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Lesson 1
FileMaker Pro basics

Welcome to the FileMaker® Pro tutorial. This tutorial shows you
how you can manage your information in FileMaker Pro.

Y ou will learn how to use FileMaker Pro software to:

1 locate and sort information

1 create and enter records in a simple database

1 create mailing labels

1 create calculations, buttons, and scripts

1 create and run reports

1 create relationships between FileMaker Pro database tables

It takes approximately four hoursto completethistutorial, which can
be done in one session or several shorter sessions.

How to use this tutorial

These lessons are based on the membership database of afictitious
travel firm, The Corporate Travelers Club. Corporate travelers who
aremembers of thisclub savetheir businesses money ontravel costs,
and the club’ s expenses are offset by an annual membership fee.
FileMaker Pro is used to track the members' names, addresses, and
membership status, as well as to generate labels and form lettersto
contact members.

It's best to complete these |essons sequentialy, as the concepts
introduced in early lessons are assumed to be understood in later
|essons. However, because the lessons are self-contained, it's
possibleto skip lessons entirely, or to complete them later if desired.

Thistutorial assumes that you are familiar with your computer’s
operating system. Opening files, locating folders, and other activities
that require some knowledge of your computer’ s OS are a necessary
part of completing this tutorial.

Filesincluded with thistutorial areintended to illustrate the features
of FileMaker Pro, and as such, might be unsuitable for use as
templates for further development.

We begin with a demonstration

To show you the goal of each lesson up front, we guide you through
asamplefilethat illustrates afeature or concept. Thisway, you will
aways know alesson’s objectives.

We explain how it works

Asweintroduce new techniques and concepts, we will explain how
to use them in other situations.

You build the structures

Because using FileMaker Pro is the most effective way to learn the
application, each lesson features a hands-on activity designed to
guide you through menus, screens, and concepts step by step.

Where to find the lesson files

If the tutorial files were installed, they arein:
FileMaker Pro 7 folder\English Extras\Tutorial

The tutorial files are d'so on the FileMaker Pro 7 CD:

FileMaker Pro 7 CD\English Extras\Tutorial

Important If the files are not installed, you must copy the Tutorial
folder from the CD to your hard drive before beginning this tutorial .

The samplefilesillustrate the concepts explained in the lessons, and
let you see how features work before you build them. Refer back to
the sample file associated with each lesson if you need to.
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The working files mimic the sample files, except the features being
taught in particular lessons have been removed. Y ou will add these
missing items and structures as you complete each lesson.

Overview of the FileMaker Pro Tutorial folder structure

A
- ) or ﬁ
‘ 4

FileMaker Pro 7 CD FileMaker Pro 7 folder

'Y

English Extras
‘ Tutorial ‘
Sample Files Working Files

I
Sample02.fp7 MyFile05.fp7
Sample03.fp7 MyFile06.fp7
Sample04.fp7 MyFile07.fp7
Sample05.fp7 MyFile08.fp7
Sample06.fp7 MyFile09.fp7
Sample07.fp7 MyFile10.fp7
Sample08.fp7
Sample09.fp7
Sample10.fp7

If you need to start over

If you make a mistake or need to start over, replace your existing
Tutoria folder with a new copy from the FileMaker Pro 7 CD.

Database concepts

What is a database?

A database is a method of organizing and analyzing information.

Y ou’ ve probably used several databasesrecently without realizing it.
A date book, a parts|list, and even your own address book are
databases.

Why use a database?

Storing information in a database file has many benefits. A database
doesn' t just hold information—it hel psyou organize and analyze the
information in different ways. For example, databases allow you to
group information for reports, sort information for mailing labels,
count your inventory, or find a particular invoice.

Computerized databases offer many additional advantagesover their
paper-based counterparts: speed, reliability, precision, and the ability
to automate many repetitive tasks.

How is a database organized?

A database fileis organized into one or more tables. Tables store
records. Each record is a collection of fields.

Imagine your address book is a FileMaker Pro database file. Each
listing in your address book is one record in an Address Book table.
Each record has information, such as name, address, city, and so on.
Each of these pieces of information—name, address, and city—is
stored in a separate field.

How is field data displayed?

FileMaker Pro displays fields on layouts. Each layout is based on a
single table, and displays records from that table.



Imagine that your database has a Tasks table in addition to the
Address Book table. A layout based on the Address Book table will
display fields and records from the Address Book table. A layout
based on the Tasks table will display fields and records from the
Tasks table.

FileMaker Pro basics

Unlike most word processing or spreadsheet programs,

FileMaker Pro saves your work automatically. Consequently, it's
important to carefully consider your actions when making sweeping
changesto your files, especially when del eting records. Oncerecords
are deleted, they are completely removed from your database.

Asyouwill learn in lesson 11, you should back up your fileson a
regular basis. Backups can save you many hours of unnecessary
work and worry in the event that your files become lost or damaged,
or records are inadvertently deleted.

About FileMaker Pro modes

When you work in FileMaker Pro, you work in one of four modes.
1 Use Browse mode to enter data and view records.

1 Use Find mode to locate arecord or agroup of records quickly.

1 Use Layout mode to specify how information will appear on the
screen or when you print it.

1 Use Preview mode to see what the pages will look like when you
print them.

Once you have opened a database, you can switch from one mode to
another using either the View menu, mode buttons, or the mode pop-
up menu at the bottom of the application window.

FileMaker Pro basics 9

Currﬁgﬁ gc\?sdeej [ilename
Mode enn SampleFile

b - Browse | m
uttons — MEIEE]
Layout:
Name of Data Entr [¥]
layout :
'S
PN Member Number [1
Rucord FirstName | Mary
Number of —: Last Name | Smith
the current Toa Home Address 1 [123 Elm St.
Home Address 2
record
Sorted City |New York
Country [USA
Company DEF Ltd
Membership Type O New @® Gonlinuing
Fee Paid [$100.00
Date Paid [12/12/1999
Renewal Fee  [100
Fields
v
100l Browse | @D v

For more information

For moreinformation on FileMaker Pro basic concepts, see chapter 1
of the FileMaker Pro User’s Guide.

Y ou can also find comprehensive information about procedures and
conceptsin FileMaker Pro Help.

To access FileMaker Pro Help:

Choose Help menu > FileMaker Pro Help.
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Lesson 2
Browsing information

Y ouview, enter, or changedatain Browse mode. Thisisthesimplest
way to interact with your database.

In thislesson you will:

1 open adatabase with data already in it

1 move between records

1 view information in different ways by switching layouts

1 see the difference between form view, list view, and table view

Important Copy the Tutorial folder to your hard drive or verify that

it isinstalled before beginning this lesson. See “Where to find the
lesson files’ on page 7 for more information.

Open a database and move
between records

To open the sample database for this lesson:

1. Open the Tutoria folder on your hard drive.
2. Open the Sample Filesfolder.

3. Open Sample02.fp7.

4. Notice that the database isin Browse mode. FileMaker Pro
defaults to Browse mode when a database is opened.

ene6
The current mode is Browse
identified at the top of NIFIEIE! —
the status area . o=

Layout: -
'Data Entr [¥) =
-

In the status area, notice that there are 30 records and that the first
record is displayed.
8ene Sample02

_BI’DWSE
meltih -l e

Layout: w-
DataEntr [B) |

Book icon
S
Member Number 1

Slider—a——

Record: First Name | Mary

Last Name  Smith

Record currently—:
i Home Address 1 123 Eim St.
dISpIayed -{Bm Home Address 2

SI‘"Ed City New York
Number of

records Status area

5. Click the right page of the book icon to move forward one record
at atime, and click the left page to move back one record at atime.

6. Drag the slider to the right and release to move forward a number
of records at onetime. Drag the slider to the left and release to move
backwards a number of records.

Y ou can also type arecord number inthe areaimmediately bel ow the
book icon to change the current record displayed.

View information in different ways

Even though you enter information only oncein FileMaker Pro, you
can use that information in many ways. Layouts let you view some
or &l of your fields.

Becauseit is not necessary to see all of your fields in each layout,

layouts are a powerful tool for working with or printing just the
information you need to accomplish a particular task.
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&5 D 8ene Sample02
: Browse m
WelTih
Steve Williams - U ErTs
789 Ninth Avenue @B Layout .= =‘
New York, NY 10001 : c w
(Data Enur¥)
—_—
Dear Sophie, I
I
Thank you for reserving acruise with us. We L
o value your business and appreciate the Member Number |1
@B . o—
. Phone List D toserveyou. First Name | Mary
Record:
JenitaAlvarez 551234 If you have any questions about your T Last Name [Smith
Michelle Cannon coo 1231 reservations, please call us—we want you to e
Andre Common coo1230 be satisfied with your cruise: Total: Home Address 1 123 Elm St
Marie Durand 5551234 b Home Address 2
Jean Durand 555-1234 i?‘ue:_dy' Unsorted Gity |[New York
William Johnson 555-1234 ntee
John Lee 555-1234 Country  [USA
Patrick Murphy 555-1234 Company  DEF Ltd
LeNguyen 555-1234
Km&griyOgma 555-1234 Membership Type New @® Continuing
Mary Smith 555-1234 Fee Paid [§100.00
John Smith 5551234
Sophie Tang 5551234 Date Paid |12/12/2003
Steve Williams 555-1234 Renewal Fee [100
Betty Wilson 555-1234 .
v
100 el Browse | @D <+ 4

The same data can be arranged differently with multiple layouts The Data Entry layout displays all of the fields in the Sample02 table

See a different layout 3. Choose the List of Members layout from the Layout pop-up menu.

Thislayout shows each record as one row in a columnar list. Notice
that the List of Members layout contains only four of the fields that
were present in the Data Entry layout. Because fewer fields are
present on this layout, some data is simply not displayed, however,
no data has been removed from the database.

To see some layoutsin action, use the Sample02.fp7 samplefileyou
just opened.

1. Click the Layout pop-up menu, located above the book icon. A list
appears showing the layouts available in thisfile.

Layout: |

'Data EntrB + Data Entry

Fee Information
Labels

Layout pop-up menu

I 1
1 Welcome Letter
1 B List of Members
Corporate Account Information
e— Mambership Type Report
Record: Membership Fee Report
1—-' Companies

2. Notice the check mark next to the Data Entry layout, your current
layout. The Data Entry layout shows al of the fieldsin the
Sample02.fp7 table.



eo6 Sample02
Browse
LG 0
Layout:
I { ~ | FirstName Last Name Company Membership Type
L Mary Smith DEF Ltd Continuing
| Andre Common ABC Company Continuing
Record: Steve Williams ABC Company New
1 Kentaro Ogawa ABC Company Continuing
Total: Marie Durand DEF Ltd Continuing
— Michelle Cannon XYZ Ine. Continuing
John Smith XYZ Inc New
Patrick Murphy XYZ Ine. New
Jean Durand XYZ Inc New
Le Nguyen DEF Ltd New
John Lee XYZ Inc New
Sophie Tang DEF Ltd Continuing
Juanita Alvarez DEF Ltd Continuing
Betty Wilson XYZ Ine. New &
[
100 oW B Browse (&) Yalr

The List of Members layout displays only four of the fields present
on the Data Entry layout

4, Gotothe Layout pop-up menu and return to the Data Entry layout.
No data has been lost.

View your layouts as forms, lists, and tables
Y ou canview your layoutsin threedifferent ways: asaform, asalist,
and asatable.

1 Form view displays your current layout one record at atime.

1 List view shows your current layout as alist, with one record
appearing beneath another.

1 Table view shows you many records at one timein agrid.

Generally, layouts can be toggled between form view, list view, and
table view while the database is in Browse mode.

Browsing information 13

Sample02

Last Name. Company
Smith DEF Lu.

Sample02

Company
DEF L.

ABC Company

ABC Company New

ABC Company Continuing
Sample02

9 .

100 LB Browse € - mp
Form view s Campary
Jean |ABC Company
Le XYZ Inc.
Sophie [XYZ Inc.
Juanita IDEF Ltd.
e (YZ Inc.
Betty IDEF Ltd,
[ s
100 ool Browse (=) 30 DEF Ltd.
o XYZ Inc.
List view
XYZ I i
4

100 e Browse:

Table view

The List of Members layout, viewed as a form, then as a list, and finally as a table

Switch between form view, list view, and table view in the same
layout to see how they are different.

1. In Sample02.fp7, switch to the List of Members layout. Y ou see
many records, displayed asalist.

2. Choose View menu > View as Form.

Y ou now see asingle record, displayed in the same layout. Only the
viewing option has changed.

3. Choose View menu > View as Table.

The View as Tablefeature allows you to view many records at once
inagrid.

4. Choose View menu > View as List to return to the origina view of
the List of Members layout.

5. When you are finished with this lesson, close thefile by choosing
File menu > Close.
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For more information

Y ou have opened a database, browsed through records, switched
layouts, and learned the differences between form view, list view,
and table view. For more about browsing information in
FileMaker Pro, see chapter 1 of the FileMaker Pro User’s Guide.



Lesson 3
Finding and sorting records

Y our databaseisacollection of records. Sometimesyou’ |l work with
all of the records in the database (to mail out an annual catalog for
each customer, for example). Often, however, you' Il work with a
subset of your database—people who comefrom aparticular city, for
example, or records that fall within a particular range of dates.

In FileMaker Pro, this process of searching for records that match
particular criteriais called finding records. Once you’ ve found the
records you want to work with, you can changetheir order by sorting
them. Records can be sorted in ascending or descending order.

In thislesson, you will:

1 find records matching criteriain asingle field and multiple fields
1 find records matching arange of data

1 narrow your searches by omitting records

1 sort records in ascending and descending order

Important Copy the Tutorial folder to your hard drive or verify that

it isinstalled before beginning this lesson. See “Where to find the
lesson files” on page 7 for more information.

Find records based on criteria in
asingle field

In the membership database, find all of the members that are from
New York City.

1. Open the Tutoria folder on your hard drive.
2. Open the Sample Filesfolder.

3. Open Sample03.fp7.

4. Choose View menu > Find Mode.

In Find mode, you create afind request using the fieldsin the layout
you see. Type the criteriayou want to search for directly into the
fields on the request.

5. Type New York intheCity field.
6. Click the Find button in the status area.

Find —
button

Y our find request returns records for four memberswho livein New
York. Thisisthe found set.

Noticethat FileMaker Pro returnsto Browse mode when your search
iscomplete.



