£7 Windows

User Experience Interaction Guidelines
for Windows 7 and Windows Vista

“Everything is best for something and worst for something else.

The trick is knowing for what, when, for whom, and why.” —Bill Buxton

Windows User Experience Interaction Guidelines

The goals for these official Windows User Experience Interaction Guidelines for Windows® 7 and Windows Vista®

(or "UX Guide" for short) are to:

. Establish a high quality and consistency baseline for all Windows-based applications.

. Answer your specific user experience questions.
. Make your job easier!

What's new

The following guidelines have been added since our last update:
. Wizards

UX Guide is downloadable and printable!

By popular demand, we have UX Guide in PDF format.

Feedback

For technical support:

. For assistance with specific tasks, try Windows Help and How-to.

. For general help and support, go to Microsoft Help and Support.

Last updated September 29, 2010
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Guidelines

These sections comprise the detailed user experience guidelines for Windowse:
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Design Principles
Controls
Commands

Text

Messages
Interaction
Windows
Visuals
Experiences

Windows Environment
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Design Principles
Refer to these principles to help you design the user experience for your Windows® programs:

. Windows User Experience Design Principles. These principles were used to design Windows 7.

. Top Guidelines Violations. Some common mistakes and inconsistencies to watch out for in your user
interface design.

. How to Design a Great User Experience. A list for inspiration.

. Powerful and Simple. Through carefully balanced feature selection and presentation, you can achieve both
power and simplicity.

. Designing with Windows Presentation Foundation. Guidelines to help you take advantage of Windows
Presentation Foundation (WPF).
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Windows User Experience Design Principles

Reduce concepts to increase confidence

. Have you introduced a new concept? Why? Is it necessary?
. Can you get rid of unneeded concepts?
. Are you making meaningful distinctions?

. Does the UX continue the same concept?

Small things matter, good and bad

. What are the important "small things" seen often or by many?
. What small problems are you solving?

. Do less better.

. Don't cut the small things in your experiences.

. Plan for the thoughtful details.

. Fix the small bugs.

Be great at "look" and "do"

. What is your UX great at? Does its look reflect what it is great at?
. Does the first thing users see reflect what the UX is great at?

. Does the UX match expectations?

. Is it obvious what users can do?

. Are you providing only the necessary steps?

Solve distractions, not discoverability

. Reduce distractions.
. Don't let features compete with themselves.
. Commit to new functionality.

. These are not solutions to poor discoverability:
o Pinning an icon in the Start menu.

o Putting an icon on the desktop.

o Putting an icon in the notification area.
o Using a notification.

o Having a first run experience.

o Having a tour.

UX before knobs and questions

. Turn down the volume of questions.
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. Ask once.
. Don't require configuration to get value.
. Was the question asked already?

. Look for opportunities to consolidate.
Personalization, not customization

. Does the feature allow users to express an element of themselves?
. Have you made the distinction between personalization and customization?

. Does the personalization have to be a new feature, or can it make use of existing features and information
(such as the user's location, background picture, or tile)?

Value the life cycle of the experience

. Consider the user experience at all stages:
o Installation and creation.

o First use and customization.

o Regular use.

o Management and maintenance.
o Uninstall or upgrade.

. Walk through the experience as if it has been used for 12 months. Does it have:
o Realistic content.

o Realistic volume.

Time matters, so build for people on the go

. All UX principles apply equally at 12-inch and 20-inch screen sizes.

. Beinterruptible.

. Account for starting and stopping (fast return, and do not get in the way of other UX).
. Account for getting and losing connectivity.

. Performance is the universal UX killer.
Other resources
To learn more about how these principles were used in the Windows 7 design process, see:

. Design Principles for Windows 7

. Designing the Windows 7 Desktop Experience
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How to Design a Great User Experience

While simply expressed, each of these ideas is profound. We could make each an article, but we'll give a short
explanation instead. Fill in any missing details with examples from your own experience.

10.

11.

. Nail the basics

The core scenarios—the primary reasons people use your Windows® program—are far more important than

the fringe scenarios—things people might do but probably won't. Nail the basics! (And if you do, users will
overlook fringe problems.)

. Design experiences, not features

Design experiences from beginning to end, not just individual features. And maintain your standards
throughout the entire product experience. For example, if your program's setup is hard to use and is buggy,
users will assume your program is hard to use and buggy too. Why should they assume otherwise?

. Be great at something

Think about how real users (not the marketing or PR departments) will describe your program. Identify your
target users and make sure they can say "I love this program! It does A, B, and C super well!" If users can't say
that about your program, what's the point? Today, "good enough™ is no longer good enough—make your
users love it.

. Don't be all things to all people

Your program is going to be more successful by delighting its target users than attempting to satisfy
everyone. Remember that it is literally impossible to focus on everything.

. Make the hard decisions

Do you really need that feature, command, or option? If so, do it well. If not, cut it! Don't avoid difficult
decisions by making everything optional or configurable.

. Make the experience like a friendly conversation

Think of your Ul as a conversation between you and your target users. Suppose you're looking over a user's
shoulder and he or she asks, "What do | do here?" Think about the explanation you would give...the steps,
their order, the language you'd use, and the way you explain things. Also think about what you wouldn't say.
That's what your Ul should be—like a conversation between friends—rather than something arcane that
users have to decipher.

. Do the right thing by default

Sure, you can pile on options to allow users to change things, but why? Choose safe, secure, convenient

default values. Also, make the default experience the right experience for your target users. Don't assume
that they will configure their way out of a bad initial experience. They won't.

. Make it just work

People want to use your program, not configure it or learn a bunch of things. Choose an initial configuration,
make it obvious how to do the most common and important tasks, and get your program working right away.

. Ask questions carefully

Avoid asking unessential questions using modal dialogs—prefer modeless alternatives. Better yet, the current
context can reveal the user's intent, often eliminating the need to ask at all. If you must ask a question in your
Ul, express it in terms of users' goals and tasks, not in terms of technology. Provide options that users
understand (again, phrased in terms of goals and tasks, not technology) and clearly differentiate. Make sure
to provide enough information for users to make informed decisions.

Make it a pleasure to use

Make sure your program serves its purpose well. Have the right set of features and put the features in the
right places. Pay attention to detail, and make sure everything is polished. Don't assume that users won't
notice small things. They will.

Make it a pleasure to see
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12.

13.

14.

15.

16.

17.

Use the standard Windows look, including standard window frames, fonts, system colors, common controls
and dialog boxes, and standard layout. Avoid custom Ul and use branding with restraint. Use standard
Windows icons, graphics, and animations whenever possible (and legal!) For your own graphics and icons,
use a professional designer. (If you can't afford one, use a few simple graphics—or even none at all.)

And don't assume that providing skins will compensate for an unexciting look. Most users won't bother with
them and having one great look makes a much better impression than having dozens of not-so-great ones.

Make it responsive

Your program's responsiveness is crucial to its overall experience—users find unnecessarily slow and
unresponsive programs unusable. For every feature where performance is an issue, first understand your
users' goals and expectations, then choose the lightest weight design that achieves these goals. Generally,
tasks that can take longer than 10 seconds need more informative feedback and the ability to cancel. Keep in
mind that users' perception of speed is just as important as the actual speed, and the perception of speed is
primarily determined by how quickly a program becomes responsive.

Keep it simple
Strive for the simplest design that does the job well. Expand the design beyond that only as required. Don't
have three ways to do something when one will do. Eliminate or reduce all that unnecessary junk!

Avoid bad experiences
Easier said than done, but users' overall perception of your program is more often determined by the quality
of the bad experiences than of the good ones.

Design for common problems

Is your design great—until the user makes a mistake or the network connection is lost? Anticipate and design
for common problems, user mistakes, and other errors. Consider things like the network being slow or
unavailable, devices being not installed or unavailable, and users giving incorrect input or skipping steps. At
each step in your program, ask yourself: What are the worst likely things that could happen? Then see how
well your program behaves when they do happen. Make sure all error messages clearly explain the problem

and give an actionable solution.

Don't be annoying
Most likely, anything users routinely dismiss without performing any action should be redesigned or
removed. This is especially true for anything users see repeatedly, such as error messages, warnings,

confirmations, and notifications. Never interrupt something users care about with something they don't care
about. Never cover something beautiful with something ugly. Use sound with extreme restraint. Ul related to
security and legal issues (for example, consent or license terms) are possible exceptions.

Reduce effort, knowledge, and thought
To reduce the effort, knowledge, and thought required to use your program:
o Explicit is better than implicit. Put the information users need to know directly on the screen.
Carefully craft the main instruction on windows and pages to clearly communicate the purpose of the

Ul.

o Automatic is better than manual. Try to help users by doing things automatically whenever practical
and desirable. A simple test: Close your program, then restart it and perform the most common task.
How much manual effort can you eliminate?

o Concise is better than verbose. Put it on the screen, but concisely. Get right to the point! Design text
for scanning, not immersive reading. Use Help links for helpful, supplemental, but not essential
information.

o Constrained is better than unconstrained. When choosing controls, the control constrained to valid
input is usually the best choice.

o Enabled is better than disabled. Disabled controls are often confusing, so use them only when users

can easily deduce why the control is disabled. Otherwise, remove the control if it doesn't apply or
leave it enabled and give helpful feedback.

o Remembered is better than forgotten. Except for situations that involve security and privacy, it's
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better to remember users' previous input and actions and make them easy to do again than to make
users start over each time.

o Feedback is better than being clueless. Give clear feedback to indicate whether a task is being done
or has failed. Don't make the user guess.

18. Follow the guidelines
Of course! Consider UX Guide to be the minimum quality and consistency bar for Windows-based programs.
Use it to follow best practices, make routine decisions, and to just make your job easier. Focus your creative
energy on the important things—whatever your program is all about—not the routine. Don't create that
weird program that nobody can figure out how to use. Follow the guidelines and make your experience stand
out while fitting in.

19. Test your Ul
You won't know if you've got it right until you've tested your program with real target users with a usability
study. Most likely, you'll be (unpleasantly) surprised by the results. Be glad to have your Ul criticized—that's
required for you to do your best work. And be sure to collect feedback after your program ships.
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Top Guidelines Violations

Windows
Layout

Text

Controls
Keyboard
Mouse

Dialog boxes
Property sheets
Wizards

Wizard pages
Error messages
Warning messages
Confirmations
Icons

Help

Here's a collection of some of the most frequently violated guidelines in UX Guide. You can use this as a checklist
to make sure your program user interface gets these important items right.

Windows

Support the minimum Windows effective resolution of 800x600 pixels. For critical user interfaces (Uls) that

must work in safe mode, support an effective resolution of 640x480 pixels. Be sure to account for the space
used by the taskbar by reserving 48 vertical relative pixels for windows displayed with the taskbar.

Optimize resizable window layouts for an effective resolution of 1024x768 pixels. Automatically resize these
windows for lower screen resolutions in a way that is still functional.

Be sure to test your windows in 96 dots per inch (dpi) (at 800x600 pixels), 120 dpi (at 1024x768 pixels), and
144 dpi (at 1200x900 pixels) modes. Check for layout problems, such as clipping of controls, text, and
windows, and stretching of icons and bitmaps.

For programs with touch and mobile use scenarios, optimize for 120 dpi. High-dpi screens are currently
prevalent on touch and mobile PCs.

If a window is an owned window, initially display it “centered™ on top of the owner window. Never
underneath. For subsequent display, consider displaying it in its last location (relative to the owner window) if
doing so is likely to be more convenient.

If a window is contextual, always display it near the object that it was launched from. However, place it out
of the way (preferably offset down and to the right) so that the object isn't covered by the window.

Layout

. Size controls and panes within a window to match their typical content. Avoid truncated text and their
associated ellipses. Users should never have to interact with a window to view its typical contenta€”reserve
resizing and scrolling for unusually large content. Specifically check:

o Control sizes. Size controls to their typical content, making controls wider, taller, or multi-line if
necessary. Size controls to eliminate or reduce scrolling in windows that have plenty of available
space. Also, there should never be truncated labels, or truncated text within windows that have
plenty of available space. However, to make text easier to read, consider limiting line widths to 65
characters.
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Text

© 2010,

o Column widths. Make sure list view columns have suitable default, minimum, and maximum sizing.
Choose list views default column widths that don't result in truncated text, especially if there is space
available within the list view.

o Layout balance. The layout of a window should feel roughly balanced. If the layout feels left-heavy,
consider making controls wider and moving some controls more to the right.

o Layout resize. When a window is resizable and data is truncated, make sure larger window sizes show
more data. When data is truncated, users expect resizing windows to show more information.

Set a minimum window size if there is a size below which the content is no longer usable. For resizable
controls, set minimum resizable element sizes to their smallest functional sizes, such as minimum functional
column widths in list views.

Use ordinary, conversational terms when you can. Focus on the user goals, not technology. This is especially
effective if you are explaining a complex technical concept or action. Imagine yourself looking over the user's
shoulder and explaining how to accomplish the task.

Be polite, supportive, and encouraging. The user should never feel condescended to, blamed, or intimidated.

Remove redundant text. Look for redundant text in window titles, main instructions, supplemental
instructions, content areas, command links, and commit buttons. Generally, leave full text in main
instructions and interactive controls, and remove any redundancy from the other places.

Use title-style capitalization for titles, and sentence-style capitalization for all other Ul elements. Doing so is
more appropriate for the Windows® tone.
o Exception: For legacy applications, you may use title-style capitalization for command buttons,
menus, and column headings if necessary to avoid mixing capitalization styles.

For feature and technology names, be conservative in capitalizing. Typically, only major components should
be capitalized (using title-style capitalization).

For feature and technology names, be consistent in capitalizing. If the name appears more than once on a Ul
screen, it should always appear the same way. Likewise, across all Ul screens in the program, the name
should be consistently presented.

Don't capitalize the names of generic user interface elements, such as toolbar, menu, scroll bar, button, and
icon.
o Exceptions: Address bar, Links bar, ribbon.

Don't use all capital letters for keyboard keys. Instead, follow the capitalization used by standard keyboards,
or lowercase if the key is not labeled on the keyboard.

Ellipses mean incompleteness. Use ellipses in Ul text as follows:

s Commands. Indicate that a command needs additional information. Don't use an ellipsis whenever an
action displays another window—only when additional information is required. Commands whose
implicit verb is to show another window don't take an ellipsis, such as Advanced, Help, Options,
Properties, or Settings.

o Data. Indicate that text is truncated.
o Labels. Indicate that a task is in progress (for example, "Searching...").

Tip: Truncated text in a window or page with unused space indicates poor layout or a default window size
that is too small. Strive for layouts and default window sizes that eliminate or reduce the amount of
truncated text. For more information, see Layout.

Don't use blue text that isn't a link, because users may assume that it is a link. Use bold or a shade of gray
where you'd otherwise use colored text.

Use bold sparingly to draw attention to text users must read.
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. Use the main instruction to explain concisely what users should do in a given window or page. Good main
instructions communicate the user's objective rather than focusing just on manipulating the Ul.

. Express the main instruction in the form of an imperative direction or specific question.
. Don't place periods at the end of control labels or main instructions.

. Use one space between sentences. Not two.
Controls

. General
o Label every control or group of controls. Exceptions:
= Text boxes and drop-down lists can be labeled using prompts.

= Subordinate controls use the label of their associated control. Spin controls are always
subordinate controls.

o For all controls, select the safest (to prevent loss of data or system access), most secure value by
default. If safety and security aren't factors, select the most likely or convenient value.

o Prefer constrained controls. Use constrained controls like lists and sliders whenever possible, instead
of unconstrained controls like text boxes, to reduce the need for text input.

o Reconsider disabled controls. Disabled controls can be hard to use because users literally have to
deduce why they are disabled. Disable a control when users expect it to apply and they can easily
deduce why the control is disabled. Remove the control when there is no way for users to enable it or
they don't expect it to apply, or leave it enabled, but provide an error message when it is used
incorrectly.

= Tip: If you aren't sure whether you should disable a control or provide an error message, start
by composing the error message that you might provide. If the error message contains helpful
information that target users aren't likely to quickly deduce, leave the control enabled and
provide the error. Otherwise, disable the control.

. Command buttons
o Prefer specific labels over generic ones. Ideally users shouldn't have to read anything else to
understand the label. Users are far more likely to read command button labels than static text.
= Exception: Don't rename the Cancel button if the meaning of cancel is unambiguous. Users
shouldn't have to read all the buttons to determine which button cancels an action. However,
rename Cancel if it is unclear what action is being canceled, such as when there are several
pending actions.

o When asking a question, use labels that match the question. For example, provide Yes and No
responses to a yes or no question.

o Don't use Apply buttons in dialog boxes that aren't property sheets or control panel items. The
Apply button means apply the pending changes, but leave the window open. Doing so allows users to
evaluate the changes before closing the window. However, only property sheets and control panel
items have this need.

o Label a button Cancel if canceling returns the environment to its previous state (leaving no side
effect); otherwise, label the button Close (if the operation is complete), or Stop (if the operation is in
progress) to indicate that it leaves the current changed state intact.

. Command links

o Always present command links in a set of two or more. Logically, there is no reason to ask a question
that has only one answer.

o Provide an explicit Cancel button. Don't use a command link for this purpose. Quite often, users
realize that they don't want to perform a task. Using a command link to cancel would require users to
read all the command links carefully to determine which one means to cancel. Having an explicit

Cancel button allows users to cancel a task efficiently.
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o If providing an explicit Cancel button leaves a single command link, provide both a command link to
cancel and a Cancel button. Doing so makes it clear that users have a choice. Phrase this command
link in terms of how it differs from the first response, instead of just "Cancel” or some variation.

. "Don’'t show this <item> again™ check boxes
o Consider using a "Don't show this <item> again' option to allow users to suppress a recurring dialog
box, only if there isn't a better alternative. It is better always to show the dialog if users really need
it, or simply eliminate it if they don't.
o Replace <item> with the specific item. For example, Don't show this reminder again. When referring
to a dialog box in general, use Don't show this message again.

o Clearly indicate when user input will be used for future default values by adding the following
sentence under the option: Your selections will be used by default in the future.

o Don't select the option by default. If the dialog box really should be displayed only once, do so
without asking. Don't use this option as an excuse to annoy usersa€”make sure the default behavior
isn't annoying.

o If users select the option and click Cancel, this option does take effect. This setting is a meta-option,
so it doesn't follow the standard Cancel behavior of leaving no side effect. Note that if users don't
want to see the dialog in the future, most likely they want to cancel it as well.

. Links
o Don't assign an access key. Links are accessed using the Tab key.

o Don't add "Click™ or "Click here" to the link text. It isn't necessary because a link implies clicking.

. Tooltips
o Use tooltips to provide labels for unlabeled controls. You don't have to give labeled controls tooltips
simply for the sake of consistency.

o Tooltips may also provide more detail for labeled toolbar buttons if doing so is helpful. Don't just
repeat or give a wordy restatement of what is already in the label.

o Avoid covering the object the user is about to view or interact with. Always place the tip on the side
of the object, even if that requires separation between the pointer and the tip. Some separation isn't
a problem as long as the relationship between the object and its tip is clear.
= Exception: Full name tooltips used in lists and trees.

o For collections of items, avoid covering the next object that the user is likely to view or interact
with. For horizontally arranged items, avoid placing tips to the right; for vertically arranged items,
avoid placing tips below.

. Progressive disclosure
o Use More/Fewer progressive disclosure buttons to hide advanced or rarely used options,
commands, and details that users typically don't need. Don't hide commonly used items, because
users might not find them. But make sure whatever is hidden has value.

o If the surface always displays some options, commands, or details, use the following label pairs:
= More/Fewer options. Use for options or a mixture of options, commands, and details.

= More/Fewer commands. Use for commands only.
= More/Fewer details. Use for information only.
= More/Fewer <object name>. Use for other object types, such as folders.

o Otherwise:
= Show/Hide options. Use for options or a mixture of options, commands, and details.

= Show/Hide commands. Use for commands only.
= Show/Hide details. Use for information only.
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= Show/Hide <object name>. Use for other object types, such as folders.

. Progress bars
o Use determinate progress bars for operations that require a bounded amount of time, even if that
amount of time cannot be accurately predicted. Indeterminate progress bars show that progress is
being made, but provide no other information. Don't choose an indeterminate progress bar based
only on the possible lack of accuracy alone.

o Provide a time remaining estimate if you can do so accurately. Time remaining estimates that are
accurate are useful, but estimates that are way off the mark or bounce around significantly aren't
helpful. You may need to perform some processing before you can give accurate estimates. If so,
don't display potentially inaccurate estimates during this initial period.

o Don't restart progress. A progress bar loses its value if it restarts (perhaps because a step in the
operation completes) because users have no way of knowing when the operation will complete.
Instead, have all the steps in the operation share a portion of the progress and have the progress bar
go to completion once.

o Provide useful progress details. Provide additional progress information, but only if users can do
something with it. Make sure the text is displayed long enough for users to be able to read it.

o Don't combine a progress bar with a busy pointer. Use one or the other, but not both at the same
time.

. Prompts
o Use a prompt when screen space is at such a premium that using a label or instruction is
undesirable, such as on a toolbar.

o The prompt is primarily for identifying the purpose of the text box or combo box in a compact way.
It must not be crucial information that the user needs to see while using the control.

o The prompt text must not be confused with real text. To do this:
= Draw the prompt text in italic gray and the actual input text in roman black.

= The prompt text should not be editable and should disappear once users click in or tab into
the text box.
= Exception: If the text box has default input focus, the prompt is displayed, and it
disappears once the user starts typing.

o Don't use ending punctuation or ellipsis.

. Notifications
o Use notifications for events that are unrelated to the current user activity, don't require immediate
user action, and users can freely ignore.

o Don't abuse notifications:
= Use notifications only if you need to. When you display a notification, you are potentially
interrupting users or even annoying them. Make sure that interruption is justified.

= Use notifications for non-critical events or situations that don't require immediate user
action. For critical events or situations that require immediate user action, use an alternative
Ul element (such as a modal dialog box).

= Don't use notifications for feature advertisements!

Keyboard

. Assign initial input focus to the control that users are most likely to interact with first, which is often the
first interactive control. If the first interactive control isn't a good choice, consider changing the window's
layout.

. Assign tabs stops to all interactive controls, including read-only edit boxes. Exceptions:
o Group sets of related controls that behave as a single control, such as radio buttons. Such groups have
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a single tab stop.

o Properly contain groups so that the arrow keys cycle both forward and backward within the group
and stay within the group.

. Tab order should flow from left to right, top to bottom. Generally, tab order should follow reading order.
Consider making exceptions for commonly used controls by putting them earlier in the tab order. Tab should
cycle through all the tab stops in both directions without stopping. Within a group, tab order should be in
sequential order, without exceptions.

. Within a tab stop, the arrow key order should flow from left to right, top to bottom, without exceptions.
The arrow keys should cycle through all items in both directions without stopping.

. Present the commit buttons in the following order:
o OK/[Do it]/Yes

o [Don't do it]/No
o Cancel
o Apply (if present)
where [Do it] and [Don't do it] are specific responses to the main instruction.

. Don't confuse access keys with shortcut keys. While both access keys and shortcut keys provide keyboard
access to Ul, they have different purposes and guidelines.

. Whenever possible, assign unique access keys to all interactive controls or their labels. Read-only text
boxes are interactive controls (because users can scroll them and copy text), so they benefit from access
keys. Don't assign access keys to:

o OK, Cancel, and Close buttons. Enter and Esc are used for their access keys. However, always assign an
access key to a control that means OK or Cancel, but has a different label.

. Assign shortcut keys to the most commonly used commands. Infrequently used programs and features don't
need shortcut keys because users can use access keys instead.

. Don't make a shortcut key the only way to perform a task. Users should also be able to use the mouse or the
keyboard with Tab, arrow, and access keys.

. Don't assign different meanings to well-known shortcut keys. Because they are memorized, inconsistent
meanings for well-known shortcuts are frustrating and error prone. For the well-known shortcut keys used by
Windows programs, see Windows Keyboard Shortcut Keys.

. Don't try to assign system-wide program shortcut keys. Your program's shortcut keys will have effect only
when your program has input focus.

Mouse

« Never require users to click an object to determine if it is clickable. Users must be able to determine
clickability by visual inspection alone.
o Primary Ul (such as commit buttons) must have a static click affordance. Users shouldn't have to
hover to discover primary Ul.

o Secondary Ul (such as secondary commands or progressive disclosure controls) can display their click
affordance on hover.

o Text links should statically suggest link text, and then display their click affordance (underline or other
presentation change, with hand pointer) on hover.

o Graphics links only display a hand pointer on hover.

. Use the hand (or "link select") pointer only for text and graphic links. Otherwise, users would have to click
on objects to determine if they are links.
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Dialog boxes

Modal dialog boxes require interaction, so use them for things that users must respond to before
continuing with their task. Make sure the interruption is justified, such as for critical or infrequent, one-off
tasks that require completion. Otherwise, consider modeless alternatives.

Modeless dialog boxes don't require interaction, so use them when users need to switch between a dialog
box and the owner window. They are best used for frequent, repetitive, or ongoing tasks. However, ribbons,
toolbars, and palette windows are often better alternatives.

Property Sheets

Make sure the properties are necessary. Don't clutter your property pages with unnecessary properties just
to avoid making hard design decisions.

Present properties in terms of user goals instead of technology. Just because a property configures a specific
technology doesn't mean that you must present the property in terms of that technology.
o If you must present settings in terms of technology (perhaps because your users recognize the
technology's name), include a brief description of the user benefit.

Use specific, meaningful tab labels. Avoid generic tab labels that could apply to any tab, such as General,
Advanced, or Settings.

Avoid General pages. You aren't required to have a General page. Use a General page only if:
o The properties apply to several tasks and are meaningful to most users. Don't put specialized or
advanced properties on a General page, but you can make them accessible through a command
button on the General page.

o The properties don't fit a more specific category. If they do, use that name for the page instead.

Avoid Advanced pages. Use an Advanced page only if:
o The properties apply to uncommon tasks and are meaningful primarily to advanced users.

o The properties don't fit a more specific category. If they do, use that name for the page instead.

Don't use tabs if a property window has only a single tab and isn't extensible. Use a regular dialog box with
OK, Cancel, and an optional Apply button instead. However, extensible property windows (which can be
extended by third parties) must use tabs.

Wizards

© 2010,

Consider lightweight alternatives first, such as dialog boxes, task panes, or single pages. Wizards are a
heavy Ul, best used for multi-step, infrequently performed task. You don't have to use wizards—you can
provide helpful information and assistance in any Ul.

Use Next only when advancing to the next page without commitment. Advancing to the next page is
considered a commitment when its effect can't be undone by clicking Back or Cancel.

Use Back only to correct mistakes. Aside from correcting mistakes, users shouldn't have to click Back to make
progress in a task.

When users are committing to a task, use a commit button that is a specific response to the main
instruction (for example, Print, Connect, or Start). Don't use generic labels like Next (which doesn't imply
commitment) or Finish (which isn't specific) for committing a task. The labels on these commit buttons should
make sense on their own. Always start commit button labels with a verb. Exceptions:

o Use Finish when the specific responses are still generic, such as Save, Select, Choose, or Get.

o Use Finish to change a specific setting or a collection of settings.

Use command links only for choices, not commitments. Specific commit buttons indicate commitment far
better than command links in a wizard.
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. When using command links, hide the Next button, but leave the Cancel button.

. Use Close for Follow-Up and Completion pages. Don't use Cancel because closing the window won't
abandon any changes or actions done at this point. Don't use Done because it isn't an imperative verb.

. Don't use "wizard" in wizard names. For example, use "Connect to a Network™ instead of "Network Setup
Wizard." However, it's acceptable to refer to wizards as wizards. For example: "If you're setting up a network
for the first time, you can get help by using the Connect to a Network wizard."

. Preserve user selections through navigation. For example, if the user makes changes, clicks Back, then Next,
those changes should be preserved. Users don't expect to have to re-enter changes unless they explicitly
chose to clear them.

Wizard pages

. Focus on efficient decision making. Reduce the number of pages to focus on essentials. Consolidate related
pages, and take optional pages out of the main flow. Having users click Next completely through your wizard
may seem like a good experience at first, but if users never need to change the defaults, the pages are
probably unnecessary.

. Don't use Welcome pages—make the first page functional whenever possible. Use an optional Getting
Started page only when:
o The wizard has prerequisites that are necessary to complete the wizard successfully.

o Users may not understand the purpose of the wizard based on its first Choice page, and there isn't
room for further explanation.

o The main instruction for Getting Started pages is "Before you begin:".

. On pages in which users are asked to make choices, optimize for the most likely cases. These kinds of pages
should present actual choices, not just instructions.
o If you don't use a Getting Started page, explain the purpose of the wizard at the top of the first page
of choices.

. Use Commit pages to make it clear when users are committing to the task. Usually the Commit page is the
last page of choices, and the Next button is relabeled to indicate the task being committed.
o Don't use Summary pages that merely summarize the user's previous selections, unless the task is
risky (involving security, or loss of time or money) or there is a good chance that users might not
understand their selections and need to review them.

. Don't use Congratulations pages that do nothing but end the wizard. If the wizard results are clearly
apparent to users, just close the wizard on the final commit button.
o Use Follow-Up pages when there are related tasks that users are likely to do as follow-up. Avoid
familiar follow-up tasks, such as "Send an e-mail message."

o Use Completion pages only when the results aren't visible and there's no better way to provide
feedback for task completion.

o Wizards that have Progress pages must use a Completion page or Follow-Up page to indicate task
completion. For long-running tasks, close the wizard on the Commit page and use notifications to give
feedback.

Error messages

. Don't give error messages when users aren't likely to perform an action or change their behavior as the
result of the message. If there is no action users can take, or if the problem isn't significant, suppress the
error message.

. Whenever possible, propose a solution so users can fix the problem. However, make sure the proposed
solution is likely to solve the problem. Don't waste users' time by suggesting possible, but improbable,
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solutions.

. Be specific. Avoid vague wording, such as syntax error and illegal operation. Provide specific names, locations,
and values of the objects involved.

. Don't use phrasing that blames the user or implies user error. Avoid using you and your in the phrasing.
While the active voice is generally preferred, use the passive voice when the user is the subject and might feel
blamed for the error if the active voice were used.

. Don't use OK for error messages. Users don't view errors as being OK. If the error message has no direct
action, use Close instead.

. Don't use the following words:
o Error, failure (use problem instead)

o Failed to (use unable to instead)

o llegal, invalid, bad (use incorrect or not valid instead)
o Abort, kill, terminate (use stop instead)

o Catastrophic, fatal (use serious instead)

These terms are unnecessary and contrary to the encouraging tone of Windows. Instead, an error icon, when
used correctly, sufficiently communicates that there is a problem.

. Don't accompany error messages with sound effects. Doing so is jarring and unnecessary.
Warning messages

. Warnings describe a condition that might cause a problem in the future. Warnings aren't errors or
questions, so don't phrase routine questions as warnings.

. Don't give warning messages when users aren't likely to perform an action or change their behavior as the
result of the message. If there is no action users can take, or if the condition isn't significant, suppress the
warning message.

Confirmations

. Don't use unnecessary confirmations. Use confirmations only when:
o There is a clear reason not to proceed and a reasonable chance that sometimes users won't.

o The action has significant consequences or cannot be easily undone.

o The action has consequences that users might not be aware of.

o Proceeding with the action requires users to make a choice that doesn't have a suitable default.
o Given the current context, users are likely to have performed an action in error.

. Phrase confirmations as a yes or no question, and provide yes or no answers. Unlike other types of dialog
boxes, confirmations are designed to prevent users from making quick decisions. If users don't put thought
into their response, a confirmation has no value.

Icons

. Allicons should adhere to the Aero-style icon guidelines. Replace all Windows XP-style icons.

. Choose standard icons based their message type, not the severity of the underlying issue:
o Error. An error or problem that has occurred.

o Warning. A condition that might cause a problem in the future.
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Help

o Information. Useful information.
If an issue combines different message types, focus on the most important aspect that users need to act on.
Icons must always match the main instruction or other corresponding text.

Error icons aren't needed for non-critical user input problems. However, icons are needed for in-place
errors, because otherwise such contextual feedback would be too easy to overlook.

Don't use warning icons to "soften™ non-critical errors. Errors aren't warnings—apply the error icon
guidelines instead.

For question dialogs, use warning icons only for questions with significant consequences. Don't use warning
icons for routine questions.

Link to specific, relevant Help topics. Don't link to the Help home page, the table of contents, a list of search
results, or a page that just links to other pages. Avoid linking to pages structured as a large list of frequently
asked questions, because it forces users to search for the one that matches the link they clicked. Don't link to
specific Help topics that aren't relevant and helpful to the task at hand. Never link to empty pages.

Don't put Help links on every window or page for the sake of consistency. Providing a Help link in one place
doesn't mean that you have to provide them everywhere.

Whenever possible, phrase Help links text in terms of the primary question answered by the Help content.
Don't use the "Learn more about" or "Get help with this" phrasing.

Use the entire Help link for the link text, not just the keywords.
Use complete sentences.
Don't use ending punctuation or ellipses, except for question marks.

If the Help content is online, make that clear in the link text. Doing so helps make the result of the links
predictable.
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Powerful and Simple
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The ideal Windows®-based application is both powerful and simple. Of course you want your application to be
powerful and of course you want it to be simple, but can you achieve both? There is a natural tension between
these goals, but that tension is far from irreconcilable. You can achieve both power and simplicity through
carefully balanced feature selection and presentation.

Powerful

What does "power" really mean in terms of software? An application might be considered powerful if it is jam-
packed full of features, having a tremendous breadth of functionality in an attempt to be all things to all users.
Such a design is not likely to be successful because an untargeted feature set is unlikely to satisfy the needs of
anyone. This is not the type of power that we are after.

An application is powerful when it has the right combination of these characteristics:
© 2010, Microsoft Corporation. All rights reserved.
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. Enabling. The application satisfies the needs of its target users, enabling them to perform tasks that they couldn't otherwise
do and achieve their goals effectively.

. Efficient. The application enables users to perform tasks with a level of productivity and scale that wasn't possible before.
. Versatile. The application enables users to perform a wide range of tasks effectively in a variety of circumstances.

. Direct. The application feels like it is directly helping users achieve their goals, instead of getting in the way or requiring
unnecessary steps. Features like shortcuts, keyboard access, and macros improve the sense of directness.

. Flexible. The application allows users complete, fine-grained control over their work.
. Integrated. The application is well integrated with Microsoft® Windows®, allowing it to share data with other applications.

. Advanced. The application has extraordinary, innovative, state-of-the-art features that are not found in competing solutions.

Some of these characteristics depend upon the perception of the user and are relative to users' current
capabilities. What is considered powerful may change over time, so today's advanced search feature might be
commonplace tomorrow.

All these characteristics can be combined into our definition of power:
An application is powerful when it enables its target users to realize their full potential efficiently.
Thus, the ultimate measure of power is productivity, not the number of features.

Different users need help in achieving their full potential in different ways. What is enabling to some users might
harm versatility, directness, and control for others. Well-designed software must balance these characteristics
appropriately. For example, a desktop publishing system designed for nonprofessionals might use wizards to walk
users through complex tasks. Such wizards enable the target users to perform tasks that they otherwise wouldn't
be able to perform. By contrast, a desktop publishing system for professionals might focus on directness,
efficiency, and complete control. For users of such an application, wizards may be limiting and frustrating.

If you do only one thing...
Understand your target users' goals and craft a feature set that enables them to achieve those goals productively.

Simple
We define simplicity as follows:

Simplicity is the reduction or elimination of an attribute of a design that target users are aware of and consider
unessential.

In practice, simplicity is achieved by selecting the right feature set and presenting the features in the right way.
This reduces the unessential, both real and perceived.

Simplicity is dependent upon the perception of users. Consider how the effect of an automatic transmission
depends on a user's perspective:

. For the typical driver (the target user), an automatic transmission eliminates the need for a manual gear shift and clutch,
making a car much easier to drive. A manual gear shift and clutch are not essential to the task of driving, so they are
removed to achieve simplicity.

. For a professional race car driver, having direct control over the transmission is essential to being competitive. An automatic
transmission negatively affects the car's performance, so it is not regarded as resulting in simplicity.

. For a mechanic, an automatic transmission is a more complex mechanism, and therefore isn't easier to repair or maintain
than a manual transmission. Unlike the mechanic, the target user is blissfully unaware of this internal complexity.

While different users regard the automatic transmission differently, it's successful because it eliminates the need
for unessential knowledge, skill, and effort from its target users. For the typical driver, automatic transmission is a
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great feature because it just works.
Simplicity vs. ease of use

Simplicity, when correctly applied, results in ease of use. But simplicity and ease of use are not the same
concepts. Ease of use is achieved when users can perform a task successfully on their own without difficulty or
confusion within a suitable amount of time. There are many ways to achieve ease of use, and simplicity—the
reduction of the unessential—is just one of them.

All users, no matter how sophisticated, want to get their work done with a minimum amount of unnecessary
effort. All users—even advanced users—are primarily motivated to get their work done, not to learn about
computers or your application.

Simplicity is the most effective way to achieve ease of use, and ease of use equals use. Complex, hard-to-use
features just don't get used. By contrast, simple, elegant designs that perform their function well are a joy to use.
They invoke a positive, emotional response.

For example, consider the wireless networking support in Microsoft Windows XP. Microsoft could have added a
wizard to walk users through the configuration process. This approach would have resulted in ease of use but not
simplicity, because an unessential feature (the wizard) would have been added. Instead, Microsoft designed
wireless networking to configure itself automatically. Users ultimately don't care about the configuration details,
so long as it "just works" reliably and securely. This combination of power and simplicity in wireless networking
technology has led to its popularity and rapid adoption.

If you do only one thing...
Start your design process with the simplest designs that do the job well.

If you're not satisfied with your current design, start by stripping away all the unessential elements. You will find
that what remains is usually quite good.

Obtaining simplicity while maintaining power

Design principles

To obtain simplicity, always design for the probable, not the possible.
The possible

Design decisions based on what's possible lead to complex user interfaces like the Registry Editor, where the
design assumes that all actions are equally possible and as a result require equal effort. Because anything is
possible, user goals aren't considered in design decisions.

The probable

Design decisions based on the probable lead to simplified, goal- and task-based solutions, where the likely
scenarios receive focus and require minimal effort to perform.

The simplicity design principle

To obtain simplicity, focus on what is likely; reduce, hide, or remove what is unlikely; and eliminate what is
impossible.

What users will do is far more relevant to design than what they might do.

Design techniques
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To obtain simplicity while maintaining power, choose the right set of features, locate the features in the right
places, and reduce the effort to use them. This section gives some common techniques to achieve these goals.

Choosing the right feature set

"Perfection is achieved, not when there is nothing more to add,
but when there is nothing left to take away."” —Antoine de Saint-Exupery

The following design techniques give your users the features they need while achieving simplicity through actual
reduction or removal:

. Determine the features your users need. Understand your users' needs through goal, scenario, and task analysis. Determine
a set of features that realizes these objectives.

. Remove unnecessary elements. Remove elements that aren't likely to be used or have preferable alternatives.

. Remove unnecessary redundancy. There might be several effective ways to perform a task. To achieve simplicity, make the
hard decision and choose the best one for your target users instead of providing all of them and making the choice an option.

. Make it "just work" automatically. The element is necessary, but any user interaction to get it to work is not because there
is an acceptable default behavior or configuration. To achieve simplicity, make it work automatically and either hide it from
the user completely or reduce its exposure significantly.

Streamlining the presentation

"The ability to simplify means to eliminate the unnecessary
so that the necessary may speak.” —Hans Hofmann

Use the following design techniques to preserve power, while achieving simplicity through the perception of
reduction or removal:

. Combine what should be combined. Put the essential features that support a task together so that a task can be performed
in one place. The task's steps should have a unified, streamlined flow. Break down complex tasks into a set of easy, clear
steps, so that "one" place might consist of several Ul surfaces, such as a wizard.

. Separate what should be separated. Not everything can be presented in one place, so always have clear, well-chosen
boundaries. Make features that support core scenarios central and obvious, and hide optional functionality or make it
peripheral. Separate individual tasks and provide links to related tasks. For example, tasks related to manipulating photos
should be clearly separated from tasks related to managing collections of photos, but they should be readily accessible from
each other.

. Eliminate what can be eliminated. Take a printout of your design and highlight the elements used to perform the most
important tasks. Even highlight the individual words in the Ul text that communicate useful information. Now review what
isn't highlighted and consider removing it from the design. If you remove the item, would anything bad happen? If not,
remove it!

Consistency, configurability, and generalization are often desirable qualities, but they can lead to unnecessary complexity.
Review your design for misguided efforts in consistency (such as having redundant text), generalization (such as having any
number of time zones when two is sufficient), and configurability (such as options that users aren't likely to change), and
eliminate what can be eliminated.

. Put the elements in the right place. Within a window, an element’s location should follow its utility. Essential controls,
instructions, and explanations should all be in context in logical order. If more options are needed, expose them in context
by clicking a chevron or similar mechanism; if more information is needed, display an infotip on mouse hover. Place less
important tasks, options, and Help information outside the main flow in a separate window or page. The technique of
displaying additional detail as needed is called progressive disclosure.

. Use meaningful high-level combinations. It is often simpler and more scalable to select and manipulate groups of related
elements than individual elements. Examples of high-level combinations include folders, themes, styles, and user groups.
Such combinations often map to a user goal or intention that isn't apparent from the individual elements. For example, the
intention behind the High Contrast Black color scheme is far more apparent than that of a black window background.

. Select the right controls. Design elements are embodied by the controls you use to represent them, so selecting the right
control is crucial to efficient presentation. For example, the font selection box used by Microsoft Word shows both a preview
of the font as well as the most recently used fonts. Similarly, the way Word shows potential spelling and grammar errors in
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place is much simpler than the dialog box alternative, as shown in the beginning of this article.

Reducing effort

"Simple things should be simple.
Complex things should be possible."—Alan Kay

The following design techniques result in reduced effort for users:

Make tasks discoverable and visible. All tasks, but especially frequent tasks, should be readily discoverable within the user
interface. The steps required to perform tasks should be visible and should not rely on memorization.

Present tasks in the user's domain. Complex software requires users to map their problems to the technology. Simple
software does that mapping for them by presenting what is natural. For example, a red-eye reduction feature maps directly
to the problem space and doesn't require users to think in terms of details like hues and gradients.

Put domain knowledge into the program. Users shouldn't be required to access external information to use your application
successfully. Domain knowledge can range from complex data and algorithms to simply making it clear what type of input is

valid.

. Use text that users understand. Well-crafted text is crucial to effective communication with users. Use concepts and terms
familiar to your users. Fully explain what is being asked in plain language so that users can make intelligent, informed

decisions.

. Use safe, secure, probable defaults. If a setting has a value that applies to most users in most circumstances, and that

setting is both safe and secure, use it as the default value. Make users specify values only when necessary.

. Use constraints. If there are many ways to perform a task, but only some are correct, constrain the task to those correct

ways. Users should not be allowed to make readily preventable mistakes.
Simplicity does not mean simplistic

"Everything should be made as simple as possible,
but not simpler.”—Albert Einstein

We believe that simplicity is crucial to an effective, desirable user experience—but it is always possible to take a
good thing too far. The essence of simplicity is the reduction or elimination of the unessential. Removal of the
essential just produces a poor design. If your "simplification™ results in users becoming frustrated, confused,
unconfident, or unable to complete tasks successfully, you have removed too much.

Simplicity does mean more effort for you

"I have only made this letter longer because | have
not the time to make it shorter."—Blaise Pascal

Obtaining simplicity while preserving power often requires significant internal complexity. It is usually easier to
design software that exposes all the technology plumbing than to design one that hides it—the latter requires an
excellent understanding of your target users and their goals. Removing a feature requires discipline, as does
deciding against adding that cool feature that really isn't practical. Simplicity requires making hard design choices
instead of making everything configurable. Complex software often results from a misconception about users:
that they value unused features or overly complex features they can't understand.

Powerful and simple

Power is all about enabling your users and making them productive. Simplicity is all about removing the
unessential and presenting features the right way. By understanding your target users and achieving the right
balance of features and presentation, you can design Windows-based applications that do both.
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Designing with Windows Presentation Foundation

Follow the UX Guide
Use Windows Presentation Foundation appropriately
Guidelines
Theming
Software branding
Custom controls
3-D
Animations
Dynamic behaviors
Direct manipulation
Hosting in browser

Windows Presentation Foundation (WPF) is a user interface development environment that provides access to
more advanced visuals, such as interfaces that incorporate documents, media, two- and three-dimensional
graphics, animations, Web-like characteristics, and more. For a general overview, see Introducing Windows

Presentation Foundation.

When used appropriately, the WPF in Windows® can help you create an engaging, productive experience your
target users will love. If misused, it could lead to programs that are frustrating and difficult to use. The guidelines
that follow will help you understand the difference, and use this technology appropriately.

Follow the UX Guide

While the Windows User Experience Guidelines (or "UX Guide™) were written specifically for Windows, nearly all
of these guidelines apply to programs using WPF as well. However, this shouldn't be a surprise—the primary goal
of these guidelines is to establish a high-quality, consistent baseline for all Windows-based applications, no
matter how they are implemented.

While Windows Presentation Foundation gives you the flexibility to create a broad range of user experiences—
from traditional Microsoft® Windows® to highly customized—you should never feel that using WPF obligates you
to abandon the Windows look and feel. In fact, WPF gives you the traditional Windows look and feel by default,
and includes advanced versions of the Aero and Windows XP themes. Regardless of how your program looks,
your WPF-based program can benefit from powerful capabilities such as a rich application model, dynamic layout,
and data binding.

Use Windows Presentation Foundation appropriately

Among other things, WPF makes it possible to completely change your program's look to match your corporate
branding, or to use a custom interaction model to give your program a "unique" feel. You can even customize a
drop-down list to look like a slider! But when are such changes from a traditional experience genuinely
appropriate?

What is "cool"?

WPF offers an exciting set of advanced capabilities. With this step forward comes the desire to create better—or
"cooler"—software. All too often these attempts don't seem to hit the mark. To understand why, let's make a
distinction between what makes a program cool and what doesn't.

A program really is "cool" when it has:
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. Features appropriate for the program and its target users.
. Aesthetically pleasing look and feel, often in a subtle way.
. Improved usability and flow, without harming performance.

. Alasting good impression—it's just as enjoyable the 100th time as the first.
A program fails to be "cool" when it has:

. Use or abuse of a technology just because it can.
. Features that detract from usability, flow, or performance.
. Isin the user's face, constantly drawing unnecessary attention to itself.

. Afleeting good impression. It might have been fun the first time, but the enjoyment wears off quickly.

Just as in a painter's palette there are no intrinsically good or bad colors, there aren't intrinsically good or bad
capabilities in WPF. Rather, for specific programs and their target users, we believe there are appropriate designs
and inappropriate designs. Truly cool programs use technology because they should, not because they can.

To achieve coolness, start not by thinking about what the technology can do, but by focusing on what your target
users really need. Before adding that “cool" feature, make sure there are clear user scenarios that support it.

Target users

Designing great software boils down to a series of decisions about what functionality you present to the user and
how it is presented. For great software, those decisions must be made based on the goals of the software and its
intended audience. A good design decision must be made for the benefit of the target users—never for yourself,
or because the platform made it easy.

To understand your target users, make a list of their knowledge, their goals, and their preferences. You should
understand their motivation in using your program, how often they will use it, and their work environment. Also,
consider creating user personas, which are fictitious people designed from real data, intended to represent
classes of real users.

Program types

The type of program you are creating also factors into your decisions. Here are the characteristics of some
common program types:

Productivity applications

. Target users: Knowledge workers.

. Goals: Productivity, reduce costs.

. Usage: Used often for long periods of time, possibly all day.

. User expectation: Familiarity, consistency, immediate productivity.

. Appropriate use of WPF: Help users get their work done productively.
. Examples: Microsoft Office, line-of-business applications.

Consumer applications
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. Target users: Consumers.

. Goals: For users, perform a specific set of tasks. For ISVs, to sell well.

. Usage: Used occasionally (perhaps weekly) for short periods of time.

. User expectation: An enjoyable experience that performs targeted tasks well.
. Appropriate use of WPF: Help users perform tasks; some branding.

. Examples: Multimedia reference apps, media players and tools, security tools.
Games

. Target users: Consumers.

. Goals: Entertainment.

. Usage: Used occasionally for moderate periods of time.

. User expectation: An immersive experience.

. Appropriate use of WPF: Custom look, possibly custom interaction.

. Examples: Simple games, online games.
Kiosks

. Target users: Walkup users.

. Goals: Perform a specific task, get information.

. Usage: Once.

. User expectation: Perform task immediately, without learning anything.

. Appropriate use of WPF: Custom look, possibly custom interaction (touch, drag-and-drop), animations for
visual explanations.

. Examples: Airport kiosks, museum kiosks.

IT Pro utilities

. Target users: Developed and used by IT professionals.

. Goals: Perform a task or obtain information quickly.

. Usage: As needed, typically for short periods of time.

. User expectation: Get the job done.

. Appropriate use of WPF: Help IT pro develop and test Uls quickly.

Improving usability

Some design ideas are good simply because they improve usability. Here are some common ways to improve
usability with WPF:

. Model the real world. You can use custom visuals and interactions to make specific controls look and behave

like their real-world counterparts. This technique is best used when users are familiar with the real-world
object, and the real-world approach is the best, most efficient way to perform the task. For example, simple
utilities like calculators just work better when they model their real-world counterparts.
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Show instead of explain. You can use animations and transitions to show relationships, causes, and effects.
This technique is best used to provide information that would otherwise require text to explain or might be
missed by users. For example, a book for young children could animate page turns to show how the controls
work. Normal page turns would be harder for a young child to understand.

Improve affordance. Affordance is a property of an object that suggests how the object is used (as opposed

to using a label to explain it). You can use custom control visuals and animations to suggest how nonstandard
controls are used.

Use natural mapping. Natural mapping is a clear relationship between what the user wants to do and how to

do it. You can use custom appearances and interactions to create natural mappings when the standard
common controls won't do.

. Reduce knowledge. You can use custom interactions to limit the number of ways to perform an operation
and the amount of knowledge required to perform a task.

. Improve feedback. You can use custom control visuals and animations to give feedback to show that
something is being done correctly or incorrectly, or to show progress. For example, the Address bar in
Windows Internet Explorer® shows the progress for loading the page in the background.

. Make objects easier to interact with. Fitts' law states that the effort required to click on a target is
proportional to its distance and inversely proportional to its size. For example, you can use animations to
make objects larger when the pointer is near and smaller when the pointer is far. Doing so makes the objects
easier to click. It also allows you to use screen space more efficiently, by making objects normally smaller.

. Focus. You can use rich layout and custom visuals to emphasize screen elements that are crucial to the task,
and to de-emphasize secondary elements.

Making decisions

Now, let's put all these factors together. Should you use that transition effect idea you have for your program?
Don't start by thinking about the fact that you can do it, or that it's really clever or easy to do. Those factors don't
matter to your target users.

Instead, consider the usability of the feature itself. Does the feature benefit from the transition, perhaps because
it clarifies an object's source or destination? How quick is the transition? Would overall program performance be
harmed?

Consider your target users. Do they perform the task only occasionally and do their time constraints make that
transition annoying? And finally, are such transitions appropriate for your program type? Simple transitions that
aid in usability are appropriate for nearly all programs, whereas complex animations that don't aid in usability are
—at best—suitable for programs intended to entertain users, such as games.

By asking yourself the right questions and giving thoughtful answers, you can use the power of the WPF
appropriately to create a great user experience.

The bottom line

At Microsoft, the four tenets of design are that software should be useful, usable, desirable, and feasible. We
believe that this is the right list, and that it's in the right order. Appropriately applied, Windows Presentation
Foundation helps you better satisfy all four of these tenets.

Guidelines

Theming
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As a general rule, application theming is appropriate for programs where the overall experience is more
important than productivity. Highly themed applications should be immersive, yet only used for short periods of
time. This rule makes theming suitable for games and kiosk applications, but unsuitable for productivity
applications.

However, theming isn't an all-or-nothing deal. You can use customized control visuals for specific controls to give
them a custom look. For branded consumer applications, you can use simple, subtle application theming to
create a sense of brand.

Do:

. Use the standard Windows theme for productivity applications.

. Consider using subtle, brand-related application theming for consumer applications.

. Games and kiosk applications may use heavy application theming to achieve an immersive experience.

. Theme selectively, subtly, and with restraint. Deciding to use a theme doesn't mean that you have to theme
everything or make everything appear radically different.

. If your program models real-world objects, consider using custom visuals to make controls look and behave
like those real-world objects, but only if that real-world approach offers the best, most efficient way to
perform tasks. (This is a very high bar.)

. Consider using theming to emphasize screen elements that are crucial to the task, and de-emphasize
elements that are secondary.

. Have professional graphic artists create your themes. Successful themes require an understanding of color,
focus, contrast, texture, and use of dimension.

Don't:

. Don't theme window non-client areas unless the application is an immersive experience, run at full screen
with no other programs.

. When in doubt, don't theme.
Software branding

In a competitive marketplace, companies brand their products to help differentiate them from the competition.
However, having your programs look and act weird doesn't make for a strong brand identity. Rather, your goal
should be to create a program with charactera€”a product that stands out while fitting in.

Ultimately, users are most impressed by high quality programs that serve their purpose well. They are unlikely to
be impressed by branding that is distracting, or harms usability or performance.

Do:

. Choose good product names and logos, which are the foundation of your brand. Theming isn't.

. Consider having a link to your product's Web site from its About box and Help file. A product Web site is a far
more effective way to sell your brand and support your product than branding within the product itself.

. If you must brand, consider low-impact branding:
o Small, subtle company or product logos, placed out of workflow.

o Small, subtle theme color changes that suggest your company or product colors.
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Don't:

Don't use branding that is distracting or harms usability or performance.

Don't use custom controls for branding. Rather, use custom controls when necessary to create a special
immersive experience or when special functionality is needed.

Don't use animated splash screens for branding. In fact, don't use any splash screens for programs that load
quickly.
Don't use animated logos.

Don't plaster company or product logos on every Ul surface.
o Limit product and company logos to at most two different surfaces, such as the main window or home
page and the About box.

o Limit product and company logos to at most twice on any single surface.

o Limit product and company names to at most three times on any surface.

For more guidelines and examples, see Branding.

Custom controls

The Windows common controls are familiar, consistent, flexible, and accessible. They require no learning from
experienced Windows users and they are the right choice in almost all situations.

That said, common controls work best for the usage patterns they were designed for. For example, before the
slider control became standard, scroll bars were sometimes used instead. But scroll bars are intended for
scrolling documents, not choosing from a continuous range of values. Before the standard slider control, it was a
good idea to use a custom control for this interaction.

Do:

Don't:

3-D

Do:

Don't:
© 2010,

Use custom controls for unusual behaviors that aren't supported by the common controls.
Ensure custom controls support system metrics and colors and respect all user changes to these settings.

Ensure custom controls conform to the Windows accessibility guidelines.

Don't assign nonstandard behaviors to the common controls. Use standard behaviors if you can, and custom
controls only if you must.

Don't underestimate the work required to use custom controls correctly.

Use 3-D graphics to help users visualize, examine, and interact with three-dimensional objects, charts, and
graphics.

Make sure there are clear user scenarios that support the need for 3-D graphics features.
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Don't use 3-D graphics just because you can.

Animations

There are five basic types of animations:

[llustration animations communicate information visually instead of verbally.

Effect animations create interactions to model their real-world counterparts.

Relationship animations show relationships between objects (where objects come from, went to).
Transition animations show major Ul state changes.

Feedback animations show that something is being done correctly or incorrectly, or show processing progress.

The human eye is sensitive to motion, especially peripheral motion. If you use animation to draw attention to
something, make sure that attention is well deserved and worthy of interrupting the user's train of thought.

Animations don't have to demand attention to be successful. In fact, many successful animations are so natural
that users aren't even aware of them.

Do:

[llustration animations

Use illustration animations that have a single interpretation. They have little value if confusing.
Show one thing at a time to avoid overwhelming users.

Play at the optimal speed—not so fast they are difficult to understand, but not so slow they are tedious to
watch.

Gradually increase the speed of repeated animations. Viewers will already be familiar with the animation, so
increasing speed slowly will feel right.

Use timing to emphasize importance, such as slowing down for important parts.

Effect animations

Use effect animations for objects that the user is currently interacting with. Such animations aren't distracting
because the user is already focused on the object.

Minimize use of effect animations that show status. Make sure:
o They have real value by providing additional information users can actually use. Examples include
transient status changes and emergencies.

o They are subtle.
o They are short in duration and therefore not running most of the time.
o They can be turned off.

Keep effect animations low-key so they don't draw too much attention to themselves. Avoid movement or
use small movements, but prefer fades and changes in overlays.

Relationship animations

Must start or end with the selected object. Don't show relationships between objects the user isn't currently
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interacting with.

. Must complete within a half-second or less.
Transition animations

. Use to show relationships between states. Animating state changes makes them easier to understand and
appear smoother.

. Make sure transitions have natural mappings. For example, an opening window transition should be upward
and expand; a closing window transition should be downward and contract.

. Must complete within a half-second or less.
Feedback animations

. Must have clearly identifiable completion and failure states.

« Must stop showing progress when the underlying process isn‘t making progress.
Don't:

. Don't use animations that affect performance noticeably. Consider performance over slow network
connections or when many objects are involved.

. Don't draw attention to things that aren't worthy of attention.
Dynamic behaviors

With WPF, you can use progressive disclosure to show or hide additional information. Progressive disclosure
promotes simplicity by focusing on the essential, yet revealing additional detail as needed.

Progressive disclosure controls are usually displayed without direct labels that describe their behavior, so users
must be able to do the following based solely on the control's appearance:

. Recognize that the control provides progressive disclosure.
. Determine if the current state is expanded or collapsed.
. Determine if additional information, options, or commands are needed to perform the task.

. Determine how to restore the original state, if desired.

While users can determine the above by trial and error, try to make such experimentation unnecessary.

Do:
. Make sure the progressive disclosure mechanism is visible at all times.
. Use the appropriate glyph. Use double or single chevrons for surfaces that slide open to show the remaining
items in hidden content.
. Point the glyph in the right direction. Chevrons point in the direction where the action will occur.
Don't:

. Don't depend upon mouse hover effects to reveal progressive disclosure.
© 2010, Microsoft Corporation. All rights reserved. Page 31 of 882


file:///C|/Users/pmcrae/Desktop/UXGuide/hxs/uxguide/Glossary/Glossary.htm#ProgressiveDisclosure

Direct manipulation

With WPF, you can use direct manipulation to let users interact directly with objects using their mouse, instead
of indirectly with the keyboard, dialog boxes, or menus.

Direct manipulation is a natural way to perform many tasks. It is easy to learn, and convenient to use. But there
are many challenges, the most important being to prevent accidental manipulation of important data.

Do:

. Make direct manipulation visible by:
o Changing the pointer to a hand on mouseover.

o Showing drag handles on object selection.

o Showing movement when an object is dragged, then show appropriate drop targets. Also, clearly
show when an object is successfully dropped or when the drop is cancelled.

o Showing an in-place text box on double selection for renaming.
o Showing most useful properties with tooltips.

. Prevent accidental manipulation by:
o Locking by default objects that are crucial or likely to be manipulated accidentally. Provide a way to
unlock in the object's context menu.

o Providing an obvious way to undo accidental manipulations.

. Make direct manipulation accessible by always providing alternatives.
Don't:

. Don't overuse direct manipulation by providing it where there is very little value. Overuse can lead to a Ul so
fragile that users are reluctant to interact with it.

Hosting in browser
You have the option of hosting your WPF-based program in a browser.
Do:
. Host your program in the browser to navigate from a Web page to your program.
Don't:

. Don't host your program in the browser when:
o Itis used to edit rich content (for example, a word processor).

o It requires multiple windows.

o Itis a background task that would be broken or interrupted if users were to navigate away (for
example, a media player).
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Controls

Here are visual examples of controls in Windows®. Click each image to go to the guidelines article for a particular
control.

Enter PIN

.,El\ﬂllrl' he d dinite

M Caps Lock is on
Having Caps Lock on may cause you to enter your password incorrectly.

You should press Caps Lock to turn it off before entering your password.

Balloons inform users of a non-critical problem or special condition in a control.

Clock
[7] valume
[ Metwork

Power

Check boxes allow users to make a decision between two or more clearly differing choices.

Command buttons allow users to perform an immediate action.

< Browse the Internet now

< Set up a new connection anyway

Command links allow users to make a choice among a set of mutually exclusive, related choices.
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Drop-down lists and combo boxes allow users to make a choice among a list of mutually exclusive values.

Privacy

Store and display a list of recently opened files
Store and display a list of recently opened programs

Group boxes allow users to see relationships among a set of related controls.

Check for updates

Links allow users to navigate to another page, window, or Help topic; display a definition; initiate a command; or
choose an option.

List of valid modes:

15680 by 1050, True Color (32 bit), 60 Hertz -
1680 by 1050, High Color (16 bit), 60 Hertz o

1680 by 1050, 256 Colars, 60 Hertz

1280 by 1024, True Color (32 bit), 60 Hertz
1280 by 1024, High Color (16 bit), 60 Hertz
1280 by 1024, 256 Colors, 60 Hertz

1280 by 800, True Color (32 bit), 60 Hertz
1280 by 800, High Calor (16 hit), 60 Hertz
1280 by 800, 256 Colors, 60 Hertz 57

m

List boxes allow users to select from a set of values presented in a list that is always visible. With a single-selection
list box, users select one item from a list of mutually exclusive values. With a multiple-selection list box, users
select zero or more items from a list of values.
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Name Date taken Tags Size »

[

= Autumn Leaves

m

= Creek

|= Desert Landscape
= Dock

|e=| Forest

|=| Forest Flowers

| Frangipani Flowers

List views allow users to view and interact with a collection of data objects, using either single selection or
multiple selection.

! Found Windows Media Center Extender

Click here for more information,

Notifications inform users of events that are unrelated to the current user activity.

from Pictures (O:WUser..\Pictures) to Pictures (D:9\User...\Pictures)
Calculating time remaining...

Progress bars allow users to follow the progress of a lengthy operation.

¥R DVEIE]E]»b

Progressive disclosure controls allow users to show or hide additional information including data, options, or
commands.

Display as a link
() Display as 2 menu
(7) Don't display this item

Radio buttons allow users to make a choice among a set of mutually exclusive, related choices.
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="Map network drive

Search boxes provide users a way to locate specific objects or text quickly.

Sliders allow users to choose from a continuous range of values.

- B

Spin controls allow users to change incrementally the value within its associated numeric text box.

Download Full Rems
Download Headers and then Full tems

v Download Headers

¥ On Slow Connections Only Download Headers

Woark Offline

398 terns Updating Inbox (257 KEB). |__| | @ Connected to Microsoft Exchange

Status bars display information about the state of the current window, background tasks, or other contextual

information.

Buttons | Pointers | Pointer Options | Wheel I Hardware |
‘ |

Tabs present users with related information on separate labeled pages.
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Display name:

Text boxes allow users to display, enter, or edit a text or numeric value.

i v| @khﬁv Page ~ | Tools =

I Print (Ctrl+P) |

Tooltips label an unlabeled control.

Sizl Share the selected files and folders
with other people on the network.

Infotips describe an object to which the user is pointing.

4 BB Desktop
> E: Jonathan
B |4 Public
4 M Computer
I» —a Local Disk (C:)
[» a Mew Volume (D:)
b i3 DVD Drive (F:)
8 My Sharing Folders
[ @ Metwork
> @ Control Panel
2 Recycle Bin
| Mew Folder

Tree views allow users to view and interact with a hierarchically arranged collection of objects, using either single
selection or multiple selection.
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Balloons

Is this the right control?
Usage patterns
Guidelines
When to display
How long to display
How to display
Password and PIN text boxes
Other text boxes
Interaction
Icons
Accessibility
Text
Documentation

A balloon is a small pop-up window that informs users of a non-critical problem or special condition in a control.

Password: sesasens —f Owner control
Tail HAN

Title #-Caps Lock is on
Having Caps Lock on may cause you to enter your password incorrectly.
Body text Press Caps Lock to turn it off before entering your password,
h i

A typical balloon.

Balloons have an icon, a title, and body text, all of which are optional. Unlike tooltips and infotips, balloons also
have a tail that identifies their source. Usually the source is a control—if so, it is referred to as the owner control.

While balloons inform users of non-critical problems, they don't prevent problems—although the owner control
might. Any unhandled problems must be handled by the owner user interface (Ul) when users attempt to commit
to the action.

Balloons are usually used with text boxes, or controls that use text boxes for changing values, such as combo
boxes, list views, and tree views. Other kinds of controls are sufficiently well constrained, and don't need the
additional feedback balloons afford. Furthermore, if there is a problem with other types of controls, it often
involves inconsistency between multiple controls—a situation for which balloons aren't suitable. Only text-entry
controls are both unconstrained and a common source of single-point errors.

A natification is a specific type of balloon displayed by a notification area icon.

Note: Guidelines related to notifications, tooltips and infotips, and error messages are presented in separate
articles.

Is this the right control?

To decide, consider these questions:

. Does the information describe a problem or special condition? If not, use another control. Don't use balloons to display supplemental

information for a control; consider using static text, infotips, progressive disclosure, or prompts instead.

. Can the problem or special condition be detected immediately—either on input or when the owner control loses input focus? If

not, use an error message displayed in a task dialog or message box.

. For problems, is the problem critical? If so, use an error message displayed in a task dialog or message box. Such error

messages require interaction (which is suitable for critical errors), whereas balloons don't.

© 2010, Microsoft Corporation. All rights reserved.

Page 38 of 882


file:///C|/Users/pmcrae/Desktop/UXGuide/hxs/uxguide/Glossary/Glossary.htm#OwnerControl
file:///C|/Users/pmcrae/Desktop/UXGuide/hxs/uxguide/Glossary/Glossary.htm#SinglePointError
file:///C|/Users/pmcrae/Desktop/UXGuide/hxs/uxguide/Glossary/Glossary.htm#StaticText
file:///C|/Users/pmcrae/Desktop/UXGuide/hxs/uxguide/Glossary/Glossary.htm#Infotip
file:///C|/Users/pmcrae/Desktop/UXGuide/hxs/uxguide/Glossary/Glossary.htm#ProgressiveDisclosure
file:///C|/Users/pmcrae/Desktop/UXGuide/hxs/uxguide/Glossary/Glossary.htm#Prompt
file:///C|/Users/pmcrae/Desktop/UXGuide/hxs/uxguide/Glossary/Glossary.htm#TaskDialog
file:///C|/Users/pmcrae/Desktop/UXGuide/hxs/uxguide/Glossary/Glossary.htm#MessageBox

. For special conditions, is the condition valid yet likely to be unintended? If so, balloons are appropriate. For conditions not valid, it
is better to prevent them in the first place. For likely intended conditions, there is no need to do anything.

. Can the problem or special condition be expressed concisely? If not, use another control. Balloons can't have detailed explanations
or provide supplemental information.

. Does the information describe the control currently being hovered over? If so, use a tip instead, unless users may need to interact
with the message.

. Is the information related to the user's current activity? If not, consider using a notification or dialog box instead. Users are likely
to overlook balloons outside the current activity, and, by default, balloons time out after 10 seconds.

. Does the information come from a single, specific source? If a problem or condition has multiple sources or no specific source, use
an in-place message or a dialog box instead.

Incorrect:

Connect to Jonathan Iilﬁ

Connecting to Jonathan

User name: 7 Robert hd

Password: TIITIIL)

[T Remember my password |

&9 Logon unsuccessful:
Windows is unable to log you on.
Be sure that your user name and

password are correct,

In this example, the problem could be with the user name or the password, but reporting the problem with a
balloon visually suggests that only the password is the problem. Consequently, the feedback from entering an
incorrect user name is misleading.

Balloons are an alternative to infotips, dialog boxes, and in-place messages. In contrast to tooltips and infotips:

. Balloons can be displayed independently of the current pointer location, so they have a tail that indicates their source.
. Balloons have a title, body text, and an icon.
. Balloons can be interactive, whereas it is impossible to click on a tip.

In contrast to modal dialog boxes:

. Balloons don't steal input focus or require interaction.
. Balloons identify a single, specific source. Modal dialogs can have multiple sources, or no specific source at all.

In contrast to in-place messages:

. Balloons are more noticeable.
. Balloons don't require available screen space or the dynamic layout that is required to display in-place messages.

. Balloons remove themselves automatically after a timeout.

Usage patterns

Balloons have these usage patterns:

© 2010, Microsoft Corporation. All rights reserved. Page 39 of 882


file:///C|/Users/pmcrae/Desktop/UXGuide/hxs/uxguide/Glossary/Glossary.htm#InPlace

Input problem  Using balloons for error messages doesn't steal input focus, yet is still very noticeable if the owner control has

A non-critical input focus. To correct the problem, the user may have to change or reenter the input; but if the owner control
user input ignores incorrect input, the user may not have to make any changes at all. Because the problem isn't critical, no
problem coming error icon is necessary.
from a single
owner control,
usually a text Enter PIN
box.

,_DJ\.«...-+ |, [

Incorrect character Windows

Anumber is the only valid character here,

A balloon used to report a non-critical user input problem.

Special condition Use balloons to prevent frustration by alerting users of special conditions as soon as they happen (for example,
The owner exceeding maximum input size or setting Caps Lock on by mistake). It is important to give such feedback without
controlisina stealing input focus or forcing interaction because these conditions might be intentional. These balloons are
state that affects especially important for password and PIN boxes, where users are otherwise working with minimal feedback.
input. This state  These balloons have a warning icon.

is likely

unintended and

the user may not Enter PIN

realize input is

affected. _Ql\-.
} uet he d dinite

/A, Caps Lock is on
Having Caps Lock on may cause you to enter your password incorrectly.

Press Caps Lock to turn it off before entering your password.

A balloon used to report a special condition.

Guidelines
When to display

. Display the balloon as soon as the problem or special condition is detected, even if repeatedly, without any noticeable delay.
o For problems involving individual characters or the maximum input size, display the balloon immediately on input.

o For problems involving the input value (including requiring a non-blank value), display the balloon when the owner control loses
input focus. Otherwise, displaying balloons while users are entering potentially valid input can be distracting and annoying.

. Display only one balloon at a time. Displaying multiple balloons can be overwhelming. If a single event results in multiple problems,
either present all the problems at once or report only the most important problem.

Incorrect:

Incorrect character
Anumber is the only valid character here,

N

[\ Caps Lock is on
Having Caps Lock on may cause you to enter your password incorrectly.

Press Caps Lock to turn it off before entering your password.
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In this example, two problems are incorrectly presented at the same time.

How long to display

. Remove a balloon when:
o The problem is resolved or special condition is removed.

o The user enters valid data (for input problems).

o The balloon times out. By default balloons remove themselves after 10 seconds, although users can change this by modifying the
SPI_MESSAGEDURATION system parameter.

. Remove the timeout if users can't continue until the problem is resolved. Developers: In Win32, you can set the display time with the
TTM_SETDELAYTIME message.

How to display
. Display balloons below their owner control. Doing so allows users to view the context, including the owner control and its

label. Microsoft® Windows® automatically adjusts balloon positions so that they are completely on screen. The default behavior is
to display a balloon above its owner control, as done with notifications.

Correct:

[ Reset Password lﬂ]

MNew password: |

N

M\ Caps Lock is on
Having Caps Lock on may cause you to enter your password incorrectly.

Confirm new password:

Press Caps Lock to turn it off before entering your password,

Incorrect:
M\ Caps Lock is on
Having Caps Lock on may cause you to enter your password incorrectly,
Reset Password
Press Caps Lock to turn it off before entering your password,

Mew password: . —H/

Confirm new password:

In the incorrect example, the balloon is awkwardly displayed above its owner control.

Password and PIN text boxes

. Use a balloon to indicate that Caps Lock is on, using the text in the following example:
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Credertial type
A Windows logon cre{ 44 Caps Lo ck is on
Having Caps Lock on may cause you to enter your PIN incorrectly
o Press Caps Lock to turn it off before entering your PIM,
i@ A Web site or progran

1

In this example, a balloon indicates that Caps Lock is on in a PIN text box.

. Use a balloon to indicate when users attempt to exceed the maximum input size. Reaching the maximum input size is much less
obvious in password and PIN text boxes than ordinary text boxes.

Ea—

The PIN code may not have more than 4 digits

13

In this example, a balloon indicates that the user is attempting to exceed the maximum input size.

. Use a balloon to indicate when users input incorrect characters. However, it is better not to have such restrictions because they reduce
the security of the password or PIN. To prevent information disclosure, the balloon should mention only documented facts about

valid passwords or PINs.

N I

Only numbers are accepted for your PIN code
Please select a 4 digit number cnly PIN code and try again.

13

In this example, a balloon indicates that the PIN requires numbers.

Other text boxes

. Consider using a balloon to indicate when users attempt to exceed the maximum input size for critical, short text boxes aimed
at novice users. Examples include user names and account names. Text boxes beep when users attempt to exceed the maximum input,

but novice users might not understand the meaning of the beep.
For example: "Kit ‘ I

Computer” The computer name can be at most 14 characters
Full computer name: JOMATHAM mic

Computer description: Jonathan Cu:umpl_rt)ej\

Domain: microsoft.com | | l"

In this example, a balloon indicates that the user attempted to exceed the maximum input size.

Interaction

. When users click a balloon, just dismiss the balloon without displaying any other Ul or having any other side effect.
Unlike notifications, balloons shouldn't have close buttons.

Icons
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. Choose the icon based on the usage pattern:

| Pattern | Icon

|Input problem ’No icon. Not using an error icon here is consistent with the Windows tone guidelines.

|Specia| condition ’The standard 16x16 pixel warning icon.

Accessibility

When used properly, balloons enhance accessibility. For balloons to be accessible:

Text

Only display balloons that relate to the user's current activity.

Keep the balloon text concise. Doing so makes the balloon text easier to read for users with low vision, and minimizes the
interruption when read by screen readers.

Redisplay the balloon whenever the problem or condition recurs.

Title text

Use title text that briefly summarizes the input problem or special condition in clear, plain, concise, specific language. Users should be
able to understand the purpose of the balloon quickly and with minimal effort.

Use text fragments or complete sentences without ending punctuation.
Use sentence-style capitalization.

Use no more than 48 characters (in English) to accommodate localization. The title has a maximum length of 63 characters and
must be able to expand by at least 30 percent to accommodate localization.

Body text

Use the first sentence of the body text to state the problem or condition in a way that is clearly relevant to the user. Don't repeat the
information in the title. Omit this if there is nothing more to add.

Use the second sentence to state what the user can do to resolve the problem or revert the state. In accordance with the Style
and Tone guidelines, there's no need to use the word Please in this statement. Put two line breaks between the first and second
sentences.

N

A\ The title briefly summarizes the input problem or special condition in clear, plain,

concise, specific language
The first sentence states the problem or condition. but omit this if there is nothing more to add.

The second sentence states what the user can do to resclve the problem or revert the state. but omit if there is
nething for the user to de.

This example shows the standard balloon text layout.

Explain how to resolve the problem or revert the state even if that explanation is obvious, but omit redundancy between the
problem statement and its resolution. Exceptions:
o Omit the resolution if it can't be expressed concisely or without significant redundancy.

o Omit the resolution if there is nothing for the user to do, such as when incorrect characters are ignored.
Use complete sentences with ending punctuation.
Use sentence-style capitalization.

Use no more than 200 characters (in English) to accommodate localization. The body text has a maximum length of 255 characters and
must be able to expand by at least 30 percent to accommodate localization.
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Documentation
When referring to balloons:

. Use the exact title text, including its capitalization.
. Refer to the component as a balloon, not as a notification or an alert.
. When possible, format the title text using bold text. Otherwise, put the title in quotation marks only if required to prevent confusion.
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Check Boxes

Is this the right control?
Usage patterns
Guidelines
General
Don't show this <item> again
Subordinate controls
Default values
Recommended sizing and spacing

Labels

Documentation

With a check box, users make a decision between two clearly opposite choices. The check box label indicates the
selected state, whereas the meaning of the cleared state must be the unambiguous opposite of the selected
state. Consequently, check boxes should be used only to toggle an option on or off or to select or deselect an

item.

V| Clods
Wolume
| Netwark

ST

A typical group of check boxes.

Note: Guidelines related to layout are presented in a separate article.

Is this the right control?

To decide, consider these questions:

Is the check box used to toggle an option on or off or to select or deselect an item? If not, use another control.

Are the selected and cleared states clear and unambiguous opposites? If not, use radio buttons or a drop-down list so that you
can label the states independently.

When used in a group, does the group comprise independent choices, from which users may choose zero or more? If not,
consider controls for dependent choices, such as radio buttons and check box tree views.

When used in a group, does the group comprise dependent choices, from which users must choose one or more? If so, use a
group of check boxes and handle the error when none of the options are selected.

Is the number of options in a group 10 or fewer? Since the screen space used is proportional to the number of options, keep the
number of check boxes to 10 or fewer. For more than 10 options, use a check box list.

Would a radio button be a better choice? Where check boxes are suitable only for turning an option on or off, radio buttons can
be used for completely different options. If both solutions are possible:
o Use radio buttons if the meaning of the cleared check box isn't completely obvious.

Incorrect:
| Landscape
In this example, the opposite choice from Landscape isn't clear, so the check box isn't a good choice.

Correct:
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@ Landscape
Portrait

In this example, the choices are not opposites so radio buttons are the better choice.

o Use radio buttons on wizard pages to make the alternatives clear, even if a check box is otherwise acceptable.

o Use radio buttons if you have enough screen space and the options are important enough to be a good use of that screen
space. Otherwise, use a check box or a drop-down list.

Incorrect:

@ Show this again

Don't show this again

In this example, the options aren't important enough to use radio buttons.
Correct:
| Don't show this message again
In this example, a check box is an efficient use of screen space for this peripheral option.

o Use a check box if there other check boxes on the window.

. Does the option present a program option, rather than data? The option's values shouldn't be based on context or other data.
For data, use a check box list or multiple-selection list.

Usage patterns

Check boxes have several usage patterns:

An individual
choice

A single check
box is used to

| Remind me one week before this change cccurs

A single check box is used for an individual choice.

select an

individual

choice.

Independent Unlike single-selection controls such as radio buttons, users can select any combination of options in a group of
choices (zeroor  check boxes.

more)

A group of check )

boxes is used to Formatting

select from a set Ignore colors specified on webpages

gﬁ;izf&or more | Ignore font styles specified on webpages

| Ignore font sizes specified on webpages

A group of check boxes is used for independent choices.
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Dependent You may need to represent a selection of one or more dependent choices. Because Microsoft® Windows®
choices (one or  doesn't have a control that directly supports this type of input, the best solution is to use a group of check boxes
more) and handle the error when none of the options are selected.

A group of check

boxes can also

be used to select  Protocols (zelect one or more):

from a set of one TCP

or more choices. [F] UDP

A group of check boxes is used where at least one protocol must be selected.

Mixed choice _
. [ —onlv

In addition to Attributes: [l Read-only

their selected

and cleared A mixed-state check box.

states, check
boxes also have
a mixed state for
multiple
selection to
indicate that the
option is set for
some, but not
all, objects.

Guidelines
General

. Group related check boxes. Combine related options and separate unrelated options into groups of 10 or fewer, using multiple
groups if necessary.

Paginaticn
Widnw,"ﬂrphan control DKeep with next
[ Keep lines together [[1Page break before

[] Suppress line numbers
[C] Don't hyphenate

An example of groups of related, independent options.

. Reconsider using group boxes to organize groups of check boxes—this often results in unnecessary screen clutter.

. List check boxes in a logical order, such as grouping highly related options together or placing most common options first, or
following some other natural progression. Alphabetical ordering isn't recommended because it is language dependent, and
therefore not localizable.

. Align check boxes vertically, not horizontally. Horizontal alignment is harder to read.

Correct:

Use large icons
| Show shadows under menus

| Show window contents while dragging

In this example, the check boxes are correctly aligned.
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Incorrect:

Formatting

[7] Use large icons [¥] Show shadows under menus [¥] Show window contents while dragging

In this example, the horizontal alignment is harder to read.

. Don't use the mixed state to represent a third state. The mixed state is used to indicate that an option is set for some, but not all,
child objects. Users shouldn't be able to set a mixed state directly—rather the mixed state is a reflection of the child objects. The
mixed state isn't used as a third state for an individual item. To represent a third state, use radio buttons or a drop-down list
instead.

Incorrect:

[H| Theme service

In this example, the mixed state is supposed to indicate that the Theme service isn't installed.

Correct:

Theme service :

Mot installed l:]
Enabled

Dhizabled
Nn‘-g__nstalled

In this example, users can choose from a list of three clear options.

. Clicking a mixed state check box should cycle through all selected, all cleared, and the original mixed states. For forgiveness, it's
important to be able to restore the original mixed state because the settings might be complex or unknown to the user.
Otherwise, the only way to restore the mixed state with confidence would be to cancel the task and start over.

. Don't use check boxes as a progress indicator. Use a progress indicator control instead.

Incorrect:
Removing program...
Shutting down program
Removing program files
[] Rernoving registry settings
[ Removing desktop and Start menu itermns

In this example, check boxes are used incorrectly as a progress indicator.

Correct:

Removing program...

[— ——

Example of a typical progress bar.

. Show disabled check boxes using the correct selection state. Even though users can't change them, disabled check boxes convey
information so they should be consistent with results.

Incorrect:
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Windows can read and highlight this list of tools automatically. Press the spacebar to select the
highlighted opticn.

Always read this section aloud Always scan and highlight each opticn

In this example, the "Always read this section aloud" option should be cleared because the section isn't read when
the option is disabled.

. Don't use the selection of a check box to:
o Perform commands.

o Display other windows, such as a dialog box to gather more input.

o Dynamically display other controls related to the selected control (screen readers cannot detect such events).
Don't show this <item> again

. Consider using a Don't show this <item> again option to allow users to suppress a recurring dialog box only if there isn't a
better alternative. Try to determine beforehand if users really need the dialog; if they do, always show the dialog, and if they
don't, eliminate the dialog.

For more guidelines and examples, see Dialog Boxes.

Subordinate controls

. Place subordinate controls to the right of or below (indented, flush with the check box label) the check box and its label. End the
check box label with a colon.

[ Use the following method to smooth edges of screen fonts:

ClearTur
Liear | ype

In this example, the check box and its subordinate control share the check box label and its access key.

. Leave dependent editable text boxes and drop-down lists enabled if they share the check box's label. When users type or paste
anything into the box, select the corresponding option automatically. Doing so simplifies the interaction.

[ Header and footer — %

Header and footer

Use a header: | Check boxes
[ Use a footer:

Preview

[ Type the document title ]

In this example, entering a header or footer automatically selects the option.

. If you nest check boxes with radio buttons or other check boxes, disable these subordinate controls until the high-level option is
selected. Doing so avoids confusion about the meaning of the subordinate controls.

. Make subordinate controls to a check box contiguous with the check box in the tab order.
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. If selecting an option implies selecting subordinate check boxes, explicitly select those check boxes to make the relationship
clear.

Incorrect:
Filter web content

Choose a web restriction level

@ Highest restriction - Only websites on the Allowed websites list
() High restriction - Kids websites only

() Medium Restriction

{7) Low Restriction

() Custom
Check the content you want to block

How do these categories work?

Alcohol Pornography
BEomb making Sex education
Drrugs Tobacco
Gambling Veapons
Hate speech Veb e-mail
Mature content Web chat

In this example, the subordinate check boxes aren't selected.

Correct:

Filter web content

Choose a web restriction level
(@ Highest restriction - Only websites on the Allowed websites list
(7} High restriction - Kids websites anly
() Medium Restriction
() Low Restriction

(™) Custom

Check the content you want to block

How do these categories work?

Alcohol Pornography
Bomb making Sex education
Drugs Tobacco
Gambling Weapons
Hate speeach Web e-mail
Mature content Web chat

In this example, the subordinate check boxes are selected, making their relationship to the selected option clear.

. Use dependent check boxes if the alternatives add unnecessary complexity. While check boxes should be independent options,
sometimes alternatives such as radio buttons add unnecessary complexity.

Correct:
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Effects

@ Mo strikethrough 9 Mo effect

_! Strikethrough _ Shadow or outline
! Double strikethrough Shadow

@ Mo super or subscript I Ermboss

) Superscript ) Engrave

) Subscript

In this example, the use of radio buttons is accurate, but creates unnecessary complexity.

Better:
Effects
[¥] Strikethrough [V Shadow
[ Double strikethrough [] Outline
[] Superscript [[]Emboss
[ Subscript [T Engrave

In this example, the use of check boxes is simpler and allows users to focus on selecting the desired options
instead of on their complex relationship.

Important: Apply this guideline only in extremely rare circumstances, when showing the dependencies adds significant
complexity without adding clarity. In the previous example, it is unlikely that users would attempt to choose both superscript and
subscript, and if they did, it would be easy to understand that they were exclusive options.

Default values

. Ifacheck box is for a user option, set the safest (to prevent loss of data or system access), most secure and private state by
default. If safety and security aren't factors, select the most likely or convenient value.

Recommended sizing and spacing

Sample label:
3 DLUs (5 pixels) sog 000

4 DLUs (7 pixels) - elected opticn
s ixels) -
P [T Unselected option

[|Checki I 10 DLUs (17 pixels)

Recommended sizing and spacing for check boxes.
Labels

Check box labels

. Label every check box.
. Assign a unique access key to each label. For guidelines, see Keyboard.
. Use sentence-style capitalization.

. Write the label as a phrase or an imperative sentence, and use no ending punctuation.
o Exception: If a check box label also labels a subordinate control that follows it, end the label with a colon.

. Write the label so that it describes the selected state of the check box.
. For a group of check boxes, use parallel phrasing and try to keep the length about the same for all labels.

© 2010, Microsoft Corporation. All rights reserved. Page 51 of 882


file:///C|/Users/pmcrae/Desktop/UXGuide/hxs/uxguide/Glossary/Glossary.htm#AccessKey
file:///C|/Users/pmcrae/Desktop/UXGuide/hxs/uxguide/Interaction/keyboard/keyboard.htm
file:///C|/Users/pmcrae/Desktop/UXGuide/hxs/uxguide/Glossary/Glossary.htm#SentenceCaps

. For a group of check boxes, focus the label text on the differences among the options. If all the options have the same
introductory text, move that text to the group label.

. Use positive phrasing. Don't phrase a label so that selecting a check box means not to perform an action.
o Exception: Don't show this <item> again check boxes.
Incorrect:

Turn off System Restore cn all drives

In this example, the option doesn't use positive phrasing.

. Describe just the option with the label. Keep labels brief so it's easy to refer to them in messages and documentation. If the option
requires further explanation, provide the explanation in a static text control using complete sentences and ending punctuation.

Note: Adding an explanation to one check box in a group doesn't mean that you have to provide explanations for
all check boxes in the group. Provide the relevant information in the label if you can, and use explanations only
when necessary. Don't merely restate the label for consistency.

| Hide modes that this monitor cannot display

Clearing this check box allows you to select display modes that this
moniter cannet display correctly. This may lead to an unusable display
or damaged hardware.

In this example, a check box label has additional explanatory text beneath it.

. If an option is strongly recommended, consider adding "(recommended)" to the label. Be sure to add to the control label, not the
supplemental notes.

. If you must use multi-line labels, align the top of the label with the check box.

. Don't use a subordinate control, the values it contains, or its units label to create a sentence or phrase. Such a design isn't
localizable because sentence structure varies with language.

Incorrect:

| Create a computer account in the domain

In this example, the text box is incorrectly placed inside the check box label.

Check box group labels

. Use the group label to explain the purpose of the group, not how to make the selection. Assume that users know how to use check
boxes. For example, don't say "Select any of the following choices".

. End each label with a colon.
. Don't assign an access key to the label. Doing so isn't necessary and it makes the other access keys harder to assign.
. For a selection of one or more dependent choices, explain the requirement on the label.

Correct:

Protocols:
TCP
] UDP

In this example, users might think that they can only make one selection.

Better:
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Protocols (select one or more):
V] TCP
[ uDP

In this example, it's clear that users can make more than one selection.

Documentation
When referring to check boxes:

Use the exact label text, including its capitalization, but don't include the access key underscore or colon. Include the word check
box.

. Refer to a check box as a check box, not option, checkbox, or just box, because box alone is ambiguous for localizers.

. To describe user interaction, use select and clear.
. When possible, format the label using bold text. Otherwise, put the label in quotation marks only if required to prevent confusion.

Example: Select the Underline check box.
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Command Buttons

Is this the right control?
Design concepts
Usage patterns
Guidelines
General
Split buttons
Default values
Recommended sizing and spacing
Labels
Documentation

With a command button, users initiate an immediate action.
Ok

A typical command button.

The default command button is invoked when users press the Enter key. It is assigned by the developer, but any
command button becomes the default when users tab to it.

Note: Guidelines related to layout are presented in a separate article.

Is this the right control?
To decide, consider these questions:

. Is the command button used to initiate an immediate action? If not, use another control.

. Would a link be a better choice? Use a link if:
o The action is to navigate to another page, window, or Help topic.
Exception: Wizard navigation uses Back and Next command buttons.

o The command is embedded in a body of text.

o The command is secondary in nature. That is, it does not relate to the primary purpose of the window. In this case, either a
lightweight command button or link would be appropriate.

o The command is part of a menu or group of related links.
o The label is lengthy, consisting of five or more words, thus giving a command button an awkward appearance.

. Would a combination of radio buttons and generic command buttons be a better choice? Often radio buttons are used in
conjunction with generic command buttons (OK, Cancel) in place of a set of specific command buttons when any of the following
are true:

o There are five or more possible actions.

o Users need to view additional information before making a decision.
o Users need to interact with the choices (perhaps to see additional information) before making a decision.

o Users view the choices as options instead of different commands.

Correct:
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g# Windows Firewall Settings ﬁ

General | Exceptions | Advanced

Windows Firewall can help prevent hackers or malicious software from gaining
access to your computer through the Internet or a network.

l@ @ On (recommended)

This setting blocks all outside sources from connecting to this
computer, except for those unblodked on the Exceptions tab.

'@ ) Off (not recommended)

Awoid using this setting. Turning off Windows Firewall will make this
computer more vulnerable to hadkers or malicious software,

Tell me more about these settings

In this example, radio buttons are combined with OK and Cancel buttons to provide additional information about

the options.

Incorrect:

@ Windows Firewall Settings ﬁ

Windows Firewall can help prevent hackers or malicious software from gaining
access to your computer through the Internet or a network.

| on || off || Ccancl

In this example, command buttons alone make it difficult for users to make an informed decision.

Note: For a detailed comparison, review Command Buttons vs. Links.

Design concepts
Using ellipses
While command buttons are used for immediate actions, more information might be needed to perform the

action. Indicate a command that needs additional information (including confirmation) by adding an ellipsis at
the end of the button label.

Print...

In this example, the Print... command displays a Print dialog box to gather more information.

Print

By contrast, in this example the Print command prints a single copy of a document to the default printer without
any further user interaction.
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Proper use of ellipses is important to indicate that users can make further choices before performing the
action, or even cancel the action entirely. The visual cue offered by an ellipsis allows users to explore your

software without fear.

This doesn't mean you should use an ellipsis whenever an action displays another window—only when
additional information is required to perform the action. Consequently, any command button whose implicit
verb is to "show another window" doesn't take an ellipsis, such as with the commands About, Advanced, Help
(or any other command linking to a Help topic), Options, Properties, or Settings.

Generally, ellipses are used in user interfaces to indicate incompleteness. Commands that show other windows
aren't incomplete—they must display another window and additional information isn't needed to perform their
action. This approach eliminates screen clutter in situations where ellipses have little value.

Note: When determining if a command button needs an ellipsis, don't use the need to elevate privileges as a
factor. Elevation isn't information needed to perform a command (rather, it's for permission) and the need to
elevate is indicated with the security shield.

If you do only one thing...

Use a concise, specific, self-explanatory label that clearly describes the action that the command button
performs, and use an ellipsis when appropriate.

Usage patterns

Command buttons have several usage patterns:

Standard command
buttons

You can use standard
command buttons to
initiate an immediate
action.

Default command buttons
The default command
button in a window
indicates the command
button that will be
activated when users press
the Enter key.

Lightweight command
buttons

A lightweight command
button is similar to a
standard command button,
except its button frame is
shown only on mouse
hover.

Menu buttons

Use a menu button when
you need a menu for a
small set of related
commands.
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Yes

A standard command button.

Yes

A default command button.

Any command button becomes the default when users tab to it. If the input focus is on a control that isn't a
command button, the command button with the default button attribute becomes the default. Only one
command button in a window can be the default.

j'ng-'rJ Print... ;;,d F‘rirt\.%

In this example, the command has a very lightweight appearance (similar to a link) until the user hovers over the
command, at which point it is drawn with a button frame.

You can use lightweight command buttons in situations where you would use a standard command button, but
you want to avoid always showing the button frame. Lightweight command buttons are ideal for commands that
you want to underemphasize and using a link wouldn't be appropriate.

k‘ Font...

Paragraph...
Tabs...
Language...
Frame...

Style...
Highlight

Page 56 of 882



A menu button with a small set of related commands.

Use a menu button when a menu bar is undesirable, such as in a dialog box, toolbar, or other window that
doesn't have a menu bar. A single downward-pointing triangle indicates that clicking the button will drop down a
menu.

Split buttons Open ||
Use a split button to ’
consolidate a set of

variations of a command,

especially when one of the
commands is used most of  Like @ menu button, a single downward-pointing triangle indicates that clicking the rightmost portion of the

the time. button will drop down a menu.

A collapsed split button.

| Open |v

Open

Open and repair

Show previous versions

A dropped-down split button.

In this example, a split button is used to consolidate six variations of the Open command. The regular Open
command is used most of the time, so users normally don't need to see the other commands. Using a split button
saves a significant amount of screen space, while also providing powerful choices.

Unlike a menu button, clicking the left portion of the button performs the action on the label directly. Split
buttons are effective in situations where the next action with a specific tool is likely to be the same as the last
action. In this case, the label is changed to the last action, as with a color picker:

-]

In this example, the label is changed to the last action.

Browse buttons Dialog boxes launched by a Browse button help users select files, folders, computers, users, colors, and so on.
Use a browse button to They are typically combined with an unconstrained control such as a text box. They're usually labeled Browse,
display a dialog box to help  Other, or More, and always have an ellipsis to indicate that more information is required.

users select a valid value.
File name: Browse...

A text box with a Browse button.

For windows that have many Browse buttons, you can use a short version:

A short browse button.
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Progressive disclosure
buttons

Use a progressive
disclosure button to show
or hide infrequently used
options.

Directional buttons
Use a directional button to

Hiding infrequently used options until they are needed is called progressive disclosure. Double chevrons are used
to indicate progressive disclosure, and they point in the direction in which the revealing or hiding will take place:

After the button is clicked, its label changes to indicate that the next click will have the opposite effect:

For more information and examples, see Progressive Disclosure Controls.

In this case, a single angle bracket is used instead of a double chevron:

indicate the direction in
which an action will take Awvailable toolbar buttons: Cument toolbar buttons:
place. | Separator | - 5\ Feeds -
—| Read Mai iy Prirt 8
= Reset
Jﬁ' SiZE - -;lc' Page
= L Add -= L=
aﬂ$ Encoding - i0F Tools
/ Edit - Remaove @ Help -
*" Cut £ i, Research
52 Copy Separator 2
B Fo i} .
1 } 4 k Maove down

A directional button indicates the direction of action.

Guidelines

General
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Display a busy pointer if the result of clicking a command button isn't instantaneous. Without feedback, users might assume that
the click didn't happen and click again.

If the same command button appears in more than one window, try to use the same label text and access key, and locate it
in approximately the same place in each window when practical.

For command buttons with text labels, use a minimum button width and the standard command button height. For
more information, see Recommended sizing and spacing.

For each window make the command buttons the same width. If that's impractical, limit the number of different widths for
command buttons with text labels to two.

When another control interoperates with a command button, such as a text box with a Browse button, denote the relationship
by placing the command button in one of three places:
o To the right of and top-aligned with the other control.

o Below and left-aligned with the other control.
o Vertically centered between controls that interoperate (such as Add and Remove buttons between two interoperating list boxes).

If multiple command buttons interoperate with the same control, vertically stack them to the right of and top-aligned with the
other control, or horizontally place them left-aligned under the control.

When command buttons are subordinate to other controls, use the above placement and disable the subordinate command
button until the superior control is selected.

Don't use narrow, short, or tall command buttons with text labels because they tend to look unprofessional. Try to work with
the default widths and heights.

Correct:
| ok |

In this example, the button size is standard and looks professional.

Incorrect:
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QK

In this example, the button is too small.

Incorrect:

0K

In this example, the button has too much space around the label.

. Avoid combining text labels and graphics on command buttons. Combining text and graphics usually adds unnecessary visual
clutter and does not improve the user's comprehension. Consider combining text and graphics only when the graphic aids
in comprehension, such as when it is a standard symbol for the command or it helps users visualize the results of the
command. Otherwise, prefer text, but use either text or graphics.

Correct:

f:*: Rotate frame

In this example, the arrow graphic helps users visualize the results of the command.

Correct:
@Back @Fumard X | Stop | #4 | Refresh | fij; | Home

In this example, standard symbols are combined with text to aid comprehension

Incorrect:

75 cancel

In this example, the cancel graphic adds nothing to the text.
. Don't use command buttons to set state. Use radio buttons or check boxes instead. Command buttons are only for initiating actions.

Split buttons

. Make the most likely command the default behavior. If there is more than one likely command, choose one that doesn't
require additional information.

. If the most likely command is the last user selection, change the button label to the last selection.

. Display the default command using bold text in the menu. Doing so makes it easier for users to find the default command,
especially when the default command is dynamic or the split button uses a graphic instead of a text label.

Default values

. Include a default command button on every dialog box. Select the safest (to prevent loss of data or system access) and most
secure command to be the default. If safety and security aren't factors, select the most likely or convenient command.
. Don't make a destructive action the default command button unless there is an easy way to undo the command.

Recommended sizing and spacing
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Actual control size:

30 DLUs (75 pixels)

] 14 DLUs (23 pixels)
i ] [ Cancel ]:I: 14 DLUs (23 pixels) I:: E rl |:-_E| 5 (23 pixels

*'4 DLUs (6 pixels) |

l

Visible size: The visible size is smaller than the
49 DLUs (73 pixel control size because there is a
s (73 pixels) transparent 1 pixel border around the
outside of the control.

S

oK Cancel | [ 13DLUs (21 pixels)

5
3 DLUs (8 pixels)

Recommended sizing and spacing for command buttons.
Labels

. Label every command button.

. If the button has a graphic label only, assign its Name property to an appropriate text label. This enables assistive technology
products such as screen readers to provide users with alternative information about the graphic.

| |
This example shows graphic buttons; internally, these buttons are labeled Previous, Next, and Copy.

. For short browse buttons (labeled "..."), the internal label should be Browse.

. Assign a unique access key. For guidelines, see Keyboard.

Exceptions:

o Don't assign access keys to OK and Cancel buttons, because Enter is the access key for the default button (which is usually the OK
button), and Esc is the access key for Cancel. Doing so makes the other access keys easier to assign.

o Don't assign access keys to short browse buttons (labeled "..."), because they can't be assigned uniquely.

. Prefer specific labels over generic ones. Ideally users shouldn't have to read anything else to understand the label. Users are far
more likely to read command button labels than static text.
o Exception: Don't rename the Cancel button if the meaning of cancel is unambiguous. Users shouldn't have to read all the buttons to
determine which button cancels an action. However, rename Cancel if it is unclear what action is being canceled, such as when there
are several pending actions.

Acceptable:
| oK || Cancel |

In this example, OK and Cancel are acceptable but unspecific labels.

Better:
| BumcCD || Cancel |

In this example, Burn CD is more specific than OK.

Incorrect:
| BumCD | | Don'tbumn CD |

In this example, Cancel should be used instead of Don't Burn CD.

. Start labels with an imperative verb and clearly describe the action that the button performs. Don't use ending punctuation.
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o Exception: The following standard labels are acceptable without verbs: Advanced, Back, Details, Forward, Less, More, New, Next, No,
OK, Options, Previous, Properties, Settings, and Yes.

. While short labels are preferred, use enough text to explain the command sufficiently. Use a direct object (a noun after the verb)
when the object is not apparent from context. Ideally users shouldn't have to read anything else to understand the label.

Acceptable:
Add

In this example, a short label is acceptable if its meaning in context is readily apparent.

Better: (if Add isn't clear)
Add items

In this example, adding a noun to the verb aids users' comprehension.

Best: (if Add or Add items aren't clear)
Add zelected items

In this example, the label is self-explanatory.

. Use sentence-style capitalization. Doing so is more appropriate for Windows tone and the use of short phrases for command buttons.
o Exception: For legacy applications, you may use title-style capitalization if necessary to avoid mixing capitalization styles.

. Don't use now in command button labels because the immediacy of the command can be taken for granted.
o Exception: When necessary, use now to differentiate commands that start a task from commands that perform a task immediately.

| Download |
In this example, clicking the command button goes to a window or page that allows users to download.
| Download now |

In this example, clicking the command button performs the download.

Only one command in a task flow should be labeled with now. So, for example, a Download now command
should never be followed by another Download now command.

. Don't use later in command button labels if it implies an action that won't happen. For example, don't use Install later (in contrast
to Install now) unless that command installs at a later time. Instead, use either Don't install or Cancel.

Incorrect:

Do you want to restart your computer now?

Restart now | | Restart later

In this example, Restart Later incorrectly implies that command restarts automatically at a later time.

. Use an Advanced button only for options that are relevant to advanced users or require advanced user knowledge. Don't use
an Advanced button for features that are considered technologically advanced. For example, a printer's stapling feature is not
an advanced option, but its color management system is.

Incorrect: (if the options really aren't advanced)
Advanced

In this example, Advanced is misleading.

Correct:

More options
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In this example, the label is more specific and accurate.

. For command buttons that open other windows, choose a label that uses part or all of the secondary window's title bar text.
For example, a command button labeled Browse might open a dialog box entitled Browse for Folder. Using the same
terminology throughout the task helps to keep users oriented.

. When asking a question, use labels that match the question. Don't use OK/Cancel to answer Yes/No questions.

Correct:

Are you sure you want to send "Fabrikam” to the Recycle Bin?

Yes I | Mo |

In this example, the buttons answer the question.

Incorrect:

Are you sure you want te send "Fabrikam” to the Recycle Bin?

0K, Il Cancel |

In this example, the buttons don't answer the question.

End the label with an ellipsis if the command requires additional information to execute.
o Exception: Graphic labels don't take an ellipsis.

Correct: (if a Print options dialog is displayed)
| Print... |

In this example, after the button is clicked, the Print options dialog is displayed and requires more information
from the user.

. Don't use an ellipsis when the successful completion of the action is simply to display another window. The following commands
never take an ellipsis: About, Advanced, Options, Properties, Help.

Incorrect:
| Options... |

In this example, after the button is clicked, the Options dialog is displayed, but more information from the user is
not required.

. In case of ambiguity (for example, the command label lacks a verb), decide based on the most likely user action. If simply viewing
the window is a common action, don't use an ellipsis.

Correct:
More colors...
Version information

In the first example, users are most likely going to choose a color, so using an ellipses is correct. In the second
example, users are most likely going to view the version information, making ellipses unnecessary.

. For browse buttons, use short browse buttons (labeled "...") when there are more than two browse buttons in a window. Always
use the short version when you want to display a browse button in a grid.

. For directional buttons, use a single angle bracket and have it point in the direction where the action takes place.

The following table shows some common command button labels and their usage.

|Button label ’Meaning |Access key

|Back ’ In wizards and task flows, go to the previous page. |‘B'
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|Browse... ’Display a dialog box to look for a file or object. |'B' or'r

|Options ’Display the choices available to users for customizing a program. |'O'
|Pause ’In progress dialog boxes, suspend the task. |'P'
Personalize  |Customize a core experience that is crucial to the user's personal identification |'P'

with a program.
|Preferences ’Don't use. Use Options instead. |Not applicable.
|Properties ’Display the attributes and settings for an object. |'P' or first'r'
|Save ’Save a group of settings, or save a file or object using its current name. |'S‘
|Save as... ’Save afile or object using a specified name. |Second a’
|Settings ’Don't use. Use Options instead. |Not applicable.
|Troubleshoot ’Don't use. Use a specific Help link instead. |Not applicable.

For guidelines about commit button labels (OK, Cancel, Yes/No, Close, Stop, Apply, Next, Finish, Done), see User
Interface Text.

Documentation

When referring to command buttons:

. Use the exact label text, including its capitalization, but don't include the access key underscore or ellipsis. Don't include the

word button.

. To describe user interaction, use click.

. When possible, format the label using bold text. Otherwise, put the label in quotation marks only if required to prevent confusion.

Example: Click Print to print the document.
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Command Buttons vs. Links

Traditionally, command buttons are used to initiate actions, whereas links are used to navigate to other places.

Given the popularity of the Web, the use of links has expanded to include initiating commands and selecting
options as well. For a given command, when should you use a command button? When should you use a link?
The concept of affordance and the distinction between primary and secondary commands provide some
guidance.

Affordance

Command buttons have the benefit of affordance—their visual properties (they look like they can be pushed)

suggest how they are used. By contrast, links lack affordance and are understood only through experience. Links
without the underline and system link colors appear as normal text. The only way to ascertain their behavior is
from their presentation, their context, or by hovering the mouse over them.

While lack of affordance and discoverability may sound discouraging, note that drop-down menus and context
menus—other mechanisms for initiating actions—suffer similar problems. For a given object, users may search
through the menu bar to discover relevant commands or try to right click to find a context menu. Also, there is
nothing about the visual appearance of a menu that suggests how it is used—that knowledge is also learned
though experience. However, individual menus items don't require affordance to suggest their use because a
menu as a whole suggests its usage. Consequently, users understand what to do with a menu of relevant
commands once discovered.

Require a password on wakeup

Choose what the power
buttons do

Choose what closing the lid
does

Create a power plan

Choose when to turn off the
display

Change when the computer
sleeps

In this example, links are used for a menu of commands. The context of a menu makes the affordance of a
command button unnecessary.

Primary vs. secondary commands

A primary command is necessary for the primary purpose of a window. For example, Print is a primary command
for a Print dialog box. Use command buttons to make primary commands obvious to the user. A secondary
command is a peripheral action that, while helpful, isn't essential to the purpose of the window. For example,
Find Printer or Install Printer are secondary commands for a Print dialog box. Consider using links to de-
emphasize secondary commands.
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Gathering input vs. displaying a related window

Use command buttons to display windows used to gather input or making choices for the task at hand. Such
actions have command feel to them. By contrast, you can use links to display related, but independent windows.
Such actions have a navigation feel.

Consequently, use command buttons, not links, for commands like Open, Save, and Browse, even if they are
secondary commands. If unsure, use command buttons to display modal windows and links for independent
windows.

Commitment and destruction vs. carefree navigation

Users associate links with Web navigation. This implies a level of safety—after all, in a browser users can always
escape using the Back button. Furthermore, when browsing, most significant commitments are made with
command buttons, not links.

To maintain these expectations, don't use links for commands with significant consequences, such as actions that
are destructive or irreversible. Similarly, in a wizard or task flow, use command buttons for commitment, and

reserve links for making choices and navigating to the next step.

Label length

Simply put, command button frames look awkward and heavy when they are too big. Thus, command buttons
look best when their labels are short—typically four or fewer words. To avoid conflict between factors, strive to
label primary commands concisely.

The guidelines

. Use command buttons for:
o Primary commands.

o Displaying windows used to gather input or making choices, even if they are secondary commands.
o Destructive or irreversible actions, as well as commitment within wizards and page flows.
. Use links for navigation to another page, window, or Help topic; display definitions; and command menus.
. Consider using links to deemphasize secondary commands.

. Use short command button labels, consisting of four or fewer words. Links can have longer labels.
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Command Links

Is this the right control?
Design concepts
Usage patterns
Guidelines
Interaction
Presentation
Icons
Default values

Recommended sizing and spacing

Labels
Documentation

With command links, users select a single response to a main instruction and by doing so, move on to the next

step in a task.

Command links have a clean, lightweight appearance that allows for descriptive labels, and are displayed with
either a standard arrow or custom icon, and an optional supplemental explanation.

The default

N, 2 Manually connect to a wireless network

How do you want to add a network?

Sdak Add a network that is in range of this computer

command link

The command

"= This shows you a list of networks that are currently available and lets you connect
to one. Once you connect, a profile for the netwerk is saved on your computer,

link label

&+ Manually create a network profile

"= This creates a new network profile or locates an existing network and saves a profile
for the network on your computer, You need to know the network name (55100 and

The supplemental
explanation

security key (if applicable).

& Create an ad hoc network
This creates a ternporary network for sharing files or an Internet connection

Cancel

A typical set of command links.

Command links are similar to radio buttons in that they are used to select from a set of mutually exclusive,

related choices. Like radio buttons, command links are always presented in sets, never individually. In
appearance, command links have the lightweight appearance similar to regular links, without a frame or other

strong click affordance. Command links are also similar to command buttons, in that they can be the default
"command button" and they can have an access key assigned. Like commit buttons, on click they either close the
window (for dialog boxes) or advance to the next page (for wizards and pages flows).

Note: Guidelines related to links and layout are presented in separate articles.
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Is this the right control?
To decide, consider these questions:

. Are the options responses to the main instruction and related to the primary purpose of the window or page? Must users respond
to them to do something other than just navigating to a different page? If not, use another control such as command buttons or
links. Command links aren't appropriate for secondary or optional choices, or pure navigation.

( ENE
OO v|g « Personalization - [ +¢ | | Search o

Tasks

Personalize appearance and sounds
Change desktop icons

. - . Window Coler and Appearance
Adjust font size (DPI) . ;
. Fine tune the color and style of your windows.

Connect to a projector or other

external display ! Desktop Background

Choose from available backgrounds or colors or use
ane of your own pictures to decorate the desktop.

m

@ Screen Saver

Change your screen saver or adjust when it displays. A
SCreen saver is a picture or animation that covers your
screen and appears when your computer is idle for a
See also set period of time.

Taskbar and Start Menu B

g

Sounds

Ease of Access Change which sounds are heard when you do

Windows Mobility Center I:1.-'Er'_l,.-'th|r15; from getting e-mail to emptying your
: ecycle Bin,

i

While the Personalization Control Panel item looks like it is using command links, the options are regular links
because this hub page is for pure navigation.

. Is the control used to choose one response from a set of mutually exclusive responses? If not, use another control. To let users
choose individual commands, use command buttons or links.

. For dialog boxes, does clicking the control close the window? If not, use a control that doesn't require closing the window, such
as radio buttons, command buttons, or links.

Incorrect:
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ﬂ Windows Firewall Settings ﬁ

General | Exceptions | Advanced

Windows Firewall can help prevent hackers or malidous software from gaining
access to your computer through the Internet or a network.

'@' On (recommended)
k.

This setting blocks all outside sources from connecting to this
computer, except for those unblodked on the Exceptions tab.

|@| Off

Avoid using this setting. Turning off Windows Firewall will make this
computer more vulnerable to hackers or malicious software.

Tell me more about these settings

[ OK, ] [ Cancel

Command links can't be used in property windows or tabbed dialogs because clicking the control closes the
window.

. For wizards and page flows, does clicking advance to the next page without commitment? Don't use command links to commit to
a task; use commit buttons instead. Because command links look like links and users associate links with navigation within a page
flow, links aren't appropriate for Commit pages because users should always be able to back out.

. For wizards and page flows, are other pages using command links? If so, and all other factors being equal, prefer command links
for consistency across pages.

. Is the number of responses between two and five? There should never be a single command link. Because command links are
large controls and the screen space used is proportional to the number of options, keep the number of responses to five or fewer.
For six or more options, use radio buttons, regular links, or a single-selection list view.

r

& AutoPlay EEI

—

£ A DVD Drive (F)) DVDVolume

[] Always do this for DVD movies:

DVD movie options -

Flay DVD movie
using Windows Media Player

Flay DVD movie
using Windows Media Center

General options

m

Open folder to view files
j using Windows Explorer

Set AutoPlay defaulis in Control Panel

In this example, the AutoPlay feature in Microsoft® Windows® uses a list view.

. Would a combination of radio buttons and a commit button be a better choice? Radio buttons are a better choice when any of
the following are true:

o There is a strong default option that you want most users to select. Users are less likely to change a default radio button than a default
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command link—especially in a wizard, where users are accustomed to clicking Next to accept appropriate defaults. On the other
hand, command links are a better choice if you want to encourage users to make an explicit choice.

o Users need to interact with the choices (perhaps to see additional information) before making a decision. For example, selecting a
radio button might display a description about the option dynamically.

.-L Taskbar and Start Menu Properties ﬁ

Taskbar | Start menu | Notification area I Toolbar5|

(@ Start menu Custormize...

() Classic Start menu

This menu style gives you easy access to your
folders, favorite programs, and search.

Privacy
Store and display a list of recently opened files
Store and display a list of recently opened programs

How do I change the way the Start menu looks?

[ ok || cencel |[ oy |

In this example, selecting a radio button displays a description of the option.

o There are secondary or related options on the page. Command links tend to dominate the page, making it easy to overlook everything
else. Furthermore, once a command link is clicked, it's impossible to select secondary options.

Incorrect:

@ Il Update Driver Software - ACPI x86-based PC

Browse for driver software on your computer

Search for driver software in this location:

Oy Users\ Administrator, Documents - Browse...

[¥]Include subfolders

< Let me pick from a list of device drivers on my computer
This list will show installed driver software compatible with the device, and all driver
software in the same category as the device.

[ Mesxt ][ Cancel
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In this example, there are two different ways to respond to the main instruction. A command link wasn't used for
the first response because it would be difficult to select secondary options.

Correct:

@ Il Update Driver Software - ACPI x86-based PC

Select the driver software

@ Chbtain the driver software from this location:

D\ Users\ Administrator,Documents

[¥]Include subfolders

(7) Choose from a list of device drivers on my computer
This list will show installed driver software compatible...

- Browse...

i

Mext ][ Cancel

In this example, radio buttons make the responses clear, while allowing users to select secondary options.

. For dialog boxes, would a group of commit buttons be a better choice? Command links work better when the options require

longer, more explanatory responses and supplemental explanations, but a group of commit buttons is a better choice if there are a

few simple options.

Incorrect:

[ Motepad ﬁ

Do you want to save changes to D:\New
Text Document.txt?

< Savechanges

< Don't save changes
Allunsaved work will be lost,

In this example, using command links for simple commands makes the dialog box unnecessarily complicated.

Correct:
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[ MNotepad u

Do you want to save changes to D:\New
Text Document.txt?

Save I[ Don't save ][ Cancel

In this example, using simple commit buttons gets right to the point.
However, self-explanatory command links are always better choice when text is used to explain commit buttons.

Incorrect:

Microsoft Windows u

Windows Explorer is not responding.
Do you want to restart?

Choose Yes to restart the program, Mo to close the program,
or Cancel to wait for the program to respond.

In this example, text is used to explain the commit buttons.

Correct:

[ W Microsoft Windows ﬁ

Windows Explorer is not responding

If you restart or close the program, you might lose
information,

< Restart the program

% Close the program

< Wait for the program to respond

In this example, the command links are self-explanatory.

Note: Command links require Windows Vista® or later, so they aren't suitable for earlier versions of Windows.
You can use regular links as a substitute.
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% E=x=press install (recommended)
Get high-priority updates.

= Custom install
Select from optional and high-priority updates for
Windows and other prograrms,

In this example, regular links with an icon and a supplemental explanation are used as a substitute for command
links in Windows XP.

Design concepts

Just because command links allow you to use more descriptive labels and optional supplemental explanations
doesn't mean you should. Consider the following example:

Incorrect:

-
Minesweeper [

What do you want to do with your game in
progress?

< Exit and save my game
Save your game in progress, then exit. This will
cverwrite any previously saved games,

<% Exit and don't save

Exitwithout saving your game, This is counted
as a loss in your statistics.

= Don't exit

Return to your game progress.

This dialog box is seriously over-communicating.

This dialog box takes a simple question and unnecessarily complicates it with command link text. Users don't
want to read all that text for such simple questions.

We can simplify this dialog box by applying three command link guidelines:

. Don't use a supplemental explanation that is a wordy restatement of the command link. Use a supplemental explanation only
when you can't make a command link self-explanatory. Providing a supplemental explanation for one command link doesn't mean
that you have to provide them for all commands.

. Select the safest (to prevent loss of data or system access) and most secure response to be the default. If safety and security
aren't factors, select the most likely or convenient response.

. Provide an explicit Cancel button. Don't use a command link for this purpose.

By applying these guidelines, we can eliminate the unnecessary supplemental explanations, make the most
convenient response the default, and provide an explicit Cancel button.

Better:
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-
Minesweeper ﬁ

What do you want to do with your game in
progress?

< Exit and save my game

< Exit and don't save

An improved version with simpler command links.

While it's true that this version doesn't explain explicitly that not saving is counted as a loss, few users will change
their decision based on this information, making this a good tradeoff.

This dialog box could be made even better by analyzing whether or not command links are even the right control
to use in this case. Commit buttons are actually a better choice, because longer, more explanatory responses
aren't needed.

Best:

-
Minesweeper ﬁ

What do you want to do with your game in
progress?

[ Save ][ Don't save ][ Cancel

The correct version uses commit buttons to get right to the point.

Command links have many advantages, but when used unwisely they lead to over-communication. For dialog
boxes, consider using commit buttons first and use command links only if commit buttons don't do the job well.

When used appropriately, command links should simplify and clarify your UL. If the results are the opposite,
take a step back, review the alternatives, and focus on what you really need to communicate.

If you do only one thing...
Don't use command links to over-communicate. Command links should simplify and clarify the communication,
not make it more complicated.

Usage patterns

Command links have several usage patterns:
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Page responses
Command links
are used to
respond to the
main instruction
and advance to
the next page.

Dialog box
responses
Command links
are used to
respond to the
main instruction
and close the
dialog box.

With this pattern, the command links replace the Next button, but there is still a Cancel button.

Page responses don't imply commitment. Because command links look like links and users associate links with navigation

within a page flow, links aren't appropriate for Commit pages. Users should always be able to back out.

@ @ Connect to the Internet

' [ENIE

How do you want to connect?

; Wireless
. Connect using a wireless router or a wireless network.
Broadband (PPPoE)
=P

Connect using D5L or cable that requires a user name and password.

/1 Dial-up
Connect using a dial-up medermn or ISDM,

Help me choose

In this example, command links are used to give descriptive responses to the main instruction. While radio buttons
could be used here, command links allow users to respond with a single click.

With this pattern, the command links replace the commit buttons (such as OK), but there is still a Cancel button.

Unlike page flows, there is no way to back out of a dialog box-based response once it has been made. Consequently, dialog

box command links imply commitment.

Windows Network Diagnostics ﬁ

Windows did not find any problems with this computer’s network
connection

If you think there is still a problem, you can do one of the following:

< Send a report to Microsoft

¥ Reset the network adapter "Local Area Connection”

Resetting the adapter can sometimes resclve an intermittent problem

In this example, command links are used to give descriptive responses to the main instruction. While radio buttons
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could be used here, command links allow users to choose with a single click.

Detailed On occasion, users may need more detailed information to choose their response.
responses

A page or dialog
response that r -
includes detailed Copy File

information. u

There is already a file with the same name in this location
Click the file you want to keep.

< Copy and Replace
Replace the file in the destination folder with the file you are copying:

— Desert Landscape.jpg
r Desert Landscape (ChNew)
Size: 223 KB

Date modified: 10,/10,/2007 10:10 AM (newer)

< Don’t copy
Me files will be changed. Leave this file in the destination folder:
Desert Landscape.jpg
Desert Landscape (ChO1d)
Size: 240 KB (larger)
Date modified: 10/20/2006 12:26 PM

< Copy, but keep both files
The file you are copying will be renamed "Desert Landscape (2).jpg"

Cancel

In this example, detailed command links are used so that users can make informed decisions. The thumbnails and
file details help users decide.

Guidelines
Interaction

. Display a busy pointer if the result of clicking a command link isn't instantaneous. Without feedback, users might assume that the
click didn't happen and click again.

Presentation
. Always present command links in a set of two or more. Logically, there is no reason to ask a question that has only one answer.

Incorrect:
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=" Windows Metwork Diagnostics ﬁ

Wireless capability on this computer is turned off

< Turn on wireless capability
This can be done by using a switch, which is usually found on front or side of the
computer, or a function key combination,
Click here to close this dialog box.

Cancel

In this example, the dialog box appears to be offering the user a choice, but there is just an instruction. This should
be an informational dialog instead.

. Present the most commonly used command links first. The resulting order should roughly follow the likelihood of use, but also have
a logical flow.
o Exception: Command links that result in doing everything should be placed first.

. Provide an explicit Cancel button. Don't use a command link for this purpose. Quite often users realize that they don't want to
perform a task. Using a command link to cancel would require users to read all the command links carefully to determine which
one means cancel. Having an explicit Cancel button allows users to cancel a task efficiently.

Incorrect:

<% Don't exit

Return to your game progress.

In this example, the Don't exit command link should be a Cancel button.

. If providing an explicit Cancel button leaves a single command link, provide both a command link to cancel and a Cancel
button. Doing so makes it clear that users have a choice. Phrase this command link in terms of how it differs from the first
response, instead of just "Cancel" or some variation.
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Pregram Compatibility Assistant &J

This program might not have uninstalled correctly

If this program didn't uninstall correctly, try uninstalling using settings
that are compatible with this version of Windows,

o= Program: Microsoft Setup Bootstrapper
l:f.,,J Publisher: Microsoft Corporation
’ Location: D:AvProgram Files\Commeon Files\Micr. \SETUP.EXE

@ Uninstall using recommended settings

< This program uninstalled correctly

Cancel

l@l What settings are applied?

In this example, the second command link indicates that the user has a choice, but all it does is cancel. However, it
is phrased in terms of how it differs from the first command link.

. Use Close instead of Cancel if you can't return the environment to its previous state, leaving no side effect.

. Don't display disabled command links. If a command link doesn't apply to the current context, remove it instead. If removing all
the command links that don't apply leaves a single command link, either eliminate the window or page, or display a confirmation
if explicit user consent is needed.

Icons

. All command links need an icon. The icons help users distinguish command links from regular links and user interface text.

. Use the arrow icon only for command links. Regular links shouldn't use the arrow icon unless they are being used as a substitute
for command links in Windows XP.

. Use the security shield icon to indicate that a response requires immediate elevation. For additional guidelines on using the
security shield icon, see the User Account Control.

. Use custom icons only if they help users visually identify and differentiate the options. Don't use custom icons if they
aren't immediately recognizable or meaningful.

Incorrect:

Invite someone you trust to help you

If you've used Remote Assistance before, you can use a previous
invitation to get help from the same person.

Offer to help someone

Offer Remote Assistance to someone or open a Rermote Assistance
invitation.

In this example, the custom icons aren't immediately recognizable.

. For custom icons, use 16x16 or 32x32 pixel icons. Use the larger icons if there is sufficient space and they benefit visually from
the larger size. If you need security shield overlays, use 32x32 or 48x48 pixel icons.
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Wireless
Connect using a wireless router or a wireless network.

Ll

_ Broadband (PPPoE)

Connect using D5L or cable that requires a user name and password.

;—;A Dial-up

Connect using a dial-up modern or ISDN,

This example uses 32x32 pixel custom icons.

Home

[" l 4 Choose this for a home or similar location. Your computer is discoverable and
TR you can see other computers and devices,

{ . Work

| Choose this for a workplace or similar location. Your computer is discoverable
=" and you can see other computers and devices.

This example uses 48x48 pixel custom icons, with a security shield overlay.

. Avoid mixing custom icons with the standard arrow icon on a window or a page. If you use a custom icon on a surface, try to use
all custom icons. However, prefer the standard arrow icon over meaningless custom icons.

Default values

. Select the safest (to prevent loss of data or system access) and most secure response to be the default. If safety and security
aren't factors, select the most likely or convenient response.

. When practical, make the first response the default option because users often expect that—unless that order isn't logical.
. For dialog boxes, don't make a destructive action the default command link unless there is an easy way to undo the action.

Recommended sizing and spacing

9 DLUs (15 pixels) 1

25 DLUs (41 pixels) < Send a report to Microsoft

35 DLUs (58 pixels) ¥ Reset the network adapter "Local Area Connection”
Resetting the adapter can sometimes resclve an intermittent problem

Labels

Note: Because command links are responses to a main instruction, you should craft a good main instruction
before determining its responses.

Command link labels

. Choose a concise label that clearly communicates and differentiates what the command link does. It should be self-explanatory
and correspond to the main instruction. Focus the labels on the differences among the responses. Users shouldn't have to figure
out what the command link really means or how it differs from other command links.

Incorrect:
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Windows Security Center

Choose an antivirus option

Antivirus software helps protect your computer from viruses and other security threats, How
does antivirus software help protect my computer?

< Go online to get a different antivirus program

® I have an antivirus program that I'll monitor myself

Security Center won't monitor your virus protection status and won't send you alerts
if it is turned off or out of date.

¥ Don't monitor my antivirus software state (not recommended)

Security Center won't monitor your virus protection status and won't send you alerts
if it is off or out of date.

Cancel

In this example, what is the difference between the second and third responses? Aren't you glad there's a Cancel
button?

. Focus command link labels on helping users make the right decision. Omit details that don't affect the choice. The labels don't have
to be a complete specification of what will happen.

. Start command links with a verb. Don't use click, however, because the label should communicate what the command link does,
not how it works.
o Exception: If all the command links begin with the same verb or phrase, eliminate the redundant verb or phrase.

. In general, use positive phrasing (providing a choice to do something). Negative phrasing (providing a choice not to do something)
is acceptable if it makes the labels easier to understand.

. Use parallel phrasing and single line labels. Long labels discourage reading and shouldn't be necessary. Also, moderately sized
labels are easier to refer to in documentation.

. Use sentence-style capitalization.
. Don't use ending punctuation unless the label is a question.
. Assign a unique access key. For guidelines, see Keyboard.

. Don't use ellipses. Ellipses mean that more information might be needed to perform the action. Properly used command links
don't need ellipses because they have an immediate effect.

. If aresponse is strongly recommended, add “(recommended)" to the label. Be sure to add to the label, not the
supplemental explanation.

. Ifaresponse is intended only for advanced users, consider adding "(advanced)" to the label. Be sure to add to the label, not
the supplemental explanation.

Tip: You can evaluate command links by imagining that a friend stated the main instruction, and you responded
with the command links. If responding with the command links would be unnatural or awkward, revise the
command links and possibly the main instruction.

Supplemental explanations

. If acommand link requires further explanation, provide a supplemental explanation. Supplemental explanations describe why
users might want to choose a response or what happens if a response is chosen.
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Windows Diagnostics Iﬁ

Py Yourwireless router is not working properly

A

< Restart the wireless router
All users on the network will temperarily lose their connection,

= Show other ways to connect to the Internet

Whatis a wireless router?

Cancel

In this example, the supplemental explanation describes the implications of the option.

. Don't use a supplemental explanation that is wordy restatement of the command link. Use a supplemental explanation only when
you can't make a command link self-explanatory. Providing a supplemental explanation for one command link doesn't mean that
you have to provide them for all.

Focus supplemental explanations on helping users make the right decision. Omit details that don't affect the choice. The
supplemental explanations don't have to be a complete specification of what will happen.

Use parallel phrasing and at most three lines of text. Long supplemental explanations discourage reading and shouldn't be necessary.

. Use complete sentences and ending punctuation.

Command link group labels

. Don't use group labels. Main instructions act as the group label for command links.

Documentation
When referring to command links:

. Use the exact label text, including its capitalization, but don't include the access key underscore.

. If the label includes an object name, either omit the object name or use placeholder text.

. To describe the user interaction, use click.

. When possible, format the label using bold text. Otherwise, put the label in quotation marks only if required to prevent confusion.

Examples:
To copy the picture, click Copy and Replace.
Click Reset the network adapter. (For a command link labeled "Reset the network adaptor adaptor name".)
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Drop-Down Lists and Combo Boxes

Is this the right control?
Usage patterns
Guidelines
General
Presentation
Drop-down lists
Preview drop-down lists
Combo boxes
Default values
Prompts
Recommended sizing and spacing
Labels
Documentation

With a drop-down list or combo box, users make a choice among a list of mutually exclusive values. Users can
choose one and only one option. With a standard drop-down list, users are limited to choices in the list, but with
a combo box they can enter a choice that isn't in the list.

Reminder time:

Text box — 8:00 AM

Drop-down list

A typical combo box.

The following terms are important to understand as you read this article:

. Astandard list box is a box containing a list of multiple items, with multiple items visible.

. Adrop-down list is a list in which the selected item is always visible, and the others are visible on demand by clicking a drop-

down button.

Drop-down button

. A combo box is a combination of a standard list box or a drop-down list and an editable text box, thus allowing users to enter a

value that isn't in the list.

o An editable drop-down list is a combination of a drop-down list and an editable text box.

o An editable list box is a combination of a standard list box and an editable text box.

Note: Guidelines related to layout are presented in a separate article.

Is this the right control?

To decide, consider these questions:

. Is the control used to choose one option from a list of mutually exclusive values? If not, use another control. To choose
multiple options, use a standard multiple-selection list, check box list, list builder, or add/remove list instead.

. Are the options commands? If so, use a menu button or split button instead. Use drop-down lists and combo boxes for objects

(nouns) or attributes (adjectives), but not commands (verbs).

. Does the list present data, rather than program options? Either way, a drop-down list or combo box is a suitable choice. By
contrast, radio buttons are suitable only for a small number of program options.

Drop-down lists

. Is there a default option that is recommended for most users in most situations? Is seeing the selected option far more important
than seeing the alternatives? Consider using a drop-down list if you don't want to encourage users to make changes by hiding
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the alternatives. If not, consider radio buttons, a single-selection list, or an editable list box, which give more emphasis to the
alternative choices.

Colors:

Highest (32 bit) -

In this example, the highest color quality is the best choice for most users, so a drop-down list is a good choice to
downplay the alternatives.

. Do you want to draw attention to the option? If so, consider radio buttons, a single-selection list, or an editable list box, which tend

to draw more attention by taking more screen space. Because drop-down lists are compact, they are good choices for options that
you want to underemphasize.

Is screen space at a premium? If so, use a drop-down list because the screen space used is fixed and independent of the number
of choices.

. Are there other drop-down lists on the window? If so, consider using a drop-down list for consistency.

Editable drop-down lists
In addition to the principles just provided for drop-down lists, the following also apply:

. Are the possible choices constrained? If so, use a normal drop-down list instead. Combo boxes are for unconstrained input, in

which users may need to enter a value not currently in the list. Because the input is unconstrained, if users enter text that isn't valid
you must handle the error with an error message.

. Can you enumerate the most likely choices in advance? If not, use a text box instead.

. Is the drop-down list being used to list previous user input? Unless users need to review the complete list of previous input, use a
text box with the auto-complete option instead.

= Run ﬁ

Type the name of a program, folder, document, or Internet
resource, and Windows will open it for you.

Open: Paint] H
calc -
crmd
explorer
WWakrikam',
http:/ fwww. microsoft.com
T

i

msconfig

Wyfileshareh,

“—

In this example, users may need to review their previous input, so an editable drop-down list is a good choice.

son
Jonathan < Jonathan@microsoft.com =

In this example, a text box with auto-complete is a good choice.

. Will users need assistance in selecting valid values? If so, use a text box with a Browse button instead.

In this example, users can click "To" to help them select valid values.
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. Isitimportant to encourage users to review the alternative choices or invite change? If so, consider using an editable list box
instead. With an editable drop-down list, users aren't going to be aware of the alternatives until the list is dropped.

. Do users need to locate an item rapidly in a large list? (Win32 only) If so, use a combo box because users can select an item by
typing its full name. By contrast, the Win32 drop-down list selects items based only by the last character typed (so typing "Jun" into a
list of months would match November, not June). In this case, use a combo box even if the possible choices are constrained.

Editable list boxes

. Are the possible choices constrained? If so, use a single-selection list or normal drop-down list instead. Combo boxes are
for unconstrained input, where users may need to enter a value not currently in the list. Because the input is unconstrained, if
users enter text that is not valid you must handle the error with an error message.

. Can you enumerate the most likely choices in advance? If not, use a text box instead.

Is it important to encourage users to review the alternative choices or invite change? If not, consider an editable drop-down
list instead.

. Do you want to draw attention to the option? If not, consider an editable drop-down list instead. Because drop-down lists are
compact, they are good choices for options that you want to underemphasize.

Is screen space at a premium? If so, use an editable drop-down list because the screen space used is fixed and independent of
the number of choices.

For drop-down lists, the number of items in the list isn't a factor in choosing the control because they scale from
thousands of items all the way down to one. Editable drop-down lists scale from thousands of items down to
none, because users can enter a value that isn't in the list. Because drop-down lists can be used for data, the
number of items might not be known in advance and perhaps cannot be guaranteed. Always include at least
three items in editable list boxes to justify the additional screen space.

Usage patterns

Drop-down lists and combo boxes have several usage patterns:

Drop-down list When closed, only the selected item is visible. When users click the drop-down button, all the options become
A standard drop-down list,  visible. To change the value, users open the list and click another value.
with a fixed set of

redetermined values.
P Theme:

Windows Vista -

In this example, the list is in its normal state.

Theme:

[Winduws Vista v]

My Current Theme
Windows Vista k‘
Windows Classic

Browse, ..

In this example, the list has been dropped down.

Preview drop-down list

A drop-down list that
previews the results of the
selection to help users
choose.
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Editable drop-down list

A drop-down combo box,
which allows users to enter
avalue that isn't in the
drop-down list.

Editable list boxes

A regular combo box, which
allows users to enter a
value that isn't in the
always visible list.

Guidelines

General

‘B I U 'aba x, x* Aa-||®7- A-||A|E

. Automatic

| »

[

Theme Colors

-I"IIIIII -

Standard Colors
HNn EEEER

13 | More Colors...

More Underlines...

ﬁ Underline Color 4

In these examples, the drop-down lists preview the results of the selection.

v|11.5| =

4
=
=

A

oo
|

[y
[=]

57

i

Examples of an editable drop-down list in edit and dropped-down modes.

Use this control when you want to give the flexibility of a text box, yet want to assist users by providing a
convenient list of likely choices.

Font: Fort style:

Regular

M -
Showecard Gothic ttalic

(} Shnti Bold

()} SimHei Bold talic

() Simplfied Arabic M
(} Simplified Arabic Fieed
(} SimSun S

In these examples, the editable list boxes are always displayed.

This control is a better choice than the editable drop-down list when it is important to encourage users to review
the alternative choices or invite change.

. Don't use the change of a drop-down list or combo box to:
o Perform commands.

o Display other windows, such as a dialog box to gather more input.

o Dynamically display other controls related to the selected control (screen readers cannot detect such events).

Presentation
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. Sort list items in a logical order, such as grouping highly related options together, placing most common options first, or
using alphabetical order. Sort names in alphabetical order, numbers in numeric order, and dates in chronological order. Lists with 12
or more items should be sorted alphabetically to make items easier to find.

Correct:

Alignment;

In this example, the list items are sorted by their spatial relationship.

Incorrect:

Select from list:

Research/buy a computer h‘
Set up a Conference Call

Setup a computer

Get Exchange Status
Send/receive a fax

Centact Helpdesk

Create a LOB Service Request
Create SharePoint site

et status of a Helpdesk request

In this example, there are so many list items that they need to be sorted in alphabetical order.

Correct:
Select a product or topic:

All windows products -

All windows products
Device drivers h‘
Games

Hardware products
Internet Explorer
Keyboards

Mice

Microsoft Management Conscle
M5-DOS

Metworking

Windows 2000

Windows CE

Windows XP

In this example, the list items are sorted in alphabetical order except for the option that represents all items.

. Place options that represent All or None at the beginning of the list, regardless of the sort order of the remaining items.
. Enclose meta-options in parentheses.

Write debugging information:

Kernel memory dump

Small memony dump (64 KB)
Kernel memory dump
Complete memory dump

In this example, "(None)" is a meta-option because it is not a valid value for the choice—rather it describes that
the option itself isn't being used.
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. When disabling a drop-down list or combo box, also disable any associated labels and command buttons.

Drop-down lists

. When assingle drop-down list is used to change the view of an associated control, change the view immediately on selection instead
of requiring a separate command button. Use a separate command button only if the list takes a significant amount of time to

render. However, list headers and menu buttons are the preferred controls for this purpose.

. Don't have blank list items—use meta-options instead. Users don't know how to interpret blank items, whereas the meaning of

meta-options is explicit.

Correct:

SCreen saver:

(Mong) -

30 Text

Aurora

Blank

Bubbles

Mystify

Photos

Ribbons
Windows Energy
Windows Logo

Incorrect:

SCreen saver:

30 Text

Aurora

Blank

Bubbles

Mystify

Photos

Ribbons
Windows Energy
Windows Logo

In the incorrect example, the meaning of the blank option is unclear.
Preview drop-down lists

. Use previews in the list items when it is better to show with images than describe using text alone.

Arial Rl -[A a1 Al
by ]

B Arial "8

" Arial Black E

IEE' Arial Narrow

% Arial Rounded MT Bold
 Arial Unicode MS

T Baskerville Old Face

% Batang -

In this example, the preview explains the options far better than text alone.
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. Don't use unnecessary, unhelpful icons in previews.

Incorrect:
Special:

Enabled -
Enabled
% Disabled k‘

In this example, the preview icons are unnecessary because they don't communicate any information.

Combo boxes

. Limit the length of the input text when you can. For example, if the valid input is a number between 0 and 999, use a combo box that
is limited to three characters.

. If there are many possible options, focus the list contents on the most likely options. Because users can enter values that aren't in
the list, combo boxes don't have to list all choices, just the likely choices or a representative sample.

-|d# |=l,
8 s
g [=
1

0
11
1z%v

In this example, many valid choices aren't listed, such as 15, or half-size fonts such as 9.5.
Default values

. Select the safest (to prevent loss of data or system access) and most secure option by default. If safety and security aren't
factors, select the most likely or convenient option.
o Exception: Display a blank default value if the control represents a property in a mixed state, which happens when displaying a
property for multiple objects that don't have the same setting.

Prompts

A prompt is a label or short instruction placed inside an editable drop-down list as its default value. Unlike static
text, prompts disappear from the screen once users type something into the combo box or it gets input focus.

| Search jo)

A typical prompt.
Use a prompt when:

. Screen space is at such a premium that using a label or instruction is undesirable, such as on a toolbar.

. The prompt is primarily for identifying the purpose of the list in a compact way. It must not be crucial information that users need to
see while using the combo box.

Don't use prompts just to direct users to select something from the list or to click buttons. For example, prompts
like Select an option or Enter a filename and then click Send are unnecessary.

When using prompts:

. Draw the prompt text in italic gray and real text in normal black. The prompt text must not be confused with real text.
. Keep the prompt text concise. You can use fragments instead of full sentences.

. Use sentence-style capitalization.
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. Don't use ending punctuation or ellipsis.

. The prompt text should not be editable, and should disappear once users click in or tab into the text box.
o Exception: The prompt is displayed if the text box has default input focus, and only disappears once the user starts typing.

. The prompt text is restored if the text box is still empty when it loses input focus.

Incorrect:

Advanced search:

| Any genre: -|
| Any language: -
| Any country or region: -
| Any state (US only): -
| Any band (AM, FM): - |

[Ke:-,nm:rrd, call sign, frequency: v]

In this example, screen space is not at a premium; once an editable drop-down list is filled out, it is difficult for
users to remember what it is for; and the prompt text is editable and drawn the same way as real text.

Recommended sizing and spacing

3 DLUs (5 pixels) sz
English (United States) v] |~ 14 DLUs (23 pixels)

Recommended sizing and spacing for drop-down lists and combo boxes.

. Choose a width appropriate for the longest valid data. Drop-down lists cannot be scrolled horizontally, so users can see only what
is visible in the control. (Note, however, that combo boxes can have AutoScroll functionality enabled.)

. Include an additional 30 percent (up to 200 percent for shorter text) for any text (but not numbers) that will be localized.

. Choose a list length that eliminates unnecessary vertical scrolling. Because drop-down lists are displayed on demand, their lists
should show up to 30 items. Editable list boxes (those that don't have a drop-down button) should show between 3 and 12 items.

Labels
Control labels

Write the label as a word or phrase, not as a sentence, and end it with a colon.

Exceptions:
o Editable drop-down lists with prompts located where space is at a premium.

o If adrop-down list or combo box is subordinate to a radio button or check box and is introduced by its label ending with a colon,
don't put an additional label on the control.

. Assign a unique access key for each label. For guidelines, see Keyboard.

. Use sentence-style capitalization.

Position the label either to the left of or above the control, and align the label with the left edge of the control. If label is on the
left, vertically align the label text with the control text.

Correct:
HTML editor:
iMicrusnft Office Word -

HIM. editor:| Microsoft Office Ward... -

In this example, the label is correctly aligned with the control text.
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Incorrect:
HTML editor:
|§'~"Iiu’usuf‘t Office Word -

HIML editor: |Miu’oso1‘t Office Word -

In this example, the label is incorrectly aligned with the control text.

. You may specify units (seconds, connections, and so on) in parentheses after the label.
. Don't make the content of the drop-down list or combo box (or its units label) part of a sentence, because this is not localizable.

Option text

. Assign a unique name to each option.
. Use sentence-style capitalization, unless an item is a proper noun.

. Write the label as a word or phrase, not as a sentence, and use no ending punctuation.
. Use parallel phrasing, and try to keep the length about the same for all options.

Instructional text

. If you need to add instructional text about a drop-down list or combo box, add it above the label. Use complete sentences with
ending punctuation.

. Use sentence-style capitalization.

. Additional information that is helpful but not necessary should be kept short. Place this information either in parentheses between
the label and colon, or without parentheses below the control.

Folder: - Browse...

Example: \\server\share

This example shows additional information placed below the control.

Documentation
When referring to drop-down lists:

. Use the exact label text, including its capitalization, but don't include the access key underscore or colon; include either list or
box, whichever is clearer.

For list options, use the exact option text, including its capitalization.

. In programming and other technical documentation, refer to drop-down lists as drop-down lists. Everywhere else, use either list or
box, whichever is clearer.

. To describe user interaction, use click.

. When possible, format the label and list options using bold text. Otherwise, put the label and options in quotation marks only if
required to prevent confusion.

Example: In the Font size list, click Large fonts.
When referring to combo boxes:

. Use the exact label text, including its capitalization, but don't include the access key underscore or colon; include the word box.

For list options, use the exact option text including its capitalization.
. In programming and other technical documentation, refer to combo boxes as combo boxes. Everywhere else, use box.
. To describe user interaction, use enter.

. When possible, format the label and list options using bold text. Otherwise, put the label and options in quotation marks only if
required to prevent confusion.
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Example: In the Font box, enter the font you want to use.
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Group Boxes

Is this the right control?
Guidelines

Labels

Documentation

A group box is a labeled rectangular frame that surrounds a set of related controls. A group box is a way to show
relationships visually; aside from possibly providing an access key for a group of controls, it provides no
functionality.

Group box labe Group box
Privacy
| Store and display a list of recently opened files
| Store and display a list of recently opened programs

A typical group box.

Note: Guidelines related to layout are presented in a separate article.

Is this the right control?

While group boxes are a strong visual means of indicating relationships, overusing them adds visual clutter and
greatly reduces the space available on a surface. They are visually heavy and should be used sparingly—only
when there isn't a better solution.

A design trend in Windows® is a simpler, cleaner appearance by eliminating unnecessary lines.

To decide whether a group box is necessary, consider these questions:

. Is there more than one control in the group? If not, use a plain text label instead. A rare exception is to use a group box with a
single control to maintain consistency with other group boxes on the same surface.

Incorrect:

Sample

AaBbYyZz

In this example, the group box has only a single control.

. Are the controls related? Does showing the relationship add clarity? If not, present the controls separately outside of a group
box.
. Are all the controls inside the group? If so, indicate the relationship on the larger surface, such as the parent dialog box or page.

Incorrect:
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.-L Taskbar and Start Menu Properties ﬁ

Taskbar |S13rt menu | Motification area | Tuulbars|

Taskbar appearance

vt Untitled - Paint

Lock the taskbar

[] auto-hide the taskbar

Keep the taskbar on top of other windows
Group similar taskbar buttons

[] show Quick Launch

Show window previews {thumbnails)

How do I customize the taskbar?

In this example, all the controls (aside from the commit buttons) in the dialog box are within the group box.

. Can you effectively communicate the relationships using layout alone? If so, use layout instead. You can place related controls

next to each other and put extra spacing between unrelated controls. You can also use headings and indenting to show
hierarchical relationships.

Get started with Windows '@'Change account type
Back up your computer

S . B Appearance and Personalization
ecurity %« Change desktop background
Check for updates '

- ) _ Customize colors
¥ Allow a program through Windows Firewall

System and Maintenance % User Accounts

Adjust screen resclution

In this example, layout alone is used to show control relationships.

. Can you effectively communicate the relationships using a separator? If so, use a separator instead. A separator is a horizontal
line that unifies the controls below it. Separators provide a simpler, cleaner look. However, unlike group boxes, they work best
when they span the full width of the surface.

o Developers: You can implement a separator with an etched rectangle with a height of one.
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E-mail accounts

3 Set up e-mail accounts and directories.

-
— [ E-mail accounts... ]
Send/Receive
-|E. Set send and receive settings for e-mail messages and documents.,
J Send immediately when connected [ Send/Receive... ]
Data files

&  Change settings for the files Outlook uses to store e-mail messages

J;Jé and documents., [

Data files... ]

In this example, labeled separators are used to show control relationships.

Type: File Folder
Location: Ch
Size: 1.36 GB (1,466,201 432 bytes)

Size on disk: 1.38 GB (1,483,361, 757 bytes)
Contains: 8.130 Files, 567 Folders

Created: Sunday, July 29, 2007, 10:10:35 AM
Attributes: Read-only
[] Hidden

In this example, unlabeled separators are used to show control relationships.

. Can you effectively communicate the relationships without text? If so, consider using graphic elements such as backgrounds or
aggregators.

Guidelines
. Don't nest group boxes. Use layout to show relationships within a group box.

Incorrect:
System failure

Write an event to the system log
Automatically restart

Write debugging information

[Kernel memory dump -

Dump file:
%SystemRoot%\MEMORY . DMP

Owerwrite any existing file

In this example, the nested group boxes result in unnecessary visual clutter.
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Correct:
System failure
Write an event to the system log
Automatically restart

Write debugging information:

[Kernel memory dump -

Dump file:
BoSystemRoot3e\MEMORY . DMP

Cwverwrite any existing file

In this example, the same control relationship is shown using layout instead.

. Don't put controls in group box labels.
o Exception: You can use a check box as a group box label if all of the controls inside the box are enabled and disabled by

the check box.
Incorrect:
Settings for ’Car‘neras v]
Import to: ’FE Pictures vl’ Browse... ]
Folder name: IDate Imported + Tag v]
File name: [Tag v]
Exarnple: 2007-07-29 Hirmalayas\Hirmalayas 001.JPG

Other options:
Prompt for a tag on import
[ Always erase from camera after importing
Fotate pictures on import
Open Windows Photo Gallery after import

In this example, a drop-down list is incorrectly placed on a group box. This example should use tabs instead.

. Don't disable group boxes. To indicate that a group of controls doesn't currently apply, disable all the controls within the group
box, but not the group box itself. This approach is more accessible and can be supported consistently by all Ul frameworks.

Labels

. Label all group boxes.

. Don't assign an access key to the label. Doing so is unnecessary and makes the other access keys harder to assign. Instead, assign
access keys to the controls within the group box.
o Exception: If a surface has many controls, there may not be enough access keys available. If so, reduce the number of
access keys by assigning them to group boxes instead of the controls within the group boxes.

. Use sentence-style capitalization.

. Write the label using a noun or a noun phrase, not as a sentence, and use no ending punctuation, including colons.
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. Use parallel phrasing for group box labels within the same surface.

. Keep group box labels concise. Don't use instructional text as the label. You can have instructional text within the group box,
however.

. Don't repeat the group box label in control labels within the box. For example, if the group box is labeled Alignment, label the
option buttons Left, Right, and so on, not Left alignment or Right alignment.

. Don't refer to group boxes in user interface text.

Documentation
When referring to group boxes:

. Refer to group boxes only in programmer and other technical documentation. For group box, use two lowercase words.

. Everywhere else, it is unnecessary to include the name of the group box in a procedure unless a dialog box contains more than
one option with the same name. In such cases, use under with the group box name.

. When possible, format the label using bold text. Otherwise, put the label in quotation marks only if required to prevent confusion.

Example: Under Effects, select Hidden.
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Links

Is this the right control?
Design concepts
Usage patterns
Guidelines
Interaction
Color
Underlining
Text with icon links
Graphics-only links
Navigation links
Task links
Menu links
Link infotips
Text
Documentation

With a link, users can navigate to another page, window, or Help topic; display a definition; initiate a command,;
or choose an option. A link is text or a graphic that indicates that it can be clicked, typically by being displayed
using the visited or unvisited link system colors. Traditionally, links are underlined as well, but that approach is
often unnecessary and falling out of favor to reduce visual clutter.

Visited and unvisited links.
Typical examples of link text.

When users hover over a link, the link text appears as underlined (if it wasn't already) and the pointer shape
changes to a hand.

A text link is the lightest weight clickable control, and is often used to reduce the visual complexity of a design.

Note: Guidelines related to command links and layout are presented in separate articles.

Is this the right control?
To decide, consider these questions:

. Is the link used to navigate to another page, window, or Help topic; display a definition; initiate a command; or choose an option?
If not, use another control.

. Would a command button be a better choice? Use a command button if:

o The control initiates an immediate action, including displaying a window, and that command relates to the primary purpose of the
window.

o A window is displayed to gather input or making choices, even if for a secondary command.

o The label is short, consisting of four or fewer words, thus avoiding the awkward appearance of long buttons.
o The command is not inline.

o The control appears within a group of other related command buttons.

o The action is destructive or irreversible. Because users associate links with navigation (and the ability to back out), links aren't
appropriate for commands with significant consequences.

o Similarly, in a wizard or task flow, the command represents commitment. In such windows, command buttons suggest commitment
whereas links suggest navigating to the next step.

For a detailed comparison, see Command Buttons vs. Links.

Design concepts
Making links recognizable

Llnks lack affordance, which means their visual properties don't suggest how they are used and are understood
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only through experience. Links without an underline and link system colors appear as normal text; the only way
to ascertain their behavior is from their presentation, their context, or by positioning the pointer over them.

Surprisingly, this lack of affordance is often a motivation for using links because they appear so lightweight,
thereby reducing the visual complexity of a design. Links eliminate the visually heavy frame used by command

buttons and border used by other controls. For example, while you might use command buttons to make primary
commands obvious, you might choose links for secondary commands to de-emphasize them.

The challenge is then to keep enough visual clues so users can recognize the links. The fundamental guideline is
users must be able to recognize links by visual inspection alone—they shouldn't have to hover over an object
or click it to determine if it is a link.

Users can recognize a link by visual inspection alone if the link uses the link system colors and at least one of the
following visual clues:

. Underlined text.
. Agraphic or bullet, such as with the text with icon link pattern.

. Placement within a standard navigation, option, or command location, such as the content area of a window, or in a navigation
bar, menu bar, toolbar, or page footer.

Users can also recognize a link by visual inspection with the following visual clues, but these clues aren't sufficient
by themselves:

. Text that suggests clicking, such as a command starting with an imperative verb like Show, Print, Copy, or Delete.

. Placement within a block of normal text.

Of course, users can always determine a link through interaction—either hovering or clicking. If discovery of a link
isn't required for any significant tasks, you can de-emphasize such links.

In this example, Contact Us, Terms of Use, Trademarks, and Privacy Statement are links. They are intentionally de-
emphasized because they aren't required for any important tasks. The only clues that they are links are that they
have a mouse pointer on hover and are positioned in a standard navigation area at the bottom of the window.

Making links specific, relevant, and predictable
Link text should indicate the result of clicking on the link.

Specific links are more compelling to users than general links, so use link labels that give specific descriptive
information about the result of clicking on the link. However, make sure that your link text isn't so specific that
it is misleading and discourages proper use.

Concise links are more likely to be read than verbose links. Eliminate unnecessary text and detail. Link labels
don't have to be comprehensive.

To evaluate your link text:

. Make sure the link text reflects the scenarios that the link supports.

. Make sure the results of the link are predictable. Users shouldn't be surprised by the results.

If you do only two things...

1. Make links discoverable by visual inspection alone. Users shouldn't have to interact with your program to find
links.

2. Use links that give specific descriptive information about the result of clicking on the link, using as much text as
necessary. Users should be able to accurately predict the result of a link from its link text and optional infotip.

Usage patterns

Links have several functional patterns:
© 2010, Microsoft Corporation. All rights reserved. Page 97 of 882


file:///C|/Users/pmcrae/Desktop/UXGuide/hxs/uxguide/Glossary/Glossary.htm#contentArea

Navigation links Clicking the link navigates inplace to another page, as in a browser window or wizard; or displays a new window.
Alink used to navigate to  In contrast to task links, the navigation doesn't initiate a task but simply navigates to another place or proceeds
another page or window. with a task already in progress. Navigation implies safety because the user can always go back.

News headlines

In this example, clicking the link navigates to the News headlines page.

Task links Clicking the link either performs a command immediately, or displays a dialog box or page to gather more input.
Alink used to initiate a new In contrast to navigation links, task links initiate a new task instead of continuing with an existing task. Tasks don't
command. imply safety—users can't revert to the previous state with a Back command. Task links are so called to prevent

confusion with command links.
Login

In this example, clicking the link initiates a login command.

Help links Clicking the link displays a Help article in a separate window.
A text link used to display a
Help topic. What is a strong password?

In this example, clicking the link displays a Help window with the given topic.

Definition links This pattern is useful for defining terms that may not be known to your users without adding screen clutter.
A text link used to display a
definition in an infotip
when the user clicks on or
hovers over the link.

Using Windows Defender

It's important to run antispyware software whenever you're using your computer, Spyware and other
potentially unwanted software can try to install itself on your computer any time you connect to the
Internet. It can also infect your computer when you install some programs using a CO, DVD, or other
remu:ﬂ.ral::llltF media. Potentially unwanted or malicicus software can also be programmed to run at

Anything used for information storage that is designed to be easily
inserted into and rermoved from a computer or portable device,
Common removable media include CD and DVD discs, as well as
remaovable memory cards. ptentially unwanted
DTV AT OLCETTTETS DO TS LT TEEeTT 0T 0O TOTT OTT yoaT COTT Ty I arsw arerts Yol when programs

attempt to change important Windows settings,

ally unwanted software

In this example, the infotip definition is displayed.

Menu links Because the context of the menu indicates a set of links, the text is usually not underlined (except on hover) and
Aset of task linksusedto  might not use the link system colors.
create a menu.

ﬁ rted with Windows
nge the language for

menus and dialogs

In this example, a set of links creates a menu.
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Option links Unlike regular text links, the link changes its text to reflect the currently selected option and is always drawn
A selected option or its using the unvisited link color.

placeholder, where clicking

the link invokes a command

. Apply this rule after the message arrives Apply this rule after the message arrives
to change that option.
9 P from people or distribution list from people or distribution list
mave it to the specified folder move it to the R55 Feeds folder

The example on the left shows a rule from the Microsoft® Outlook® Rules Wizard with placeholder options. After
users click the links and select some options, the right-hand example updates the link text to show the results.

Using option links is particularly suitable if the options have a variable format.

Apply this rule after the message arrives Apply this rule after the message arrives
from people or distribution list from people or distribution list
move it to the specified folder and with spedific words in the body

and with spedific words in the subject or body
move it to the R5S5 Feeds folder

The example on the right shows that Outlook rules have a variable format.

Bﬁ Printer Features Elﬁ Printer Features

------------- Print All Text as Black: Disabled Print &ll Text as Black: | Disabled -

The example on the left shows an option link. It becomes a drop-down list when selected, as shown on the right.

Links also have several presentation patterns:
Plain text links This presentation is the most flexible because it can be used anywhere, including inline.

Consist only of text.

Post a question or search for an answer in Windows communities,
In this example, the text color clearly identifies an inline link.

Text with icon links Because the graphic provides an additional visual indication of a link, it is easier to recognize as a link than a plain
Text with a preceding icon  text link that isn't underlined. This pattern typically uses a 16x16 pixel icon.
that indicates its function.

2 Adjust indexing options
£ Adjust power settings

&= Open Disk Cleanup

E Advanced tools

In this example, the icons provide an additional visual indication of a link.

| F Play |

In this example, the standard triangular Play symbol indicates that this text is a command.
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Graphics-only links Given the lack of a text link, there is no link color or underline to indicate the link. These links depend on either

Consist only of a graphic. the graphic design to suggest clicking, or text within the graphic that suggests an action when users click. Graphic-
only links sometimes have a mouse over effect to indicate the link. This approach helps, but isn't discoverable by
visual inspection alone.

A Ay,

JOMNATHAMN-PC corp.fabrikam.com Internet
(This computer)

In this example, the link isn't discoverable by visual inspection alone.

Due to their potential recognition and localization problems, graphics-only links are not recommended as the
only way to perform a task.

Guidelines
Interaction

. Display a busy pointer if the result of clicking a link isn't instantaneous. Without feedback, users might assume that the click
didn't happen and click again.

Color

. Use the theme or link system colors for visited and unvisited links. The meaning of these colors is consistent across all programs. If
for any reason users don't like these colors (perhaps for accessibility reasons), they can change them themselves.

For navigation links, use different colors for visited and unvisited links. Keep the history of visited links only for the duration of
the program instance. The visited color is important to indicate where users have already been, preventing them from
unintentionally revisiting the same pages repeatedly.

For other types of links, don't use the visited link color. There isn't sufficient value in identifying "visited" commands, for example.

. Don't color text that isn't a link because users may assume that it is a link. Use bold or a shade of gray where you'd otherwise
use colored text.
Exception: You can use colored text if all links are either underlined or placed within standard navigation or command locations.

Incorrect:

ﬂ 97% available (plugged in, charging)

Current power plan: Default

In this example, blue text is incorrectly used for text that isn't a link.

. Use background colors that contrast with the link colors. The window system color is always a good choice.

Incorrect:

otart by checking These articles summarize the new Windows Yista core

LIl features that you should use in your Windows Yista Ul designs, and how they differ fram Windows XP.

In this example, the background color provides poor contrast with the link color.
Underlining

. For links that are necessary to perform a primary task, provide visual clues so that users can recognize links by visual
inspection alone. These clues include underlining, graphics or bullets, and standard link locations. Users shouldn't have to hover over
an object or attempt to click on it to determine if it is a link. Use underlined text if the link isn't obvious from its context.

. Don't underline text that isn't a link because users may assume that it is a link. Use italics where you'd otherwise use underlined
text. Reserve underlining only for links.
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. When printing, don't print underlines or link colors. Printed links have no value and are potentially confusing.
Text with icon links

. Use the arrow icon only for command links. Regular links shouldn't use the arrow icon unless they are being used as a substitute
for command links in Windows XP.

. Place the icon to the left of the text. The icon needs to lead into the text visually.

Correct:
Advanced tools

Incorrect:
Advanced tools

In the incorrect example, the icon doesn't lead into the text.
. Make the result of clicking the icon the same as clicking the text. Doing otherwise would be unexpected and confusing.
Graphics-only links

. Don't use graphics-only links. Users have difficultly recognizing them as links and any text within the graphic (used to indicate
their action when clicked) creates a localization problem.

Navigation links

. Make sure navigation links don't require commitment. Users should always be able to return to the initial state, either by using
Back for inplace navigation or Cancel to close a new window.

. Link to specific content rather than general content. For example, it is better to link to the relevant section of a document than to
link to the beginning.

. Use alink only if the linked material is relevant, helpful, and not redundant. Use restraint in navigation links—don't use them
just because you can.

. Ifalink navigates to an external site, put the URL in the infotip so that users can determine the target of the link.
. Link only the first occurrence of the link text. Redundant links are unnecessary and can make text difficult to read.

Correct:

The Pictures folder makes sharing your pictures easy. You can use the tasks in Pictures to send your pictures in e-
mail or publish them in a secure, private location on the Web. You can also print your pictures directly from the
Pictures folder.

Incorrect:

The Pictures folder makes sharing your pictures easy. You can use the tasks in Pictures to send your pictures in e-
mail or publish them in a secure, private location on the Web. You can also print your pictures directly from the
Pictures folder.

In the correct example, only the first occurrence of the relevant text is linked.

Exceptions:
o If an instruction has a link, put the link in the instruction.

Using strong passwords is very important. For more information, see Strong Passwords.
In this example, the link is in the instruction instead of the first occurrence.

o Link to later occurrences if they are far away from the first. For example, you can link redundantly in different sections within a Help
topic.

Task links
. Use task links for commands that aren't destructive or are easily reversible. Because users associate links with navigation (and

the ability to back out), links aren't appropriate for commands with significant consequences. Commands that display a dialog box or
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a confirmation are a good choice.

Correct:
Start
Stop

Incorrect:
Delete file

In the incorrect example, the command is destructive.
Menu links

. Group related navigation and task links into menus. A menu of related links placed within a standard navigation or command
location makes it easier to find and understand the links than when they're placed separately.

. For selection-dependent menus, remove menu links that don't apply. Don't disable them. Doing so eliminates clutter and users
won't miss links that require selection.

. For selection-independent menus, disable menu links that don't apply. Don't remove them. Doing so makes the menus more
stable and such links easier to find.

@Ov|@ « Windows Update - | +4 | | Search 2|

Windows Update with Windows Ultimate
Change settings Extras
View update history

Restore hidden updates ChE‘Cki"Q for UPdatE‘S---

Updates: frequently asked -
questions
% Learn about Windows Ultimate
Extras
Maost recent check for updates:  Today at 1:21 AM
Updates were installed: 372272007 at 7:36 PM,
View update history

You have Windows set to: Automatically install new
updates every day at 3:00
AM (recommended]

See also You receive updates: For Windows and other

products from Microsoft

Security Center Update

Installed Updates

In this example from Windows Update, an update is being performed, so the Check for updates command is
disabled rather than removed.

Link infotips
. Ifalink requires further explanation, provide the explanation in either a supplemental explanation in a separate text control or

an infotip, but not both. Use complete sentences and ending punctuation. Providing both is unnecessary if the text is the same,
and confusing if the text is different.

s Train your computer to better understand you

Read text to your computer to improve your computer's ability to understand your voice. Doing
this isn't necessary, but can help improve dictation accuracy.
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Text

In this example, a supplemental explanation provides further information about the link.

You'll find a Search box at the top of every folder, As you
type in the Search box, the contents of the folder are

immediately filtgred to show only those files that match

what you typ
search your d 10 display files that meet a certain criteria. For example, you might filter

the current fd files by a particular author so that you only see the files written by that
persaon, Filtering does not delete files, it simply changes the view so that
you only see the files that meet your criteria,

view iz alrea
files by a ce

search withinoreo e | I

In this example, an infotip provides further information.
Don't provide an infotip that is merely a restatement of the link text.

Incorrect:

Try to connect Eain.

[ Try to connect again. l

In this example, the infotip risks annoying users by its repetitiveness.

Don't assign an access key. Links are accessed using the Tab key.

Use links that give specific descriptive information about the result of clicking on the link, using as much text as necessary. The
link text should indicate the result of clicking on the link. Users should be able to accurately predict the result of a link from its link

text and optional infotip.

Incorrect:

L0 Security notice

In this example, even though the link appears important, its label is too general. Users are more likely to click a

more specific link.

For inline links:
o Preserve the capitalization and punctuation of the text.

o Don't include ending punctuation in the link unless the text is a question.

o Link on the most relevant part of the text and choose link text that is large enough to be easy to click.

Correct:
Go to a newsgroup.

Incorrect:
Go to a newsgroup.

In these examples, "Go" isn't the most relevant part of the text and it isn't large enough to make a good click

target, whereas "newsgroup" is.

o Avoid putting two different inline links next to each other. Users are likely to believe they are a single link.

Incorrect:
For more information, see UX guidelines.

In this example, "UX" and "guidelines" are two different links.

For independent links (not inline):
o Use sentence-style capitalization.

o Don't use ending punctuation unless the link is a question.
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o Use all the text as the link.

. Use links that are clearly differentiated from the other links on the screen. Users should be able to accurately predict and
differentiate between link targets.

Incorrect:
Find antivirus software
Get antivirus software

Correct:
How to know if antivirus software is installed
Install antivirus software

In the incorrect example, the distinction between the two links is unclear.

. Don't add Click or Click here to the link text. It isn't necessary because a link implies clicking. Also, Click here and here alone convey
no information about the link when read by a screen reader.

Incorrect:

Click here for description.
Click here for description.
Click here for description.

Correct:
Description

In the incorrect examples, "“click here" goes without saying and conveys no information about the link.
Navigation links

. Start the link with a noun and clearly describe where clicking the link will go. Don't use ending punctuation. On occasion you may
need to start navigation links with a verb, but don't use verbs that reiterate navigation that is already implied by the fact of linking,
such as View, Open, or Go to.

. Present a navigation link as a URL if it navigates to a Web page and you expect the target users to recall the URL and type it into
a browser. If possible, design such URLs to be short and easy to remember.

. If the link includes a URL to a Web site starting with "www," omit the http:// protocol name and use lowercase text.

Incorrect:
http://www.microsoft.com
www.microsoft.com

Correct:
microsoft.com

In the incorrect examples, the "http://" and "www" go without saying.
Task links

. Start the link with an imperative verb and clearly describe the task that the link performs. Don't use ending punctuation.
. End the link with an ellipsis if the command needs additional information (including a confirmation) for successful completion.

Don't use an ellipsis when the successful completion of the task is to display another window—only when additional information
is needed to perform the task.

Print...

In this example, the Print... command link displays a Print dialog box to gather more information.

Print

By contrast, in this example a Print command link prints a single copy of a document to the default printer without
any further user interaction.

Proper use of ellipses is important to indicate that users can make further choices before performing the task,
or can cancel the task entirely. The visual cue offered by an ellipsis allows users to explore your software without
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fear.
. If necessary, end a task link with "now" to distinguish it from a navigation link.

Download files
Download files now

In this example, "Download files" navigates to a page for downloading files, whereas "Download files now"
actually performs the command.

Help links
For guidelines and examples, see Help.
Link infotips
. Use full sentences and ending punctuation.
For more guidelines and examples, see Tooltips and Infotips.
Documentation
When referring to links:

. Use the exact link text, including its capitalization, but don't include the ellipsis.
. To describe user interaction, use click.

. When possible, format the link text using bold text. Otherwise, put the link text in quotation marks only if required to prevent confusion.

Example: To start the scan, click Scan a computer.
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List Boxes

Is this the right control?
Usage patterns
Guidelines
Presentation
Interaction
Multiple-selection lists
Default values
Recommended sizing and spacing
Labels
Documentation

With a list box, users can select from a set of values presented in a list that is always visible. With a single-
selection list box, users select one item from a list of mutually exclusive values. With a multiple-selection list box,
users select zero or more items from a list of values.

List of valid modes:

LB 1630 by 1050, True Color (32 hit), 60 Hertz o
1630 by 1050, High Calor {15 bit), 50 Hertz

1680 by 1050, 256 Colors, 60 Hertz ‘

Unselected iterns——1230 by 1024, True Color {32 bit), 60 Hertz

1280 by 1024, High Calor {15 bit), 60 Hertz

1280 by 1024, 256 Colors, 60 Hertz

1280 by 800, True Color (32 bit), 60 Hertz

1280 by 800, High Colaor (16 bit), 60 Hertz

1280 by 800, 256 Colors, 60 Hertz 5

| m

A typical single-selection list box.

Note: Guidelines related to layout and list views are presented in separate articles.

Is this the right control?
To decide, consider these questions:
. Does the list present data, rather than program options? Either way, a list box is a suitable choice regardless of the number of items.
By contrast, radio buttons or check boxes are suitable only for a small number of program options.
. Do users need to change views, group, sort by columns, or change column widths and order? If so, use a list view instead.

. Does the control need to be a drag source or a drop target? If so, use a list view instead.
. Do the list items need to be copied to or pasted from the clipboard? If so, use a list view instead.

Single-selection lists
. Is the control used to choose one item from a list of mutually exclusive values? If not, use another control. For choosing
multiple items, use a standard multiple-selection list, check box list, list builder, or add/remove list instead.

. Is there a default option that is recommended for most users in most situations? Is seeing the selected option far more important
than seeing the alternatives? If so, consider using a drop-down list if you don't want to encourage users to make changes by hiding
the alternatives.

Colors:

\Highest (32 bit)  ~

In this example, the highest color quality is the best choice for most users, so a drop-down list is a good choice to
downplay the alternatives.

. Does the list require constant interaction? If so, use a single-selection list to simplify the interaction.
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Selected Text
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Inactive Selected Text

Itemn back d:
Indicator Margin e

Line Mumbers [] Default -
Visible White Space
Bookmark 7] Bold

Brace Matching (Highlight)

Brace Matching (Rectangle)

Breakpoint (Disabled)

Breakpoint (Enabled)

Breakpoint (Error)

Breakpoint (Warning) -

Sample:

BaBbCcXxYvZiz

In this example, users are constantly changing the selected item in the Display items list to set the foreground and
background colors. Using a drop-down list in this case would be very tedious.

. Does the setting seem like a relative quantity? Would users benefit from instant feedback on the effect of setting changes? If
s0, consider using a slider instead.
. Is there a significant hierarchical relationship between the list items? If so, use a tree view control instead.

. Is screen space at a premium? If so, use a drop-down list instead because the screen space used is fixed and independent of the
number of list items.

Standard multiple-selection lists and check box lists

. Is multiple selection essential to the task or commonly used? If so, use a check box list to make multiple selection obvious, especially
if your target users aren't advanced. Many users won't realize that a standard multiple-selection list supports multiple selection. Use
a standard multiple-selection list if the check boxes would draw too much attention to multiple selection or result in too much

screen clutter.

. Is the stability of the multiple selection important? If so, use a check box list, list builder, or add/remove list because clicking
changes only a single item at a time. With a standard multiple selection list, it's very easy to clear all the selections—even by accident.

. Is the control used to choose zero or more items from a list of values? If not, use another control. For choosing one item, use a
single-selection list instead.

Preview lists

. Are the options easier to select with images than with text alone? If so, use a preview list.

List builders and add/remove lists

Is the control used to choose zero or more items from a list of values? If not, use another control. For choosing one item, use a
single-selection list instead.

Does the order of the selected items matter? If so, the list builder and add/remove list patterns support order, whereas the
other multiple-selection patterns do not.

Is it important for users to see a summary of all the selected items? If so, the list builder and add/remove list patterns display only
the selected items, whereas the other multiple-selection patterns do not.

Are the possible choices unconstrained? If so, use an add/remove list so that users can choose values not currently in the list.

Does adding a value to the list require a specialized dialog box for choosing objects? If so, use an add/remove list and display
the dialog box when users click Add.

Is screen space at a premium? If so, use an add/remove list instead because it uses less screen space by not always showing the set
of options.

For list boxes, the number of items in the list isn't a factor in choosing the control because they scale from
thousands of items all the way down to one for single-selection lists (and none for multiple-selection lists).

Because list boxes can be used for data, the number of items might not be known in advance.

Note: Sometimes a control that looks like a list box is implemented using a list view and vice versa. In such cases,

apply the guidelines based on usage, not implementation.

Usage patterns
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List boxes have several usage patterns:

Single-selection lists
Allow users to select one

item at a time. Microsoft Access Database File

Microsoft QDBC Data Source
Microsoft SQL Server

Microsoft SOL Server Database File
Microsoft SQL Server Mobile Edition
<other=

Data source:

In this example, users can select only one display item.

Standard multiple- Standard multiple-selection lists have exactly the same appearance as single-selection lists, so there is no visual clue
selection lists that a list box supports multiple selection. Because users have to discover this ability, this list pattern is best used for
Allow users to select any tasks where multiple selection isn't essential and is rarely used.

number of items, including

none. There are two different multiple-selection modes: multiple and extended. Extended selection mode is by far the

more common, where the selection can be extended by dragging or with Shift+click and Ctrl+click to select
groups of contiguous and non-adjacent values, respectively. In the multiple-selection mode, clicking any item
toggles its selection state regardless of the Shift and Ctrl keys. Given this unusual behavior, multiple-selection
mode is deprecated and you should use check box lists instead.

Messages to view:

ACM_OPENW r
ACM_PLAY i
ACM_STOFP

BM_CLICK

BM_GETCHECK

BM GETIMAGE
BM_GETSTATE
BM_SETCHECK
BM_SETIMAGE
BM_SETSTATE &

4 messages selected.

In this example, users can select any number of items using the multiple-selection mode.

Check box lists Unlike standard multiple-selection lists, the check boxes clearly indicate that multiple selection is possible. Use this
Like standard multiple- list pattern for tasks where multiple selection is essential or commonly used.

selection list boxes, check
box lists allow users to
select any numpoer of items, -~~~
including none. Meitda . .|
[#] Class Designer b
[] Context Menus

[] Data Design

[7] Database Diagram

[] Debug

[T Debug Location

[[] Device

[] Dialog Editor

[7] Distributed Systern Designers
[] Formatting

[T Help

[T HTML Source Editing
[[lIrmage Editor

[ Layout hd

Toolbars:

m

In this example, users typically select more than one item so a check box list is used.

Given this clear indication of multiple selection, you might assume that check box lists are preferable to standard

multiple-selection lists. In practice, few tasks require multiple selection or use it heavily; using a check box list in
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such cases draws too much attention to selection. Consequently, standard multiple-selection lists are far more
common.

Preview lists .

Can be single or multiple Window Color and Appearance

selegtlon, but they show a You can change the color of windows, the Start menu, and the taskbar. Pick one of the available colors or create
preview of the effect of the

. ; your own color using the color mixer.
selection rather than just

text. . , , — —_ — \ \
1 | y — J lﬂ ) . ]
Default Graphite Blue Teal Fed Crange Pink Frost
In this example, a preview of each option clearly shows the effect of the choice, which is more effective than using
text alone.
List builders A list builder consists of two single-selection lists: the list on the left is a fixed set of options and the list on the right is

Allow users to create a list  the list being built. There are two command buttons between the lists:
of choices by adding one
item at a time, and

' : ) . An Add button that moves the currently selected option to the list being built, inserted before the selected
optionally setting the list

item. (Double-clicking on an option item has the same effect.)

order.
. A Remove button that removes the selected item from the built list and returns it to the option list. (Double-
clicking on an item in the built list has the same effect.) The built list may optionally have Move Up and Move
Down commands to order the list items.
Awvailable toolbar buttons: Cumrent toolbar buttons:
Seper - A - |
| Read Mail i) Prirt
; .EEI al E?\i n H.E.‘SE.‘{
A Size | Add = P Fage
aﬂ$ Encoding 5 ik Tools
/ Edt < Remove | |@ Hep 3
;é" Cut — ﬁ Research
52 Copy Separator B
-Juid i} E
1 r 1 » Mowve down
In this example, a list builder is used to create a toolbar by selecting items from a set of available options and
setting their order.
Add/remove lists Unlike a list builder, clicking Add displays a dialog box to select items to add to the list. Using a separate dialog box

Allow users to create a list  allows for significant flexibility in choosing items—you can use a specialized object picker or even a common dialog.

of choices by adding one or Compared to the list builder, this variation is more compact but requires slightly more effort to add items.
more items at a time, and

optionally setting the list
order (like list builders). Menu contents:

Add
Spy++

Visual Studic 2005 Command Prompt
MFC-ATL Trace Tool

Remove

Move up

]

Mowve down

In this example, users can add or remove tools from a menu, as well as set order.

While the list builder and add/remove list patterns are significantly heavier than the other multiple-selection lists,
they offer two unique advantages:
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. Users have control over the list order, both while building the list and after.

. Users can review a summary of the selected items, which can be a significant benefit if the number of choices
is large.

Their disadvantages are that they require much more screen space and can be difficult to use when creating a

large list of items from scratch. Consequently, they are best used to create short lists or modify lists that already
exist.

Guidelines
Presentation

. Sort list items in a logical order, such as grouping related options together, placing most frequently used items first, or
using alphabetical order. Sort names in alphabetical order, numbers in numeric order, and dates in chronological order. Lists with 12
or more items should be sorted alphabetically to make items easier to find.

Correct:

Alignment:

In this example, the list box items are sorted by their spatial relationship.

Incorrect:

Select a product or topic:

All Windows products

Windows XP
Windows 2000
Windows CE
M5-DOS
Metworking
Microsoft Management Console
Internet Explorer
Games

Hardware products
Keyboards

Mice

Device drivers

In this example, there are so many list items that they should be sorted in alphabetical order.

Correct:

Select a product or topic:

All Windows products

Device drivers
Games

Hardware products
Internet Explorer
Keyboards

Mice

Microsoft Management Console
M5-DOS
Metworking
Windows 2000
Windows CE
Windows XP

In this example, the list items are easier to find because they are sorted in alphabetical order. However, the item
"All Windows products” is at the beginning of the list, regardless of its sort order.

. Place options that represent All or None at the beginning of the list, regardless of sort order of the remaining items.

. Enclose meta-options in parentheses.
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Animation:

Blinking Background
Las Vegas Lights
Marching Black Ants
Marching Red Ants
Shirnmer

Sparkle Text

In this example, "(none)" is a meta-option because it is not a valid value for the choice—rather it indicates that

the option itself isn't being used.

. Don't have blank list items—use meta-options instead. Users don't know how to interpret blank items, whereas the meaning of

meta-options is explicit.

Incorrect:

Animation:

Blinking Background
Las Vegas Lights
Marching Elack Ants
Marching Red Ants
Shimmer

Sparkle Text

In this example, the meaning of the blank item is unclear.

Correct:

Animation:

Blinking Background
Las Vegas Lights
Marching Elack Ants
Marching Red Ants
Shimmer

Sparkle Text

In this example, the "(none)" meta-option is used instead.

Interaction

. Consider providing double-click behavior. Double-clicking should have the same effect as selecting an item and performing its

default command.

. Make double-click behavior redundant. There should always be a command button or context menu command that has the

same effect.

. If users can't do anything with the selected items, don't allow selection.

Correct:

You have successfully completed the Accessibility wizard.

You made the following changes:

Mouse Keys
Mouse Speed
Sizes of Window Elements

This list box displays a read-only list of changes; there is no need for selection.

. When disabling a list box, also disable any associated labels and command buttons.
. Don't use the change of the selected item in a list box to:
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o Perform commands.
o Display other windows, such as a dialog box to gather more input.

o Dynamically display other controls related to the selected control (screen readers cannot detect such events). Exception: You
can dynamically change static text used to describe the selected item.

Acceptable:
Choose an action to perform:

Import Favorites Description
Export Favorites

Import Cookies
Export Cockies
Import Feeds
Export Feeds

Import faverites from ancther browser orfile,

In this example, changing the selected item changes the description.

. Avoid horizontal scrolling. Multicolumn lists rely on horizontal scrolling, which is generally harder to use than vertical

scrolling. Multicolumn lists that require horizontal scrolling may be used when you have many alphabetically sorted items and
sufficient screen space for a wide control.

Acceptable:
Mame ) Date modified Type Size
| 3com_drmi 11033 , 1054 ) CatRoot
, 1025 . 1037 . 2052 | CatRoot2
. 1028 1041 . 3076 J cam
/1031 11042 | appmgmt J comsetup
i |:| b

In this example, multiple columns that require horizontal scrolling are used because there are many items and
plenty of available screen space for a wide control.

Multiple-selection lists

. Consider displaying the number of selected items below the list, especially if users are likely to select several items. This
information not only gives useful feedback, but it also clearly indicates that the list box supports multiple selection.

Messages to view:

ACM_OPENW B
ACM_PLAY e
ACM _STOF

BM_CLICK

BM_GETCHECK

BM GETIMAGE
BM_GETSTATE
BM_SETCHECK
EM_SETIMAGE
EM_SETSTATE &

4 messages selected.

In this example, the number of selected items is displayed below the list.

. You can provide other selection metrics that might be more meaningful, such as the resources required for the selections.
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Windows Features

OO0O0EEONOSOEDO

Turn Windows features on or off

W ActrveX Installer Service

| Games

. Indexing Service

, Internet Information Services

, Microsoft MET Frarnework 3.0

. Microsoft Message Queue (M5MQ) Server
, Print Services

. Remote Differential Compression

, Removable Storage Management

. RIP Listener

, Services for MFS

, Simple TCPIP services (i.e. echo, daytime etc)
Total disk space required: 72.9 MB
Space available on disk: 147214 MB

To turn a feature on, select its check box. To turn a feature off, clear its
check box. A filled box means that only part of the feature is turned on.

| »

m

| oK

| |

Cancel

In this example, the disk space required to install the components is more meaningful than the number of items
selected.

. If there are potentially many list items and selecting or clearing all of them is likely, add Select all and Clear all command buttons.

. For standard multiple-selection lists, don't use multiple-selection mode because this selection mode has been deprecated.
For equivalent behavior, use a check box list instead.

Default values

. Select the safest (to prevent loss of data or system access) and most secure option by default. If safety and security aren't
factors, select the most likely or convenient option.

Recommended sizing and spacing

Acceptable only if list contents are data
whose size isn't know in advance and
maost iterns aren’t truncated.

Choose a length that displays an integral
number of items.

3 DLUs (5 pixels) o

Exception: Don't select any items if the control represents a property in a mixed state, which happens when
displaying a property for multiple objects that don't have the same setting.

Line Numbers
Bookmark
Brace Matching
Breakpoint

Inactive Selected Text a »

o

Whenever possible, longest item should
— allow for 30% expansion for localiza-
tion.

— If possible, make the list slightly longer if

doing so eliminates the vertical scroll bar.

Recommended sizing and spacing for list boxes.

© 2010, Microsoft Corporation. All rights reserved.

Include an additional 30 percent (up to 200 percent for shorter text) for any text (but not numbers) that will be localized.
Choose a list box height that displays an integral number of items. Avoid truncating items vertically.

Choose a list box width appropriate for the longest valid data. Standard list boxes cannot be scrolled horizontally, so users can see
only what is visible in the control.

Choose a list box height that eliminates unnecessary vertical scrolling. List boxes should display between 3 and 20 items without
the need for scrolling. Consider making a list box slightly longer if doing so eliminates the vertical scroll bar. Lists with potentially
many items should display at least five items to facilitate scrolling by showing more items at a time and making the scroll bar easier
to position.
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. If users benefit from making the list box larger, make the list box and its parent window resizable. Doing so allows users to adjust
the list box size as needed. However, resizable list boxes should display no fewer than three items.

Labels

Control labels

. All list boxes need labels. Write the label as a word or phrase, not as a sentence; use a colon at the end of the label.

Exception: Omit the label if it is merely a restatement of a dialog box's main instruction. In this case, the main
instruction takes the colon (unless it's a question) and access key.

Acceptable:

Choose the application to receive the image
Available applications:

Microsoft PowerPoint

Microsoft Picture It! Publishing Platinum
Microsoft Publisher

In this example, the list box label just restates the main instruction.

Better:

Choose the application to receive the image:

Microsoft PowerPoint

Microsoft Picture It! Publishing Platinum
Microsoft Publisher

In this example, the redundant label is removed, so the main instruction takes the colon and access key.

. Ifalist box is subordinate to a radio button or check box and is introduced by that control's label ending with a colon, don't put
an additional label on the list box control.

(") Append primary and connection specific DMS suffixes

Append parent suffixes of the primary DNS suffix
i@ Append these DNS suffixes (in order):

@

SN com

Live.com

[ Add... ][ Edit. .. ][ Remove ]

In this example, the list box is subordinate to a radio button and shares its label.

. Assign a unique access key. For guidelines, see Keyboard.

. Use sentence-style capitalization.

. Position the label either to the left of or above the control, and align the label with the left edge of the control.
o If label is on the left, vertically align the label text with the first line of text in the control.

Correct:

Color scheme:

-
Windows Vista Basic o
Windows Standard
Windows Classic
High Contrast White
High Contrast Black
High Contrast #2 57
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Color scheme: [T e A
Windows Vista Basic
Windows Standard
Windows Classic
High Contrast White
High Contrast Black
High Contrast £2 -

r

In these examples, the label on top aligns with the left edge of the list box and the label on the left aligns with the
text in the list box.

Incorrect:

Lolor scheme:

Windows Aero

Windows Vista Basic B
Mindows Standard 3
Windows Classic =
High Contrast White
High Contrast Bladk
High Contrast #2 5

-
Windows Vista Basic
Windows Standard
Windows Classic
High Contrast White
High Contrast Black
High Contrast #2 57

In these incorrect examples, the label on top aligns with the text in the list box and the label on the left aligns with
the top of the list box.

. For multiple-selection list boxes, use a label that clearly indicates multiple selection is possible. Check box list labels can be less explicit.
Correct:

Select one or more add-ons:

MSM toolbar -~
Windows Messenger 4
XML DOM Document

In this example, the label clearly indicates that multiple selection is possible.

Incorrect:
Add-on=:
MSMN toolbar

Windows Messenger [
XML DOM Document

|»

In this example, the label provides no obvious information about multiple selection.

Best:
Add-ons:

MSM toclbar -

Windows Messenger |_|
¥ML DOM Decument

In this example, the check boxes clearly indicate that multiple selection is possible, so the label doesn't have to be
explicit.

. You may specify units (seconds, connections, and so on) in parentheses after the label.

Option text

. Assign a unique name to each option.
© 2010, Microsoft Corporation. All rights reserved.
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. Use sentence-style capitalization, unless an item is a proper noun.
. Write the label as a word or phrase, not as a sentence, and use no ending punctuation.
. Use parallel phrasing, and try to keep the length about the same for all options.

Instructional and supplemental text

. If you need to add instructional text about a list box, add it above the label. Use complete sentences with ending punctuation.
. Use sentence-style capitalization.

. Additional information that is helpful but not necessary should be kept short. Place this text either in parentheses between the label
and colon, or without parentheses below the control.

@ Windows Firewall Settings ﬁ

| General | Exceptions | Advanced

ICMP settings

Information requests from the Internet that this computer responds
to:

Allow incoming echo request -

m

Description

Internet Control Message Protocel (ICMP) allows the computers on
a network to share errer and status information.

In this example, supplemental text is placed below the list.
Documentation
When referring to list boxes:

. Use the exact label text, including its capitalization, but don't include the access key underscore or colon. Include the word list.
Don't refer to a list box as a list box or a field.

. For list items, use the exact item text, including its capitalization.
In programming and other technical documentation, refer to list boxes as list boxes. Everywhere else, use list.

.

To describe user interaction, use select.

.

.

When possible, format the label and list items using bold text. Otherwise, put the label and items in quotation marks only if required
to prevent confusion.

Example: In the Go to what list, select Bookmark.
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List Views

Is this the right control?

Usage patterns

Guidelines
Presentation
Interaction
Multiple-select

ion lists

Changing views

Details views

Recommended sizing and spacing

Labels
Documentation

With a list view, users can view and interact with a collection of data objects, using either single selection or
multiple selection.

Sort column

Column header

A typical list view.

—Mame

) 3com_dmi
11025
1028
01031
11033
1037
1041
11042
1 1054
) 2052
) 3076
J aliedit

- Mot oo iFiod T},pe | Size
v Mame
, export | ras
v Date modified | ias . ReinstallBackups
v Type J sl | Restore
. . IME J Setup
S
:/ - inetsrv | ShellExt
Title , Macromed | SoftwareDistribution
Authors | Microsoft | spool
Tags | Msl?Jtc J usmt
. mui . VPCache
More... : npp . whem
LT . oobe , wins
) DRVSTORE , Prelnstall J xircom

List views have more flexibility and functionality than list boxes. Unlike list boxes, they support changing views,
grouping, multiple columns with headings, sorting by columns, changing column widths and order, being a drag
source or a drop target, and copying data to and from the clipboard.

Note: Guidelines related to layout and list boxes are presented in separate articles.

Is this the right control?

A list view is more than just a more flexible and functional list box: its extra functionality results in different
usage. The following table shows the comparison.

List boxes List views
Datatype [Both data and program options. Data only.
Contents Labels only. Labels and auxiliary data, possibly in multiple columns.
Interaction |Used for making selections. Can be used for making selections, but often used for displaying and interacting with
data. Can be a drag source or a drop target.
Presentation [Fixed. Users can change views, group, sort by columns, and change column widths and

order.

To decide if this is the right control, consider these questions:

. Does the list present data, rather than program options? If not, consider using a list box instead.

. Do users need to change views, group, sort by columns, or change column widths and order? If not, use a list box instead.

. Does the control need to be a drag source or a drop target? If so, use a list view.

. Do the list items need to be copied to or pasted from the clipboard? If so, use a list view.

Check box list views

._Is the control used to choose zero or more items from a list of data? To choose one item, use single selection instead.
© 2010, Microsoft Corporation. All rights reserved.
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. Is multiple selection essential to the task or commonly used? If so, use a check box list view to make multiple selection
obvious, especially if your target users aren't advanced. If not, use a standard multiple-selection list view if the check boxes would
draw too much attention to multiple selection or result in too much screen clutter.

. Is the stability of the multiple selection important? If so, use a check box list, list builder, or add/remove list because clicking
changes only a single item at a time. With a standard multiple selection list, it's very easy to clear all the selections—even by accident.

Note: Sometimes a control that looks like a list view is implemented using a list box, and vice versa. In such cases,
apply the guidelines based on the usage, not on the implementation.

Usage patterns

All views support single selection, where users can select only one item at a time, and multiple selection, where
users can select any number of items, including none. List views support extended selection mode, where the
selection can be extended by dragging or with Shift+click or Ctrl+click to select groups of contiguous or non-
adjacent values, respectively. Unlike list boxes, they don't support multiple selection mode, where clicking any
item toggles its selection state regardless of the Shift and Ctrl keys.

Standard list view

The list view control supports five standard views:

Tile . Date taken Tags MName Size Rating
Each item appears as a
medium icon, with a label Autumn Leaves Creek
and optional details to the g| |PEGImage JPEG Image
right. 269 KB 258 KB
Desert Landscape Dock
E JPEG Image ; JPEG Image
223 KB 309 KB
Forest 3 Forest Flowers
n JPEG Image JPEG Image
648 KB —— 125 KB
Frangipani Flowers Garden
Py 2 =
JPEG Image H JPEG Image
105 KB 504 KB

Tile view shows medium icons with labels and optional details on the right.

Large icon Date taken Tags Mame Size 32

Each item appears as an
E ;

extra large, large, or
Autumn Leaves Creek Desert Landscape Dock

medium icon with a label
", t "

below it.
Forest Forest Flowers Frangipani Flowers Garden

Large Icon view shows each item as a large icon with a label below it.
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Tags

Mame

Size

= Creek
=|Dock

= Forest Flowers
i=|Garden

| Tree

= Oryx Antelope
| Waterfall

»

Small Icon view shows each item as a small icon with its label on the right.

Small_ icon Date taken
Each item appears as a
small icon with a label to b= Autumn Leaves
the right. i=|Desert Landscape
| Forest
= Frangipani Flowers
= Green Sea Turtle
= Humpback Whale
= Toco Toucan
= | Winter Leaves
List

Each item appears as a
small icon with a label to

In List mode, this view orders items in columns and uses a horizontal scrollbar. By contrast, the icon view modes
order items in rows and use a vertical scrollbar.

the right.
Date taken

Tags
= futumn Leaves
| Creek

= Desert Landscape
= Dock

| Forest

= Forest Flowers

= |Frangipani Flowers

Mame

Size
= |Garden

= Green 5ea Turtle
= |Tree

= Humpback Whale

| Oryx Antelope
= |Toco Toucan
= Waterfall

Rating

4

I

= Winter Leaves

List mode shows each item as a small icon with its label on the right.

Details
Each item appearsasarow column.
in a tabular format. The

Additionally, columns can be added or removed, and reordered and resized. Rows can be grouped, sorted by

leftmost column contains
both the item's optional
icon and label, and the
subsequent columns
contain additional
information, such as item
properties.

Mame

| Toco Toucan
=|Dock

= Autumn Leaves
| Creek

= Desert Landscape
= Forest

= Tree

= | Waterfall
i=|Forest Flowers

| Frangipani Flowers
= Garden

| Winter Leaves

Date taken

6,/24,/200512:22 PM
6/22/2005 8:17 PM
11/4/2005 6:12 PM
4/30/200511:20 AM
2/12/2004 5:30 PM
4/25/200512:00 AM
9/3/2005 6:40 PM
5/27/2005 8:15 AM
4/26/2005 4:50 PM
6/2/2005 3:41 PM
4/9/2004 8:17 AM
1/17/2005 7:43 AM

Tags

Sample; Wildlife
Sample; Ocean
Sample Landscape
Sample; Landscape
Sample; Landscape
Sample; Landscape
Sample Landscape
Sample; Landscape
Sample; Flowers
Sample; Flowers
Sample; Flowers
Sample; Flowers

Details view shows each item as a line in a table format.

List view variations

Column chooser

List views sometimes have
so many columns that it
isn't practical to show them
all. In this case, the best
approach is to display the
most useful columns by
default and allow users to
add or remove columns as
needed.
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113 KB
310 KB
210 KB
259 KB
224 KB
649 KB
7152 KB
281 KB
126 KB
106 KB
505 KB
207 KB

Rating
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Namef Date modifie Mame

./ 3com_dmi v Date modified
11025

/1028 V]| Type

1031 ¥ Size

1033 Title

V1037

k 1001 Authors

L 1042 e

111054

L 2052 More...

L/ 3076 1/ DRVSTORE
. aliedit l export
. appmgmt b ias

Right-clicking the column heading displays a context menu that allows users to add or remove columns.

Choose Details ﬁ

Select the details you want to display for the items in this
folder.

Details:
M Moveup
Type

Total size

Free space
|:| Comments

Show

Hide

Width of selected column (in pixels): 80

[ OK ] [ Cancel

Clicking More in the column header context menu displays the Choose Columns dialog box, which allows users to
add or remove columns as well as reorder them.

Check box list view Multiple-selection list views have exactly the same appearance as single-selection list views, so there is no visual
Allow users to select clue that they support multiple selection. A check box list view can be used to clearly indicate that multiple
multiple items. selection is possible. Consequently, this pattern should be used for tasks where multiple selection is essential or

commonly used.
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Performance Options ﬁ

Visual effects | Advanced | Data execution preventinnl

Select the settings you want to use for the appearance and
performance of Windows on this computer,

@ Let Windows choose what's best for my computer

(") Adjust for best appearance

() Adjust for best performance

() Custom:

Animate controls and elements inside windows
Animate windows when minimizing and maximizing
Enable desktop composition

Enable transparent glass

Fade or slide menus into view

Fade or slide ToolTips into view b
Fade out menu items after dicking

Show preview and filters in folder

Show shadows under menus

Show shadows under mouse pointer

[¥] Show thumbnails instead of icons S

»

m

[ 0K ] ’ Cancel Apply

In this example, a Small Icon view uses check boxes because multiple selection is essential to the task.

List views with groups While Details views often support sorting the data by any of the columns, list views further allow users to
Organize the data into organize the items into groups. Some benefits of grouping are:
groups.

. Groups works in all views (except list), so, for example, users could group an extra large icons view of albums by artist.
. Groups can be high-level collections, which are often more meaningful than grouping directly off the data. For example,
Windows® Explorer groups dates into Today, Yesterday, Last week, Earlier this year, and A long time ago.

1. Get started with Windows (14) ~
W |' : n AT . .
'!&. View computer details lli Transfer files and settings
B 1-«*;'

II
[:0 Connect to the Internet Windows Ultimate Extras | What's new in Windows Vista

J Tablet PC Pen Training

Show all 14 items...

2. Offers from Microsoft (6]

E‘
£y | Go online to learn about Go online to find it fast with Go online to help protect
U Windows Live Windows Live your PC with Windows Live

—

Go online to find more ways I] - l Sign up online for technical

I,
i~

. Go online to Windows

Marketplace to help protect your PC support

In this example, the Windows Welcome Center shows grouped items in a list view.

Guidelines
Presentation

. Sort list items in a logical order. Sort names in alphabetical order, numbers in numeric order, and dates in chronological order.

. If appropriate, allow users to change the sort order. User sorting is important if the list has many items or if there are scenarios
where items are found more effectively using a sort order other than the default.

. Use the Always Show Selection attribute so that users can readily determine the selected item, even when the control doesn't
have focus.
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. Avoid presenting empty list views. If users create a list, initialize the list with instructions or example items that users might need.

= | ]|

/7 « Search Results - | 3 | |

Show only: E-mail  Document  Picture  Music  Other  Advanced searchi:\}fﬁ'|

To begin, type in the search box

To search more of your computer, use Advanced search.

In this example, the Search list view initially presents instructions.

. If users can change views, group, sort by columns, or change columns and their widths and order, make those settings persist so
they take effect the next time the list view is displayed. Make them persist on a per-list view, per-user basis.

Interaction

item and either closes the window or navigates to the next page.

default command.

. Make double-click behavior redundant. There should always be a command button or context menu command that has the

same effect.

Use single-click to select the list item the user is pointing to. Exception: For the command link list pattern, single-click selects the

Consider providing double-click behavior. Double clicking should have the same effect as selecting an item and performing its

If a list item requires further explanation, provide the explanation in an infotip. Use complete sentences and ending punctuation.

Mame Category
A Fonts Appearance and Personalization
¢—uIndexing Options System and Maintenance
¥4 Game Controllers Hardware and Sound
€ Internet Options MNetwork and Internet; Security
&L iSCS Initiator System and Maintenance
22 Keyboard b Hardware and Sound
A My

Customize your keyboard settings, such as the cursor blink rate and the

L—-? MI character repeat rate.

v Metwork and Sharing Center MNetwork and Internet

.@Oﬂ’line Files Metwork and Internet

}’ Pen and Input Devices Hardware and Scund; Mobile PC
= People Mear Me Metwork and Internet

M Performance Information and Tools System and Maintenance

In this example, an infotip is used to provide further information.

. Provide context menus of relevant commands. Such commands include Cut, Copy, Paste, Remove or Delete, Rename, and Properties.

. If users can change the sort order and grouping, provide Sort By and Group By context menus. The first click on a column name
sorts or groups the list in the ascending order for that column, the second click sorts or groups in descending order. Use the

previous order (from another column) as the secondary key.
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. 3com_dmi

Name Date modified Type Size

. dhep

11025
11028
1031
1032
1037
1041
1042
1054
L2052

L 3076

. aliedit

. appmgmt
. CatRoot
. CatRoot2 &
./ ccm

. comisetup
. Com

View
Sort by
Group by
Stack by
Refresh

Customize this folder...

Paste
Paste shortcut
Undo copy

Groove folder synchronization

Mew

Properties

., config

. Restore
» L Setup
P @ MName
[y istribution
k Date modified
r Type
Size
@ Ascending
Descending
More... |
Ctrl+ 7 T IEIEFSTCPX
| 112520850.cpx
' | |al5hl
» || a234.tbl
%, aaaamon.dll
% access.cpl
T REMSTANEaCRUps % acctres.dll

In this example, the Sort By context menu changes the sort order. Clicking Name once sorts by name in ascending
order. Clicking Name again sorts by name in descending order.

. Make the list view column header accessible using the keyboard.
o Developers: You can do this by setting focus on the column header control. This capability is new to Windows Vista®.

. When disabling a list view, also disable any associated labels and command buttons.

. Avoid horizontal scrolling. The List mode uses horizontal scrolling. This mode is usually the most compact, but horizontal scrolling
is generally harder to use than vertical scrolling. Consider using the Small Icon view instead if compactness isn't important. However,

List mode is a good choice when there are many alphabetically sorted items and sufficient screen space for a wide control.

Acceptable:

= | B |

‘ Organize ~

@Qv| % Windows » System32 »

Views - (& Bumn

Namef * | Date modified Type Size

%) kbd101b.dll % KBDARME.DLL % KBDBHC.DLL
%) kbd101c.dll %] KBDARMW.DLL |%| KBDBLR.DLL
%) kbd103.dI1 %] kbdax2.dll % KBDER.DLL
%) kbd106.dI1 % KBDAZE.DLL % KBDBU.DLL
%) kbd106n.dlI %) KBDAZEL.DLL % KBDBULG.DLL
|%| KBDAL.DLL %) KBDBASH.DLL |% KBDCADLL
|%| KBDAZ.DLL % KBDBE.DLL % KBDCAM.DLL
% KBDA3.DLL % KBDBEME.DLL |% KBDCR.DLL
|%| KBDAL.DLL % KBDBGPH.DLL |% KBDCZ.DLL

'|"7||529r':h pl

In this example, List mode is used because there are many items and plenty of available screen space for a wide

control.

Multiple-selection lists

. Consider displaying the number of selected items below the list, especially if users are likely to select several items. This
information not only gives useful feedback, but it also clearly indicates that the list view supports multiple selection.
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Humpback Whale Oryx Antelope Toce Toucan Waterfall Winter Leaves

5 items selected Date taken: 1/17/2005 10:43 PM - 12/1/2005 5:20 AM

In this example, the number of selected items is displayed below the list.

. Alternatively instead of the number of selected items, you can give other selection metrics that might be more meaningful, such as
the resources required for the selections.

Windows Features E@g

Turn Windows features on or off (7]

To turn a feature on, select its check box. To turn a feature off, clear its
check box. A filled box means that only part of the feature is turned on.

E

| Games
| Indexing Service

m

, Internet Information Services

, Microseft .MET Framework 3.0

| Microsoft Message Queue (MSMQ) Server
, Print Services

, Remote Differential Compression

, Removable Storage Management

, RIP Listener

) Services for NFS

; Simple TCPIP services (i.e. echo, daytime etc) -

OO0 mEODNEOE

T e s — — — — — —

O

Total disk space required: 729 MB
Space available on disk: 147214 ME

In this example, the disk space required to install the components is more meaningful than the number of
components selected.

. For check box list views, if there are potentially many items and selecting or clearing all of them is likely, add Select all and Clear
all command buttons.

. Use mixed-state check boxes to indicate partial selection of the items in a container. The mixed state is not used as a third state for
an individual item.

Changing views
If users can change views:

. Choose the most convenient view by default. Any changes users make should be made persistent on a per-list view, per-user basis.

. Change the view using a split button, menu button, or drop-down list. Whenever practical, use a split button on the toolbar
and change the button label to reflect the current view.
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@ " SampIeP T & Extra large icons

‘ Organize ~ [=Views | Large icons

| »

Favorite Links % &= Mediumicons -

El Documents
B Pictures 2 Small icons

E;h Music

m

List
% Recently Changed =
22 Details
Mare » Oryx Antelope
== Tiles
Folders -
o img35 Date taken: Specify date and time taken

% JPEG Image

In this example, a split button on the toolbar is used to change views.

. Provide a View context menu.

Name Date modified Type Size
. 3com_dmi . dhep | Restore
1. 1025 - i
View » Extra large icon
| 1028 E s
| 1031 Sort by » Large icons
W 1033 Group by » Medium icons
). 1037 Stack by » Small icons
21041 Refrech i
| 1042 res ] Ist
i 1051 Customize this folder... Details
1o 2052 Tiles
1. 3076 Paste
L aliedit Paste shortcut Auto arrange
. appmgmt ) o Align to grid
|| CatRoot Undo copy Ctrl+Z g._. g .
| CatRoot2 &#  Groove folder synchronization » []al5.thl
J ccm N R || a234.tbl
L. cemsetup W % aaaamon.dll
\ Com Properties %) access.cpl
. config %) acctres.dll

In this example, a View context menu is used to change views.
Details views
. Consider using tiles view to improve readability.

Acceptable:

Issued to Issued by Expiratio...  Friendly name

@Miansof’t Corp Ent... Microsoft Corparate ...  10/12/2008 <MNone>
[EIMicrosoft Corp Ent...  Microsoft Intranet CA a/30/2007  <Mone>
@Micrnsoﬂ: Corp Ent... Microsoft Corporate ... 10122008 <Mone:>
@ Microsoft Corporat... Microsoft Corporate R... 12152017  <MNone
[EMicrosoft Corporat,..  Microsoft Corporate R...  2/25/2008  <None:
@ Microsoft Corporat.., Microsoft Corporate R... 9202019 <MNone:z>
FMicrosoft Intranet CA - Microsoft Corporate R...  5/11/2010  <None> 7

o

In this example, there is too much data and the window, list, and columns are too small, making the list items
hard to read.

© 2010, Microsoft Corporation. All rights reserved. Page 125 of 882



Better:

| Issued to Issued by
Mlcrqsoft(orp Ente rpns-e CA 2
f Vicrosoft Corporate Root CA
10/12/2008
Mlcrasoft(orp Ente rprls-e CA 1

ﬁ Vic |u.3'_\.u||.-u|"'_.5 Root CA
1071272008

Micrasoft(orporate Root Authority
! icrosoft Corporate Root Authority

i /_..'._'El

Expiration date 3

A

A

Microsoft Corp Enterpns-e CA2

Microsoft Intranet CA

Microsoft Corporate Root Authority
Microsoft Corporate Root Authority
12/15/2017

Mlcrasaft Corporate Root Authorlt}'
Mic rosoft

_wlrﬂlr_e Root Authority

In this example, Tile view displays the data without truncation.

. Choose default column widths appropriate for the longest data. List views automatically truncate long data with ellipses, so
the column widths are appropriate if few ellipses are displayed by default. While users can resize columns, prefer other solutions:

1. Size each column width to fit its data.

2. Size the control width to fit its columns plus any likely scrollbars.

3. If necessary, use horizontal scrolling.

4. Have truncated data only for odd-sized items or as a last resort.

If normal-sized data must be truncated by default, make the window and list view resizable. Include an additional 30 percent (up to
200 percent for shorter text) for any text (but not numbers) that will be localized.

Incorrect:
Issued to Issued by Expiratio...  Friendly name i
SMicrosoft corpent...  Microsoft corporater...  10/12/2008  <None> ‘;|
@Micrnsoft corp ent...  Microsoft intranet ca 9/30/2007  <Mone -
EMicrosoft corp ent...,  Microsoft corporate r...  10/12/2008  <Nones
@Miu‘nsof‘t corporat... Microsoft corporate r... 12152017  <MNone>
EMicrosoft corporat...  Microsoft corporate ... 2/25/2008  <None:
@Mlcrusof‘t corporat...  Microsoft corporate r...  9/20/2013 <MNone:z>
@Mlcrnsoft intranetca Microsoft corporate r...  5/11f2010 <MNone > &7

In this example, most data is truncated. The many ellipses clearly indicate that the control and column widths are

too small for the data.

Incorrect:

r

lonathan

ERE ==

Group membership:

| General I Crganization | Phone Motes | Member of | E-mail addresses

8 All full time employees of bu...
8 All full time employees (Part...
&5 All full time employees

5 Company development and...

i Discussion group

& Employees of building 1

& Employees of building 2

& Employees of company in Fa...
&4 Fabrikam all full time emplo...
& Friends

5 Point source users

i Program manager discussion

4 | n

[ Add to contacts ] [ | Actions

In this example, data is truncated without reason.

. Choose an appropriate default column order. Generally, order the columns as follows:
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. First, the item name or identifying data.

. Next, other data useful in differentiating the list items.

. Next, the most useful (preferably short or fixed length) data.
. Next, less useful (preferable short or fixed length) data.

a b W N

. Last, long, variable-length data.

Long, variable length-data is placed in the last columns to reduce the need for horizontal scrolling. Within these
categories, place related information together in a logical sequence.

When appropriate, allow users to add and remove columns, as well as change the order. Display the most useful columns by
default. This is achieved with the Header Drag Drop attribute.

Choose an alignment appropriate for the data. Use the following rules:
o Right-align numbers, currencies, and times.

o Left-align text, IDs (even if numeric), and dates.

For sortable column headings, the first click on a heading sorts the list in ascending order for the column, the second click sorts
in descending order. Use the previous sort order (from another column) as the secondary sort key.

Marme Original I...  Date deleted  Size Type :

. contents_files DshUsersh...  3/29/2007 ... 4 KB File Folder

| Windows Vista User Experience Guideline,.. D:\Users\... 3/29/2007 .., 0KB File Folder
|| AutoRecovery save of Document.asd DiUsersh...  3/23/2007 ... 27 KB ASD File
|| AutoRecovery save of Tree Views.asd DhUsersh...  3/13/2007 ... 693 KB ASD File
£ | contents D\Usersh...  3/29/2007 ... 2KB HTML Document
£ | header DiUsersh..,  3/29/2007 .., 3 KB HTML Document
£ | Home DiUsersh...  3/29/2007 ... TKE HTML Document
£ | Windows Vista User Experience Guidelines  D:\Usersh... 3/29/2007 ... 1KE HTML Document
|=|addtional DiUsersh..,  3/16/2007 .., 74 KB JPEGImage
|=|Humphback Whale DUsersh.., 3/21/2007 .., 257 KB JPEG Image

In this example, the Name column was clicked first, then the Type column. As a result, Type in ascending order is
the primary sort key, and Name in ascending order is the secondary.

Use the Full Row Select attribute so that users can readily determine the selected items in all columns.

Don't use a sortable column header unless the data can be sorted.

Don't use a column header if there is only one column and there is no need to reverse sort. Use a label instead to identify the data.

Incorrect:
Files to delete
ol Previous Windows installation(s) 4.00 KB
‘E Recycle Bin 0 bytes
Correct:
Files to delete:
| Previous Windows installation(s) 400 KB
‘E Recycle Bin 0 bytes

In the correct example, a label is used instead of a column header.

Recommended sizing and spacing

3 DLUs (5 pixels) -2omgle 12bek
Choose a column width that avoids —Pen action Equivalent mouse action
truncated data for most if not all data.
Double-tap Double-dlick
Choosing a height that displays an —Press and held Right-dick
integral number of items. Start Tablet PC Input Panel Mone If possible, make the list slightly longer if
doing so eliminates the vertical scroll bar.

Recommended sizing and spacing for list views.
© 2010, Microsoft Corporation. All rights reserved.
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. Choose a list view size that eliminates unnecessary vertical and horizontal scrolling in all supported views. List views should
display between 3 and 20 items. Consider making a list view slightly larger if doing so eliminates a scroll bar. Lists with potentially
many items should display at least five items to facilitate scrolling by showing more items at a time and making the scroll bar easier

. If users benefit from making the list view larger, make the list view and its parent window resizable. Doing so allows users to

Choose a list view height that displays an integral number of items. Avoid truncating items vertically.

to position.

adjust the list view size as needed. However, resizable list views should display no fewer than three items.

Labels

Control labels

All list views need labels. Write the label as a word or phrase, not as a sentence, ending with a colon using static text.

Assign a unique access key. See Keyboard for guidelines on assigning access keys.
Use sentence-style capitalization.

Position the label above the control and align the label with the left edge of the control.

For multiple-selection list views, write the label that clearly indicates multiple selection is possible. Check box list view labels can be

less explicit.

Correct:
Select one or more add-ons
MSEN toolbar -

Windows Messenger Lo
XML DOM Document

In this example, the label clearly indicates that multiple selection is possible.

Incorrect:
Add-ons:
MSN toolbar

Windows Messenger L
XML DOM Document

|»

In this example, the label provides no information about multiple selection.

Acceptable:
Add-ons:
MSMN toolbar -

Windows Messenger |_|
XML DOM Document

In this example, the check boxes clearly indicate that multiple selection is possible, so the label doesn't have to be
explicit.

You may specify units (seconds, connections, and so on) in parentheses after the label.

Heading labels

Keep the heading labels brief (three words or fewer).
Use a single noun or noun phrase with no ending punctuation.
Use sentence-style capitalization.

Align the heading the same way as the data.

Group labels

Use the following group labels for high-level collections:
o Names: Use first letter of name or letter ranges.

o Sizes: Unspecified, 0 KB, 0-10 KB, 10-100 KB, 100 KB - 1 MB, 1-16 MB, 16-128 MB
o Dates: Today, Yesterday, Last week, Earlier this year, and A long time ago.

Otherwise, group labels use the exact text of the data being grouped, including capitalization and punctuation.

Data text

Use sentence-style capitalization.
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file:///C|/Users/pmcrae/Desktop/UXGuide/hxs/uxguide/Glossary/Glossary.htm#accessKey
file:///C|/Users/pmcrae/Desktop/UXGuide/hxs/uxguide/Interaction/keyboard/keyboard.htm
file:///C|/Users/pmcrae/Desktop/UXGuide/hxs/uxguide/Glossary/Glossary.htm#sentenceCaps
file:///C|/Users/pmcrae/Desktop/UXGuide/hxs/uxguide/Glossary/Glossary.htm#sentenceCaps
file:///C|/Users/pmcrae/Desktop/UXGuide/hxs/uxguide/Glossary/Glossary.htm#sentenceCaps

Instructional text

. If you need to add instructional text about a list view, add it above the label. Use complete sentences with ending punctuation.
. Use sentence-style capitalization.

. Additional information that is helpful but not necessary should be kept short. Place this information either in parentheses between
the label and colon or without parentheses below the control.

Documentation
When referring to list views:

Use the exact label text including its capitalization but don't include the access key underscore or colon, and include the word list.
Don't refer to a list box as a list box, list view, or field.

For list data, use the exact data text including its capitalization.

Refer to list views as list views only in programming and other technical documentation. Everywhere else use list.

To describe user interaction, use select for the data, and click for the headings.

When possible, format the label and list options using bold text. Otherwise, put the label and options in quotation marks only if
required to prevent confusion.

Example: In the Programs and services list, select File and printer sharing.
When referring to check boxes in a list view:

. Use the exact label text including its capitalization, and include the word check box. Don't include the access key underscore.

. To describe user interaction, use select and clear.
. When possible, format the label using bold text. Otherwise, put the label in quotation marks only if required to prevent confusion.

Example: Select the Underline check box.
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Progress Bars

Is this the right control?
Design concepts
Usage patterns
Guidelines
General
Determinate progress bars
Indeterminate progress bars
Modeless progress bars
Modal progress bars
Time remaining
Progress bar colors
Meters
Recommended sizing and spacing
Labels

With a progress bar, users can follow the progress of a lengthy operation. A progress bar may either show an
approximate percentage of completion (determinate), or indicate that an operation is ongoing (indeterminate).

Usability studies have shown that users are aware of response times of over one second. Consequently, you
should consider operations that take two seconds or longer to complete to be lengthy and in need of some type
of progress feedback.

— — |

A typical progress bar.

Note: Guidelines related to layout are presented in a separate article.

Is this the right control?
To decide, consider these questions:

. Will the operation complete in about five seconds or less? If so, use an activity indicator instead, because displaying a progress bar

for such a short duration would be distracting. If the operation usually takes five seconds or less but sometimes takes more, start with
a busy pointer and convert to a progress bar after five seconds.

. Isan indeterminate progress bar used to wait for the user to complete a task? If so, don't use a progress bar. Progress bars are for
computer progress, not user progress.

. Isan indeterminate progress bar combined with an animation? If so, use just the animation instead. The indeterminate progress bar
is effectively a generic animation and adds no value to the animation.

. Is the operation a very lengthy (longer than two minutes) background task for which users are more interested in completion than
progress? If so, use a notification instead. In this case, users do other tasks in the meantime and are not monitoring the progress.
Using a notification allows users to perform other tasks without disruption. Examples of such lengthy operations include printing,
backup, system scans, and bulk data transfers or conversions.

. When the operation is complete, will users be able to replay the results? If so, use a slider instead. Examples of such operations
include video and audio recording and playback.

Windows Media Player =N X
-

B (e |f@f| pei| 4D ~
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In this example, a slider is used to indicate progress while playing sound. Doing so allows users to replay the
results later.

Design concepts
During a lengthy operation, users need a general idea of what the operation is doing. They also need to know:

. That a lengthy operation has started.

. That progress is being made and that the operation will eventually complete (and therefore hasn't locked up).

. The approximate percentage of the operation that has been completed (and therefore the percentage remaining).
. If they should cancel the operation if it isn't worth continuing to wait.

. If they should continue to wait or do something else while the operation completes.

Use determinate progress bars for operations that require a bounded amount of time, even if that amount of
time cannot be accurately predicted. Indeterminate progress bars show that progress is being made, but provide
no other information. Don't choose an indeterminate progress bar based only on the possible lack of accuracy
alone.

For example, suppose an operation requires five steps and each of those steps requires a bounded amount of
time, but the amount of time for each step can vary greatly. In this case, use a determinate progress bar and
show progress when each step completes proportional to the amount of time each step usually takes. Use an
indeterminate progress bar only if a determinate progress bar would cause users to conclude incorrectly that the
operation has locked up.

If you do only one thing...
Make sure that you provide progress feedback for lengthy operations and that the above information is clearly
communicated. Use determinate progress bars whenever possible.

Usage patterns
Progress bars have several usage patterns:

Determinate progress bars

Modal Because this feedback is modal, users cannot perform other tasks in the window (or its parent if displayed in a
determinate modal dialog box) until the operation is complete.

progress bars

Indicate an

grp(?gr?:sznbi/ Microsoft Windows Iél
filling from left

to right and Please wait while the features are configured
filling completely

when the This might take several minutes,

operation is

complete.

In this example, the progress bar gives feedback during configuration.
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Modal
determinate
progress bars
with a Cancel or
Stop button
Allow users to
halt the
operation,
perhaps because
the operation is
taking too long
orisn't worth
the wait.

Modal
determinate
progress bars
with a Cancel or
Stop button and
animation
Allow users to
halt the
operation, and
include an
animation to
help users
visualize the
effect of an
operation.

Modal
determinate
double progress
bars

Indicate the
progress of a
multi-step
operation by
showing the
progress of the
current step in
the first progress
bar, and the
overall progress
in the second
bar.

# Back Up Files

Scanning files to backup

Preparing to back up DASWINDOWS, ~O\DALNZHZ2PT GX

[ Stop backup

In this example, users can click Stop to halt the operation and leave the environment in its current state.

Microsoft Office Cutlock

Preparing Outlook for first use.
Retrieving mailbox settings...

)

In this example, users can click Stop to halt the operation and leave the environment in its current state.

Because the first progress bar provides little additional information and can be quite distracting, this pattern is
not recommended. Instead, have all the steps in the operation share a portion of the progress and have a single

progress bar go to completion once.

Windows Media Player Skins (2 of 2 items)

62%

-— |

Downloading file. Tirne remaining: 00:35. Received 980KEB 53%

-— .

In this example, the first progress bar shows the progress of the current step and the second progress bar shows

the overall progress.

Note: This pattern is usually unnecessary and should be avoided.
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Modeless
determinate
progress bars
Indicate an
operation's
progress by
filling from left
to right and
filling completely
when the
operation is
complete.

Unlike with modal progress bars, users can perform other tasks while the operation is in progress. These progress
bars can be displayed in context or on a status bar.

| E— |

In this example, Windows® Internet Explorer® displays its progress for loading a Web page on the status bar.
Users can perform other tasks while the page is loading.

Indeterminate progress bars

Modal
indeterminate
progress bars
Indicate an
operation is in
progress by
showing an
animation that
continuously
cycles across the
bar from left to
right.

Modeless
indeterminate
progress bars
Indicate an
operation is in
progress by
showing an
animation that
continuously
cycles across the
bar from left to
right.

Meters

Meters

Indicate a
percentage that
is not related to
progress.

Used only for operations whose overall progress cannot be determined, so there is no notion of completeness.
Determinate progress bars are preferable because they indicate the approximate percentage of the operation that
has been completed, and help users determine if the operation is worth continuing to wait. They are also less visually
distracting.

Checking for updates..

In this example, Windows Update uses a modal indeterminate progress bar to indicate progress while it looks for
updates.

Unlike modal progress bars, users can perform other tasks while the processing is in progress. These progress bars
can be displayed in context or on a status bar.

[E=] Mollerup Jonathan =REEN X

General | Organization | Phone/Motes | Member of IE—maiI addresses

BRSNS o R

MName
First: I | Initials: Last: lonathan
Display: Meollerup Jonathan Alias: mellejot

In this example, Microsoft Outlook® uses a modeless indeterminate progress bar while filling in contact properties.
Users can continue to use the property window while this work is in progress.

This pattern isn't a progress bar, but it is implemented using the progress bar control. Meters have a distinct look
to differentiate them from true progress bars.

Windows Vista (D)

o

In this example, the meter shows the percentage of disk drive space used.
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Guidelines
General

. Provide progress feedback when performing a lengthy operation. Users should never have to guess if progress is being made.

. Clearly indicate real progress. The progress bar must advance if progress is being made. If the range of expected completion times is
large, consider using a non-linear scale to indicate progress for the longer times. You don't want users to conclude that your program
has locked up when it hasn't.

. Clearly indicate lack of progress. The progress bar must not advance if no progress is being made. You don't want users to wait
indefinitely for an operation that is never going to complete.

. Provide useful progress details. Provide additional progress information, but only if users can do something with it. Make sure the
text is displayed long enough for users to be able to read it.

Install_Messenger.exe from download.microsoft.com

— ———
Estimated time left: 33 sec (1.56MB of 18.0MB copied)
Download to: Temparary Folder

Transfer rate: 20KE/ =ec

In this example, users can see the transfer rate. The low transfer rate here suggests the need for using a high-
bandwidth network connection.

. Don't provide unnecessary details. Generally users don't care about the details of the operation being performed. For example, users
of a setup program don't care about the specific file being copied or that system components are being registered because they have
no expectations about these details. Typically, a well-labeled progress bar alone provides sufficient information, so provide additional
progress information only if users can do something with it. Providing details that users don't care about makes the user experience
overly complicated and technical. If you need more detailed information for debugging, don't display it in release builds.

Correct:
Please wait while this wizard installs Windows Live Messenger. This may take a few
minutes,
— -

In this example, the labeled progress bar is all that is needed.

Correct:

Install_Messenger.exe from download.microsoft.com

— ———
Estimated time left: 33 sec (1.56ME of 18.0ME copied)
Download to: Temparary Folder

Transfer rate: 20KE/ =ec

In this example, Windows Explorer is copying files the user selected, so displaying the filenames being copied is
meaningful.

Incorrect:

Status:
Registering system components..,

In this example, a setup program is providing details that are meaningless to the user.

. Provide useful animations. If done well, animations improve the user experience by helping users visualize the operation. Good
animations have more impact than text alone. For example, the progress bar for the Outlook Delete command displays the Recycle
Bin for the destination if the files can be recovered, but no Recycle Bin if the files can't be recovered.
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Microsoft Office Outlook Iﬁ

e

Deleting items
In 'Sent Items'

— )

35 Seconds Remaining

In this example, the lack of a Recycle Bin reinforces that the files are being permanently deleted. This additional
information wouldn't be communicated as effectively using text alone.

. Don't use unnecessary animations. Animations can be misleading because they usually run in a separate thread from the actual task
and therefore can suggest progress even if the operation has locked up. Also, if the operation is slower than expected, users
sometimes assume that the animation is part of the reason. Consequently, only use animations when there is a clear justification;
don't use them to try to entertain users.

. Position animations centered over the progress bar. Put the animation above the progress bar labels, if you have any. If there is a
Cancel or Stop button to the right of the progress bar, include the button when determining the center.

. Play a sound effect at the completion of an operation only if it is very lengthy (longer than two minutes), infrequent, and
important. If the user is likely to walk away from an important operation while it is processing, a sound effect restores the user's
attention. Using a sound effect upon completion in other circumstances would be a distracting annoyance.

. Don't steal input focus to show a progress update or completion. Users often switch to other programs while waiting and don't want
to be interrupted. Background tasks must stay in the background.

. Don't worry about technical support. Because the feedback provided by progress bars isn't necessarily accurate and is fleeting,
progress bars aren't a good mechanism for providing information for technical support. Consequently, if the operation can fail (as
with a setup program), don't provide additional progress information that is only useful to technical support. Instead, provide an
alternative mechanism such as a log file to record technical support information.

Incorrect:

Status:
Registering COM server {0098f2470-bael-11cd-b579-08002 b30bfel)

In this example, the progress bar is showing details intended for technical support.

. Don't put the percentage complete or any other text on a progress bar. Such text isn't accessible and isn't compatible with using
themes.

Incorrect:
In this example, the percentage text on the progress bar isn't accessible.

. Don't combine a progress bar with a busy pointer. Use one or the other, but not both at the same time.

. Don't use vertical progress bars. Horizontal progress bars have a more natural mapping and better flow.
Determinate progress bars

. Use determinate progress bars for operations that require a bounded amount of time, even if that amount of time cannot be
accurately predicted. Indeterminate progress bars show that progress is being made, but provide no other information. Don't choose
an indeterminate progress bar based only on the possible lack of accuracy alone.
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. Clearly indicate the progress phase. The progress bar must be able to indicate if the operation is in the beginning, middle, or end of
an operation. For example, progress bars that immediately shoot to 99 percent completion, then stay there for a long time are
particularly uninformative and annoying. In these cases, the progress bar should be set initially to at most 33 percent to indicate that
the operation is still in the beginning phase.

. Clearly indicate completion. Don't let a progress bar go to 100 percent unless the operation has completed.

. Provide a time remaining estimate if you can do so accurately. Time remaining estimates that are accurate are useful, but estimates
that are way off the mark or bounce around significantly aren't helpful. You may need to perform some processing before you can
give accurate estimates. If so, don't display potentially inaccurate estimates during this initial period.

. Don't restart progress. A progress bar loses its value if it restarts (perhaps because a step in the operation completes) because users
have no way of knowing when the operation will complete. Instead, have all the steps in the operation share a portion of the progress
and have the progress bar go to completion once.

Incorrect:

Status:
Decompressing files

<|':|

Status:
Copying files

In this example, the operation moved to the step of copying files and reset the progress bar for that step. Now
users have no idea how much progress has been made or how much time is left.

. Don't back up progress. As with a restart, a progress bar loses its value if it backs up. Always increase progress monotonically.
However, you can have a time remaining estimate that increases (as well as decreases) because the rate of progress may vary.

Indeterminate progress bars

. Use indeterminate progress bars only for operations whose overall progress cannot be determined. Use indeterminate progress
bars for operations that require an unbounded amount of time or that access an unknown number of objects. Use timeouts to give
bounds to time-based operations.

. Convert to a determinate progress bar once the overall progress can be determined. For example, if it takes significantly longer than
two seconds to determine the number of objects, you can use an indeterminate progress bar while the objects are counted, and then
convert to a determinate progress bar.

. Don't combine indeterminate progress bars with percent complete or time remaining estimates. If you can provide this information,
use a determinate progress bar instead.

. Don't combine indeterminate progress bars with animations. An indeterminate progress bar is effectively a generic animation, so
you should use one or the other but never both.

Correct:

Detecting ISA Server lii-J

Firewall Client is detecting 154 Server...

In this example, only an animation is used to show that an operation is ongoing.

Modeless progress bars
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. If users can do something productive while the operation is in progress, provide modeless feedback. You might need to disable a
subset of functionality that requires the operation to complete.

. If the window has an address bar, display the modeless progress in the address bar.

. » Network v Fabrikam » Tools » - | x|

In this example, modeless progress is shown in the address bar.

. Otherwise, if the window has a status bar, display the modeless progress in the status bar. Put any corresponding text to its left in
the status bar.

_—

In this example, modeless progress is shown in the status bar.
Modal progress bars

. Place modal progress bars on progress pages or progress dialog boxes.

. Provide a command button to halt the operation if it takes more than a few seconds to complete, or has the potential never to
complete. Label the button Cancel if canceling returns the environment to its previous state (leaving no side effects), otherwise label
the button Stop to indicate that it leaves the partially completed operation intact. You can change the button label from Cancel to
Stop in the middle of the operation if at some point it isn't possible to return the environment to its previous state. Center the
command button vertically with the progress bar instead of aligning their tops.

Correct:
Waiting for the network...

& — al Cancel

In this example, halting the network connection has no side effect so Cancel is used.

Correct:

[

- 2 Minutes and 30 Seconds Remaining
Copying 2,228 items (712 MB)

from Desktop (Desktop) to Local Disk (D) (D)
About 2 minutes and 30 seconds remaining

L™ More information

In this example, halting the copy leaves any copied files, so the command button is labeled Stop.

Incorrect:

Search...
In this example, halting the search leaves no side effect, so the command button should be labeled Cancel.

Time remaining
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For determinate progress bars:

. Use the following time formats. Start with the first of the following formats where the largest time unit isn't zero, and then change to
the next format once the largest time unit becomes zero.

For progress bars:

If related information is shown in a colon format:
Time remaining: h hours, m minutes

Time remaining: m minutes, s seconds

Time remaining: s seconds

If screen space is at a premium:
h hrs, m mins remaining

m mins, s secs remaining

s seconds remaining

Otherwise:

h hours, m minutes remaining
m minutes, s seconds remaining
s seconds remaining

For title bars:
hh:mm remaining
mm:ss remaining
0:ss remaining

This compact format shows the most important information first so that it isn't truncated on the taskbar.
. Make estimates accurate, but don't give false precision. If largest unit is hours, give minutes (if meaningful) but not seconds.

Incorrect:
hh hours, mm minutes, ss seconds

. Keep the estimate up-to-date. Update time remaining estimates at least every 5 seconds.

. Focus on the time remaining because that is the information users care about most. Give total elapsed time only when there are
scenarios where elapsed time is helpful (such as when the task is likely to be repeated). If the time remaining estimate is associated
with a progress bar, don't have percent complete text because that information is conveyed by the progress bar itself.

. Be grammatically correct. Use singular units when the number is one.

Incorrect:
1 minutes, 1 seconds

. Use sentence-style capitalization.

Progress bar colors

. Use red or yellow progress bars only to indicate the progress status, not the final results of a task. A red or yellow progress bar
indicates that users need to take some action to complete the task. If the condition isn't recoverable, leave the progress bar green
and display an error message.

. Turn the progress bar red when there is a user recoverable condition that prevents making further progress. Display a message to
explain the problem and recommend a solution.

. Turn the progress bar yellow to indicate either that the user has paused the task or that there is a condition that is impeding
progress but progress is still taking place (as, for example, with poor network connectivity). If the user has paused, change the Pause
button label to Resume. If progress is impeded, display a message to explain the problem and recommend a solution.

Meters

. Use progress bars only for progress. Use meters to indicate percentages that aren't related to progress.
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Recommended sizing and spacing

Minimum size

Sample label:
3 DLUs (5 pixels) mrbos oo
Q DLUs (15 pixels) |__i
|
107 DLUs (160 pixels)

Maximum size

3 DLUs (5 pixels) mmmnn
9 DLUs (15 pixels) L= — |
I
237 DLUs (355 pixels)

Recommended sizing and spacing for progress bars.

. Always use the recommended progress bar height.
o Exception: You may use a different height if the parent window doesn't support the recommended height.

. Use the minimum width if you want to make the progress bar unobtrusive.
. Don't use widths longer than the maximum recommended. The progress bar doesn't have to fill the available space.
. Center the progress bar horizontally if the window is much wider than the maximum recommended width.

Labels

Progress bar labels

. Use a concise label with a static text control to indicate what the operation is doing. Start the label with a verb (for example,
Copying) and end with an ellipsis. This label may change dynamically if the operation has multiple steps or is processing multiple
objects.

. Don't assign a unique access key because the control isn't interactive.
. Use sentence-style capitalization.

. If the operation was not directly initiated by the user, you can include an additional label to give the context and apologize for the
interruption. Start this extra label with the phrase, Please wait while. This label should not change during the operation.

Please wait while Windows connects to the “"Microsoft” network,

—

In this example, the user is being asked to please wait because the user didn't directly initiate the operation.
. Position the label above the progress bar and align the label with the left edge of the progress bar.
Progress bar details

. Provide details in static text, preceding the data with a label ending with a colon. Specify units (seconds, kilobytes, and so on) after
the details text.

Correct:
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Install_Messenger.exe from download.microsoft.com
_— ——— I
Estimated time left: 33 sec (1.56MB of 18.0ME copied)

Download to: Temparary Folder

Transfer rate: 20KB/ =ec

In this example, the details are properly labeled.

Incorrect:

— R — |
33 zec

1.56MB/18.0MB

20KEB/=ec

In this example, the details aren't labeled, thus requiring users to determine their meaning.

. Use sentence-style capitalization.
. Position the details below the progress bar and align the label with the left edge of the progress bar.

. Don't give the percentage completed or remaining because that information is conveyed by the progress bar itself.

Cancel button

. Label the button Cancel if canceling returns the environment to its previous state (leaving no side effect); otherwise, label the button
Stop to indicate that it leaves the partially completed operation intact.

. You can change the button label from Cancel to Stop in the middle of the operation if at some point it isn't possible to return the
environment to its previous state.

Progress dialog box titles

. If the progress bar is displayed in a modal dialog box, the dialog box title should be the name of the program or the name of the
operation. Don't use what should be the progress bar label for the dialog box title.

Correct:

"

-j Cutlook Send/Receive Progress

2 of 4 Tasks have completed successfully Cancel all

I
IIE

— I <+« Details
Don't show this dialog box during Send/Receive

In this example, the task name is used for the dialog box title.

Incorrect:

© 2010, Microsoft Corporation. All rights reserved. Page 140 of 882



"

Waiting for Response from Sever... lilﬂlﬁ
—-— |

Cennecting to backup server..,

Time elapsed: 1 minute 53 seconds

Fabrikam Backup server may be down or running very slowly,

checkyour server status and network connectivity, or try again
later.

In this example, the dialog box title text is a restatement of the progress bar label. The program name should be
used instead.

. If the progress bar is displayed in a modeless dialog box, optimize the title for display on the taskbar by concisely placing the
distinguishing information first. Example: "66% Complete."
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Progressive Disclosure Controls

Is this the right control?
Design concepts
Usage patterns
Guidelines
General
Interaction
Presentation
Chevrons
Arrows
Recommended sizing and spacing
Labels
Documentation

With a progressive disclosure control, users can show or hide additional information including data, options, or
commands. Progressive disclosure promotes simplicity by focusing on the essential, yet revealing additional
detail as needed.

.';'..‘X'.vhl;lj-\fﬁ}}{{

Examples of progressive disclosure controls.

Note: Guidelines related to layout, menus, and toolbars are presented in separate articles.

Is this the right control?
To decide, consider these questions:

. Do users need to see the information in some but not all scenarios, or some but not all of the time? If so, displaying the
information using progressive disclosure simplifies the baseline experience, yet allows users to access the information easily.

Firewall On @ (v
Automatic updating On @ (v
Malware protection On @ (v
Other security settings OK @ (v

In this example, Security Center displays the important security status all the time, but uses progressive disclosure
to display details on demand.

. If the information is displayed by default, are users ever likely to choose to hide it? Are there scenarios where users will need
more space? Are users sufficiently motivated to customize the user interface (Ul)? If not, display the information without using
progressive disclosure.

Incorrect:
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Explore by Role collapse =

At Worle | Developer | IT Professional | Partner | Small Business

In this example, users won't be motivated to hide the information.
. Is the additional information advanced, substantial, complex, or related to an independent subtask? If so, consider displaying
the information in a separate window using command buttons or links instead of using a progressive disclosure control.

(Additional information is advanced if it is intended for advanced users. It's complex if it makes other information hard to read or
lay out.)

Do you want to run this file?
Mame: Di\Users\Jonathan\DesktopiInstall Messenger. exe
Publisher: Microsoft Corporation

In this example, information about the software’'s name and publisher is meaningful primarily to advanced users,
so links to separate windows are used.

. Is the additional information a sentence or sentence fragment that describes what an item does or how it can be used? If so,
consider using a tooltip or infotip.

. Is the additional information related to the current task, but independent of the currently displayed information? If so, consider
using tabs instead. However, collapsible lists are often preferable to tabs because they are more flexible and scalable.

. Is showing or hiding the additional information essentially a data filter? If so, consider using a drop-down list or check boxes
instead to apply the filter to the entire list.

Design concepts
The goals of progressive disclosure are to:

. Simplify a Ul by focusing on the essential, yet revealing additional detail as needed.
. Simplify a Ul's appearance by reducing the perception of clutter.

Both goals can be achieved by using progressive disclosure controls, where users click to see more detail.
However, you can achieve the second goal of simplifying the appearance without using explicit progressive
disclosure controls by:

. Showing contextual detail only in context. For example, you can show contextual commands or toolbars automatically when
relevant to the selected object or mode.

. Reducing the weight of affordances for secondary Ul. Affordances are visual properties that suggest how objects are used. The

trend is to have Ul that users can interact with in place, but to have all such Ul drawn to scream "click me!" leads to too much
visual clutter. For secondary Ul, it is often better to use subtle affordances and give the full effects on mouse over.

Ay The Posies
o Lot @ g The Posies

In this example, the Rating field is interactive, but doesn't appear so until mouse hover.

. Showing follow-up steps only after prerequisites are done. This approach is best used with familiar tasks where users can
confidently take the first steps.
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Type a user name (for example, John):

Jonathan

Type a password (recommended):

Retype your password:

Type a password hint (optional):
1234

In this example, the user name and password page initially shows only the user name and optional password
boxes. The confirmation and hint boxes are displayed after the user enters a password.

While progressive disclosure is a great way to simplify Uls, it has these risks:

. Lack of discoverability. Users may assume that if they can't see something, it doesn't exist. Users may not hover or click if they
don't see what they are looking for. There is always a chance that users might not click things like More options.

. Lack of stability. Progressive disclosure should be expected or at least feel natural. If controls unexpectedly appear and disappear,
the resulting Ul can feel unstable.

Progressive disclosure controls

Progressive disclosure controls are usually displayed without direct labels that describe their behavior, so users
must be able to do the following based on the control's visual appearance alone:

. Recognize that the control provides progressive disclosure.
. Determine if the current state is expanded or collapsed.
. Determine if additional information, options, or commands are needed to perform the task.

. Determine how to restore the original state, if desired.

While users can determine the above by trial and error, you should try to make such experimentation
unnecessary.

Progressive disclosure controls have a fairly weak affordance, which means their visual properties suggest how

they are used, albeit weakly. The following table compares the appearance of the common progressive disclosure
controls:

Control Purpose Appearance Glyph indicates
Chevrons Show all: Show or hide the Chevrons point in the direction  |Future state
o remaining items in completely  |where the action will occur.
or partially hidden content.
B Items are either shown in place
(using a single chevron) orin a
pop-up menu (using a double
chevron).
Arrows Show options: Show a pop-up  |Arrows point in the direction Future state

command menu. where the action will occur.

2E

Future state

H B

Plus and minus controls |Expand containers: Expand or

collapse container content in
place when navigating through
a hierarchy.

© 2010, Microsoft Corporation. All rights reserved.

Plus and minus symbols don't
point, but the action always
occurs to their right.
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Rotating triangles Show details: Show or hide Rotating triangles somewhat Present state
additional information in place  |resemble rotating levers, so they
for an individual item. They are |point in the direction where the

also used to expand containers. |action has occurred.

| >

If you do only one thing...

Users should be able to predict a progressive disclosure control's behavior correctly by inspection alone. To
achieve this, select the appropriate usage patterns and apply their appearance, location, and behavior
consistently.

Usage patterns
Progressive disclosure controls have several usage patterns. Some of them are built into common controls.
Chevrons

Chevrons show or hide the remaining items in completely or partially hidden content. Usually the items are
shown in place, but they can also be shown in a pop-up menu. When in place, the item stays expanded until the
user collapses it.

Chevrons are used in the following ways:

In-place Ul

The associated
object receives
input focus and
the single

Firewall On @ (&

ﬁ' Windows Firewall is actively protecting your cormputer,

chevron is
activated with
the space bar.

Mote: Two or more firewalls running at the same time can conflict
with each other.
How deoes a firewall help protect my computer?

Automatic updating On @ v
Malware protection On @ (v
Other security settings OK @ (v

In these examples, the in-place single chevrons are positioned to the right of their associated control.

Command
buttons with
external labels
The command
button receives

input focus and
the single
chevron is

activated with
the space bar.

Internet Explorer - Security Warning ﬁ

Do you want to run this software?

Mame: Windows Live Messenger

Publisher: Microsoft Corporation

] [ Don't Run

(w | More options Run

I 'ﬁl While files from the Internet can be useful, this file type can potentially harm
“\_/-5" your computer. Only run software from publishers you trust. What's the risk?
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In this example, the single chevron button is labeled and positioned to the left of the label. With this pattern, the
button would be difficult to understand without its label.

Command
buttons with More >= ] [ =< Less

internal labels

The command

button receives  In these examples, regular command buttons have the double chevron positioned to suggest their meaning.
input focus and

is activated with

the space bar.

Arrows

Arrows show a pop-up command menu. The item stays expanded until the user makes a selection or clicks
anywhere.

If the arrow button is an independent control, it receives input focus and is activated with the space bar. If the
arrow button has a parent control, the parent receives input focus and the arrow is activated with Alt+down
arrow and Alt+up arrow keys, as with the drop-down list control.

Arrows are used in the following ways:
Separate buttons

The arrowisina ﬂ I -~
separate button temn Pat

control. Itern Directory

Itemn File Mame

‘ Itemn Extension
Current Line

Current Column

: Current Text
@ Change my display picture...
Create dynamic display picture
View my contact card
View profile
Size J
Hide

In these examples, separate arrow buttons positioned to the right indicate a command menu.
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Command

buttons Open |v| J7 Search Tools =

The arrow is part

of a command Open |

button. Lz
Open |'zf Search options...
Open read-only Ll,;__AJ Madify Index Locations...
Open as copy Search Pane

Open in browser
Cpen with transform
Cpen and repair

Show previous versions

In these examples, menu buttons and split buttons have the arrows positioned to the right of the text.

Plus and minus controls

Plus and minus controls expand or collapse to show container content in place when navigating through a
hierarchy. The item stays expanded until the user collapses it. Although these look like buttons, their behavior is
in-place.

The associated object receives input focus. The plus is activated with the right arrow key, and the minus with the
left arrow key.

Plus and minus controls are used in the following ways:

Collapsible trees ..l Jenathan
A multi-level E'H Batteries

hierarchy to :
show container | 184 Microsoft AC Adapter

content.

1.":-' Computer

--u Disk drives

‘,-, Display adapters
- DVD/CD-ROM drives

In this example, the plus and minus controls are positioned to the left of the associated container.

Collapsible lists Accessibility
A two-level

i A
hierarchy to ppearance

show container = Behavior
content. AllowDrop False
AutoValidate EnablePreventFocusChange
ContextMenuStrip (none)
DoubleBuffered False
Enabled True
ImeMode MoControl

In this example, the plus and minus controls are positioned to the left of the associated list header.

Rotating triangles
© 2010, Microsoft Corporation. All rights reserved.
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Rotating triangles show or hide additional information in place for an individual item. They are also used to
expand containers. The item stays expanded until the user collapses it.

The associated object receives input focus. The collapsed (right-pointing) triangle is activated with the right arrow

key, and the expanded (downward-pointing) triangle with the left arrow key.

Rotating triangles are used in the following ways:

Collapsible trees

A multi-level
hierarchy to
show container
content.

Collapsible lists
A two-level
hierarchy to
show additional
information in
place.

Preview arrows

4 Il Desktop
|ﬁ Jonathan
4 || Public
(i Public Documents
. Public Downloads
| @ Public Music
- E Public Pictures
.| B public Videos
| Recorded TV
4 18 Computer
- =a Local Disk (C:)
.f;r,. Mew Yolume (0]
-9 DVD Drive (F:) DVDVolurme
- EF Network

. Control Panel

£ Recycle Bin

In this example, the rotating triangles are positioned to the left of the associated container.

<= |DHCP Server

Description: Select thiz role to provide automatic IP addressing for clients on
yaur netwwork,

Required services: DHCP Server, COM+ Evert System, System Event
Motification

[* DS Server
[} Domain Cantroller

In this example, the rotating triangles are positioned to the left of their associated list items.

Like chevrons, additional information is shown or hidden in place. The item stays expanded until the user
collapses it. Unlike chevrons, the glyphs have a graphical representation of the action, typically with an arrow
indicating what will happen.

B

In these examples from Windows Media® Player, the glyphs have arrows that suggest the action that will happen.

Preview arrows are best reserved for situations where a standard chevron doesn't adequately communicate the
control's behavior, such as when the disclosure is complex or there is more than one type of disclosure.

Guidelines
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General

. Select the progressive disclosure pattern based on its usage. For a description of each usage pattern, see the previous table.

. Don't use links for progressive disclosure controls. Use only the progressive disclosure controls presented in the Usage patterns
section. However, do use links to navigate to Help topics.

Correct:

% | Show color mixer

Incorrect:

Show color mixer

In the incorrect example, a link is used to show more options in place. This usage would be correct if the link
navigated to another page or dialog box, or displayed a Help topic.

Interaction

. For chevrons and arrows that aren't directly labeled, use tooltips to describe what they do.

Search Inbox pu "| ﬁ}-i]

Expand the Query Builder

In this example, the tooltip indicates the effect of an unlabeled chevron control.

. If auser expands or collapses an item, make the state persist so it takes effect the next time the window is displayed, unless
users are likely to prefer starting in the default state. Make the state persist on a per-window, per-user basis.

. Make sure that all expanded content can be collapsed and vice versa, and that the inverse operation is obvious. Doing so
encourages exploration and reduces frustration. The best way to make the inverse operation obvious is to keep the control in the
same fixed location. If you need to move the control, keep it in the same relative location within a visually distinct area.

Incorrect:
Find what:  UXGuide
Replace ==
Find what:  UXGuide
Replace with: | Replace

In this example, clicking the Replace button with the chevron reveals the Replace with text box. Once this is done,
the Replace expander becomes the Replace command, so there is no way to restore the original state.

. Use only the access keys appropriate for the progressive disclosure pattern, as listed in the Usage patterns section. Don't use
Enter to activate progressive disclosure.

Presentation

. Don't use triangular-shaped arrowheads for a purpose other than progressive disclosure.

Incorrect:
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» Control Panel Home

Classic View

Although this example isn't a progressive disclosure pattern, using an arrow here suggests that commands will be
shown in a popup window.

Correct:

+ Control Panel Home

Classic View

In this example, a bullet is correctly used instead.

. Remove (don't disable) progressive disclosure controls that don't apply in the current context. Progressive disclosure controls
should always deliver on their promise, so remove them when there isn't more information to give.

Incorrect:

In this example, a progressive disclosure control that doesn't apply is incorrectly disabled.
Chevrons

. Use single chevrons to show or hide in place. Use double chevrons to show or hide using a pop-up menu. You should always use
double chevrons for command buttons with internal labels, however.

Correct:

I v | More options

Incorrect:

E] More options

In the incorrect example, a double chevron is used for in-place progressive disclosure.

Correct:

In this example, a double chevron is used for in-place progressive disclosure because it is a command button with
an internal label.

. Provide a visual relationship between the chevron and its associated control. Because in-place chevrons are placed to the right
of their associated Ul and right aligned, there can be quite a distance between a chevron and its associated control.

Correct:

Media sharing @ Off 'Z:\_f'fﬁl

In this example, there is a clear relationship between the in-place chevron and its associated Ul.
Incorrect:
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Media sharing o Off

In this example, there is no clear visual relationship between the in-place chevron and its associated Ul, so it

seems to be floating in space.

Arrows

. Don't use arrow graphics that could be confused with Back, Forward, Go, or Play. Use simple triangular-shaped arrowheads

(arrows without stems) on neutral backgrounds.

Correct:

* b

These arrows are clearly progressive disclosure controls.

Incorrect (for progressive disclosure):

€« 3

These arrows don't look like progressive disclosure controls.

Incorrect (for Back, Forward):

These arrows look like progressive disclosure controls, but they are not.

Recommended sizing and spacing

Chevron:
13 DLUs (20 pixels) 3 DLUs (3 pixels)
12 DLUs (20 pixels) I-:_\_r_:- () [ Sample label.

5 DLUs (8 pixels)
3 DLUs (5 pixels) —>|> «
5 DLUs (7 pixels)

3 DLUs (5 pixels) —-lr ~

Arrow:

14 DLUs {21 pixels)

13 DLUs (22 pixels) IE D

5 DLUs (7 pixels)
3 DLUs (4 pixels) —~|r 3

Plus/minus:

7 DLUs (10 pixels)

6 DLUs (10 pixels) — =

R@f287@ Microsoft Corporation. All rights reserved.

Page 151 of 882



Rotating:
4 DLUs (6 pixels)

4 [— 6 DLUs (9 pixels)

Recommended sizing and spacing for progressive disclosure controls.
Labels

. For chevrons on a command button with an external label:
o Assign a unique access key. For assignment guidelines, see Keyboard.

o Use sentence-style capitalization.
o Write the label as a phrase and use no ending punctuation.
o Write the label so that it describes the effect of clicking the button, and change the label when the state changes.

o If the surface always displays some options, commands, or details, use the following label pairs:
= More/Fewer options. Use for options or a mixture of options, commands, and details.

= More/Fewer commands. Use for commands only.
= More/Fewer details. Use for information only.
= More/Fewer <object name>. Use for other object types, such as folders.

o Otherwise:
= Show/Hide options. Use for options or a mixture of options, commands, and details.

= Show/Hide commands. Use for commands only.
= Show/Hide details. Use for information only.
= Show/Hide <object name>. Use for other object types, such as folders.
. For chevrons on a command button with an internal label, follow the standard command button label guidelines.

Documentation
When referring to progressive disclosure controls:

. If the control has a fixed label, refer to the control by its label only; don't try to describe the control. Use the exact label text,
including its capitalization, but don't include the access key underscore.

. If the control has no label or it isn't fixed, refer to the control by its type: chevron, arrow, triangle, or plus/minus button. If
necessary, also describe the control's location. If the control appears dynamically, such as the page space control, start the

reference by describing how to make the control appear.

Example: To display the files within a folder, move the pointer to the start of the folder name, and then click the
triangle next to the folder.

. Don't refer to the control as a button, unless to contrast with other progressive disclosure controls that aren't buttons.
. To describe user interaction, use click. If needed for clarity, use click...to expand or collapse.

. When possible, format the label using bold text. Otherwise, put the label in quotation marks only if required to prevent confusion.

Examples:

. (For a chevron) To determine the file size, click Details.
. (For an arrow) To see all the options, click the arrow next to the Search box.

. (For plus/minus) To view your picture, click Pictures.
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Radio Buttons

Is this the right control?
Guidelines

General

Subordinate controls

Default values
Recommended sizing and spacing
Labels
Documentation

With a radio button, users make a choice among a set of mutually exclusive, related options. Users can choose
one and only one option. Radio buttons are so called because they function like the channel presets on radios.

1@ Display as a link
(4 Display as a menu
(_FDen't display this item

A typical group of radio buttons.

A group of radio buttons behaves like a single control. Only the selected choice is accessible using the Tab key,
but users can cycle through the group using the arrow keys.

Note: Guidelines related to layout and keyboard navigation are presented in a separate article.

Is this the right control?
To decide, consider these questions:
. Is the control used to choose one option from a set of mutually exclusive choices? If not, use another control. To choose

multiple options, use check boxes, a multiple-selection list or a check box list instead.

. Is the number of options between two and seven? Since the screen space used is proportional to the number of options, keep
the number of options in a group between two and seven. For eight or more options, use a drop-down list or single-selection list.

. Would a check box be a better choice? If there are only two options, you could use a single check box instead. However, check
boxes are suitable only for turning a single option on or off, whereas radio buttons can be used for completely different
alternatives. If both solutions are possible:

o Use radio buttons if the meaning of the cleared check box isn‘t completely obvious.
Incorrect:

[] Landscape

Correct:

@ Landscape
i) Portrait

In the correct example, the choices are not opposites so radio buttons are the better choice.

o Use radio buttons on wizard pages to make the alternatives clear, even if a check box is otherwise acceptable.

o Use radio buttons if you have enough screen space and the options are important enough to be a good use of that screen
space. Otherwise, use a check box or drop-down list.
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Incorrect:

@ Show this message again
() Don't show this message again

In this example, the options aren't important enough to use radio buttons.

Correct:

| Don't show this message again

In this example, a check box is an efficient use of screen space for this peripheral option.

o Use a check box if there other check boxes on the page.

. Would a drop-down list be a better choice? If the default option is recommended for most users in most situations, radio
buttons might draw more attention to the options than necessary.
o Consider using a drop-down list if you don't want to draw attention to the options, or you don't want to encourage users
to make changes. A drop-down list focuses on the current selection, whereas radio buttons emphasize all options equally.

Colors:

Highest (32 bit) -

In this example, a drop-down list focuses on the current selection and discourages users from making changes.

o Consider a drop-down list if there are other drop-down lists on the page.

. Would a set of command buttons, command links, or a split button be a better choice? If the radio buttons are used only to

affect how a command is performed, it is often better to present the command variations instead. Doing so allows users to
choose the right command with a single interaction.

. Do the options present program options, rather than data? The options' values shouldn't be based on context or other data. For
data, use a drop-down list or single-selection list.

. If the control is used on a wizard page or control panel, is the control a response to the main instruction and can users later
change the choice? If so, consider using command links instead of radio buttons to make the interaction more efficient.

. Are the values non-numeric? For numeric data, use text boxes, drop-down lists, or sliders.

Guidelines
General

. List the options in a logical order, such as most likely to be selected to least, simplest operation to most complex, or least risk to
most. Alphabetical ordering is not recommended because it is language dependent and therefore not localizable.

. If none of the options is a valid choice, add another option to reflect this choice, such as None or Does not apply.
. Prefer to align radio buttons vertically instead of horizontally. Horizontal alignment is harder to read and localize.

Correct:
@) Left
() Center

© Right

In this example, the radio buttons are aligned vertically.
Incorrect:
i@ Left (7) Center () Right
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In this example, the horizontal alignment is harder to read.

. Reconsider using group boxes to organize groups of radio buttons—this often results in unnecessary screen clutter.

. Don't use radio button labels as group box labels.

. Don't use the selection of a radio button to:
o Perform commands.

o Display other windows, such as a dialog box to gather more input.

o Dynamically show or hide other controls related to the selected control (screen readers cannot detect such events).
However, you can change text dynamically based on the selection.

Subordinate controls

. Place subordinate controls to the right of or below (indented, flush with the radio button label) the radio button and its label. End
the radio button label with a colon.

i@ After pericd of time (in seconds): ZI

In this example, the radio button and its subordinate control share the radio button label and its access key. In this
case, the arrow keys move focus from the radio button to its subordinate text box.

. Leave dependent editable text boxes and drop-down lists enabled if they share the radio button's label. When users type or
paste anything into the box, select the corresponding option automatically. Doing so simplifies the interaction.

Page range

i@ Al

(71 Current page Selecton
(71 Pages:

Type page numbers and/or page
ranges separated by commas counting
from the start of the document or the
section. For example, type 1, 3, 5-12
or plsl, pls2, pls3—p8s3

In this example, entering a page number automatically selects Pages.
. Avoid nesting radio buttons with other radio buttons or check boxes. If possible, keep all the options at the same level.

Correct:
() Let Internet Explore decide how pop-ups should open
(@ Always open pop-ups in @ new window

(@ Always open pop-ups in a new tab

In this example, the options are at the same level.

Incorrect:
(D) Let Internet Explore decide how pop-ups should open
1@ Always open pop-ups:
@) In a new window
71 In a new tab

In this example, using nested options adds unnecessary complexity.
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. If you do nest radio buttons with other radio buttons or check boxes, disable these subordinate controls until the high-level
option is selected. Doing so avoids confusion about the meaning of the subordinate controls.

Default values

. Because a group of radio buttons represents a set of mutually exclusive choices, always have one radio button selected by
default. Select the safest (to prevent loss of data or system access) and most secure and private option. If safety and security
aren't factors, select the most likely or convenient option.

Exceptions: Don't have a default selection if:
o There is no acceptable default option for safety, security, or legal reasons and therefore the user must make an explicit
choice. If the user doesn't make a selection, display an error message to force one.

o The user interface (Ul) must reflect the current state and the option hasn't been set yet. A default value would
incorrectly imply that the user doesn't need to make a selection.

o The goal is to collect unbiased data. Default values would bias data collection.

o The group of radio buttons represents a property in a mixed state, which happens when displaying a property for
multiple objects that don't have the same setting. Don't display an error message in this case since each object has a valid
state.

. Make the first option the default option, since users often expect that—unless that order isn't logical. To do this, you might need
to change the option labels.

Incorrect:
Apply policy:
0 Mow
@ Later

In this example, the default option isn't the first option.

Correct:

@ Apply later
Z) Apply now

In this example, the option labels are reworded to make the first option the default option.

Recommended sizing and spacing

B Display Sidebar on this side of screen:
3 DLUs (5 pixels) sioss

4 DLUs (7 pixels) 27

Radio1 T 10 DLUs (17 pixels)

Recommended sizing and spacing for radio buttons.
Labels
Radio button labels

. Label every radio button.

. Assign a unique access key to each label. For assignment guidelines, see Keyboard.

. Use sentence-style capitalization.
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Radio

Write the label as a phrase, not as a sentence, and use no ending punctuation.
o Exception: If a radio button label also labels a subordinate control that follows it, end the label with a colon.

Use parallel phrasing, and try to keep the length about the same for all labels.

Focus the label text on the differences among the options. If all the options have the same introductory text, move that text to
the group label.

Use positive phrasing. For example, use do instead of do not, and print instead of do not print.

Describe just the option with the label. Keep labels brief so it's easy to refer to them in messages and documentation. If the
option requires further explanation, provide the explanation in a static text control using complete sentences and ending

punctuation.

@ On (recommended)

This setting blocks all outside sources fraom connecting to this
computer, except for those unblodked on the Exceptions tab.

Off

Avoid using this setting. Turning off Windows Firewall will make this
computer more vulnerable to hadkers or malicious software,

In this example, the options are explained using separate static text controls.

Note: Adding an explanation to one radio button doesn't mean that you have to provide explanations for all the
radio buttons. Provide the relevant information in the label if you can, and use explanations only when necessary.
Don't merely restate the label for consistency.

If an option is strongly recommended, add "(recommended)" to the label. Be sure to add to the control label, not the
supplemental notes.

If an option is intended only for advanced users, add "(advanced)" to the label. Be sure to add to the control label, not the
supplemental notes.

If you must use multi-line labels, align the top of the label with the radio button.

Don't use a subordinate control, the values it contains, or its units label to create a sentence or phrase. Such a design isn't
localizable because sentence structure varies with language.

button group labels

Use the group label to explain the purpose of the group, not how to make the selection. Assume that users know how to use
radio buttons. For example, don't say "Select one of the following choices".

All radio button groups need labels. Write the label as a word or phrase, not as a sentence, ending with a colon using static text
or a group box.

Exception: Omit the label if it is merely a restatement of a dialog box's main instruction. In this case, the main
instruction takes the colon (unless it's a question) and access key (if there is one).

Acceptable:

Select an alignment
Alignment:

© Align left
(7) Center
@ Align right

In this example, the radio button group label is just a restatement of the main instruction.

Better:
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Select an alignment:
© Align left

(7) Center
i@ Align right

In this example, the redundant label is removed, so the main instruction takes the colon.

. Don't assign an access key to the label. Doing so isn't necessary and it makes the other access keys harder to assign.
o Exception: If not all controls can have unique access keys, you can assign an access key to the label instead of the
individual controls. For more information, see Keyboard.

Documentation
When referring to radio buttons:

. Use the exact label text, including its capitalization, but don't include the access key underscore or colon.

. In programming and other technical documentation, refer to radio buttons as radio buttons. Everywhere else use option buttons,
especially in user documentation.

. To describe user interaction, use click.

. When possible, format the label using bold text. Otherwise, put the label in quotation marks only if required to prevent
confusion.

Example: Click Current page, and then click OK.
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Search Boxes

Is this the right control?
Design concepts
Guidelines
Location
Look
Interaction
Functionality
Recommended sizing and spacing
Text
Documentation

With a Search box, users can quickly locate specific objects or text within a large set of data by filtering or
highlighting matches. There is no standard search control, but you should strive to make your program's search
features consistent with those of Windows®.

There are two types of searches:

. Instant search, where the results are displayed immediately as the user types. No button needs to be clicked, so the magnifying
glass search symbol is shown as a graphic, not a button.

Prompt
L= | B e
+3 || search p- Search symbol

A typical Search box using Instant search. Search is automatically executed on every keystroke.

. Regular search, where a search is performed when the user clicks the search button. The magnifying glass search symbol is shown on
a button.

Clip Art - x

Search for:
| P-I:‘—Search button

A typical Search box using regular search. Users click a button to perform the search.

You can provide either or both kinds of search options for your users.

Is this the right control?
To decide, consider these questions:

. Are specific objects difficult to find? This can happen when:
o There are many objects.

o The objects aren't located in a single location. Search is especially useful for finding objects in trees.
o The search data is difficult to find (for example, metadata).
. Do users need to find specific text within documents?

. Does your feature return relevant search results within five seconds? If not, you can provide a search feature, but use an
alternative design that gives visible feedback to accommodate long-running searches, such as a search dialog box.

Design concepts
Searching is a crucial first step in many scenarios: Users must find objects before they can use them. Users are

saving more and more objects on increasingly larger hard disks, but browsing for objects doesn't scale well.
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Search must be a simple, consistent, reliable part of the user experience.
Search boxes in Windows:

. Are part of all Explorer windows, so they are easy to find and recognize.
. Have consistent appearance and behavior.

. Are efficient and fast, giving instant results in Instant search mode.
A Search box is used in Windows in these places:

. Explorers

. Experiences (Microsoft® Windows Media® Player, Windows® Photo Gallery, Windows Internet Explorer®)
. Start menu (to find programs and recent files)

. Control Panel home page (to find control panel items and tasks)

. Help (to find relevant Help topics)

Look and feel

The feel of Search in Windows is significantly enhanced by supporting Instant search. Having instant results
makes Windows feel more powerful and direct.

In Windows Explorers and application windows, Search is located in the upper-right corner if it is a supplemental
entry point. In this case, users look for a search mechanism when they don't find what they are looking for in the
window. However, if Search is the primary entry point, it is centered at the top of the window.

The Search button is visually connected to a Search box. To minimize space, an optional prompt is used inside a
Search box instead of a label. The prompt may be an instruction (for example, Type to search) or indicate the
scope of the search (for example, Search for pictures).

D@ﬂh

B MakeaMovie [& Open ~

Without labels and separate buttons, Instant search in Windows has a lightweight look.

Performing a successful search creates a virtual page of the search results and adds it to the Back stack and
Address bar. Users have several ways to restore the original page and clear a Search box, including clicking Back,
clicking the original page in the Address bar, pressing Esc, or clearing the Search box.

Users can also simply clear the Search box without restoring a previous page of results. In Instant search mode, a
clear button appears after the user starts typing; an "x" replaces the magnifying glass search symbol. On hover,
the "x" gets a button look and can be clicked.

:I | hnusel | E|

& Map network drive

The user can clear the Search box by clicking "x" at the right end of the control.

In regular search mode, the clear button is optional. Users may find it useful, for example, if a search is taking a
long time to complete. Users can click the "x" to stop the search in progress. If a search has already completed,
users can click the "x" to clear the Search box.

Guidelines
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Location

. For application windows, locate Search in the upper-right corner.
. For popup windows, locate Search wherever is most sensible and convenient.

. Exception: If Search is usually the first thing users do in a window (the primary entry point), center it at the top of the window.
Look

. Use the standard search button graphics. There are three versions:
o Magnifying glass search symbol only (no button on hover). Use for Instant search.

o Magnifying glass search symbol with button. Use when button needs to be clicked to start the search.

o Magnifying glass search symbol with button and drop-down arrow. Add a drop-down arrow when users can change the scope or
when other settings are available.
= For Instant search, use a drop-down arrow only, and show a button on hover.

= For regular search, show the drop-down arrow on a button.

Rest state |559r':h j o) | D -]

[ Type to search the current view i

' g il

| o | 2 | -y =

With insertion point

Hover state

Down state

Clear |h|:uu5e| % | X |
Hover clear |h|:|u5e| ‘ E' ‘ xb|v| | # |v|
Down clear

[housd [ Tadel TRl

Visual specifications for Instant search.

Rest state | Search ‘P | | po) |v|

With insertion point

Type to search the current view

| housd R IR
|h0use| IE‘ |P |v| |

||I[ 2l 2

Hover state

Down state

Clear | house ‘ £ | | * |v|
Howver clear | house] ‘ E' | xh|v| | * |v|
Down clear | hu:uusel

vl
A
N
E
a

Visual specifications for regular search.

. Don't use a label; use an optional prompt instead. If users tend to assume that the search is a generic file search, use the prompt to
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give the scope. Otherwise, use Type to search or a similar, concise phrase.

— |
Type to search Fe

Search all gadgets L~

In these examples, brief textual prompts help users work with Search.
Interaction

. Oninput focus, automatically select any previously entered text. Doing so allows users to enter a new search by typing, or to
modify the previous search by positioning the caret using the arrow keys.

Web  Images Video MNews Maps MSN More v

£Y Live Search | [T ESE ostenst

In this example, previously entered text is selected on input focus.

. Assign the keyboard shortcut for the Search box to be Ctrl+E. For more information about keyboard shortcut assignments,
see Windows Keyboard Shortcut Keys.

Functionality

. Support Instant search whenever possible. Provide both regular and Instant searches if there are scenarios where regular searching
is worth the extra wait time.

. Regular searches must return relevant results within five seconds and Instant search must return results within two seconds. After
this point, Search may continue to fill in less relevant results over time as long as the program is responsive and users can perform
other tasks. You may have to index your search data to ensure this responsiveness.

If you provide both regular and Instant search modes, the Instant search results must be a subset of the regular search results.

All searching is prefix-based (no substring or suffix searching). The use of trailing wildcard characters is optional and doesn't affect
the results. If multiple words are entered, use OR searching.

A successful search adds a virtual page with the search results to the Back stack and Address bar. Multiple searches result in a
single virtual page, so clicking Back always returns the original page.

If necessary for scale, rank the search results by relevance.

. Ablank search returns the original page.

Recommended sizing and spacing

Actual control size:

125 DLUs (187 pixels)

i
| Search £ | | 15DLUs (24 pixels) 5 _|!'I 15 DLUSs (24 pixels)
1 G rcn

Visible size:

123 DLUs (185 pixels)

X The visible size is smaller than the
control size because there is a

L

I I

| Search Je! |:I: 13 DLUs (22 pixels) transparent 1 pixel border around the
outside of the control.
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Recommended sizing and spacing for Instant search.

Actual control size:

125 DLUs (187 pixels)

l+
[ i
| Search = |:[ 15 DLUs (24 pixels)

Vizible size:

123 DLUs (185 pixels)

2
b

17 DLUs (26 pixels)

l+
’
[ Search "] 13 D1Us (22 pisels)

Recommended sizing and spacing for regular search.

Text

SYearch

The visible size is smaller than the
control size because there is a
transparent 1 pixel border around the
outside of the control.

15 DLUs (24 pixels)

. For the wording of the prompt in the Search box, either make it an instruction (for example, Type to search) or indicate the scope of

the search (for example, Search for pictures).

. Prompt text should be brief. A single word or short phrase should suffice.

. Use sentence-style capitalization.

. Don't use ending punctuation or ellipsis.

Documentation

. Refer to this control as the Search box. Capitalize the initial letter of the first word; don't capitalize the initial letter of box.

. Refer to the two types of search as Instant search and regular search. Capitalize the initial letter of Instant search; don't capitalize

the initial letter of regular search.
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Sliders

Is this the right control?
Guidelines

Recommended sizing and spacing
Labels

Documentation

With a slider, users can choose from a continuous range of values. A slider has a bar that shows the range and an
indicator that shows the current value. Optional tick marks show values.

Slider

Tick marks

A typical slider.

Note: Guidelines related to layout are presented in a separate article.

Is this the right control?

Use a slider when you want your users to be able to set defined, contiguous values (such as volume or
brightness) or a range of discrete values (such as screen resolution settings).

A slider is a good choice when you know that users think of the value as a relative quantity, not a numeric value.
For example, users think about setting their audio volume to low or medium—not about setting the value to 2 or
5.

To decide, consider these questions:

. Does the setting seem like a relative quantity? If not, use radio buttons, or a drop-down or single-selection list.
. Is the setting an exact, known numeric value? If so, use a numeric text box.

. Would a user benefit from instant feedback on the effect of setting changes? If so, use a slider. For example, users
can choose a color more easily by immediately seeing the effect of changes to hue, saturation, or luminosity values.

. Does the setting have a range of four or more values? If not, use radio buttons.

. Can the user change the value? Sliders are for user interaction. If a user can't ever change the value, use a read-only
text box instead.

If a slider or a numeric text box is possible, use a numeric text box if:

. Screen space is tight.

. Auser is likely to prefer using the keyboard.
Use a slider if:
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. Users will benefit from instant feedback.
Guidelines

. Use a natural orientation. For example, if the slider represents a real-world value that is normally shown vertically
(such as temperature), use a vertical orientation.

. Orient the slider to reflect the culture of your users. For example, Western cultures read from left to right, so for
horizontal sliders, put the low end of the range on the left and the high end on the right. For cultures that read from
right to left, do the opposite.

. Size the control so that a user can easily set the desired value. For settings with discrete values, make sure the user
can easily select any value using the mouse.

. Consider using a non-linear scale if the range of values is large and users will likely select values at one end of the
range. For example, time value might be 1 minute, 1 hour, 1 day, or 1 month.

. Whenever practical, give immediate feedback while or after a user makes a selection. For example, the Microsoft®
Windows® volume control beeps to indicate the resulting audio volume.

. Use labels to show the range of values.

Exception: If the slider is vertically oriented and the top label is Maximum, High, More, or equivalent, you can omit the
other labels since the meaning is clear.

In this example, the slider's vertical orientation makes the range labels unnecessary.

. Use tick marks when users need to know the approximate value of the setting.

. Use tick marks and a value label when users need to know the exact value of the setting they choose. Always use a
value label if a user needs to know the units to make sense of the setting.

Resolution:
Low High

1680 by 1050 pixels

In this example, a label is used to clearly indicate the selected value.

. For horizontally-oriented sliders, place tick marks under the slider. For vertically-oriented sliders, place tick marks to
the right for Western cultures; for cultures that read from right to left, do the opposite.

. Place the value label completely under the slider control so that the relationship is clear.

Incorrect:
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Hardware acceleration: Mone |J Full

All accelerations are enabled. Use this setting if your computer has no
preblems. (Recommended)

In this example, the value label isn't aligned under the slider.

. When disabling a slider, also disable any associated labels.

. Don't use both a slider and a numeric text box for the same setting. Use only the more appropriate control.
Exception: Use both controls when the user needs both immediate feedback and the ability to set an exact numeric
value.

. Don'tuse aslider as a progress indicator.

. Don't change the size of the slider indicator from the default size.

Incorrect:

Mone Fast

In this example, a size smaller than the default is used.

Correct:

Mone Fast

In this example, the default size is used.

. Don't label every tick mark.

Recommended sizing and spacing

3 DLUs (5 pixels) ::::::::::::..:::l_|

EI I 15 DLUs (24 pixels)

Recommended sizing and spacing for sliders.
Labels
Slider labels

. Use a static text label ending with a colon, or a group box label with no ending punctuation.
. Assign a unigue access key to each label. For assignment guidelines, see Keyboard.
. Use sentence-style capitalization.

. Position the slider label either to the left of the slider, or above and aligned with the left edge of the slider (or its left
range identifier, if present).
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Range labels

. Label the two ends of the slider range, unless a vertical orientation makes this unnecessary.

. Use only word, if possible, for each label.

. Don't use ending punctuation.

. Make sure these labels are descriptive and parallel. Examples: Maximum/Minimum, More/Less, Low/High, Soft/Loud.
. Use sentence-style capitalization.

. Don't assign access keys.
Value labels
. If you need a value label, display it below the slider.
. Center the text relative to the control and include the units (such as pixels).
Resolution;

Low High

1680 by 1050 pixels

In this example, the value label is centered under the slider and includes the units.
Documentation
When referring to sliders:

. Use the exact label text, including its capitalization, and include the word slider. Don't include the access key
underscore or colon.

. To describe user interaction, use move.

. When possible, format the label using bold text. Otherwise, put the label in quotation marks only if required to prevent
confusion.

Example: To increase your screen resolution, move the Screen resolution slider to the right.
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Spin Controls

Is this the right control?
Guidelines
General
Values
Labels
Documentation

With a spin control, users can click arrow buttons to change incrementally the value within its associated numeric
text box. The term spin box refers to the combination of a text box and its associated spin control.

rTE:-:t box

£ o
—| |— Up/Down arrow buttons

A typical spin box.

Users often prefer spin controls because they can make changes without moving their hands from the mouse.
When the spin control is paired with a text box, users can type or paste input directly in the text box, so use of
the spin control is optional.

While spin controls are used for numeric input, the input doesn't have to be a pure whole number. The input can
be decimal numbers and it can have negative signs, delimiters (such as colons or hyphens), and unit modifiers.

Note: Guidelines related to text boxes and layout are presented in separate articles.

Is this the right control?
To decide, consider these questions:

. Is the control used for numeric input? If not, use another control, such as a drop-down list or slider, to select from a fixed set of
values. Use scroll bars for scrolling.

. Do users think of the value as a relative quantity, not a numeric value? If so, use a slider instead. Use spin boxes only for exact,
known numeric values. For example, users think about setting their audio volume to low or medium—not about setting the value
to2orb.

. Is the control paired with a text box? If not, don't use. Spin controls shouldn't be used alone or with other types of controls
besides a text box.

Incorrect:

-

DI

In this example, a spin control is used to control a dynamic graphic.

. Are contiguous value ranges valid? If not, use a drop-down list of valid values instead.
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Mumber of disk drives:

== e R L

In this example, not all disk drive numbers are valid, so a drop-down list is a better choice.

. Is using the spin control practical? Using a spin control is practical for:
o Entering a small number, typically under 100.

o Making small changes to an existing or default value.
While spin controls can be used for any numeric input, they are inefficient in situations other than these.

. Is the spin control helpful? Is the control used in a context where users are likely to be using their mouse? If not, consider a spin
control optional.

. Are the sibling controls drop-down lists? If there are other drop-down lists, consider using a drop-down list for consistency.

Deciral symboel: : -

Mo. of digits after decimal: [2 vJ
0

Digit grouping symbol: 1

Megative sign symbol:

Megative number format:

Display leading zeros:

Digit grouping: ?
4
5
6
7
8
9

List separator:

Measurement system: ’U.S. T]
Standard digits: ’015456?89 ']
Use native digits: ’NE".I'EF ']

Click Reset to restore the system default settings for
nurnbers, currency, time, and date.
In this example, a spin box could be used, but a drop-down list is used for consistency.

. Are touch or pen users a primary target? If so, consider using a drop-down list instead. The arrow buttons in a spin control are
too small to be used efficiently with touch or a pen.

If a slider or a spin box is possible, use a spin box if:

. Screen space is tight.

. Auser is likely to prefer using the keyboard.
Use a slider if:

. Users will benefit from instant feedback.
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Guidelines
General
. Use spin controls whenever they are practical and helpful. See Is this the right control?
o Exception: To be consistent with other text boxes on the same user interface (Ul), use spin controls even if they aren't

always practical.

Correct:
Month: ZI Day: ZI Year ZI

In this example, a spin control is used with the year control for consistency, even though it isn't always practical.

Incorrect:
i@ Use the following IP address:
IP address: 255.255.255. 0

In this example, the spin control is unusable.
. Always make a spin control the "buddy" of the text box. Doing so places the spin control inside the text box.

Correct:

Calendar

When a two-digit year is entered, interpret it as a year between:

1330 and | EOEE) =

Incorrect:

Calendar

When a two-digit year is entered, interpret it as a year between:

1330 and | EOEE) =

In the correct example, the spin control is placed inside its associated text box.

. Disable a spin control when its associated text box is disabled. The spin control is a supplemental input method—never the only
input method.

Values

. Define the top button to increase the value by one unit and the bottom button to decrease by one unit. Typically, the unitis
one, but it should be the smallest common change in value. Ideally, the spin control should cover all valid values, and it should be
more convenient than typing in the text.

Margins
Top: [t = Bottom: 1" =
Left: 1" = Right: 1" =
Gutter: a" = Gutter position: Left IEI

In this example, clicking a spin control changes the values by .1, which is the smallest common change in value.
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Using a smaller unit would cover the range of valid values but make the spin controls unusable.

. Use the spin control to limit input to valid values. Using a spin control should never result in an incorrect value.

. At the end of a range of valid values, restart the range. The spin control metaphor is that the user is spinning a wheel of values,

hence this wheel-like behavior.
o Exception: Don't restart the range if the resulting value is certain to be incorrect.

Mumber of copies: 1 EI

In this example, clicking the down arrow button doesn't restart the range (by going to the maximum value)
because that value is certain to be incorrect.

. Use text instead of special numeric values. Allow users to spin to these special values instead of having to know them and type

them in.

[ Sleep
= Sleep after

On battery (Minutes): Y E|

Plugged in: Mever

In this example, Never is a special value but users can spin to it.

. If the value has delimiters, the associated text box should have multiple input focus points. Doing so allows the numeric
segments to be manipulated individually.

3 0E 34 AM :|

In this example, the spin control affects the values for hours, minutes, seconds, and A.M./P.M.—whichever has the
focus.

. If the value has units, use the spin control to change those units as well.

302340 =

In this example, the spin control can be used to change units.

Labels

. Apply the text box labeling guidelines to label the associated text box. Spin controls are never labeled directly.

Documentation
When referring to spin controls:

. Don't refer to spin controls in user documentation. Instead, refer to the label of the associated text box.

. Refer to spin controls and spin boxes only in programming and other technical documentation.

Example: In the Date box, type or select the part of the date you want to change.
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Status Bars

Is this the right user interface?
Design concepts
Usage patterns
Guidelines
General
Presentation

Icons

Interaction

Text

Documentation

A status bar is an area at the bottom of a primary window that displays information about the current window's
state (such as what is being viewed and how), background tasks (such as printing, scanning, and formatting), or
other contextual information (such as selection and keyboard state).

Status bars typically indicate status through text and icons, but they can also have progress indicators, as well as
menus for commands and options related to status.

208 tems | Updating Inbox (257 KE). |-| | Connected to Microsoft Exchange ™ | i

| | | | |

Download Full Items
Download Headers and then Full Items

v Download Headers

v On Slow Connections Only Download Headers

Work Offline

MNumber of items Progress Status with menu Resize grabber

A typical status bar.

Note: Guidelines related to the notification area are presented in a separate article.

Is this the right user interface?

To decide, consider these questions:

Is the status relevant when users are actively using other programs? If so, use a notification area icon.

Does the status item need to display notifications? If so, you must use a notification area icon.

Is the window a primary window? If not, don't use a status bar. Dialog boxes, wizards, control panels, and property sheets
shouldn't have status bars.

Is the information primarily status? If not, don't use a status bar. Status bars must not be used as a secondary menu bar or
toolbar.

Does the information explain how to use the selected control? If so, display the information next to the associated control using
a supplemental explanation or instruction label instead.

Is the status useful and relevant? That is, are users likely to change their behavior as a result of this information? If not, either
don't display the status, or put itin alog file.

Is the status critical? Is immediate action required? If so, display the information in a form that demands attention and cannot be
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easily ignored, such as a dialog box or within the primary window itself.

& htps//micosottcom . | Centiicate Emor| *7 || | 1< 5o 2 -~

A red address bar in Windows® Internet Explorer®.

. Is the program intended primarily for novice users? Inexperienced users are generally unaware of status bars, so reconsider the
use of status bars in this case.

Design concepts

Status bars are a great way to provide status information without interrupting users or breaking their flow.
However, status bars are easy to overlook. So easy, in fact, that many users don't notice status bars at all.

The solution to this problem isn't to demand the user's attention by using garish icons, animation, or flashing, but
to design for this limitation. You can do this by:

. Making sure that the status information is useful and relevant. If not, don't provide a status bar at all.

. Not using status bars for crucial information. Users should never have to know what is in the status bar. If users must see it, don't
putitin a status bar.

If you do only one thing...
Make sure that the status bar information is useful and relevant but not crucial.

Usage patterns

Status bars have several usage patterns:

Current window
status

Show the source
of what is being N this example, the status bar displays the path to the document.
displayed along

with any view

modes.

Lecation: Pictures (C\Users\Public) 119 KE M Computer

Progress
Show the
progress of
background In this example, the status bar includes a progress bar to show the Web page loading into a Windows Internet
tasks, either with Explorer window.

a determinate

progress bar or

an animation.

Waiting for http://www.microsoft.com/en/us/default.aspx... — |

Contextual i mmmmmm oo \
information '
Show contextual
1
|

information
about what the o __ _4:,_
user is currently

doing.

T8x07

In this example, Microsoft Paint shows the selection size in pixels.
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Guidelines

General

. Consider providing a View Status Bar command if only some users will need the status bar information. Hide the status bar by

default if most users won't need it.

. Don't use the status bar to explain menu bar items. This help pattern isn't discoverable.

Presentation

Disable modal status that doesn't apply. Modal status includes keyboard and document states.
Remove non-modal status that doesn't apply.

Present status information in the following order: current window status; progress; and contextual information.

Choose easily recognizable status icon designs. Prefer icons with unique outlines over square or rectangular shaped icons.
Use swaths of pure red, yellow, and green only to communicate status information. Otherwise, such icons are confusing.

Correct:
< o5 W 10:10 AM
Incorrect:

<[5 W710:10 AM

In the incorrect example, the red icon unintentionally suggests an error, creating confusion.

Use icon variations or overlays to indicate status or status changes. Use icon variations to show changes in quantities or strengths.
For other types of status, use these standard overlays:

Overlay ’Status

'y ’Warning

| @ ’Error

| b4 ’ Disabled/Disconnected
E [Blocked/Offline

Don't change status too frequently. Status bar icons shouldn't appear noisy, unstable, or demand attention. The eye is sensitive to
changes in the peripheral field of vision, so status changes need to be subtle.

For icons that provide important status information, prefer in-place labels.

Unlabeled status bar icons should have tooltips.

For more information, see Icons.

Interaction

Make a status bar area interactive to allow users direct access to related commands and options.
o Use a control that looks and behaves like a menu button or a split button. These status bar areas must have a drop-down
arrow to indicate that they are clickable.

o Display the menu on left-click on mouse down, not mouse up.

o Don't support right-clicking or double-clicking. Users don't expect such interactions in a status bar, so they aren't likely to
attempt them.

Display tooltips on hover.
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Text

. Generally, use concise labels. Cut any text that can be eliminated.

. Prefer sentence fragments, without ending punctuation. Use full sentences (with ending punctuation) only when sentence
fragments aren't significantly shorter.

. For optional progress labels, indicate what the operation is doing with a label that starts with a verb (gerund form) and ends with
an ellipsis. For example: "Copying...". This label may change dynamically if the operation has multiple steps or is processing
multiple objects.

. Don't use color, bold, or italic to emphasize status bar text.
. For tooltip phrasing guidelines, see Tooltips and Infotips.

Documentation

Refer to status bars as status bars, not status lines or other variations. Example: "The current page number is
displayed on the status bar."
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Tabs

Is this the right control?
Usage patterns
Guidelines

General

Interaction

Icons

Dynamic window surface pattern
Multiple views and documents patterns
Exclusive options pattern

Labels

Documentation

Tabs provide a way to present related information on separate labeled pages.

Buttons | Pointers | Pointer options | Wheel | Hardware |

A typical set of tabs.

Tabs are usually associated with property windows (and vice versa), but tabs can be used in any type of window.

Tab controls represent the tabbed manila folders used to organize information in filing cabinets commonly found
in the United States. (Manila folders aren't used worldwide.)

Note: Guidelines related to layout, tab menus, dialog boxes, and property windows are presented in separate
articles.

Is this the right control?

To decide, consider these questions:

Can the controls comfortably fit on a single, reasonably sized page? If so, use a single page.
Is there only one tab? If so, use a single page.

Are the tabs related to each other in some obvious way? If not, consider splitting the information into separate windows of
related information.

If used for settings, are settings on different pages completely independent? Will changing a setting on one page affect settings
on other pages? If they're not independent, use task pages or a wizard instead.

Are the tabs mostly peers of each other, or is there a hierarchical relationship? If hierarchical, consider using progressive
disclosure or child dialog boxes to show related information.

Are the tabs used to display steps within a task? You can use "tabs" to display steps within a task only if they are presented to
look like steps, and there is an obvious, alternative way to get to the text step, such as a Next button. Otherwise, if the steps are
required, use pages in a page flow or a wizard. If the steps are optional, display the optional steps using modal dialog boxes

instead.

Are the tabs different views of the same data? If so, consider using a split button or drop-down list to change views. While tabs
can be used effectively for changing views, the alternatives are more lightweight.

Usage patterns

Tabs have several usage patterns:
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Dynamic With this pattern, using tabs is conceptually similar to placing all the information on the tabs linearly on a single

window surface scrollable surface, with the tab labels as headings.
Like scroll bars,
tabs can be used
to increase the ‘ Buttons | Pairters | Pointer options I Wheel | Hardware |

window surface

area to show

related In this example, tabs effectively increase the window surface area.

information.

Multiple views
. . 1.htm®* o
Like split buttons J new_page_~.otm
or drop-down E| |I|
lists, tabs can be mn
used to show ;
different views UXGuide
of the same or
related
information.

Design | B split Bl Code S Preview ] 1 b

0:01@56Kbps 430 x110
In this example, tabs change views within a document.

Multiple —
documents B8 |- ]E Windows... > | %* MSN.com &7 Windows Live l l
Like multiple

windows, tabs
canbeusedto ¢ March 2005 / Aprl 2005 4 May 2005 % Month Template /

show different
documentsin a
single window.

In these examples, tabs show different documents within a single application window.

Exclusive options

r

Like radio

Chbject
buttons, tabs !
can be used to Location | Data Messages |
present multiple
exclusive Ereak at: =
choices. In this || ﬂ

pattern, only the Cancel
Sele(_:ted tab Click the Condition buttor if wou

applies and all =0ononon. . want ko zet conditional Edit Code
other tabs are parameters for pour breakpaint. =
ignored.

Breakpoints:

Remove

[

Fremone
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In this example, tabs are used (incorrectly) as a substitute for radio buttons.

This pattern is not recommended because it uses a nonstandard behavior. The tabs behave as a setting instead
of purely a way to navigate within the window.

If you do only one thing...

Make sure the information on the tabs is related, yet settings on different pages are independent. The last tab

selected should have no special meaning.

Guidelines
General

. Use horizontal tabs if:

o The window has seven or fewer tabs.

o All the tabs fit on one row, even when the user interface (Ul) is localized.

. Use vertical tabs if:

o The property window has eight or more tabs.

o Using horizontal tabs would require more than one row.

Cptions

zeneral
Messages

Alerts and sounds
Sharing folders
File transfer
Phane

Tabs

Privacy

Security

Connection

My display name

My display picture

My public profile

My status

My webcam

Personal

Type your name as you want others to see it:

Type a personal message for your contacts to see:

For testing purposes anly.

Show song information from Windows Media Player as a personal
message

Show my display picture and allow

others to ses it [ Change Picture... ]

Create or modify your public profile the
description of yourself that others can see) Edit profile

[¥] Show me as "fway" when Iminactive: 10 minutes

Show me as "Busy” and block my alerts when I'm unning a
full-screen program, such as a slide presentation

Allow others to see that | have a webcam

[ OK ] [ Cancel Apply

In this example, vertical tabs accommodate eight or more tabs.

. Don't nest tabs or combine horizontal tabs with vertical tabs. Instead, reduce the number of tabs, use only vertical tabs, or use
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another control such as a drop-down list.
. Don't scroll horizontal tabs. Horizontal scrolling isn't readily discoverable. You may scroll vertical tabs, however.

Incorrect:

S5
General Debug C/AC++  Link | Rezourc DII‘

In this example, the horizontal tabs are scrolled.

. For tabs on a resizable window or pane, put a scrollbar, when needed, on the page, not the window or pane. The tabs should
always be visible and not scroll out of view.

Class View - 4 X

i ==

<Search= ~
+1:l rmscorlib -
+1J System

+]-+(3 System.Data

+1_j Systern.Deployment
+1:l Systern.Drawing

+1J Systern.Windows.Forms
5 Systern.xml

= {3 WindowsApplication2
+V‘E5 Forml

00 My

m

G Solution Explorer |[& Class View

In this example, the tab page has the scrollbar, not the pane.
. Make sure the tabs look like tabs and not another type of control.

Incorrect:

i Favorites [ Feeds | 40 History E] EI

In this example, these tabs look like command buttons.

Interaction

. When controls apply only to a page, place them within the border of the tabbed page.
. When controls apply to the entire window, place them outside the tabbed page.

. Don't assign effects to changing tabs. Tabs must be accessible in any order. Changing the current tab should never have side
effects, apply settings, or result in an error message.

. Don't assign a special meaning to the last tab selected. Tab selection is for navigation—the user's last tab selection isn't a setting.

. Don't make the settings on a page dependent on settings on other pages. Put any dependent settings on the same page instead.

. If users are likely to start with the last tab displayed, make the tab persist and select it by default. Make the settings persist on a
per-window, per-user basis. Otherwise, select the first page by default.
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Icons

. Don't put icons on tabs. Icons usually add unnecessary visual clutter, consume screen space, and often don't improve user
comprehension. Only add icons that aid in comprehension, such as standard symbols.

Incorrect:

Systemn Properties @ I

& Computer name | By, Hardware | ByAdvanced | 47 System protection |

. L Windows uses the following information to identify your computer
an the networl:.

In this example, the icons add visual clutter and do little to improve user comprehension.
Exception: You can use clearly recognizable icons if there might be insufficient space to display meaningful labels:

Correct:
Server Explorer -~ 1 X

EIRERRS |
B0 Connection:]

G- S8 Servers

4 Se... |38 To... [ Err... [ Pr... |&3]50... [ERCl..

In this example, the window is so narrow that icons better communicate the tabs than the labels.

. Don't use product logos for tab graphics. Tabs aren't for branding.

Dynamic window surface pattern

. Don't use scroll bars on tab pages. Tabs function similarly to scroll bars—to increase the effective area of a window. One
mechanism should be sufficient.

. Use concise tab labels. Use one or two words that clearly describe the content of the page. Longer labels consume screen space,
especially when the labels are localized.

. Use specific, meaningful tab labels. Avoid generic tab labels that could apply to any tab, such as General, Advanced, or Settings.

. Ifatab doesn't apply to the current context and users don't expect it to, remove it. Doing so simplifies the Ul and users won't
miss it.

Incorrect:
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[ Options Lg

Security | Speling & Grammar | Track changes |
User information I Compatibility | File locations
View | Gener