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Requirements

In order to run the ATC Human Factors Electronic
Checklist System, the following components are needed:

*386 DX (486 preferred)
*A minimum of 8 MB RAM
*3 1/2" diskette drive
*A minimum 15 MB free hard disk space

Windows 3.1 or greaterI
Windows compatible mouse

*VGA monitor

Installation Procedure .
1 . Insert the ATC Checklist disk labeled Disk 1 -Setup

into the 3.5 inch disk drive of your computer.

2. Ensure that Windows is running and the Program
Manager -' open on your desktop.

3. From the Windows Program Manager, select the
[ile pull-down menu. Froin the File pull-down
menu, select the Run menu choice. The Run
window now appears.



"H'1 Run

Command Line: . I .

a: %setup Cancel

DRun Minimized B row~e... I
l Help -.

4. At the Command Line prompt, enter aie following

command: a:\setup (substitute a: with b: if your 3.5
inch disk drive is designated as drive b:).

The ATC Checklist Setup welcome window now
appears.
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3a ' A TC CheckIis t S etu p

4• • Welcome to the ATC Checklist installation program.

Setup cannot install systern files or update shared files if they are in use.
,+1 Before proceeding, we 'ecommend that you close any applications you may

be running.

For information on closing application: without exiting Setup,
choose Help.

WARNING: This program is protected by copyright law and international

treaties.

Unauthorized reproduction or distribution of this program, or any portion of it,
may result in severe civil and criminal penalties, and will be prosecuted to the
maximum extent possible under law.

9KExit Setup Htelp

S..... ......_...................... [ H ep 1

5. After you have read the information on this screen,
select the OK button to continue with the setup.

The message Setup is searching for installed 4

components appears on the screen, and then the 4
next setup window appears.

I!
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I '=ATC Checklist Setup

Setup will install ATC Checklist in the following destination directory.

"To install to this directory, choose the OK button.

To install to a different directouy, choose the Change Directory button.

You can choose not to install ATC Checklist, oi to change its destination
directory again later in this Setup program.

PDirectory:
C: ,CHE CKLS T Change, Directory..

rExit Setup

6. The default directory that the ATC Checklist
programs will be copied to is incdicated on this
window at the Directory field.

Do one of the following:

* If you want to accept this default directory,
select the OK button; or

* If you want to change the directory, select
the Change Directory button. The Change
Directory window now appears.
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V @"Change Directory

Enter or select a destination directovy.

Path-
E C:.CHECKLST

,, • - D i e c to rie s :

c--\_* I .OK _
Sacroread
C3 ar'ykey Cance
C3 backup

Sbin hl
Scatools
Sclipper5

Drives:

Ed c: ms-dosC Fit

Use the following guidelines to change the
directory you want to copy the ATC
programs to:

To change the drive that contains the
directory you want, click on the
Drives pull-down arrow, and then
highlight the drive you want.

= To change the directory on the
selected drive, travel through the
directory tree in the Directories box,
and highlight the directory you want
the program to be copied to.

Note that any changes you make are
"reflected in the Path fieiUl ?t the top of
the screen.
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When you have chosen the drive and .
directory you want to copy the programs to,
select the OK button (if you select the
Cancel button, the path will be returned
back to the default directory). If the
directory you have selected does not yet
exist, a message similar to the following
appears: The destination directory
C:\CHECKLIST does not exist. Do you
want the directory to be created? If you
select "yes", you are returned to the ATC
Checklist window. If you select "no", you
are returned to the change directory window.
When you are returned to the ATC Checklist
window, select the OK button to continue
with the setup.

7. The message Setup is searching for installed

components appears on the screen, and then the
next setup window appears.
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-i' ATC Checklist Setup

-4 ,Begin the installation by clicking the large button.

Complete

* 5 Install all files for this application

-Di"ectoryo
ACHECKLST ,Change Directory... I

Exit Setup i

Do one of the followin":

* If you want to change thie cirectory, select
the Change Directory button and follow the
instructions in step 5 for changing the

dilectory, or

* IFIO youC are read to cont11inu, Select the
Complete button. The Choose Prograin
Groul) window appears:
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ATC Checklst -Choose Program Group
Setup will add items to the group shown in the Program Group box.
You can type a new group name, or select one from the Existing
Groups list.

Progtam Group:

-_ATC Checklist

Existing Groups:

Adaptec SCSI +
ATC Checklist
BTS - FoxPro
Corel5
Dataware Demo B.00
Delrina FoimFlow
EDIX/GS Demo
English Wizard 1.0
Forms Designer
FormsPro
Games "'

Continue iI Cncel
..................................................... ........ .. ......... .......

8. By default the ATC programs will be accessible
from the ATC Checklist group. If you want the
programs to be accessible from another group in
your Program Manager, scroll-down the list of
Existing Groups and highlight the different group

name that you want. t

When you are ready to continue, select the
Continue button.
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9. The message Setup is checking for necessary disk
space... appears, and then begins copying the files
from the installation diskette. A status bar displays
the percentage of the files that have currently been
copied.

10. When 100% of the files have been copied, the ATC
Checklist icons will appear briefly, and then the
message ATC Checklist Setup completed
successfully appears.

To continue, select the OK button. The set of ATC
Checklist icons now reappears.

m" ATC Checkllst 14

cet~e of Use Custom Howlouin Browse Maste-
Revie a CheckhW Dhio"i Chckit
Checkst

1 1. Folow the appropriatc instruc Lin frunInth

ATC Checklist programs in the remaining sections of
this User's Guide.
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1. Introduction

Intended Use

This electronic checklist is a companion to the paper
document - Human Factors in the Design and Evaluation
of Air Traffic Control Systems. The items contained in this
checklist have been derived from this handbook. The
primary purpose of the checklist is to point iair traffic and
other operations specialists to human facturs issues that tney
may wish to include in their consideration of a new system,
subsystem, or a new component of an existing system. The
responses of operations specialists to the checklist items can
help to focus group discussions and identify issues that
should be addressed in every stage of the acquisition
process, from the development of system requirements to
formal operational testing. Checklist items can be used: to
provide a busis for system requirements and specifications,

as criteria for selection among potential vendors, or as part
of an operational evaluation. However, in order to translateI
checklist ite-ms into requirements, specifications, or system
performance criteria, knowledgc of the system will be
necessary to relate the items to specific system functions.

The checklist is intended to add structure and objectivity to
the selection and evaluation of ATC systems and
subsystemns. It is not meant to serve as a comprehensive
assessment or to replace usability testing. The checklist can
only examine individual components of a system and point
to broader issues (such as how,' these components fit
together, the uses of automation, etc.). In many cases, the
ability of the checkfist to identify potential problems will be

3



entirely dependent on the person using the checklist. Where
checklist items are general or broad, an intimate knowledge
of the system and how the user will use the system, is
required to make the connection between the intent of the
item and specific system lttributes or functions. Many of
the checklist items are objective and precise and can be
answered with observations alone (e.g., "the user can adjust
symbol size"). However, other items are more general and
the answer may require objective testing (e.g.. "the
meanings of auditory displays are readily apparent"). Also,
some of the items are idealistic; they represent the ideal
based on current human factors knowledge. They are not
offered as system requirements or standards, nor do they
preclude compromise; where compromises must be made,
however, the implications should be clearly understood.
This material is provided solely for guidance and is intended
to be used by air traffic specialists as they see fit.

The numbers in parentheses at the end of each checklist
item refer to the section in Human Factors in the Design
and Evaluation of Air Traffic Control Systems that
discusses the issue. This mapping allows the checklist user
to learn about the basis for the item, why it is important, and
the impiications of compromise. Checklist items marked
with an "E" indicate items that must be assessed with
equipment and/or by referring to the specifications
documentation.

4
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Creating a Custom Checklist

This program allows users to construct a checklist that is
customized to the system under consideration. The user can
select the relevant checklist items from the entire set

I! contained in the Master Checklist by one of two ways.
Items can be selected through a keyword search that
automatically selects the subset of items associated with one
or more preselected keywords (e.g., visual displays,
keyboards) Alternatively, checklist items can be selected
directly from the Master Checklist by viewing the Master
Checklist and selecting the items of interest. New items can
also be entered as free text, when necessary. Details on how
to create a custom checklist are provided in this manual.

Using a Custom Checklist

Once a custom checklist is created, this program allows the
user to print the checklist for use or copy it to a file. The
program also allows the user to enter responses to the
checklist items directly onto the screen. In addition to a
four-choice response (i.e., satisfactory, unsatisfactory, N/A,
see notes), there is also a section for notes. Once
completed, the checklist can be printed (with or without the
notes) and/or stored in the program. Details on how to use a
custom checklist are provided in this manual.

5
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If you have comments on this material, or for additional
copies of these diskettes, or Human Factors in the Design
and Evaluation of Air Traffic Control Systems, please
contact:

Kim Cardosi,
DTS-45
DOT/Volpe Center
55 Broadway
Kendall Square
Cambridge, MA 02142

email: cardosi@volpel.dot.gov

For help in using the checklist or to report problems, please
contact:

John Bonin: (617) 494-2157

email: bonin@volpe5.dot.gov

OR

John Bastcw (617) 494-2154

email: bastow@volpel.dot.gov

6
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Master Checklist Outline

I. General

1I. Visual Displays
A. General
B. Visual Alerts

III. Auditory Alerts
A. General
B. Speech Messages

IV. Cognitive Workload
A. General
B. Automation

V. Data Entry Procedures
A. General
B. Commands and Command Execution
C. Menus
D. Error Messages and User Guidance

VI. Data Entry and Control Devices
A. General
B. Keyboards
C. Touchscreens
D. Trackballs
E. Control Grip Devices
F. Mice
G. Graphics Tablets
H. Pushbuttons (Actual and Virtual)
I. Foot Switches and Pedals

7
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Master Checklist Outline (cont'd)

VIi. Ergonomics and Workstation Design
A. User-Centered Workstation Design
B. Design of Control Room Seating
C. Design of Communications Equipment
D. Environmental Design

VIII. Human Factors Planning and Evaluation
A. Human Factors Plan
B. Test Methods
C. Analysis of Test Results

8
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*• 2. ATC Checklist Group and Icons

The following is a list and description of the icons in the
ATC Checklist group:

Create/Revise Custom Checklist - The program where the

Create New Checklist, Revise Existing Checklist, Rename
Checklist, Print Checklist and Copy Checklist to a File
functions are accessible off the Create/Revise Custom Checklist
Main Menu. This allows the user to create a new checklist,
revise or rename a checklist, print a checklist, or copy it to a
file.

Use Custom Checklist - The program where the Open
Checklist, Edit Systems List, Evaluate System. and the View
or Print Checklist functions are accessible off the Use
Custom Checklist Main Menu. This allows the user to use
the customized checklist on the screen.

How to Use Checklist - This HELP file.

Browse Master Checklist - The program where the user can
browse through the entire Master Checklist.

9
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t* 3. Create/Revise Custom Checklist I
SCreate New Checklist Creating a customized J

checklist

Revise Existing Checklist Editing the active
checklist

Rename Checklist Renaming the active
checklist

Printing the active
checklist_,1

Cony Checklist to a File Copying the active
checklist to a file of
your choice

Create New Checklist I
The following are the general procedures for creating or
revising checklists:

"I ~Main MenuI
Create Revise Rename Print Copy 7 ]
New Existing Checklist Quit

Checklist Checklist ito a File

1. Select the Create New Checklist button from the
Create/Revise Custom Checklist Main Menu. The
Create New Checklist window now appears.

4
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Create New Checklist

C :~~~~ ..g' ' ' g ' g~ • • • • • i "........ ........ ........... .......... .... .....
(7 Cre,..ate n ..ew checkl ... us'i'n" g- k'..e'y ..w, o^r ..d ...search

C Create new checklist by selecting items from Master checklist

Ok Cancel

2. Select one of the following two choices for creating a
new Checklist:

Create new checklist using keyword search - This
choice allows you to create a checklist by choosing one
or more preselected keywords. The checklist items
associated with these keywords will automatically be
added to your checklist in the same sections in which
they appear in the Master Checklist.

Create new checklist by .,electing itenisfis om Master
Checklist - This choice allows you to select individual
items or go tiops of items directly from the Master
Checklist. The selected items will be added to your
checklist in the same sections in which they appear in
the Master Checklist.

Create Custom Checklist from Keyword Search

1. When you create a new checklist frtom a keyword
search, the Select Keywords window appears with a
scroll-down list of all the keywords in the Master
Checklist.

12
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I = ]Select Kenords

Click on any keyword or phrase to select it; ff you change your mind, click again toi• ~de~elect it.

audito ry ati s y......" .................
automation

Schair design U nselect All Keywords
color
commands and command execution Ok
communications equipment
controls __, ___ncel __

,4-4- -- h .-- ýC ncell

2. Scroll-down and highlight each keyword as desired,
OR select the Select All Keywords button to select
al! of the keywords in the list. To unselect all the
keywords, select the Unselect All Keywords
button.

3. When you have finished selecting the keywords you
want for your new checklist, select the OK button.
A message appears asking "Do you wish to review
the items marked in the Master Checklist before
your checklist is created?"

a. If you respond "Yes", go to step b. If you
respond "No", go to step 4.

b. If you responded "Yes", the Create
Checklist window appears, starting with the
first section you selected a keyword from.

13
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Create Checklist

K. General

Mmlrwd Twi

wmaotm so t 6M ae coptii wih wuW eq,.proW, and pmadjese (6.1.2•.

2.W " devig Ow cod can find fficemeai Waormabor. qc to L4 th
con~pkw dns rot ded the cot*QW ii m way (&1.21.

Tokeepan Am ndwchoddbt cbrk ontOw eck box To
dIee a ma:kW leam om or the ckkt, cika on the x in the L»<P re Noc:*&k bn.

Mark Iet Unmark Se-A. <rySc o et>>Dn

c. Mark each of the items you want for the new
checklist in the Marked box to the left of the
item. OR select the Mark Sect button to
select all the items in inc section (or select
the Uimark Sect button to unselect all the
items in the section).

d. Scroll up or down through the items in the
sections as needed using the Prey Item and
Next Item buttons that are located directly
underneath the currently displayed items. As
you scroll through the items, note that the
items associated with the keywords that you
selected are automatically marked.

14
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e. If you want to go to the next section to
select items, select the Next Sect button
trom the set of buttons located at the bottom
of the screen, and perform the same actions
as described in step c.

f. You may also use the Go To button to view
the entire section and go directly to any item
in that section.

g. When you are finished selecting all the items
you want for your new checklist, select the
Done button. The Create New Checklist
screen now appears.

[Crtate Now Chccklist

Entes the checkia:t nawe OK

SNOTE: It ou do not.. Cancel
name thit checklist, it will
not be Saved.

4. In the data entry Field at the bottom of the window,4
.nter the name of the checklist (you may wish to use

the name of the system being evaluated). If you do not
enter a name, the ist will not be saved. When you are
f4i.nished, select "the OK button. After a few-moments,

15
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the new checklist is created and you are returned to
the Create/Revise Custom Checklist Main Menu.
Note that the name of the new checklist now
appears at the top of Create/Revise Custom
Checklist Main Menu window. It is now the active
checklist.

5. To add additional items to your custom checklist,
either directly fr'om the Master Checklist or as new
text, you must return to the Main Menu and select the
Revise a Checklist choice.

Create Custom Checklist from Master Checklist

1. As you begin to create a new chccklist using the
Master Checklist, the Create Checklist screen will
appear.

16
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Create Checkdist

i C Jlllzil C

A. General

"" Marked Text No Items were selected in this section.

i. Sepe~at*~ developed subsystema are effectiveI* Ktegated into the opexafional
1envkonmert sotha thet are cor* vih e•ds6 equionee •A pocedures 16,1.24

Jr I2. Wk di de4 th okl cai-. Wbi the necessary Wormaton quickbý so tha* thejworrmet does noi de* the contole hi arn way (6.12..

To keep an tem in ft ec . cick on the 0ock boa. To , I ]
delete a marked item hem the checkisi, cick athe' in theo <<Pl
check box

Mr7] Unmukect ey SecL Next Sect.»] [ D .n

a. Scroll up or down through the items in the
sections as needed using the Prey Item and
Next Item buttons that are located directly
underneath the currently displayed items.

b. If you want to go to the next section to 4
select items, select the Next Sect button
from the set of buttons located at the bottom
of the screen.

c. Mark each of the items you want tfor the
custom checklist in the Marked box to the
left of the item, OR select the Mark Sect
button to select all the ite as in the section.

17
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To unselect all the items in the section, select
the Unmark Sect button.

d. When you are finished selecting all the items
you want for your new checklist, select the
Done button. The Create New Checklist
screen now appears.

.. ..C....reate w c C CkIs
Enter the checklist namne.:_____

NOTE,. lbpoudo not F Cnte-I1
name-thit ch.eckhot.: it will .--.. .

2. In the data entry field at the bottom of the window,
enter the name of your checklist. If you do not
enter a name, the checklist will not be saved.
When you are finished, select the OK button. After
a few moments, the new checklist is created and you
are returned to the Create/Revise Custom Checklist
Main Menu. The name of the new checklist now
appears at the top of the Create/Revise Custom
"Checklist Main Menu window. It is now the active
checklist. Note that there is no protection against
using the same name for more than one checklist.
If you name a new checklist using the same name of

18
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an existing checklist, the following message will
appear: "There is another checklist with that name.
Do you want to use that name?" If you select "yes",
then you will have two different checklists with the
same name. If you select "no", then you will be
prompted to enter another checklist name.

Revise or Delete Existing Checklist

If you want to change any of the items on a checklist or delete
a checklist, use the following procedures:

Available Checklists

Choose one of .the following checklists to edit
by highlighting the checklist and selecting
continlue!..

?q

te Cancel Continue

Select the Revise Existing Checklist button from the
Create/Revise Custom Checklist Main Menu. The
Available Checklists window now appears.

19
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2. Highlight and select the checklist you want to edit or

delete.

3. To edit a checklist:

a. Highlight the checklist you want to edit.

b. Select the Continue button to make that
checklist the active checklist. After a few
moments you receive a message similar to
the following: Checklist (checklist name) has
been opened. Do you want to edit this
checklist now?

If you select "yes", the Edit Checklist Items

for checklist name screen appears, whereI
"checklist name" is the name of the active
checklist.

If you select "no", you are returned to theI
Cre-ate/Revise Custom Checklist Main

~Menu.

20



Edit Checklist Items for checklist name

A. Goneral
hrduw Tomd

' T I1i Separately developed subsystems are effectively integrated into the operational environment
M Iso that they are compatible with existing equipment and procedures (6.1.2].

r 2 2. With this design, the controller can find the necessary information quickly so that the

computer does not delay the controller in any way [6.1.2).

lnmi I Cow Delve .Sel UrdweNg -e ] 0j.

Add Itrns from Most. Checklit <(Prev Sscton Need Sectio- Cls

c. The items you can scroll tdrough on this screen
aue those items that exist in the active checklist.
You can either Add Items from Master
Checklist using the button at the bottom left of
this window, or use the various functions
performed by the other buttons at the bottom
of the screen. For example, you can create
your own checklist item and insert it into your
checklist by using the Insert button.

4. To delete a checklist:

a. From the Available Checklists window select
the Delete button to delete the currently
highlighted checklist. The following prompt

21
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appears: Are you sure you want to delete
this checklist?

b. If you select "No", you are returned to the
Available Checklists window. If you select
"Yes", the checklist is deleted, and you are
returned to the Available Checklists
window. Select either Delete, Cancel, or
Continue, as desired.

c. Select the Cancel button to cancel this
operation and return to the Create/Revise
CuttQm.hChectfs1 Main Menu.

Rename a Checklist

Cre.ýtc Revise Cop
Ncul Existing Rename Print Checklist QuitChecklist Chhec•lis

Checklit Ch~kst Checklis t hcIcit to a FileoeWNW - -- .. ..... ...... .II.

1. If you wish to rename the checklist you are working on
(ix.., the active checklist), select the Rename Checklist
button from the Create/Revise Custom Checklist Main
Menu. The Rename Checklist window appears.

22
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U j•! Rename checklist name Checklist

A Enter New Checklist OK
Name

2. In the data entry field at the bottom of the window,
enter the name of the new checklist (e.g., use the name
of the system being evaluated). If you do not enter a
name, the checklist will not be saved. When you are
finished, select the OK button.

After a few moments, the new checklist is created
and you are returned to the Create/Revise Custom
Checklist Main Menu. Note that the name of the
new checklist now appears at the top of
Create/Revise Custom Checklist Main Menu
window. It is now the active checklist. The old
checklist name will be automatically deleted.

23
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Print Checklist

"M1 Main Menu

Create R eviste Rename Print Copy
ew E ~tigChecklist QuitNew C ccl 1ist Checklist Checklist t Quil

Checklist Ceckist to a File

To print a checklist:

I~I iPrint
Enter number of copies to ___OK:___I

be printed.

Iiri

1. From the Create/Revise Custom Checklist Main Menu,
select the Print Checklist button. The Print window
appears, asking you for the number of copies you want
to print. By default, the value is 1, but you can change
that to another number.

2. If you select Cancel, you are i eturned to the Main
Menu. If you select OK, a window appears telling
you the status of the print job. The output for this
repcrt is the default printer as defined by your

24
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L.

9 Windows environment. Refer to Windows Help
facilities for assistance on selecting and defining
printers.

3. After the checklist is printed, select the Return to
the Main Menu button. This returns you to the
Create/Revise Custom Checklist Main Menu. To
generate another copy of a checklist, sei.:ct the
Print Checklist button and perform the above steps
again.

Copy Checklist to a File

"-I Main Menu ..

Craew I Eistin Rename Print Copyls Qi
New ceisting Checklist Checklist Checklist Quit

Cat Rcic I Reie I~CpCheddi~t a~ls t F1.1a

You may wish to store the active checklist in a file of your
choice. Note that this step is not necessary to store your
created checklist in the system. (The checklist is
automatically stored in the system as soon as it is named.)
However, it provides a way to store your checklist in a
separate file or to give electronic copies of your checklists
to others. Note that only the active checklist may be copied
or printed. If you are starting "cold," you must first activate
your chccklist, by selecting the Revise Existing Checklist
button, highlighting the checklist and selecting the .
Continue button.

25
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1. From the Create/Revise Custom Checklist Main Menu,
select the Copy Checklist to a File button. The
following message appears: Are you sure you want to
copy this checklist?

if you select "No", you are returned to the
Create/Revise Custom Checklist Main Menu. If you
select "Yes", the following window appears:

!"1 Where do you want to copy this checklist to? L'

Feo hLe.: u.•octods: UK:
Icheckli mpdb c:check.st

- Cane~I2 .CA . .. I !
Schieckist -,U

Sdata

r fead Onbo

Save Fil as lype: DIiie:.
e'aaal (z.mdbl 5W! c: ma-do*._6 •

2. If you select Cancel from this window, the message
Usei' Aborted Copy Command appears. Select the
OK button, and you are rewmuned to the Create/Revise
Custom Checklist Main Mena.

If you want to continue copying the checklist to a file, 4
select a drive, directory, anci filename using the
following guidelines:

26
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S If you want to change the drive that contains
the directory you want, click on the Drives
pull-down arrow, and then highlight the
drive you want.
If you want to change the directory on the
selected drive, travel through the directory
tree in the Directories box, and highlight the
directory you want the program to be copied
to.

=> If you select a Filename that aiready existsI
in the drive and directory combination that
You have selected, you will receive the errorI
message Database Already Exists. If you
receive this message, select the OK button.
This will return you to the main menu where
You can begin again from step 1.

When you have chosen the drive, directory, and file
name you want to copy the checklist to, select the
OK button. You are returned to the Create/Revise
Custom Checklist Main Menu.I

Add Items From Master Checklist

Items added from the Master Checklist will appear in the
same section from which they were selected. For example,
if you select an item from the "Visual Alerts" section of the
Master Checklist, while you are in the "Auditory Alerts"
section of your custom checklist, the item will appear only
in the "Visual Alerts" section of your custom checklist.
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When you select the Add Items From Master
Checklist button from within the Revise Checklist
ftnction, tlhe Add Items screen appears.

Add Items Checklst

I. GENERAL
A. General

MakW led_

arewmw sohd W & cwpA6i wkh mwiifrig earnar and proceckze: 161.1

I m11, dmlra d deeo*e ft l -*ok i a ry) welJ ay inU.21mlo

MarkSecon Uwwk Sac~ f«Piev Secbm e z,] Dr

a. Scroll up or down through the items in the
sections as needed using the Prey and Next
buttons that are located directly underneath
the currently displayed items. As you scroll
through the items, you will note that the
items that you already selected (either with
the keywords or from the Master Checklist)
are marked.
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- b. If you want to go to the next section to
select items, select the Next Section button
from the set of buttons located at the bottom
of the screen.

c. Mark each of the items you want for the new

checklist in the Marked box to the left of the
item, OR select the Mark Section button to
select all the items in the section (or select
the Unmark Section button to uns.lect all
the items in tihe section).

d. When you are finished selecting all the items
you want for your new checklist, select the
Done button. The Create New Checklist
screen now appears.

2. When you select the Done button, you are returned to
the Add Items Checklist screen.

Other Buttons on Edit Checklist Screen

These functions ar-e used to edit the custom checklist by:
1.) adding items from the Master Checklist;
2.) adding checklist items that you have created; and,
3.) by deleting or rearranging items in your checklist.

Insert
Copy
Delete
Set Order
Add i'ems From Master Chec st
Go To
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Insert Item

This option is to be used foi- free text only, as whe,-n you
wish to create your own checklist item. To insert a new item
(i.e. that is not in the Master Checklist) to a checklist that you
have created:

I1. Select the item that will appear directly AFTER the
new item you are going to insert.

2. Select the Insert button, A new, blank item appears
before the currently highlighted item.

3. In the Text field, type in the new item as desired.

4. Use the Copy, Delete, Set Order to Items, Add
Items From Master Checklist, Go To buttons, asI

5. When you are finished, select the Close button to

return to the C~reate/Revise Custom Checklist Main

Menu.I

Copy Item

The Copy Item function allows you to copy an item within the
active checklist. You may wish to use th~is function when a
single item applies to more than one component of a system.
For example, you may wish to copy items concerning auditory
alerts for each of the individual auditory alerts contained in a
system. Copying these items would allow you to address
checklist itemis for each auditory alert.
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..1. Select the item to be copied. (The arrow will be
pointing to the item to b- copied.)

2. Select the Copy button. A new item with the same
information as the copied item appears after the
currently highlighted item.

3. In the Text field, edit the text for the new item as
desircd (in the example of the auditory alert above,
you might add the name of the function or alert into
whose section you copied this item). Note that you
cannot edit the text for an item from the Master
Checklist (marked master below the number)
without first copying it.

4. Use the Insert, Delete, Set Order to Items, Add

Items From Master Checklist, Go To buttons, as
desired.

5. When you are finished, select the Close button to
return to the Create/R&vise Custom Checklist Main
Menu.

Delete Item

To delete an item from the active checklist:

1. Select the item that will be deleted.

2. Select the Delete button. A message appears asking
"Are you sure you want to deiete this item?"
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If you select Cancel, you are returned to the Main
Menu. If you select OK, the item is now deleted
from the checklist.

3. Use the Insert, Copy, Set Order to Items, Add
Items From Master Checklist, Go To buttons, as
desired.

4. When you are finished, select the Close button to
return to the Create/Revise Custom Checklist Main
Menu.

Set Order to Items

This function automatically reorders the items in the checklist
by the numbers that you have assigned to them in ascending
order. If you do not reorder the items using this function, the
items will be displayed "out of order" when you print the list.
To reorder the checklist items:

1. Within a given section of the checklist, number items as
desired by putting the appropriate number in the Order
field to the left of the item.

2. Select the Set Order button. The items are set in the
order you determined numerically.

3. Use the Insert, Copy, Delete, Add Items From
Master Checklist, Go To buttons, as desired.
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S 4. When you are finished, select the Close button to
return to the Create/Revise Custom Checklist Main
Menu.

Go To

If you want to go to a different item within the currently
selected section without having to go through each of the
items using either the Next Item or Prey Item buttons, do
the following:

1. Select the Go To button. The Search window
appears with the list of the items in the currently
selected section.

2. To select the item you wish to go to, highlight the
item, then select the Return to Checklist button.
You are returned to the Edit Checklist screen, and
the item you selected is now displayed. (You must
still mark the item to add it to your custom
checklist.)

3. Use the Insert, Copy, Delete, Set Order to Items, 4
Add Items From Master Checklist buttons, as
desired.

4. When you are finished, select the Close button to
return to the Create/Revise Custom Checklist Main
Menu.
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4. Use Custom Checklist

This section tells you how to use (i.e., fill out) a custom
checklist that you have created. To use a ciecklist, you
must both open a checklist and a enter a system name in the
systems list. If you wish to use the Master Checklist as is,
you must first create a copy of it using the Create/Revise
Custom Checklist program.

Ogen Cheeklkist Opening an existing checklist

Edit Systems wist Adding or deleting a system
from the systems list

Evaluate yNstem JUsing the custom checklist by
filling in responses to
checklist items

View or Print Checklist Viewing or printing the active
checklist

Open Checklist

You must first open a checklist in order to perform any of
the other functions in the Use Custom Checklist Main
Menu.

Main Manu

L Edit Evaluate V

Ope Systems Print QuitChed~dis] System t
List Sytm Checklist
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If you want to use a checklist other than the currently
selected (active) checklist, you may open a new checklist
and the previously selected checklist will be closed. If a
checklist does not yet exist that you would like to use, you
must first create the checklist using the Create/Revise
Custom Checklist program.

To open a checklist, do the following:

1. Select the Open Checklist button from the Use
Custom Checklist Main Menu. The Available d
Checklist window appears.

.~~ 
..... >

36i
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2. Select the checklist from the scroll-down list by
highlighting the checklist and selecting the Continue
button. If you want to cancel this operation, select
the Cancel button and you are returned to the Use
Custom Checklist Main Menu.

3. If you choose to open a checklist, after a few moment s
of processing you receive a message similar to the
following: Checklist (checklist name) has been opened.
You may now continue.

Select the OK button to continue. You are now
returned to the Use Custom Checklist Main Menu with
the name of the checklist you selected appearing at the

top of the Use Custom Checklist Main Menu. rhis

checklist is now the active checklist. <
Using the Edit Syst~ems Li't function, you can either add a
new system to be evaluated to the current checklist, or
delete an existing system from association with the current
checklist. Any system that YOU add or delete will be linked
only to the active checklist.

To edit the Sysi'ems List, do the following:

I1. Select the Edit Systems List button from the Use
Custom Checklist Main Menu. The Systems screen4
appears with the following menu button choices:
Add New System, Delete System.
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Systems _.______- " -__

checklist name

List of systems currently in the checklist database:

new systemr

Add New Delete Return to
System System Main Menu

2. Select one of these menu choices as desired.

Add New System

When you select the Add New System button, the Enter
Name window appears.

I. At the field at the bottom of the window, enter the
name of the new system.
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ljEnter name of new system to be ev;

New System

... .. -.. ... ... .......................... ..... ........... ....... .. .... ...

2. If you want to keep this name for the new system,
select the OK button. If you want to cancel this
operation, select the Cancel button. You are
returned to the Use Custom Checklist Main Menu.

3. If you chose OK, a new system is added to the
systems list for the active checklist.

4. Perform an action on another system, or select the
Return to Main Menu button to return to the Use
Custom Checklist Main Menu.

Delete System

1. To delete a systr. from the active checklist,
highlight the system you want to delete.

2. Select the Delete System button. The system now
disappears from the list.
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3. Perform an action on another system, or select the
Return to Main Menu button to return to the Use
Custom Checklist Main Menu.

Evaluate System

To enter responses to custom checklist items:

I Select the Evaluate System button from the Use
Custom Checklist Main Menu. The Evaluate Systemi
window appears.

Evaluate Systems *

Choose a system from the following. list:
Highlight the system that you wish to.:evalu.ate and select
"Continue". If the system does niot appear an this lkgo.
back to the Maih mrenu. to edit system4 lie,:'

J~inMnu Qotnue>>j

Note the following message at the top of the
window: "If the system you wish to evaluate does
not appear on this list, go hack to the main menu to
edit system list." If YOU need to create a new
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system, select the Edit Systems List button off of

the Use Custom Checklist Main Menu.

2. On the Evaluate System window, either select the
Main Menu button to return to the Use Custom
Checklist Main Menu, or select the system to
evaluate by highlighting it and pressing the
Continue button. The System Evaluation screen
appears.

System Evaluation - new system

i. GENERAL
A. General

1. Separately deveoped subsystems ore effectively integrated into the operational
environment so that they we compatible with existing equipment and procedures(6.1.2).

Response: Notes: Last Modified on

C 21"Wacimp
IC Z-Plowat Ape

ICA-SeeNuot"

S<PreoNe» <(Prey Item next Item>)>tSection I Section>>- B <~c c etIe> eturn to

Conte n• .lew Sedcion Check Spelling Main Menu

3. The System Eva!uaiton data entry window has the
first section and sub-section of the active checklist
displayed in the top section of the screen, and has
the first checklist item for the first section displayed
in the middle portion of the screen.
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4. You can scroll through the checklist items in a
number of ways, as summarized below:

a. Scroll through sections using the Prey
Section and Next Section buttons, and/or by
selecting the Contents button and choosing
a section or sub-section from the Contents
scroll-down menu. All three buttons are
located at the top right-hand comer of the
screen.

b. Scroll through the checklist items using the
Prey Item and Next Item buttons, and/or
the VIMw Section button and selecting a
checklist item from the list of items in the
currently selected section. These three
buttons are located at the bottom of the
screen.

c. Select the Prey Item and/or Next Item
buttons, as appropriate, until the section or
subsection you want appears in the Section
display area.

d. Note: The Prey Section, Next Section, Prey
Item, and Next item b~ttvms are only
functional if they are highlighted. If one or
the other in these pairs of buttons are not
highlighted, it means that you have reached
either the beginning or the end of the
checkiist contents.
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S5. When you display a checklist item you want to work
with, note the following:

a. If you have already answered a checklist
item, the date you last entered a response
"appears iii the Last Modified On field. For
any item that you have already selected a
response for, an asterisk (*) appears to the
left of that item.

b. If the checklist item displayed by the View
Checklist function is longer than the Item
List window, a scroll-down bar appears on
the right side of the list.

6. For the current checklist item, provide a response
value in the Response area, or modify a previously
entered response, as necessary. Select one of the
four choices by clicking on the circle next to the
choice: 1) Satisfactory, 2) Unsatisfactory, 3) Not
Applicable, 4) See Notes.

7. After you have selected a response, you can write
free-form notes for the current checklist item in the
Notes field. You must select a response to be able
to use the Notes field. You can run the Check
Spelling function when you have finished entering
the Notes text.

8. When you are finished using the checklist, select the
Return to Main Menu button to return to the Use
Custom Checklist Main Menu.
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9. When you have completed all the checklist items for
this system, you can display or print your responses.
Refer to the next section View or Print Checklist for
instructions on how to display or print your
completed checklist.

View or Print Checklist

To view or print the active checklist, do the following:

I1. Select the View or Print Checklist button on the
Main Menu. The Report window appears with one
of the following choices: Completed items with
notes, Completed items without notes.

Report

Ch'oopse a report from the following lis't.
C7Mpletedlems Wth Notes
Completed Itemn Without Notes

2. Select the report type that you want by either
highlighting the report and selecting the Continue

button. The next Report window now appears.
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ý:Report

Choose. a-system from the following list:

[All Systems]
new system

Main Menu-i. <<Back :::Continue>>

Note that for this and all subsequent windows for
this function that you can go back to the previous
screen using the Back button if you feel you need to
change any previous selections.

3. Select the system you want to view or print. The
next Report window now appears.

Report

checklist - . .[I]Vie Prnt ~ c Return to
Report On | Report oni Report tno l tum Menu

Screen, . Printer File M

4. From the menu on this last Report window, follow
the instructions for one of the following choices:
View Report on Screen, Print Report on Printer,
Save Report to File.
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View Report on Screen

The output for this report appears in a new window.

Completed Reports
new system

5 October 1995 3:04 PM
new system i

I. GENERAL

A. General
A l Page:l1 ------ J _[ 1 ..... L4... -..

1. You can manipulate the size and position of this
window as with any standard window (for example:
the top right-hand button of the new window
increases the size of the window; clicking once on
the body of the window decreases the size of the
image). Refer to Windows Help facilities for
assistance in manipulating windows.

2. After the report is nrinted on the screen, read
through the repor s necessary, then close the
report using the standard procedure for closing a 4
Microsoft Windows window.

3. At the final Report window which now appears,
select the Return to the Main Menu button to
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I return to the Use Custom Checklist Main Menu, or
select the appropriate button to generate another
report.

Print Report on Priniter

I . The output for this report is tile defttult printer as
defined by your Windows environment. Refer to
Windows Help facilities for assistance on selecting
and defining printers.

2. When you select this choice, a window appears
telling you the status of the print job.

3. After tile report is printed, select the Return to the

Main Menu button. This returns you to the UseI
Custom Checklist Main Menu. To generate another
report, select the Report button and perform the

above steps again.

Save Report to File

When you select this choice, a list of file formnats appears in
the Output To window. Do the following:

I . Select the output format you want. A standard
Windows file selection screen appears, with the
following fields: File Name, List Files of Type,
Directories, Drives.

2. Select the appropriate drive, directory, and file name
you want for the output.
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3. When you are ready to send the output to the
selected file, select the OK button. A message
appears telling you that the printing is proceeding.
When it is done, you are returned to the Repor-t
menu.

4. Select the Return to the Main Menu button. This
returns you the Use Custom Checklist Main Menu.
To generate another report, select the Report

button and perform the above steps again.I
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1 5. Browse Master Checklist

1. When you select the Browse Master Checklist icon, the
Checklist Outline and Browse Master Checklist screens
appear. The Checklist Outline screen contains a list

K •of the sections in the Master Checklist. The Browse
Master Checklist screen displays the first item in the
Master Checklist displayed in the Section, Text, and
Keyword fields.

Browse Master Checklist

Ch'ecklist Outline , ~ zJ~

0 IL VISUAL DISPLAYS I. GENERIAL
0" I.ll AUDITORY ALERTS
0 IV. COGNITIVE WORKLOADA.Giea
0 V. DATA ENTRY PROCEDURES
"0" VI. DATA ENTRY AND CONTROL DEVI l 1 Separately diveloped subsystems are effectively
"o. VII. ERGONOMICS AND WORXSTATIO i ntegrated intc. the operational environment so that they are

,v% VIII. HUMAN FACTORS PLANNING All compatible v ith existing equipment and procedures (6.1. 2.

l oarmation
_�*� iorkstation design

.. ___.. • ,

<<Plavious sc n j R:Ne t $0 oI1 Wclose '

2. You can scroll through the Master Checklist using a
combination of the Checklist Outline and the
Browse Masteii" Checklist screens, as described on
the following page:
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Checklist Outline - Use the scroll-down menu in this
screen according to the following guidelines:

* To begin displaying the checklist items in a
given section, highlight that section on the
scroll-down menu. The first item for the
selected section appears in the fields in the
Browse Master Checklist screen.

To select a subsection within a section:
a. Double-click on the section name in

the scroll-down menu. The
subsections for that section appear on
the scroll-down menu.

b. Highlight the subsection you want to
view. The first item for that
subsection appears in the fields on
the Browse Master Checklist screen.

If you want to collapse the list of subsections
that have been revealed, double-click on the
section name.

Browse Master Checklist - You can move through
the Master Checklist using a combination of the
following four buttons at the bottom of the screen:

Previous Item Go to the previous item in the
i-,.rr.nll.ltltf ,.nla. f- ,.IcAl c.an..l-,l 1n

Next Item Go to the next item in the
currently selected section
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Previous Section Go to the previous section in
the Master Checklist

Next Section Go to the next section in the
Master Checkiist

Note the following guidelines when using this screen:

* When you arrive at a new section or
subsection, the section name on the Checklist
Outline scroll-down menu becomes
highlighted.

When the first item in a section or subsection is
the cutrent item, the Previous Item button
brings you to the first item of the Previous
Section or Subsection.

3. After you are finished browsing through the Master
Checklist, select the Uos button. This returns you
to the ATC Electroni, Checklist group.
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