Appendix E International Word Lists

Portuguese

1 Acercade

2 tecla de acesso

3 acessibilidade

4 ponto de controlo de ac¢io
5 activo(s)/a(s)

6 extremidade activa

7 objecto activo

8 janela activa

L) ornamento

10 Sempre Visivel

11 ponto de fixacio

12 Aplicar

13 saida automadtica

14 repeticdo automatica
15 ligagiio automdtica

16 rolamento automético
17 Retroceder

18

19

20

21 Procurar

22 Cancelar

23 menu em cascata

24 caixa de verificagdo
25 marca de verificagio
26 janela filha

27 seleccionar

28 clique, fazer clique (sobre)
29 Area de Transferéncia
30 Fechar

31 botdo Fechar

32 fechar (destaque)

33 titulo de coluna (controlo)
34 caixa de combinagio

35 botéo de comando

36 recipiente, depdsito

37 ajuda contextual

38 contextual
a9 controlo
40 Copiar

41 Copiar Aqui
42 Criar Atalho
43 Criar Atalho Aqui

44  Cortar

45 predefinir; predefinido;
predefinigio; predefinigdes

46 botfo predefinido

47 Eliminar

48 ambiente de trabalho

49 destino

50 caixa de didlogo
51 incapacidade
52 selecgdo descontinua (n.),

seleccionar

ancorar

documento

duplo clique, fazer duplo clique
(sobre)

arrastar

arrastar e largar

caixa de combinagio pendente
caixa de listagem pendente
menu pendente

Editar

menu Editar

elipse (if graphic object), reticéncias
(if punctuation)

objecto incorporado
Sair

expandir (um destaque)
Explorar

selecgiio alargada

caixa de listagem de selecgiio
alargada

ficheiro

menu Ficheiro
Localizar

Localizar Seguinte
Localizar

pasta

tipo de letra

tamanho do tipo de letra
estilo do tipo de letra
tecla de fungéo

caixa de grupo

ponto de controlo
Ajuda

menu Ajuda

Ocultar

selecglio hierdrquica
manter premido(s)/a(s)
ponto interactivo

drea interactiva

fcone

inactivo(s)/a(s)

janela inactiva

foco de introdugdo
menu Inserir

Inserir Objecto

ponto de insergio
itélico

etiqueta/nome
horizontal

ligagdo

ligar

Ligar Aqui

496 The Windows Interface Guidelines for Software Design

518

109
110
111
112
113
114
115
116
117
118
119
120
121
122
123
124
125
126
127
128
129
130

131

132
133
134
135
136
137
138

139
140
141
142

143
144
143
146
147
148
149
150
151
152
153
154
153
156
157

caixa de listagem

vista da lista (controlo)
ligagdio manual

Maximizar

botio Maximizar

menu

barra de menus

botdo de menu

item de menu

titulo do menu

caixa da mensagem
Minimizar

botio Minimizar

valor misto

modal

modo

sem modo

tecla modificadora

rato

Mover

Mover Aqui

interface de miltiplos documentos
(MDI, multiple document interface)
caixa de listagem de selecgio
miiltipla

O Meu Computador (fcone)
Redondezas na Rede (icone)
Novo

Seguinte

objecto

0K

OLE (ligagfio e incorporacdo de
objectos)

arrastar e largar OLE
objecto incorporado por OLE
objecto ligado por OLE
arrastar e largar OLE ndo
predefinido

Abrir

Abrir Com

botdo de opgio

conjunto de opghes
conjunto de programas
Configurar Pagina

janela da paleta

painel

janela mae

palavra-passe

Colar

Colar Ligagio

Colar Atalho

Colar Especial

caminho



Portuguese

158  Pausa/Interromper

159

160  Reproduzir

161  Plugand Play

162  ponto

163 ponteiro

164  menu de sobreposicio

165  janela de sobreposigio

166  vertical

167  premir (uma tecla)

168  premir (e manter premido um botdo
do rato)

169  recipiente principal

170 janela principal

171 Imprimir

172 impressora

173 indicador de progresso (controlo)

174  projecto

175  Propriedades

176 inspector de propriedades

177 pégina de propriedades

178  folha de propriedades

179  controlo de folha de propriedades

180  Apresentagio

181  S6de Leitura

182

183  Reciclagem (icone)

184  Repetir

185  selecgdo de grupo

186  registo

187  Repetir

188  Substituir

189  Restaurar

190  botio Restaurar

191
192
193
194
195
196
197
198
199
200
201
202
203
204
205
206
207
208
209
210
211
212
213
214
215
216
217
218
219
220
221
222
223
224

Continuar

Repetir/Tentar de Novo
caixa de texto melhorado
Executar

Guardar

Guardar Como

rolar

seta de deslocamento

barra de deslocamento

caixa de deslocamento
janela secunddria

seleccionar

Seleccionar Tudo

selecgdo

ponto de controlo de selecgio
Enviar Para

separador

Defini¢oes

Configurar

atalho

botdo de atalho

icone de atalho

tecla de atalho

controlo de teclas de atalho
Mostrar

Encerrar

caixa de listagem de selecgdo tnica
Dimensionar (v.), Tamanho (n.)
controlo de dimensionamento
controlo de escala

caixa de controlo rotativo
Dividir

barra de divisio

caixa de divisdo
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225
226
227
228
229
230
231
232
233
234
235
236
237
238
239
240
241
242
243

245
246
247
248
249
250
251
252
253
254
255
256
257

botio Iniciar

pasta de Arranque
barra de estado
Parar

controlo de tabulagio

barra de tarefas

Ajuda relacionada com a tarefa
modelo

caixa de texto

barra de titulo

texto do titulo

tecla de comutaghio

barra de ferramentas
descrigio

controlo da vista da drvore
tipo (n.)

escrever (v.)

indisponivel

Anular

Desinstalar

menu Ver

edigio visual

controlo de propriedades grificas
0 Que E Isto?

janela

menu Janela

Explorador do Windows
assistente

(o) livro

grupo de trabalho

drea de trabalho

Sim
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Appendix E International Word Lists

Portuguese — Brazil

1 Sobre

2 tecla de acesso

3 acessibilidade

4 algas de manipulagio

3 ativo(a)

6 fim ativo

T objeto ativo

8 janela ativa

9 controle de opgdes grificas

10 Sempre Visivel

11 ponto de dncora

12 Aplicar

13 saida automdtica (n.), sair
automaticamente (v.)

14 repeticiio automadtica (n.), repetir
automaticamente (v.)

15 vinculo automético

16 rolagem automdtica

17 Voltar

18

19

20

21 Procurar

22 Cancelar

23 menu em cascata

24 caixa de verificagio

25 marca de verificacio

26 janela filho

27 escolher

28 clicar

29  Area de Transferéncia

30 Fechar

31 botio Fechar

32 ocultar (tdpicos)

33 cabegalho da coluna (controle)

34 caixa de combinagao

35 botio de comando

36 recipiente

37 Ajuda relacionada ao contexto

38 relacionado(a) ao contexto

39 controle

40 Copiar

41 Copiar Aqui

42 Criar Atalho

43 Criar Atalho Aqui

44 Recortar

45 padrio

46 botdo padrido

47 Excluir

48 drea de trabalho

49 destino

50 caixa de didlogo

51 incapacidade

selecdio descontinua (1n.),
descontinuar sele¢o (v.)
encaixar

documento

clicar duas vezes

arrastar

arrastar-e-soltar

caixa de combinacio suspensa
caixa de listagem suspensa
Menu SUSpenso

Editar

Menu Editar

reticéncias

objeto incorporado

Sair

expandir (t6picos)
Explorar

seleciio estendida

caixa de listagem de selegio
estendida

arquivo

Menu Arquivo

Localizar

Localizar Préxima
Localizar

pasta

fonte

tamanho da fonte

estilo da fonte

tecla de fungio

caixa de grupo
algas

Ajuda

Menu Ajuda
Ocultar

selecio hierdrquica
manter pressionado(a)
ponto interativo
drea interativa
icone

inativo(a)

janela inativa

foco de entrada
Menu Inserir
Inserir Objeto
ponto de insercio
itédlico

according to context: nome, etiqueta,
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103
104
105
106
107
108
109
110
111
112
113
114
115
116
117
118
119
120
121
122
123
124
125
126
127
128
129
130

131

132
133
134
135
136
137
138
139
140
141
142
143
144
145
146
147
148
149
150
151
152

rétlo
paisagem

vinculo (n.)

vincular (v.)

Vincular Aqui

caixa de listagem

modo de lista (controle)
vinculo manual
Maximizar

botdo Maximizar

menu

barra de menu

botdo de menu

itemn de menu

titulo de menu

caixa de mensagem
Minimizar

botéo Minimizar

valor misto

modal

modo

sem modo

tecla de modificagio
mouse

Mover

Mover Aqui

interface de miltiplos documentos
(MDI)

caixa de listagem de selecio
miiltipla

Meu Computador (icone)
Ambiente de Rede (icone)
Novo

Avangar

objeto

OK

OLE

arrastar-e-soltar OLE
objeto incorporado OLE
objeto vinculado OLE
arrastar-e-soltar OLE nfio padrio
Abrir

Abrir Com

botiio de opgio

conjunto de opgdes
pacote

Configurar Pdgina
janela de paleta

painel

janela pai

senha



Portuguese — Brazil

153  Colar

154  Colar Vinculo

155  Colar Atalho

156  Colar Especial

157  caminho

158 Pausa

159

160  Reproduzir; Jogar

161  Plug and Play

162 ponto

163  ponteiro

164  menu pop-up

165  janela pop-up

166  retrato

167  pressione (uma tecla )

168  pressione (e mantenha pressionado o
botio do mouse)

169 recipiente primdrio

170 janela primdria

171  Imprimir

172 impressora

173  indicador de progresso (controle)

174  projeto

175  Propriedades

176 inspetor de propriedades

177  pégina de propriedades

178  folha de propriedades

179  controle da folha de propriedades

180  Visualizacdo Rapida

181  somente leitura

182

183  Lixeira ({cone)

184  Refazer

185  selecho de regifio

186  registro

187  Repetir

188
189
190
191
192
193
194
195
196
197
198
199
200
201
202
203
204
205
206
207
208
209
210
211
212
213
214
215
216
217
218
219
220
221
222
223

Substituir

Restaurar

botao Restaurar
Continuar

Repetir

caixa de rich-text
Executar

Salvar

Salvar Como

rolar

seta de rolagem

barra de rolagem

caixa de rolagem

janela secunddria
selecionar

Selecionar Tudo

selegio

alcas de selegdo

Enviar Para

separador
Configuracoes
Programa de Instalagio
atalho

botdo de atalho

fcone de atalho

tecla de atalho

controle de tecla de atalho
Mostrar

Desligar

caixa de listagem de selegdo tinica
Tamanho

algas de dimensionamento
controle deslizante

caixa de rotagiio

Divisdo (n.), Dividir (v.)
barra de divisio

International Word Lists Appendix E

224
225
226
227
228
229

230

caixa de divisio

botfo Iniciar

pasta Iniciar

barra de status

Parar

controle de tabulago (if it refers to
tabul.), controle de guias (if it refers
to ‘tabs’ in a dial. box}

barra de tarefas

Ajuda relacionada & tarefa
modelo

caixa de texto

barra de titulo

texto do titulo

tecla de alternincia
barra de ferramentas
descrigdo de ferramenta
modo de drvore (controle)
tipo

digitar

ndo disponivel
Desfazer

Desinstalar

Menu Exibir

edigio visual

controle de entalhe

O Que E Isto?

janela

Menu Janela
Windows Explorer
assistente

pasta de trabalho

grupo de trabalho

drea de trabalho

Sim
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Appendix E International Word Lists

.

Russian

1 O nporpamme

2 KIABHIIA TOCTVITA

3 JOCTYITHOCTD; JETKOCTh
HCIOIb30BAHHA

4 pyuKa

5 AKTHBHBIH

6 AKTHBHBII Kpait

7 AKTHBHBIH 00BEKT

8 AKTHBHOE OKHO

9 DIIEMEHT 0GPaMIEHHS

10 Ilosepx ocransHbrx[oKxoH

11 HAYAIO BBIJICICHUA

12 IIpumeHHTH

13 aBTOIEPexo/l: MOoJe ¢
ABTOMATHYECKHM MEPEXOTOM

14 caMomnoBTOpsoniics (cobbITne
H T.IL)

15 ARTOMATHYECKH 0GHOBIAeMAas
CBSA3L

16 ABTONIPOKPYTRA

17 Hasanm

18

19

20

21 O630p (kponka); 0bzop,
TpoCMOTP

22 OrMeHa (KHOTKE)
OTMeHHTE (KOMAaH/TE)

23 TIOJIMEHED

24 haaKoK

25 OTMETKA; anodKa

20 IoYepHes OKHO

27 BbIGpATh 3

28 (v.) METKHYTh; HAMKATE KHOIIKY
MBI BEIGPATH ¢ TIOMOIIBEY
MBIHIH; (N.) METI0K; HaMaTHe
KHOTIKH MBIITH

29 Bvdep odmena

30 3axpuITh

3l KuHomnka 3akpbLITHI OKHA

32 cBepHYTh (CTPYKTYPY)

33 3aroI0BOK cTon0MIa

34 TOJIE CO CIHCKOM

35 KHOTKa

36 [o6bexT-]KOHTEHHED

37 KOHTEKCTHAA CIIpaBKa

38 KOHTEKCTHBI

39 SIIEMEHT YIPABIeHHS

40 Konuposath

41 Konxposarsciona

42 CoziarbApibIK

43 Co3aaThAPIBIK3ECh

44 Boipesars

45 HCIOML3YeMbIA MO YMOTHaHHIO!
TIPeTy CTAHOBIEHHLIT

500

46
47
48
49
50
51

53
54
55

56
57

OCHOBHAA KHOTIKA
Yoanuts

pabouuii cromn

MecTo Ha3HadeHHH, oIy YaTelb
JIHANOTOBOE OKHO

(H3NUecKHiT HeTOCTATOK
HECBA3HOE BhIIE/IEHME
3aKpPelHTh; MPHCTEIKOBATE
JOKYMEHT

(v.) MBAKIIL] IHEIKHYTh; JIBAMKIBI
HAaXaTh KHOMKY MBIITH; (1.)
OBOHHOM 1eruoK; BoliHoe
HaMKATHE KHOMKH MBIIITH

1) neperamurh (0fnexT); 2)
MPOTAITHTE (YKA3ATETh Mo
CITHCKY, TEKCTY H T.1.; THHHIO); 3)
BBIACIHTE ((pparMeHT TeKkcTa,
37eMeHTRI CITHCKA, 00BeKTEL 1
T.01.); 4) nepeMecTHTh YKa3aTelb
MPH HamATOH KHOMKe MBIIITH
(ecTm HH OJTHO M3 MPEJILITY X
BBIPAXKEHHIT HE MOIXO/MT)
MEPETANHTE [¢ MOMOIIBIO MBILLIH]
[OJIE ¢ PACKPBIBAIOLIHMCS
CITHCKOM

PACKPHIBAIOIUIHICH CIIIHCOK
MEHI0; PACKPBIBAIONIEEc MeHIo
MPABATE H3MCHATE

Ilpapxa

MHOTQTOMHE

BCTPOCHHEI 06beKT

Brixon

pPasBepHyTh (HEPAPXHIO,
CIPYKTYDY)

[MpocmoTp

PACHIHPEHHOE BEITEICHHE
CIHCOK ¢ PACITHPEHHEBIM
BbIISIIEHHEM

taiin

JloxymenT; Maiin

Haiira

ITonck nanee

Ob6pasen

narnka

pHT

pasmep mpHpTa

HauepTaHHe

pyHKIHOHATEHAS KIABAIA

PaMKa CPYIIBL, LPYIIa
pyura

Crpaska

?
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87
88
89
90
91
92
93
94
95
96
97
98
99
100
101

102
103
104
105
106
107
108
109
110
111
112
113
114
115
116
117
118
119
120
121
122

123
124
125
126
127
128
129
130

131
132
133
134
135

136

CKpbITh

Hepapxudeckoe BblIeTeHHe
YACPIKHBATE

ocTpHe

ofnacTs B3aUMoIeiicTBHA
SHAYOK

HeaKTHBHBIIT

HCAKTHBHOC OKHO

hoxyc BBONA

BeraBka
BeraBUTBOOBEKT

Kypcop

HAKIOHHOE (HauepTaHHe);
KYpCcHBHOE

HaKIeika; NoAIHch
ansboMHas

CBA3L

CBA3ATH

Cea3aThe3fech

CIHCOK

CIICOK

cBA3b, OGHOBIBIEMAs BPYIHYIO
PasBepHYThH

KHOTIKA Pa3BepThIBAHNS OKHA
MEHIO

CTPOKA MEHE0

KHOTKA PACKPBLITHSI MEHIO
TNYHKT MCHE)

3ArIaBHE MEHIO

OKHO COOGICHHS

CBepHYTh

Knormmka cBepThIBaHNg [oKHa)
CMENaHHOe (CDC’[‘OﬁHHE aJIeMeHTa
HHTeppeiica)

MOTAITLHBII

PERKHM

HeMO[1asIbHbIH
npeolpasyiolas KiasHia
MEIIIIE

Ilepemecrurn
IlepemecTHTRCIONA
MHOTOIOKYMEHTHAS Cpejla
(MDI)

CIHCOK C MHOMKECTBEHHBIM
BLIGOpOM

Mo¥i xoMTIBIOTED

CereBas OKPECTHOCTh
Cospars

Hamee (Next/Back) Caenyrommi
(Next/Previous)

ofbexT



Russian

137  OK (pycckneGyKBb)

138 OLE

139  OLE-neperackupaHue

140 sHeppennslii OLE-o6bext

141  cazanrsii OLE-o6bext

142 yemoenoe OLE-neperackusanne

143 OTEpBITH

144 OTKpBITHC OMOIILIO

145  nepexmouareis

146 mapamerp ycTaHOBIEH

147 cBepTok

148  MaxkeTcTpaHBLbl

149 oKHO NAMHTPEI

150  obmacts (oxHa)

151  poaMTeNbeKoe OKHO

152  napoan

153  Berasurs

154  BeTaBHTLCBA3L

155 BeTaBHTHAPIBIK

156 CnenpaisHasBcTaBKa

157  nvie

158 Tlaysa

159

160 BocnpoussefieHHE

161  [camoHacTpaHBacMoe]
yerpoiieteo  (Plug and Play)

162  yxasaTh Ha; ITOJIBECTH YKA3ATElh
K; YCTaHOBHTh YKa3dTe/Ib Ha

163  yKkazatemsb

164  BerumBIBarOLee MeHE

165  BemmBIBAIOIEE OKHO

166 xHMKHAA (OPHEHTAITH)

167  naxaTh (KTaBuIy)

168  Ha)ark M yAep:KaTk KHOIKY
MBILIH

169  ruapubli KoHTelHeD

170 riaBHOE OKHO

171  Ileuarn

172 npunrep

173  HHOHKATODP BhINOIHEHHA,
1IOKa3aTelb BhINOIHEHMS

174  npoexr

175  CeotictBa

176  HHCIeKTOP CBOHCTB 00beKTa

177 xaprouxa cBOHCTB

178
179

180
181

182
183
184
185
186
187
188
189
190

191
192
193
194
195
196
197
198
199
200
201
202
203
204

205
206
207
208
200
210
211
212
213

214

215

OKHO cpoiicTs

5IIeMEHT YIIPaBJIeHHs H3
TabIHIILL cBOHCTB
BeicrpriiinpocMorp
TOIBKO /LIS YTEHHS, TOIBKO
yTeHne ({raxok)

Kopsuna

BepayTh

oxpar

[encremubi] peectp
ITosTOopHTHL

3aMeHHTR

BoceraHOBHTD

KHoNKa BoceTAHOBIEHHS
pa3sMepoB OKHA
IIpomomxmuTs

ITosTop (KHOMKA); MOBTOPHTH
dopMaTHpyeMoe noie
BrINOJIHHATE

Coxpanurh

CoxpaHHTBKaK
MPOKPY4HBATE

KHOIIKa [TPOKPYTKH

NoJIeca NPOKpYTKH

BeryHox

BCTIOMOraTeIBHOE OKHO
BEIGPATH; BEIOSIHTE
BrijienuTeBCE

BBIIEIEHHE; BhIJIE/ICHHEIE
00BLEKTBI

PYUKa BhIJIETEHHS
O1npasuTh

PasacIHTeIb

Hacrpoiika

Yeranoeka

APIBIK

KHOIKA JIefcTBHs

3HAYOK APJILIKA, APIBIK
GhicTpas KilasHIla; coueTanHe
KIIABHII; KIABHIIH ShICTPOro
BBI3OBA

[0JIe OTpeielleHHS CoMeTaHHMs
KIIABHII

Brieeetss Orobpasury

International Word Lists Appendix E

216
217
218
219
220
221
222
223
224
225
226

227
228
229

238
239
240
241
242
243
244
245
246
247
248
249
250
251
252
253
254
255
256
257

Ilokazars
3apepeHnepaboTL
[POCTOH CIHCOK

Pazmep

pyuKa pasmepa

MOM3YHOK

CUETHHEK

Pazburn

JHIA paz0HBKH

pelnKa pasdHBKH

kHonka ITyex
3arpysxaeMsle [IPH 3a11ycKe;
ABTO30MYCK

CTPOKA COCTOAHHA
Ocranos OcraHoBHTh CToI
SPIABIYOK

MaHeIh 3a71ay

cTipaBKa 110 3a7adaM
mabiaoH

nome

3ATON0BOK OKHA

TEKCT 3aroOBKa
MepekmoHaTelh; KIaBHIIA-
NepekmodaTelh

[aHe/1b HHCTPYMEHTOB
BCIUILIBAIONIAA [TOJICKA3KA
CPEFICTBO MPOCMOTPA [JIepeBa
THIT

BEOJTHTH

HETOCTYNHEIH

OTMeHHTB

Vianuts

Bux

l'ipamfa Ha MectTe

KIIETKa

Yro y1o Takoe?

OKHO

Oxno

TTpoBomHuK

MacTep

pabouas KHHTa

pabouas rpynna

pabouee MPOCTPAHCTRO

Ha
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Appendix E International Word Lists

Slovenian

1 Vizitka

2 tipka za dostop

3 Pripomocki za invalide
4 oprimek dejanja

5 aktivno

6 aktivni konec

7 aktivni predmet

8 aldivno okno

9 prirobnik

10 Vedno na vrhu

11 sidriste

12 Uporabi

13 samodejni izhod

14 samodejna ponovitev
15 samodejna povezava
16 samodejno drsenje (samodrsenje)
17 Nazaj

18

19

20

21 Prebrskaj

22 Preklici

23 stopnidasti meni

24 potrditveno polje

25 potrditveni znak

26 podrejeno okno

27 izbrati

28 Iliknita

29 odlo¥ise

30 Zapri

31 gumb Zapri

32 strniti (oris)

33 naslov stolpea (krmile)
34 kombinirani seznam
35 ukazni gumb

36 vsebnik

37 pomensko obéutljiva pomod
38 pomensko skladno
39 krmilo

40 Kopiraj

41 Kopiraj sem

42 Ustvari blifnjico
43 Ustvari blifnjico tu
44 Tzredi

45 privzeto

46 privzeti gumb

47 Izbrisi

48 namizje

49 cilj

50 pogovorno okno

51 telesna okvara

52 nepovezani izbor
502

zdruzitev
dokument
dvoklik

povledi

povledi in spustiti

spustni kombinirani seznam
okence za spustni seznam
spustni meni

Uredi

meni Uredi

tri pike

vdelani predmet

Izhod

razSiriti (oris)

Raziskuj

razsirjeni izbor

okence seznama za razdirjeni izbor
datoteka

meni Datoteka

Najdi

Nadaljuj iskanje

Najdi (Kaj)

mapa

pisava

velikost pisave

slog pisave

funkeijska tipka

okvirek skupine
oprimek

Pomo¢

meni Pomod
Skrij

hierarhi¢ni izbor
zadrzati
ob&utljiva totka
obéutljivo podrogje
ikona

neaktivno
neaktivino okno

vnosno Zarisée
meni Vstavi
Vstavi predmet
mesto vstavljanja
lezete (pisava)
oznaka

leZede (format)
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105
106
107
108
109

111
112
113
114
115
116
117
118
119
120
121
122
123
124
125
126
127
128
129
130
131
132
133
134
135
136
137
138
139
140
141
142
143
144
145

147
148
149
150
151
152
153
154
155
156

povezava

povezati

Poveii sem

okence seznama
seznamski pogled (krmilo)
rofna povezava
Maksimiraj

gumb Maksimiraj
meni

menijska vrstica
menijski gumb
menijski element
naslov menija
sporogilno okno
Minimiraj

gumb Minimiraj
neenotno

naéinovno

naéin

breznatinovno
modifikacijska tipka
miska

Premakni

Premakni sem
veddokumentni vmesnik (MDI)
okence seznama za veckratni izbor
Moj ratunalnik (ikona)
OmreZna soseitina (ikona)
Novi

Naslednji / Naprej
predmet

V redu

OLE

OLE povleci in spusti
OLE vdelan predmet
OLE povezan predmet
OLE neprivzeto povleci in spusti
Odpri

Qdpriz

izbirni gumb

moZnost je izbrana
paket

Priprava strani
paletno okno

podokno

nadrejeno okno

geslo

Prilepi

Prilepi s povezavo
Prilepi blinjico
Poschno lepljenje



Slovenian

157  pot

158  Premor / Zatasna prekinitev
159

160  Predvajaj

161  Plug and Play

162 pokazati

163 kazalec

164  pojavni meni

165  pojavno okno

166  pokonéno

167  pritisniti (tipko)

168  pritisniti (in zadrZati miskino tipko)
169  osnovni vsebnik

170 osnovno okno

171  Tiskaj

172 tiskalnik

173 kazalnik poteka (krmilo)
174 projicirati

175  Lastnosti

176 prikaz lastnosti

177  stran z lastnostmi

178 okno z lastnostmi

179 krmilo v oknu z lastnostmi
180  Hitri vpogled

181  samo za branje

182

183 Kof (ikona)

184  Uveljavi

185  izbira podrodja

186  register

187  Ponovi

188  Zamenjaj

189  Obnovi

190  gumb Obnovi

191
192
193
194
195
196
197
198
199
200
201
202
203
204
205
206
207
208

210
211
212
213
214
215
216
217
218
219
220
221
222
223
224

Nadaljuj

Poskusi znova
vnosno polje za obogateno besedilo
Poieni

Shrani

Shrani kot

drseti

drsna puéica

drsni trak

drsnik

dodatno okno

izbrati

Izberi vse

izbor

izbirni oprimek
Poilji

logilo

Nastavitve
Priprava

bliZnjica

gumb bliznjice

ikona bliZnjice

tipka bliznjice

krmilo za tipko blifnjice
Pokaii

Zaustavitey sistema
okence seznama za enojno izbiro
Velikost

velikostni oprimek
drsna letev

vrtilno polje

Razdeli

delilna &rta

okenski delilnik
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225
226
227
228
229
230
231

232
233
234
235
236
237
238
239
240
24]

243
244
245
246
247
248
249
250
251
252
253
254
255
256
257

gumb Start
Mapa - Zagon
statusna vrstica
Ustavi

Jezidek

opravilna vrstica
opravilno usmerjena pomoé&
predloga

vnosno polje

naslovna vrstica
besedilo naslova
preklopna tipka

orodna vrstica

opis orodja

krmilo za drevesni pogled
vrsta

natipkati

ni na voljo

Razveljavi

Odstrani

meni Pogled
neposredno urgjanje
krmilo za grafiéno izbiro
Kaj je to?

okno

meni Okno
Raziskovalec

Earovnik

delovni zvezek

delovna skupina

delovni prostor

Da
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Appendix E International Word Lists

Spanish

1 Acerca de

2 tecla de acceso

3 accesibilidad

4 controlador de acciones

5 activo

6 fin de la seleccién activa

7 objeto activo

8 ventana activa

9 opcidn grifica

10 Siempre visible

11 inicio de la seleccion activa
12 Aplicar

13 salida automatica

14 repeticién automdtica

15 vinculo automético

16 desplazamiento automético
17 Atrds

18 botén del ldpiz

19 puntear con el botén presionado
20 edicidn en casilla (control)
21 Examinar

22 Cancelar

23 mend en cascada

24 casilla de verificacién

25 marca de verificacion

26 ventana secundaria

27 elegir

28 hacer clic

29 Portapapeles

30 Cerrar

31 botén “Cerrar™

32 contraer (esquema)

33 encabezado de columna (control)
34 cuadro combinado

35 botdn de comando

36 contenedor

37 ayuda interactiva

38 contextual

39 control

40  Copiar

41 Copiar aqui

42 Crear acceso directo

43 Crear acceso directo aqui
44 Cortar

45 predeterminado

46 botén predeterminado

47 Eliminar

48 escritorio

49 destino

50 cuadro de didlogo

51 Discapacidades

52 seleccidn disjunta

53 acoplar

504

documento

hacer doble clic
puntear dos veces
arrastrar

arrastrar y colocar
cuadro combinado desplegable
cuadro de lista desplegable
menti desplegable
Edicion

menti Edicién

puntos suspensivos
objeto incrustado
Salir

expandir (un esquema)
Explorar

seleccién extendida
cuadro de lista de seleccidn
extendida

archivo

ment Archivo

Buscar

Buscar siguiente
Buscar

carpeta

fuente

tamafio de fuente
estilo de fuente

tecla de funcién

signo

simbolo gréfico
cuadro de grupo
controlar (v.) controlador (n.)
Ayuda

ment Ayuda

Ocultar

seleccién jerdrquica
mantener presionado
punto interactivo

zona interactiva

icono

inactivo

ventana inactiva

trazo

editor de trazos

zona de entrada [de datos]
menii Insertar
Insertar objeto
punto de insercién
cursiva

etiqueta

horizontal

punteo en la seleccién
lente (control)
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106
107
108
109
110

111
112
113
114
115
116
117
118
119
120
121
122
123
124
125
126
127
128
129
130

131
132
133
134
135
136
137
138
139
140

142

143
144
145

147
148
149
150
131
152
153
154
155

vinculo (n.)

vincular (v.)

Vincular aqui

cuadro de lista
presentacién de iconos or "ver lista”
depending on context.
vinculo manual
Maximizar

botdn de maximizar
ment

barra de ments

botén de mend

elemento de mend

titulo de mend

cuadro de mensaje
Minimizar

bot6n de minimizar
valores mezclados

modal

modo

sin modo

tecla modificadora
mouse

Mover

Mover agui

interfaz de documentos miiltiples
(MDI)

cuadro de lista de seleccién muiltiple
Mi PC (icone)

Entorno de red (icono)
Nuevo

Siguiente

objeto

Aceptar

OLE

Arrastrar y colocar de OLE
Objeto incrustado de OLE
Objeto vinculado de OLE
Arrastrar y colocar no
predeterminado de OLE
Abrir

Abrir con

botén de opeién

opeién establecida
paquete

Preparar pigina
ventana de paleta

panel

ventana principal
contrasefia

Pegar

Pegar vinculo

Pegar acceso directo



Spanish

156  Pegado especial

157  ruta de acceso

158 Pausa

159 ldpiz

160  Reproducir

161  Plug and Play

162 sefialar(v.) punto (n.)

163 puntero

164  mend emergente

165  ventana emergente

166  vertical

167  presionar (una tecla)

168  presionar (y mantener presionado un
bot6n del mouse)

169  contenedor primario

170  ventana principal

171  Imprimir

172 impresora

173 indicador de progreso (control)

174  proyecto

175  Propiedades

176  monitor de propiedades

177  pégina de propiedades

178  hoja de propiedades

179  control de la hoja de propiedades

180  Vistardpida

181  sélo lectura

182  reconocimiento

183 Papelera de reciclaje (icono)

184  Rehacer

185  seleccién de drea

186  Registro de configuraciones

187 Repetir

188  Reemplazar

189  Restaurar

190 botdn “Restaurar”

191
192
193
194
195
196
197
198
199
200
201
202
203
204
205
206
207
208
209

210
211
212
213
214

215
216
217
218
219
220
221
222
223

Reanudar

Reintentar

cuadro de texto enriguecido
Ejecutar

Guardar

Guardar como

desplazar

flecha de desplazamiento
barra de desplazamiento
cuadro de desplazamiento
ventana secundaria
seleccionar

Seleccionar todo

seleccion

controlador de seleccién
Enviar

separador

Configuracion

Instalar for an application or
Configurar for a device already
installed

acceso directo

botdn de acceso directo
icono de acceso directo

tecla de método abreviado
control de la tecla de método
abreviado

Mostrar

Apagar el sistema

cuadro de lista de seleccién simple
Tamafio

ajuste de tamafio

control deslizante

cuadro selector

Dividir

barra de divisién

International Word Lists Appendix E

224
225
226
227
228
229
230
231
232
233
234
235

cuadro de divisién
botén "Inicio”

carpeta Inicio

barra de estado
Detener

control de fichas
puntear

barra de tareas

Ayuda relativa a la tarea
plantilla

cuadro de texto

barra de titulo

texto de titulo

tecla para alternar |
barra de herramientas
sugerencias

control de vision en drbol
tipo (n.)

escribir (v.)

no disponible

Deshacer

Desinstalar

menti Ver

edicién visual

control de opciones grificas
. Qué es esto?

ventana

ment Ventana
Explorador de Windows
asistente

libro [de trabajo]

grupo de trabajo

drea de trabajo

8i
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Appendix E International Word Lists

Swedish
Om

2 snabbtangent

3 Hjilpmedel (ikonen
Accessibility)/tillginglighet

4 funktionshandtag

5 aktiv

6 aktiv slutpunkt

7 aktivt objekt

8 aktivt finster

9 fonsterfilt

10 Alltid dverst

11 startpunkt

12 Verkstill

13 flytta automatiskt
14 upprepa automatiskt
15 automatisk link

16 automatisk rullning
17 Firegiende

18

19

20

21 Bliddra
22 Avbryt

23 undermeny
24 kryssruta

25 markering
26 underfiinster
27 viilj

28 klicka

29 Urklipp

30 Stiing

31 stiingningsknapp

32 komprimera

33 kolumnrubrik

34 kombinationsruta

35 kommandoknapp

36 behdllare

37 sammanhangsberoende hjilp
38 sammanhangsberoende
39 kontroll

40 Kopiera

41 Kopiera hit

42 Skapa genviig

43 Skapa genviig hiir

44 Klipp ut

45 standard

46 standardknapp
47 Ta bort

48 skrivbord

49 mél

50 dialograta

51 oférmiga

52 osammanhingande markering

docka
dokument
dubbelklicka pi

dra

dra och slipp
nedrullningsbar kombinationsruta
nedrullningsbar listruta
nedrullningsbar meny
Redigera
Redigera-meny
punkter

inbéiddat objekt
Avsluta

expandera

Utforska

utskad markering
listruta fér utdkad markering
fil

Arkiv-meny

Sk

Sok niista

Sok efter

mapp

teckensnitt
teckenstorlek

teckenstil
funktionstangent

gruppruta
handtag

Hjiilp
Hjélp-meny
Dilj
hierarkisk markering
halla ned

aktiv punkt
aktiveringszon
ikon

inaktiv
inaktivt fiinster

inmatningsfokus
Infoga-meny
Infoga objekt
insittningspunkt
kursiv

titel

liggande
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106
107
108
109
110
111
112
113
114
115
116
117
118
119
120
121
122
123
124
125
126
127
128
129
130
131
132
133
134
135
136
137
138
139
140
141
142
143
144
145
146
147
148
149
150
151
152
153
154
155
156
157
158

ldnk

ldnka

Liinka hit

listruta

listvy

manuell link
Maximera
maximeringsknapp
meny

menyrad
menyknapp
menyobjekt
menytitel
meddelanderuta
Minimera
minimeringsknapp
blandvirde

modal

ldge

icke-modal
fndringstangent
mus

Flytta

Flytta hit

multiple document interface (MDI)
listruta féir multipel markering
Den hir datorn
Niitverket

Ny/nytt

Nista

objekt

OK

OLE

dra och slipp (OLE)
inbéddat objekt (OLE)
lsinkat objekt (OLE)
utékat dra och sldpp (OLE)
Oppna

Oppna med
alternativknapp

valt alternativ

paket
UtskriftsTormat
palettfonster
fonsterruta
moderfiinster
lésenord

Klistra in

Klistra in link
Klistra in genviig
Klistra in special
sbkviig

Paus



Swedish

159

160  Spela upp

161  Plug and Play

162 peka

163 pekare

164 pop up-meny

165  pop up-fonster

166 stiende

167 tryck pi

168 hall ned

169  primir behillare
170 primért fonster

171 Skriv ut

172 skrivare

173 forloppsindikator
174  projekt

175 Egenskaper

176  egenskapsgranskare
177 egenskapssida

178  egenskapsférteckning
179  kontroll i egenskapsforteckning
180  Snabbgranskning
181  skrivskydd

182

183  Papperskorgen
184  Giir om

185  omridesmarkering
186  Registret

187  Upprepa

188 Ersiitt

189 Aterstill

190  knappen Aterstill
191  Fortsiitt

192 Firsik igen

193
194
195
196
197
198
199
200
201
202
203
204
205
206
207
208
209

210
211
212
213
214
215
216
217
218
219
220
221
222
223
224
225

rich text-ruta

Kir

Spara

Spara som

rulla

rullningspil
rullningslist
rullningsruta
sekundiirt fonster
markera

Markera allt
markering
markeringshandtag
Skicka till

avgrinsare
Instéllningar
Instéllningar/
installationsprogram
genvig

genviigsknapp
genvigsikon
kortkommando
kortkommandokontroll
Visa

Avsluta

listruta for enkel markering
Storlek/Andra storlek
storleksgrepp
skjutreglage
rolationsruta

Dela

delningslist
delningsruta
startknappen

International Word Lists Appendix E

226
227
228
229
230
231
232
233
234
235
236
237
238
239
240
241
242
243

245
246
247
248
249
250
251
252
253
254
255
256
257

mappen Autostart
statusfilt

Stanna

flik

Aktivitetsfiltet
aktivitetsberoende hjdlp
mall
textruta
namnlist
text i namnlist
vixlingstangent
verktygsfilt
funktionsbeskrivning
triidkontroll
typ
skriva
ej tillginglig
ngra
Avinstallera
Visa-meny
direktredigering
grafikkontroll
Forklaring
fomster
Fonster-meny
Utforskaren
guide
arbetsbok
arbetsgrupp
arbetsyta
Ja
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Appendix E International Word Lists

Turkish

Haklanda

erigim tusu
erigilebilirlik
eylem tutacag
etkin

bitig ucu

etkin nesne

etkin pencere

taki

10 Devamh Ustte

11 baglangi¢ ucu

12 Uygula

13 otomatik gikis

14 otomatik yineleme
15 otomatik baglant:
16 otomatik kaydirma
17 Geri

L=l R R R S

18

19

20

21 Gizat
22 Iptal Et

23 basamakh menii
24 onay kutusu

25 onay imi

26 alt pencere

27 segmek
28 tiklamak
29 Pano

30 Kapat

31 Kapat diigmesi
32 (seviye) daralt
33 sittun baglig
34 bilesim kutusu
35 komut diigmesi

36 kap

37 igerige duyarl yardim
38 igeriksel

39 denetim

40 Kopyala

41 Buraya Kopyala

42 Kisayol Yarat

43 Burada Kisayol Yarat
44 Kes

45 on deger

46 saptanan diigme

47 Sil

48 masatistil

49 hedef

50 iletisim kutusu
51 engellilik

52 ditzensiz segim
53 yapisik

belge
gift tiklama

slirliklemek
siiriikle ve birak
agilan bilegim kutusu
agilan liste kutusu
agilan menii
Diizenle

Diizen meniisii

ti¢ nokta

katilmig nesne
Cilas

(seviye) geniglet
Arastur
genigletilmis segim
genisletilmis segim listesi kutusu
dosya

Dosya meniisit
Bul

Sonrakini Bul

Ne Bulunsun
klasor

yazitipi

yazitipi boyutu
yazitipi bigemi
islev tusu

grup kutusu
tutag

Yardim
Yardim mentisti
Gizle

sirasal segim
basili tutmak
sicak nokta
sicak bolge
simge

etkin degil
etkin olmayan pencere

girs odag
Ekle meniisii
Nesne Ekle
ekleme noktasi
italik

etiket

yatay

baglanti
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107
108
109
110
111
112
113
114
115
116
117
118
119
120
121

122
123
124
125
126
127
128
129
130
131
132
133
134
135
136
137
138
139
140
141
142

143
144
145
146
147
148
149
150
151
152
153
154
155
156
157

bagla

Buraya Bagla

liste kutusu

liste gorimiimi (denetim)
el ile baglant1

Ekram Kapla

ekran kaplama diigmesi
menii

meni gubugu

meni diigmesi

menil 6gesi

menii baghg

ileti kutusu

Simge Durumuna Kiigiilt
simge ditrumuna kiigiiltme
diigmesi

karigik deger

kipsel

kip

kipsiz

degigtirici tug

fare

Tas

Buraya Tag1

Coklu Belge Arabirimi
goklu segim listesi kutusu
Bilgisayarim (simge)
Ag Komgular (simge)
Yeni

Sonraki

nesne

Tamam

OLE

OLE siirtikle ve birak
OLE katilmig nesne
OLE baglanmig nesne
OLE varsayilan disi stirlikleme
ve birakma

Ag

Birlikte A¢

secenek diigmesi
segim ayary

paket

Sayfa Yapsi

palet penceresi

yari pencere

ana pencere

parola

Yapistir

Baglant1 Yapigtir
Kusayol Yapistir
Ozel Yapistir

yol



Turkish

158  Durakla

159

160 Cal

161  Tak ve Kullan

162 yazitipi boyutu birimi (n.) /
isaretleme (v.)

163 isaretgi

164 agilir menii

165  agilir pencere

166  disey

167  basmak

168  basin (ve basili tutun)

169  birincil kap

170 on pencere

171  Yazdwr

172 yaziaa

173 durum gbstergesi (denetim)

174  proje

175 ikler

176 &eellik denetleyicisi

177 oeellik sayfasi

178 &zellik tablosu

179 &zellik tablosu denetimi

180  Huzh Balkag

181  salt okunur

182

183 Geri Dontsiim Kutusu (simge)

184  Yinele

185  bolge segimi

186 kayit

187  Yinele

188  Degistir

189  Eski Durumuna Getir

190 Eski Durumuna Getir diigmesi

191
192
193
194
195
196
197
198
199
200
201
202
203
204
205
206
207
208
209
210
211
212
213
214
215
216
217
218
219
220
221
222
223
224

Devam Et

Yeniden Dene
zengin metin kutusu
Cahstir

Kaydet

Farkh Kaydet
kaydirmak

kaydirma oku
kaydirma gubugu
kaydirma kutusu
ikingil pencere
segmek (n.) / Seg (v.)
Tiimiinii Seg

segim

segim tutacag
Ginder

ayirict

Ayarlar

Kur

kisayol

kisayol ditgmesi
kisayol simgesi
kisayol tugu

ksayol tusu denetimi
Gister

Oturumu Kapat
tek segim listesi Kutusu
Boyut
boyutlandirma tutacag
kaydirier

firldak kutusu

Bal

bélme ¢ubugu

bélme kutusu
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225
226
227

251
252
253
254
255
256
257

Baslat diigmesi
Baglangg klaséri
durum gubugu
Dur

sekme denetimi

gorev gubugu
gareve duyarh Yardun
sablon

metin kutusu
baglik gubugu
baglhk metni
degistirme tusu
arag gubugu

arag bilgisi

arag goriiniimlii denetim
tir

yaz

kullanilamaz

Geri Al

Kaldir

Giriiniim meniisii
verinde diizenleme
goriintlisel denetim
Bu Nedir?

pencere

Pencere meniisii
Windows Gezgini
sihirbaz

galigma kitabi
¢aligma grubu
cahsma alam

Evet
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Glossary

accelerator key See shortcut key.
access bar See desktop toolbar.

access key The key that corresponds to an underlined
letter on a menu or control (also referred to as a
mnemonic or mnemonic access key).

accessibility Designing software to be usable and
accessible to the widest range of users, including
users with disabilities.

action handle A special handle, primarily designed
for pen-based interaction, that provides access to a
selected object’s operations, through a pop-up menu,
drag and drop, or both.

active The state when an object is the focus of user
input and its operations are available.

active end The ending point for a selected range of
objects. It is usually established at the object logically
nearest the hot spot of the pointer when a user
releases a mouse button or lifts the tip of a pen from
the input surface. Compare anchor point.

active window The window in which a user is
currently working or directing input. An active
window is typically at the top of the Z order and is
distinguished by the color of its title bar. Compare
inactive window.

adornment A control or status area that is attached
to the edge of a pane or window, such as a toolbar
or ruler.

anchor point The starting point for a selected range
of objects. An anchor point is usually established at
the object logically nearest the hot spot of the pointer
when a user presses a mouse button or touches the tip
of a pen to the input surface. Compare active end.

anti-aliasing A graphic design technique that
involves adding colored pixels to smooth the jagged
edges of a graphic.

apply To commit a set of changes or pending
transactions made in a secondary window, typically
without closing that window.

auto-exit A text box in which the input focus
automatically moves to the next control as soon as
a user types the last character.

auto-joining  The movement of text to fill a remaining
gap after a user deletes other text.

automatic scrolling A technique where a display area
automatically scrolls without direct interaction with a
scroll bar.

auto-repeat An event or interaction that is
automatically repeated. Auto-repeat events usually
occur when a user holds down a keyboard key or
presses and holds a special control (for example,
scroll bar buttons).
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barrel-fap A pen action that involves holding down
the barrel button of a pen while tapping. It is the
equivalent of clicking mouse button 2.

box edit A standard Microsoft Windows pen inter-
face control that provides a discrete area for entering
each character, A user can also edit text within the
control.

cancel To halt an operation or process and return to
the state before it was invoked. Compare stop.

caret See insertion point.

cascading menu A menu that is a submenu of a menu
item (also referred to as a hierarchical menu, child
menu, or submenu).

check box A standard Windows control that displays
a setting, either checked (set) or unchecked (not set).
Compare option button.

child menu See cascading menu.

child window A document window used within an
MDI window. See also multiple document interface.

chord To press more than one mouse button at the
same time.

elick (v.) To position the pointer over an object and
then press and release a mouse button. (n.) The act of
clicking. See also press.

Clipboard The area of storage for objects, data, or
their references after a user carries out a Cut or Copy

command.

close To remove a window.
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code page A collection of characters that make up a
character set.

collection A set of objects that share some common
aspect.

column heading A standard Windows control that can
be used to provide interactive column titles for a list.

combo hox A standard Windows control that com-
bines a text box and interdependent list box. Compare
drop-down combo box.

command hutton A standard Windows control that
initiates a command or sets an option (also referred to
as a push button).

composite A set or group of objects whose aggrega-
tion is recognized as an object itself (for example,
characters in a paragraph, a named range of cells in a
spreadsheet, or a grouped set of drawing objects).

constraint A relationship between a set of objects,
such that making a change to one object affects an-
other object in the set.

container An object that holds other objects.
context menu See pop-up menu.

context-sensitive Help Information about an object
and its current condition. It answers the questions
“What is this” and “Why would I want to use it?”
Compare reference Help and task-oriented Help.

contextual Specific to the conditions in which some-
thing exists or occurs.

contiguous selection A selection that consists of a set
of objects that are logically sequential or adjacent to

each other (also referred to as range selection). Com-
pare disjoint selection.



control An object that enables user interaction or
input, often to initiate an action, display information,
or set values.

Control menu The menu, also referred to as the Sys-
tem menu, displayed on the left end of a title bar in
Windows 3.1. A pop-up menu of a window replaces
the Control menu.

cursor A generic term for the visible indication of
where a user’s interaction will occur. See also input
focus, insertion point, and pointer.

data-centered design A design in which users interact
with their data directly without having to first start an
appropriate editor or application.

data link A link that propagates a value between two
objects or locations.

default An operation or value that the system or
application assumes, unless a user makes an explicit
choice.

default button The command button that is invoked
when a user presses the ENTER key. A default button
typically appears in a secondary window.

delete To remove an object or value.

desktop The visual work area that fills the display.
The desktop is also a container and can be used as a
convenient location to place objects stored in the file
system.

deskiop toolbar A toolbar that docks to the desktop,
similar to the taskbar. See also taskbar.
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dialog base unit A device-independent measure to use
for layout. One horizontal unit is equal to one-fourth
of the average character width for the current system
font. One vertical unit is equal to one-eighth of an
average character height for the current system font.

tdialog box A secondary window that gathers addi-
tional information from a user. Compare message
box, palette window, and property sheet.

dimmed See unavailable.
disabled See unavailable.

disjoint selection A selection that consists of a set of
objects that are not logically sequential or physically
adjacent to each other. Compare contiguous selec-
tion. See also extended selection.

dock To manipulate an interface element, such as a
toolbar, such that it aligns itself with the edge of
another interface element, typically a window or
pane.

document A common unit of data (typically a file)
used in user tasks and exchanged between users.

document window A window that provides a primary
view of a document (typically its content).

double-click (v.) To press and release a mouse button
twice in rapid succession. (n.) The act of double-
clicking.

double-tap (v.) To press and lift the pen tip twice in
rapid succession. It is typically interpreted as the
double-click of the mouse. (n.) The act of double-

tapping.

drag To press and hold a mouse button (or press the
pen tip) while moving the mouse (or pen).
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drag and drop A technique for moving, copying, or
linking an object by dragging. The destination deter-
mines the interpretation of the operation. Compare
nondefault drag and drop.

drop-down combo box A standard Windows control
that combines the characteristics of a text box with a
drop-down list box. Compare combo box.

drop-down list box A standard Windows control that
displays a current setting, but can be opened to dis-
play a list of choices.

drop-down menu A menu that is displayed from a
menu bar. See also menu and pop-up menu.

edit field See text box.

Edit menu A common drop-down menu that includes
general purpose commands for editing objects dis-
played within a window, such as Cut, Copy, and
Paste.

ellipsis The *...” suffix added to a menu item or
button label to indicate that the command requires
additional information to be completed. When a user
chooses the command, a dialog box is usually dis-
played for user input of this additional information.

embedded ohject See OLE embedded object.

event An action or occurrence to which an applica-
tion can respond. Examples of events are clicks, key
presses, and mouse movements.

explicit selection A selection that a user intentionally

performs with an input device. Compare implicit
selection.
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extended selection A selection technique that is opti-
mized for the selection of a single object or single
range using contiguous selection techniques (that is,
canceling any existing selection when a new selection
is made). However, it also supports modifying an
existing selection using disjoint selection techniques.
See also disjoint selection.

extended selection list box A list box that supports
multiple selection, but is optimized for a selection
of a single object or single range. See also extended
selection and list box. Cempare multiple selection
list box.

File menu A common drop-down menu that includes
commands for file operations, such as Open, Save,
and Print.

flat appearance The recommended visual display of a
control when it is nested inside another control or
scrollable region.

folder A type of container for objects — typically
files.

font A set of attributes for text characters.

font size The size of a font, typically represented in
points.

font style The stylistic attributes of a font — such as
bold, italic, and underline.

gesture A set of lines or strokes (inking) drawn on
the screen that is recognized and interpreted as a
command or character. See also recognition and ink.



glyph A generic term used to refer to any graphic or
pictorial image that can be used on a button orin a
message box. Compare icon.

grayed See unavailable.

group box A standard Windows control that groups a
set of controls.

handle An interface element added to an object that
provides a control point for moving, sizing, reshap-
ing, or other operations pertaining to that object.

Help menu A common drop-down menu that in-
cludes commands that provide access to Help infor-
mation or other forms of user assistance. See also
context-sensitive Help and task-oriented Help.

heterogeneous selection A selection that includes
objects with different properties or type. Compare
homogenecous selection.

hierarchical menu See cascading menu.

hold To continue pressing a keyboard key, mouse
button, or pen tip.

homogeneous selection A selection that includes
objects with the same properties or type. Compare
heterogeneous selection.

hot spot The specific portion of the pointer (or point-
ing device) that defines the exact location, or object,
to which a user is pointing.

hotzone The interaction area of a particular object or
location with which a pointer or pointing device’s hot
spot must come in contact.
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icon A pictorial representation of an object. Com-
pare glyph.

implicit selection A selection that is the result of
inference or the context of some other operation. See
also explicit selection.

inactive The state of an object when it is not the
focus of a user’s input.

inactive window A window in which a user’s input is
not currently being directed. An inactive window is
typically distinguished by the color of its title bar.
Compare active window.

indeterminate See mixed-value appearance.

ink The unrecognized, freehand drawing of lines on
the screen with a pen. See also gesture and ink edit.

ink edit A standard Windows control for input and
editing of “ink.” See also ink.

input focus The location where the user is currently
directing input.

input focus appearance The visual display of a control
or other object that indicates when it has the input
focus,

insertion point The location where text or graphics
will be inserted (also referred to as the caret). Also
used for text box controls to indicate input focus.

inside-out activation A technique that allows a user to
directly interact with the content of an OLE embed-
ded object without executing an explicit activation
command. Compare outside-in activation.
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jump A special form of a link that navigates to an-
other location (also referred to as a hyperlink).

label The text (or graphic) that identifies a control
(also referred to as a caption).

landscape An orientation where the long dimension
of a rectangular area (for example, screen or paper) is
horizontal.

lasso-tap A pen gesture that results in a region selec-
tion by drawing a circle around the object to be se-
lected and tapping within that circle.

lens See writing tool.

link (v.) To form a connection between two objects.
(n.) A reference to an object that is linked to another
object. See also OLE linked object,

link path The descriptive form of referring to the
location of a link source (also referred to as a moni-
ker).

list box A standard Windows control that displays a
list of choices. See also extended selection list box.

listview A standard Windows list box control that
displays a set of objects. The control also supports
different views and drag and drop.

locale A collection of language-related user prefer-
ences for formatting information, such as time, cur-

rency, or dates.

localization The process of adapting software for
different countries, languages, or cultures.
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marquee See region selection.

maximize To make a window its largest size. See also
minimize.

MDI See multiple document interface.

menu A list of textual or graphical choices from
which a user can choose. See also drop-down menu
and pop-up menu.

menu bar A horizontal bar at the top of a window,
below the title bar, that contains menus. See also
drop-down menu.

menu button A command button that displays a
menu.

menu item A choice on a menu,

menu title A text or graphic label that designates a
particular menu. For drop-down menus, the title is the
entry in the menu bar; for cascading menus the menu
title is the name of its parent menu item.

message box A secondary window that is displayed
to inform a user about a particular condition. Com-
pare dialog box, palette window, and property sheet.

minimize To minimize the size of a window; in some
cases this means to hide the window. See also maxi-

mize.

mixed-value appearance The visual display for a
control when it reflects a mixed set of values.

mnemonic See access key.



modal A restrictive or limiting interaction because of
operating in a mode. Modal often describes a second-
ary window that restricts a user’s interaction with
other windows. A secondary window can be modal
with respect to its primary window or to the entire
system. Compare modeless.

mode A particular state of interaction, often exclu-
sive in some way to other forms of interaction.

modeless Not restrictive or limiting interaction.
Modeless often describes a secondary window that
does not restrict a user’s interaction with other win-
dows. Compare modal.

modifier key A keyboard key that, when pressed (and
held), changes the actions of ordinary input.

moniker See link path.

mouse A commonly used input device that has one
or more buttons used to interact with a computer. It is
also used as a generic term to include other pointing
devices that operate similarly (for example, trackballs
and headpointers).

multiple document interface (MDI) A technique for
managing a set of windows whereby documents are
opened into windows (sometimes called child win-
dows) that are constrained to a single primary (par-
ent) window. See also child window and parent
window.

multiple selection list box A list box that is optimized
for making multiple, independent selections. Com-
pare extended selection list box and single selection
list box.

My Computer A standard Windows icon that repre-
sents a user’s private, usually local, storage.
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Network Neighborhood A standard Windows icon that
represents access to objects that are stored on the
network file system.

nondefault drag and drop A drag (transfer) operation
whose interpretation is determined by a user’s choice
of command. These commands are included in a pop-
up menu displayed at the destination when the object
is dropped. Compare drag and drop.

ohject An entity or component identifiable by a user
that can be distinguished by its properties, operations,
and relationships.

ohject-action paradigm The basic interaction model
for the user interface in which the object to be acted
upon is specified first, followed by the command to
be executed.

OLE (Microsoft OLE) The name that describes the
technology and interface for implementing support
for object interaction.

OLE embedded object A data object that retains the
original editing and operating functionality of the
application that created it, while physically residing
in another document.

OLE linked object An object that represents or pro-
vides an access point to another object that resides at
another location in the same container or a different,
separate container. See also link.

OLE visual editing The ability to edit an OLE embed-

ded object in place, without opening it into its own
window.
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open appearance The visual display of an object
when the user opens the object into its own window.

operation A generic term that refers to the actions
that can be done to or with an object.

option button A standard Windows control that al-
lows a user to select from a fixed set of mutually
exclusive choices (also referred to as a radio button).
Compare check box.

option-set appearance The visual display for a control
when its value is set.

outside-in activation A technique that requires a user
to perform an explicit activation command to interact
with the content of an OLE embedded object. Com-
pare inside-out activation,

package An OLE encapsulation of a file so that it
can be embedded in an OLE container.

palette window A modeless secondary window that
displays a toolbar or other choices, such as colors or
patterns. Compare dialog box and message box. See
also property sheet.

pane One of the separate areas in a split window.
parent window A primary window that provides win-
dow management for a set of child windows, See also
child window and multiple document interface.

pen An input device that consists of a pen-shaped
stylus that a user employs to interact with a com-

puter.

persistence The principle that the state of an object
is automatically preserved.
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point (v.) To position the pointer over a particular
object and location. (n.) A unit of measurement for
type (1 point equals approximately 1/72 inch).

pointer A graphic image displayed on the screen that
indicates the location of a pointing device (also re-
ferred to as a cursor).

pop-up menu A menu that is displayed at the location
of a selected object (also referred to as a context
menu or shortcut menu). The menu contains com-
mands that are contextually relevant to the selection.

pop-up window A secondary window with no title bar
that is displayed next to an object; it provides contex-
tual information about that object.

portrait An orientation where the long dimension of
a rectangular area (for example, screen or paper) is
vertical.

press To press and release a keyboard key or to touch
the tip of a pen to the screen. See also click.

pressed appearance The visual display for an object,
such as a control, when it is being pressed.

primary window The window in which the main inter-
action takes place. See also secondary window and
window.

progress indicator Any form of feedback that pro-
vides the user with information about the state of
a process.

progress indicator conirol A standard Windows con-
trol that displays the percentage of completion of a
particular process as a graphical bar.



project A window or task management technique
that consists of a container holding a set of objects,
such that when the container is opened, the windows
of the contained objects are restored to their former
positions.

properties Attributes or characteristics of an object
that define its state, appearance, or value.

property inspector A dynamic properties viewer that
displays the properties of the current selection, usu-
ally of a particular type of object. Compare property
sheet.

property page A grouping of properties on a tabbed
page of a property sheet. See also property sheet.

property sheet A secondary window that displays the
properties of an object when a user chooses its Prop-
erties command. Compare dialog box and property
inspector. See also property page.

property sheet control A standard Windows control
used to create property sheet interfaces.

proximity The ability of some pen devices to detect
the presence of the pen without touching the pen to

the input surface.

push button See command button.

radio button See option button.
range selection See contiguous selection.

recognition The interpretation of strokes or gestures
as characters or operations. See also gesture.

Glossary

reference Help A form of online Help information
that can contain conceptual and explanatory informa-
tion. Compare task-oriented Help and context-sensi-
tive Help.

region selection A selection technique that involves
dragging out a bounding outline (also referred to as a
marquee) to define the selected objects.

Recycle Bin The standard Windows icon that repre-
sents the repository for deleted files.

relationship The context or way an object relates to
its environment.

rich-text box A standard Windows control that is
similar to a standard text box, except that it also sup-
ports individual character and paragraph properties.

scope The definition of the extent that a selection is
logically independent from other selections. For ex-
ample, selections made in separate windows are typi-
cally considered to be independent of each other.

scrap An icon created when the user transfers a data
selection from within a file to a shell container.

scroll To move the view of an object or information
to make a different portion visible.

scroll arrow button A component of a scroll bar that
allows the information to be scrolled by defined in-
crements when the user clicks it. The direction of the
arrow indicates the direction in which the information
scrolls.

scroll bar A standard Windows control that supports
scrolling.
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scroll box A component of a scroll bar that indicates
the relative position (and optionally the proportion)
of the visible information relative to the entire
amount of information. The user can drag the scroll
box to view areas of information not currently visible.
See also scroll bar shaft,

scroll bar shaft The component of a scroll bar that
provides the visual context for the scroll box. Click-
ing (or tapping) in the scroll bar shaft scrolls the
information by a screenful. See also scroll box.

secondary window A window that provides informa-
tion or supplemental interaction related to objects in a
primary window.

select To identify one or more objects upon which an
operation can be performed.

selection An object or set of objects that have been
selected.

selection appearance The visual display of an object
when it has been selected.

selection handle A graphical control point of an
object that provides direct manipulation support for
operations of that object, such as moving, sizing,
or scaling.

separator An entry in a menu used to group menu
items together.

shell A generic term that refers to the interface that
allows the user control over the system.

shoricut A generic term that refers to an action or
technique that invokes a particular command or per-
forms an operation with less interaction than its usual
method.

shortcut icon A link presented as an icon that pro-
vides a user with access to another object.
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shortcut key A keyboard key or key combination that
invokes a particular command (also referred to as an
accelerator key).

shortcut menu See pop-up menu.

single selection list box A list box that only supports
selection of a single item in the list.

size grip A special control that appears at the junc-
tion of a horizontal and vertical scroll bar or the right
end of a status bar and provides an area that a user
can drag to size the lower right corner of a window.

slider A standard Windows control that displays and
sets a value from a continuous range of possible val-
ues, such as brightness or volume.

spin box A control composed of a text box and incre-
ment and decrement buttons that allows a user to
adjust a value from a limited range of possible values.

split bar A division between panes that appears
where a window has been split; the split bar visually
separates window panes,

split box A special control added to a window, typi-
cally adjacent to the scroll bar, that allows a user to
split a window or adjust a window split.

status bar An area that allows the display of state
information of the information being viewed in the
window, typically placed at the bottom of a window.

status bar control A standard Windows control that
provides the functionality of a status bar.

stop To halt a process or action, typically without
restoring the state before the process began. Compare
cancel,



submenu See cascading menu.

System menu See Control menu.

fab confrol A standard Windows control that looks
similar to a notebook or file divider and provides
navigation between different pages or sections of
information.

tap To press and lift the pen tip from the screen,
usually interpreted as a mouse click.

targeting To determine where pen input is directed.

taskbar A special toolbar that docks on an edge of
the desktop supplied by the system. The taskbar in-
cludes the Start button, buttons for each open primary
window, and a status area.

task-oriented Help Information about the steps in-
volved in carrying out a particular task. Compare
context-sensitive Help and reference Help.

template An object that automates the creation of
new objects of a particular type.

text box A standard Windows control in which a user
can enter and edit text (also referred to as the edit
field).

thread A process that is part of a larger process or
program.

fitle bar The horizontal area at the top of a window
that identifies the window. The title bar also acts as a
handle for dragging the window.

togole key A keyboard key that alternates between
turning a particular operation, function, or mode on
or off,

Glossary

toolbar A frame or special area that contains a set of
other controls.

toolbar button A command button used in a toolbar
(or status bar).

toolbar control A standard Windows control designed
with the same characteristics as the toolbar.

tooltip A standard Windows control that provides a
small pop-up window that provides descriptive text,
such as a label, for a control or graphic object.

transfer appearance The visual feedback displayed
during a transfer operation.

transaction A unit of change to an object.

tree control A standard Windows control that allows
a set of hierarchically related objects to be displayed
as an expandable outline.

type (v.) To enter a character from the keyboard. (n.)
A classification of an object based on its characteris-
tics, behavior, and attributes.

unavailable The state of a control whose normal
functionality is not presently available to a user (also
referred to as grayed, dimmed, and disabled).

unavailable appearance The visual display for a con-
trol when it is unavailable.

undo To reverse a transaction.
unfold button A command button used to expand a

secondary window to a larger size to reveal additional
controls or information.
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visual editing See OLE visual editing.

well gontrol A control that is used to display color or
pattern choices, typically used like an option button.

white space The background area of a window. (The
color need not literally be white.)

window A standard Windows object that displays
information. A window is a separately controllable
area of the screen that typically has a rectangular
border. See also primary window and secondary
window.

wizard A form of user assistance that automates a
task through a dialog with the user.

wordwrap The convention where, as a user enters

text, existing text is automatically moved from the
end of a line to the next line.

522 The Windows Interface Guidelines for Software Design

544

workbook A window or task management technique
that consists of a set of views that are organized like a
tabbed notebook.

workspace A window or task management technique
that consists of a container holding a set of objects,
where the windows of the contained objects are con-
strained to a parent window. Similar to the multiple
document interface, except that the windows dis-
played within the parent window are of objects that
are also contained in the workspace.

writing tool A standard Windows pen interface con-
trol that supports text editing.

Z order The layered relationship of a set of objects,
such as windows, on the display screen.
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SIGCHI (Special Interest Group in Computer Human
Interaction)
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Accessibility

For a list of accessibility aids available for Microsoft
Windows, accessibility software vendors, potential test
sites, or facilities for producing accessible
documentation, contact:

Microsoft Sales Information Center
One Microsoft Way

Redmond, WA 98052-6399

(800) 426-9400 (voice)

(800) 892-5234 (text telephone)
(206) 936-7329 (FAX)

An assistive technology program in your area can
provide referrals to programs and services available to
you. To locate the assistive technology program nearest
to your location, contact;

National Information System

Center for Development Disabilities
University of South Carolina

Benson Building

Columbia, SC 29208

(803) 777-4435 (voice or text telephone)
(803) 777-6058 (FAX)

The Trace Research and Development Center publishes
references and materials on accessibility, including:

Vanderheiden, Gregg C., and Vanderheiden, Katherine
R. Accessible Design of Consumer Products:
Guidelines for the Design of Consumer Products to
Increase Their Accessibility to People with Disabilities
or Who Are Aging. Madison, Wis.: Trace Research
and Development Center, 1991.
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1500 Highland Avenue
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(608) 263-2309 (voice)

(608) 263-5408 (text telephone)
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16-x 16-pixel icons 250, 392 Accessibility (continued)
32-x 32-pixel icons 250, 392 keyboard and mouse interface 413
48-x 48-pixel icons 250, 392 keys supporting Windows accessibility options 440
navigational interfaces 411
m overview 403
packaging, making easy to remove 414
Abbreviating filenames 268 scalability of screen elements 412
Abbreviating window titles ShowSounds option 402
in taskbar buttons 26 summary of guidelines 449
in title bars 101 support services, providing 414
About command 126 time-based interfaces 411
Absolute path to link source 90 types of disabilities 404 — 405
Accelerator keys See Shortcut keys usability testing 414 —415
Access bars See Desktop toolbars user’s point of focus 411
Access keys using sound in applications 401
assigning 34 Action handles
defined 33 See also Handles
for active object menus 308 accessing operations for a selection 69
for controls in secondary windows 186 defined 37
for MDI workspace menus 308 displaying pop-up menus 69
for menu items 138 replacing selected characters 68
for menu titles 134 — 135 using in boxed edit controls 170
for primary container menus 308 using in ink edit controls 171
international considerations 418 Activating objects
nonunique 34 inside-out activation 297, 299
providing by using static text fields 162 outside-in activation 297 — 299
setting in the registry 252 Activating windows 103 - 104
table of access key assignments 441 Active end of selection 48, 56
Accessibility Active hatched border 304 - 305
accessibility aids 406 — 407 Active object menus 307
bibliography 525 Active selection 395 - 396
color of interface elements 412 Active window 103
documentation, providing in alternative formats 414 Add mode key 57
ensuring compatibility with screen review utilities 408 — 410 Adjusting mouse selections 49 — 54
High Contrast Mode 412 Adornments 300, 310 - 313
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Advanced users, designing for 15
Aesthetics 7
Alignment of interface elements 389
ALT key
See also Keyboard interface
accessing drop-down menus 123
activating menu bars 123
avoiding in shortcut key assignments 36
canceling a drop-down menu 123
international considerations 418
using in modifier key combinations 35
using with access keys 33
ALT+~ key combination 418
ALT+arrow key combination 123, 130
ALT+double-click 61
ALT+ENTER key combination 61
ALT+ESC key combination 36, 103
ALT+F4 key combination 61
ALT+F6 key combination 181
ALT+HYPHEN key combination 130
ALT+number key combinations 36
ALT+SPACEBAR key combination 36, 130
ALT+TAB key combination 35, 36, 103, 109
Always on Top property
for application desktop toolbars 271
for palette windows 208 )
providing for secondary windows 181
Anchor point
See also Mouse interface summary
keyboard selection 56
mouse selection 48
Animating pointers 395
Animation, designing 400
ANSI character sets 419
Anti-aliasing 391
Appbars See Desktop toolbars

Application desktop toolbars See Desktop toolbars

Application icons 392
Application key 36, 129

Arrow keys
accessing drop-down lists 153
accessing drop-down menus 123
accessing window pop-up menus 130
basic function of 45
navigating between controls 185
selecting items in list boxes 150
switching between tabs 165
using for contiguous selections 56
using for scrolling 115
using with the ALT key 123, 130
using with the SHIFT key 56
Arrow pointers 30
Assessment See Usability testing
Attributes of objects See Properties
Audio feedback
accessibility considerations 404
importance of 7
summary of guidelines 449
using sound as notification 401 — 402
Auto-exit text boxes 138
Auto-joining 63
Auto-repeat 111
Autoexec.bat file 259
Automatic scrolling 82 - 83, 114 - 115
AutoPlay feature, supporting 264 — 266
Autorun.inf file 264

BACKSPACE key 63
Barrel button
barrel-dragging 38, 77
barrel-tapping 38
Basic elements of the Windows environment
desktop 23
icons 26
Start button 25
status area 20

Application path information, registering 241 taskbar 24

Application shortcuts, placing in the Programs menu 260 window buttons 26
Application state information, registering 238 — 240 windows 28

Apply command 65, 190 Beginning users, designing for 15
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Bibliography 523 - 526
Bitmaps See Graphic design
Bold text 386
Borders
color of control borders 373
illustrations
active hatched border 305
control border styles 372 - 376
OLE objects distinguished by use of borders 291
window border style 373
of active OLE embedded objects 304 - 305
of controls 372 - 376, 383
of OLE embedded or linked objects 290
of windows
border style 373
described 96
using to resize windows 107
Boxed edit controls 169 - 170
Breaking links 324
Browsing the file system 195
Buttons
See also specific type of button
avoiding the triangular arrow graphic 391
border styles 374 - 375
capitalization of labels for 387
check boxes 147 — 149
command buttons 141 - 145
default buttons in secondary windows 184
flat appearance 383
for displaying pop-up menus 144
for setting tool modes 144
layout and spacing of 388
menu buttons 144 — 145
mixed-value appearance 379 — 380
mouse buttons 31
option buttons 145 — 147
option-set appearance 378 — 379
pen barrel button 38
positioning in secondary windows 389
pressed appearance 377 — 378
shortcut buttons in Help 349 - 350
size of 386
title bar buttons 101 - 102
toolbar buttons 176 - 178

unavailable appearance 381 — 382

Buttons {continued)
unfold buttons 142, 182
using to support creation of objects 88
window buttons 26

Cancel command
accessing in secondary windows 186
avoiding access key assignments for 34
canceling a drag and drop transfer 81
canceling the closing of a property sheet 191
discarding pending transactions 63
in dialog boxes 194
in message boxes 212 -213
in property sheets 190
in the Open dialog box 196
in the Save As dialog box 200
vs. Close command 60
Capitalization
general guidelines for 387
of check box labels 148
of command buttons 142
of file type names 247
of group box labels 164
of list box labels 149
of menu items 139, 252
of option button labels 146
of tab labels 165
of text field labels 157
CAPS LOCK key 34
Captions for output of speech and sound 402
Caret See Insertion point
Cascade command 225
Cascading menus 133 — 134
Cascading secondary windows 182
CD-ROM AutoPlay feature, supporting 264 — 266
Change Icon dialog box 323
Character keys
assigning as access keys 33 -34
assigning as shortcut keys 35 - 36
international considerations 418
text keys for text entry 33
Character sets 419
Characteristics of objects 18

Index
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Check boxes Code pages 419
border style 375 Cognitive disabilities, interface recommendations for 405
capitalization of labels for 388 Collection of objects, defined 19
described 147 — 149 Colon, using with labels 408
flat appearance 383 Color
illustrations 147, 148, 377 — 383 accessibility considerations 404, 412
labeling 147 general guidelines for 368 — 370
layout of 388 international considerations 368
mixed-value appearance 148, 379 of borders for controls 373
option-set appearance 378 of borders for OLE objects 291
pressed appearance 377 of handles 397
unavailable appearance 381 of icons 392
Check mark in menus 137 of jumps in Help 353
Checklists for design guidelines 443 — 450 of task Help topic windows 348
Child menus See Cascading menus providing the option to customize 370
Child windows Color dialog box 206 - 207
See also Multiple document interface (MDI) Column heading controls 164
defined 220 Combo boxes
Chording 32 See also Drop-down combo boxes
Clear command 86 described 159
Clicking Command buttons
See also Mouse interface summary accessing in secondary windows 185 — 186
button 1 31 appearance of
button 2 31 bold outline for default 386
CTRL+click 49 - 53, 435 flat appearance 383
defined 31 mixed-value appearance 380
selecting objects with the mouse 48 — 53 option-set appearance 378
SHIFT+click 50— 53, 432 pressed appearance 378
Client-server applications unavailable appearance 381
designing 421 border styles 374 — 375
installing 262 capitalization of labels for 387
Clipboard 74 - 77 default button 184
Close & Return To command 315 described 141 - 145
Close button 102, 105 ellipsis in button labels 142
Close command illustrations 141, 144, 378 - 383
closing windows 105 in dialog boxes 194
handling pending changes 61, 64 in message boxes 212 - 213
in the File menu 124 in wizards 359
in the pop-up menu for title bar icons 98 labeling 142
in the window pop-up menu 129 layout of
vs. Cancel command 60 general guidelines 388, 389
Closing MDI windows 222 in dialog boxes 194
Closing property sheets 191 in property sheets 190
Closing windows 60— 61, 105 - 106 menu buttons 144 — 145
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Command buttons (continued)
unfold buttons 142, 182
using to display pop-up menus 144 — 143
using to set tool modes 144

Command method of transferring objects 74 — 77, 279 — 283

Commands
See also Menu items
registering 251 - 252
unavailable appearance 135
Common dialog box interfaces See Dialog boxes
Complexity, managing 8
Composite, defined 19
Composition, described 19
Compound documents
See also Object linking and embedding (OLE)
described 277 - 279
Config.sys file 259
Consistency
importance of 3
supporting standard system settings 275
with graphic images 391
with metaphors 5
Constraint, defined 19
Container, defined 19
Containment, defined 19
Contents page in Help Topics window 354 - 355
Context (relationships) of objects, described 18
Context-sensitive Help
guidelines for writing 342
illustrations 340 — 343
pointer for 340
pop-up menus for 342
pop-up windows for 215, 341
What's This? command
access to context-sensitive Help 339 — 342
including in icon pop-up menus 132
Contextual operations 58
Contextual user assistance
See also Context-sensitive Help
Help command button 346
status bar messages 344 - 346
tooltips 343 — 344
Contiguous selection
adjusting 50 - 54
defined 46

Contiguous selection (continued)
hierarchical 47
keyboard selection 56
Continuous scrolling See Automatic scrolling
Control menu, replaced by window pop-up menu 129
Control Panel
adding objects to 273
adding to the Passwords object 273 - 274
Control, putting the user in 3
Controls
See also specific type of control
accessing in secondary windows 185 - 186
avoiding in the window title area 101
border styles 374 — 376
boxed edit controls 169 — 170
buttons 141 — 149
capitalization of labels for 387
check boxes 147 - 149
column headings 164
combo boxes 159
command buttons 141 — 145
compatibility with screen review utilities 408
default font for labels 384
defined 140
defining access keys for 34
drop-down combo boxes 160 - 161
drop-down list boxes 152 - 153
extended selection list boxes 153 - 154
for record-processing applications 422
frame adornments 310 -313
group boxes 163 — 164
ink edit controls 170 - 171
labeling 141
labeling by using static text fields 162
layout of
general guidelines 388, 389
in dialog boxes 194
international considerations 420
list boxes 149 — 157
list view controls 155
multiple selection list boxes 153 - 154
nesting in a scrollable region or control 383
option buttons 145 — 147
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Index

Controls (continued)
overview of 140 - 141
pen-specific controls 169 - 171
placing adjacent to scroll bars 116
pop-up menus for 128, 141
progress indicators 167 — 168
property sheet controls 166
rich-text boxes 159
scroll bars 166
shortcut key input controls 163
single selection list boxes 151 — 152
sliders 167
spin boxes 161 - 162
standard text boxes 158
static text fields 162
status bars 172 - 175
summary of guidelines 446
tabs 165
text fields 157 — 163
toolbars 172 — 178, 310 - 313
tooltip controls 168
tree view controls 156 — 157
using to support creation of objects 88
visual states 377 - 383
wells 169
Conventions for supporting operations 58 - 61
Convert dialog box 326 — 328
Converting object types 326 - 328
Copy command
creating new objects 87
described 74
feedback not required for 84
in icon pop-up menus 131, 132
replacing the last entry on the Clipboard 77
Copy Here command 80
Copy-hook handlers 254
Copying files when installing applications 257 — 260
Copying objects
See also Transfer operations
command method 74 - 77
described 73
direct manipulation method 77 - 81
Create Shorteut command 131, 283
Create Shortcut Here command 81
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Creation operations
See also Object linking and embedding (OLE)
using controls 88
using templates 88
using the Copy command 87
using the Insert command 88
using the New command 88
Critical messages 210
CTRL key
See also Keyboard interface
adjusting mouse selections 49
displaying CTRL key combinations in menus 139

guidelines for modifying mouse actions with 435 — 436

using for region selection 54
using for transfer operations 87
using in modifier key combinations 335
using in shortcut key combinations 35
using with navigation keys 44
CTRL+ALT key combination 418
CTRL+C key combination 87
CTRL+click 435
CTRL+double-click 436
CTRL+drag 49— 53, 87,435
CTRLA+F6 key combination 225
CTRL+0 key combination 61
CTRL+press 435
CTRL+SPACEBAR key combination 56
CTRL+TAB key combination 165, 225
CTRLA+V key combination 87
CTRL+X key combination 87
Cultural issues See Internationalization
Cursors
See also Insertion point; Pointers
blinking cursor provided by the system 382
indicating the input focus 44, 62
mouse pointers 29
overtype cursor 63

role in keyboard selection 56

Customizable interface, creating a sense of user control 3

Cut command
described 74
feedback for 83
in icon pop-up menus 131, 132
replacing the last entry on the Clipboard 77
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Data-centered design 17 - 21, 235
Deactivating windows 103 — 104
Default button in secondary windows 184
Default command 59
Default drag and drop
See also Transfer operations
overview of 78 - 79
Default menu items 138
Default operations
See also Transfer operations
shortcut techniques for 59
Delete command
in icon pop-up menus 131, 132
in the Edit menu 125
specialized form of 86
DELETE key 63
Deleting files to the Recycle Bin 273
Deleting text 63
Design concepts 17 - 21
Design cycle 9~ 12
Design guidelines
See also Design principles; Special design
considerations; Visual design
checklists 443 — 450
extending xix
how to apply xix
relationship to other guidelines xx
supporting specific versions of Windows 451 - 454
Design methodology 9 - 14, 444
Design principles
See alse Visual design
aesthetics 7
bibliography 531
consistency 5
directness 4
feedback 7
forgiveness 6
progressive disclosure 8
simplicity 8
user in control 3
visual communication 365 - 371
Design tradeoffs 16

Desktop toolbars

controls included with the system 175
integrating with the system 271 - 272

Desktop, described 23
Diacritical marks affecting spacing 420

Dialog base units 386

Dialog boxes

See also Secondary windows
avoiding an ellipsis in title text 193
Change Icon dialog box 323
Color dialog box 206 — 207
commands in 194

common interfaces 195

Convert dialog box 326 - 328
default button in 184

defining title text for 193

Find dialog box 202

Font dialog box 205

font usage in 384

Help button in 346

Insert Object dialog box 286 — 288
layout of 194

Links dialog box 324

Open dialog box 195 - 198

Page Setup dialog box 203 - 205
Paste Special dialog box 281, 282
Print dialog box 202

Print Setup dialog box 203
purpose of 193

Replace dialog box 202

Save As dialog box 198 — 201

Index

Differences between Windows 95 and other versions of Windows
451 - 454

Dimmed items See Unavailable appearance

Direct manipulation

555

canceling a drag and drop transfer 81

creating OLE embedded or linked objects 283 — 284
default drag and drop 78

differentiating transfer and selection when dragging 81
feedback 84 - 86

importance of 4

nondefault drag and drop 79 - 81

overview 72-73

scrolling when transferring by dragging 82 — 83
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Index

Disabilities See Accessibility
Disabled items See Unavailable appearance
Disjoint selection
adjusting 51 - 53
defined 46
Display resolution, VGA 234
Displaying linked or embedded objects 290 —292
Docking toolbars 174
Document icons 392
Document windows
See also Multiple document interface (MDI)
defined 220
Document-centered design 17
Documentation for products, designing for accessibility 414
Double-clicking
See also Mouse interface summary
as a selection shortcut 57
default operations for 59
defined 31
Double-tapping 38, 57
Drag and drop
See also Transfer operations
canceling a drag and drop transfer 81
creating OLE embedded or linked objects 283
default operations for 59, 78
designing transfer appearance 398 — 399
differentiating transfer and selection when dragging 81
feedback 84 - 86
illustrations
automatic scrolling based on velocity of dragging 83
“no drop” pointer 86
nondefault drag and drop operation 79
pointers for transfer operations 83
translucent and outline appearance 398
nondefault drag and drop 79 - 81
nondefault transfer completion commands 80
scrolling when transferring by dragging 82 — 83
taskbar window buttons as destinations 268
Drag handlers 254
Dragging
See also Drag and drop; Mouse interface summary
CTRL+drag 49 - 53, 435
defined (mouse) 31
defined (pen) 38
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Dragging (continwed)

selecting objects with the mouse 48 — 53
selecting objects with the pen 55
SHIFT+drag 50— 53, 433

Drop handlers 254
Drop-down combo boxes 160 - 161
Drop-down list boxes 152 - 153

Drop-down menus

described 121

Edit menu 124 - 125

File menu 124

Help menu 125 - 126
interaction with 122 — 124
View menu 125

Window menu 125

Duplicate command 86, 123

Edit command 296, 300, 316
Edit menu

adding commands for selected objects 295
Copy command 74

Cut command 74

Delete command 125

described 124

Duplicate command 125

Find and Replace command 125
Links command 324

Paste command 74 - 77

Paste Link command 73

Paste Shortcut command 75
Paste Special command 75
Repeat command 125

Undo command 125

Editing

556

committing transactions 64 — 65
deleting text 63
illustrations
handles for an object 64
pen action handle with alternative characters 69
pen action handle with pop-up menu 70
pen editing gestures 72
pen selection handle in a text box 67



Editing (continued)
illustrations (continued)
pen Wordlist displayed for a selected word 69
pen writing tool button 67
pen writing tool on-screen keyboard 70
pen writing tool windows 68
selecting text with the pen selection handle 68
inserting text 62
OLE embedded objects
opening embedded objects 313 - 316
visual editing in place 300 -313
OLE linked objects 316 — 320
providing access to properties 65 - 66
text 62 - 63

using a pen

editing in pen-enabled controls 66 — 71, 169 - 171

gestures for editing 71 - 72
using handles 63
using overtype mode 62
using the keyboard 62
using the mouse 62
Ellipsis
avoiding in dialog box titles 193
in abbreviated path names 268
in command button labels 142
in list box entries 150
in menu items 136
in tab labels 386
in taskbar window buttons 26
in truncated filenames 267
Embedded objects
See also Object link-ing and embedding (OLE)
defined 279
Enabling printing 253
END key 45
ENTER key
accessing controls 186
accessing the OK command 34, 186
activating OLE embedded objects 300

activating the default button in secondary windows 184

activating the default command 61
duplicate ENTER keys on the keyboard 33
using as a text entry key 33

using with the ALT key 61

ESC key
accessing the Cancel command 34, 186
canceling a drag and drop transfer 81
closing a drop-down list box 153
closing a drop-down menu 123
closing a pop-up menu 128
function of 36
using with the ALT key 36, 103
Evaluation See Usability testing
Exit & Return To command 315
Exit command 124
Expanding a secondary window by unfolding 182
Explicit selection 45
Extended selection
keyboard selection 56 - 57
mouse selection 49 — 54
Extended selection list boxes 153 - 155
Extensions
avoiding in title bar text 100
file naming conventions 266
handling in the Save As dialog box 200 - 201
registering 242 - 246

table of common extensions 243 — 246

Flkey 61, 342
F1 through F12 keys, assigning as shortcut keys 35
Feedback

Index

See also Audio feedback; Special design considerations; Visual

design

changing the pointer to indicate a pop-up window 215

for activation of linked objects 90

for command method transfers 83

for direct manipulation transfers 84 - 86
for selection 46

importance of 7, 83

using message boxes for 209 - 214
using pointers for 394

using progress indicators for 168

using sound as notification 401 — 402
using status bar messages for 345

validating input in secondary windows 187
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Fields
See also Text boxes
aligning 389
border styles 375, 376
capitalization of labels for 388
static text fields 162
text fields 157
File menu
described 124
primary container menu 306
File types
defining short type names 248
defining type names 247
file naming conventions 266
handling in the Save As dialog box 200 -201
registering
application identifier key 247 — 248
filename extension key 242 - 246
overview 242
table of common filename extensions 243
Filenames
abbreviating 268
browsing for 195
capitalization of 387
displaying title text for unsaved files 100
ellipsis in 267, 268
file naming conventions 266 — 268
handling in the Save As dialog box 198 - 201
registering extensions 242 — 246
table of common extensions 243 — 246
truncating 267
Files
browsing for 1935
copying when installing applications 257 — 260
finding 133
opening 195 - 198
properties of 65
Find and Replace command 125
Find command 133
Find dialog box 202
Find page in Help Topics window 357 - 358
Flashing taskbar window button 270
Flat appearance for controls 383
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Folder for application shortcuts in Start menu 260
Folder icons, illustrated 27
Font dialog box 205
Fonts
avoiding italic and serif fonts 370
guidelines for choosing 370
illustrations
default font usage in windows 385
effective and ineffective choices 370
installing 262
international considerations 419, 420
system font settings 384 — 387
Forgiveness 6
Frame adornments 300, 310 - 313
Full-screen display 272
Full-text search 357
Function keys
assigning as shortcut keys 35
displaying in menus as shortcut keys 139

Gestures
advantages and disadvantages of 40
for editing 71-72
illustrations of 55, 72
overview of 40
recognition of 41
selecting objects by using 53
targeting 42
when to avoid using 40
Glossary 511
Glyphs See Graphic design
Graphic design
See also Icons
bibliography 3523
designing graphic images 390 - 395
Grayed items See Unavailable appearance
Green underlined text in Help 353
Group boxes
border style 376
described 163 — 164
flat appearance 383
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Group boxes (continued)
illustrations 164, 388
labeling 164
layout of 388
Grouping related interface components 388 — 389
Guidelines
See also Design principles; Special design considerations;
Visual design
checklists 443 - 450
extending xix
how to apply xix
relationship to other guidelines xx
supporting specific versions of Windows 451 - 454

Hand pointer 91 j
Handlers for shell extensions 254 — 256
Handles
action handles for pen interface
accessing operations for a selection 69
defined 37
displaying pop-up menus 69
replacing selected characters 68
using in boxed edit controls 170
using in ink edit controls 171
appearance of 397 — 398
color of 397
for OLE embedded or linked objects 329
illustrations
handles for an object 64, 329
pen action handle 69; 70
pen selection handle 67, 68
selected graphic object with handles 397
solid and hollow handles 397
overview of 63 - 64
selection handles for pen interface 67, 68, 170
size of 397
Handwriting, targeting input of 42
Hatched border for active OLE embedded objects 304 - 303
Header controls See Column heading controls
Hearing disabilities, interface recommendations for 404

Help
See also Help Topics browser
context-sensitive 339 — 343
Help command button 346
illustrations
context-sensitive Help for an icon 343
Help button in a secondary window 346
methods of accessing What's This? 340
pointer for context-sensitive Help 340
pop-up menu for a control 342
pop-up window for context-sensitive Help 341
reference Help window 351
task topic with shortcut button 350
window for task Help topic 347
jumps 353
pop-up window for context-sensitive Help 215
reference Help 350 - 353
shortcut buttons in 349 — 350
summary of guidelines 448
task-oriented 347 - 350
Help button 212, 346
Help Contents 354 — 355
Help Index 356 — 357
Help menu 125 - 126, 351, 354
Help Topics browser
Contents page 354 — 355
Find page 357 - 358
guidelines for writing Help Contents entries 355
guidelines for writing Help Index keywords 357
illustrations 355 — 358
Index page 356 - 357
providing access to 348, 354
Heterogeneous selection 46
Hierarchical menus See Cascading menus
Hierarchical selection 47
High Contrast Mode 412
Highlighting selections 396
Holding down keyboard keys 33
HOME key 45
Homogeneous selection 46
Hot key controls See Shorteut key input controls
Hot spot
of mouse pointer 31, 394 — 395
of pen gestures 40, 71

The Windows Interface Guidelines for Software Design

559

Index

537



Index

Hot zone
defined 31
for detecting a pen double-tap 38
for different types of controls 140
for drag operations 82

Hourglass pointer 30, 394

Hyperlinks See Jumps; Links

I-beam pointer 30, 399

Icon handlers 254

Icons
16 x 16 pixel 250, 392
32 x 32 pixel 250,392
48 x 48 pixel 250, 392
accessibility considerations 410
anti-aliasing of graphic images 391
application icons 392
as the sole representation of an object 220
capitalization of labels for 387
changing for an OLE object 323
color 392
consistency of design 391, 393
context-sensitive Help for 343
described 26
designing 390 - 393
displaying OLE objects as 292, 294, 322
document icons 392
illustrations

application and supported document icons 392

icons for basic objects 27
system-supplied icon for file type 393
template icon 88

three sizes of icons 392

title bar icons 97 - 98

use of perspective and dimension in graphics 393

labeling 292

metaphors for 4, 393
monochrome 392

pop-up menus for 130 - 133
registering commands for 251
registering 250

size of 392
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Icons (continued)
template icons 88
title bar icons 97 — 98
Implicit selection 45
Tmport File command 315
Inactive window 103
Index page in Help Topics window 356 — 357
Information services, designing 424 — 425
Informational messages 210
Ink edit controls 170 - 171
Inking 37, 41
Input focus
appearance of 382
defined 44
keyboard selection 56
targeting at text to be edited 62
Input techniques
See also Navigation; Selection
keyboard input
access keys 33 - 34
common actions 33
mode keys 34 - 35
shortcut keys 35 - 36
text keys 33
mouse input
common actions 31 - 32
pointers 29 — 31
pen input
actions defined for a pen 38 - 39
gestures 40—-41,71 -72
inking 37, 41
overview 37 -39
recognition 41
targeting 42
summary of guidelines 444
Insert command 88
INSERT key 63
Insert Object command

creating OLE embedded or linked objects 285 — 289

descriptive text for 288
dialog box for, illustrated 286, 287

Inserting OLE embedded or linked objects 285 — 289

Inserting text 62
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Insertion point
indicating the input focus 62, 382
moving with the keyboard 44
role in keyboard selection 56
Inside-out activation of objects 297
Installation
copying files 257 — 260
designing an installation program 260 - 262
installing applications on a network 262
installing fonts 262
installing information services 425
providing access to applications 260
supporting AutoPlay 264 - 266
uninstalling an application 263 — 264
Integrating with the system

See also Object linking and embedding (OLE); Registry

application desktop toolbars 271 - 272
Control Panel integration 273 - 274
file naming conventions 266 — 268
full-screen display 272
installation

copying files 257 — 260

designing an installation program 260 - 262

installing applications on a network 262
installing fonts 262
providing access to applications 260
supporting AutoPlay 264 - 266
uninstalling an application 263 - 264
modeless interaction 276
Plug and Play support 275
Recycle Bin integration 273
summary of guidelines 447
system settings, supporting 275
taskbar integration 268 — 270
Interactivity of software, maximizing 4
Intermediate users, designing for 15
Internationalization

avoiding references to unsupported features 420

character sets 419
color, considerations in visual design 368
documenting terms and product changes 416

formats for categories of information 419 — 420

graphics 417 - 418
keyboards 418

Internationalization (continued)

layout of interface elements 420
overview 415

summary of guidelines 450

text translation 416 — 417

word lists for localization 455 - 510

Italic fonts, avoiding 370

Jumps

distinguishing with a hand pointer or button 90
using in reference Help 353

Keyboard accessibility aids 407

Keyboard characters, international considerations 418

Keyboard filters 407

Key

board interface

access keys 33 - 34, 441
accessibility considerations 413
accessibility keys 440

common actions 33

for controls in secondary windows 185 - 186
for drop-down menus 123 - 124

for list boxes 150

for navigation 44 —435, 437

for OLE active object menus 308 - 309
for pop-up menus 129, 130

for pop-up windows 215

for scrolling 45, 115

for selection 56 - 57

for sliders 167

for switching between windows 225
for tabs 165

for text fields 157

for toolbars and status bars 173

for well controls 169

input focus 44, 56

mode keys 34 - 35

shortcut keys 35 — 36, 438
summary 437 —441

Index
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Keyboard interface (continued)
text keys 33
uses of keyboard input 32
Windows keys 439
Keyboard layouts, international considerations 418
Keys, registry See Registry
Keywords for the Help Index, writing 357

Labels
accessibility considerations 408 — 409
aligning 389
capitalization (general guidelines) 387
default font for control labels 384
for check boxes 147
for command buttons 142
for controls (general guidelines) 141
for group boxes 164
for list boxes 149
for menu items 138 — 139
for OLE embedded objects 292
for OLE linked objects 292
for option buttons 146
for sliders 167
for tabs 163
for text fields 157
for wells 169
using static text fields as labels 162
Language disabilities, interface recommendations for 405
Languages See Internationalization
Lasso-tap gesture 55
Layered order of windows See Z order
Layout
aligning interface elements 389
fonts 384 - 387
grouping and spacing 388 — 389
illustrations
default font usage in windows 385
layout of buttons 390
recommended layout of controls and text 388
impact of 384

international considerations 420
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Layout (continued)
keyboards, international 418
positioning interface elements 389
size of interface components 384 — 387
Lens See Writing tool for pen interface
Light source 371
Link Here command 80
Linking objects, described 73, 89
Links
See also Object linking and embedding (OLE)
absolute and relative paths to 90
activating 90
applying operations to linked objects 89 — 90
breaking 324
changing the source of 324 - 326
creating 279 — 289
described 89
properties of 320
updating 318, 324
ways of presenting in the interface 89
Links command 324, 326
Links dialog box 324
List boxes
border style 375
described 149 - 151
drop-down 152 - 153
ellipsis in text entries 150
extended selection 153 — 154
illustrations 151, 153, 154, 156
keyboard selection and scrolling 150
labeling by using static text fields 149
layout of 388
list view controls 155
multiple selection 153 — 154
scrolling entries in 150 — 151
single selection 131 - 152
supporting transfer operations 151
tree view controls 156 - 157
unavailable appearance 149
List view controls 135
Locale, defined 419
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Localization
See also Internationalization
defined 415
summary of guidelines 450
word lists 455 - 510 -
Long filenames
displayed in the Open dialog box 196
file naming conventions 266 — 268
naming shared application files 259

m

MAPI (Messaging API) 424
Marquee See Region selection
Maximize button 102, 107
Maximize command 107, 129
Maximizing windows 107, 224
MDI See Multiple document interface
Menu bars
described 121
keyboard access to 123
Menu buttons 144 — 145
Menu items
alternating to indicate two states 138
bold text for default commands 386
capitalization of 139, 387
check mark next to 137
default 138
default font for 384
defining access keys for 138
defining shortcut keys for 35
disabling 136
displaying shortcut keys in 139
ellipsis in 136
formats for 135
illustrations 135, 136
labeling 138 - 139
registering commands 251 - 252
separators between 135
unavailable appearance 135
using for state settings 137
Menu titles
capitalization of 387
default font for 384

Menu titles (continued)

defining access keys for 134 — 135
defining text for 134

disabling 136

illustration of access keys in 135

Menus

See also specific type of menu

active object 307

border style 373

cascading 133 - 134

drop-down 121 - 126

Edit menu 124 — 125

File menu 124

Help menu 125 -126

illustrations
access keys in a menu bar 135
formats for menu items 135
inappropriate menu item separator 136
menu bar 122
pen access to pop-up menus 128
pop-up menu 126

pop-up 126 -133

primary container 306

separators in 135

unavailable 136

View menu 125

Window menu 125

workspace 306

Message boxes

563

avoiding the question mark symbol in 211
command buttons in 212 -213

defining text for 213 - 214

defining title bar text for 209

for opening files 197

for property sheets 191

Help button in 346

illustrations

Index

information, warning, and critical message boxes 210

message box choices 213
progress message box 212
importance of 209
progress indicators in 168
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Message boxes (continued) Modifier keys
symbols in 210 adjusting mouse selections 49 - 53
types of 209 - 212 avoiding multiple modifier assignments 35
Message notification by the taskbar 270 defined 35
Messages guidelines for modifying mouse actions
See also Message boxes with 431-434,435-436
critical 210 using for contiguous selections 56
for OLE objects using for disjoint selections 57
changing additional links with same source 326 using for region selection 54
invalid source 325 Monochrome icons 392
link source files unavailable 334 Mouse accessibility 413
link source type changed 335 Mouse actions
link updating 336 button 1 vs. button 2 31
object’s application busy 333 clicking 31
object’s application cannot run standalone 332 common, unmodified mouse actions 429 —430
object’s application unavailable 333 double-clicking 31
status line messages 336 —337 dragging 31
guidelines for writing 213 -214 maodifying with the CTRL key 435-436
in status bars 344 - 346 modifying with the SHIFT key 431-434
informational 210 pointing 31
warning 210 pressing 31
Messaging APT (MAPT) 424 Mouse buttons 31
Metaphors Mouse interface summary 429 -436
See also Visual design Mouse navigation 44
applying object-based concepts 20 Mouse pointers
consistency with 5 See also Pointers
international considerations 417 common forms 30
objects as metaphor 18 —20 Mouse selection
overview of design principles 4 active end 48
using in the design of icons 393 anchor point 48
Microsoft Exchange, interacting with 424 -425 basic selection 48
Microsoft OLE See Object linking and embedding region selection 54
Minimize button 102, 108 selection adjustment 49 — 54
Minimize command 108, 129 shortcut for 57
Minimizing MDI windows 223 —224 Move command 106, 129
Minimizing windows 26, 108 Move Here command 80
Mixed-value appearance for controls 379 - 380 Movement disabilities, interface recommendations for 405
Mnemonics See Access keys Moving MDI windows 223 -224
Modal secondary windows 183 Moving objects
Mode keys 34-35 See also Transfer operations
Modeless secondary windows 183, 276 command method 74 -77
Modes, avoiding 4 described 73

direct manipulation method 77 - 81
Moving the taskbar 24
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Moving windows 106

Multi-line text boxes 159

Multiple document interface (MDI)
advantage of using 220
alternatives to 225-232
displaying secondary windows 221
illustrations 221, 223, 224
limitations of 225
maximizing windows 108
minimizing windows 108
moving and sizing windows 223 -224
opening and closing windows 222
pop-up menu for application icon 133
selecting a window model 233 -235
switching between child windows 225
title bar icons 98
title bar text 99
‘Window menu 125
workspace menu 306

Multiple selection list boxes 153 —-154

Multiple selections 58

Multiple-clicking 32

Naming files
displaying title text for unsaved files 100
filename conventions 266 — 268
Save As dialog box 198 - 201
shared application files 259
Naming installation programs 262
Navigation
See also Scrolling
accessibility considerations 411, 413
in secondary windows 185 - 186
keyboard techniques 44 — 45,437
mouse and pen techniques 44
switching between windows 225
Nested controls 383
Network computing
designing client-server applications 421
designing for network access 421

Network computing (continued)

designing shared data files 422
summary of guidelines 450

Network file access, using UNC names 267
Network installation of applications 262

New command

“No

creating objects 88

for template objects 89

in pop-up menu for MDI application icon 133
registering file types for 249

drop” pointer 30, 86

Nondefault drag and drop handlers 254
Nondefault drag and drop

See also Transfer operations
overview of 79-81

Nonscrolling regions in reference Help 353

Notational conventions xx

Notification

See also Message boxes

of pending message for inactive application 270

NUM LOCK key 34

Object characteristics 18
Object linking and embedding (OLE)

access to commands for selected objects 295 - 296

access to properties of objects

Links command 324 - 326

Properties command 321 - 324
activating objects 297 -299
appearance of open objects 314 - 316, 399
compound documents 277 -279
considerations for window management 225
converting object type 326 — 328
creating objects

container offering different OLE link options 284
using direct manipulation 77 - 81, 283 - 284

using scraps 285
using the command method 74 -77
using the Create Shortcut command 283

using the Insert Object command 285 — 289

using the Paste command 279 - 280
using the Paste Link command 283

Index
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Object linking and embedding (OLE) (continued) menus

creating objects (continued) active object menus 307

using the Paste Shortcut command 283
using the Paste Special command 280 - 282
using toolbar buttons 289

displaying messages

linked object messages 334 -336
object application messages 332334
status line messages 336 - 337

displaying objects

as icons 292,294
appearance of selected open embedded object 315
identifying objects by using borders 290 - 291

editing embedded objects

Convert dialog box 326

effect of scrolling increment on visual editing 313
frame adornment integration 310-313
handles for an active embedded object 329
hatched border for active object 304 — 305
keyboard interface integration 308 - 309
menu integration 305 — 308

opening embedded objects 313 -316
overview 300 - 304

palette window integration 310-313
toolbar integration 310-313

viewing and changing properties 321 -324
visual editing menu layout 306

editing linked objects

automatic and manual updating 318
Change Icon dialog box 323

editing a link source 317

Links dialog box 324

operations available for links 319
out-of-date links 320

overview 316-318

viewing and changing properties 320

handles for objects 329
linked objects

Link page in property sheet 323

linked object as an individual selection 294
linked object as part of multiple selection 293
Links dialog box 324

Paste link option in Paste Special dialog box 282
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drop-down menus for selected object 295
pop-up menu for active object 308
pop-up menu for selected OLE object 296
primary container menu 306
workspace menu 306
messages for objects 325, 326, 332 - 336
model of interaction 277 -279
property sheets for OLE objects 322
registering 253
selecting objects 293 - 296
undo operations 330 - 332
Object properties 18, 63
Object type
See also File types
converting 326 - 328
defined 19
Object-oriented design 17-21, 524
Observing users
See also Usability testing
during initial product design 9
OK command
accessing in secondary windows 186
avoiding access key assignments for 34
committing pending transactions 635
in dialog boxes 194
in message boxes 212
in property sheets 190
OLE packages 287
On-screen keyboards
accessibility aids 407
for the pen writing tool 70
Online documentation See Help; Reference Help
Open appearance of objects, designing 399
Open command
editing OLE embedded objects 313
editing OLE linked objects 316
in icon pop-up menus 131, 132
in the File menu 124
in the Open dialog box 196
in the primary container menu 306
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Open dialog box 195198
Open With command 296
Opening
files 195-198
MDI windows 222
OLE embedded objects 313 -316
shortcut icons 196
windows 60, 104
Operating environment, integrating with
See Integrating with the system
Operations, defined 18
Option buttons
capitalization of labels for 388
described 145 - 147
flat appearance 383
illustrations 145, 146, 377 - 383
labeling 146
layout of 388
mixed-value appearance 146
option-set appearance 378
pressed appearance 377
unavailable appearance 381
Option-set appearance for controls 378 - 379
Order of windows See Z order
Organizations involved in user interface design 525
Outside-in activation of objects 297
Overtype mode 62

Packages 287
Packaging of products, designing for accessibility 414
PAGE DOWN key 45, 115
Page Setup dialog box 203 - 205
PAGE UP key 45, 115
Palette windows
Always on Top property 208
defining 207 -208
distinguished by size of title bar 207
illustrations 207, 208
integrating for active OLE objects 310-313
pop-up menu for 208
title text font and size 208

Panes 116-119
Parent windows
See also Multiple document interface (MDI)
defined 220
Passwords object, adding services to 273 - 274
Paste command
embedding objects 279 — 280
feedback for 83
in icon pop-up menus 131
overview of transfer operations 74 —77
Paste Link command 75, 283
Paste Shortcut command 75, 283
Paste Special command
descriptive text for 282
dialog box, illustrated 281
overview of transfer operations 7577
transferring OLE embedded or linked objects 280 — 282
Path names
abbreviating by using an ellipsis in 268
avoiding in title bar text 100
Paths for applications, registering 241
Paths to link source, storing 90
Pause command 65
Pen-enabled controls
access to pop-up menus 69, 128
boxed edit controls 169 —170
editing in 66-71
gestures for editing 71 -72
illustrations
action handle with alternative characters 69
action handle with pop-up menu 70
boxed edit control 170
eraser toolbar button 171
gestures 72
ink edit control 171
pen writing tool button 67
selecting text with the selection handle 68
selection handle in a text box 67
Wordlist displayed for a selected word 69
writing tool button 67
writing tool on-screen keyboard 70
writing tool windows 68
ink edit controls 170171
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Pen input
barrel-dragging 38, 77
barrel-tapping 38
direct manipulation of objects 77
double-tapping 38
dragging 38

editing in pen-enabled controls 66 =71

gestures 40-41,71-72
illustrations
common pen pointers 39
gestures 72
targeting handwritten input 42
inking 37,41
pressing 38
recognition 41
support for proximity 39
tapping 38
targeting 42
Pen navigation 44
Pen pointers 39 — 40
Pen proximity 39
Pen selection 55, 57
Persistence 20
Physical movement disabilities,
interface recommendations for 4035
Plug and Play, supporting 275
Pointers
animating 395
common forms of 30
context-sensitive Help pointer 340
described 29
designing 394 - 395

displaying during transfer operations 85— 86, 399

hot spot 31, 394 - 395

hourglass 30, 394

[-beam 30, 399

illustrations
common mouse pointers 30
common pen pointers 39
hand pointer 91
“no drop” pointer 86
pointer hot spots 395

Pointers {continued)
indicating jumps in Help 353
pen 39-40
using to provide feedback 394
Pointing devices See Mouse input
Pointing, described 31
Pop-up menu handlers 254
Pop-up menus
access to 130
avoiding shortcut keys in 129, 140
described 126127
for active OLE objects 308
for controls 128, 141
for icons 130133
for palette windows 208
for primary windows 129 - 130
for secondary windows 129, 180
for selected OLE objects 295
illustrations 126, 128
interaction with 128 —129
keyboard access to 129, 130
menu buttons for 144 - 145
order of commands in 127
pen access to 69, 128
Pop-up windows
contextual Help 341
described 215
illustrations 215, 341, 343
tooltips 343

Porting Windows 3.1 — based applications 21

Power users, designing for 15

Pressed appearance for controls 377 — 378

Pressing
See also Mouse interface summary
keyboard keys 33
mouse buttons 31
pen barrel button 38
pen tip 38
Primary container menu 306
Primary windows
See also Windows
defined 95

pointers for transfer operations 85 illustration of common components 96
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Principles of design See Design principles
Print command
described 86
in icon pop-up menus 132
in the File menu 124
in the primary container menu 306
registering 253
Print dialog box 202
Print Here command 253
Print Setup dialog box 203
Print To command 253
Printing, enabling 253
Procedural Help See Task-oriented Help
Product integration See Integrating with the system
Programs menu, placing application shortcuts in 260
Progress indicators 167 - 168
Progressive disclosure 8
Projects 231 -232
Properties
See also Properties command; Property sheets
displaying for grouped items 193
displaying for heterogeneous selections 193
displaying for multiple selections 192
object characteristics, described 18
providing access to 65— 66
Properties command
described 65
for OLE linked or embedded objects 295, 296, 321 - 324
in icon pop-up menus 131, 132
in palette windows 208
providing feedback for implicit selections 46
Property inspectors 187, 191-192
Property pages 188 — 189
Property sheet handlers 254
Property sheets
See also Property inspectors
adding pages to 254
closing 191
controls for 166
defined 187
for grouped items 193
for heterogeneous sclections 193
for multiple selection of objects 192
for OLE linked or embedded objects 321 -323

Properties sheets (continued)
Help button in 346
illustrations
drop-down list for tabbed pages 189
Link page in property sheet of OLE linked object 323
OLE embedded and linked object property sheets 322
prompt for pending property changes 191
tabbed pages 188
including samples on property pages 191
navigation in 188 — 189
positioning command buttons in 190
size of 386
transaction commands in 190
Prototyping 10
Push buttons See Command buttons

Question mark button for What’s This? command 340
Question mark symbol, avoiding in message boxes 211
Quick View command 132, 256

Radio buttons See Option buttons
Range selection See Contiguous selection
Read-only text boxes 158
Recognition of pen strokes and gestures 41
Record-processing applications, designing 422
Recycle Bin, supporting 273
Redo command 65
Reference Help
adding jumps to 353
adding menus and toolbar buttons to 352
defined 350
guidelines for writing 352 -333
including nonscrolling regions in 353
providing access to 351
window for 351 —352
Region selection 54
Registry
adding property pages 254
enabling printing 233
hierarchical structure, described 238
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Registry (continued)
icons for unregistered file types, illustrated 242
indicating inside-out activation of objects 298
key names, conventions for 238
purpose of 237
registering application path information 241
registering application state information 238 — 240
registering commands 251 —252
registering filename extensions
application identifier key 247 - 248
filename extension key 242 -246
overview 242
table of common extensions 243
registering icons 250
registering OLE 253
registering services for the Passwords object 274
registering shared files 258
registering shell extensions 254 — 256
registering sound events 257
registering the location of System directory 258
registering uninstall programs 263
supporting creation 249 — 250
supporting the Quick View command 256
values, size limit for 238
vs. Win.ini file 259
Related Topics button in Help 349
Relationships between objects 18
Relative path to link source 90
Removing installed applications 263 — 264
Rename command 131, 132
Repeat command 65, 125
Replace command 125
Replace dialog box 202
Resizing windows
maximizing 107
MDI windows 223 - 224
minimizing 108
pointers used for 30
restoring to previous size 108
using a size grip 109
using sizing borders 107
Resolution, VGA 234
Restore button 102, 108
Restore command 108, 129
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Restoring windows 108

Resume command 65

Rich-text boxes 159

Right-click menus See Pop-up menus
Right-clicking See Clicking

Save All command 133
Save As command 64
Save As dialog box 198 - 201
Save command
described 64
displaying the Save As dialog box 198
in the File menu 124
in the primary container menu 306
Save Copy As command 315
Saved Search icon, illustrated 27
Scalability of screen clements 412
Scope of selection 47
Scraps 285
Screen enlargement utilities 406
Screen resolution, VGA 234
Screen review utilities
compatibility with 408 —410
described 406
Scroll arrows 110-111
Scroll bars
avoiding as an interface for setting values 166
components of 109-114
illustrations 110, 112
placing controls adjacent to 116
purpose of scroll bar controls 166
Scroll boxes 111-113
SCROLL LOCK key 45, 115
Scrolling
automatic scrolling 82 - 83, 114-115
illustrations 83, 112, 114
in a single row of tabs 165
in container applications 313
in list boxes 150- 151
keyboard scrolling 45, 115
nonscrolling regions in Help topics 353
providing scroll bars in windows 109 - 110
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Scrolling (continued)
using scroll arrows 110-111
using the scroll bar shaft 113114
using the scroll box 111 - 113
when transferring objects by dragging 82 -83
Secondary windows
See also Dialog boxes; Message boxes; Windows
activating 103
appearance and behavior of 179 -180
button for What’s This? command in title bar 180
cascading 182
closing 106
default button in 184
described 179
displayed by MDI parent or child window 221
Help button in 346
highlighting selections in 396
illustration of typical secondary window 180
interaction with other windows 180 - 182
layout of 388 -390
modal 183
modeless 183, 276
navigation in 185 - 186
opening 104
palette windows 207 - 208
pop-up menu for 129, 180
pop-up windows 215
positioning 183
property inspectors 187, 191 -192
property sheets 187193
size of 386
summary of guidelines 445
taskbar window buttons for, avoiding 268
unfolding 182
validation of input 187
Seizure disorders, interface recommendations for 403
Select key (SPACEBAR)
opening and closing pop-up windows 213
using for disjoint selections 57
using for explicit selections 56
Selecting objects 293 — 296, 315

Selection
See also Mouse interface summary
active end 48, 56
active selection 395 -396
anchor point 48, 56
appearance 395 - 398
contiguous 46, 56
described 45-46
differentiating transfer and selection when dragging 81
disjoint 46, 57
explicit vs. implicit 45
feedback for 46
hierarchical 47
highlighting 396
homogeneous vs. heterogeneous 46
illustrations
adjusting selections 49 —53
examples of selection appearance 396
hierarchical selection 47
pen selection 55
selected graphic object with handles 397
selected OLE objects 293 — 294
multiple 58
pointer for selecting text 30
region selection 54
scope of 47
shortcuts 57
subselection 49
using handles 63, 329, 397
with the keyboard 56 - 57
with the mouse 48 — 54
with the pen 55
Selection handles
See also Handles
for OLE embedded or linked objects 329
for the pen interface 67, 68, 170
Selection range See Contiguous selection
Send To command
described 86
in icon pop-up menus 131, 132
in the File menu 124
Separators 135
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Serif fonts, avoiding 370
Setting up applications See Installation
Setup options, designing 260
Shadow effect used in the interface 371
Shared files
designing shared data files 422
installing 258 — 259
registering 258
Shell extensions
handlers for 254
registering 254 - 256
Shell, integrating with
using desktop toolbars 271
using the registry 254 —256
SHIFT key
See also Keyboard interface

displaying SHIFT key combinations in menus 139
guidelines for modifying mouse actions with 431 -434

international considerations 418
using for contiguous selections 56
using for disjoint selections 57
using for region selection 54
using in modifier key combinations 35
using in shortcut key combinations 35
using to adjust mouse selections 50 —53
SHIFT+ALT+TAB key combination 35, 103, 109
SHIFT+arrow key combination 56
SHIFT+click 432
SHIFT+double-click 434
SHIFT+drag 50-353, 433
SHIFT+F1 key combination 61
SHIFT+F10 key combination 129, 300
SHIFT+FS8 key combination 57
SHIFT+press 431
SHIFT+TAB key combination 185
Short type names
registering 248
using with the Paste command 280
using with the Paste Special command 281
Shortcut buttons in task Help topics 349 - 350
Shorteut icons
defined 27
labeling icons for OLE linked objects 292
opening 196
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Shortcut icons (continued)

placing in the Programs menu 260
using UNC paths for 262

Shorteut key input controls 163
Shortcut keys

assigning 35-36

avoiding in pop-up menus 129

defined 35

displaying in menus 139

for active objects 309

for common viewing commands 61

for primary containers 309

for transfer operations 87

international considerations 418
providing an interface for customizing 36, 163
table of accessibility keys 440

table of common shortcut keys 438 —439
table of Windows keys 439

Shortcut menus See Pop-up menus
Shortcuts

See also Drag and drop; Shortcut icons; Shortcut keys
default operations for 59

for selection 57

for tasks in Help topics 349

for transfer operations 87

for viewing objects 61

keyboard 35 36, 438 — 440

mouse 57, 59

pen 57

Show Objects command 290
ShowSounds option 402

Simplicity 8

Single document interface 219 220
Single selection list boxes 151 -152
Size command 107, 129

Size grip 109

Size of handles 397

Size of icons 392

Size of interface components 384 — 387
Sizing windows

maximizing 107
MDI windows 223 -224
minimizing 108



Sizing windows (continued)
pointers used for 30
restoring to previous size 108
using a size grip 109
using sizing borders 107
Sliders 167
Software integration See Integrating with the system
Sound
accessibility considerations 401
providing the option to customize 402
registering sound events 257
ShowSounds option 402
SoundSentry option 402
summary of guidelines 449
supplementing with other forms of information 401
uses of 401
SoundSentry option 402
SPACEBAR key
opening and closing pop-up windows 215
using as a text entry key 33
using as the Select key 56
using for disjoint selections 57
using with the ALT key 36, 130
using with the CTRL key 56
Spacing of interface components 388 — 389
Special design considerations
accessibility
accessibility aids 406 —407
color 412
compatibility with screen review utilities 408 —410
documentation, packaging, and support 414
keyboard and mouse interface 413
navigational interfaces 411
overview 403
scalability of screen elements 412
time-based interfaces 411
types of disabilities 404 — 405
usability testing 414
user’s point of focus 411
information services 424 —425
internationalization
avoiding references to unsupported features 420
character sets 419
documenting terms and product changes 416

Special design considerations (continued)
internationalization (continued)
formats for categories of information 419 - 420
graphics 417 -418
keyboards 418
layout of interface elements 420
overview 415
text translation 416-417
Microsoft Exchange 424 —425
network computing 421 —422
records processing 422
sound 401 -402
telephony 423
Speech disabilities, interface recommendations for 405
Spin boxes 161 - 162
Split bars 118
Split boxes 117
Split command 118
Splitting windows 116119
Start button 25
Start menu, placing application shortcuts in 260
State information for applications, registering 238 — 240
Static text fields
described 162
illustrations 162, 388
layout of 388, 408
using for compatibility with screen review utilities 408
using to label list boxes 149
using to label text fields 157
Status area of the taskbar, described 26
Status bars
avoiding in secondary windows 180
controls included with the system 175
described 172
illustrated 173
interaction with 173
providing messages in 344 — 346
providing tooltips for 173, 343
supporting user options 174 - 175
using progress indicators in 168
Status field border style 376
Status message boxes 212
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Status notification
adding to the taskbar 269 — 270
for minimized windows 108
Stop command 65
Submenus See Cascading menus
Support services, accessibility considerations 414
Supporting operations for objects 58 - 61
Switching between MDI child windows 225
Switching between windows 103, 181
Switching mouse buttons 31
Symbols, using in graphics that will be localized 417
System folder icons, illustrated 27
System menu See Window pop-up menu
System settings, supporting 275
System, integrating with See Integrating with the system

TAB key
basic function of 45
navigating in secondary windows 185
using as a text entry key 33
using with the ALT key 35, 36, 103, 109
using with the CTRL key 165, 225
using with the SHIFT key 183
Tabs
capitalization of labels for 387
ellipsis in tab label 386
illustrations 165, 188
labeling 165
scrolling 165
single vs. multiple rows of 165
size of 386
switching between 165
tab controls 165
tabbed property pages 188 - 189
TAPI (Telephony API) 423
Tapping 38
Targeting
See also Pen input
guidelines for 42
Task-oriented Help
See also Help Topics browser
guidelines for writing 348 — 349
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Task-oriented Help (continued)
illustrations 347, 350
providing access to 348
shortcut buttons in 349 - 350
task topic windows 347 - 348
Taskbar
as a drag and drop destination 268
avoiding buttons for certain types of windows 268
described 24
hiding to provide more screen space 272
illustrations
button indicating a pending message 270
status indicator in the taskbar 269
taskbar in a different location 25
tooltip showing full title for window button 26
window buttons on the taskbar 24
message notification 270
moving 24
obscuring with full-screen display of windows 272
removing buttons when windows are closed 106
representing minimized windows 108
representing open primary windows 104
Start button, described 23
status area 26
status notification 269 —270
window buttons 26, 268
Telephony API (TAPI) 423
Telephony design considerations 423
Template icons 88
Templates for object creation 88
Testing product design See Usability testing
Text boxes
auto-exit 158
border style 375
capitalization of labels for 388
combo boxes 159
drop-down combo boxes 160 - 161
illustrations 158 - 161
read-only 158
rich-text boxes 159
shortcut key input controls 163
spin boxes 161 —162
standard text box 158
Text editing See Editing
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Text fields
See also Text boxes
border style 375
capitalization of labels for 157, 388
described 157
labeling by using static text fields 157
static text fields 162
Text keys 33
Text labels See Labels
Text selection See Selection
Three-dimensional effects in visual design 371
Tile command 225
Title bar icons
accessing the pop-up menu for 98
defining the pop-up menu for 132
for documents or data files 97
for MDI application and document windows 98
for tool or utility applications 97
illustrations 97 -98
Title bars
See also Title bar icons; Title text
accessing the window pop-up menu 130
avoiding drawing in or adding controls to 101
buttons in 101 -102
described 96
dragging to move a window 106
illustrations 97— 98
Title text
abbreviating 101
avoiding path names and extensions in 100
capitalization of 387
default font for 384
defining 98 - 101
distinguishing multiple views of a file 100
for Help windows 348, 353
illustrations 99, 100
order of filename and application name 98
Toggle keys 34
Toolbars
See also Palette windows
button appearance 380, 381, 382
button images for common functions 176 —178
button size 386
controls included with the system 175

Toolbars (continued)
described 172
desktop toolbars 271 -272
docking 174
for reference Help 351
hiding or closing to provide more screen space 272
illustrations 172
integrating for active OLE objects 310-313
interaction with 173
obscuring with full-screen display of windows 272
providing tooltips for 173, 343
spacing of controls in 389
supporting user options 174 —175
using to insert objects 289
Tooltips
controls for 168
defined 343
displaying and removing 343
for toolbars and status bars 173
for window buttons on the taskbar 26
illustrations 168, 343
pop-up windows for 215
Topic titles in Help, defining 348, 353
Trackbar controls See Sliders
Tradeoffs in design 16
Transaction-based applications, designing 422
Transactions 64 — 65
Transfer operations
See also Transferring OLE linked or embedded objects
canceling a drag and drop transfer 81
command method 74 — 77, 279 - 283
default drag and drop 78
designing transfer appearance 398 —399
differentiating transfer and selection when dragging 81
direct manipulation method 77 - 83, 283 — 284
feedback 83 -86
illustrations
automatic scrolling based on velocity of dragging 83
feedback for transfer operations 85
“no drop” pointer 86
nondefault drag and drop operation 79
pointers for transfer operations 85
translucent and outline appearance 398
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Transfer operations (continued)
nondefault drag and drop 79— 81
nondefault transfer completion commands 80
overview 72-73
scrolling when transferring by dragging 82— 83
shorteut keys for 87
specialized transfer commands 86
supporting for list boxes 151
Transferring OLE linked or embedded objects
command method 74 =77, 279 - 283
direct manipulation method 77 - 83, 283 — 284
paths to link source, storing 90
using scraps 285
using the Create Shortcut command 283
using the Paste command 279 - 280
using the Paste Link command 283
using the Paste Shortcut command 283
using the Paste Special command 280282
Translation of text
considerations for 416417
word lists for localization 455-510
Tree view controls 156 — 157
Truncating filenames 267
Type names See File types
Type, object
See also File types
converting 326 - 328
defined 19
Typing input with the keyboard 33
Typographic conventions xx

Unavailable appearance

list boxes 149

menu items 135, 136

menu titles 136

using for controls 381 — 382
UNC paths, supporting 262, 267, 421
Understanding users 15
Undo command 65, 125
Undo operations for OLE embedded objects 330332
Unfold buttons 142, 182
Unfolding secondary windows 182
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Uninstalling an application 263 — 264
Universal naming convention (UNC) 262, 267, 421
Up-down controls See Spin boxes
Update command 315
Updating links 318, 324
Usability testing
accessibility considerations 414 - 415
as part of the design process 12
bibliography 524
purpose of 11
testing techniques 13 - 14
User assistance
See also Accessibility; Help
context-sensitive Help 339 -343
Help command button 346
Help Topics browser 354 - 3358
reference Help 350-353
status bar messages 344 — 345
summary of guidelines 448
task-oriented Help 347 -350
tooltips 343 - 344
wizards 358 - 363
Users
characteristics of 15
user-centered design principles 3-8
user in control 3

Validation of input 187
Verbs for commands 251 252
VGA resolution 234
View menu 125, 307
Viewing objects
common operations for 59
shorteut techniques 61
Views, managing See Window management
Visual design
accessibility considerations 404, 410, 412
animation 400
anti-aliasing of graphic images 391
appearance of controls 377 - 383
bibliography 532
border styles 372 -376
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Visual design (continued)
color 368 -370
consistency of graphic images 391
dimensionality 371
fonts 370, 384 — 387
handles 397 - 398
icons 390 -393
illustrations
application and supported document icons 392
border styles 372-376
default font usage in windows 385
drag transfer, translucent and outline appearance 398
fonts, effective and ineffective 370
handles, solid and hollow 397
icon sizes 392
layout of buttons 390
layout of controls and text 388
open appearance for an object 399
pointer hot spots 395
selected graphic object with handles 397
selection appearance 396
system-supplied icon for file type 393
use of perspective and dimension in graphics 393
importance of 365
international considerations 417, 420
layout 384 -390
metaphors 4
open appearance 314 -316, 399
pointer design 394 — 395
principles of composition and organization 366 - 368
secondary windows 386, 388 — 390
selection appearance 395 - 398
size of interface components 384 — 387
states for controls 377 - 383
summary of guidelines 448
transfer appearance 398 —399
Visual disabilities, interface recommendations for 404
Voice input systems 407

Walkthroughs, conducting 14
Warning messages 210
‘Well controls 169, 379

Index

What's This? command
access (o context-sensitive Help 339342
guidelines for writing context-sensitive Help 342
including in icon pop-up menus 132
Win.ini file, avoiding use of 259
Window borders
style of 373
using to resize windows 107
Window buttons
as drag and drop destinations 268
avoiding for certain types of windows 268
described 26
ellipsis in 26
flashing to indicate pending message 270
for applications running in the background 268
placing on the taskbar 26, 268
Window frames 96
Window management
illustrations
example of project design 232
example of workbook design 230
example of workspace design 227
maximized MDI child window 224
MDI parent and child window 221
minimized MDI child window 223
MDI alternatives 225 —232
multiple document interface (MDI) 220 - 225
projects 231 -232
selecting a window model 233 —235
single document interface 219 - 220
workbooks 229 — 231
workspaces 227 - 229
Window menu in MDI applications 125, 225, 306
Window panes 116119
Window pop-up menu 129 - 130
Window Z order See Z order
Windows
See also Dialog boxes; Message boxes; Secondary windows
activating 103 — 104
closing 60-61, 105- 106, 222
components of 96 -102
deactivating 103 - 104
default font usage in 384
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Index

Windows (continued) Windows keys
full-screen display 272 avoiding use with modifier keys 36
illustrations : table of WINDOWS key combinations 439
common window components 96 Windows NT, supporting specific versions of 453 —454
MDI parent and child window title bars 100 Windows version 3.1, supporting 451 —452
moving the split bar 118 Wizards 358 — 363
scroll bar 110, 112 Word lists for localization 455 - 510
scrolling with the scroll bar shaft 114 Word wrap 62
split box location 117 Workbooks 229 -231
split window 116 Workspace menu 306
title bar icons 97— 98 Workspaces 227 -229
title text order 99 Writing tool for pen interface 66—71
maximizing 107,223 -224
minimizing 108, 223 - 224 E
moving 106, 223 - 224
opening 60, 104, 222 Z order
palette windows 207 — 208, 310313 activating windows 103
pop-up menu for 129 - 130 for application desktop toolbars 271
pop-up windows 215 for palette windows 208
primary 95 for secondary windows 181
property inspectors 187, 191 -192 : opening windows 60, 105
property sheets 187 - 193 pasting objects in Z-ordered contexts 76
restoring 108 selecting objects in Z-ordered contexts 54

scrolling 109-116

size grip for 109

size recommendations 386

sizing 106 - 109, 223

splitting 116119

summary of guidelines 445

switching between 103, 181, 225

use of windows, described 28
Windows 3.1 - based applications, porting 21
Windows environment

See also Integrating with the system

overview of 23-28
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