Class I Ssearch bow and clck on G0,
[ Telaphone » Fallow Instructions on the scraen.

[ conm new Stasf member is compieting the NEW STAFF ORIENTATION CHECKLIST (required to be compietad within
30 0ays of start date and signed by department division cihair and retmed to Karen Richardson Adminis tration, Mayo £-11).

Arrange the foliowing as appicable to practice. Wiere appropriate, ciick on the titles befow (in M) and you wil be taken to a web sife
{if available) whlch wil provide you with adaitional information. Place a check {v*) beside each ftem wien you have completed the ftem.

INTRODUCTIONS AND MEETINGS RESEARCH
[ appointmant supervisar [ Research Servicas O mstitutional Reviaw Boar
LJ Cepartment/dniskn administatar DEPARTMENT/DIVISION TOPICS
Departmeant /divsicn education char !
H Dega'umnt':'umsl:n practica chalr [1 Academic Appointment [ ueensure
O Depament /divisicn research cralr [ Annual caraer Davalopment Raviaws [] Posttion and Ferformanoe Expectations
] sk s envisar [ career Devalopment: [1 research
0 w it IDa:I. nistrain Capartmant/Civision Meatings/Committees ] Rasldency Pragram, Gther Teaching
ospital atminkstrator Department/Divskcn Crganization & Structura Raspansibililes
E :‘;’;";:Efrm' prientaticn Edueation [ work Scnectile (FTE)
[ Mursing sarsdca directar ABSENCES
[ office/secratarial suparsar [ Pmfessianal Absence Recorl (FAR) [ Ansance Folicy
L g“"”?”ﬁ-’m:'”ﬁ dre atope CONTINUING MEDICAL EDUCATION
O Doty St (Falre @ E H Maya Schoal of Continuing Medical Education [ Trip Poliey
_ cinle Bulletin
O Oncology, Laboratery, Suralcal [ Department/ Diisian Continuing Madical EQUEENOR Plagrams

MCZLET 29wl 204



Another rules experiment:
better or worse?

@MAYO CLINIC | Department/Division Sample Orientation

This form contains ftems to be competed by the department, dvision designees as appilcable.
DO NOT retum this form to Adminis tration.

Staff Member Information

Mame of Staff Mamber -!ﬁease Print) Employmant Start Date

Depariment  DNISon

@ MAYO CLINIC | Department/Division Sample Orientation

This form contains ftams to be commated by the department/ ]vision designaes as apiicatie.
DO NOT retivn tiis form to Admings tration.

Staff Member Information

Mame of Staff Marber (Pleasa Print) Emplovmant Start Cate

Department, Division

ltems for Review

Before empioyment start date, order of request the Milowing If approprate. Click on the titles Delow (in Dive) and you wiil be taken to
the appropriate web site (I avallabie) which will provide you with information to complete your order or request. If no website is
avallabie, a phone number has been provided. Pace a mark [X) beside each ftem when you have competed your order of request.

COMMUNICATIONS COMPUTER EDUCATION
[ Business caras Mow Staft should attend e follwing computer traning sesslons as soon as
_ posslnk. You may view a descriptian of these classes and raglster online.

O Business stationery [ introduction ta 1 migs Bocuments Browser
D Lan Request /Network Support Mayo Electronle Ervironment & QREADS
[ Light Baard - Maintenance 4-2014 0 mics Lastword
[ Access ldentification Card Tha fallowing two Sesslons should be attandad as S6on as thera 1s @ practica nead.
[ wame Tag [ orders [ cliinlcal Motes Entry
[ Parking/ Transportation Wisit the Microcomputer Education Servcas (MES) wabsite or @ complate lsting
[ Parsanal Pagen s) of clinical applications and trainng options.

e . To reglster online, Tollowing the 1Nk abcve and follow these INstructions:
O Phatograph - Media Suppart Servcas 43595 | 10 ES - e
[ auartarly Diractory » Click on Instructor-Led Classes - Reglstration and Catalog

oot Slena * Click on Computar Education (Micracompuitar Education Services)

o Ehge * Type In name of class N search box and click on GO,
[ Telzphane * Follow Instructions on the screen.

[ conirm new Staff member is compieting the NEW STAFF ORIENTATION CHECHLIST (required to be compieted within
30 tays of start date amd signed by cepartment/division chair and retumed to Karen Richanison, Administration, Mayo £11),

Afrange the folfowing as applicabie to practice. Where apopriate, click on the titles beiow {in tue) and you Wil be taken to a web site
(IF aaliabie) which Wil provide you with adaitional information. Place 3 cieck (v) besice each [fem when yoi have competed the ftem.

INTRODUCTIONS AMD MEETINGS RESEARCH
[] appointment supervisor [ Research Servicas [ Imstitutional Reviaw Board
L] Denrment dhisizn adminlstator DEPARTMENT/DIVISION TOPICS
EE;:EEEE:::E E?;;QSQDEI;TI [ Academic Appointment [ ucensura
Depsrment idiision rasaarch chir | L ATNUAl Career Davelopment Reitaws [] Position and Parformance Expectatians
7 Dosk suner:'lsor [] career Develapment ) [ research
L ‘ Dapartrmant/Division Meatings/Committaes (] Resldency Program, other Teaching
| Hospital administrator Department/Thiskcn Crganization & Structura Respansliliities
L] Mayn Medical Schal rlentaticn Edlucation [ work Schechile (FTE)
[ ] Nursa manager
[] Nursng sarce director ABSENCES
[ office/secretarkal supersor [ Professional Absence Recond (PAR) [ Absance Pollcy
L Resldents Tellows CONTINUING MEDICAL EDUCATION

Renanue analyst fcoding and billng E Mayo Schoal of Continuing Medical Education  [] Trp Pollcy

nstrucions)
. clinic Bulietin
D Oncoions ety Sureal [ Derartment/Diisian Contiring Medical Educaion Frogams
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Items for Review

Bafore ampioyment start date, order of request the Diowing if approprate. Click on the titles Balow | in biue) i ¥ou Wil be taken to
the appropriate web site (If avaiiabie) which Wil ovide you With iFformation to complete your ofder or request. If o website is
availanie, a phone number tas Deen provided, Fiace a mark (X besive each item wien you have commeted your order or reqiest.

COMMUNICATIONS COMPUTER EDUCATION
[ Business cards Hew staff should attend the fallwing computer traning Sesslons as soon as
) possible. You may view a description of these classes and reglster onling,
[ Business statianery [ introduetion to [ wies Documents Browser
[ Lan Request,/Network Suppart Mayo Electranle Environment & QREADS
[ Light Baard - Maintenancs 4-2014 [ mics Lastword
[0 Accass ldentification card Tha fallowing two sesslons shauld be attandad as soon as ther IS a practica nead.
[ Mame Tag [ orers [ cinteal Notes Entry
[ Parking/Transportation Visit tha Microcomputar Education Servicas (MES) wabsite for & complate lIsting

D Parsonal Pag: of elinlcal appllcations and trainng otlons,

Mar . Ta register onling, Tollowing tha Nk above and foliow these Instructions:
O Puatagraph - Media Suppart Sercas 41596 10 28

uarterly Diractary » Click an Instructor-Lad Classas - Raglstratlon and Cata

Quartarly Diractory Cllck an Instructor-Lad C1; Raglstratl il Catalog
poor Slena * Click an Computar Education {Microcomputer Ecucation Senvices)

D Elage * Type Inrame of Class n search box and clck on GO0,

[ Telzphane * Follow Instructions on the screen.

> [T confirm new staré member s compieting the NEW STAFF ORIENTATION CHECKLIST [required to be compieted Within
30 days of start date and signed by department, division chair and retumed to Karen Richardson, Adminis tration, Mayo E-11),

Arrange the folfowing as appiicabie to practice. Where apropiate, click on the tities befow (I bie) and you Wil e taken toa web site
{1 avaliabie) which Wi provide you with adiitional mformation, Place 3 check (v') beside each item When you have competed the ftem.

INTRODUCTIONS AND MEETINGS RESEARCH
[] &ppointment supervisor [ Research Servicas [ institutional Review Board
Lepartment/aisin admnistiater =, e rmENT/DIVISION ToPICS
gg::xm:g:::m S::I;zﬂfg:;l}[al [ academic appolntment [ ugensure
Cansrtment sk rasarch chalr [ Annual Caraer Development Raviews [] Position and Performance Expectations
Dask wper."lsor [ carecr Development ) [ researcn
N Cepartmeant, Ciskon Mestings /Committecs D Rasldency Pragram, Other Teaching
Hospital acminstrator Deparmant/Cision Crganization & Structura Ras ponsibiiitles
My MadIzal Serioal arientaticn Edlucation [ werk scnectile ¢FTE)
[ Murse manager
[ Wurshg sarvica directar ABSENCES
[ ] ofmice/secratarial supardsar [ Fmfessional Absence Racord (PAR) [ absence Pollcy
| Resldents,Tellows CONTINUING MEDICAL EDUGATION
L m‘f&hﬁoﬁgﬁm {boding and bling Maya School of Continuing Medical Education  [] Tp Poliey
, clinle Bulletin
o Scooes Sty B [ Decartment/Dhision Continuing Madical Eduzation Fragrams
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A final thought on rules:
the famous ‘Butterfly’ ballot
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Most statistical analyses claim that the
Buchanan vote was anomalous; some do not

Figure A5 \Voles for Buchanan in all Florida counties in 2000 presidential

election, relative to the number of registered reform party voters (based on data

provided by Sebago Associates, 2000).
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A cautionary tale

What really matters to users
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A cautionary tale: actual user behaviour on
your real form beat all guidelines

* Background
— A new form for a UK government department
— Followed all my own guidelines and ideas

* Tested with 5 participants

* The results

— Five out of five filled in the whole form, even though the guidance should
have directed them elsewhere

— Four out of five never found out what they were applying for
— They still considered it was pretty easy on the whole
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It's what you ask and why that really matters

* Users rarely abandon forms because of:
— Label placement
— Use of colons
— Required field indicators
— Sentence or title case

* Users often abandon forms or lie on them because of:
— Questions that they don’t understand
— Questions that they have no answer for
— Intrusive questions that are inappropriate to the task
— Validations that refuse their preferred or correct answer



Caroline Jarrett
carolinej@effortmark.co.uk
+44 1525 370379

I’m a consultant, hire me:

Consultancy: www.effortmark.co.uk
Training: www.usabilitythatworks.com
Free stuff:

Forms advice:  www.formsthatwork.com
Editing: www.editingthatworks.com
Columns: www.usabilitynews.com
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