What About Specific Form Design Notes:
  a.  Type Standardization.  The constant information (form title, box heads, column headings, etc.) on most forms, is Universe TrueType.  On most forms the filler font is CG Times TrueType.

    b.  Columnar Forms (example: DA Form 2446). The first line entry in the column areas may be entered by tabbing across the top line; however, since the right most column is a variable length field, the cursor will not properly reset to column 1 with the TAB key.  The cursor may be manually reset in column 1 by use of a mouse and the return/enter key, or the cursor pad and return/enter key.

    c.  DA Form 67-9, Officer Evaluation Report.  Two fill fonts are used in this form.  The data portion uses a 10-point CG Times font; the narrative portion uses a larger 12-point CG Times font.  Registration marks (small cross like figures) have been placed in several places on this form to aid in final processing.

    d.  DA Form 638, Recommendation for Award.  This form incorporates some distinctive design features.  Knowing what these features are and understanding how the form works will make using it easier.

    (1)  The type of award entered into block 10, Recommended Award, determines the font size, line spacing, and number of lines that can be entered into block 21, Proposed Citation.  The form is designed to accept as a valid entry in block 10 any one of 12 types of awards.  Users can see what these valid entries are by clicking the 'question mark' (?) or the letter 'L' on the status bar at the bottom of the screen or the 'View Field Help' button on the second row of the toolbar at the top of the screen.  Six of the valid entries will allow six lines of text to be entered into block 21.  The other six valid entries will allow nine lines of text to be entered into block 21.  These limitations on the amount of text accepted into block 21 are in accordance with Step 15, Table 3-4, AR 600-8-22.

    (2)  Block 21 can not be filled unless block 10 is filled.  When filling the form, don't use the mouse pointer to place the cursor into block 21; use the tab key.  To get into block 21 without tabbing through the form, click the mouse pointer into the block above it then tab into block 21.

    (3)  Block 10 contains two data fields, the first for the type of award and the second for the addition of an oak leaf cluster or number of award.  If the award for which the form is being prepared does not require an entry for oak leaf cluster or number of award, tab past the second field in block 10 and continue entering information in block 11.

    e.  DA Form 2166-8, NCO Evaluation Report. Two fill fonts are used in this form.  The data portion uses a 10-point CG Times font; the narrative portion uses a larger 12-point CG Times font.  The Formflow edition of DA Form 2166-8 is contained in a single locked file.  (A2166_8.FRZ) which cannot be modified.

    f.  SF 85, Questionnaire for Non-sensitive Positions, Sep 95.  This is a large multipage form obtained from the DOD Electronic Forms Repository.

    g.  SF 86, Questionnaire for National Security Positions, Sep 95.  This is a large multipage form obtained from the DOD Electronic Forms Repository.

    h.  Graphic Image Files.  Graphic images contained in forms are stored in a separate file.  As an example, the image file for DA Form 3449 is "A3349.IMG."  For the form and the graphic image to merge properly, the graphic file MUST be located in the same DOS directory/subdirectory as the form file.

