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INSTRUCTIONAL PROGRAM

The Embedded Instructional Program, outlined in Task 8 of the SOW and listed as
Deliverable Line Item 0007-07-0007, is provided as attached. The program was developed based
on a task analysis to identify the skills required to operate the ECL

The Embedded Instructional Program consists of two components. The first,
FORMPLAYER Tutorial, trains the user on how to enter information into a predefined electronic
form. The FORMPLAYER Tutorial is divided into nine topics, as follows:

1. How to switch to FORMPLAYER using the Alt + Tab keys.

2. How to use Help.

3. How to enter information and move to different text fields.

4. How to move to the next page in a form.

5. How to enter information into Date/Time fields.

6. How to enter information into Noneditable fields.

7. How to move to different records in a database and how to create new
records.

8. How to save your work and exit the FORMPLAYER program.

9. Summary of what you should know about FORMPLAYER.

The second component, FORMDESIGNER Tutorial, trains the user on how to develop
electronic forms. The FORMDESIGNER Tutorial is divided into twelve topics, as follows:

1. How to switch to FORMDESIGNER using the Alt + Tab keys.

2. How to retrieve a blank ECI form.

3. How to use Help.
4, Orientation to the FORMDESIGNER screen.

5. Creating labels.

6. Creating alpha and numeric fields.




7. Creating textboxes.

8. Creating a new page.

9. Creating labels and Date/Time fields.

10.  Creating checkboxes and listboxes.

11.  How to switch to FORMPLAYER mode.

12.  Summary of what you should know about FORMDESIGNER.

New ECI users, or user not experienced with computers, should begin with the
FORMPLAYER Tutorial. By using the FORMDESIGNER Tutorial, the user will become
familiar with the characteristics and design of forms contained in FORMPLAYER. Once users
understands FORMPLAYER, they can continue the learning process with the FORMDESIGNER
Tutorial.

Both FORMPLAYER and FORMDESIGNER Tutorials are imbedded in the ECI program

through the ECI Installation Diskettes. Both tutorials provide a self-paced instructional program
in which the user will be required to execute the learning topics.



FormDesigner Tutorial

Welcome to the FormDesigner Tutorial
This tutorial will give you hands on experience with FormDesigner. With a little
practice it's easy to use FormDesigner!!

FormDesigner allows you to create electronic forms which can be used to enter
data. FormDesigner makes it easy to create and modify forms.

How the tutorial works

A tutorial isn't something that you just read!!! A good tutorial gives you hands
on experience with the software that you are learning. Therefore, you will be
switching back and forth between the tutorial and the FormDesigner software.
You will learn by doing.

The structure for this tutorial will show you a concept about FormDesigner and
describe it using text and pictures. Then, you will switch to FormDesigner so
that you can get hands on experience.

How long will this tutorial take?

You should allow at least two hours to complete this tutorial. The great thing
about this tutorial is that it is self paced so you can take as much time as you
need to learn the material. You may decide to learn all the material in one
session or have several smaller tutorial sessions. It's up to you!!

IMPORTANT NOTE

Before proceeding, it is important to remember that all the commands for this
tutorial will refer to the mouse pointer and key strokes. The tutorial and
FormDesigner assume knowledge of basic windows commands. Any references
to menu commands or clicking on objects refers to using the mouse pointer:

N
K. Whenever the program is processing the hourglass icon will appear:

Pen users wanting to learn how to use pen commands should consult Windows
Pen Help because this material will not be covered in this tutorial.

To continue, click HERE.




FormDesigner Tutorial

Background
FormDesigner allows you to make electronic forms. In other words, use
FormDesigner when you need to make a form to collect information.

There is a companion software program called FormPlayer and its purpose is to
run the electronic forms created by FormDesigner.

It is important to understand the distinction between these two software
programs. FormPlayer is used to enter data into forms. FormDesigner is used to
make forms.

It is recommended that if you do not have experience with either software
package to start with FormPlayer. To begin the FormPlayer tutorial, click the

Done  putton at the top of the screen. Next, double click on the FormPlayer

<

FormPlayer

. . tutorial
tutorial icon

To continue the FormDesigner tutorial, click HERE.




FormDesigner Tutorial

Overview of Topics

This page covers the major topics for the FormDesigner tutorial. You can switch
directly to these topics by clicking on them. If this is the first time you have
done the tutorial, start with topic 1.

Partl. Getting Started

Topic 1. How to switch to FormDesigner using the Alt + Tab keys.

Topic 2. How to retrieve a blank ECI form.

Topic 3. How to use Help.

Part ll. How to Make a Form

Topic 4. Orientation to the FormDesigner screen.

Topic 5. Creating labels.

Topic 6. Creating alpha and numeric fields.

Topic 7. Creating textboxes.

Topic 8. Creating a new page.

Topic 9. Creating labels and date/time fields.
Topic 10. Creating checkboxes and listboxes.

Topic 11. How to switch to FormPlayer mode.

Part lll. Summing up
Topic 12. Summary of what you should know about FormDesigner.

These 12 topics provide you with the basics for understanding and using
FormDesigner.



- FormDesigner Tutorial
First things first

First, you need to learn how to switch back and forth between the tutorial and
FormDesigner. This is important because it will allow you to try out things
discussed in the tutorial. You can do this by holding down the Alt key and then
pressing the Tab key. A window will appear as shown below displaying the
Program Manager icon:

Program Manager

Pressing the Tab key again while holding down the Alt key will display any other
active sessions that you have in the same window format as above. For
example, pressing the Tab key again (while holding the Alt key) will display the
following window:

@ FormDesigner Tutorial

This window is for the FormDesigner tutorial which you are now running. If you
release the keys you are holding down you will be placed in the session window
that is currently displayed on the screen.

Hands on Experience (Note: read through these steps first

before proceeding!!!!)
STEP 1. Hold down the Tab and Alt keys at the same time. You should see the
following window displayed:

Program Manager

STEP 2. Release the keys. You should now be in program manager which
should look like this:



v|a

| e |
»  x» i B B

ECI Developer ECI Pogkeﬁext FormPlayer [RaUidESHGEE,
QUICK-REPORT tutorial tutorial

STEP 3. Hold down the Alt and Tab key again. The following window should
appear:

@ FormDesigner Tutorial

STEP 4. Releasing the keys will bring you back to this tutorial screen.

- ;’
Learning Points
* Use Alt +Tab keys to display active sessions.

» While holding down the Alt key, continue pressing the Tab key to display
other sessions.

e When you get to the session you want, release both keys.
Where do | go from here?

To proceed to the next section where you will learn more about Alt + Tab, click
HERE.

To go back and review the previous Alt + Tab screen, click the button
located a the top of the screen.



FormDesigner Tutorial

Starting FormDesigner

Since it is critical to switch to FormDesigner for this tutorial to be effective, we
need to learn how to switch to Program Manager, start FormDesigner, and return
back to the tutorial. You have already learned the first part about how to switch.
Now, all you need to know is how to start FormDesigner.

When you switch to Program Manager using the Alt and Tab keys the screen
should look like this:

Yy > @ B B

Pogket'fext FormPlayer [gslipelEsinat=ly
QUICK-REPORT tutorial tutorial

You are now located at the Electronic Collection Instrument (ECI) work group
containing icons representing different programs. To start FormDesigner,

%

double click on the ECl icon: Pevelorer  you will likely get the warning below.
Whenever a form is modified, any data collected with that form previously will be
deleted. Databases can be backed up before a form is modified.

WARNING!

An ECI Data File ALREADY EXISTS For This
Project!

Redesigning This DataBase Will Result In Loss
g Of ALL Collected Data

(Data may be saved by using the
‘Database/Export’ function in the ECI Player
menu}

Are You SURE That You Want To ReDesign This
DataBase And LOSE ALL COLLECTED DATA ?

Yes No




We are not concerned about losing data so click Yes. The screen shown below
will appear:

EC1 CataBace Decigner - |Alpha numeric. numeric. and text boy. fields]
* FBle Edit Object Window Heclp

El & mEEE=ETa @
Text Objects in ECI

your Name [aipha Fietd |

Yaars of Schooling |Numellc Fleid |

2
Please record any comments below regarding logistical or other
caondrions which adversely armectod performance:
i

|Paue 10f) z=R57" p=291" 18:35

Notice how the form's appearance differs from that of FormPlayer. First, fields
that are highlighted are outlined with a border: —w—. Second, field types are
identified (such as "Alpha Field", "Numeric Field"). Third, there are a number of
icons at the top of the screen that do not appear in FormPlayer. Some of these
icons allow you to choose certain types of fields, others allow you to save the
work you have done or switch to FormPlayer to see how the form looks in user
mode.

You have started the FormDesigner software. More importantly, you have two
programs running at the same time: the tutorial and FormDesigner. If you hold
down the Alt and Tab keys the tutorial window will appear:

@ FormDesigner Tutorial

Releasing the keys at this point will place you back into the tutorial on this
screen. Pressing the Alt and Tab key again will make the following window
appear:




@ ECI

This window represents the FormDesigner software. Releasing the keys will
place you in the FormDesigner software. You can now directly switch between
the tutorial and FormDesigner using the Alt and Tab keys. This is useful
because you can read a step in the Hands on Experience section, switch to
FormDesigner to try it out, and then return back to the tutorial to continue to the
next step or to review material.

Please Note!
Sometimes people make the mistake of trying to start the FormDesigner program
twice. If you attempt this you will get the following error message:

Unable To Open ECI DataBase

CAECMAECIDBASE.MDB
Couldn't open file 'CAECRECIDBASE.MDB".
Visual Basic Error # 3051

OK

This looks fatal, but all it means is that there are two programs trying to open the
same form or database. This means that the FormDesigner program tried to
open a database already opened by a previous FormDesigner session. When
you click OK, notice that you do not have an arrow pointer but rather the

hourglass icon, which means "Please Wait". In this case, however, this
means that the program is locked up. Simply move the hourglass icon to the

EXIT :
EXIT button at the top left hand corner of the screen and click. This will
allow you to exit the program.

Hands on Experience (Note: read through these steps first



| before proceeding!!!!)

STEP 1. Switch to the Program Manager using the Alt and Tab keys. The screen
should look like this:

a‘@@é@%

ECI Developer ECI Pogkeﬁ"ext FormPlayer  IRliial=aale=
QUICK-REPORT tutorial tutorial

>

STEP 2. Start FormDesigner by double clicking on the ECI icon: Developer,

STEP 3. The FormDesigner screen will look like this:

EC1 OataBace Decigner - |Alpha numeric. numeric. and 1e>1 boX: fields]
“Ble Edit Object Yindow Help

FLNEEEEEEEE Z
Text Objects in ECI

your Name [aipha Fisid |

Yoears of Schoaling |Humellc Fleid I

N
Please recaord any comments helow regarding logistical or ather
candrions which adversstly afToctad performance:
b

IFeoe 10f) x=R5™ p=291" 14:35

STEP 4. Pressing the Alt and Tab keys will produce the following tutorial
window:




@ FormDesigner Tutorial

STEP 5. Releasing the keys will place you back at this screen.

STEP 6. Pressing the Alt and Tab keys again will produce the following window
which represents the FormDesigner software:

@ ECI

STEP 7. Releasing the keys will place you in FormDesigner and you will be back
at the screen shown in step 3.

STEP 8. Return back to this tutorial screen by pressing and releasing the Alt and
Tab keys.

Learning Points
« You can switch to Program Manager by using the Alt and Tab keys.

. Switching to Program Manager allows you to start the FormDesigner program.

» A message will warn you that you will lose data if you modify the form. Click
Yes.

* You can then switch back and forth between FormDesigner and the tutorial by
using the Alt and Tab keys.

e You can read a step in the tutorial's Hands on Experience section, try it out in
FormPlayer, and return to the tutorial to get clarification or to proceed to the next
step.

» You will get an error if you try to open the FormDesigner software twice.
Simply exit the program if this happens.

Where do | go from here?
To proceed to the next section where you will learn how to use Help in the




FormDesigner software.

If you need to review how Alt and Tab keys work from the beginning, click on the

back button button located at the top of the screen.

To return to the main topics page, click HERE.




FormDesigner Tutorial
Help

There are several ways that you can get help on the FormDesigner software.
These include using Quick Line help, the Help menu, and the Help icon. Broad
descriptions are provided here since these help aids are modeled after standard
Help windows setups.

Quick Line Help

Quick Line Help at the bottom left hand corner of the screen provides

S
information based on where the mouse pointer T;—is located. If you move the
mouse pointer around the screen, notice that the Quick Line display changes.
For example, if the pointer is located on a text field then Quick Line display will

F ]
read 'oF OO which tells you the type of field. Other

displays you might see include: Static Text Box, Numeric Field, Label, Alpha
Field, Next Page, and Table of Contents.

Help Menu |

Help is a menu selection in FormDesigner. Help is designed to assist you when
you have questions about the FormDesigner system. When you click on the Help
menu, the following commands will appear:

ECI DataBase Designer - [Example
File Edit Object Window galH[u

EXIT . Context Sensitive Help -

These commands provide you with information on the FormDesigner software.

Context Sensitive Help

ECI DataBase Designer - [Example
Object Window QafH|s
Context Sensitive Help

File Edit

EXIT
" &

1

T

=]

=

el
Il

D

This menu option (pressing performs the same function) displays help
based on where the cursor is focused on the screen. Focus is an important
concept to understand about FormDesigner. When FormDesigner is started a
field will be outlined as shown below:




]
Please record any comments below regarding logistical or other
conditions which atversely affected performance:

3

If you click on Context Sensitive Help (or press ) then help will be displayed
on static text boxes because this is the type of field that the cursor is focused
on. If you click on a different field, such as alpha or numeric, then context
sensitive help will be displayed on that type of field.

About Help

ECI DataBase Designer - [Alpha numeric, nume
Object Window Qald[V

Context Sensitive Help
About

Eile Edit

EXIT
LSS

This command provides information on the developers of the FormDesigner
software.

Contents Help

P

The Contents help icon is located at the upper right hand side of the screen.
Clicking on this icon will display FormDesigner contents help. You can then
search or browse for information that you need. This is useful if you are
uncertain of the type of help information that you are looking for.

Hands On Experience
STEP 1. Switch to FormDesigner using Alt and Tab keys.

STEP 2. Note that a text box is outlined, indicating where the cursor is focused:

-
H ?lease record any comments below regarding logistical or other *

conditions which adversely affected performance:
¥

Press or click on Context Sensitive Help in the Help menu. Notice the type




of help information that is displayed. Exit help information by clicking on the
File menu and clicking Exit, as shown below:

ECI DataBase Designer - [Example
[l Edit Object Window Help Field Prope:

Open Project ﬂ MI@ |Z

STEP 3. Click on the Help icon @ and note the kind of information that is

displayed. Exit help.

' N
STEP 4. Move the mouse pointer [:5— to the Alpha field located toward the top of
the form. Click on it so that it becomes outlined as shown below:

= .
Your Name |Aipha Field| ]

Press or click on Context Sensitive Help in the Help menu. Notice the type
of help information that is displayed and how it is different from STEP 2. Exit
help information.

STEP 5. Return to the tutorial.

T
Learning Points
* Quick Line Help prompts you based on the location of the mouse pointer.

* The Help Menu provides you with context sensitive help and software and
form document information.

* The helpicon a provides contents help which is useful for searching and
browsing. :

Where do | go from here?




To continue click HERE and learn how to retrieve other forms (databases).

To return to the main topics page, click HERE.




FormDesigner Tutorial

Retrieving a Form (Database)

While we could modify the form that is automatically retrieved when you start the
FormDesigner software, (located in the C:\ECI directory), it would be nice to
begin with a completely blank form. A blank form is contained on the
C:\ECI\DESTUT directory.

One thing to remember about FormDesigner is that this software always looks
for a form entitled ECIDBASE.MDB. FormDesigner will not retrieve a form with
any other name. However, it is likely that you will need to have several different
forms for various purposes. Since all these forms have the same name
(ECIDBASE.MDB) you will need to have separate directories for each form to
avoid accidentally overwriting one. You can retrieve any of these forms by

- switching to that directory. To retrieve the blank form you will need for this
tutorial, you need to switch to the C:\EC\DESTUT directory.

To do this, click on the File menu at the top of the screen and yod will see the -
following commands displayed:

== ECI DataBase Designer - [Example
|ZIW Edit Object Window Help

Open Projec
o i e e

Exit Ctri+E

In this case we want to open a project. By clicking on Open Project the following |
screen will appear:

== Open An ECIdBase

File Name: Directories:

[ocidbase.mdb | cteci

ecidbase.mdb =LA ||
= eci
C3 destut
3 playtut

List Files of Type: Drives:

[ECIdBase 2] c: bdm_tce H

Presently, the ECI form (here referred to as a database) for C:\ECl is highlighted.
Notice that there are two subdirectories: one is C:\ECNDESTUT and the other is
C:\ECI\PLAYTUT. The blank form is contained under the DESTUT directory.
Double clicking to highlight the DESTUT directory will make the menu look like




this:

== Open An ECldBase
File Name: Directories:

Iecidbase.mdb J c:\eci\destut
ecidbase.mdb | = e\ ||
= eci

. faw destut

List Files of Type: Drives: .
[ECIdBase [*] |Ec:bdm tec ]

The DESTUT subdirectory is now highlighted. The ECI database here is also
called ECIDBASE.MDB. The database can be chosen by clicking on the OK
button. You will receive the following message and you should click No.

ECI

This Page Has NOT Been Saved

Do You Want To SAVE THIS FORM Before
Exiting?

Once you have done this, the screen should look like this:




Eile Edit Dbject MWindow Hcelp

HE & mEEkEsETA]

Page 1 of 1 x=110" p="1.01" 15:58

This is a blank form which consists of one page. This is the form that you will
modify in this tutorial. Notice that Quick Line help indicates that this is "Page 1

of 1."

Hands on Experience

STEP 1. Switch to the FormDesigner software. You should see a screen that
looks like this:




ECI DataBace Decigner - |Alpha numeric. numeric. and text box: fields]
* Bile Edit Object Yindow Help

W & =T A W
Text Objects in ECI

your Name [aipha Fieid |

Years of SChoolng |Humerlc Fleid l

=
Please record ¢ty comments helaw regarding logiatical or ather
candRiong which adversely afTectod perfonnances
|

IPeoe 10f) z=R57 p=291" 1435

STEP 2. Next, open a new ECI database (form) which is contained on the
C:\ECI\DESTUT directory. Click on the File menu. The following subcommands

will appear:

ECI DataBase Designer - [Example
Edit Object Window Help

Open Project _
i [ =
Exit Ctrl+E J peco) (EEY X

STEP 3. Click on Open Project. The following screen will appear:

= Open An ECldBase
File Name: Directories:
[ecidbase.mab | citeci

ecidbase.mdb | = e\ ]

= eci
€3 destut

1 playtut

List Files of Type: Drives:
ECldBase |i] | = c: bdm_tec |!|




STEP 4. The database (form) to retrieve is in the CAECN\DESTUT directory.
Double clicking on the DESTUT directory will highlight it:

= Open An ECldBase
File Name: Directories:

[ecidbase. mdb J c:\ecitdestut

ecidbase.mdb = c\

= eci

¢ imer destut

List Files of Type: Dirives:
|ECIdBase l.‘:l | = c: bdm_tce |i]

STEP 5. Click OK to retrieve the database (form). The screen will look like this,
showing a blank form:

Eile Edit Dbjeet Window Help

~
EE & EEkxETA o3

Pagc 1 of 1 x=1.10" p=1.01" ‘ 16:58

STEP 6. Return to this tutorial screen.




Learning Points
» All ECI forms (databases) are called ECIDBASE.MDB.

» Create different directories for various forms to avoid accidental overwriting.

» New forms (databases) may be retrieved using the Open Project command in
the File menu.

Where do | go from here?
To proceed to the next section where you will learn how to modify a form
(database), click HERE.

To return to the main topics page, click HERE.




FormDesigner Tutorial

Making a Form

Making an ECI form is easy, but it helps to take a few minutes and give serious
thought to the kinds of questions that you need answered. This will assist you in
designing your form. The purpose of this tutorial is to introduce you to the
flexibility that FormDesigner offers in terms of the type of information that you
can collect, and how you might want to structure the fields in the form.

Orientation
The first step is to orient you to the form. The blank form should look like this:

File Edit Dbject “Window Help

HE & | EeExETal P

Page 1 of 4 x=110" y=1.01" ' 16:58

There are no fields on the screen and at present there is just one page. In
designing a form, the first important thing is to use some "aids" that will help
you stucture the appearance of the screen. Clicking on the Edit menu will
produce the list of commands shown here:



= ECI DataBase Designer - [E
File il Object Window Help

Save Page F2
Add a Page ] EEE:
Page Options

Previous Page

__| NextPage
Table of Contents

— Cut Object Shift+Del |——
Copy Object Ctrl+Ins

Paste Object Shift+Ins

Edit Field Names
Delete Page

Page Options allows you to change certain default settings on the form you are
working on. Clicking on Page Options will produce the following screen:

Furrn Tille |

Form Oricinator I

Show Grid T @]
1'agic Mumber E'I [—i—l

All pages in a form need to have a title. Form Title allows you to type in a page
name that is displayed at the top. Here is an example:




Form Title

Alpha numeric, humeric, and text hoX fields

The Form Title option is a good way to document pages in a form.

The next option, Form Originator, allows you to type in your name as designer of
the form. For example:

Form Originator

Show grid allows you to superimpose a grid over the form. This is helpful in
lining up fields in the form. By default the grid is turned off, as shown here:

Show Grid

Clicking on the check box as shown here will turn the grid on with .1 inches
between each line:

Show Grid

Your Name Here

0" @

0" EI

Finally, a page designation is displayed, with a default setting of 1:

Page Number -

01 [%

Upon clicking OK, the page will look like this:



Flle Edit ObjJect “Window Help

ISk EEEEER @

Pogc: 1 of 4 x=054" p=1.42" 18:04

Hands on Experience

STEP 1. Switch to FormDesigner.

STEP 2. Click on the Edit menu and choose Page Options, as shown here:




File gl

ECI DataBase Designer- [E
Object Window Help

Save Page
Add a Page
Page Options

F2

Previous Page

__| NextPage
Table of Contents

—1{ Cut Object Shift+Del ——
Copy Object Ctrl+Ins
Paste Object Shift+ins

Edit Field Names
Delete Page

The following screen will appear:

Fuirn Title |

korm Originator I

Show Grid T @
I'agic Mumber F' @

STEP 3. Click in the box by Form Title and enter the text shown below:

Form Title

Alpha numeric, numeric, and text box fields




STEP 4. Click in the box by Form Originator and type in your name (example
shown below):

Form Originator Yaur Name Here

STEP 5. Next, check the box to superimpose the grid on your form, as shown
below:

Show Grid ® [10° L'%]

STEP 6. Finally, leave the page number as is:

A
Page Number - 01 v

STEP 7. Click the OK button to accept the changes.

STEP 8. The screen should now look as it does below:

_Elle Edit Object Window Help

I IS EEEEEE >

Paoec 1 of 1 x=054" p=1.42" 18:04




STEP 9. Return to this tutorial screen.

_:. ’
Learning Points

» The Page Options command in the Edit menu allows you to give a name to the
form, the designer's name, superimpose a grid on the screen, and set a page
number.

Where do | go from here?
To learn how to size and place labels, click HERE.

To return to the main topics page, click HERE.
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Sizing and Placing fields on a form (database)

Once settings have been established in page options and a grid has been
superimposed on the form, the next step is to choose and place fields on the
page. At the top of the screen, notice that there are a series of icons which
represent different kinds of fields.

e zalfet| X || T3 A

The first thing you want to do in designing a form is to give the page a label.
Labels are important because they tell the user the type of information that is

A

collected on that page. To select label field, click on . Whenever a field is

selected its appearance will change to inverse video and look like this:
This way you know the type of field that is selected. Next, move the mouse
pointer and use the grid to position the upper left hand corner of the label field.
Clicking and holding the left mouse button on the grid will establish that corner
of the box. Next, drag the cursor while holding the mouse button down. Notice
that a "box" appears which will approximate the size of the label field:

= ECI DataBase Designer - [4
File Edit Object Window Help

ViL IS

a

As the mouse is dragged the box enlarges to accommodate the position of the
mouse:

= ECI DataBase Designer - [A
File Edit Object Window Help

o &




/
/

This allows you to make the field as big or as small as you want to. The next
step is to establish the lower right hand corner of this field. This is a page label,
so it will need to be a good size:

ECI DataBase Designer - [Alpha numeric, numeric, and text box fields]
File Edit Object Window Help

d [ e X|T

Now that the lower right hand corner of the box has been established, let go of
the mouse button. The screen will now look like this:

. @ peo| | [123][vamal| X |

Label

Notice that the field type ("Label") is indicated in the field. The next step is to
edit the field. Moving the mouse pointer to the field and holding down the right
mouse button will display a menu:

File Edit Object Window Help

V[ IS R

=
Label gaption
' Justification ... > &
Alignment ... 4
BorderType ... »
Eont
Background Color

This menu gives you a number of options associated with the field created. For




the most part, default settings should be sufficient for most purposes so there
will be no discussions regarding border type or background color.
FormDesigner help provides more detailed descriptions. Justification and
alignment allow you to change the placement of text in a field and they will be
discussed shortly. Caption allows you to place a description in the label box.
Clicking on Caption produces the following screen:

= Object Caption

Please Enter The New Caption Or Press Cancel

This screen allows you to enter a caption which will become part of the label
field. Using the DEL key will allow you to delete the word "Label" and then enter
your own description, shown below:

= Object Caption

Please Enter The New Caption Or Press Cancel

Alpha, Numeric. and Text Fields]

Cancel




Al (S [l R T

—=

f.lpha, Numeric, and Text Fields

The text is now in the label, but we need to make the text fill the field properly.
This is accomplished by changing the font size, justification, and alignment.
Clicking the right mouse button will produce the menu. Clicking on Font will
produce the following screen:

Font Style:

|Bold 10
Regular [ | x +

CG Omega (W1) Italic
£l CG Times (W1) 12
El Clarendon Cd [wW1) Bold Italic - 14
|EL Coronet (W1) 16 |+
Effects™ ] Sample
| Strikeout
(] Underline AaBhYyZz
Color:
I- Black |tl This is a TrueType font. This same font will be

used on both your printer and your screen.

The font is set on Arial and the point size is set on 10, which is relatively small.
We need to change the point size so that the text will "fill" the label more fully.
By clicking on the thumb we can scroll through the point sizes that are available.
Since the text will need to be big, choosing a size of 20 should work:



Font Style: Size:
[Bold
i Regular 16 |+ Cancel
ElL CG Omega [(W1) Italic —1 18 [
EL CG Times (wW1) 20
El Clarendon Cd [wW1) Bold Italic - 22 [
El Coronet {w1) 24 |+
Effects™ ] Sample
[] Strikeout -
O Underline AaBbYyZz
Color:
[- Black l-‘-l This is a TrueType font. Thiz same font will be
used on both your printer and your screen.

The Sample at the lower right hand corner allows you to preview the font to see if
it is what you want. Clicking OK will accept the changes and the screen now
looks like this:

[ EEEEENE

.Alpha, Numeric, ar:d Text Fields

The font size is appropriate with the label box. However, it is not centered or
aligned properly. To change this, move the pointer to the box and click the right
mouse button. The menu will appear. Click on Justification:

Caption
Justification ...

Vv Left

Alignment ... Right
BorderType ... Center
Font

Background Color

A submenu to the right will appear. Notice that left justification is checked. To
improve the appearance of the label, clicking Center will help. The label now
appears like this:



d (S (el )] T

Alpha, Numeric: and Text Fields

This improves the appearance, but it would be nice to align the text in the middle
of the box. In the menu, clicking on Alignment will produce the following
submenu:

Caption

« Justification ... 4
Alignment ... v Top
BorderType ... Bottom
Font Middle
Background Color |

Top is checked, indicating that the text is aligned with the top of the field.
Clicking on Middle will improve this appearance:

Ol & Ea= e

s Alpha, Numeric, and Text Fields

The label for this page is complete.

Deleting Fields

Making forms often takes a few tries to get it right. You may size a field and then
decide that you want to start over. Deleting fields is easy. Make sure the field
you want to delete is highlighted then click on the edit menu at the top of the
screen and choose Cut Object:




= ECI DataBase Designer - [E
i@ Object Window Help

= Save Page F2
2 ) = :
Add a Page ;I EE'_E[

Page Options

Previous Page
Next Page
Table of Contents

[ Cut Object ShifttDel S

Copy Object Ctri+ins
Paste Object Shift+Ins

Edit Field Names
Delete Page

This command will delete the highlighted field.

Hands on Experience

STEP 1. Switch to FormDesigner and click on the Label field - so that it

appears to be in inverse video:

STEP 2. To make a page label, move the cursor and position it to the
approximate position shown below, then press and hold the left mouse button:

= ECI DataBase Designer - [4
File Edit Object Window Help

Wl S| [l

O

STEP 3. Continue holding down the mouse button and drag the mouse. Notice
that the label field changes size as you move the mouse:



= ECI DataBase Designer - [A
File Edit Object Window Help

BN ©

STEP 4. Make the field large by moving the mouse across the field:

= ECI DataBase Designer - [Alpha numeric, numeric, and text box fields]

File Edit Object Window Help

L I ] ) ) o I

STEP 5. Release the left mouse button to fix the lower right hand corner of the
box: '

. @ BCDMM ﬁ

Label

STEP 6. Position the mouse pointer on the label field and hold down the right
mouse button. A menu will appear:




File Edit Object Window Help

Il S EEEk| X ()(T

=
Label _(_:_aption
N Justification ... > ¥
Alignment ... >
BorderType ... >
Font
Background Color

STEP 7. Click on Caption. The following screen will appear:

= Object Caption

Please Enter The New Caption Or Press Cancel

[Label

STEP 8. Press the Del key or use the backspace key to delete the word label.
Next, type in the caption shown below and click OK:



= Object Caption

Please Enter The New Caption Or Press Cancel

Alpha, Numeric. and Text Fields]

OK Cancel

STEP 9. The label field will now look like this:

J[ IR EEEERE

Alpha, Numeric, and Text Fields
[ | |

STEP 10. To change the font size, click the right mouse button and choose Font
from the menu:

File Edit Object Window Help

LS R ) e ) o) [ )

.
Label Caption
B Justification ... > B
Alignment ... 4
BorderType ... >
Font
Background Color




STEP 11. Change the font point size to 20

Font: Font Style: Size:
i [Bold l
i Regular 16 [+ Cancel
E CG Omega [W1) Italic —1 (18 [T
E CG Times (w1) 20 [l
El Clarendon Cd (W1) Bold Italic (22 [
|EL Coronet (W1) 24 |+
Effecte ] [ Sample
[] Stiikeout
[ Underline Aa BbeZz
Color:
I-Black |t| This is a TrueType font. This same font will be
used on both your printer and your screen.
and click OK.

STEP 12. Click the right mouse button again to display the menu. Click with the
left mouse button on Justification:

Caption
Justification ... + Left

Alignment ... Right
BorderType ... Center
Font

Background Color

STEP 13. Click on Center to change the justification. The label field will now
look like this:

Al & EEE XD

Alpha, Numeric: and Text F.ields

STEP 14. Click the right mouse button to display the menu again. Click with the
left mouse button on Alignment:




Caption

< Justification ... >
Alignment ... v Top
BorderType ... Bottom
Font Middle
Background Color |

STEP 15. Click on Middle to change the alignment. The label field will now look
like this:

L I e (R e oz I

+ Alpha, Numeric, and Text Fields

STEP 16. Find some empty space below this label and make another label field
of any size. An example is shown below:

Alpha, Numeric, and Text Fields

= ;

STEP 17. Now, delete the label you have created. Click the edit menu and
choose Cut Object:




= ECI DataBase Designer - [E
E Object Window Help
Save Page F2

2y = :

h 4l Add a Page J—_I @
Page Options

Previous Page
Next Page
Table of Contents

[ Cut Object ShiftiDel oy

Copy Object Ctrl+ins
Paste Object Shift+lns

Edit Field Names
Delete Page

The second label you created will be deleted.

STEP 18. Return to the tutorial.

» The superimposed grid helps you place fields in the form.
o Clicking on a field icon changes it to inverse video.

» Position the mouse pointer to place the upper left hand corner of the field and
click with the left mouse button.

» Continuing to hold down the left mouse button and dragging the mouse will
allow you to size the field. Letting go of the left mouse button will set the lower
right hand corner of the field.

» Clicking the right mouse button on a field will display menu features.

» Fields can be deleted with the Cut Object command in the Edit menu.

Where do | go from here?
To learn more about field labels, click HERE.

To return to the main topics menu, click HERE.




FormDesigner Tutorial

More Labels

The importance of labels is clear: it helps the user know the kind of information
that is being asked. This page label tells the user that this page will display
alpha, numeric, and text fields. As we continue building this form, you will see
why.

The label option can also be used for describing the type of information for alpha
and numeric fields. To create another label field, simply move the cursor, click
to set the upper left hand corner, and size the field. Click again to set the lower
right hand corner of the field:

» Alpha, Numeric, and Text Fields =

Once the field has been sized it will look like this:

Alpha, Numeric, and Text Fields

+_ahel : b

Notice that the second label field has the same appearance as the page label but
is smaller. This label will ask the user for their name. The caption for this label
will read "Your Name Here":

Alpha, Numeric, and Text Fields

=
+‘(our Nam: Here b

The last label for this page will be located further down the page and will ask for
years of schooling:



Alpha, Numeric, and Text Fields

Your Name Here

. -
+Years of Szhoolmg b

As you can see, the labels inform the user of the type of information that is being
asked. However, we still haven't given the user a way to enter data. These are
only labels that are defined by the designer of the form. The next step is to
supply fields for the user to enter data.

Alpha Fields

Since the first label asks for the person's name filling out the form, we want to
use an alpha field. We can select alpha field by clicking on the icon at the

top of the screen. As before, we need to size the field and place it beside the
label "Your Name Here":

Your Name Here | |

When the mouse button is released, it will look like this:

r

Your Name Here Alpha Field *

Notice that this is an alpha field, meaning that it will accept alphabetical and
numerical characters input by the user.

Numeric Fields

For the label "Years of Schooling”, we want to make sure that users of the
system put numbers when responding. One way to ensure this is to use a
numeric field, which accepts only numbers as input. Clicking on the numerical

[i2z)

field icon will allow you to place and size a numerical field:

—— v .
Years of Schooling Numeric Field b

Again, notice that that the field's type is clearly indicated.



Hands on Experience
STEP 1. Switch to FormDesigner.

STEP 2. Place and size a label as shown below:

» Alpha, Numeric, and Text Fields =

STEP 3. With the mouse pointer located on this field, press the right mouse
button to display the menu. Edit the caption to read "Your Name Here":

Alpha, Numeric, and Text Fields

=
+Your Nam: Here P

STEP 4. Place and size another label down below "Your Name Here" and give it
the name "Years of Schooling":

Alpha, Numeric, and Text Fields

Your Name Here

- -
*'(ears of St;hoolmg b




STEP 5. Click on the alpha icon so that it appears to be in inverse video

::l. Next, place and shape an alpha field beside the label "Your Name Here":

Your Name Here Alpha Field #

[123]

STEP 6. Next, click on the numerical icon so that it appears in inverse

video j Next, place and shape a numeric field beside the label "Years of
Schooling™:

Years of Schooling ) Numeric Field b

STEP 7. Return to this tutorial page.

Learning Points
» The type of field can be changed using the field icons at the top of the screen.

Where do | go from here?
To learn about textboxes, click HERE.

To return to the main topics page, click HERE.
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Textboxes

The best way to describe a textbox is that it is like an alpha field with the
exception that it can accept multiple lines of information. There are two kinds of
textboxes: designer defined and user defined.

Designer defined textboxes (which you will be creating!) are like labels because
they tell the user about the kind of information that needs to be collected. Users
of the software will not be able to modify designer defined textboxes. Placing
and sizing textboxes is the same as for alpha and numeric fields. To choose

textboxes, click on the textbox icon: . Since these will be instructions to
the user of the system, we want to size the textbox correctly:

Your Name Here ,yupha Field J

Years of Schooling |Numeric Field ]

i

{ l'f

By default, any textbox created in FormDesigner is a user defined textbox.
Therefore, it is necessary to change the definition of this textbox so that it will
accept input from you, the designer. Moving the mouse pointer onto the textbox
and clicking the right mouse button will make a menu appear:

=
ﬂ Field Name J
Static Text
Scroll Bars

Font
Background Color

A Static Textbox will allow the designer of the system to input instructions for
the user. Clicking on Static Text produces a thick vertical flashing bar in the
textbox:

{ )}

At this point the designer can enter instructions:




i o
H Please describe the type of work that you do }

and the level and scope of your responsibilities.
=

Just as for labels, we still need to create a textbox where users of the form can
record their responses. Since textboxes are still selected, all that is needed is to
place and size another textbox under the designer defined instructions. Once
again, the default is a user defined box, so none of the settings need to be
changed.

Please describe the type of work that you do
and the level and scope of your responsibilities.

—~3F

Finished with Page 1!

Page 1 of the form is finished. Before proceeding it is important to save work
completed. This is easily accomplished by clicking on the disk icon at the top of

the page . Itis suggested that work be saved every five minutes.

Adding a New Page

There is more information that we want to collect with this form so it is
necessary to add a page to the form. This is accomplished by clicking on the
Edit menu and selecting Add a Page. This will add a blank page to the form.



File §<iIi@ Object Window Help
EXIT Save Page F2
W | Add a Page
Page Options

123]

H|

Previous Page

__| NextPage
Table of Contents

— Cut  Ctrl+X
Copy Ctrl+C

Edit Field Names
Delete Page

Hands on Experience

STEP 1. Switch to FormDesigner.

STEP 2. Select the Textbox icon which will change to inverse video
indicating that it is selected.

STEP 3. Place and size the textbox, as shown below:

Your Name Here lP-lnha Field I

Years of Schooling [Numeric Field

ﬂ ' i

STEP 4. Place the mouse pointer on this textbox and click the right mouse
button to display a menu:



-— 1
i Field Name *
Static Text

Scroll Bars
Font
Background Color .

STEP 5. Click on Static Text. Then, click on the textbox again to select it.

——

STEP 6. Type in the text that you see below. (Note: if nothing happens when
you start typing then double check that you selected Static Text).

= ,
Please describe the type of work that you do
and the level and scope of your responsibilities.
|

STEP 7. Place and size another textbox, as shown below:

Please describe the type of work that you do
and the level and scope of your responsibilities.

STEP 8. Select the second text box by clicking on it and try to type something
in. Note what happens.

STEP 9. Save the page by clicking on the disk icon at the top of the
screen.

STEP 10. Click on the Edit menu and select Add a Page.



= ECI DataBase Designer - [E
File i@ Object Window Help
Save Page F2 —

Add a Page 1?;3;'
Page Options

H]

Previous Page

__| NextPage
Table of Contents

— Cut Ctri+X
Copy Ctrl+C

Edit Field Names
Delete Page

You should see a blank screen which is the new page you have added:

= ECI DataBase Designer - [Mew Page) ME

Flle Edit Object Window Help

Y= S EEEE E EE a3

Page 2 of 2 [ x=1.46" y=13.18" 17:47

Learning Points
* There are two kinds of textboxes: designer defined and user defined.




» Place and size textboxes just like labels, alpha fields, and numeric fields.

* Use the Add a Page command in the Edit menu to add pages to a form.

» Save your form using the disk icon:

Where do | go from here?
To move on to Date/Time fields, click HERE.

To return to the main topics menu, click HERE.



FormDesigner Tutorial
Date/Time Fields

Sometimes it is important for the user of the form to indicate date or time
information.

Sizing and placing date/time fields works the same way as for alpha or numeric

fields. After labels are created, choose the date/time icon

The label and date/time field would look like this:
[ ]

Date of Birth [Date Fietd j

By default a date/time field is a date field. Another field, however, may need time
information:

Time You Ate Lunch ) Date Field *

In this case it is necessary to change the field type. Moving the mouse pointer to
the field and clicking the right mouse button will produce a menu. Clicking on
Date/Time Format produces a submenu. Notice that Date is checked:

Field Name
DatefTime Format ...
Font

Background Color

Clicking on Time will change the field definition:

Time You Ate Lunch ) Time Field *

Hands on Experience

STEP 1. Switch to FormDesigner. You should be on page 2, which is blank:




= ECI DataBace Designer - [Nev Page]
File Edit 0ObJect Window Help

LR EEEEEER 2J

Pape 2 of 2 x=1.10" y=2.54" 19:38

STEP 2. First, choose Page Options in the Edit menu. Under Form Title type in
Date/Time Fields. Place your name by Form Originator. The grid should already
be checked. Click OK to return to the screen.

A

STEP 3. Choose Label and create a page label like this:
-
¥ Date/Time Fields ’

STEP 4. Create several other labels for different time/date information, as shown
below:

Your Birth Date Time You Woke Up

Cumpu{er' System Time You Went to Lunch



STEP 5. Choose the date/time icon which will change to inverse video

JAM 1
j. Place and size the field by each of the labels you have created:

Your Birth Date Date Field Time You Woke Up [Date Field |

Computer System  pate Field Time You Went to Lunch Date Field b

STEP 6. Move the mouse pointer to the two time labels and click with the right
mouse button. A menu will appear. Click on Date/Time Format and click on
Time:

Field Name
DatefTime Format ... v Date

Font

Background Color |

STEP 7. Change the other field below it to a time field. The screen should now
look like this:

Your BirthDate  [pate Field Time You Woke Up Inme Field ]

Computer System [hate Field Time You Went to Lunch [Time Field |

STEP 8. Save this page of the form by clicking on the disk icon at the top
of the page.

STEP 9. Create another page by clicking on the Add a Page command in the Edit
menu.



File gihd Object Window Help

Save Page F2
Add a Page 1;2;3;|

Page Options

H|

Previous Page

__| NextPage
Table of Contents

-— Cut Ctrl+X
Copy Ctrl+C

Edit Field Names
Delete Page

STEP 10. Return to the tutorial.

Learning Points
» Date/Time fields provide an easy method to record date or time information.

Where do | go from here?
To move on to checkboxes and listboxes, click HERE.

To return to the main topics page click HERE.
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Noneditable Fields (Checkboxes and Listboxes)

Noneditable fields get their name because they present predefined choices to the user
of the software. Since you are designing the form, you determine the choices for the
user.

X

There are two types of noneditable fields. The first is the checkbox: . The
checkbox presents the user with a yes or no choice. The user simply clicks the
checkbox to indicate that the statement is true or leaves it blank to indicate that the
statement is not true. In this example, the basic course is checked indicating that it has
been completed, but the advanced course has not been completed:

[X Basic Course

[~ Advanced Course

|

Listboxes present the user with choices defined by the designer of the form.
After sizing a listbox, clicking with the right mouse button produces the following menu:

Company

|
Field Name

Edit List ltem ...
Font
Background Color

Clicking on Edit List Item allows the designer to add a series of choices:




Edit List Box vie
B 0K
C
D
Cancel

Delete

Sort

Clicking OK will accept the choices. The list box will now look like this:

Company




Hands on Experience
STEP 1. Switch to FormDesigner.

STEP 2. You should be on the third page of the form, which is blank.

STEP 3. Click on the Page Options command in the Edit menu and enter the Page Title
as Checkboxes and Listhoxes.

STEP 4. Place the following label at the top of the page:

i
" Checkbox and Listbox Fields "
]
STEP 5. Click on checkbox which will appear in inverse video

and size it on the screen, as shown below:

;

STEP 6. Move the mouse pointer to the box and click the right mouse button. A menu
will appear:

+[— Check Box

Field Name
Caption
Font

STEP 7. Click on Caption:




== Object Caption

Please Enter The New Caption Or Press Cancel

Check Box

STEP 8. Use the Del key to erase Check Box and type in Basic Course:




= Object Caption

Please Enter The New Caption Or Press Cancel

Basic Course

STEP 9. Click OK. The checkbox should now look like this:

+[_ Basic Course }
i

STEP 10. Make another checkbox that looks like this:

[~ Advanced Course

STEP 11. To make a listbox, create a label that looks like this:

STEP 12. Click on the listboxes icon
Next, place and size the listbox:

[l

Company

so that it appears in inverse video




Company

STEP 13. Click the right mouse button to display the menu:

Company

i
Field Name
Edit List ltem ...
Font
Background Color

STEP 14. Click Edit List Iltem. You will see the following screen:

Edit List Box

v |~

Lancel

: [&

Delete

Sort




Delete

Sort

STEP 15. Click on Add to input an entry. The following screen will appear:

= Add To List Box

Enter A New List Value

STEP 16. Enter the letter A and click OK. The screen will now look like this:




| Edit List Box v|a

oK

LCancel

o

Delete

Sort

STEP 17. Click on Add and enter the letters B, C, D, and E. The screen should then
look like this:

Edit List Box [~ ]-]

oK

DO RM

Lancel




STEP 18. Notice that the choices are not in alphabetical order. Simply click on the Sort

i Sort \
button to alphabetize the list. Click on OK to accept the changes.

I Company
[A =
STEP 19. The listbox will now look like this:

STEP 20. Save the form by clicking on the disk icon:

STEP 21. Return to the tutorial.

Learning Points
» Checkboxes and listboxes present the user with predefined choices.

Where do | go from here?
To find out how to view your finished form, click HERE.

To return to the main topics page, click HERE.
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Switching to FormPlayer
You are now finished with your form!!!!! Let's say that we want to see the
finished product as it would appear to the user. One way to do this is to "switch"

to FormPlayer mode which can be done with the player icon: ‘® . Thisis a
way to preview the form you have created to see what it looks like to the user.

You can switch back to FormDesigner by clicking the tools icon: %% . This way
you can switch to FormPlayer, see how the form appears, then switch back to
FormDesigner to make additional changes.

Hands on Experience
STEP 1. Switch to FormDesigner.

STEP 2. Click the FormPlayer icon l® at the top of the screen. You will enter
FormPlayer and it should look like this:

-
= v|$

Elle Edit [DataBase Xindow Help

%% I Record1ofi | N @

Checkbox and Listbox Fields

.................................... Comprany
AR I—

T~ Basic Course

|[Enter Form Dote [~ =] Pege 3073 22:0



backward ' arrows. Return to FormDesigner mode by clicking on the

STEP 4. Return to the tutorial.

Designer icon:

Learning Points

* You can switch to FormPlayer by using the player icon: ’@ and back to

#

FormDesigner by using the designer icon:

through the form.

Where do | go from here?
To learn how to save and exit your form, click HERE.

To return to the main topics page, click HERE.
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Saving Your Form
It's always advisable to save your form when you are done. This is

accomplished by clicking on the disk icon:

Exiting FormDesigner

I EXIT

You can exit FormDesigner by clicking on the exit icon at the top left hand
corner of the screen. You may be prompted to save your form and you should
click Yes.

Hands on Experience
STEP 1. Switch to FormDesigner.

STEP 2. Save your form by using the disk icon:

EXIT
STEP 3. Exit FormDesigner by clicking the exit icon . You will be returned
to this page.

. d
.
el

Learning Points

e The exiticon exits your form.

¢ The disk icon saves your form.

Where do | go from here?
To review a summary of the FormDesigner tutorial, click HERE.



To return to the main topics page, click HERE.
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What you should know about FormDesigner

1. How do | start and switch to FormDesigner?
2. How do | use Help in the FormDesigner software?
2. How do | set up a page to be designed?

3. How do | place and size labels?

4. How do | place and size alpha and numeric fields?
5. How do | place and size textboxes?

6. How do | add a page to a form?

7. How do | place and size date/time fields?

8. How do | place and size checkboxes and listboxes?

9. How do | switch to FormPlayer to see how my form will look like to the user?

10. How do | save a form in FormDesigner?

11. How do | exit FormDesigner?

12. I'm not sure where to start. |think | need to look at general topic areas.



FormPlayer Tutorial

Welcome to the FormPlayer Tutorial
This tutorial will give you hands on experience with FormPlayer. With a little
practice it's easy to use FormPlayer!!

FormPlayer allows you to enter data into a predefined electronic form.
FormPlayer makes it easy to enter ratings and comments such as those made by
observers of military exercises.

How the tutorial works

A tutorial isn't something that you just read!!! A good tutorial gives you hands
on experience with the software that you are learning. Therefore, you will be
switching back and forth between the tutorial and the FormPlayer software. You
will learn by doing.

‘The structure for this tutorial will show you a concept about FormPlayer and
describe it using text and pictures. Then, you will switch to FormPlayer so that
you can get hands on experience.

IMPORTANT NOTE

Before proceeding, it is important to remember that all the commands for this
tutorial will refer to the mouse pointer and key strokes. The tutorial and
FormPlayer assume knowledge of basic windows commands. Any references to

N,
N
menu commands or clicking on objects refers to using the mouse pointer: * .

Whenever the program is processing the hourglass icon will appear: .
Pen users wanting to learn how to use pen commands should consult Windows
Pen Help because this material will not be covered in this tutorial.

To continue, click HERE.
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Background

FormPlayer allows you to enter information into a predefined electronic form. In
other words, use FormPlayer when you need to enter data.

There is a companion software program called FormDesigner and its purpose is
to create the electronic forms used by FormPlayer.

It is important to understand the distinction between these two software
programs. FormPlayer is used to enter data into forms. FormDesigner is used t
make forms. '

It is recommended that if you do not have experience with either software
package to begin with FormPlayer. Click HERE to continue.
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Overview of Topics
This page covers the major topics for the FormPlayer tutorial. You can switch
directly to these topics by clicking on them. If this is the first time you have
done the tutorial, start with topic 1.

Partl. Getting Started
Topic 1. How to switch to FormPlayer using the Alt + Tab keys.

Topic 2. How to use Help.

Part ll. How Electronic Forms Work
Topic 3. How to enter information and move to different text fields.

Topic 4. How to move to the next page in a form.
Topic 5. How to enter information into Date/Time fields.
Topic 6. How to enter information into Noneditable fields.

Topic 7. How to move to different records in a database and how to create new
records.

Topic 8. How to save your work and exit the FormPlayer program.

Part lll. Summing up

Topic 9. Summary of what you should know about FormPlayer.

These nine topics provide you with the basics for understanding and using
FormPlayer.




FormPlayer Tutorial
First things first

First, you need to learn how to switch back and forth between the tutorial and
FormPlayer. This is important because it will allow you to try out things
discussed in the tutorial. You can do this by holding down the Alt key and then
pressing the Tab key. A window will appear as shown below displaying the
Program Manager icon:

Program Manager

Pressing the Tab key again while holding down the Alt key will display any other
active sessions that you have in the same window format as above. For
example, pressing the Tab key again (while holding the Alt key) will display the
following window:

@ FormPlayer Tutorial

This window is for the FormPlayer tutorial which you are now running. If you
release the keys you are holding down you will be placed in the session window
that is currently displayed on the screen.

Hands on Experience (Note: read through these steps first
before proceeding!!!!)

STEP 1. Hold down the Tab and Alt keys at the same time. You should see the
following window displayed:

Program Manager

STEP 2. Release the keys. You should now be in program manager which
should look like this:




==

PocketText INETCE  FormDesigner
tutarial tutorial

o

ECI Developer

oy

ECI
QUICK-REPORT

STEP 3. Hold down the Alt and Tab key again. The following window should
appear:

@ FormPlayer Tutorial

STEP 4. Releasing the keys will bring you back to this tutorial screen.

Learning Points
* Use Alt +Tab keys to display active sessions.

» While holding down the Alt key, continue pressing the Tab key to display
other sessions.

» When you get to the session you want, release both keys.

Where do | go from here?
To proceed to the next section where you will learn more about Alt + Tab.

To return to the main topics page, click HERE.
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Starting FormPlayer

Since it is critical to switch to FormPlayer for this tutorial to be effective, we need
to learn how to switch to Program Manager, start FormPlayer, and return back to
the tutorial. You have already learned the first part about how to switch. Now,
all you need to know is how to start FormPlayer.

When you switch to Program Manager using the Alt and Tab keys the screen
should look like this:

o

B e @O
o < a» M B B

ECI Developer ECI Pogket?ext Xeliia=r=8 FormDesigner
l QUICK-REPORT tutorial tutorial

You are now located at the Electronic Collection Instrument (ECI) work group
containing icons representing different programs. To start FormPlayer, double

%

click on the ECl icon: EC

You should then see the following screen displayed:

2MMpha nUNEric, numeric, and ¢ by tields
Filc Edit DolBas Hclp

S S 3
‘Text Objects in ECI |

Your Hama | |

Yeara of Schaving || l

Please record ary comments below reyanding Iopistical or other
condifions which ncerscly affected perfarmonee:

Enter Form Dote Pagc 107 3 0R27




You have started the FormPlayer software. More importantly, you have two
programs running at the same time: the tutorial and FormPlayer. If you hold
down the Alt and Tab keys the tutorial window will appear:

@ FormPlayer Tutorial

Releasing the keys at this point will place you back in the tutorial on this
screen. Pressing the Alt and Tab key again will make the following window
appear:

@ ECI

This window represents the FormPlayer software. Releasing the keys will place
you in the FormPlayer software. You can now directly switch between the
tutorial and FormPlayer using the Alt and Tab keys. This is useful because you
can read a step in the Hands on Experience section, switch to FormPlayer to try
it out, and then return back to the tutorial to continue to the next step or to
review material.

Please Note!
Sometimes people make the mistake of trying to start the FormPlayer program
twice. If you attempt this you will get the following error message:

ECI

Unable To Open ECI DataBase

CAECRECIDBASE.MDB

Couldn't open file 'C:\ECRECIDBASE.MDB'.
Visual Basic Error # 3051

OK

This looks fatal, but all it means is that there are two programs trying to open the
same database. This means that the FormPlayer program tried to open a.
database that is already opened by a previous FormPlayer session. When you
click OK, notice that you do not have an arrow pointer but rather the hourglass



X

icon, which means "Please Wait". In this case, however, this means that

EXIT

the program is locked up. Simply move the hourglass icon to the EXIT
button at the top left hand corner of the screen and click. This will allow you to
exit the program.

Hands on Experience (Note: read through these steps first
before proceeding!!!!)

STEP 1. Switch to the Program Manager using the Alt and Tab keys. The screen
should look like this:

- I
» & x m B B

ECI Developer ECI Pogke{fext FormPlayer [ MR
QUICK-REPORT Ol - tutorial

v|a

®

STEP 2. Start FormPlayer by double clicking on the ECl icon: EC ,

STEP 3. The FormPlayer screen should look like this:




Mpha numeric, NUMeric, and (2x b talds
Filc Edit DntBasc Hclp

[ R z
‘Text Objects in ECI |

Your Mama | I .

Years of Schoviing || |

Penase recond iy comments below reganding Iopistical or other
condifiona which schersely affected perfarmonec:

|enter Form oate Pege 10f 3 : 0a

STEP 4. Pressing the Alt and Tab keys will produce the following tutorial
window:

@ FormPlayer Tutorial

STEP 5. Releasing the keys will place you back at this screen.

STEP 6. Pressing the Alt and Tab keys again will produce the following window
which represents the FormPlayer software:

@ ECI

STEP 7. Releasing the keys will place you in FormPlayer and you will be back at
the screen shown in step 3.

STEP 8. Return back to this tutorial screen by pressing and releasing the Alt and
Tab keys.




Learning Points
* You can switch to Program Manager by using the Alt and Tab keys.

« Switching to Program Manager allows you to start the FormPlayer program.

* You can then switch back and forth between FormPlayer and the tutorial by
using the Alt and Tab keys.

* You can read a step in the tutorial's Hands on Experience section, try it out in
FormPlayer, and return to the tutorial to get clarification or to proceed to the next
step.

* You will get an error if you try to open the FormPlayer software twice. Simply
exit the program if this happens.

Where do | go from here?
To proceed to the next section where you will learn how to use the Help menu.

If you need to review how Alt and Tab keys work from the beginning, click on the

back button button located at the top of the screen.

To return to the main topics page, click HERE.




FormPlayer Tutorial
Help

There are several ways that you can get help on the FormPlayer software. These
include using Quick Line help, the Help menu, and the Help icon. Broad
descriptions are provided here since these help aids are modelled after standard
Help windows setups.

Quick Line Help

Quick Line Help at the bottom left hand corner of the screen provides

b

information based on where the mouse pointer [\Tis located. If you move the
mouse pointer around the screen, notice that the Quick Line display changes.
For example, if the pointer is located on a text field then Quick Line display will

I
read prompting you that you can enter text
information where the mouse pointer is located. Other displays you might see
include:

Enter Te

Read Only Text
Enter Form Data
Next Page

Table of Contents

GoTo Next Record

Exit ECl Program

Help Menu

Help is a menu selection in FormPlayer. Help is designed to assist you when you
have questions about the FormPlayer system. When you click on the Help menu,
the following commands will appear:

= Example
File Edit DataBase
EXIT Context Sensitive Help

Data Help
About




These commands provide you with information on the FormPlayer software.

Context Sensitive Help

Example
DataBase Qa0
Context Sensitive Help
Data Help

About

File Edit
EXIT
v

This menu option (pressing @ performs the same function) displays help
based on where the cursor is focused on the screen. Focus is an important
concept to understand about FormPlayer. When FormPlayer is started, the
cursor will be located in the first field on the first page of the form. Notice that a
flashing vertical bar appears in this field, like so:

Your Name || I

If you click on Context Sensitive Help (or press l"-‘] then help will be displayed
on alpha numeric fields because this is the type of field that the cursor is located
in. If you click on a time/date field then context sensitive help will be displayed
on that type of field.

Contents Help

s

The Contents help icon is located at the upper right hand side of the screen.
Clicking on this icon will display FormPlayer contents help. You can then search
or browse for information that you need. This is useful if you are uncertain of the
type of help information that you are looking for.

Data Help

= Example
File Edit DataBase Qs{H]

EXIT Context Sensitive Help
. if 1
hd Data Help

About

This option displays documentation related to the form you are using. ltis a
reference source.



About Help

File Edit DataBase elp
Context Sensitive Help
Data Help

EXIT
v 1

This command provides information on the developers of the FormPlayer
software.

Hands On Experience

STEP 1. Switch to FormPlayer using Alt and Tab keys.

STEP 2. Note that the cursor (vertical flashing bar) is located in the first field:

Your Name .
" } . Press or click on Context

Sensitive Help in the Help menu. Notice the type of help information that is

displayed. Exit help information by clicking on thel Done  pytton.

@ and note the kind of information that is

STEP 3. Click on the Help icon
displayed. Exit help.

\)
STEP 4. Move the mouse pointer K- to the text box at the bottom of the screen
and click on it so that the vertical bar flashes within the box, as shown below:




Please record any comments helow regarding logistical or other
conditions which adversely affected performance:

- Press or click on Context Sensitive Help in the Help menu. Notice the type

of help information that is displayed and how it is different from STEP 2. Exit
help information.

STEP 5. Return to the tutorial.

Learning Points
¢ Quick Line Help prompts you based on the location of the mouse pointer.

* The Help Menu provides you with context sensitive help and software and
form document information.

P
e The help icon provides contents help which is useful for searching and
browsing.

Where do | go from here?
To continue click HERE for an introduction to moving around on a page of a form
and entering data.

To return to the main topic page, click HERE.
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Moving to Different Fields and Entering Data

Now that you know how to start FormPlayer and move back and forth from the
tutorial, it is important to understand how to enter data and move around in the
form. Data is entered into fields. There are different kinds of fields. Some allow
you to enter text, like a word processor. Some give you predefined choices.
Some allow you to enter time or date information.

There are seven different kinds of fields in FormPlayer. These fields can be
divided into three categories: text, time/date, and non-editable. The FormPlayer
form contains three different pages that illustrate each of these categories of
fields. This section will focus on text fields.

Moving between Fields

There are two main ways to move between fields.

N
The first is to use the mouse pointer[:, move it to the desired field, and click. A
thick vertical blinking cursor appearing in the field will indicate that you are
ready to enter data.

The second way is to use the Tab key. Usually this key allows you to indent a
paragraph in most word processing programs. However, with FormPlayer the
tab key moves you to the next field. The Enter key will not move the cursor to
other fields, however it will place carriage returns in a text box.

Entering Data in Text Fields
Text fields allow the user to enter a variety of customized information such as
short phrases, numbers, and comments. Three fields fall into this category:

1. Alpha-numeric: this field accepts both alphabetical and numerical
characters. The field contains one line and a maximum of 64 characters.
Here is an example of an alpha-numeric field:

Your Name 1 l

You can enter characters in the white box area. To enter information, simply
click in the white box. A blinking cursor will appear:

Your Name l| |

You can now enter any alphabetical or numerical characters. For example:

Your Name |Smith, Jonathon “Johnny] I

2. Numeric: this field accepts numerical characters only. This field, like




alpha-numeric fields, is one line and holds a maximum of 64 characters. Hereis -

Years of Schooling D
an example of a numeric field: . Notice that it

looks exactly the same as an alpha-numeric field. The difference is that this field
will not accept alphabetical characters. If you try to type in alphabetical
characters nothing will happen. When you type in numbers, however, the

Years of Schooling

numeric field will accept them:

3. Textbox: this field accepts alphabetical and/or numerical characters. Itis
similar to the alpha-numeric field with the exception that the user can enter more
than one line of text (total of 65K bytes). Here is an example of a text box:

Please record any comments below regarding logistical or other
conditions which adversely affected performance:

The only difference between a textbox and an alpha-numeric field is that a text
box has multiple lines where information can be entered.

Notice that the cursor is located within the textbox. The instruction box above it
is "read only” meaning that you can not edit or change that field. A sample entry
is shown below:

Please record any comments below regarding logistical or other
conditions which adversely affected performance:

This is a text hox. A text box is similar to an alpha-numeric field
with the exception that text boxes are multiple line rather than
single line. As you type and get to the end of a line you are
automatically placed on the next line. You can not use Tabs to
indent paragraphs hecause a tab will maove you to the next field.




Hands on Experience

STEP 1: Switch to FormPlayer

STEP 2: Page 1 of the form contains examples of each type of text field and
should look like this:

Mpha nUneErnc, numerc, and 2 b tields
Fil: Edit DotBas Help

BT %
‘Text Objects in ECI |

Your Namna | |

Yeara of: Sdtuirg “ |

Please recond ary comments below regarding lopistical or other
condiiona which acuerscly afficcted pesfarmone e

I!mer Form Data Fegz 10F 3 0B2?

The cursor should be positioned on the first field (entitled Your Name), which is
alphanumeric. Type your first, middle, and last name into that field.

STEP 3: The next field (entitled Years of Schooling) is a numeric field. Move the
mouse pointer and click to position the cursor in this field. Enter the number of
years of schooling you have had. Try to enter letters into this field and notice
what happens.

STEP 4: The last field on this page is a text box. Position the cursor in this text
box. Enter the sentences shown below in the text box.




Please record any comments below regarding logistical or other
conditions which adversely affected performance:

This is a text box. A text box is similar to an alpha-numeric field
with the exception that text hoxes are multiple line rather than
single line. As you type and get to the end of a line you are
automatically placed on the next line. You can not use Tabs to
indent paragraphs because a tab will mave you to the next field.

Learning Points

» Text fields let the user enter customized information.

« Three types of text fields are used in FormPlayer: alpha-numeric, numeric,
and text box.

« Positioning the mouse pointer and clicking or using the Tab key will move the
cursor to different fields.

Where do | go from here?
The next section will teach you how to use Date/Time fields. Click HERE to
continue.

To return to the main topics page, click HERE.




FormPlayer Tutorial

Moving to a New Page

As we said earlier, each of the three main categories of fields are contained on
three different pages in FormPlayer. Date/Time fields are contained on page 2.
The next step is to learn how to move to the next page in the form. In
FormPlayer there is a page indicator at the bottom of the page which looks like

| o 10f 3 | weeemed
this: age (—-] . This tells you that the form contains 3

pages and that you are on page 1. Clicking on the forward arrow moves to the
second page of the form and the page indicator will now look like this:

moving back to page 1 and another for moving forward to page 3. Clicking on
the forward arrow again will move to the next page:

[~ F—]| Poge 303 . Since there is only a backward arrow on this
page this means that you are on the last page of the form.

Table of Contents: when there are many pages in a form, using the forward
and backward page arrows becomes cumbersome. You can display a table of
contents menu by double clicking in between the page arrows at the bottom of
the screen:

= Table of Contents

Alpha numeric, numeric, and text hox fields  {page 1}

Date and Time Fields {page 2}
List and Check Box (Non-editable) fields {page 3}

Go to Page

Cancel

This menu provides you with a short description of each page in the form. You
can move to any of these pages by clicking to highlight the option and clicking
the Go to Page button. In this example page 1 has been selected.

Date/Time Fields

Date/Time fields accept only date or time information. These fields are typically
used to enter date or time information regarding when data was recorded.




1. Date: this field accepts dates in the MMDDYY format (for example, October
24, 1994 would be entered as 102494 and January 2, 1983 would be entered as
010283). Note that there are two slashes that appear in this field. The date field
automatically enters slashes between month/day/year.

HISSIOI‘I !!!e

Lt |

You can choose to enter the date yourself or you can press the tab key which will
automatically enter the computer system date. If you use the tab key notice that
the format changes from this:

Mission Date
10124194 |

to this:

Mission Date
[24-0ct-1994 |

after you press the Tab key.

You can also enter the date by moving the mouse pointer to another field and
clicking.

2. Time: this field can be used to enter time using standard 24 hour (military
time.

The time field automatically places a colon in the time entered.

Time Mission

E |

It is important to precede single hours and minutes with 0s (for example 0101;
0210; etc.). NOTE: THE FIELD WILL NOT ACCEPT THE LETTER "O" IN PLACE
OF 0'slll Once again, you can enter the time yourself or rely on the computer
system's internal clock. Pressing tab will move you to the next field. You can
also enter the time by moving the mouse pointer to another field and clicking.




Time Mission
1511

Hands on Experience

STEP 1: Switch to FormPlayer

STEP 2: Move to the second page in the form by clicking on the forward page

arrow - . You should see the screen shown

below:

Alpha numeric. numeric. and text box fields - [Date and Time Fields]
Flle Edik DataBase Help

4
== | z
Time/Date Objects in ECI

Misslon Date Time Mission Time Mission
[ e E
Your Date of Birth | Time you woke up this muming[
i1 | H I

STEP 3: Enter the computer system's date into the Mission Date field using the
Tab key.

STEP 4: Enter the following time in the first Time Mission field: 10/24/94.

STEP 5: Enter the computer system's time in the second Time Mission field.




STEP 6: Enter your date of birth in the Your Date of Birth field.
STEP 7. Enter the time you woke up this morning in the last time field.

STEP 8: Return to the tutorial.

Learning Points
« Date/Time fields accept only date or time information.

e Pressing the tab key will enter computer system values in either of these
fields.

» Positioning the mouse pointer and clicking will move the cursor to another
field and enter computer system dates and times.

Where do | go from here?
The next section will teach you how to use Noneditable fields. Click HERE to
continue.

To return to the main topics page, click HERE.
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Noneditable Fields

Non-editable fields have predefined choices which can not be changed. Fields
that fall into this category include check box and list box.

1. Check Boxes: This field stores boolean data (True/False) information. If the
checkbox is checked then the statement is true. If the checkbox is not checked,
the statement is false.

[X Basic Infantry Course ™ Advanced Infantry Course

In the example above the basic infantry course has been taken but the advanced
course has not been taken. These are not editable. You can change the
response (that is, check or uncheck the box) by clicking on it with the mouse
pointer.

2. List Boxes: This field presents you with a predefined list of choices. This
type of field is highly useful when there is a standardized list of things to choose
from. The choices can not be edited although it may appear that you can. An
example list box is shown below:

Type of Vehicle

| | [2]

If you click on the downward arrow a list of options will appear:

Type of Vehicle

M109 Howitzer
STINGER

2 TOW

MLRS

The first option is highlighted. Let's say, instead that we wanted to highlight
TOW. Simply click on TOW so that it becomes highlighted:

Type of VYehicle
[ | [2]

1 M108 Howitzer
STINGER

When you release the mouse button the highlighted selection will appear in the
field:




Type of Vehicle

[row] | 2]

You can change responses by clicking on the down arrow button and
highlighting a different choice.

Hands On Experience

STEP 1. Switch to FormPlayer.
STEP 2. Move to the third (last) page in the form by clicking on the forward page

arrow which contains check and list boxes.
The screen should appear like it does below:

Alpha numeric. numeric. and text box fields - [Lict and Check Box [Non-editabl ﬂ ¥
" File Edit DataBase Help

. I!.e::nrd'lnl"l @.
Non-Editable Objects in ECI

Battallon | Brigace Company | crew E{
I 2] | |[s] | [[2] | |
I"W" of Vehicie |~ Basic rantreComse I~ advanced Intamry Course

A Aosault mounted 7341013 [ |[z]

2. Defend_7-34-1021 | | [2]

™ MOS Gualrind 2

Il:‘ntnr Farm Data Page 30of 3 15:03
STEP 3. Check Advanced infantry training. The field should look like this:

X Advanced Infantry Course



STEP 4. Uncheck Advanced infantry training. The field should now look like

. [ Advanced Infantry Course
this:

STEP 5. Check Basic Infantry training. The field should look like this:
X Basic Infantry Course

STEP 6. Check MOS Qualified? The field should look like this:
¢ MOS Qualified?

STEP 7. Choose 1st battalion. The field should look like this:
Battalion

et J[2]

STEP 8. Choose 116th brigade. The field should look like this:
Brigade ‘

fon  ][¢]

STEP 9. Choose C company. The field should look like this:

Company

[e |[2]

STEP 10. Choose crew 21. The field should look like this:

Crew

‘[21 ] EI

STEP 11. Choose Bradley vehicle. The field should look like this:

Type of Vehicle

|Bradley I L;_]

STEP 12. Return to the tutorial.

Learning Points
s Checkboxes provide and easy way to indicate true/false expressions.



s Listboxes are useful when there is a standardized set of responses to choose
from.

* Neither Checkbox or Listbox responses can be edited.

Where do | go from here?
The next step will be to discuss the concept of Records. click HERE to continue.

To return to the main topics page, click HERE.
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Records

This part of the tutorial will teach you how to create and move to different
records in a database. At this point you are located on page 3 of the form as
shown by the page indicator at the bottom of the screen:

l Page 3of 3 . Itis important to notice that an indicator at
the top center of the screen tells you which record you are on:

\,

Record 1 of 1 N

The information that you have entered on the three pages of this form make up
one record in a database. Let us say that you have to record this same
information for twenty different people. That would mean that there would be
twenty different records in this database. At this point, however, we have just
one record. We need to add new records.

Adding New Records

An easy way to add a new record is to click the Next Record button when located
on the last record in the database. For example, clicking the forward arrow in the
example shown below

Record 1 of 1 N

will create a new record. FormPlayer assumes, when you click the forward
record button on the last record in a database, that you intend to create a new
record. You will receive a message that a record is being created. Since the
database contained 1 record before you created a new one, the record display at
the top of the screen will now look like this:

R Record 2 of 2 N

You are now in a newly created record, which is "Record 2 of 2.”

Moving to Different Records

Moving to different records is similar to how you move to different pages. Let's
say that we are on record 2 of a 3 record database. The display at the top of the
screen will look like this:

7 Record2of3 | N ||\

Notice that there are two kinds of forward and backward arrows. The arrows

‘ / AN
without vertical lines, and , allow you to move one record backward or

- ~
forward. The arrows with vertical lines, and , allow you to move to the




first or last record. These last two commands are very useful when you have
many records.

Hands on Experience

STEP 1: Switch to FormPlayer.

STEP 2: The database has one record. Add a new record using the forward

AN
arrow button.

STEP 3: Add another record by using the forward arrow button.

STEP 4: Add three more records.

STEP 5: Move to the first record using the button.

STEP 6: Move to the last record using the button.

l /
STEP 7: Move back one record using the button.

STEP 8: Return to the tutorial.

N :’
Learning Points
» Each record represents a single observation.

¢ You can move a single record at a time using the buttons at the top of the
screen.

» You can move to the first or last record in the database using the buttons with



the vertical lines.

Where do | go from here?

To learn how to save and exit a form, click HERE.

To return to the main topics page, click HERE.
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Saving a Form

You may be wondering why we haven't discussed how you save a form. The
nice thing about FormPlayer is that the form is automatically saved whenever
you move to a hew page.

‘Exiting FormPlayer

When you have completed entering information into FormPlayer, exiting the

EXIT

program is easy. Simply click on the exit icon at the top left hand corner
of the screen. The form will automatically be saved when you exit.

Hands on Experience
STEP 1. Switch to FormPlayer

EXIT
STEP 2. Click the Exit icon . You will be placed back at the Program
Manager screen:

Pogkeﬁext (A8 FormDesigner
QUICK-REPORT tutorial tutorial

v|a

Loy

STEP 3. Start FormPlayer by clicking on the FormPlayer icon:  ECl |
STEP 4. Note that the information you have entered has been saved.

STEP 5. Return to the tutorial.




Learning Points
» FormPlayer automatically saves the form whenever you change a page or exit

the FormPlayer program.

Where do | go from here?
This covers the basic introduction to FormPlayer. For a review of the types of

things you should know about FormPlayer, click HERE.

To return to the main topics page, click HERE.



Summary: What you should know about FormPlayer

This summary lists a number of questions that will go over the primary things
you should have learned about FormPlayer. You can click on the underlined
phrase to go directly and review that information. You can return back to this

page by clicking on the button.

1. How do | start and switch to FormPlayer?

2. How do | use Help in the FormPlayer system?
3. How to move to different pages in a form.

4. What are text fields?

5. What are Date/Time fields?

6. What are Noneditable fields?

7. How do | move to and create records?

8. How do | save my work and exit FormPlayer?

9. I'm not sure where to start. | think | need to look at general topic areas.




