For Windows and Mac F| I e M ake I

Prob5

Trial Version Tutorial

™

©1995, 1997-2000 FileMaker, Inc. All Rights Reserved.
FileMaker, Inc.

5201 Patrick Henry Drive

Santa Clara, California 95054

www.filemaker.com

FileMaker is a trademark of FileMaker, Inc., registered in the U.S. and other countries, and the file folder logo is & wademar
FileMaker, Inc. All other trademarks are the property of their respective owners.

All persons and companies listed in the examples are purely fictitious and any resemblance to existing persons and companies is
purely coincidental.

Mention of third party companies and products is for informational purposes only and constitutes neither an endorsement nor
recommendation.



This page intentionally left blank.



Contents

Preface

New features in FileMaker Pro

The user interface’s new look vii
Access to menu commands Vi
Resizable dialog boxes, multiple item list selections vii
Printing script definitions vii

New Layout/Report assistant viii

Other layout improvements viii
Add a 3D lok to layoutobjects viii
Create custom colors and use expanded color palettesii

ODBC support in FileMakePro viii

Microsoft Excel import and file conversion ix

ActiveX Automation support (Windows) ix

QuickTime ix

Web publishing ix
Web styles ix
New Web Companion options ix

View as Table X

Improvements to value lists

Import script Xi

Import Update Xi

Multi-User (Hidden) Xi

Hands-on, task-oriented tutorial Xi

Lesson 1

FileMaker Pro basics

How to use this tutorial 1-1
We begin with a demonstration 1-1
We explain how it works 1-1
You build the structures 1-1

Where to find the lesson files on your hard drive 1-1
Database concepts 1-2

What is a database?

Why use a database?

How is a database organized?
FileMaker Pro basics

About FileMaker Pro modes

Lesson 2
Browsing information
Open a database and move betweeords
View information in different ways
See a different layout
View your layouts as forms, lists, and tables

Lesson 3

Finding and sorting records

Find records based on criteria in a single field

Find records based on criteriaseparatdields

Find records that match multiple critenethe same field
Find records that match a rangecdferiain the same field
Narrow your search

Sort your found set

Lesson 4
Creating a database and entering records
Create a simple database and define fields
Look at the sample file
About field definitions
Create a database
Enter data into the database
Create the first record
Create another record
Modify data in a record

1-2
1-2
1-2

2-1

2-2
2-3

31
32
3-2

33
34

41
41

42
42
4-2

4-3



iv  Getting Started Guide

Lesson 5
Customizing what you see
Customize your view in Layout mode
Look at the sample layouts
About customizing layouts
Customize a layout
Resize, move, and add a field
Select and resize a field
Move a field
Add a field
Display a number as currency
Add custom text to a layout
Add text
Change text size and color
Add a graphic to the layout

Lesson 6
Creating lists, mailing labels, and form letters
Create a columnar list
Look at the sample list
About columnar list layouts
Create a columnar list
Create mailing labels
Look at the sample labels
About label layouts
Create a label layout
Create a form letter
Look at the sample letter
About form letter layouts
Create a form letter

Lesson 7
Simplifying data entry
Enter data using value lists

5-1
5-2

5-2
5-2
5-2

5-3
5-3

5-4
5-4

6-1
6-1
6-1

6-2
6-2

6-2
6-3

6-4
6-4

Look at the sample value list
Define a value list

Assign a value list to a field and display it as
radio buttons

Generate values with a calculation field
See how calculations speed data entry
Create a calculation field
Test your calculation

Automatically enter a serial number
Look at a serial number example
Create a field for serial numbers

Lesson 8
Automating tasks with buttons and scripts
Perform a task using a button

Look at a sample button

Create the button
Perform a series of tasks using a script

Run a script in the sample file

About scripts

Create a script to preview the Labels Layout
Assign a script to a button

Lesson 9
Creating and running reports
Generate a report with grouped data
Look at a sample report
About subsummary reports
Create a subsummary report
Generate a report with grouped data and totals
Look at a sample report
Create a report with grouped data and totals

7-1
7-1

7-2
7-3
7-3
7-3
7-4
7-5
7-5
7-5

8-1
8-1

8-2
8-2
8-2

8-4

9-1
9-1
9-2

9-4
9-4
95



Lesson 10

Making databases relational

View data from one related record
See how relationships work in the sample files
About related files
Display a related record in a file

View data from a list of related records
Work with related records in the sample files
About working with lists of related records
Display a list of related records

Lesson 11
Keeping your data safe

How to back up your database
When to back up

10-1
10-1
10-1
10-2
10-3
10-3
10-4
10-4

111
11-1

Contents v



This page intentionally left blank.



