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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.

| e06e Sample03
o find |
NIh -l e

Layout; | )
Data Entr[p) | S

Member Number |

Request: FirstName |

Last Name |

Home Address 1 |

Home Address 2 |

= Gty {New York

+ Country |

Company [

Membership Type {7 New 0 Ganlinuing

button Fee Paid |

Date Paid |

Renewal Fee |

100[ el Find

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.
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Layout:
Data Entr |
I
"
L
o
Record:
1
. Found:
Number of records in 4
the found set Tl )
3p———— Total number of records in

the database

7. Click the book icon or dlider to view each of the four recordsin
the found set.

Find records based on criteria
in separate fields

Y ou can find records that match multiple criteria, for example

memberswho are both from the United States and are new members.

Thistype of search is commonly referred to as an AND search. To
perform an AND search in FileMaker Pro, type each search criterion
directly into the appropriate field in Find mode.

To find all memberswho live in the United States and are new
members:

1. Choose View menu > Find Mode.

2. Type USA inthe Country field.

3. Locate the Membership Typefield, and select the New radio
button.

Select the New radio button in
the Membership Type field

Membership Type [@ New (O Confinuing

4. Click Find in the status area.

Y our find request returns afound set of two records for the two new
members who live in the United States.

5. Tofind all of therecordsin your database, chooseRecords menu >
Show All Records.

Note It is not necessary to choose Show All Records before
performing aFind, as FileMaker Pro finds records from the entire
database by defaullt.

Find records that match multiple
criteria in the same field

Sometimes you need to find records that match more than one
criterionin asingle field. For example, you may need to find all
memberslocated in either New Y ork or London. Thistype of search
iscommonly referred to asan OR search, because your found set will
consist of records that match any one of the find criteria.

To perform an OR search in FileMaker Pro, you will need to use
multiple find requests.

1 Typethefirst search criterion into the appropriate field of the first
find request.

1 Create asecond find request and enter the second search criterion
in the samefield.

Whenyou click the Find button, FileMaker Prowill retrieveall of the
records that match any of the criteriayou’ ve entered.

Tofind all membersliving in New Y ork or London:
1. Choose View menu > Find Mode.

2. Type New York inthe City field.

3. Choose Requests menu > Add New Request.

Notice that the status area shows that there are two requests.



Layout:

'Data Entr [¥)

Number of requests

4. Type London inthe City field of this second request.
5. Click Find in the status area.

Y our find request returns afound set of six recordsfor six members
who live in either New Y ork or London.

Find records that match a range
of criteria in the same field

Sometimes, you might want to find records that match a range of
criteriawithin asinglefield. For example, you might want to find all
of the recordsthat fall within aone-month period, or locate al of the
sales invoices numbered between 500 and 1000.

To perform this type of search in FileMaker Pro, you use a specia
range symbol in your find request to specify the lower and upper
limits of your find criteria.

To find the members who paid their membership fees between
January 1, 2004 and June 30, 2004:

1. Choose View menu > Find Mode.

2. Type 1/1/2004 inthe Date Paid field.

3. Inthe status area, click the Symbols pop-up menu. Select range
from thelist, or type an ellipsis(...).

Finding and sorting records 17

EEE
Find__

5

S P Y

Layout; B

Data Entr [¥]

Member Number

First Name

Last Name
Home Address 1
Home Address 2

omit [ Cite |
Symbols 30 < less than

= less than or equal
> greater than

fir
E = greater than or equal =

= exact match

Symbols pop-up menu

! duplicates

// today's date

7 invalid date or time

@ one character

# one digit

* zero or more characters
" literal text

~ relaxed search

== field content match

Y our find request should now have 1/1/2004. .. intheDate
Paid field.

4. Immediately after the ellipsis(...), type 6/30/2004.

Date Paid  [1/1/2004...6/30/2004 |

5. Click Find.

Y our search returns six records, for six memberswho paid their fees
within the first six months of the year 2004.
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Narrow your search

Sometimes, you might need to find recordsthat match certain criteria
while at the same time excluding others (for example, finding all of
the recordsthat were added in agiven year except for those added in
February, or finding al customers who reside in New Y ork state
except for thosein New Y ork City). Y ou can perform these types of
finds by using a combination of multiple find requests and omitting
certain records.

Because FileMaker Pro processes multiple find requestsin the order
they are created, it is possible to create very specific, layered
searchesin this manner. Omitting recordsin a search does not delete
them from the database.

To find the records of members who paid their feesin the first six
months of 2004, except for those who paid their feesin February:

1. Choose View menu > Find Mode.
2. Type 1/1/2004 inthe Date Paid field.

3. Inthe status area, click the Symbols pop-up menu. Select range
from thelist, or type an ellipsis.

4. After the dlipsis, type 6/30/2004.

5. Choose Requests menu > Add New Request. Notice that the status
area shows that thisis the second request.

6. Type 2/1/2004 inthe Date Paid field.

7. Inthe status area, click the Symbol s pop-up menu and select range
from thelist, or type an ellipsis.

8. After the dlipsis, type 2/29/2004 in the Date Paid field.
9. Click Omit in the status area to select it.

Layout:
Data Entr ¥)

Request:
2

Total:
2

omit H—

Symbols [

Omit checkbox

(CFind )

10. Click Find.

Y our search returns five records for five members who paid their
fees within the first six months of 2004, except the month of
February.

Sort your found set

Once you have afound set of records to work with, you might want
to sort those records. For example, you might want to display the
records in aphabetical order, or sort them from newest to oldest.
To sort records in aphabetical order by the members’ last names:

1. Go to the Layout pop-up menu and choose the List of Members
layout. Thislayout will makeit easier to seetheresults of the sorting.

2. Choose Records menu > Sort Records.

3. If any fields appear in the Sort Order column on the right side of
the dialog box, click Clear All.

4. Inthelist of available fields, select Last Name and click Move.



Sort Records

Current Table ("Member... [3) Sort Order
Member Number S KN |
First Name (Clear All )
——
Last Name =
Home Address 1 ¢ Clear )
~ -/
Home Address 2
City
Country
Campany 'Y
Fee Paid
nnnnnnn A b
. . .l @ Ascending order
Sort direction I O Descending order
buttons become Lo O Custom order based on value list | <unknow z
active whena
field is selected " Reorder based on summary field ( Specify... )
(] Override field's language for sart  English =
(" Unsort ) (" Cancel ) @

r

Notice the sort direction symbol to the right of the Last Name field
increases in size from left to right. Thisindicates that when the
database is sorted by this field, the datawill be in ascending order
(from ato 2).

5. Click Sort.

The namesin the List of Members are now in alphabetical order by
last name.

6. When you are finished with this lesson, close each open file by
choosing File menu > Close.

Finding and sorting records 19

For more information

Y ou have found records based on avariety of criteria, and narrowed
your searches by using Omit. Y ou have sorted the results of your
searches. For more information on finding and sorting recordsin
FileMaker Pro, see chapter 1 of the FileMaker Pro User’s Guide.
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Lesson 4
Creating a database and entering records

In the previous lessons, you saw how to use a simple database with
existing data. Now you will create your own file and add records.
In thislesson you will:

1 create a simple database

1 definefieldsto hold different kinds of data

1 create records

1 enter data

1 modify data

If you are not familiar with database basics, you should do the first
two lessons in this tutorial before continuing.

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.

Create a simple database and define fields

Look at the sample file

The samplefileisthe model for thefile you'll create. It shows you
how fields are defined and that different field types hold different
types of data.

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

3. Open Sample04.fp7.

4. Choose File menu > Define > Database.

5. In the Define Database dialog box, click the Fields tab if it is not
already selected.

6. Choose Members from the Table pop-up menu if it is not already
selected.

Y ou see the all of the fieldsin the Members table.

Define Database for “Sample04 ™ E‘

Tables Fields | Relationships |
Table: [ Members =1 fields defined View by: |creation order v
Field Mame: | Type | Options { Comments_(Click to taggle) |
+ First Name Text
¢ Last Name Text
+ Fes Paid Humber
¢ Date Paid Date
Eield Mame: [ Type: | Text |
Comment: |
Create |

7. Notice thefields are of different types. The First Name and Last
Name fields are of type Text. Fee Paid is of type Number, and Date Paid
is of type Date.

8. Click OK.

9. Notice that the datain each field corresponds to the field type,
such as numbers in the number field and a date in the date field.
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About field definitions

You create afield for each category of information you want, such
as First Name or City. To find, sort, calculate, and display data
correctly, the field type should match the kind of datait contains
(text, number, date, and so on). For example, you can’t search for
text valuesin afield of type Number.

You will learn about other field typesin later lessons.

Create a database
1. Choose File menu > New Database.

2. If you see the New Database dialog box, choose Create a new
empty file, then click OK. If not, go to step 3.

3. GototheWorking Filesfolder and select it asthe location for this
file.

4. For File Name, type MyFile04.
5. Click Save.

The Define Database dialog box appears. By default, FileMaker Pro
creates a table for you, with the same name as your file. You can
change this name later if you want to.

Y ou will now create fields to store information.

6. To createthefirst field, type First Name intheField Name box.

7. Notice that the field typeis Text.

Define Database for “MyFile0d ™

Tatles Fiekds | Relationships |

Table: | MyFiled4 v 0fields defined Vlew by: |creation order

Field Name [ Tvpe | options  Comments _(Cick to toggle) |

Name a field

el Hame: [ s sl Type: | Ten

=

Conment: |

=] |
oK Cancel

Specify the field type

8. Click Create.
9. Type Last Name in the Field Name box.
10. Click Create.

11. Type Fee Paid intheField Name box, select Number from the
Type list, then click Create.

12. Type Date Paid in the Field Name box, select Date from the
Type list, then click Create.

13. Click OK.

Y ou seethe empty fieldsin anew, blank record. Field labels identify
thefields. Your fileisready for dataentry.

Flrst Name
. Last N;
Field labels astiiame

Fee Pald

Date Pald

Enter data here

FileMaker Pro automatically saves your changes as you work.



Enter data into the database

Now you can begin to enter members data.

Create the first record

1. If you don't see field boxes, press Tab to begin data entry.
2. Type Jane in the First Name field.

3. Press Tab to move to the next field.

4. Type Doe inthe Last Name field.

5. Type 25 inFee Paid.

Y ou will learn how to format number fieldsto display ascurrency in
the next lesson.

6. Type 11/11/2004 in Date Paid.
The completed record should look like this:

First Name Llane

Last Name Do

Fee Pald 25
Date Pald  [11/11/2004

Create another record
1. Choose Records menu > New Record.

2. Asyou did for Jane Do€ s record, enter datafor John Smith,
who paid 75 dollarson 2/2/2004.

Y our database now contains two records. Click the book icon to see
each record.
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Modify data in a record

Suppose you realize that Jane Doe paid 75 dollars, not 25. Y ou can
easily correct the entry.
1. Go to Jane Do€' srecord.

2. Select the amount in Fee Paid.

First Name Llane

Last Name Dog
Fee Paid l25 |
Date Pald  11/11/2004

3. Type the new amount, 75.
4., Click an empty area outside afield to save the change.

5. When you are finished with this lesson, close each open file by
choosing File menu > Close.

For more information

Y ou have created a simple database and defined fields, and added
and modified records. For moreinformation, see chapters1and 2in
the FileMaker Pro User’s Guide. You can also use or build on the
database template files included with FileMaker Pro. For more
information on entering datain different field types and by different
methods, including import, see lesson 7 in this tutorial and
chapters 1 and 4 in the FileMaker Pro User’s Guide.
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Lesson 5
Customizing what you see

Y ou can enhance the way your data looks by adding graphics and
other effects.

In thislesson, you will:

1 learn how layouts determine what you see

1 add, resize, and move fields

1 display valuesin anumber field as currency

1 add text to alayout, and change its size and color

1 add graphics

1 see where to find other ways you can customize alayout
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.

Customize your view in Layout mode

Look at the sample layouts

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

3. Open Sample05.fp7.

4. Choose Data Entry from the Layout pop-up menuif itisnot already
selected.

Layout:

Data Ent_»

Layout pop-up menu
I
S

—

Notice that the layout is structured like a standard form, with field
|labelsontheleft and dataon theright. Also, all fieldsinthe Members
table are present on the Data Entry layout.

5. Choose Fee Information from the Layout pop-up menu.

6. Notice that although thisis the same record in the same table, the
datais displayed differently:

1 First Name and Last Name are side by side
1 Youseeonly fivefields:
1 First Name, Last Name, City, Country, and Fee Paid
1 The amount in Fee Paid is prefaced with a currency symbol.

#¥ FileMaker Pro - [Sample05] @@E\
| File Edt Wiew Insert Format Rerords Srripts Window Help NI
DE-¥ &V =R = e
Browse =
U 1 -l =
10 ol ]G]l S
Layout, )
| [Fee Infor_+] w
—
X
X
XL
— First Name: Last Name
Aecord: Marv Smith
| IE Citv | New York
Tatal Countrv | USA
el .
Fee Paid | $100.00
Unsorted
100 ol B Bromse | ¢ | [
For Help, press F1 UM

Y ou will make these changes to MyFile05 later in this lesson.
7. Choose View menu > Layout Mode.
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Y ou use Layout mode to customize the appearance of your data.
Although the dataiis still in the file, you do not seeit here. Instead,
you see the names of the fields.

About layouts and tables

Each layout is based on asingle table, and shows records from that
table. If your file contains only onetable, all layoutsin your file will
be based on that table. If your file contains more than one table, you
must choose which table your layout will use at the time you create
the layout, although you can change this later if necessary.

The table you choose as the basis for your layout isimportant
because it determines which fields and records are available for use
on that layout. Fields and records that are not stored in the current
table can still be used, but must be accessed through relationships.
For more information on relationships, see lesson 10, “Making
databases relational .”

About customizing layouts

Design layoutsin Layout mode. Y ou can include any combination of
fields, text, and graphics on alayout. Y ou can change the font and
color of fields and text. Y ou can also change the formatting of
Number or Date fields.

Changesyou make in Layout mode affect only the way data appears.
The dataitself remains asit was entered.

Tip Leavethe samplefile open to refer to asyou build these features
in the working file.

Customize a layout

Y ouwill changeasimplelayout inthislesson’ sworking fileto make
it look like the Fee Information layout in the samplefile.

1. Open the Tutorial folder on your hard drive.
2. Open the Working Files folder.
3. Open MyFile05.fp7.

4. Choose View menu > Layout Mode.

5. Choose Fee Information from the Layout pop-up menu.

Youseeaplainlayout. Y ou will modify thislayout in different ways
in the following sections.
Resize, move, and add a field

Select and resize a field
1. In Layout mode, click the First Name field to select it.

li(:lick to select

First Name  |First Marme

Click and drag the
handle to resize

2. Drag the handle at the lower-right corner of the field to the left
until thefield issmaller, yet large enough to display the longest first
name you expect in your file.

3. Choose View menu > Browse Mode.
4. Click Save to save changes to this layout, if prompted.

FileMaker Pro can save layout changes automatically, or prompt you
to save changes beforeleaving Layout mode. To savelayout changes
automatically, select the Save layout changes automatically checkbox
in the Save changes to this layout dialog box.

5. In Browse mode, flip through the records.

If the field doesn’t display all names completely, return to Layout
mode and make the field larger.

6. Repeat this process for Last Name.

Move a field
1. Choose View menu > Layout Mode.

2. Click inside the Last Name field and drag it beside the First Name
field.



First Name  |EirstIdame Lagtha
Last Marme

Courtry  [Couminy
Fee Paid i

3. Drag the Last Name field label above the Last Name field.
4. Drag the First Name field label above the First Name field.
5. Choose View menu > Browse Mode to see your results.

Add afield

If afield hasbeen defined in atable, you can display it on any layout
based on that table. In this database, some defined fields are not on
this layout. Y ou will add one of these fields now.

Note Y ou can also place fields from other tables on your layouts, as
explained in Lesson 10.

1. Choose View menu > Layout Mode.

2. UsingtheField tool, drag thefield to thelayout, and placeit below
the First Name field.

First Name Last Name

First Name Last Name
Country | Country.
Fee Paid |Fee Paid
Drag the new field

3. Inthe Specify Field dialog box, select the City field.
4. Click OK.

5. Choose View menu > Browse Mode to see your field.

Field tool —— e

\\\‘3Pq\\\\\\\m\\\\

Y ou see acity entered in each record. City data was entered
previously, and the field holds the data.
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Display a number as currency

Y ou can display anumber as currency, even though only the number
istyped into thefield.

1. Choose Window menu > Sample05.
2. Choose View menu > Browse Mode.

3. Inthe Fee Information layout, look at Fee Paid and notice that the
number displays as currency.

4. Click the number to see the data actually entered in the field.

Formatting affects only the way datais displayed. It does not change
the data.

5. Choose Window menu > MyFile05.
6. Choose View menu > Layout Mode.
7. Select the Fee Paid field.

8. Choose Format menu > Number.

9. Select options as shown in the following Number Format dialog
box.

Iv Use notation: | Currency [Leading/|nside) j Currency symbal: | $

™ Do nat display number if zera

Mumeral bype: | Halfwidth [Defaull]

10. Click OK.

11. Choose View menu > Browse Mode to see the formatted data.
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Add color to a layout part

Y ou will changethe color of thetop of the layout to match the colors
of other layoutsin thefile.

1. Choose Window menu > Sample05.

2. Choose View menu > Layout Mode and ook at the header at the top
of the layout.

Thisisyour model.

3. Open MyFile05.fp7 if it is not already open.

4. Choose View menu > Layout Mode.

5. Choose Fee Information from the Layout pop-up menu.

6. Select the Header tab to make that part of the layout active.

Windows: The Header label will become lighter in color when
selected.

| Header I

Mac OS: The Header label will become darker in color when
selected.

]I Header !

7. Choose thefill color palette.

Fill color palette

Cther Color...
|

8. Choose Other Color from thefill color palette.
The header part uses a custom color.

9. Mac OS: Select the slidersicon UE: and choose RGB Sliders
from the Colors dialog box pop-up menu. (Windows users can skip
this step.)

10. Enter these values in the Color dialog box:

Color Value
Red 170
Green 191
Blue 170

11. Do one of the following:

1 Windows: Click Add to Custom Colors, then OK.
1 Mac OS: Click OK.

The header is now colored.

|||I|||||1PQ||I|||||2pQ||I|||||3PQ||I|||||4pQ||I||||§|5PQ|

Header

P L1 I -



Add custom text to a layout

Y ou will add the name of the organization to the top of the layout,
then format the text.

Add text

1. Choose Window menu > Sample05.

2. Choose View menu > Layout Mode and ook at the heading at the
top of the layout.

Thisisyour model.

3. Open MyFile05.fp7 if it is not already open.
4. Choose View menu > Layout Mode.

5. Select the text tool.

Text tool —————

_Body |

Footer

II|IIII|3PqII|IIII|2PEIII|IIII|1PEIII|I

6. Click thetop of thelayout where you want to begin theline of text.

7. Type The Corporate Travelers Club.
8. Click the selection tool || to end the text entry.
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Change text size and color

1. Click the Corporate Travelers Club textto select thetext
block.

:The Corporate Trawelars Club:

2. Choose Format menu > Text.

3. Choose Times from the Font list.

4. Choose Custom from the Size list, and type 28.
5. For Color, choose white or another color.

6. Click OK.

Add a graphic to the layout

Add alogo beside the club name.
1. Choose Window menu > Sample05.

2. In the Fee Information layout, choose View menu > Layout Mode
and notice where the logo appears on the layout.

3. Open MyFile05.fp7 if it is not already open.
4. Choose View menu > Layout Mode.

5. Click besidethe Corporate Travelers Club text, where
you want to place the club logo.

Y ou will see no change onscreen yet.

6. Choose Insert menu > Picture.

7. Open the Working Files folder.

8. Make sure all file types are showing, and select logo.gif.

9. Click Open.

10. Drag the logo to move it if necessary.

11. Choose View menu > Browse Mode to see the finished layout.
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12. When you are finished with this lesson, close each open file by
choosing File menu > Close.

For more information

Y ou have learned how to enhance the appearance of your data by
using graphics, custom text, field formatting, and creative
positioning of objects on layouts.

There are many other waysto customi ze the appearance of fieldsand
layouts.

For example, after you' ve created alayout, you can:

1 add effects like embossing or patterns to objects

1 uselines or boxes to highlight or separate information
1 add scroll barsto individual fields

1 change background or field color

When you create anew layout, you can apply color and style using a
theme.

For more information on these enhancements, see FileMaker Pro
Help. The database templates that come with FileMaker Pro aso
show ways to enhance layouts. For more information on how to use
thetemplates, see Customizing the FileMaker Pro 7 Templatesinthe
Electronic Documentation folder (inside the English Extras folder).



Lesson 6
Creating lists, mailing labels, and form letters

Y ou can easily create layouts to view and print information in many

different ways.

In thislesson, you will create:
1 alist of your records

1 mailing labels

1 aform letter

Important Copy the Tutoria 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.

Create a columnar list

A columnar list shows many records simultaneously. Each row is
one record. Each column holds one category of data, such as Last
Name or Phone Number.

Look at the sample list

You can create alist of records that shows just the information you
want to see.

1. Open the Tutoria folder on your hard drive.

2. Open the Sample Filesfolder.

3. Open Sample06.fp7.

4. Choose the List of Members layout from the Layout pop-up menu.

—browse
WelTih
Layout;
Layout pop-Up MenU—— st of wels)

o4

Y ou see a columnar list showing some of your fields.

£
\ L
—
First Mame Last Name ‘Company Membership Type
Mary Smith DEF Ltd Continuing
Andre Comman ABC Company Continuing
Steve Williams ABC Company New
Kentaro Ogawa ABC Company Continuing
Marie Durand DEF Ltd Continuing

5. Choose View menu > Layout Mode to view the layout that produces
the columnar list you just looked at.

Each field on the layout appears once, but the list displays many
records.

First Name Last Name Company

ErstMame | |lastName J[Campany

Membership Type
| Membarship. Type............]

Create a columnar list

. Open the Tutoria folder on your hard drive.

. Open the Working Files folder.

. Open MyFile06.fp7.

. Choose View menu > Layout Mode.

. Choose Layouts menu > New Layout/Report.

. For Layout Name, type List of Members.

. Select Columnar list/report for the new layout type and click Next.

0 N oo o &~ w NP

. Select the Columnar list/report layout again, then click Next.
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9. Double-click each of the following fieldsin the order you want it
to appear in the list:

1 LastName

1 First Name

1 Company

1 Membership Type

These fields move to the Layout fields list.

New Layout/Report

Specify Fields
Specify the fields you want on your layout. Make sure the fields are in the order you want them to appear
on your layout
Available fields
Current Table ("Members”) |+ ] Layout fields
Member Number + First Name
First Name ¢ Last Name
Last Name € Glear ) ¢ Company
Home Address 1 R
Home Address 2  Move Al )
City —_——
Country (_ Clearal )
Company —_—
Fee Paid
Date Paid
Membership Type
Membership Revenue
Renewal Fee
( Cancel ) ( <Back ) (Nexl >)

11. Click Next again to accept the default sort order.
12. Select Standard from the list of layout themes, and click Next.

13. Click Next on each of the two remaining panels to accept the
defaults.

14. Click Finish.

Thedatain al records for the fieldsLast Name, First Name, Company,
and Membership Type appearsin the List of Members layout. The
completed layout is displayed in Preview mode, which shows items
as they will appear when printed.

Create mailing labels

Look at the sample labels

1. Choose Window menu > Sample06.

2. Choose View menu > Browse Mode.

3. Select Labels in the Layout pop-up menu.

Y ou see the mailing label for the current record.

4. Choose View menu > Preview Mode.

Y ou see apage of labelsasit will print.

5. Notice that not all records have the same number of lines of text.

Recordswith four-lineaddresses display al lines. In records needing
only threelines, the extralineisautomatically omitted so thereis no
blank linein the labels.

6. Choose View menu > Layout Mode.

Y ou see the names of fields that will appear on the labels.

<<First Mames=> <<Last Nama=:=
= <<Home Address 1=

E <<Home Address 2=

<eiCity==, a<Country==

Merge fields

About label layouts

Label layoutsuse merge fields. Mergefields expand or contract to fit
the datain the field, and take no spaceif thefield is empty. Merge
fields are for display and printing only. Y ou can’t enter datainto
merge fields.

Create a label layout

In this section, you will use the New Layout/Report assistant to:
1 create alabel layout
1 select fields to include on the labels



Create the label
. Choose Window menu > MyFile06.
. Choose View menu > Layout Mode.

. Choose Layouts menu > New Layout/Report.

1
2
3
4. For Layout Name, type Labels.
5. Select Labels for the new layout type.

6. Click Next.

7. Choose Avery 5160 from the Use label measurements for list.
8. Click Next.

Now you're ready to specify the label contents.

Choose the fields that will appear on the labels
1. Double-click First Name in the list.

First Name moves to the Label Contents area. The insertion point
flashes.

New Layout/Report

Specify Label Contents

Build a label by selecting fields and adding them to the label contents box. To add text, spaces,
punctuation, or line returns, type them directly into the label contents box.

Available fields

Current Table (‘Members)  [3)
= er

( ClearAll )

Label contents

<<First Name>>

(Cancel )  (<Back)

2. After First Name, type a space.

3. Double-click Last Name in the list.

4. After Last Name, press Enter (Windows) or Return (Mac OS).

This moves the cursor to the next line.
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5. Double-click Home Address 1 in the list, then press Enter
(Windows) or Return (Mac OS).

6. Double-click Home Address 2 in the list, then press Enter
(Windows) or Return (Mac OS).

7. Double-click City in the list.

8. Type acomma, then a space.

9. Double-click Country in the list.

Now you have set up the merge fields. Y our label contents should
look like this:

Label contents

<<First Name>> <<last Name>>
<<Home Address 1>>

<<Home Address 2> >

<<City>>, <<Country>>

10. Click Next.
11. Click View in Layout mode.
12. Click Finish.

13. When you finish viewing your label layout, choose View menu >
Preview Mode.

Y our labels should look like those in the sample file.

Create a form letter

Look at the sample letter

1. Choose Window menu > Sample06.

2. Choose View menu > Browse Mode.

3. Choose Welcome Letter from the Layout pop-up menu.

4. Hip through the records and look at the letter. Y ou might need to
scroll down to see all of it.

5. Notice the personalized address and salutation for each record.
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6. Also notice that the wording in each | etter isthe same, except that
the company namefor each record appearsinthefirst paragraph. The
text flows around the company name, regardless of its length.

This letter isready to print, for every record in the database.

About form letter layouts

The letter is simply alayout containing text, merge fields, and a
graphic.

1. Choose View menu > Layout Mode.

2. Click anywhere on the text.

Y ou see the handlesin the corners of the entire text block. All of the
text isin asingle text block.

3. Notice that Company is amerge field in the body of the letter.
The address and salutation also use merge fields.

Create a form letter

To create this | etter, you will:

1 create ablank layout

1 create atext block to contain your letter

1 add merge fields for the recipient’s name and address

1 typetheletter

1 customize the letter with the recipient’s company name
1 add the closing

Create a one-page blank layout

1. Choose Window menu > MyFile06.

2. Choose View menu > Layout Mode.

3. Choose Layouts menu > New Layout/Report.
4. For Layout Name, type Welcome Letter.
5. Select Blank layout for the new layout type.
6. Click Finish.

7. On the layout, click the Header tab, then press Backspace
(Windows) or Delete (Mac OS).

8. Click the Footer tab, then press Backspace (Windows) or Delete
(Mac 0S).

This letter will not use a header or footer.
9. Drag the Body tab down to about 11 inches.

When you release the mouse button, you will seethe page boundary.
If you don’t see the page boundary, drag the Body tab down further.

=

Body tab Page boundary

10. Now drag the Body tab up to just above the page boundary.

The page boundary line will disappear. Dragging the body tab above
the page boundary limits your form letter to a single page.

11. Usethe scroll bar at the bottom of the screen to scroll afew
inches to theright.

Y ou see aheavy dotted linealong theright side. Thisistheright-side
page boundary. Y our letter will be within these boundaries.

12. Scroll back all the way to the left.
13. Scroll up to the top of the layout.

Create the text block

You will create atext block with a2 inch margin on all sides.
1. Click the text tool _A].
2. Drag arectangle starting about 2 inches from the top left side of

the layout, and ending about 2 inches from the bottom right side, as
indicated by the page boundary lines.

When you rel ease the mouse, theinsertion point flashesin thetop left
of the text box. Y ou will type the letter inside this box.
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Add the address

1. Choose Insert menu > Merge Field.

2. Select First Name in the list and click OK.
3. Type a space.

4. Choose Insert menu > Merge Field.

5. Select Last Name in the list and click OK.
6. Moveto the next line (enter aline space):

1 Windows: Press the Enter key above the Shift key on the
keyboard.

1 Mac OS: Press Return.

7. Add merge fields for the street address, city, and country, with
appropriate spaces, new lines, and punctuation.

Type the letter

1. Press Enter (Windows) or Return (Mac OS) twice to create two
line spaces at the end of the address.

2. Start the salutation line: type Dear and a space.
3. Insert mergefieldsfor thefirst and last name, separated by a space.
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In your own letters, you can use more fields (for example, atitle
field) for amore elegant salutation.

4. Type acommaand two line spaces.
5. Typethe letter:

The Corporate Travelers Club welcomes you and your
company to our organization.

We look forward to doing business with you and hope
you have many pleasant trips with us!

Customize the letter with the company name

1. Click after the word company in the first paragraph.

2. Type acomma and a space.

3. Insert amerge field for the company name.

4. Type another comma.

Add the closing

1. Click at the end of the text and enter two line spaces.

2. Press tab several timesto go to the center of the text block.
3. Type Sincerely, then enter four line spaces.

4. Press Tab severa timesto align the insertion point with Sincerely,
and type John Jones.

5. Enter aline space, then press Tab again to align the cursor with the
previous lines of text, then type President.

Y our layout should look like the letter in the samplefile.
6. Choose View menu > Browse Mode to see your letter.

It should look like the | etter in the sampl e file without the | etterhead.
See lesson 5 to learn how to add alogo.

7. When you are finished with this lesson, close each open file by
choosing File menu > Close.
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For more information

In this lesson, you have created list, label, and form-letter layouts.
Y ou can create as many layouts as you like, to organize your
information in any way you like. To learn how to create other
layouts, see lesson 9 in thistutorial and chapter 2 in the
FileMaker Pro User’s Guide.



Lesson 7
Simplifying data entry

Y ou can simplify the way you enter datain FileMaker Pro and
improve accuracy by using value lists, calculation fields, and data
auto-entry.

In thislesson, you will:

1 see how value lists can aid data entry

1 write and test a calculation formula

1 use afield’s auto-entry options to automatically enter data

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.

Enter data using value lists

Value lists let you choose the value you want from ascrolling list, a
pop-up menu, checkboxes, or radio buttons. These lists can contain
predefined values, or can be constructed dynamically based on the
valuesin aparticular field. They are an efficient way to enter
frequently used values into your database.

Look at the sample value list
1. Open the Tutoria folder on your hard drive.

2. Open the Sample Filesfolder.
3. Open Sample07.fp7.

4. Choose Data Entry from the Layout pop-up menuif it isnot already
selected.

5. Locate the Membership Type field on the current record.

Y ou see two radio buttons, one for New and one for Continuing.
These correspond to the two choicesin the Membership Typesvalue
list.

Membership Type |® Mew (O Continuing

Avalue list with predefined values, displayed as radio buttons

6. Click one to enter the corresponding value in the field.

Define a value list

1. Open the Tutoria folder on your hard drive.
2. Open the Working Files folder.

3. Open MyFileQ7.fp7.

4. Choose Data Entry from the L ayout pop-up menuif it isnot already
selected.

5. Choose File menu > Define > Value Lists.
6. Click New.
7. Name the new value list by typing Membership Types.
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8. Click in the large box and enter the values for thislist, New and
Continuing, by typing each value on its own line.

Edit Value List RPIK

Walue List Marne: | Membership Types

=

Values

" Use values From Field:

" Use value list from anather File: | J
+ Use custom values
Mew Each value must be
Continuing| separated by a carriage

return,

Add a divider by entering a
hyphen "-" on a line by itself,

Ok | Cancel

9. Click OK to close the Edit Value List dialog box.
10. Click OK to finish.

Assign a value listto a field and display it as radio buttons
1. Choose View menu > Layout Mode.
2. Select the Membership Typefield.

gembership Type  [Marmbership Tvbe - I
N

3. Choose Format menu > Field Format.
4. For Format field as, choose Radio Button Set.

5. For Display values from, choose Membership Types.

Field Format for “Membership Type™

Style
Format field s | Radio Button Sst =

Display values from

Select Radio Button Set

Select the Membership
Types value list

I Include "Other.. " item to allow entry of other values

-

Repetitions

[ thvouh [0
[veied <]

6. Click OK. Your radio buttons should be visible in Layout mode.

Membear Numbar | Membear Number
First Name | First Name
Last Mame |Last Name
Home Address 1 | Home Address 1
Home Address 2 | Home Address 2
City | Citw
Country | Country

Company Company

Membership Tvpe ] New Continuing |

Fee Paid |Fae Paid
Date Paid | Date Paid

Membership Type
field formatted as

Renewal Fee |Renewal Fee radio buttons

7. In Browse mode, test your value list and buttons by clicking them.

Generate values with a calculation field

When you want FileMaker Pro to perform acalculation for you, for
exampl e to determine the amount of tax owed or the proper feeto be
paid, you use acalculation field. Calculation fields are one of the
FileMaker Pro field types. FileMaker Pro can perform simple and
complex calculations.

The calculation formula uses values from the current record or
related records. Theformulacan usevaluesfrom al field types. Y ou
can use calculations to return text values (for example, combining
the contents of first name and last namefieldsinto afull namefield),
dates, times, timestamps, and the contents of container fields.



See how calculations speed data entry

Members of the Corporate Travelers Club pay an annual fee. New
members pay afee of $200, while continuing members pay $100.

Thefollowing steps show the cal culation you are going to build. The
calculation returns amembership renewal fee based on membership
type.

1. Choose Window menu > Sample07.

2. Choose Data Entry from the Layout pop-up menuif it isnot already
selected.

3. Create a new record by choosing Records menu > New Record.
Notice there’ s no datain the Renewal Feefield.

4. Inthe Membership Typefield, click New. The Renewal Feefield
indicates 200.

The Renewal Feefieldisacalculation field.

5. In the Membership Typefield, click Continuing. The valuein
Renewal Fee changesto 100.

6. Delete this record by choosing Records menu > Delete Record.
Deleting this record is necessary to set up alater part of this lesson.
7. Click Delete in the confirmation dialog box.

Create a calculation field

Thereare several different ways of formulating acal culation, each of
which can yield the correct result. The following method uses an If
statement to compare the data entered in the Membership Typefield
with one of the membership types. The cal cul ation returns one of two
results.

Simplifying data entry 39

1. Choose MyFile07.fp7 from the Window menu.
2. Choose File menu > Define > Database.

3. In the Define Database dialog box, click the Fields tab if it is not
already selected.

4. For Field Name, type Renewal Fee.
5. For Type, select Calculation to make this a calculation field.

Field Name: ‘ Renewal Fee

Comment: ‘

Creats
gk | el

Select Calculation

6. Click Create.
The Specify Calculation dialog box appears.

7. Scroll through the list of formulasin the upper-right corner of the
Specify Calculation dialog box until you locate

If (test ; resultOne ; resultTwo). Double-click this formula so that it
appearsin this dialog box.

This formula has three parts: atest, aresult if the test evaluates as
true (result one), and aresult if thetest evaluates asfal se (result two).
Y ou will replace the placeholders test, resultOne, and resultTwo with
the actual components of the calculation.
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Specify Calculation E]@
Evaluate this calculation From the context of 1| Members -
Current Table ["Members) | Operators Yiew: | all functions by name j
Member Number ~ ﬂ ﬂ = # | | GetAsTime { text ) A
F|e|d I|St | | First Mame *= GetasTimestamp { kext )
Last Marne ﬂ ﬂ = GetField { FieldMame )
Home Address 1 < GetMextSerialvalue ( fileMame ; field. ..
Home Address 2 ﬂ J = GetRepetition { repeatingField ; num...
City Ed Getsummary ( summaryField ; break...
Country M ﬂ and Hiragana ( kext )
Company ar Hour { time )
Fee Paid 0r IF { test ; resultOne ; resultTwo )
Formliji!g Date Paid . not % | Int { number ) v

Renewal Fee =

IF { test ; resultone ; resultTwo )

Replace these placeholders with your calculation

Calculation result is MNumber hd
Murnber of repetitions: | 1 m
[V Do not evaluate if all referenced fields gre empty Cancel
Verify the type of data to be
returned by the calculation

8. Select the placeholder test and type Membership Type =
“Continuing’ exactly asit appears here.

9. Select the placeholder resultOne, and type 100.
10. Select the placeholder resultTwo, and type 200.
11. Make sure the calculation result is set to Number.

Renewal Fee =

If { Membership Type = "Continuing"; 100; 200)

The completed calculation

Calculation result is Mumber -

Storage Options. ..
Murnber of repetitions: | 1 #
¥ Do not evaluate if all referenced figlds are empty oK Cancel

12. Click OK.

If you receive an error message, make sure that all spaces and
punctuation are identical to the formula shown above.

13. Click OK to close the Define Database dialog box.

The Renewal Fee field appears at the bottom of the layout.
Depending on the size of your screen, you may need to scroll down
to seeit.

Your calculation formulais now complete. When datais entered in
the Membership Type field, FileMaker Pro will compareit to the
word we are testing for, “Continuing.” Thetest istrueif it matches
thisword, and the calculation will return your first result, 100. If it
doesn’'t match, the test is false, and the second result is returned.

Test your calculation

To seeif your calculation works, try changing the value in the
Membership Type field to Continuing, and notice theresult in the
Renewal Fee field—it should change as the membership type
changes.

Automatically enter a serial number

FileMaker Pro letsyou automatically enter certain types of data—for
example, incremental numbers—when you create a new record.

Look at a serial number example
1. Choose Window menu > Sample07.
2. Go to the last record in the database.

3. Locate the Member Number field, and note the current number of
this record.

4. Create anew record by choosing Records menu > New Record.

The value in the Member Number field of the new record is
increased by one.



Note If you did the first activity in this chapter, you will notice that
the value in Member Number is 32, even though there are now 31
recordsin the Sample07.fp7 database. FileMaker Pro continues to
increment serial numbers even if intervening records have been
deleted, such asrecord 31 in this case.

Create afield for serial numbers
1. Choose Window menu > MyFile07.
2. Choose File menu > Define > Database.

3. In the Define Database dialog box, click the Fields tab if it is not
already selected.

4. For Field Name, type Member Number.
5. Select Number asthe field type.

6. Click Create.

7. Click Options.

8. Select Serial number on the Auto-Enter tab. Y ou don’t need to
change the Generate choice, or the amounts for next value or
increment by for this exercise.

Options for Field “Member Number”

Auta-Enter IVaIldal\Unl Storage | Furigana |

Automatically enter the Following data into this Field:

[™ Creation | Date hd

™ Modification | Date hd

Select Serial —iv Serial number
number

Generate:  Opcreation ©ncommit
next value || increment by | 1

9. Click OK, then click OK again to close the dialog box.
The new field appears at the bottom of the layout. (Y ou might need
to scroll down to seeit.)

10. Test your new field entry option by choosing Records menu >
New Record. Each time you create a new record, the value in the
Member Number field increments by one.
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To learn how to change the position of the new field, see lesson 5.

11. When you are finished with this lesson, close each open file by
choosing File menu > Close.

For more information

Y ou have learned how to simplify data entry by defining and
formatting value lists, calculation fields, and auto-entered serial
numbers. For more information on calculation fields and field
auto-enter options, aswell asdefining and formatting valuelists, see
FileMaker Pro Help.
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Lesson 8
Automating tasks with buttons and scripts

FileMaker Pro lets you automate many database tasks with buttons
and scripts. These powerful features can save you alot of time by
performing a series of actions with asingle click.

In thislesson you will:

1 make and use a button to perform atask

1 create and run asimple script to perform amulti-step task

1 use abutton to perform a script

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.

Perform a task using a button

Look at a sample button

A button is an object on alayout that you can click to perform many
FileMaker Pro commands. Y ou can use a button to switch layoutsin
your database.

1. Open the Tutoria folder on your hard drive.
2. Open the Sample Filesfolder.
3. Open Sample08.fp7.

4. Locate the button labeled Go to List of Members at the top of
Layout #1.

5. Click the button. Y ou should now be viewing the List of Members
layout (as indicated by the Layout pop-up menu).

Create the button

1. Open the Tutorial folder.

2. Open the Working Files folder.
3. Open MyFile08.fp7.

4. Choose Data Entry from the Layout pop-up menuif it isnot already
selected.

5. Select View menu > Layout Mode to switch to Layout mode.

6. Click the button tool .

7. Draw the button at the top of the layout.

Place the button here

L:\VD_I.II ‘pHIII|IIIIJ?ulll|llllz?ulll|llll3?”III|IIII4?HIII|IIIIiulll|llllq

DKL EL R
- ] =l e
N N )
ata Entr fb | | 1/
— | “" ....................................................
T 1 —_——
1 Header
Lol J

Member Number | Member Number.

& |
Layout: q
— First Name | First Name.

8. In the Specify Button dialog box, select the Go to Layout command
from the list.

9. In the Options area, select the List of Members layout.
10. Select Rounded button for button style.
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Specify Button

In Browse or Find mode, clicking on the selected set of objects will
Go to Layout ["List of Members” (Members)]

Options

Do Nothing

Control

Perform Script

Resume Script .

Exit Seript Specifythe
Halt Script H

Navigation List of

Go to Layout Specify: | List of Members | ] Members
Go to Record/Request/Page

Go to Related Record IayOUt

Go to Portal Row Button Style

Go to Field

Ga to Next Field () Rectangular button

Go to Previous Field

Enter Browse Made @ Roungedibulioy

Entr Find Mods Select
Enter Preview Mode Rounded
Editing gthange to hand cursor over button

Undo x button

Cut v

lIndicate web compatibility

(cance)

4

11. Click OK.

12. Noticethat theinsertion point isnow in the center of your button.
Type Go to List of Members inyour button to identify it.

13. Click outside the button.

If you need to move the button, select it and drag it to the desired
location, as with any other layout element.

Totest your button, go to Browse mode and click it. The button takes
you to the List of Members layout.

Perform a series of tasks using a script

Asyou have just seen, you can use a button to perform asingle
command. To make FileMaker Pro perform a sequence of
commands, use a script.

Run a script in the sample file
1. Choose Window menu > Sample08.
2. Choose Scripts menu > Preview Labels Layout.

Y ou should now see the Labelslayout, in Preview mode. This script
lets you preview labels before you print.

About scripts

A script letsyou construct a series of instructions for FileMaker Pro
to perform. Like buttons, scripts allow you to automate most of the
FileM aker Pro menu commands, aswell as activate some commands
not found in the FileMaker Pro menu structure (such as Send Mail).
Simple scripts can perform a single task, while complex scripts
might combine elements (such as user feedback and control) with
programming techniques (such as branching and looping) to make
powerful, dynamic instruction sets.

Create a script to preview the Labels Layout

1. Choose Window menu > MyFile08.

2. Choose Scripts menu > ScriptMaker.

3. Click New.

4. In the Script Name text box, type Preview Labels Layout

5. Select the Go to Layout script step and click the Move button. (You
can aso select and move script steps by double-clicking them.)

6. In the Script Step Options area, select the Labels layout from the
list of available layouts.



Edit Script

View: (all by category  [#)  Script Name: Preview Label Layout

Control m
t
Hal
i

-

Script Step Options

sy (wesm——— Specify atarget
layout for the
script step

() Run script with full access privileges

(ClearAll ) (— Clear ) (“Duplicate )

(Cancel)
4

7. From the list on the left, scroll down and select the Enter Preview
Mode script step, and move it over to your script.

Edit Script

View: (all by category  [#)  Script Name: Preview Label Layout

Toop.

+ Go to Layout ['Labels” (Members)]
B Mod

Enter Preview Mode [} The finished
script

8. Click OK, then click OK again to close the dialog box.

9. To run the script you have just created, choose Scripts menu >
Preview Labels Layout. FileMaker Pro displays the Labels layout and
switches to Preview mode.

r .
eo6 MyFile08
Preview m
eIt
iy Mary Smith John Lee. ?:";’;;f;’m
Labels )| | 123Emst 123 St. Johns Circle i
New York, USA Londan, UK A
Paris. France
B
1
L
Andra Comman Sophie Tang Jutta Schmidt

147 White Avenus

— 126, Deapwater Bay Road Grosse Elbestrasse 123
Los Angeles. USA Kowloan, Hang Kong Hamburg, Germany

Page

1

Total Steva Willams Juanita Alvarez Sven Svanssan
789 Ninth Avenue 147 Houston Avanus Klammerdammagatan 4
New York, USA New York, USA Stockhoim, Swaden
Kentaro Ogawa ' .

Batty Wilson Matti Virtanen
2205 machi 456 Fifth Averua Matintie 2
9 New York, USA Helsinki, Finland

Takyo, Japan
Marie Durand William Johnson J. Noronha
1 e de la Posta 852 Marsh Road Rua Ramalho Corrsia, 614
Paris. France Londan, UK fio Da Janeiro, Brazi

100] ol B Preview

o
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Assign a script to a button

While buttons are generally more convenient for users, scriptsare a
more powerful feature, allowing you to combine many menu
commands into a single executable action. Using a button to run a
script gives you the best of both features.

To assign the script you just created to the button you created earlier:
1. In MyFile08.fp7, choose Data Entry from the L ayout pop-up menu.
2. Choose View menu > Layout Mode.

3. Double-click the button you created earlier in this lesson.

4. In the Specify Button dialog box, select the Perform Script script
step from the top of the list on the | eft.

In the Options area, for Current Script click Specify. Select Preview
Labels Layout from the list of available scripts, and click OK. Leave
therest of the default button settings as they are and click OK.

If you have not already created this script, follow the steps described
in“Create a script to preview the Labels Layout” on page 44.

Specify Button

In Browse or Find mode, clicking on the selected set of objects will:

Perform Script ["Preview Label Layout”]

Do Nothing
Control m

Perform Script

Options

Resume Script
Exit Script
Halt Script Current Script:

Navigation , )
Go to Layout Pause +] (" Specify...
Go to Record/Request/Page
Go to Related Record
Go to Portal Row Button Style
Go to Field
Go to Next Field
Go to Previous Field
Enter Browse Mode
Enter Find Mode
Enter Preview Mode

(O] Rectangular button
() Rounded button

Editing L _I Change to hand cursor over button
Unda .
Cut v

(cance)

lIndicate web compatibility
A

5. Click OK to save this button.
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Rename the button
1. Click the text tool [A.

2. Click the button once. The text insertion point appearsin the
button.

3. Type Preview Labels Layout to rename thisbutton. It may be
necessary to resize this button after renaming it.

Test the button
1. In Browse mode, test the button by clicking it.

Clicking this button performs the script, which displays the Labels
layout and switches to Preview mode.

2. When you are finished with this lesson, close each open file by
choosing File menu > Close.

For more information

Inthislesson, you have created buttons and scripts, and used these two
features together. For more information on creating buttons and
scripts, see FileMaker Pro Help.



Lesson 9
Creating and running reports

The process of retrieving and organizing data from a database is
called reporting. Summary reports present just the totals of your
data; they do not break information into smaller groups.
Subsummary reports, also referred to as reports with grouped data,
categorizeinformation by aparticular field or fields, allowing you to
group information hierarchically. This subsummarized information
can then be subtotaled, averaged, or counted.

In this lesson you will:

1 generate areport with grouped data

1 generate areport with grouped data and totals
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.

Generate a report with grouped data

Look at a sample report

This example shows areport that groups the members by
membership type. The report has been saved to a script.

1. Open the Tutoria folder on your hard drive.
2. Open the Sample Filesfolder.
3. Open Sample09.fp7.

4. Choose Scripts menu > Membership Type Report to generate the
membership type report.

5. Examine the resulting report.

First, notice that you are in Preview mode. Preview modeis
necessary to view summarized data on the screen. Second, notice
how the members are grouped by the membership type, and further

a phabetized by last name within each category.

This report —
groups data by
the Membership
Type field, also
referred to as the
break field

Last Name

Continuing
Alvarez
Cannon
Common
Durand
Jensen
Johnson
LeFranc
Mehmet
Moronha
Ogawa
Other
Smith
Tang
Vargas
Vernaag

MNew
Dupont
Durand
Ferrini
Garcia
Larsen
Lee
Murmphy
Nguyen
Papanicolacu
Schmidt
Smith
Swvensson
Virtanen
Williams
Wilson

First Name

Juanita
Michelle
Andre
Marie
Jens
William
Gerard
Ahmet

J
Kentaro
AN
Mary
Sophie
Julia
Annelies

Jacques
Jean
Costanza
Juan
Bengt
John
Patrick
Le
Vassilis
Jutta
John
Swven
Matti
Steve
Betty

Membership Type Report

6. Click the Continue button in the status area to complete the script
and return to the Data Entry layout.
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About subsummary reports

A report with grouped data requires a number of elements to work
properly.

Subsummary reports include:

1 asubsummary part inthe report layout for each level of detail youwant
to break out. The New Layout/Report assistant creates these for you.

1 afield or fieldsto group records by. Thesefields are referred to as
break fields.

1 records sorted by these break fields, in the order the subsummary
parts appear on your report layout.

Create a subsummary report

To create the Membership Type Report:

1. Open the Tutoria folder on your hard drive.

2. Open the Working Files folder.

3. Open MyFile09.fp7.

4. In Layout mode, choose Layouts menu > New Layout/Report.

5. For Layout Name type Membership Type Report

6. Select Columnar list/report for the new layout type and click Next.

New Layout/Report

Create a Layout/Report
Show records from: | Members =]
Layout Name: Membership Type Report

™ Include in layouts menu

Select a layout type: [ Standard form
Columnar fist{report
Table view

Labels

Vertical labels
Envelope

Blank layout

Sets up a simple columnar report or
a complex report with grouped data
and totals or subtetals. Shows
records in rows and fields in
columns

( Cancel ) <pack | (Next=)

7. Select Report with grouped data, and click Next.

New Layout/Report

Choose Report Layout

O Columnar list/report
Sets up a simple columnar report. The fields you
specify appear left to right across the body of the .
layout, with field labels as column headings. If there ———
are many fields, they will extend beyond the right
page margin. —

] Constrain to page width

@ Report with grouped data

Sets up a complex report in an extended columnar
layout. Grouping records lets you summarize your
data by any field, such as region or month. Select
either or both of the checkboxes if you want to total
group data.

[ Include subtotals
lInclude grand totals

(Cancel)  ((<Back)

Select the fields used in this report

1. Select the first field to be used in this report, Membership Type,
and move it to the Layout fields list.

2. Select and move the Last Name field.
3. Select and move the First Name field.

New Layout/Report

Specify Fields

Specify the fields you want on your layout. Make sure the fields are in the order you want them to appear
on your layout.

Available fields

Current Table (“Members” % ! Layout fields

Member Number

+ Membership Type
First Name # Last Name

Last Name € Clear ) L
Home Address 1 S—

Home Address 2 C MoveAll )

City e

Country (" Clearal )

Company e e

Fee Paid

Date Paid

Membership Type
Membership Revenue
Renewal Fee

(Caneel) (<Back)

4. Click Next.



5. Move the Membership Type field to theReport categories list to
organize the records by membership type.

New Layout/Report

Organize Records by Category

Grouping records lets you summarize your data by any field, such as region or manth. Your selection
order determines the hierarchy of the categories in the report.

Report fields Report categories
Membership Type Membership Type _
Last Name
First Name _
Move

( ClearAl )
>
(Cancel)  ( <Back) (Nexts)

Membership Typeisreferred to as a break field because you are
using the contents of thisfield to break the recordsinto categoriesfor
your report.

6. Click Next.
7. Move the Last Name field to the Sort order list.

This sorts the records in each group of membership types
alphabetically by members’ last names. Notice that the break field
Membership Type appears automatically at the top of the Sort order
list to enable FileMaker Pro to group records by this category.
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New Layout/Report

Sort Records

Your report will be sorted first by the categories you may already have chosen. Specify any additional
fields you wish to add to the sort order.

Report fields Sort order
Membership Type & Membership Type ]
Last Name = # Last Name al
First Name sl
( Clearall )

_J Reorder based on summary field Specify "<Table Missing>"
(Conee) (<) @)

8. Click Next.

Select a theme and create the header and footer

1. Select the Standard theme to set the text size, color, and style of
the finished report.

2. Click Next.

3. GototheTop center listin the Header areaand select Large Custom
Text.

4. Type Membership Type Report for the header of thereport and
click OK.

5. Go to the Bottom center list and select Page Number to number the
pagesin the report’ s footer.
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New Layout/Report

Header and Footer Information

You can show the page number, current date, a logo, the layout name, or custom text in the header or
footer areas of your report

Header

Select the information you would like to appear at the top of every page

None ) Large Custom Text... [+) None =

Top left Top center Top right

Footer

Select the infarmation you would like to appear at the bottom of every page.

[ None [#)  [Page Number %) [None ]
Bottom left Bottom center Bottom right
("cancel ) (“<Back )
6. Click Next.

Create a script to run this report again
1. Click Create a script.

2. Leave Script Name as it appears. Click Next.

3. Click View the report in Preview mode if it is not already selected.
4. Click Finish.

Y our finished report should look like the report pictured on page 47.

Generate a report with grouped data and totals

In the previous exercise, you created areport that grouped datain
categories based on common field values. In this exercise, you will
create a similar report that also includes subtotals for each category
and a grand total for the entire report.

Look at a sample report

This subsummary report:
1 groups the members by membership type
1 subtotals the fees collected for each membership type

1 providesagrand total of these fees

1. To view the finished sample report, choose Window menu >
Sample09.

2. Choose Scripts menu > Membership Fee Report to generate the
membership fee report.

3. Examine the resulting report.

Asin the previous example, the members are grouped by
membership type. Additionally, the fees collected for each
membership type are subtotal ed beneath those members' names, and
agrand total of all fees appears at the bottom of the report.

Membership Fee Report
Last Name First Name Fee Paid
Continuing
Alvarez Juanita 100
Cannon Michelle 100
Common Andre 100
Durand Marie 100
Jensen Jens 100
Johnson William 100
LeFranc Gerard 100
Mehmet Ahmet 100
Moronha Jdo 100
Ogawa Kentaro 100
Other AN 100
Smith Mary 100
Tang Sophie 100
Vargas Julia 100
Verhaag Annelies 100
Continuing 1500 — SUthtals
MNew
Dupont Jacques 200
Durand Jean 200
Ferrini Costanza 200
Garcia Juan 200
Larsen Bengt 200
Lee John 200
Murmphy Patrick 200
Nguyen Le 200
Papanicolaou Vassilis 200
Schmidt Jutta 200
Smith John 200
Svensson Sven 200
Virtanen Matti 200
Williams Steve 200
Wilson Betty 200
MNew 3000 —
00 —— Grand Total

4. Click the Continue button to complete the script and return to the
Data Entry layout.



A report with grouped data and totals requires the same elements as
areport with grouped data: a subsummary part in the report layout
for each category, afield or fields to group records by, and a sort of
the database by these fields.

Two additional elements are also required:

1 agrand summary layout part
1 summary field(s) to display totals, averages, or counts

Create a report with grouped data and totals

To create the Membership Fee Report:

1. Choose Window menu > MyFile09.

2. In Layout mode, choose Layouts menu > New Layout/Report.

3. For Layout Name, type Membership Fee Report

4. Select Columnar list/report for the new layout type and click Next.
5. Select Report with grouped data and then sel ect Include subtotals and
Include grand totals.

New Layout/Report

Choose Report Layout

O Columnar list/report

™ Include subtotals
™ Include grand totals

Ecance) E<Baced)

6. Click Next.
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Select the fields used in this report

1. Select thefirst field to be used in this report, Membership Type,
and move it to the Layout fields list.

2. Select and movethe Last Namefield.

3. Select and move the First Name field.

4. Select and move the Fee Paid field.

5. Click Next.

6. Y ouwant to organize the records by Membership Type. Movethis
field to the Report categories list.

7. Click Next.

8. Movethe Last Namefield to the Sort order list to sort the records
in each group of membership types alphabetically by members’ last
names.

9. Click Next.

Specify subtotals and grand totals

A summary field is atype of field you can specify when you define
fields. Summary fields allow calculations across all of therecordsin
your found set. In general, when you need to total data acrossa
number of records, you must use a summary field.

In the Membership Fee Report, you want to see subtotals for fees
paid by each type of member, New and Continuing, and to see a
grand total of both groups’ fees at the end of the report. To
accomplish this, you will need to specify subtotal and grand total
summary fieldsin the New Layout/Report Assistant.

The summary field you will use is Membership Revenue, which has
already been defined for you. Membership Revenue totals the fees
entered in the Fee Paid field.

1. For Summary field, click Specify and select Membership Revenue
from the list of available fields, then click OK.

2. For Category to summarize by, use the default value of Membership
Type.
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3. For Subtotal placement, use the default value of Below record group.

4, Click Add Subtotal to add the Membership Revenue field as the
subtotal. Thistells FileMaker Pro to create a subtotal of the
membership fees that are paid beneath each membership category.

New Layout/Report

Specify Subtotals

Select or create) summary fields for each field you want to summarize. You can display subtotals above
and for below the groups of summarized records. After you make each set of chaices, click Add Subtotal
You can add more than ane subtotal.

Summary field Category to summarize by  Subtotal placement

(" Specify... ) "Membership Membership Type |+ [ Below record group 4]
(" AddSubtotal ) ( Remove Subtotal )

Subtotals

Men Member Below recard graup

(Caneel) (<Back)

5. Click Next.

6. For Summary field, click Specify and select Membership Revenue
from the list of available fields, then click OK.

Thistells FileMaker Pro to use the Membership Revenuefield inthe
grand total.

7. Click Add Grand Total to add the Membership Revenuefield asthe
grand total at the end of thereport. ThistellsFileMaker Proto create
agrand total of membership fees.

8. Click Next.

Select atheme and create the header and footer

1. Select the Standard theme to set the text size, color, and style of
the finished report.

2. Click Next.
3. Go to the Top center list and select Large Custom Text.

4. Type Membership Fee Report for the header of the report and
click OK.

5. Go to the Bottom center list and select Page Number to number the
pagesin the report’ s footer.

6. Click Next.



