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Preface
Learning how to use FileMaker Pro

Thedocumentatiorior the FileMake? Pro software provides
information, illustrations, and step-by-step instructions to help you
learn the most about FileMakero.

This preface explains how to:
= register your copy of FileMakétro and access customer support

= use the FileMakePro documentation and other tools to help you
work with the product

= use FileMakePro Help

Windows: If you're new to Microsoft Windows, you need to know

questions, and access to extensive software libraries used by
technical support staff. If you do not have access to the Web, please
refer to the Technical Support and Customer Service sheet included
in the software box. North America customers can also call 1-800-
965-9090 to learn about the service options available.

Using the FileMaker Pro documentation

Thisguide and the other documentation in the set give you the
information that you need to know about installing and using
FileMakerPro.

about Windows conventions and using the mouse and keyboard. Se¢ne FileMakePro documentation includes:

the documentation that came with your computer.

Mac OS: If you're new to the Ma©S, you need to know about using
the mouse, working with disks, and other M@ conventions. See
the documentation that came with your computer.

Registration and customer support

Please tke the time to amplete and mail the registration card for
your product, or register online at www.filemaker.com/register or by
choosingHelp menu >FileMaker on the Web in FileMaker Pro.

For information about technical support and customer service, see:
www.filemaker.com (North American customers)
www.filemaker.com/intl (customers outside North America)

or choosedelp menu >FileMaker onthe Web. At the web site, you will
find the FileMaker, Inc. Service Directory, which details the service
options available to North American customers, as well as links to
FileMaker, Inc. international sites, answers to frequently asked

= this book, thé~ileMakerPro User’s Guide
= FileMakerPro Help,a comprehensive onscreen help system

= theFileMakerPro Getting Started Guidepntaining installation
and new features information and a tutorial

In addition, FileMakePro includes database template files, and
references and examples to help you with specific tasks. You can
also find more information, tips, and database ideas on the
FileMaker, Inc. web site at www.filemaker.com.

The FileMakePro documentation is written for users of either
Windows or the Mac OS. In most instances, information and
instructions are the same for both operating systems. Where they
differ, you see the information for Windows first. In onscreen Help,
you may see separate topics for Windows and the®fc

Note The examples in this documentation show dates and numbers
in U.S. format, such as November 30, 2001 and $1,234.50.
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How this guide is organized A note about the illustrations

TheFileMakerPro User’'s Guideas divided into three parts. This user’s guide is a cross-platform book for users of either
FileMakerPro for Windows or FileMakePro for the Mac OS.

Part 1: Using a database lllustrations throughout the book are mixed, depicting situations for

The first part of this book gives you the information you need for  both platforms. Window88 and MadS 8.5 systems are used for

using existing databases that have been created in FileMiaker the illustrations. What you see on your screen may vary from the
instructions in this book depending on the platform and the operating

Part 2: Designing and creating a database system that your computer is using.

The second part of this book provides detailed instructions for

creating and designing databases. Windows: If you're using a Windows operating system other than
Windows98 (such as Window&5 or WindowsNT), what you see

Part 3: Sharing and exchanging data on your screen might not match the illustrations in the

The third part of this book explores the various ways that you can documentation.

exchange and share data from your database; for example, importin
and exporting data, sharing your database over a network or the
World Wide Web, or how to share FileMakeno data with other
ODBC-compliant applications.

Note A FileMakerPro database can have restricted access to certain
menus and database operations. For passwords and access
information, see your database administrator or the person who
designed the database that you're using.

Special information in this user’s guide looks like this:

Note or Tip messages give extra or helpful information about a
subject.

Important messages alert you to situations that require attention, such
as an action you can’t undo.

Glossarnyterms are defined in FileMakero Help. Glossary terms
are italicized in the user’s guide and underlined with a dotted line in
Help.

%/Iac OS: If you're using Mac OS system 7.6.1 and don’t have the
Appearance Manager extension installed, some options in dialog
boxes appear ipop-up menus instead of on tabs.

Specify ODBC SOL Ouery for "0DBC Demo"

Tupe into the SOL Query fisld or use the SELECT, WHERE, snd ORDER BY menu ftems to sssist yau
in constructing  SOL Query

~| SELECT -

Tables Columns

Salespeapls ] ]
Sales Data

Specify ODBC SQL Query for "0DBC Demo™

Tupe into the SOL Query field or use the SELECT, WHERE, and ORDER BY tabs o sssist you in
constructing 3 SOL Query.

SELECT WHERE ORDER BY

Tables

Columns
Salespeople
Sales_Dats

Items in a Mac OS 7.6.1 pop-up menu appear as
tabs in Mac OS 8.0 and later




Using FileMaker Pro Help

FileMakerPro onscreen Help is available whenever FileM&ler

is running. It contains some information not in the printed
documentation, such as troubleshooting tips or alternative ways of
performing an action.

Starting FileMaker Pro Help

Wheneveryou open FileMakePro Help, you start the Windows
Help application (Windows) or the FileMaker Help Viewer
application (MadS). The help applications run independently of
FileMakerPro.

To start FileMakePro Help while FileMakePro is running, do one
of the following:

= ChooseHelp menu > then a menu command
= Windows: Press F1
= Mac OS: Press the Help key or pré8s?

Learning how to use FileMaker Pro  Xi

Click to return to the last topic viewed  Click to print the topic
Click to move to the next or previous topic

Click to see the
Help Contents —

Bl FileMaker Pro: Procedure

Help Topics P
. Grouping and ungrouping obj Title of the
Click to see @ —f-cveriew Seealse current topic
Subject overview Group ohigcls soyou canwork on the grouped obiect as ifitwere a
f th t N single object. You can
or this 0p|C + copy and paste grouped objects, maintaining the arrangement of
the objects within the group
« assign attributes {like a font or a fill calor) to items in the aroup,
even if the attribute isn't appropriate for all the iterns in the group
(For example, assigning a new fontto a group that contains texd, a

- + mare easily work with stacking order, because grouped ohjects
Q"Ck dotted all exist on the same layer
underlined text to + align an individual object to a grouped object

seea glossary To group ohjects: In Layout mode, selectthe ohjects, then choose

definition —J-Rrrange menu > Group

To ungroup a grouped ohject: Selectthe group, then choose Arrange
menu = Ungroup

Click solid —totes ana tips
underlined text to
jump to a topic
related to the
current topic

For specific information on using FileMakiero Help—such as
printing a Help topic—choodéelp menu> Contents and Index, click

Depending on the window or dialog box that's open when you pressthelndex tab, and typenscreen Help

F1 or the Help key, the associated Help topic appears in the Help
topic window.

Note For the version, copyright information, and other details
aboutthis release of FileMakd?ro, choosélelp menu> About
FileMaker Pro.

About the Help topic window

To navigate to other topics in FileMakero Help, you click buttons
and underlined text in the Help topic window.

Finding a topic using the Help Contents

In FileMakerPro,chooseHelp menu> Contents and Index, or click
theHelp Topics button in any FileMakelPro Help topic window to
display the Help Contents. When you open the FileMBkerHelp
Contents, you see a list of Help subjects, arranged like the table of
contents in a book.

To display a list of topics for each subject, double-click (Windows)
or click (MacOS) a book icon. Then double-click (Windows) or
click (MacOS) a topic to display the Help topic window.
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To use the Help Index:

Help Topics: [21=]
ortents | indss | Fid | 1. In FileMakerPro, chooselelp menu >Contents and Index, then
click thelndex tab. Or click theHelp Topics button in any Help topic

window, then click théndex tab.

Click & topic, and then olick Display. Or click anather tab, such as Index

[ @ v Fiettaker Pro B
{[Q) Designing and creating Filstaker Pra databasss

2. In the Index window, type all or part of an index entry that you
want to find.

7] About cresting = datsbase
[2) ibout planring & database file
[2) Creating = FileMaker Pro fils
@ Defiring database fislds
@ Setting optiors for fields
@ Changing field definitions
[2) Deleting field defiritions and data
() Creating and managing layouts and reports
[2) about layouts and reports
[2) Creating layouts and reports
@ warking with layouts
([0 Working with abiscts on a lapout =

Cose | B | Cancel |

Help Contents in FileMaker Pro Help for Windows

1 Type the first few letters of the word you're looking for

finding

The Help Index displays a list of entries beginning with the
characters you typed. Under some index entries is a list of more than
one Help topic.

Help Topics: EHE

Contents Index | Find |

[0 == Topics:FileMaker Pro Help =—— M08

Contents Y Index N Find

Select a book and then olick " Open

1 Type the first few letters of the word you're looking for.

[data |

> <2 Using FileMaker Pro
= [ Designing and creating FileMaker Pro databases
- [ Creating a database

2 Click the index entry you want, and then dlick Display

[B) sbout creating a database
[2) sbout planning 2 datsbase file
[21 creating a FileMaker Pra file

To browse the index,
scroll through the

E anion
ata Access Companions

D

data ertry options -

[ 2 Defining database fields alphabetical list or type Daﬁ:y;:f; Pra
4 G Setting options for fielis the first few letters of the DEC
» < Changing field definitions ~ data,dsleting

entry you're looking for

[ Clase Window When Displaying Topics o ;:m;;
- i
Help Contents in FileMaker Pro Help for the Mac 0S ﬂ??fQ:T'TQQDDEE
Shatng
corting =l
Finding a topic using the Help Index o] o | e |
FileMakerProHelp includes an alphabetical list of index entries, or Help Index

keywords—significant words and phrases—to help you find the
topics containing the information you want. Each index entry is

) ) _ 3. Double-click an entry or a topic listed under the entry to display
associated with one or more topics.

the Help topic window.

Throughout this guide, certain index entries are referenced to assist
you in finding more detailed information on a topic in FileMaRes
Help.
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Finding a topic using specific words

Clicktofinda  [ETNIEES [2]x]
If you can’t find the information you're looking for in the Help specific word Corterts [ Tndas_ Fid |
i i i ifi 1 Tupe the word(s] you want ta find
Contentg or_ln the Index, you can spemf)_/ y_our own significant vyord Type the word o L e T
or combination of words to search for within all of the Help topics. words to search for 2 Seloct some matching woids o o your ssaich Gnions
FileMakerPro Help displays a list of all topics containing the Selectorr:_e ormoge PG
word(s) you specify and the total number of topics found. To narrow matcif'ggl}”v?,;ni EEIE
the search, you can specify a combination of words. For example, | eS|
you can search for all topics containing both the word “defining” and P e 5
the word “script.” o
DOUbIe-CIiCk the About layouts and
. . . tOpiC yOU Want tO see Exit Script seript st LI
To find a topic based on a specific word or group of words: )
This ShOWS_ the total ————5 Topics Fourd | [l words, Begin Ao Paiis |
1. In FileMakerPro, choosglelp menu >Contents and Index, then number of topics found
click theFind tab. Or click theHelp Topics button in any Help topic Dy | |Gl |
window, then click theéind tab. Finding words in FileMaker Pro Help for Windows

Windows: The first time you clickind in FileMakerPro Help, the
Find Setup Wizard dialog box appears. Follow the instructions it
provides to set up FileMak&ro Help for finding words. This setup

Type the word you want to search for
|
[0 =———Topics:FileMaker Pro Help——=H1H

Choose options from the
procedure needs to be done only once. POP-Up Menus to specify (it lises__res
. ) search parameters L. Fjnd topios that ) =
2. In the Find window, type the word that you want to search for. (e ) (e wera =) [ |
. Click to add another —{{ tore chaices ]
3. To narrow the search, do one of the following: word to the search
2. Select 3 topic and then click “Display . 430 Tapics Found
Windows: Type more words in the line. Then cl@gkions, selectll Select a topic B
the words you typed in any order, selectmmediately after each keystroke fomhe st ||| eri ey [
to begin the search, and clioK. You can also select multiple words [ Cloe Window When Displaying Topics .

to search for by Ctrl-clicking them in the matching word list.
Finding words in FileMaker Pro Help for Mac 0OS

Mac OS: ClickMore Choices, then type a second word in the new
row below the first word. Then clickearch. You can add multiple
rows and choose different parameters from the pop-up menus for
each word.

4. In the topics list, select a topic and cl2kplay.

In the Help topic window, FileMakd?ro Help shows each
occurrence of the word or words you searched for.
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Finding information on specific items in FileMaker Pro = ChooseHelp menu >Show Balloons, then point to a control in the

As you're working in your database, you can find information about database window or select a command from a menu to find out about it.

a dialog box that's open or certain items your mouse is pointing to,
depending on the platform you're using.

Title bar
. . . ABalloo o o
If you're using FileMakePro for Windows, you can do any of the Help topic This is the window s title

bar. To rowve the

fO||OWI ng . window , pogition the

pointer in the title bar

and drag the window .

= Open a dialog box and press F1. The Help topic for that dialog box

opens.
= When you're using the New Layout/Report assistant, clickélpe Getting additional Help
button in any panel. The Help topic for that panel opens. Use Help to get information on these additional tasks:

= Point to a tool or item in a window and read its description in a pop-
. . . Choose Help menu > Contents and
up window or in the status bar at the bottom of the window. For information on Index, click the Index tab, then type

= Find out about individual items in a dialog boxdigking Printing a Help topic Help, printing

the? button in the upper-right corner of the dialog box (in dialog Adding notes or instructions toAnnotating onscreen Help
boxes that have Bbutton) or pressing Shift+F1, then clicking an a topic @nnotatiors)

item inside a dialog box. You can also right-click an item inside a
dialog box and choo&#&hat's This? from the context menu. (To close
a What's This? window, click anywhere in the Help window.)

Creating bookmarks to quicklyBookmarks
access topics you use often

Copying all or part of a topic toCopying Help
an application that supports

| i text, to compile he
wapray Xt, to C pll h |p
Displ ot tor changing the: fort, size, style, color, | 3, H H !
S:;p;nv; zmmar:;nfnr;nan:g\:ﬁe:inns ﬁ;'dze Vi '7 A What's This? HeIp window information you use often

Setting Help preferences to  Help, customizing
If you're using FileMakePro for the Ma®S, you can do any of the ~ customize the way you use Help
following:

= ChooseHelp menu >FileMaker Pro Help or press$8-? to find out
about an open dialog box.

= Open the dialog box and press the Help key. The Help topic for that
dialog box opens.

= When you're using the New Layout/Report assistant, clickélpe
button in any panel. The Help topic for that panel opens.



Using other tools
Use the following additional tools to help you with FileMaReo.

Use

To

FileMakerPro

Install FileMakerPro on your hard disk. Also, use the

Getting Started Guidetutorial to get an overview of how to use and design a

FileMakerPro database. If you've used previous
versions of FileMakePro, you can read about features
new to this version.

FileMakerPro
template files

See and work with database files created with
FileMakerPro. You can use the templates for your
business or personal work—as they are, or change them
to suit your needs. Available in the Templates folder.
The Templates folder also contains other helpful
information.

Web browser Help

Get help while working with a database in a browser.
Available by clicking the help button in the Instant
Web Publishing interface.

Learning how to use FileMaker Pro xv






Part 1
Using a database







Chapter 1
FileMaker Pro basics

This chapter presents basic information about databases and using

FileMakerPro. You'll learn about: M are N
) o Records
= working with fields and records
= using FileMakelPro modes e
= performing menu commands |
= managing files af"o\:|
If you're new to FileMakePro, start by reviewing the tutorial, [ Michelle | [Cannon

-+ Fields
included in therileMaker Pro Getting Started Guad | 1 [123 4th St. SW J
|| [Edmonton | [CA | [N4V 1LN
| [(717) 555-0011 \

About databases

A databaséds a collection of information, atata that you can

organize, update, sort, search through, and print as needed. Your owA database can be ofie, which might hold the names, addresses,
address book or filing cabinet might be an example of a database. and telephone and fax numbers of all your clients.

With the address book and filing cabinet, you store similar pieces of

Your address book is like a database

information organized for easy retrieval. A database can also be many files that, together, contain all the
information about a particular topic, or related topics (sometimes
With a filing cabinetyou must choose a way to sort your data, for called adatabase systémUsing the relational capabilities of

example, alphabetically by last name or by region. By storing contacts FileMakerPro, you can join information between files to create a
and addresses in FileMak®ro, you can organize your information in  relational databaseFor example, one file can show you which
many ways. You can sort your information by country, city, last name, clients went on a particular tour andetated filecan show how

or even sort by all three of these fields! much they paid. (For more information about relational databases,

seechapter8, “Working with related files)
You can also view a subset of your data, for example only contacts in a

particular city. A database doesn't just hold information—you use a
database to organize and analyze information so that you understand its
significance.
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Clients file Products file
Client ID Prod ID
Name Product Travel bag
Phone | 818-555-1234 Price 29.00
Stock
Invoice file

r—-—-

- = = 3 ClientID
Client Name
Phone
Invoice ID

Prod

- e = = = = = = = o el ] m
I a

ID  Product Price
ET3 |Travel bag $20¢ + - - -4
ET4 | Travel book $32

FileMakerPro includes template files that you can use to get started
right away. To open one of the template files, chédsenenu>
New Database, and choose a file that best suits your needs.

About FileMaker Pro files

Before you begin to work with FileMak®@ro, you should be
familiar with the basics of a FileMakero file and some simple
database concepts.

About fields and records

Fieldsare the basis of a database file. Fields are used to store,
calculate, and display the data you enter into a reBach piece of
information in a record—like name, ID number, and telephone
number—is stored in aefd.

I Clients .
== EVERYWHERE i
7 TRAVEL Client Entry

Fiecords
17
Unsorted Cliert 10

[Mary | [Brith

First Name Last Name Phone

123 Eim 5t ]

Bddresz1

]

Bddreszz

[Mew vork ] [UgA

City State Courtry
| 100 ufudl | Browse | 4] il

Arecord in the Clients database

In the Clients example above, the fields track name and address
information. For example, you type a client’s first name into the First
Name field, their last name into the Last Name field, and so on. Use
a field for each unique piece of information you are storing.

A database file contains one or mogeords Each record contains
fields that hold similar information about one subject or activity. For
example, the fields on a record in the Clients file contain address
information for one client.

To enter data in a database file, you make a new record and enter data
into the fields that belong to that record. After you create records in

a file, you can work with them in various ways: you can edit them,
sort them, find a group of records that contains particular data, or
share the data across a network.

The information you enter into a field is italue Field values can

be typed into a field, imported from another application or entered in
a number of other ways. They must be in one of the following
formats:

= text

= number



= date

= time

= graphic, sound, movie, or, for Windows only, OLE

= the result of a formula that calculates the field’s value

= a summary of the values in the field for a group of records

About layouts

FileMakerProlayoutsdetermine how information is organized for
viewing, printing, reporting, finding, and entering data. Layouts do
not store your data—they just display it.

in a variety of ways. Within one database file, you can design
separate layouts for entering data, reporting summaries, printing
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In a layout, you:

= choose which fields to display

= arrange and format fields
= add or modify field labels

= create reports, for example, to group or summarize data

= add buttons, which make your file easier to use

= specify how records are printed

= add graphics and text to add emphasis and interest

About modes
Database files can have many different layouts, which display data you work with data in FileMakePro using four modes.

mailing labels, publishing a database on the Web, and so on. You can

change a layout’s design without affecting the data or other layouts
for the file. When you change the data in a field, the changes are
reflected in the same field on all the layouts in the database.

Evenrinene
TraveL

Steve Williams
789 Ninth Avenue
New York, NY 10001

Evenrinene
TraveL

Dear Sophie,

M.
[

Thank you for reserving a cruise with us. We
value your business and appreciate the
to serve you.

Phone List

Evemrituene
Trare,

Juanita Alvarez 555-1234 If you hefve any questions about your
Michelle Cannon 555-1234 , please call us—we want you to
Andre Gommon 61234 be satisfied with your cruise.

Marie Durand 555-1234
Jean Durand 555-1234
William Johnson 555-1234
John Lee 555-1234
Patrick Murphy 555-1234
Le Nguyen 555-1234

Sincerely,
John Lee

T
LI

Kentaro Ogawa 555-1234
Mary Smith 555-1234
John Smith 555-1234
Sophie Tang 555-1234
Steve Williams 555-1234
Betty Wilson 555-1234

The same data can be arranged differently with multiple layouts

Find
Layout

100 [l Preview Mode pop-up menu

Switch modes by using the mode pop-up menu in the lower left
corner of the window or by choosing a mode from the View menu.

In this mode

You do this

Browse

Work with the data in a file. You can add, view, change, sort,
omit (hide), and delete records. Browse mode is where you'll
do much of your work, such as data entry.

Find

Search for particular records that match a set of criteria. You
can then work with this subset of your records, called the
found setAfter you find a group of records, FileMakero
returns to Browse mode so you can begin working with
them.

Layout

Determine how information is presented on your screen or in
printed reports, labels, and forms. You design layouts for
specific tasks, like data entry or printing invoices or
envelopes. Select and arrange fields and other objects to
modify an existing layout or create new layouts.
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In this mode  You do this

Preview See how data in forms or reports will look before you print.
Preview mode is especially useful for layouts with multiple
columns (like mailing labels) and grouped reports
with summaries.

o=——— Invoices
leeel’|| Evermrmrcne Invoice = — nvoices
= TRAVEL M
= .
) Every WHERE Invoice
Unsorted TrAveL
8| clemw [CEHD Agent Name
1 client Name  [ETSENAME [LASNAME. 4 Invoice »
Adaress [dERaT orderbate DEELDRE
Product 1D Product Name Unit price e — e 2
& Canvas bavelbag 42095 e —
£ Carbbean bavel book 95225
ET Gorshit 3695 Produst D Product Hame Uit prce _aty " pese
ETS European Advertures ravel book $32.85 ProdusName. “Etenge] 2]
Subtns . |
k 4.
Toro ... ®
[ Erovee < Sworas [ Suo0]
- | Tex
Browse mode ===
T o) U T P

o Invoices
lecel || Evemrmpmene Invoice g———————— iwoiees
] TRAVEL [ ]
cnt 2ay
Clomit ; Every WHERE Invoice
symbots[ =] Pages: TrAVEL
N o Client 1D CO01 Agent Name  David Michaels
ClntName Vry St vice o 001
Product 1D Product Nane Unit price Address 123 Em St orderpate 81411930
Newark, NY
usa
Etented
Produt 1D produt Hame unirrice oty “Foee
Subtot ET3 Canvas tavel bag 32005 1 32095 [9]
s B oumeanmvii CE RN
& Gorsnit e 2 smw
e e T T e e
. o 523455
Find mode v
Total $254.33 [~]
| I [ I 0P

About sharing data

A benefit of storing data in FileMak&ro is sharing your data with
others. You can share your data with other FileM&kerusers on a
network, or use a FileMak&ro companion to share data over the
Web or with ODBC.

= |f you're sharing data using FileMakBro networking on a

network and have more than ten guests, you must host the files using
FileMaker Server. For information, selapterl3, “Sharing

databases on a netwdrk

= For information on publishing FileMaké@ro data on the Web, see
chapterl4, “Publishing databases on the WelBor information

about the number of IP addresses that can access a database, see
FileMaker Pro Help. Choose Help menu > Contents and Index, click
the Index tab, and tygeuests .

= For information on sharing data via ODBC, skapterl5, “Using
ODBC with FileMaketPro”

Performing menu commands

There are a variety of ways to access menu commands in
FileMakerPro.

You can access a menu command by:
= choosing it from a menu

= pressing a keyboard shortcut

= clicking a tool on a toolbar

= choosing it from a context menu

= activating it from an Apple event

For a list of often-used keyboard shortcuts,ag@endix C,
“FileMaker Pro Quick Reference (Windowsandappendix D,
“FileMaker Pro Quick Reference (Mac OS)

Important Menu choices might be dimmed if you do not have full
access to a file. For example, if you open a file and don’t have access
to create records, the New Record menu command and toolbar
button are dimmed.



Using toolbars

Toolbars provide quick access to many FileMdker menu
commands.

Hold the cursor over a button to see its description.

e sE

Tooltips describe each

button in the toolbar

Toolbar buttons vary depending on which mode you’re using. For To
example, the standard toolbar in Browse mode contains buttons thag, -~~~
help you create or delete records. In Find mode, the buttons help you

create or delete find requests.

Drag a toolbar by the handle to reposition it

D= -8y [ smi- e BP0

The standard toolbar in Browse mode

= R A== =0

The standard toolbar in Find mode

Also, different menu commands are available with each set of
toolbars:

Choose this In this
toolbar mode To access these types of commands
Standard all modes Operating system commands like New

Database, Copy, and Paste, as well as menu
commands for each mode (for example, New
Record in Browse mode or New Layout/Report
in Layout mode)

Text formatting menu commands to change the
font, text size, style, and color

TextFormatting Browse and
Layout
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Choose this In this

toolbar mode To access these types of commands

Arrange Layout Move or rearrange objects (group, lock, move
from front to back, rotate, and align)

Tools Layout Access editing tools in the status panel, like the

text tool, rectangle tool, field tool, and so on

You can change the location and position of toolbars by moving and
resizing them.

Do this

ChooseView menu >Toolbars, then the specific toolbar
you want to work with.

Hide a toolbar ChooseView menu >Toolbars, then the specific toolbar
you want to disable. If the toolbar is floating, you can also

click the close box.

Move a toolbar Click the handle on the left side of the toolbar and drag it

to a new location.

Resize atoolbar  Move the toolbar away from the menu bar. Then, in
Windows drag the left, right, or bottom side of the
toolbar. (The cursor changes to a double-headed arrow).

In the MacOS, drag the lower right corner of the toolbar.

Using context menus

You canquickly edit an object or data by choosing editing commands
directly from acontextmenu(“contextual menus” in the Ma@s).

Context menu commands will vary based on the mode you're using, the
item the cursor is over, and whether an item is selected. For example,
when text is selected in Browse mode, you see commands like Cut,
Copy, Paste, and text formatting commands. When a field is selected in
Layout mode, you have access to a different set of commands.
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FilemMaker Pro Help

FileMaker Pro Help
Cut

Copy
Paste

‘Address1
Cut

Copy
Paste

Font
Size
Style
Text color

Text Format...

Field Format...
Field Borders...

Specify Button...
Specify Field...

Fill Calor
Fill Pattern
Effects

Pen Color
Pen Pattern
Pen Width

| vvvwy

Insert

Context menu in Browse mode

yvyvvwvw

Arrange »

Context menu in Layout mode

To display a context menu in Windows, hold down the right mouse
button while the pointer is over an object or data. In the ®Bc

hold down the Control key, then click the mouse button over an
object or data.

In this mode Access context menus in these areas

Browse Toolbar, text ruler, in a field, or outside a field

Find Toolbar, in a field, or outside a field

Preview Toolbar or anywhere in the document

Layout Toolbar, text ruler, a field, an object or group of objects,
selected text, a layout part, or elsewhere on a layout

Managing files

In FileMakerPro, you can either work with existing database files or
start new files. The following sections tell you how to work with
existing FileMakePro files. For information on creating database
files, seechapterb, “Creating a database

Starting FileMaker Pro
There are several ways to start the FileMdkerapplication:
= Double-click the FileMakePro application icon

= Double-click a FileMakePro file

= Drag a FileMakePro file on top of the FileMakd?ro icon

= Windows: click theStart button,Programs > FileMaker Pro 5>
FileMaker Pro.

Opening files

To open a file if FileMakePro is already running:
1. ChooseFile menu >Open.

2. Double-click the name of the file to open.

If you're asked for a password, type the password, then@#ick

To open a file if FileMakePro isn’t running, choose one of the
following methods:

= Double-click the file icon
= Drag the file onto the FileMakéro application icon

= Double-click the FileMakePro application icon. In thidew
Database dialog box, seled®pen an existing file, then clickOK, then
double-click the filename.

You can open a FileMaker Pro for Windows file on the Mac OS, and
vice versa. If you intend to move files across platforms, it's best to
include the .FP5 extension in the filename. If you add or remove
filename extensions, you must re-specify the file locations for related
files and files with external scripts.

For information on opening a file that's hosted by another computer,
see"Opening files as a guésin pagel3-5.

Tip You can display recently opened filenames undeFihenenu.
See" Setting general application prefererices pageA-1.



Keep these points in mind:

= Whenyou open a file created with an earlier version of
FileMakerPro (version 4.1 and earlier), you must convert it to the
FileMaker Prab format. Upon conversiodate fields that were
previously storing and displaying two-digit years (for example, 92)
will now display four-digit years (for example, 1992). You might have

to resize the date fields to display four digits or format the date field to

display two digits. For more information on opening files from
previous versions howoseHelp menu >Contents and Index, click the
Index tah and typeconverting fles

Important To avoid confusion when using dates, always use four-
digit years. For more information about how FileMaker ®ro
handles Year 2000 issues, see www.filemaker.com.

= When you open a file saved with internal default formats that are
different from the system formats set on your computer, you might
see an alert message.Working with international files is documented

in Help. Choosélelp menu >Contents and Index, click thelndex tab,
and typdntemational formats

= You may open a file with limited access if the database

FileMaker Pro basics 1-7

To close a file, be sure the file’s window is active, and then do one
of the following:

= ChooseFile menu >Close.

= Windows: Double-click the document icon in the upper-left corner
of the document window.

= Windows: Click the close button in the upper-right corner of the
menu bar.

= Mac OS: Click the close box in the upper-left corner of
thewindow.

Saving files
FileMakerPro automatically saves changes to a file as you work.

You can also specify how frequently FileMalko saves changes.
See" Setting memory preferencesn pageA-2.

Important You should save a copy of the file to backup your work.
Always save a copy before you make extensive changes. You can't
restore data after you delete a field fromDkéine Fields dialog box
or remove records using tBelete Record or Delete All commands.

administrator has assigned a default password. For information, seeor information, seappendix B, Backing up and recovering filés

“Defining passwordson paged-1 and refer to the administrator.

= You can open a file created in another application, like many
versions of Microsoft Excel, directly in FileMakBro. See
“Importing data into FileMaker Pfton pagel2-2.

Closing files

You can close a file and leave FileMakD running or you can quit
FileMakerPro, which closes all FileMakéo files.

Important FileMakerPro saves changes you make to a file as you
work and whenever you close a file or quit the application.

To save a copy of your file:

1. Make the file you want to save the active file, and chéitese
menu> Save a Copy As.

2. Choose an option for saving a copy from$bee a (Windows) or
Type (MacOS) list.

Choose this

option To do this

Duplicate the entire file, including the field definitions,
layouts, scripts, page setup options, and data. Duplicating
a file is useful before you make extensive changes.

Copy of current file

Compressed copy
(smaller)

Compress the entire file into less disk space by
reclaiming unused space in the file. Saving a compressed
copy is useful if you edit lot of records frequently.
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Choose this Quitting FileMaker Pro

option To do this When you're finished working in FileMak&ro, chooséile menu >

Clone (norecords) ~ Make a copy that contains all the field definitions, Exit (Windows) orFile menu >Quit (Mac OS). FileMakeiPro saves

layouts, scripts, and page setup options, but no data. changes to your file whenever you quit the application.
Make a clone when you want a template of the file.

Important Always quit FileMakeiPro before you turn off your
3. Type a new name to rename the file.

computer.
Create Copy [21=]
Savein |23 FleMaker Fro 50 i =] M=
(L1 Themes
Fhilweb (23 Tuterial
Labels @web
Odbe:
System
Templates
Name of the new file — Fiersme:  [Sients Copsies |
Filename extension —— save as upe: [Fiemaker Fies (15 o3 m) = Cancel
Options for —saves [cony of cunent fie =
saving a copy
Save a Copy As dialog box (Windows)
=———— (reate a copy named: —————
olb]o]
Date Modified |2
(3 FileMaker and &pple Events 4/14/99 =
G FileMaker Examples 4/14/99 =l
ﬁ FileMaker Extensions 4/14/99
ﬁ FileMaker Help 4/14/99
[i§] FileMaker Pro 4/9/99
ﬁ FileMaker Templates 4/14/99 -
— =
Name of the new file —- name: [ctients copy | [(Newly |
Options for ——‘—Type: [ copy of current file ij
saving a copy
=
7

Save a Copy As dialog box (Mac OS)

4. Click Save.



Chapter 2
Adding and viewing data

There are many ways to view and work with data in a FileMaker
database. This chapter explains how to:

Products file in Browse mode

Status area
= view records in a database R TEHER S (PTG e] BE
. Layout File Edit Vigw Insett Format Becords Scrpts Window Help INETES]

= add, duplicate, and delete records pop-up [D@-[@p| e e BE 8E] 7 s | @i Standard

. - MeNU — syout 1 o =l| toolbar
= add and edit data in fields Book icon —& L& Broduct

. L A FVERYWHERE roducts
= work with text in fields Number of | Teave
records in —

= check the spelling of your data the file —igé oo €11

P goty Current Sort —unsted e o,

status of Unit Price  $35.95
For an introduction to fields and records, ‘$&eout fields and records steck 43 o
»  100] lutl 5] Brotse , <[4 | ,

records” on pagé-2. ELo WM

| |
Zoom controls Mode pop-up menu

Status area control

About working with records in Browse mode

In Browsemode, you caenter, view, change, and delete data in your Your database contains one or miagmutsthat display your data in

database. FileMaker Pro saves the changes you make to your file adifferent ways. If your database has several layouts, you can choose
you work. a different one from the layoubp-up menu at the top of the status

area.
In Browse mode, you can work with all trexords in a file, or a
group of records (called theund set You can display records in ~ For more information, s€Saving files” on pagéd-7, “Finding
sorted order or the order in which you added them to the file. records” on pag8-1, “Sorting records” on pagé-8, and“About
layouts and reports” on pagel.
If you're working in another mode, you can switch to Browse mode
by choosing/iew menu >Browse Mode.
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Viewing records

FileMakerProprovidesthree views of each layout: form, list and
table. When you change views, you temporarily change the way
records display or print.

Do this in Browse mode, Find mode,

To view or Preview mode

Individualrecords Chooseview menu >View as Form.

Records in dist ChooseView menu >View as List.

Records in a table Chooseview menu >View as Table.
(See the next sectiotiyiewing records in a tablg

The following illustration shows the same layout in three views.

ViewasForm @& waws &8

EveryWHERE Products
vEL

Field labels —jf==- Field data

View as List F=—————rmuws

M EVERYWHERE

£ Fithesin Products

it Product 1 ET1

Product b ET2

When you're

viewing records
—inalist or table,

you see as many

records as fit on
] one screen

View as Table

€ lercorsit —chig 5
ook

Book
Book
Book

Keep these points in mind:

= If you have layout design privileges, you can specify the views that

are available for each layout. S&etting up View as Form, View as
List, and View as Table” on pa@elO.

For more control over the appearance of your data, you can create

layouts that are designed to show records in a list or table. See
“Columnar list/report” on pagé-3 and“Table view” on pag®-4.

= View as Form, View as List, and View as Table do not affect
databases published on the Web using FileMBkernstant Web
Publishing. To set up views for web publishing, “®etting up
browser views” on page4-10.

Viewing records in a table
1. To view reords in a table, choostew menu >View as Table.

To Do this

Reorder columns Click a column heading and drag it to a new location.

Resize a column  Move the pointer to the edge of the column heading.
When the pointer changes to a double ar)(drag

it to the desired size.

To set a precise width, select one or more columns, then
right-click (Windows) or Control+click (Mac OS).
ChooseSet Column Width from the context menu. In the
dialog box, type a width, choose units from the list,
then clickOK.

Sort recods = Click a column heading.

= Select one or more columns, right-click (Windows)
or Control+click (Mac OS), then choose a sort order
from the context menu. If you select multiple columns,
the order of the columns (left to right) determines the
sort order. For more information, s&orting records”
on page3-8.

Note You can sort records $ort data when selecting
column is selected in the Table View Properties dialog
box. Seé'Setting up View as Form, View as List, and
View as Table” on pageé-10.
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2. If FileMaker Pro prompts you to save your changes to the layout, = For more information about View as Table, choasle menu >
you can choose how the layout is displayed the next time you openContents and Index, click thelndex tab, and typ¥iew as Table

the file
To Click
See your layout changes Yes

See the layout as it looked before your changble

Column headings. Each column displays
or?e field from the current layout

33 FileMaker Pro - [Products]

File Edit Vigw Insett Format Redords Scipts Window HEIp =@l x|
T [[Productin] Product Mame Category Colors =]
— ET1 Galf shirt Clathing White Green
s ET2 Travel Calendar Book Red
= ET2 Canvas travel bag | Accessory Black Red
0 ET4 Catibhean travel Book
Recods: ETS European Book
14 ETE Exploring Asia travel |Boak
ET? How Ta Pack For Book
Unsarted ETE Golf Umbrella ACCESSONY Yellow  |Red
ET3 Sunglasses ACCESSONY
Current record — ETI0  |Sandals Clothing Fink  |areen
bar indicates the ET11 Panama hat Accesson Brown  |Black
ET12 T-shirt Clathing Red Furple
SeleCted record ET13 Sweatshint Clathing Red \Pumle
ET14 Jacket Clothing Blpe Black |+
100] ull 5| Browse <] 4] ﬂJ
4

| [N ]

For Help, press F1

View as Table Valuesina relpeating

field display horizontally

Keep these points in mind:

= |f you have layout design privileges, you can set options to

command

Selecting the current record
In Browse mode, a database has aumeent (selected) record at a

time.

In this view

The current record is

View as Form

The record that you're displaying.

View as List
or
View as Table

The record that's marked with a solid bar along the
left side.To work with another record, click in the
record to make it current.

]

Products

Layout #1_||

=
i |

14

FAJ Everri¥rere

[

Records

Unsorted

Products
Traves

Product ID  ET1
Product Name  ET Golf shirt
Category  Clothing

Current
record bar in
View as List

Unit Price  $35.85
Stock 43

Product ID  ET2
Product Name  Travel Calendar
Category Book
Unit Price  $12.50

| Browse Ciim ) [

SiK

customize the way a layout displays and functions in View as Table. For information about views, s&¥iewing records on page2-2.

(SeésSetting up View as Form, View as List, and View as Table” on

page6-10.)

you can't select multiple cells in a table.

= If a layout contains a portal, View as Table displays the data from

the first related record (the first row of the portal). Segout
relational databases” on page.

To select a related record in a portal, select the portal row (click

= You can select multiple columns to reorder, resize, or sort data, butnside the row but outside any fields in the row). For information
about related records and portals, ‘gd®out relational databases”

on pages-2.
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EveERYWHERE Invoice
TRAVEL
1

Records
30

Client ID || Agent Hame

Invoice 10 1
Unsorted

Address OrderDate B/1

Extended
Product ID  Product Name Unit Price Gty i

ET4 Caribbean fravel book 3225 1 $32.25 [
Portal ET1 ET Golf shirt 36.95 2 $73.80
| ETS Eyropean Adventures ravel book 32,95 3 $98.85

=

Total $234.85

00 | Browss [0 I»

SEl

Click inside the portal row
to select a related record

Moving through records

To move from one record to another, useltbek icon in the status
area.

Layout #1 +|
Book icon — +— Bookmark

+— Current record number
Records:

Number of records —s
in the database

Unsorted

To move Do this

One record at atime Click the bottom page of the book icon.
forward

To move Do this
Quickly through Drag the bookmark down or up to move forward or
records backward.

Through records in Use the scroll bar on the right side of the window.
View as List or View as
Table

To arecord with a See"Finding records” on page-1.
unique value that you
know

Adding and duplicating records

When you add or duplicate records, FileMaRew stores new
records at the end of the file. In Browse mode, you see the new record
after the current record, or after the last record in the found set:

= |f records are sorted or semi-sorted, the new record appears
immediately after the current record, and the sort status changes to
Semi-sorted.

= |f records are unsorted, the new record appears after the last record
in the found set. For more information, $8erting records” on
page3-8.

Note If a file is locked or write-protected, or you don’t have access
privileges to create records, FileMaker Pro doesn’t add new records.
See"Defining passwords” on padgel.

To Do this in Browse mode

One record at atime  Click the top page of the book icon.
backward

Quickly to a specific = Click the current record number at the bottom of the
record book icon, type the record number you want, then
pressEnter (Windows) oReturn (Mac OS).

= Press Esc, type the record number, then ety
or Return.

Add a newblank record ChooseRecords menu >New Record. You see a
blank record with one field selected.

Quickly add a record Select the record to duplicate. Then, chd&serds
with the same or similar menu >Duplicate Record. (Se€’ Selecting the current
data as an existing recorcecord on page2-3.)

Add or duplicate related See the next section.
records




If the fieldis defined to enter field values automatically, you see
those values entered in the new record."Beéining automatic data
entry” on page-8.

To enter or change values in the new record; Abeut entering
data in recordson page2-6.

Adding and duplicating related records

If you're working with related files, you can add records to the
related file as you enter data in a record in the master file.

Note You can only add related records from the master file if the
relationship is defined to allow the creation of related records. (See
“Defining relationships for relational databasesllookups” on
page8-10.)

To Do this in Browse mode

Create arecord in th&€€hooseRecords menu >New Record.
master file

Add a record to a
related file

= |f the related field is in a portal, type data into the field
in the last (empty) row of the portal, then press Tab.

= |f the related field isn’t in a portal, type data into the
field, then press Tab.

Duplicatea master Be sure no records in a portal are selected, then choose
record (and display Records menu >Duplicate Record.
related data)

Duplicate a related Select the record in the portal, then chdRemrds menu
record in a portal > Duplicate Record.

Master file
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= Ivgices———
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EvER Yy WHERE
FRAVEL

Invoice

T+ m

Client Name
Address

i St
Mew: York
u

Agent Hane
Invoice 1D

Order Date

Product ID

Product Name

Unit Price

Extended
Price

[T

Caribbean rave| baok

BR[O A

$32.25

Gl

ET Golf shirt

e

$73.90

European Adventures ravel book

$3295 ]

$95.85

Total

$234.95

t

100 I“ﬁ Browse

I
Portal displaying ~ Type in the last row of the
related records from  portal to add a related
the Line Itemsfile  record to the Line ltems file

SIEL

[« Tl

I

For more information about related files, $B&splaying data from
related files” on pag8-1.

Deleting records

When you delete ecord, yopermanentlyliscard the data in all the
fields in that record.

Important You can't retrieve deleted data, and you can’t undo the
action of deleting recordBefore you delete records, consider
making a backup copy of your file.
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If you're working in a relational database and the option to delete
related records is selected in the Edit Relationship dialog box,
FileMakerPro deletes related records when you delete a master
record. For more information, séigefining relationships for
relational databasesdlookups” on pag8-10.

To delete Do this

One record In Browse mode, select the record to delete. (If you're
deleting a master record in a relational database, select
anything other than a portal row in the master record.)

Chooserecords menu >Delete Record, then clickDelete.

A related record Select a portal row in the master file by clicking inside the
row but outside any fields in the row. Cho®seords

menu >Delete Record, then clickDelete.

Note To delete related recorddijow deletion of portal
records must be selected in the Portal Setup dialog box.
(See“Creating and formatting portals to hold related
fields” on pages-19.)

A group of records Make sure the found set contains only the records you
want to delete. (Sé€inding records” on pagg-1.) In
Browse mode, choo&ecords menu >Delete All Records,

then clickDelete.

All records in a
database

= |[n Browse mode, choo$cords menu >Show All
Records, then choos®ecords menu >Delete All Records.

= Create a clone of the database with no records. See
“Saving files” on pagd-7.)

Keep these points in mind:

= To permanently delete a field definition and all the data in the field
in all records, setbeleting field definitions and data” on pagel2.

= To temporarily omit records from the found set without deleting
them from the database, sékding records from a found set and
viewing hidden records” on pager.

About entering data in records

The following sections describe how to add or change data in a
FileMakerPro database.

If you're working with a database that doesn’t have any records, you
must create a record before entering data:' 8dding and
duplicating recordson page2-4.

Note If a file is locked or write-protected, or you don't have access
privileges to edit records, you can’t modify data. S&efining
passwords” on pag#l.

Selecting a field

To Do this in Browse or Find mode

Select a field Click in the field.

Select the contents ofSelect the field, then chooBeit menu >Select All.
a field

Move to the next field Press Tab (or click in the field).
in the field order

Move to the previous Press Shift+Tab (or click in the field).
field in the field order

Move to items in a
value list

Press the arrow keys. Seentering preset data from a
value list on page2-8.

Mac OS:You can't use arrow keys to move to items in
pop-up menus. (You must use the mouse.)

For more information about selecting a field in Browse mode or Find
mode, see FileMakétro Help. ChoosEelp menu >Contents and
Index, click thelndex tab, and typéelds,current



Entering and changing data in fields
You can entedata up to the character limit for the field type (for

example, 255 characters in a number field). You can view and printradio or option buttons,

only the data that fits within the field boundaries.

To

Do this in Browse mode

Enter data in a texteld

Click in the field, then type the text (up to
approximately 64,000 characters).

Enter data in a numbéeld

Click in the field, then type up to 255
characters.

Enter data in a daféeeld

Click in the field, then type one date on one
line in the field. Type the day, month, and year
as numbers (for example, 2/3/2002), separated
by a nonnumeric character like — (minus) or /
(forward slash).

Important To avoid confusion when using
dates, always use four-digit years.

Enter data in a timéeld

Click in the field, then type the time of day (or
a time duration) as:

= hours
= hours and minutes
= hours, minutes, and seconds

Separate hours, minutes, and seconds by a
nonnumeric character like : (colon).

Type the time of day in 24- or 12-hour format,
with or without AM or PM. (AM is assumed
for a time less than 12:00.)

Add data to a container field

See" About working with graphics,
soundsandmovies on page2-11 and
“Working with OLE objectson page2-15.

Insert a tab chacger in a field

Click where you want to insert the tab. Press
Ctrl+Tab (Windows) or Option+Tab
(MacOS).
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To Do this in Browse mode

Add data to fields formatted asSe€'Entering preset data from a value”list
page2-8.
checkboxes, lists, or menus

Delete data fim a field Select the data, then press Backspace or

Delete.

Edit, format, or check the
spelling of text in a field

See" About working with text on page2-13.

Change data quickly, using See"Using context menus” on pade5.
commands in a pop-up menu

Keep these points in mind:

= A field can be defined to make sure you enter data in a specific
format, or within a certain range. S&efining automatic data
entry” on pagé-8 and“Defining field validation” on pag&-9.

= You may not be able to enter or change data in some fields (for
example, calculation or summary fields, or fields that are formatted
to prevent entry). You can copy the contents of calculation and
summary fields to other fields. S&bout choosing a field type” on
pageb-4 and“Allowing or preventing entry into fields” on page8.

= |f you don’t type a year in a date field, and haven't typed a
separator charactéor a year, FileMaker Pro enters the current year
for you. (This can’t be done 4fDigit Year Date validation is defined
for the field options. Seefining field validation” on pag®-9.)

= For more information on how FileMaker Pro 5 handles Year 2000
issues, see www.filemaker.com.

= To return the current record to the way it was before you added or
changed data, chooRecords menu >Revert Record before you
select a different record or leave the current one.

= You can paste a value from the figddex, which contains all the
values in the selected field. Field indexes are documented in Help.
ChooseHelp menu >Contents and Index, click thelndex tab, and type
index .
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= There are other ways to enter data in a field besides typing, like
importing or copying it from another source, using a related file, or

having FileMaker Pro automatically enter the data when you create

a record. Se®About import and export” on padE-1,"Displaying
data from related files” on pa@el, and“Defining automatic data
entry” on page-8.

= For more information about entering and changing data, see
FileMakerPro Help. ChoosHelp menu >Contents and Index, click
thelndex tab, and typentering data

Using URLs in afield

If you have a valid URL (web address) in a field, you can open the
URL in an application that you specify:

1. Click the field to select it.

2. Right-click (Windows) or Control+click (Mac OS) any part of the
URL.

3. ChooseOpen <URL> from the context menu.

Note This feature requires the URL.DLL file (Windows) or Internet
Config 1.1 or later (Mac OS). These components are described in
Help. Chooseélelp menu >Contents and Index, click thelndex tab, and
typeURLs

Copying and moving data in records

You can copy values fromany field type, including fields that are
formatted as radio or option buttons, checkboxes, lists, or menus.

To Do this in Browse mode

Copy or move &alue from
one field to another

Select the contents of the field, then choose
Edit menu> Copy or Cut. Display another record,
if needed. (Se&Moving through recordson
page2-4). Select the field to hold the data, then
chooseEdit menu >Paste.

To Do this in Browse mode

Copy a value from a field in Click the field that you want to hold the data.
the lastrecord that you Choosénsert menu >From Last Record.
accessed (by clicking or

pressing Tab)

Copy values in acord to
another application, like a
word processor

With no field selected, choog&dit menu >Copy.
In the other application, paste the values that are
in the Clipboard.

Copy data in a mster record With no fields and no records in a portal selected,
and in all related records in &hooseEdit menu >Copy.
portal

Copy one relatetecord in a Select a related record, then chobdiemenu >
portal Copy.

Copy the found geof
records to the Clipboard

With no fields selected, press Shift (Windows) or
Option (Mac OS) while choosirfglit menu >

Copy.

Duplicate data from anotherSee" Adding and duplicating recordsn
record into the current recorghage2-4.

Keep these points in mind:

= When you copy a record, everything is copied except data in
container fields. Data is copied in tab-delimited format, in the order
the fields appear on the layout. Text styles, like bold or italics, aren’t
copied.

= You can drag and drop information between fields, records, and
applications. Se&Moving data with drag and drbpn page2-9.

= For more information about copying and moving data, see
FileMakerPro Help. ChoosHelp menu >Contents and Index, click
the Index tab, and typeéata,moving

Entering preset data from a value list

A field can display values as radio or option buttons, checkboxes,
pop-up or drop-down lists, or pop-up menus. You can use these
options to quickly enter preset data. The data is definealue lists



Pop-up menu

Black

Blue
¥ Red
White
Edit...

Choose to edit
values in the list

Pop-up list

Red
Black -
Blue
Red
“White

Radio buttons

[OBlack OBlue @ Red Owhite

Checkboxes

[Oslack [TBlue BIRed [wihite [J0thed

To

Click to enter a value that
isn'tincluded in the list

Do this in Browse mode

Choose preset value fromClick the field, then choose the value from the pop-
apop-up (drop-down) list up list or menu.

ormenu

Deselect a list

PressEsc, or click the field again.

Type a value that isn’t
included in a pop-up list

Click the field again, then type the value.

Note You must type a value that's in the list if the
Member of value list validation option is selected for
the field. SeéDefining field validation” on
page5-9.

Select or clear a radio
(option) button

Click the button to select a value.

To clear a button, Shift+click it.

Select or clear a cheloéx

Click a checkbox to select or clear a value.

Enter a value that isn’'t
included in a value list

Choose or cliclother. Type a value in the dialog
box, then clickOK.

Clear arOther item

Choose or cliclother, then delete the associated
value (and its carriage returns) in the dialog box.
Click OK. (This action clears the field.)

Edit a value list

Choosetdit, then change the values in the dialog
box. Click OK.
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Note If you have layout design privileges, you can set field format
options to determine how fields appear on a layout. For example, the
format determines whether tBéher or Edititemsappear in radio
buttons, checkboxes, and pop-up lists or menes!rmatting

fields to use a pop-up list, pop-up menu, checkbaxesdio

buttons to display a value list” on pagé®.

Moving data with drag and drop

You can use&rag and dropto transfer information within a
FileMakerPro file, or between FileMak&ro and other applications
that support drag and drop.

For example, you can drag a number from one field and drop it in
another field in the same database. Or, you can drag an object from
a FileMaker Pro layout and drop it into a Microsoft Word document.

In FileMakerPro, you can use drag and drop in Browse mode, Find
mode, or Layout mode. To enable or disabledifagy and drop

feature for text in Browse mode or Find mode, select or Efehte

drag and drop text selection in theGeneral area of the Application
Preferences dialog box. S&®etting general application
preferences” on page-1.

For more information about drag and drop, chdtse menu >
Contents and Index, click thelndex tab, and typelrag and drop
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Inserting the current date or other variable into fields

Before you begin, keep these points in mind:

Toinsert the current date, time, or user name into a field in Browse = Important You can’t undo replacing field values. Before you begin,

mode or Find mode:
1. Click the field.

2. Choosdnsert menu >Current Date, Current Time, or Current User

Name.

To insert the current As specified in Choose

Date in a date, number, or text fieldYour operating Current Date
system settings

Time in a time, number, or text fieldYour operating Current Time
system settings

User name in a text or number fieldFileMakerPro Current User
Application Name
preferences

Important To avoid confusion when using dates, always use four-
digit years. For more information on how FileMaker Pro 5 handles

Year 2000 issues, see www.filemaker.com.

consider making a copy of the file.
= You can't replace data in calculation, summary, or global fields.

= You can't reserialize calculation, summary, global, or container
fields.

= You can sort records before you reserialize them. For example, you
can sort suppliers by how frequently you use them, then reserialize
the records.

= To replace field values in only a few records, go to each record and
change the value by selecting the contents of the field, then entering
the information you want.

To replace field values in the found set:
1. If necessary, find, omit, or sort the records in the database.
Seechapter3, “Finding and sorting information.”

2. In Browse mode, in the current record, select the contents of the
field whose values you want to replace.

After you insert the date, time, or user name into a field, that value 3. If you're replacing data with a constant value (instead of serial
doesn't change. To display a value that updates, place a date, timenpumbers or a calculated value), type the constant value.

or user name symbol on the layout. Saserting the page number,

date, or other variable onto a layout” on paefel.

Replacing data in fields

You can replace the contents of a field in all records, or in a set of

records, with:

= a different value (for example, replace the vaeen with Blue)

= a new series of serial numbers (for example, when records have

become disordered)

= a calculation. You can also modify a field’s existing values by
using a calculation that includes the field (for example, change the
valueGross Pay to the result of the calculatidsross Pay + 1000).

4. ChooseRecords menu >Replace.

5. In the Replace dialog box, select how to replace field values.

To replace each
field with Select

The value in the Replace with <value>. FileMaker Pro replaces the
currently selected field contents of the field for the entire found set of records.




To replace each
field with

Select

A serial number

Replace with serial numbers. Type the starting value for
the serial numbers iinitial value, and the incremental
value inincrement by. (FileMakerPro enters serial

numbers starting with the first record in the found set).

If the field is defined to automatically enter a serial
number, you can:

= SelectUpdate serial number in Entry Options to reset
thenextvalue in the Options for Field dialog box. The
next automatically-entered value for this field (after
the replace is performed) follows in sequence.

= ClearUpdate serial number in Entry Options to leave
thenextvalue in the Options for Field dialog box
unchanged. The next automatically-entered value is
based on the current settings (not in sequence with
records reserialized by this replace task).

For information about the Options for Field dialog
box, se¢Defining automatic data entry” on pages.

A calculated value

Replace with calculated result, then clickSpecify. In the
Specify Calculation dialog box, define the calculation.
The result must match the field type of the replaced
field. Click OK.

For information about the Specify Calculation dialog
box, see¢Defining calculation fields” on pagg-5.

6. Click Replace.

Note If the field that contains the replaced data is validated,
FileMaker Pro doesn'’t validate the new data. ‘Beining field
validation” on pag&-9.

To add a prefix osuffix to values in a field, see FileMakero help.
ChooseHelp menu >Contents and Index, click thelndex tab, and type

prefixes

Adding and viewing data 2-11

About working with graphics,
sounds, and movies

You can use container fields to sanultimedia, like graphics,
sounds, or movies. In Windows, you can also store Object Linking
and Embedding (OLE) objects in container fields. ‘S&erking

with OLE object$ on page2-15.

Keep these points in mind:

= To create a container field, s&gefining text, number, date, time,
or container fields” on page5.

= Windows: If you're inserting or pasting graphics into a database
that you share with FileMaké&ro for Macintosh users (for example,
if you're sharing the database on a cross-platform network), make
sureStore compatible graphics is selected in th@eneral tab of
Document preferences. S8etting general application preferences”
on pageA-1.

= To control how graphics display in a container field, see
“Formatting graphics on a layout” on pagd?7.

= For more information, see FileMakiero Help. ChoosHelp menu

> Contents and Index, click thelndex tab, and typeontainer
fields

Inserting graphics into fields
1. In Browse mode, click a container field.
2. Choosdnsert menu >Picture.

3. In the dialog box, choose a file type fies of type (Windows) or
Show (Mac OS).

Tip You can use the Insert QuickTime command for file types
supported by QuickTime 3.0 or later. See the following section if you
can'’t find the file type you want.

4. Select the graphic file (change folders, if needed).

5. Choose a storage option, thalitk Open.
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To reduce the database file size, se3&wt only a reference to the file = The multimedia displayed ia container field is a reference to a
(Windows) orsStore file reference (Mac OS). However, if the file is multimedia file. If you move the database to a different computer,
moved or deleted, FileMaker Pro can’t display the graphic. To store move the multimedia file as well (unless you have access to it
the graphic in the file, clear the option. through an AppleShare network server for Mac OS).
6. Windows: For file types .GM, .PCX, .DRW, or .PC, you see = For information about how web users work with graphics, sound,
another dialog box. Select thpplicable options, then clic). and movies in published databases, see FileMaiekelp. Choose
The options for inserting graphics into fields are documented in ~ HelP menu >Contents and Index, click theindex tab, and type

container fields

Help. Choosélelp menu >Contents and Index, click thelndex tab, and

typegraphics . = You can crop or scale the first frame of a movie."Feematting
graphics on a layout” on pagel?.

Inserting movies and QuickTime multimedia into fields

QuickTime is an application that compresses, stores, and plays  Fasting graphics, movies, and sounds from the Clipboard

multimedia files, like sound, animation, and movies. QuickTime You can copy a graphic, movie, or sound from a different application
supports many file types, including Audio Video Interleave (.AVI) to the Clipboard, then paste it into a FileMaker Pro container field.
and wave sound (\WAYV).

1. Cut or copy the graphic, movie, or sound to the Clipboard.
Use the Insert QuickTime command to insert any file type supported, |, ie FileMakePro file, switch to Browse mode and view the
by QuickTime 3.0 or later. For information about the file types, refer

o . a record to paste into.
to the Apple QuickTime web site at www.quicktime.com.

3. Click the container field, then choosdit menu >Paste.

To insert movies and QuickTime multimedia into a field: ) o
Playing movies in fields

To view a QuickTime or QuickTime VR movie, click the field
containing the movie, then use the movie controls.

1. In Browse mode, click a container field.
2. Choosdnsert menu >QuickTime.

3. In the dialog box, select the filename (change folders, if needed),

then clickOpen. QuickTime 3.0 movie controls

Mac OS: Selecshow Preview to see a frame of the movie.

Keep these points in mind:

= |f you're inserting a MIDI file brmat, like .RMI, .MID, or .KAR,
you must save a converted version of the file. Instructions for Click, then drag the slider

: ) . to adjust the volume —jui| » |41 e
converting MIDI files are documented in Help. ChoHelp menu > Click to start or

Contents and Index, click thelndex tab, and typ#IDlfiles . pause the movie Click to step backward or
Drag the slider to goto a forward through the frames

specific frame of the movie
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QuickTime VR 3.0 movie controls About wor, klng with text

In Browse mode and Find mod&u can work with text data in
fields. In Layout mode, you can work with the text that displays on a

& Click and drag across the

movie to change the view layout.
Click to return to the :
previous view after N ¥ Zoomin orout, then Keep these points in mind:
clicking a hot spot—i¢|& _| _| .;.1—'— clickand drag an
T object to move it = You can use drag and drop, toolbars, or context menus to edit text.
Zoom in or out | . . .

Click to show hot Se€'Moving data with drag and drbpn page2-9 and“Performing

spots. Click a hot spot .

to trigger an action menu commands” on padet.

= For more information about working with data in Browse mode,
Note The controls you see depend on the movie. Some features magee* About entering data in recofdsn page2-6.
not be available. For more information about QuickTime, refer to the
Apple Computer web site at www.quicktime.com. Selecting text

To select texin a field (in Browse mode or Find mode) or in a text

Recording and playing sounds in fields object (in Layout mode):

With the proper software and hardware, you can play and record ) o )
1. Click a field in Browse mode or Find mode. In Layout mode,

sound.
select the text todZ&] from the tool panel.
To Do this 2. Do the following:
Play a sound Double-click the field where the sound is stored. To select Do this with the I-beam pointer
Record a sound Click an empty container field, then double-click the Individual characters With the pointer, drag through the
field or choosdnsert menu >Sound. In the Sound characters. '
Record dialog box, clicRecord.
A word Double-click the word.

Stop or pause recording In the Sound Record dialog box, clitop or Pause.

A line of text (the first character in theTriple-click anywhere in the line.
field or object to the last character in
the field or object on the same line)

Play back a recording In the Sound Record dialog box, clielay.

The requirements for playing sounds are documented in Help. A paragraph of text Click the block of text four times.
ChooseHelp menu >Contents and Index, click thelndex tab, and type — - - - ——
sounds All text in a field or text object Click the field or object five times.

Deleting graphics, movies, or sounds from fields

To delete graphicsnovies, oisoundseglick the container field, then
press Backspace or Delete.
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Tip In Layout mode, use the selection @ to manipulate a block

of text as if it were an object (for example, to change fonts). When a
text block is selected with the selection tool, typing replaces the text
in the text block. For more information, s&electing objects” on
page6-12.

Editing text
1. Select the text you want to edit. (See the previous section.)

2. Type new text or make changes.

To Do this

Replace tet Select the text, then type the new text.

Put selected text on theSelect the text, thecthooseEdit menu >Copy (to
Clipboard duplicate the texbr Cut (to remove the text).

Insert thecontents of
the Clipboard at the
insertion point

Click where you want the text to appear, then choose
Edit menu >Paste.

Deletetextpermanently Select the text, then press Backspace or Delete.

Note FileMakerPro doesn'’t place your selection on
the Clipboard, and you can'’t paste it anywhere.

Insert a tab character inPress Ctrl+Tab (Windows) or Option+Tab (Mac OS).
a field

Keep these points in mind:

= To restore text you deleted, cho@di# menu>Undo before you do
anything else in FileMakd®ro.

= Text you cut or copy stays on the Clipboard until the next time you
useCut or Copy.

Formatting text in Browse mode

Important You can change text attributes for data in Browse mode.
Unlike text formatting specified in Layout mode, this formatting is
stored with the data. The formatting you set in Browse mode appears
in any layout that displays the field.

To change text attributes in Browse mode, select the text in a field,
then choose a command from the Format menu. You can also format
text using the Text Formatting toolbar. For more information, see
“Formatting text” on page&-12.

Checking spelling

You can check the spelling of text in a selected field, in the current
record or layout, or in a group of records (itnend set Youcan also

set FileMaker Pro to check spelling as you type (see the next
section).

When you check spelling, FileMakBro compares your text with

the installednain dictionaryand auser dictionary Each database

can have its own user dictionary. This is useful when, for example,
you have databases that contain unique terms (like medical or legal
terms).

Before you begin, be sure the selected dictionaries are the ones you
want to use. For more information about speltiigfionaries,

including steps for importing or exporting dictionaries, see
FileMakerPro Help. ChoosHelp menu >Contents and Index, click
thelndex tab, and typélictionaries

To check spelling in a field, one or more records, or a layout:

1. Display the record or layout, find the set of records, or select the
text to check.

2. Choosetdit menu >Spelling, then choose a spelling command.

You can change the text attributes (like font, size, and style) for data
in text fields, and in global fields defined as the text data type. You
can also change the paragraph alignment, margins, and line spacin

To check the spelling of Choose
A selected word or passage Check Selection
Pext in the current record Check Record
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For more information about adding or removing words from a

To check the spelling of Choose e .

E——— ” L avoutmod p— dictionary, see FileMaker Pro Help. Chodigdp menu >Contents
exton the current layout (in Layout mode) eckayou and Index, click thelndex tab, and typélictionaries

Text in the found set of records Check All

Checking spelling as you type
3. Inthe Spelling dialog box, choose an option if a questionable word You can set FileMake®ro to alert you to spelling errors as you type,

appears in thvord box. but this option is much slower than the other spelling options. When

To Do this when you see a questionable word you're alerted to a spelling error, you can:

Replace a misspelled wordSelect a word from the list of suggestions, then = Correct the last word typed.

with one in the dictionary  click Replace. = ChooseEdit menu >Spelling, then choos€orrect Word before you
Revise a misspelled word ForWord, retype the word or the characters you press Tab or Enter. Use the Spelling dialog box to correct the word.
that isn't in the dictionarieswant to change. Then, cli¢kheck. When the (See the previous section.)

by retyping it word is spelled as you want, cliBkeplace.

Leave the word as itis  Click Skip. FileMakerPro skips every occurrence To check your spelling as you type, $8etting document spelling
of the word. preferences” on page-6.

Leave the word as it is, andClick Learn.
add it to the usedictionary

Working with OLE objects

Show (or hide) the word in Windows: ClickContext.

question in context Mac OS: Click the triangle in the lower right side With Object Linking and Embedding (OLE), you can combine
of the dialog box. information from other applications with information in
FileMakerPro. You include OLE objects—Ilike graphics,
Note You can’t change a misspelled word in a restricted or spreadsheets, sounds, or text created in other applications—in
password-protected file or field. In that case, chiekt. container fields or layouts in FileMaker Pro files.

You can retype the word ifthe In Windows, you can embed, link to, and edit OLE objects. In the

correct word isn'tin the list Mac OS, OLE objects appear in container fields as graphics.You can
Word with Elgmmég cut, copy, and paste OLE objects as graphics, but you can't edit the
questionable spelling word: \p.,’stg | [epiacs objects.
|| Pots
Suggestions for 23| Posit If you publish your database using FileMaker Pro Web Companion
99 23] basse you p Y 9 p
replacement s Pose Instant Web Publishing, OLE objects appear as static graphics in a
Status: Questionable Spelling 1‘02 gf;:.s.f:;ﬁ:e;ms ¢ Web bl’OWSEr,

Mac 0S: Click to Isee the

questionable word in context OLE is documented in Help. Chodselp menu >Contents and Index,

click thelndex tab, and typ©LE.
4. When the spelling check is complete, clidoe.






Chapter 3
Finding and sorting information

This chapter shows you how to: To define a find request:

= find records in your database using many different criteria 1. Go to a layout that has fields you want to enter criteria in.

= omit records from the found set You can change layouts and enter criteria on more than one layout.
= sort records 2. ChooseView menu> Find Mode.

3. In the find request, select a text, number, date, time, or calculation

Flndlng reCOrdS field to use for finding, then type a value in the field.

See the following sections for how to enter special criteria. For

To find records, work ifrind mode. You typeriteria (the value or .
example, you can search for:

values to find) into fields in find requestwhich looks like a blank
record. When you perform the find, FileMaker Pro searches through® t€xt, symbols, numbers, dates, or times
all the records, comparing the criteria with the data in the file. = exact matches

Records with data matching the criteria are addéldetfound set

. } = ranges of information
which is the subset of records being browsed.

= invalid dates or times

£ Clicnts = data in related fields
Client E... v} . . .
=) = records that match multiple criteria
LA EveryWHeERE §
g TRAVEL = empty or non-empty fields
Records:
1 = duplicate values
The number of records in o o . L .
the current found set e | o = all recordsexceptthose matching criteria you specify
fmEms

You can use the Symbols pop-up menu to help you enter criteria that
You can then work with just the records in the found set. For include operators.
example, you can view, edit, calculate summaries for, sort, print,
delete, export, or replace data in these records.
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Choose a Type Find criteria in fields
 layoutwith |
fields youwant @ ot —ou—o——
to search on —(fGyae=r_|
EvERYWHERE Invoice
Travee
Clickthe ||mm .
B Client ID Agent Name :Fred Smith
down arrow ! Client Hame Invaice 1D H
toseethe || o Adaress | - | ontervate [
operators —
S .
Click t0 egin —if i ] & rester oo o
SeafChlng : z:immh Unitrice Gty Prles
| duplicates
e [
7 invalid date or time
@ one character
* zero or more characters
" literal tesct
== field content match -
Total
100 | Find [4]

4. Click Find in the status area, or chod®guests menu> Perform
Find.

To cancel before searching is finished and leave the previous found, o= o

set unchanged, press Esc (Windows) or Command+period
(Mac0S).

After performing a Find, you can change or refine the criteria. See phrase or sequence offhe text, including

“Viewing, repeating, or changing the last firwh page3-7.

To show all theecords again:
= |In Browse mode: choo$ecords menu> Show All Records.

= |n Find mode, choosgequests menu> Show All Records.

You don't need to chooshow All Records before performing finds.

FileMakerPro always searches the entire database.

Keep these points in mind:

= You can't enter search criteria in container fieklsnmary fields,
or global fields.To find data in container fields, create a text or

number field that describes or identifies the contents of the container

field. Then find the value in the text or number field.

= Finds on unindexed fields (for example, calculation fields
referencing related fields) can take longer than finds on indexed
fields.

= |[f afield’s values are indexed, you can use the index to enter values

in find requests. Using the index is documented in Help. Clitelse
menu> Contents and Index, click thelndex tab, and typstorage

Finding text and characters

Search for text in text fields, or in calculation fields that return a text

result.

Except as noted, when you search for text, the field can contain other
values in addition to the one(s) you specify, and the values can be in

any order. For example, typihgtel  in the Accommodation field
finds records foHotel, Discount Hotel, andHotel, Luxury.

To find Type this in the field Example

Chris Smith  finds
Chris Smith, Smith Chris,
Chris Smithson, andSmith
Christenson

The characters.
specific characters

"Marten and Jones
spaces and punctuation Interiors" finds
between thelouble Marten and Jones
quotation marks"(). Interiors but notJones
and Marten Interiors

" Ltd." finds all
companies with,Ltd." in
the name, but not those
without the comma.

characters

Words with one or more Onewildcard character Gr@yfindsGray andGrey
unknown or variable (@) for each unknown @onfinds Don andRon
characters character. but notBron

Words with zero or more * for all unknown Jo*n findsJon andJohn
unknown or variable textcharacters. I findsJr. andJunior
characters in a row




To find Type this in the field Example

Symbols or dter non-  The characters, "@" finds @ (or an email
alphanumeric charactersincluding spaces and  address, for example)
such as punctuation or punctuation, betweenthe-’u finds records
spaces double quotation marks containing a comma

).

' finds three
spaces in a row

Words with letters from The text, including "Opera " finds opera but
other languages spaces and punctuation,notopera
between thelouble
quotation marks"().

(opera without quotes
finds bothoperaand
opera)

Partial phrases (a
sequence of words or
characters)

Characters, punctuation;*'son & Phillips"

and spaces between  finds

quotation marks"{ ). Johnson & Phillips and
Use * to find this text in Paulson & Phillips

the middle of a longer

text string.

Case-sensitive text (Use ASCII as the fred findsfred
language for indexing  but notFred
the field. This procedure

is documented in Help.

ChooseHelp menu>

Contents and Index, click

theIndex tab, and type

text, finding

Exact matches See the next sectidrinding exact matches in text

fields.”

Ranges of information Seepage3-4.

Note Finds using qates (") are callediteral textsearches. These
searches take longer than non-literal text searches.
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Finding exact matches in text fields

To find values that are Use Example
Exactly as youspecify, inthe == (two equal ==John findsJohn but
order you specify. The field  signs) not John Smith

==John Smith finds
John Smith but not
Smith, John or John
Smithers

contains no other values.

Whole words you specify. =Market finds Market,
Market Services, and
Ongoing Market Research
but notMarketing or
Supermarket

=Chris =Smith  finds
Chris Smith or Smith Chris
but notChris or
Christopher Smithson

Finding numbers, dates, and times

Numbers, dates, and times should be entered in the corresponding

field types (or calculation fields returning the corresponding field
type) to ensure correct behavior when finding them “8beut
choosing a field tygeon page5-4. You cannot find text in number
fields, except certain letters representingBan (True/ False)
values; see table below.

Important To avoid confusion when using dates, always use four-
digit years. For more information on how FileMaker Pro 5 handles
Year 2000 issues, see www.filemaker.com.

To find Type this in the field Example

A numberin a number The number, in the 50 finds.5, .50, and$.50
field or in a calculation formatused when the file

field that produces a  was created (unlesise

numeric result System Formats is

chosen)
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To find

Type this in the field Example

A Boolean numberina True, Yes, Y, vy, T,

T findsTrue, Yes,Y,y, T, t,

number field or in a t, orl tofind True andl
calculation field that values 0 findsFalse.No. N.n.F.f
produces aBoolean  EFjse No. N. n. F. and0
result f, or0O to find False
values
A date in a date field or The date as digits, 3/3/2000 finds
in a calculation field that separated by a 3/3/2000,

produces a date result

nonnumeric character, inMarch 3, 2000, and
the format used when thes-3-2000

file was created (unless

Use System Formats is

chosen)

Today’sdate in a date

1 /I finds April 4, 2000

field or in a calculation (when the current date is
field that produces a date 4/4/2000)

result

Atimein atime field or The time as digits, 12:53:09 finds12:53:09

in a calculation field that separated by colons, in

produces a time result

the format used when the
file was created (unless
Use System Formats is
chosen)

Invalid dates, times, or
calculated date or time
results

? ? finds:

Next Tuesday or 2/33/2000
in a date field, omidnight
in a time field

Ranges of information

See the next section.

Note System formats is documented in Help. Chddee menu>
Contents and Index, click thelndex tab, and typsystem formats

Finding ranges of information

Use this Example
To find values that are operator
Less than a specified value. < <40
<9/7/1999
<M
Less than or equal to a specified <= <=95129
value. or< (MacOS)  <05:00:00
<=M
Greater than a specified value. > >095129
>9/7/1999
>M
Greater than or equal to a specifiec= >=100
value. or=(MacOS) >=9/7/1999
>8:00
=M
Within therangeyou specify. A .. or ... 12:30...17:30
range is first to last character in thétwo or three 1/1/1999..6/6/
alphabet for text; least to greatest fgreriods) 2000
numbers; and earliest to latest for A.M

date and time.

Finding data in related fields

You can enter Find criteria in related fields that are displayed in a

portal or directly on a layout.

When you perform a Find in a related field, FileMaReo displays
all records in the master file that have a related record matching the

criteria entered in the related field.

For example, suppose you have an invoice file with a portal
displaying line items. To find all invoices listing a Computer, type
Computer in the Item field in the portal. For more information about
related fields, seehapter8, “Working with related files



For information about omitting related records, ‘Heieding all
records except those matching criténa page3-6.

Find request

ltemID ltem

moced |
Nme

Computer

Records in master file

Invoice ID
Neme
ItemID Item
166—p Computer Invoice ID
1202 |Desk Name
1153 [Lamp | jtemp item _
:4214212 ggg::case 55 TDesk Invoice ID
1443 |Longtable | Name
1153 |Lamp ItemID Item
1288 |Roundtable | i35/ TSwivel chair
#£66—| Computer 1554 Panels
1288 Round table
106—p Computer
1448 Chair

Finding records that match multiple criteria

You can narrow or widen your search by using more than one

criterion.

Records matching all criteria specified (logical AND search)
To narrow your search, enter criteria in as many fields as needed to

make your request specific, then clkihd.
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Example: to find all people named Smith who work in Sales, type
Smith  in theLastName field andSales  in the Department field.

Records that match at least one of the sets of criteria, but not
necessarily all (logical OR search)

To widen your search, entetiteria in the first request. Choose
Requests menu> Add New Request. Enter the second (set of) criteria.
Continue adding requests for each (set of) criteria, thenfitick

Examples:

= To include customers in New York and customers in Paris in the
found set, typ&lew Yok in theCity field in the first request, then
typeParis  in theCity field in the second request.

= To include companies with more than 100 employees and
companies with more than $100 million in assets, #if8 in
Number of Employees in the first request, then typ#00,000,000

in Capitalization in the second request.

= To include 6th grade students who are in Honors Algebra and 7th
grade students who are in Honors Geometry, Gypa Level and
HonorsAlgebra  in Course in the first request, then tyfe in Level
andHonors Geometry  in Course in the second request.

Records that match one set of criteria but not another

To narrow your search by excluding records that meet specified
criteria (for example, to find vendors in New York state that are not
in New York City), seéFinding some records while omitting

others on page3-7.

Deleting and reverting requests

To deletea request, go to the request you want to delete, then choose
Requests menu> Delete Request.
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To restore aequest to the way it was when you last committed it,
chooserequests menu> RevertRequest. Requests are committed, for
example, when you click out of all fields, go to a different layout or
request, or perform a Find.

Click a page of the book to

see another find request— == I
Number of the current request 2
Number of existing requests—- "
™ Dt
Symbols |

EveryWHE!
TrRAVEL

Client D

Cliert Name
sddress |

Froduct 1D Proc

Finding empty or non-empty fields

To find fields that are Enter this in the field

Not empty (i.e., fields that have data)

Empty

Finding duplicates
If you perform a find for duplicate records, the found set of records
depends on the method you use to find them:

= You can find only the “extra” instances of duplicated records. For

example, you have two records for each customer and you want to

find only the second record for each customer.

= To do this, choosHelp menu> Contents and Index, click the
Index tab, and typ®uplicate values.

= You can find all records that are not unique, not just the “extra”
records. For example, you might want to find all records that aren’t

unigue, then examine them to decide which records to use or delete.

= To do this, chooséiew menu> Find Mode and type in the field.

You determine the field on which uniqueness is based. If several
fields taken together determine uniqueness, you can create a
calculation field (returning a text result) that concatenates the values.
An example formula iBirstName & Last Name & Phone

Number.

Keep these points in mind:
= Values are duplicates only if word order is the same.

= When determining uniqueness in text fields, FileMaker Pro looks
at the first 20 alphanumeric characters of each word, up to a total of
60 characters (including spaces).

= You cannot find duplicate values in unindexed fields. Indexing is
documented in Help. Choobeelp menu> Contents and Index, click
thelndex tab, and typstorage

Finding all records except those matching criteria

You can exclude records while performing a find. For example, you
can find all invoices except those createthm past 30 days.

Finding records that don’t match criteria

For example, to find all sales records except those for the city of
London:

1. In Find mode, type criteria for the records to omit.
2. SelectOmit.

Client E... =

EverRYWHERE
q TrRAVEL

Requests
1

Select Omit to— gt
exclude records that  synpok <]

match the request

First Name

3. Click Find.
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Finding some records while omitting others Hidling records from a found set and viewing hidden records

For example, to find vendors in the state of New York, except those All records that are not in the found set are omitted, or hidden. You
in New York City: can omit additional records from the found set without doing a new
1. In Find mode, type the criteria for the records to find (type find.

Yok in theState field.)

Note Omitted records are temporarily excluded from the found set.
2. Chooserequests menu> Add New Request.

They still exist in the database.
3. Type criteria for the records to exclude (tyyesvYork in the
City field.) To Do this

4. SelectOmit. Omit a specific record Display or select the record to omit, then choose
Records menu> Omit Record.

5. Click Find.

Omit a series of records Display or select the first record in a number of
consecutive records to omit, then choReeords
menu> Omit Multiple. In the Omit Multiple dialog

= You can have Omit criteria in more than one request. box, type the number of records to omit, then click

Omit.

Keep these points in mind:

= FileMakerPro works through the requests in the order you create
them.For example, in a Clients database with clients in the US and View the omitted set Chooserecords menu> Show Omitted.

France: Bring back all the records ChooseRecords menu (Browse mode) 8equests
ljn the file menu (Find modey Show All Records.

= |f the first request finds all clients in Paris and the second reques
omits all clients in the USA, the found set contains all clients in

Paris, France but none in Paris, Texas or anywhere else in the \/iewing, repeating, or Changing the last find

USA. To view the most recent find criteria, cho®seords menu>Modify
= If the order of the requests is reversed (the first request omits all a5t Find. Then, to return to the found set, chodesy menu>

clients in the USA and the second request finds all clients in Paris),gse Mode. To repeat the find, clickind. Or you can modify the
the found set includes all clients in Paris, France and in Paris, find criteria, then clickind.

Texas, but no records for clients elsewhere in the USA.

= To omit a related record from a portal row (or set of related
records), you must change the relationship or the value in at least one
of the match fields so that the match field of the related record no
longer matches the match field of the master record. For more
information about related fields, seleapter8, “Working with

related files’

= To omit records from a found set after performing a find, see the
next section.



3-8 FileMaker Pro User’s Guide

Sor[ing records To cancel before sorting is finished, press Esc (Windows) or

Command-+period (MaOS.)
FileMaker Pro stores records in the order they were added to the file.

Sorting temporarily rearranges records, so you can view, update, org Do this
print them in a different sequence.

Choose a sort field and sort it In the fields list, double-click a field.

You choose the fields whose contents you want to sort by. The first2ccording to the selected order

sort field arranges the records based on the field’s contents. The Assign different sort orders toFor each sort field, in the fields list, select a
second sort field arranges records when two or more records have thi#lds as you add them to the field, select a sort order, then clibtove.
same value in the first sort field, and so on. You can sort records in SCtOrder fist Ascendingorder is first to last character in the

ascending order, descending order, or in a custom order. alphabet for text, lowest to highest for
numbers, and earliest to latest for dates and

times. Descending order is last to first
character in the alphabet for text, highest to
lowest for numbers, and latest to earliest for
dates and times.

The records remain sorted until you perform a find, add new records,
or sort the records again.

To sort the records the current found set:

Change the sort order of a fieldn the Sort Order list, select a field, then select
in theSort Order list (for a sort order for that field.

2. In the Sort Records dialog box, choose fields for sorting, in the example, ascending or

order you want them sorted by. For options, see the table below. descending order)

1. In Browse mode, choofecords menu> Sort.

Sortin a custom order, In the fields list, select a field, seletstom
SEHEEEE HE according to the order of valuesrder based on value list, then choose or define
Relationship list ——F S Fie st = ot in a value list (for example, in a value list. (SetDefining a list of values for
ThontD - cies 21 | ENIEEAIERE the order months are arrangediata entriy on page7-3.)
Select fields to sort pi G | Records with values not in the specified value
’g:?f’“sz list will be sorted alphabetically at the end.
tate
Courtry rsart
Phons Changethe order of the sort  In theSortOrder list, click the double-arrow (to
=] Done = g (

I Include summa fields criteria (for example, to sort the left of the field name) and drag the field to
. al & pscending order . . . . e
Select the sorting or_der«{ I © Descending order first by Region, then by City) a new position.
for the selected field Ls € Custom order based on value st [ <M Lists Defined>
™ Overide field's language for sort English -

3. Click Sort.



To Do this

Include related fields anywhereChoose a relationship from the relationship
in the sort order list, then double-click a related field in the list.

You can place a related field anywhere in the
SortOrder list—before, after, or between fields
in the master file.

If more than one record in the related file
matches a record in the master file, the sort
will use the value in the first matching record
in the related file, according to the sort order
defined in the relationship. S&Befining
relationships for relational
databaseandlookups on page8-10.)

Sort related records (rows) in df your access privileges allow, specify a sort

portal order in Define Relationships. Sé@efining
relationships for relational
databaseandlookups$ on pages-10.

Remove a field from th8ort
Order list

In theSort Order list, double-click the field.

Remove all fields from thgort  Click Clear All.
Order list

Sort by summary fields See the next section.

For example, to sort sales
regions in order from highest to
lowest total sales.

Unsort the reords (return them Click Unsort.
to creation order)

Sort records according to a  SelectOverride field’s language for sort, then
different language than the onehoose a language.
used for indexing

Close the Sort Records dialogClick Done.
box without sorting
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Keep these points in mind:
» Data sorts differently in different fied types:

This field type Sorts records in this order

Text Alphabetically. Numbers sort by character position.
(Example of an ascending sdftil, 2.) Numbers sort
before letters. Non-alphanumeric values are ignored
(unless you change the sort language to ASCII).

Number Numerically. Non-numeric characters are ignored.

Date Chronologically. To avoid confusion when using dates,
always use four-digit years. For more information about
how FileMaker Pro 5 handles Year 2000 issues, see
www.filemaker.com.

Time Numerically. Times using AM/PM are sorted according to
their 24-hour-clock equivalent (for example, 8:00 PM is
20:00).

= Records in a sorted portal are re-sorted whenever the relationship
is re-established. (For example, when you browse out of and then
back into the record, or change the value in the match field.) See
“Defining relationships for relational databaaeslookups on
page8-10.

= Repeating fields sort by the value in the first repetition.

= If you add records after sorting, the status area sBemissorted.
Sort again to incorporate new records in the sort order.

= System formats affect the way numbers, dates, and times sort.
System formats is documented in Help. Chdtge menu>
Contents and Index, click thelndex tab, and typesystem formats
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Sorting records by subsummary values

If you have a subsummary report (a report with grouped data and
totals), the report is sorted by the category that produced the totals.
For example, if you have a report that subtotals sales by region, the
report is sorted by region (Example 1). You can also sort records by
subsummary values. For example, you can sort the sales regions by
their sales totals (Example 2).

In both examples, Total Sales is a summary field that gives regional
totals when grouped by Region.

Example 1:
Region Total Gales
. o Regions are sorted
a 300 in ascending order
o] 1200
Report with grouped
data and subtotals
Example 2:
Region Totsl Sales .
D 1200 Regions are sorted
A 800 in descending order
¢ 300 by Total Sales
B 150

Report with grouped data and subtotals,
sorted by subsummary values

This procedure is documented in Help. Chdtee menu> Contents
and Index, click thelndex tab, and typsorting records

For more information on reports with grouped data,' €Feating
layouts and reporton page6-2.



Chapter 4
Previewing and printing information

This chapter describes how to: You can print data based on the current layout

= set up a printer and print options or information about the structure of the database
= preview before you print 'ﬁh:%(l%“‘mz——?
= print one or more records, a blank record, field definitions, or script @ 5 Evsrnfmgfns Phone List
steps 5
Loyt L Phone

The procedures in the chapter assume that you already have a layo 3 I;l Eirst Name JLast Name | [Phone | '
to print. If you don’t, seehapter6, “Creating and managing layouts |22

and reports andchapter7, “Customizing layout$

e Phone List I

Note The information in this chapter does not apply to users working | s o I

1 . uanita Alvarez 408-555- Evenrimens one List

with databases on the Web. When users work with databases on the E”JZ“,Z‘"S}:QZ‘;" ;Eégggéézg e e

Web, theweb browser software governs printing. MareDuad  elefsedser | wemafeer o dovssenmsn |
William Johnson 408-555-6789 | E—

B e
. . - - - Records being browsed  Lmmm—— ™"~

About printing information in a database Current record ]

With FileMakerPro, you can print: Blank record

= all the records in the database, a subset of the records, or only the o I

current record -

. No Diaog] FieldNeme  FeldTye  FomulalEnty Options

= a blank record to create a paper form

= definitions of fields or scripts to see the structure of your database |le——e"~~ ~ice

FileMakerPro prints records using the current layout. You can
create layouts to print the same data in different ways. For example, Field definition

you can print records one by one, in a columnar list, or in a complex

sorted report with totals, headers, and footers. You can also create you can control page margins, remove blank space, and keep

layouts for mailing labels or envelopes. specified objects from printing. S&€ontrolling how things pririt

) . ) on pager-21.
The New Layout/Report assistant (in Layout mode) makes it easy to

create such layouts and reports. Semating layouts and repotts
on pages-2.
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Preparing to print Note With newer system software, you can specify a different
_ . . . printer within the Print dialog box or with a control strip module (as
Note Printer and print setup options depend on the printer and long as you're choosing the same type of printer, for example, a

system software you're using. Refer to your printer and system different LaserWriter printer on the network).
documentation for more information.

Preparing to print wide layouts

Specitying a.p rinter (quOWS) o If you're printing a layout with data that extends beyond the right
You can specify a default printer to be used when you print in margin, choosgile menu >Print Setup (Windows) orPage Setup

FileMakerPro. You can also specify a different printer each time (Mac OS), select the horizontal (landscape) orientation, thenGHick
you print.

. . . Information to the right
To specify a default printer for FileMakEro: ——ofthislinewon'tprint o orint
) , \ | | | | | \
1. ChooseFile menu >Print Setup. ‘ ] || T —
I
2. In the Print Setup dialog box, félame, choose a printer. } } } } } } } " } } } } } } } } }
I
3. Click OK. i NI s s s A—
\ | | | | | \
S \ | | | | | \
Keep these points in mind
= When you start FileMaked®ro for the first time, it uses the
Windows default printer as its default printer. If you specify a
different printer in the Print Setup dialog box, it becomes the default
printer for FileMakePro. Vertical setting Horizontal setting

= You specify the default printer for Windows and FileMaReo ] ) ) ] _
independently. If you change one default, it doesn’t affect the other./IP N the Print Setup dialog box (Windows) or Page Setup dialog
box (Mac OS), try reducing the size of the printed area by typing a
Specifying a printer (Mac OS) value of less than 100% for scaling. FileMaker Pro adjusts the
. . . display of page boundaries in Layout and Preview modes.
To specify a different printer:
1. ChooseApple menu >Chooser.

2. In the Chooser dialog box, select a printer, respond to any
messages, and then click the close box.

Because different printers have different margin capabilities, if
you've changed to a different type of printer, you are prompted to
verify page setup options.
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Preparing to print layouts with subsummaries When you're using individual sheets of labels:

If you're printing a layout with one or moseibsummary pastsort 1. Measure the distance from the top of the label paper to the top of
the records by the break field (the field that groups the records)  the first row of labels.

associated with each subsummary part.“Séewing or printing 2. If the distance is less than the minimum margin your printer
subsummary or grand summary daih pages-28 and* Sorting requires, in Layout mode, increase the height of the header part to
records on page3-8. Then switch to Preview modeileMaker Pro include the first row of labels, so that printing starts at the top of the
displays subsummary parts and calculates subsummary data second row.

correctly only in Preview mode or in a printed repség(

“Previewing data on a layduon pages-3). FileMaker Pro won't print on the first row of labels, but it prints in

the correct position on subsequent labels.
Tip If you use the New Layout/Rep@ssistant to createReport with

grouped data, you carcreate ascript that automatically sorts the When using continuous-feed label paper, if there’s a header, delete it
reportand then switches to Preview moBee' Creating layoutsand P clicking the part label in Layout mode to select it, then press
report$ on pages-2. Backspace or Delete.

Preparing to print envelopes and labels .
For information about setting up &nvelope or Labels layout, see PreVlerng dataona Iay out

“Considerations when you create an Envelope ldymupages-7 When you switch to Preview mode, you see the laysittappears

and“Considerations when you create a Labels |dyouipages-6. on the printed pag&.ou can't enter or edit information in fields in
Preview mode.

Many laser and ink jet printers cannot print within 0.25 inches of the

top of the paper. FileMakéro tries to compensate for this when In Preview mode, you see:

creating d.abels layout by including an empty header part to = how many records fit on a printed page
compensate for this unusable margin. You may need to adjust or
delete the header depending on your printer‘{Besizing layout
parts on page6-30 and“Deleting layout partson page6-30).

= how the pagination settings you choaffectpage breaks (see
“Defining page breaks and numbefilogp pages-29)

= subsummary parts with calculated summary fields (¥&wving

You may also need to adjust page margins‘{Specifying page or printing subsummary or grand summary tlatapages-28)
margins on page7-21), or paper size (see your syst(_am _ = variable information supplied by FileMaker Pro, like page
documentation). Also, see the troubleshooting section in the numbers, the current date, and so on‘(Beerting the page number,
FileMaker Pro onscreen Help. Chod#ip menu >Contents and date, or other variable onto a laybah page7-11)

Index, click thelndex tab and typerinting, froubleshootin . . L )
ypeming 9 = the page margins you define ($&pecifying page margihsn

Tip Print envelopes or the first page of your labels on plain paper to page7-21)

check alignment before you print on the envelope or label stock. = how fields sewith sliding optionsclose up blank space (see
“Aboutremoving blank space from printed dada page7-22)
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= records arranged in columns if the Layout Setup is defined to printNote If you're printing a layout with subsummaries, $€eeparing
in columrs (seé Setting up to print records in coluniren page6-8) to print layouts with subsummarfesn page4-3. If you're printing

To preview data on a layout, you follow the same preliminary steps 2P€lS or envelopesPreparing to print envelopes and labein

that you perform when you print, including specifying a printer and P29€4-3.
printing options and verifying that tfieund setontains the records

. . . To print:
you want to preview (see steps 1 through 4 in the next section,
“Printing”). Then, choos¥iew menu >Preview Mode. 1. If you have more than one printer, specify which one you want to
use.
Choose a different layout Marai See"Specifying a printer (Window$pn page4-2, or“ Specifying a
from the layout pop-up menu argin printer (MacOSY on page4-2.
Clickthetoppageto [3 : P : ; :
move to the next page or  |[Eatuox T Drag the bookmark up or 2. Confirm printing optiongfor examplepage orientation, and

the bottﬁm page to move —| down to move through pages scaling by choosingFile menu >Print Setup (Windows) orFile
fothe previous page menu> Page Setup (Mac OS), then clickOK.

Current page number

iy

Total number of pages —t

For information about printer options, refer to your printer and
system documentation.

3. If you're printing recordsyse the layout pop-up menu to switch
to the layout you want to use.

4. Make sure the found sitthe way you want it by:

) ) = using Fnd mode and commands on &ezords menu to change
Switch modes with the L .
00 gl e —fE— Mode pop-up menu the found sefsee“Finding recordson page3-1 and" Hiding records
from a found set and viewing hidden recdrols page3-7)

Note You can’t use Preview mode to see how your database looks = sorting the records (sé&orting recordson page3-8)

when published on the Web. You must aseeb browser 5. Chooseview menu >Preview Mode to see exactly how your paper

copy will look. Some things, like summary fields, subsummary

Printing parts, sliding objects, records arranged in columns, and variable
information like page numbers, appear correctly only in Preview
You can print informatiofrom your databaser you can print mode.

informationaboutyour databas@or example, field definitions or

script stepp Se€'About printing information in a databdsmn
paged-1. 7. In the Print dialog box, fdPrint, choose an option.

6. Chooserile menu> Print.



Mac OS: Depending on the version of the printing software you are
using, you may need to choddleMaker Pro from the pop-up menu
to see these options.

To print Choose

All records in the found set Records being browsed

Only the record currently selected in Browseurrent record
mode

A blank record using the current layout (usglank record, showing fields, then
this option to print a blank “form”) choose a formatting option

A list of all thefields defined for the file,  Field definitions

including formulas and entry options

A list of all script steps for one script, or allScript definition for, then choose a
scripts in the file specific script oall scripts

Click to change the page orientation (vertical or
horizontal), scaling, and other printing options

Print. [Fecards being browsed =
Choose the
H o I it o
datatoprint R g e |
Field definit - e
= sfm deglnnn‘ifn”:ln. ELopetie
Status Ready
Type: Epson LG-800
Where: LPT1
Camment. I” Printtofile
i Print rang Copi
& Al Number of copies 1 3:
© Pages  from: |1 1o: (9999
i - cat
‘ Selectto Update Numher pages from: 1
linked OLE objects OLE
before prlntlng «1:" Update all Links before printing
Cancel
Print dialog box (Windows)
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86

FileMaker Pro =
Number pages from: D

Print: | @ Records being browsed
() Current record

Choose
FileMaker Pro —

Choose the —| ) Blank record, showing fields [_as formatted |
datato print Script: | Al sirhes

() Field definitions

Print dialog box (Mac 0S)

Windows: To print a current view of OLE objects, seldutate all
Links before printing. Deselect this option for faster printirkpr more
information, see the FileMaker Pro onscreen Help. Chidelpe
menu >Contents and Index, click the Index tab, and ty@eLE
objects, updating

8. Select the print range, number of copies and other printing
settings, and then clidBK.

Other print options depend on the printer and system software you're
using. Refer to your printer and system documentation.

Keep these points in mind:

= Windows: To override the default printer for one print job, in the
Print dialog box, foName, choose a different printer.

= Windows: To override the default printer options for one print job,
in the Print dialog box, clicRroperties, make selections, then click
OK.

= You can “close up” blank space when printing records with
varying amounts of data t®pecifyingsliding options.Se€" About
removing blank space from printed data page7-22. You can also
use merge fields to eliminate extra blank space in field data. See
“Placing merge fieldson page6-17.



4-6 FileMaker Pro User’s Guide

= When you print a field or a portal with a scroll bar, FileMaRey
prints only the data visible without scrolling. To print all the data,
duplicate the layout and enlarge the field or portal, gpacify

sliding options b remove the extra blank space when you print. See
“Aboutremoving blank space from printed dada page7-22.

= To keep any object on a layout from printing, select it in Layout
mode, and choos®rmat menu >Sliding/Printing. Click Do not print
selected objects, then clickOK. Se€‘Keeping objects from printirig
on pager-25.

= |f you're having trouble printing, see the troubleshooting section
in the FileMaker Pro onscreen Help. ChoHslp menu >Contents

and Index, click thelndex tab and typerinting,

troubleshooting . For customerwugpport information on printing,
chooseHelp menu> FileMaker on the Web.



Part 2
Designing and creating a database
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Chapter 5
Creating a database

This chapter explains how to: For example, to print invoices, you need fields for a billing address,
shipping address, quantity, product code, and so on. You also need
calculated fields for subtotal, sales tax, shipping charge, and invoice
total.

= plan a database
= create a FileMakdPro database file

= define, modify, or delete fields in your database To make it easy to search and sort records, cseaiarate fields for

first and last name, titles such as Mr. or Dr., and items in addresses

Planning a database flle (city, state, province, country, and postal code).

. . 5. Determine relationships between your file and other files whose
Plan a database before you create it to save time and effort later on,

. data you can use.
Although you can change the design later, the more you plan ahead,

the fewer changes you'll need to make. Start with a simple design, For example, if data you want already exists in another

6. Decide what layouts you need, and plan a separate layout for each
Follow these general steps to plan a database: task
1. Determine the problem you want to solve, or the reason for

_ For example, plan layouts for data entry, order entry, printing
creating a database.

mailing labels, printing form letters, and for each type of report you
If other people will use the database, be sure to talk with them aboutproduce.

the data they need. 7. Determine whether you need to share your database with other

2. Decide which categories of information you work with, and plan users, and how they will access the file.

a separate database file for each major category. You can design layouts that work well in FileMaker Pro for

For example, for a small business, you might need one database fil&/indows or for Mac OS, or when viewed in a web browser.
for products, one for customers, and another for employees.

8. If others will use your database, think about who can use the file
3. Analyze your current information management system to and which tasks they can perform.

determine the tasks you perform. If security is important to your data, you can restrict who can do

For example, do you print mailing labels and invoices? What reportswhich tasks by assigning passwords and access privileges to the file.

do you produce? Are there new tasks you want to do? 9. Put your ideas on paper, listing the files you need and the fields for

4. Decide what data you want the file to contain, and plan the fields each file. Also list the forms and reports (layouts) you will generate
to hold the data. from each file.Start with a simple design and use it for a while. You
can change it as needed.
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Sample Database Design Form

Project Name
Purpose of this databi
File name for this databa:

Fields

Name e

Layouts

Name Pupose Screen

For information about entering data into a database'Ademrit
entering data in records” on pag®. For more information about
creating a relational database, sbapter8, “Working with related
files.”

Creating a FileMaker Pro file

You can create a file fromtamplate—a predefined database file that
you can modify to suit your needs. Or, you can create a file without
using a template.

Tip You can also create a file by making a copy of an existing
FileMakerPro file, or by importing data from another application.
See"Saving files” on pagéd-7 or “Converting a data file into a new
FileMakerPro file” on pagel2-6.

If you didn’t install templates and want to use them, see the
FileMakerPro Getting Starte®Guide

1. In FileMakerPro, chooseéile menu >New Database.

2. In the New Database dialog box, do the following:

To Do this

Create a file using a SelectCreate a new file using a template, then double-
template click the name of a template.

Create a file without SelectCreate a new empty file, then clickOK.
using a template

Open an existing file See“Opening files” on pagé-6.

If Templates in New Database dialog isn’t selected in théeneral tab of

the Application Preferences dialog (or if the templates aren’t
installed), the New Database dialog box doesn't appear. Skip to the
next step. To select the preferences option;Seting general
application preferences” on pagel.

New Database

o
FileMaker Chocse
“Templates”to
Selectan Pro 5 display a list of
option for [Tempams = FileMaker Pro
creating a«{ . Faset Management templates
1 Business Cards
file 1€ Cieate anew empty fie. Collections
e e o Choose a
Expense flepart template from
it N
Select Idariication Badaes the list
to stop Inventory
h A Jab Listings
showmg IS ——T o longer show this disioa Library =
dialog box
g Cara

Template Info

]
Click to open a database that
describes the templates

3. In the dialog box that appears, type a name for the file (choose a
different folder, if needed), then cliSave.

Windows: ForSave as type, selectrileMaker ProFiles. If you don’t

type a file extension, FileMak&ro addsfps to the filename. (To

view file extensions in Windows, see the Windows operating system
Help.)

4. Click Save.
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About defining database fields Keep these points in mind:

= You can duplicate a field definition to define a new field that's
aimilar to an existing field. Sé€hanging field definitiorison
page5-11.

= After you define fields, you can add them to any layout. If you
define a field in an existing file, and you don’t see it on the current

To define a new field, you give it a name. Then you select options
that determine how the field interprets, enters, calculates, stores, an
displays data. These characteristics make ufigtiedefinition

AT layout, be surédd newly defined fields to current layout is selected in
ProductName These fields store text Application Preferences. S&acing and removing fields on a
Category  [Clothing |4 layout” on pages-15 and“Setting layout preferences” on page2.
Colors Blue e .
Black }*Th'sne'd stores multiple values = To print field definitions, seehapter, “Previewing and printing

Unit Price — This field stores only numbers information.”
Discount — This field calculates a value based on

another value in the record H ;

(“Discount” is 10% of “Unit Price”) About naming fields

Keep the following in mind when naming fields:
The following sections describe how to define fields using the = Field names must be unique. They can contain up to 60 characters.

Define Fields dialog box. o ) ) )
= Use descriptive names that clearly identify the contents of the field.

) o ) Avoid abbreviations, acronyms, or other terms that may cause
Choose the way fields are listed in the dialog box

confusion.
CIle to sort b Define Fields for "Products” HE , i
field name ortypz I e T = Don't use the following symbols or wordfcomma)+ —* / * &
e ey Y =#><()"; (semicolon} (colon) ::AND, OR, XOR, NOT, or a
Do tane T FileMakerPro function name. Don't begin a field name to be used in
Field names . e a calculation formula with a space, period (.), or number.
i + Colors Test Repeating
and definitions |+ s sl Tes = Use_ (underscore) in place of a space to avoid restrictions in
S o o dPee 20 ODBC (Open Database Connectivity), exportiwgb publishing,
and other operations.
Type a na.me Field Hape |
for a new field [ = = |f you're exchanging data with another application, check the field
Select a field type — £ g:gbev ;fi'nfﬂ:‘f” Save ||| Dupicate naming restrictions in the file formats supported by the other
© Tine  Globsl e | [ pee | y application.
il : . . . .
Click after you type a field = |If you're using ODBC to share FileMaker data, avoid using SQL
name and select a field type

keywords in field names. For information about ODBC,“#dxut
ODBC” on pagel5-1.
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About choosing a field type

When you define a field, you must select the appropriate field type.
FileMakerPro uses the field type to interpret the data for tasks like
sorting and performing calculations.

Select this

field type If the field data will be

Text Up to approximately 64,000 letters, symbols, or numbers used as
text.

Number Up to 255 numbers or other characters. (In most cases, only the
numbers are treated as numeric.) Number fields can’t contain
carriage returns.

Date Dates only.

Time Times only.

Container A picture, or a multimedia file (like a movie or sound). You can
reference container fields in calculations and summary fields.
Windows: A container field can store OLE objects.

Calculation The result of a calculation formula that uses field values from the
current record or related records. The formula can use values of
all field types. The result can be one of these types of data: text,
number, date, time, or container.

Summary A value that's produced by summarizing field values from more
than one record in the same file.

Global One value to be used in all records of the file. A global field can

contain text, number, date, time, or container data. Use the value
of a global field in calculations and scripts. You can't use a

global field to find records.

— voies——— P8

eeP|| Evervwrens Invoice
—1 TRAVEL
=

e CO04

EVERYWHERE Invoice
TRaveL Evaiione Sales Report
Trares
clem 0003 AgentName_ Sophie Tanig .
s B Agent Item Qty Amount
= David Michaels ET3 1 $29.95
R David Michaels ET4 1 $32.25
EveRyWHeRE Invoice David Michaels ~ ET1 2 $73.90
TRAVEL David Michaels ~ ET5 3 $98.85
| conz ent Hane
[l m—————— 5 || |} Toul  $234.95
= e Sophie Tang ET6 2 $64.50
leee ]| Evemvimmens Invoice Sophie Tang | ET7 5 s1250
=] TRAVEL Sophie Tang ET2 2 $25.00
Sophie Tang _
o Cient 1> CODT AgentNane  DavidMichacls Ll Toal $102.00
ClentName Mty Srmitn nveice 001 H
et | ggress 129 EmMSE Onderbate 611411398 a rand Tot $336.95
New York LNY ’
usa
Exended
Product D Product ame ey -
ET3 Ganvas vaveibag e 1 s [g | |H
) Garbbean bavel book s 1 wesl ||
ET1 Golf shirt. $36.95 2 $73.90 [
&7 European Advertires bavelbook _ $3295 3 $9885 I "
Fow— Summary fields produce
Bl IS results from values in
WP | e Iz multiple records

Calculation fields produce results from values
in the current record or related records

Keep these points in mind:

m Use text fields instead of number fields to store postal codes, phone
numbers, and other values with leading zeroes or characters like
hyphens or parentheses.

= Be sure to use a Date field (instead of a text or number field) to
store dates. To avoid confusion when using dates, always use four-
digit years. For more information on how FileMaker Pro 5 handles
Year 2000 issues, see www.filemaker.com.

= You can't find or sort records based on a container field, but you
can define a text field to describe or identify the contents of the
container. Then, you can find or sort records based on the data in the
text field.

= To change the way data is displayed in text, number, date, and time
fields, se¢Formatting field data on a layout” on page1.



= For information about working with data in fields, $A&out
entering data in records” on pag®. For more information about
field types, choosBelp menu >Contents and Index, click thelndex

tab, and typéeld types

Defining text, number, date, time, or container fields
1. ChooseFile menu> Define Fields.

2. In the Define Fields dialog box, fBield Name, type a unigueame
for the field.

See"About naming fieldson page5-3.

3. For Type, select a field type, then clickeate.
See"About choosing a field tyfieon pages-4.
4. To defineoptions for the field, clicloptions.

To Do this in the Options for Field dialog box

Automatically Click theAuto-Enter tab, select the options, then cligk.
enter values into  See"Defining automatic data entrpn page5-8.
the field
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For more information about defining fields, chosiet menu >
Contents and Index, click thelndex tab, and typéefining fields

Defining calculation fields
1. ChooseFile menu> Define Fields.

2. In the Define Fields dialog box, féield Name, type a unique name
for the field.

See*About naming fieldson pageb-3.
3. For Type, selectCalculation, then clickCreate.
4. In the Specify Calculation dialog box, build a formula.

Click where you want the item to appear in the formula box, then do
the following:

To add a Do this

Reference to a fieldin the field list, double-click a field name.

To display field names from related fieldfoose a
relationship from the relationship list. (S&&hen to
create relationships between files” on p8gk)

Make sure data is Click theValidation tab, select the options, then cli@k.
entered into the  See"Defining field validatiori on page5-9.
field correctly

Mathematical or  In the keypad, click an operator. (Quotation marks and
text operator parentheses are copied to the formula as a pair, with the
insertion point blinking in the middle).

Make the field Click the Storage tab, then seledtepeating field with a
repeating maximum of n repetitions. Type the number of repetitions,
then clickOK. See* About repeating fieldson pages-11.

Select options for Click theStorage tab, select the options, then cli@gk See
indexing the field “About storage and indexing optidren page5-11.

5. Continue defining fields, or clicRone.

Important To avoid confusion when using dates in FileMaRey,

set field validation options to make sure dates are always entered
with four-digit years. (SetDefining field validatiori on page5-9.)

For more information on how FileMaker Pro 5 handles Year 2000
issues, see www.filemaker.com.

Comparison or ForOperators, choose an operator from the list.
logical operator

Constant value Type the value. Se¢€onstants” on pagél-2.

Function In the functions list, double-click a function. In the
formula box, replace the placeholder parameter with a
value or expression.

Tip You can also type the formula directly into the box. For more
information, seehapterll, “Using formulas and functions.”



5-6 FileMaker Pro User’s Guide

Select comparison
and logical operators
Select mathematical Choose the way functions
and text operators are listed in the dialog box
Choose a |
relationship =—————— Spatify Calcu Iatiun§
from the list — —{current File - Producte3 s Y [l 0
Choose field — E‘
references Select
functions
Formula box ——
Choose a
formula
result type =
Make the —.
calculated ?Do not evaluate If all Pefersnced fields are smpty
field | |
repeating  calculate only if at least one Choose indexing and

field in the formula has a value storage options

5. Select calculation options for the field.

To Do this

Select tle datatype of Choose a data type fOalculation result is <value>. Be
the result
See"About choosing a field tyfieon pages-4.

Make the calculated SelectRepeating field with a maximum of nvalues, type
field repeating the number of repetitions, then clioK. See* About
repeating fieldson pages-11.

Perform the calculationSelectDo not evaluate if all referenced fields are empty.

only when all Clear this option if you always want FileMak@ro to

referenced fields have cqicyjate a result, even if a referenced field is empty or

avalue (soyou don't pas never been modified.
display zero as a result)

sure to choose the correct type for the result you want.

6. To select indexing and storage options for the field, Stokage
Options, select options, then clic.

See"About storage and indexing optidren pageb-11.
7. Click OK to close the Specify Calculation dialog box
8. Continue defining fields, or clicRone.

For more information about defining calculation fields, see
FileMaker Pro Help. Choostelp menu >Contents and Index, click
the Index tab, and typealculation fields

Defining summary fields

Use summary fields to calculate values across multiple records, like
subtotals, averages, and grand totals. For example, a summary field
can display the grand total of all sales in the month of May in a
report.

Tip Use the New Layout/Report assistant to quickly create a report
with grouped data (data in a summary field). ‘@dmut layouts and
reports” on pagé-1.

The value in a summary field can change depending on where you
place the field on a layout, how many records are in the found set,
whether the records are sorted, and which mode you are using.

If you're modifying a layout that contains a summary field, you must
know about layout parts to get the results you want“@eeut

layout parts” on pagé-25). For information about summarizing
related fields in portals, séBummarizing data in portals” on
page3-12.

1. ChooseFile menu> Define Fields.

2. In the Define Fields dialog box, fBield Name, type a unique name
for the field.

See" About naming fieldson pages-3.
3. For Type, selectSummary, then clickCreate.
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4. In the Options for Summary Field dialog box, select a summary 5. Select an option, if applicable, for the summary type.

type, then select the name of the field you want to group by. Options change according to the summary type you select in the

Select this type  To summarize values in a field previous step.
of summary in the found set of records by
- - - For this
Total of Calculating the total of values in the field summary type Select To
Average of Calculating the average of values in the field Total of Running total Show the cumulative
Count of Counting the number of records that contain a value for to”tal for. the Currer;t and
the field. For example, if a field contains 100 values (one all previous records
value for each record), the result of the count is 100. Average of Weighted average. In the ~ Determine the average in
Minimum Finding the lowest number, or the earliest date or time, list of f|e|d§ that appears., Qne field ba;ed onavalue
for a field select the field that containgn another field that's
the weight factor. used as a weight factor
Maximum Finding the highest number, or the latest date or time, for - -
a field Count of Running count Show the cumulative
count of the current and
Standard Deviation of Finding how widely the values in a field differ from each all previous records
other. This option calculates the standard deviation from — - -
Standard Deviation ofby population Calculate population

the mean of the values in a field. (The formula-s

weighted, following the normal standard deviation.) standard deviation, where

the formula im-weighted

Fraction of Total of Calculating the ratio of the value in the field to the total
of all the values in that field. For example, this option
finds what fraction of total sales can be attributed to each

Fraction of Total of  Subtotaled. In the list of Calculate a fraction of the
fields that appears, select aotal based only on a
field to group by. (When  group of records

salesperson.
you return to Browse mode,
sort by this field to calculate
Dptions for Summary Field "Total in stock" HEBE the value COrreCtIy.)
& Totalof E:Egﬁ ‘P&jama 6. Click OK
€ Average of Uit Price . .
" Count of Category —(;hOOSE the C . d f . f |d | B
Choose a— |~ g G Ig:ldrggu \t/)vant 7. Continue defining fields, or clicRone.
SUMMANY |~ pyaginum Prse group by
BPE 1 sttt ezt For more information about summary fields, chagslp menu >
" Fraction of Total of > .
o - Buring e = Contents and Index, click thelndex tab, and typeummary fields
Cancel

Select an option for the summrllry type
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Defining global fields 5. Click OK.

A global fieldcontains one value that's used for all records in a file. 6. Continue defining fields, or clicRone.

(You can't use a global field for finding data.) Use the value of a

global field: If you're working with global fields in a shared file, s&gorking
with shared files” on pagk3-2. For more information about global

fields, choosélelp menu >Contents and Index, click thelndex tab, and
= to declare variables in If, Else, End If, Loop, End Loop, and EXxit typeglobal fields

Loop If script steps

= as a fixed value to be used in calculations in all records in a file

= for fields that rarely need to be updated. For example, use a global

field to put your company logo and address on several layouts. You Setting OptiOﬁS f or ﬁ@IdS

can quickly update a global field without having to update each layout.you can set ojns for:

= entering default data into a text, number, date, time, or container
field

= checking data against validation requirements

To define global fields:
1. ChooseFile menu> Define Fields.

2. In the Define Fields dialog box, féield Name, type a unique name
for the field.

See" About naming fieldson pages-3.

making a repeating field
= creating an index

3. For Type, selectGlobal, then clickCreate. = indexing and storing data
4. In the Options for Global Field dialog box, select options. Some field options help ensure the accuracy of your data. For
example, if you typérnc instead ofrance into the Country field,

you won't find that record when you later search for all customers
from France. To be sure that all country names are entered correctly,

To Do this

Choose a datype for ForDatatype, choose a type from the list. Se&bout

the field choosing a field tygeon e5-4. . . .

: sing a field typeon pag you can define a value list containing the names, then select the
Make the field Click theStorage tab, then selediepeating field with a Member of value list validation option for the Country field. When you
repeating maximum of 1 repetitions. Type the number of enter data into the field, the data must match a value in the list. See

repetitions, then clickRK. Seé‘ About repeating field's

on pages-11. Defining a list of values for data entry” on pagea.

To set options for summary fields, s&efining summary fieldson
page5-6.

Options for Global Field “Status™

# Global field is defined to contain only one value which is shared aoross
all records in a file. It can be used as 3 temporary storage location (as in

e Defining automatic data entry
Choose a data —{—ota tyee

type for the field Repeatng it wit amsimum of 2| Repetitions To automaticallyenter a defaultalue into a field for each record:
1. ChooseFile menu >Define Fields.

I . . . . .
Select to make the field repeating 2. In the Define Fields dialog box, double-click a field name.



3. In the Options for Field dialog box, click tAeto-Enter tab and
select options. (The available options depend on the field type.)

Important To avoid confusion when using dates in FileMaRey,
set field validation options to make sure dates are always entered
with four-digit years. (See the next section.)

To Do this

Enter the date, time, or  Select the first checkboxhg), then choose an
user name when the recordption from the list.
is created or modified

Assign a sequential SelectSerial number. Fornextvalue, type a starting
number to the field in eachvalue (for example, 1001), then type the number to
record increment by.

Enter the value from the SelectValue from previous record.
previously accessed record

Enter data you specify  SelectData, then type up to 255 characters.

Enter the result of a
calculation in the field

SelectCalculated value, define the formula in the
Specify Calculation dialog box, then cli6k.
For information about the Specify Calculation
dialog box, seéDefining calculation fieldson
pages5-5.

Enter a value that's copiedSelect.ooked-up value, define the lookup, then
from a field in the same orclick OK. Se€'Defining lookups between files” on
a different file pages-13.

Prevent users from SelectProhibit modification of value.
changing an automatically

entered value

Turn off automatically Clear all selected checkboxes.

entered data

Creating a database 5-9

Options for Field "Product ID" [=]x]
Click Auto-Enter AutoErter | aldation | Sterage |
e [ Creation Date -
¥ Serial number
nestvabe [EE | peementhy [T
™ Walue from previous record
: D
Select options for —— " &
entering default
data in the field
[~ Calculated value Specify.
™ Looked-up value Specify...
™ Piohibit modification of value
Careel

4. Click OKto close the Options for Field dialog box, then choke.

For more information about automatically entering data, see
FileMakerPro Help. ChoosHBelp menu >Contents and Index, click
thelndex tab, and typeautomatic data entry

Defining field validation

You can select fiel validation options to ensure that data is entered
into the field correctly. FileMakePro displays a message if you
enter data incorrectly.

Important To avoid confusion when using dates in FileMadRey,

set field validation options to make sure dates are always entered
with four-digit years. For more information on how FileMaker Pro 5
handles Year 2000 issues, see www.filemaker.com.

1. ChooseFile menu >Define Fields.

2. In the Define Fields dialog box, double-click a field name.
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3. In the Options for Field dialog box, click tNelidation tab and
select options.

To verify that the entered value Do this

Contains only numbers SelectStrict data type, then choose

Numeric Only from the list.

Is a date containing numeric values SelectStrict data type, then choose
for the month and day, and four digit4-Digit Year Date from the list.

for the year (for example,

5/12/2004)

Is a time containing numeric values SelectStrict data type, then choos&ime
for hours and minutes between 00:06f Day from the list.
and 23:59 (seconds are optional)

Is not empty, or that the value is
unique or already existing in the file
(FileMakerPro ignores capitalization
and punctuation)

SelectNot empty, Unique, or Existing.

Matches a value in a specified valueselectMember of value list, then choose

list an existing value list or define a new
one. (SeéDefining a list of values for
data entry” on pageé-3.)

Falls within the range you specify Selectnrange, then type a starting
value and ending value.

Matches the result of a calculation SelectValidation by calculation, define a
formula in the Specify Calculation
dialog box, then clicloK.

The result must be Boolean—“true” or
“false,” “yes” or “no,” and so on. The
resultis false when the resultis 0 or null
(empty); otherwise the result is true.
For information about the Specify

Calculation dialog box, sé®efining
calculation field on page5-5.

Options for Field “Product ID*

Auto—Enter \, / Validation \ / Storage
[ 5trict data type [ Mumneric Only. E

Cnotempty [ unique [ Existing

[dinrange [ ] ot ]

[ validated by caleulation Specify...

[ strict: Do not allow user to override data validation

Click Validation

Select validation
options for the field

[ visplay custom message if validation fails

(]

4. Specify how FileMakePro handles an invalid entry.

To Select

Prevent users from entering invalid data Strict: Do not allow user to override
(users must correct the data before movinglidation
out of the record)

Display a custom message when the datBisplay custom message if validation
doesn’t meet the validation requirementsfails, then type up to 255 characters

5. Click OKto close the Options for Field dialog box, then choke.

For more information about validating fields, chodsk menu >
Contents and Index, click thelndex tab, and typealidating data
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About repeating fields Changing field definitions
A repeating fieldholds more than one value (up to 1000), each in a
separateepetitionof a field. Any field type, except summary, can be
a repeating field.

Important When you change the definition of a field that contains
data, the data in that field could be affected. For more information
about the effects of changing fields, choldslp menu >Contents and
Index, click thelndex tab, and typéeld defintions

Colors

Each value in the repeating field 1. ChooseFile menu >Define Fields.

Colors”is asingle, separate value 2. In the Define Fields dialog box, make your changes.

Tip If you're planning to sort, summarize, or insert data in a To Do this
repeating field, it's often easier to use related fields in a portal. See change dield In the field list, select the field to change. Fiaid Name,
“About relational databases” on pagie. name type or paste the new name, then cBalte.
FileMakerPro also changes the field name in layouts and

To change the number of repetitions visible on a layout, see field references in formulas. Seabout naming fields
“Formatting repeating fields” on pager. on pages-3.

. . . . ) ) Duplicate a field  In the field list, select one or more fields, then click
For more information about defining and working with repeating  gefinition Duplicate. The new fields appear at the end of the list with
fields, see FileMakePro Help. ChoosHelp menu >Contents and Copy added to the name. You can change the field names.

Index, click thelndex tab, and types g fieids Change the field In the field list, select the field, select a field type, then

. . . type click Save. Se€' About choosing a field tygeon
About storage and indexing options page5-4.
FileMakerPro prOVideS Options fOindeXing fields and for Storing Important Changing the field type can permanently and
the results of calculations. You can: irretrievably erase data.

= Create arindex which is a list of the values stored in a field. An  Change options for In the field list, double-click the field. Change the options,
index greatly speeds searches, but takes up space on your disk. Yoigxt. number, date, then clickOK. See"Setting options for fieldson

can index text, number, date, and time fields. You can also index time. container, or page5-8.

calculation fields if the results are text, numbers, dates or times. global fields

Change a In the field list, double-click the calculation field.

= Store the result of a calculationyiour database, or you can tell calculationfield

FileMakerPro to perform the calculation only when neededs{ored.
Storing the result is faster but takes up more space on the disk. You can
specify storage options for text, number, date, time, and calculation fields.

= To change storage and indexing options, cSickage
Options in the Specify Calculation dialog box. Make your
changes, then clicBK.

= To change other options, make your changes in the
Storage and indexing options are documented in Help. Chietpse Specify Calculation dialog box.

me_nu >Contents and Index, click theIndex tab, and typstorage Then, clickoK in the Specify Calculations dialog box. See
optons . “Defining calculation fieldson page5-5.
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To Do this

Change aummary In the field list, double-click the summary field, then

field make your changes in the Options for Summary Field
dialog box. ClickOK. See'Defining summary fieldson
page5-6.

Reordeffield See FileMakePro Help. ChoosEelp menu >Contents

names in dialog  and Index, click thelndex tab, and typeeordering
boxes that list

fields

3. Click Done.

Keep these points in mind:

= |f you change a calculation formula or summary type,
FileMakerPro recalculatethe value for every record in the database
when you exit the Define Fields dialog box.

= To change the definitions of relatiéelds, make the changes in the
related file.

Deleting field definitions and data

Important Deleting a field in the Define Fields dialog box
permanently and irretrievably deletes the field definition and all the
data in that field in all your records. Before you delete a field from a
file, be sure you don’'t need any data the field contains.

1. ChooseFile menu >Define Fields.

2. In the Define Fields dialog box, select one or more fields, then
click Delete.

3. Click Delete again, or clickCancel to leave the fields unchanged.
4. Click Done.

Keep these points in mind:

= To remove fields from a layout, but leave them available in the
database, sé®lacing and removing fields on a layout” on
page6-15.

= For more information about deleting field definitions, chddelp
menu >Contents and Index, click thelndex tab, and typéeld
definiions



Chapter 6
Creating and managing layouts and reports

This chapter desdrés how to ranage layouts to present data for AbOLIt Iayouts and reports

onscreen display or printing. You'll learn about:
A FileMakerProlayout displays the data in a database. The data you

see depends on the fields on the layout. Layouts are sometimes called
= working with different layout types reports especially when printed. Layouts determine the appearance
= working with fields and objects on a layout of data. They also organize your information for viewanglata

entry, reporting, or finding.

= creating, modifying, and deleting layouts

= adding layout parts, such as a header or footer

Use a layout tehoose which fields to include on each screen or
report.You can have as many layouts as you need for a file (for
example, layouts for entering data, summary reportingrinting
mailing labels). You can change a layout’s design without affecting
the data or other layouts for the file. When you change data in a field
(in Browse mode), the changes are refleatettiat field if it's an

other layout®f the databasgsince the data is the same no matter
where it's displayed.

The next chaptef ,Customizing layout$ explains customizing the
way fields and layouts look, adding objects to layouts, defining value
lists, and controlling how thingsrint.

You create and work with layouts in Layout mode. To switch to
Layout mode from another mode, chod&sv menu >Layout Mode.

Or, choosé.ayout from the mode pop-up menu at the bottom of the
document window.

Text: Use for titles, column headings, field
labels, instructions, and form letters Buttlonsx Use to automate frequent tasks

 — T T |
densS————————0&8

a]
Layout pop-up menu — e [ [loome]  [rorm [t [were | B
e |2 By
=t 3| EveERYyiWHERE .
— ) |/l " 7mssx ———Client Entry
Fields: Use for entering — e
and displaying data VRS ‘
== - bastblac - B — The page: The printer, print
| s ‘ Cetervine how foraton
Parts: Use headers, footers, the ] - looks on the print
body, and summaries to divide a ke ‘ ooks on the printed page
layout into special purpose areas = [l ] Couriy. ...
%] City State  Country
B H et

00

Mode pop-up meny —M 1

A
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For more information about setting up layouts for web publishing,
see" Setting up browser viewsn pagel4-10.

Creating layouts and reports

Whenever you create a database(filéhout using one of the
template fies shipped with FileMaker PrdjileMaker Pro
automatically creates3tandard form layout and displays it in
Browse mode, ready for you to enter data.

You createadditional Ayouts using thilew Layout/Report
assistanta wizard thaguides you through creating the layout
according to options you choose. In additioStamdard form, there
are four other types of layouts and eiew(Table view) Use these
differenttypes for various purposes, like displaying a data entry
screen or printing a totaled sales report or mailing labels.

Important FileMakerPro considers the selected printer, and print or

page setup information when it calculates margins and other

measurements on the layout. When you need to print something on
the page in a particular way, like a report that is wider than it is tall,
labels envelopesor data on preprinted forms, make sure you have

set these up before creating the layBuinter and print settings

depend on the printer and system software you're using. Refer to

your printer and system documentation for more informafitso
see the considerations sections startingame6-5.

Note You must have created the fields to include on a layout before

you begin the New Layout/Report assistant. ‘@dmut defining
database fieldon pages-3.

To create a layout:
1. ChooseView menu >Layout Mode.
2. Choosd.ayouts menu >New Layout/Report.

You see the New Layout/Report assistarsedes of dialog boxes,

or panelsthat assist you with creating the type of layout you choose
in the first panel.

3. In each assistant panel, follow the instructions to create the type of
layout you chose in the first panel.

For a description of each of the layout types you can create with the
assistant, see the next sectibhbout layout typed

New Layout/Report
Type a Create a Layout/Report
descrlptlve name Layout Hame: || | [ Include in layaut pop-up menu
. Select 2 layout type
Click a layout type, — e
then click Next to Solumnar it repart g ——
proceed with the P ==
assistant Blank layout e
Shows one record 3t 3 time. Figlds sppear on
separate lines. The field label iz on the left
and the field data is on the right. Good for
data entry.
[cancel] [ <pack | [(Nexts |
The descriptive text and graphic change
when you click different layout types
To Do this

Accept the settings in the panel and Click Next
continue to the next panel

Accept the settings in the panel but g6lick Back
back to the previous panel

See an onscreen Help topic that Click Help or press F1Windows) or
explains the choices in the current  click (Mac OS) or press$8-? or
panel the Help key on your keyboard

Windows: See pop-up Help about a Clickthe? button n the upper-right
specific control in the current panel corner of the panel; then, with the
cursor, click the control

Close the assistant without saving an@ancel
of your choices
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4. When you have completed the series of panels, Ehk to Columnar list/report

create the layout. Use aColumnar list/report layout when you want to view or print

You caruse the new layout right away, or further customize it using multiple records in rows (st of records). You can define many

the tools and commands in Layout mode (g&iout working with variations of &olumnar list/report with the New Layout/Report
objects on a layolibn page6-11, “About working with fields on a assistant. You can create a layout with simple rows and columns of
layout’ on page6-15, andthe next chaptet Customizing layouts. data or a complex report with data grouped by specified values with

subtotals and grand totals
Tip You can also duplicate an existing layout and customize the new

one to fit your needs. A Columnar list/report layout contains the fields you select, in the
order you specify from left to right across the page, with field names

About layout types as column headings.

The following sections descril@ach of thdayouts that you can _

create with the New Layout/Report assistant. Simple columnar report layout

Standard form % Client ID Agent Name Invoice ID Order Date Subtetal Counti

A Standard form layoutis a good choice for data entry or onscreen Tumssles  Bemen T ot

[Glient.IR. Jlagent Ham Jrpize. . ] orsle R |Eubtotl. ] Eountry.
[Tetalzal |Eegion. I |Ttal ]

browsing.lt contains the fields you select, each on a separate line, in
the order you specify, with field labels to the left of the fields. In

Client ID Invoice ID  OrderDate  Subtotal Total saler

T J|Sub-sum._|| Bod

Browse mode, you see one recordpom,at a time (unless you have %:Awm I
switched fromview as Form). F Mo

et [froiea (TR SFIT I T T N | 7

Bod;

I==———————(ients=—-————FH 5 =
|’—Formview =] 5
] LustNane 5 Columnar report with grouped data
Field Unsorted Bt In theNew Layout/Report aistant, you can choose to:
el Country
labels [ = Limit the number of fields across the layout to the width of the

page (defined by the page margins, page orientation, and printer).
Fields wrap to multiple lines.

= Group records by sorting. You can then subtotaubsummarize,
o] | Erovee 1] o data in the groups (for example, group sales data by region, then

Fields you defined, in the order they group subtotal sales for each region).
appear in the Define Fields dialog box

SEl
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= Add header and footer parts with static text (like your company’s

O=——FMmiuis—————FH
name), dynamic text (like the page number or current date), or a sl [Podeo_otuane [ Cooy T Coos T omce | 8
graphic (like your company 10go). l L S N N1
. . . . ET4 Caribbean ravel Book 32.25
= Save informatiorin ascriptto re-run the repoiffor example, et [EE[Ewopsan Book 3295
. . ETH Exploring Asia fravel (Book 32.25
switch to the report layout, sort the data, and pause to let you preview ooy |/ETT—_[FowTo Pack For _[Book 750
Insortel ETE Golf Umbrella Accessory Tellow  |Red 22.50
the report) S U —C |
ET11 Panama hat Accessory Brown  |Black 14.99
ET12 T-shirt Clothing Ped Purple  [$8.898 |
You can modify any of these options after you complete the T T e e 3
assistant. 0Ll Erovee | [ 7
Table view Labels
Table view is not a type of layouytt’s aviewof your data in a Use d.abels layout to arange fields/ou selecta print on one of the
spreadshedike grid formatwhere you canujckly rearrangefields predefinedstandard labes$izes.(FileMaker Pro includes the
in Browse mode. For example, yoan quickly reorder, resize, or dimensions of a large number of standard label typieth label
sort columns (fields) with just a mouse click (if those options are set).type you wantsn't available, you can specify custom label
Table view is one of three views available for any layout in dimensions.
FileMaker ProFor more information, se€&/iewing recordon
page2-2 and“Setting up View as Form, View as List, and View as jgemmmmm——————amme———o-——=rpg
Tablé' on page6-10. BRIETETE | N

<chddrasslzs
«<Citys> ¢ <States>
<<Calntrys >

As with aColumnar list/report layout, aTable view contains the fields @
you select, in the order you specify from left to right, with field

tients="——————
names as column headings. Mot | e . e 2
mgl:Vork Ny mgl:Vork Ny
Note Table view is similar to a simpl€olumnar list/report layout but @ - — g
. . . . — 123 4th St. SW 41 Mary St =)
there arelifferencesTable view is a mordlexible arangement of the i o i
data because it can be enabled or disabled in Browse Itisde. teconon oyt
useful when you want to let users make simple changes to how data A AR
is displayed in Browse mode, or when you want to provide a S ctietg
familiar, spreadsheet-like appearance to your data. e o
s o =
100 B Preview DI{lM [z
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Envelope = |f your layout doesn’t turn out the way you expect it to, you can go
through the assistant again. Remember to delete the layout that you
no longer need (sé&Vorking with, duplicating, deleting,

or renaming layoutson page6-8).

= In the New Layout/Report assistant, you can apply FileMaker Pro

Use arknvelope layout to pmt the fields you select, arranged to print
on a standard “Number 10" business envelope.

(@] Ctients=—————————H|8§

E= é‘ layout themeso enhance the appearance of a layout or report and to
Eﬂ give all your layouts a consistent look. A theme affects

P characteristics ohie layout, including the background color, field

’ e borders and fill, and text attributes in and outside of fields. A theme

<edityrs <aStaress <eCountrys>

does not control the placement or behavior of fields or objects. You
can apply themes only in the assistant.

= |[f you include a field on the layout from another databassdged
field), you should understand the conceptshapter8, “Working

with related files’ Also, seé Deciding where to place relatéelds’

on pages-18.

= When you ceate alable view and switch to Layout mode, you see

a Standard form layout. Table view is not a layout type, it's an

Blank layout arrangement of data, likdew as Form or View as List (on theView

Use aBlank layout as the starting point for a layout that you create  menu in Browse mode). You can choose to view any layout in Table
entirely from scratch, for example, a complex data entry screen. Youyiew by choosing/iew menu >View as Table.

add the fields you want on the layout in Layout mode. = |f you're designing a layout to be viewed on the Web using the
FileMaker Pro Web Companion, s&&etting up browser viewsn
pagel4-10.

Keep these points in mind

= FileMakerPro layouts are divided intayout parts which are
areas on the Ia){out that contr.ol how to display and print data, text, Considerations when you create a
and graphics. FileMaker Pro includes the body, header, and footer .

: . . columnar list/report layout
parts as needed on a layout depending on the choices you make in the _ _ _
New Layout/Report assistant. Columnar reports with grouped and ™ If you are creating a report with grouped data, you should think
totaled data also have either subsummary or grand summary parts giPout how you want the report to look so you can more easily

modifying layout parts after you complete the assistant: Seeut field or fields that you want to group the data by. If you are including
layout part§ on pages-25. subtotals or grand totals, you should also think about what fields you

want to summarize and define those summary fields before you
begin the assistant. Sé&bout defining database fieltden

pageb-3. (If necessary, you can also define the summary fields
within the assistant.)
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New Layout/Report

Organize Records by Category
Grouping records lets you summar ize or month. Your
lection ord:

arize your data by any Tield
ion order determines the hierarchy of the categori

, such as regi
s in the report

Report fields

Report categories

Product Name -
aty
Unit Price

4 Product Name [=

CﬂﬂEEl] [ < Back ] H Next » ]I

Columar list

Eroduct. Hame.

ub-su.. Header

[y LInitBrice.
[Tokal.

[Grand Tkl

i Trailing Grand ... fSub=zurnm. .|| Eod

H

Fo.

= |n order to view a report with grouped data and totals, you must
sort by the break field and go to Preview mode. The New Layout/
Report assistant lets you create a script to do this.

= When you create @olumnar list/report layout, you have the choice
of saving a script that switches to the layout, sorts the records (if

= A Columnar list/report layout arranges fields in columns. (For
information on arranging records in columns, for example, to print a
directory of names and addresses, Sa¢ting up to print records in
columns on page6-8.)

= If you plan on printing &olumnar list/report and the columns extend
beyond the width of a page, try one or more of the following:

= Reduce the field size or the font size for data in fields.

= Change the page orientation to horizontal (landscape). Or reduce
the scale at which you print to less than 100%.“®esparing to

print widelayout$ on page4-2.

m Create several layouts that show fewer columns, and then print
each layout separately.

= |f you're having trouble getting the results you want for a report
with grouped data, refer to the onscreen Help available for each
panel of the assistant. Also, see the troubleshooting section in the
FileMaker Pro onscreen Help: chodtsp menu> Contents and

Index, click thelndex tab, and typsubsummary reports

Considerations when you create a Labels layout

When printing labels, you usually use either individual sheets of
labels, or a continuous-feed roll of labgbr dot matrix printers).

Because FileMakd?ro considers the selected printer aridt or
page setup information when it calculates margins and other
measurements on the layout, you must verify tisettings before

specified), and pauses in Preview mode. The script is added to the YOU create aabels layout.
Scripts menu, where you can choose it to run the report in the future. 1. Choose the printer. S&é8pecifying a printer (Windowspn

Verify that you're viewing the found set that you want before

page4-2 or “ Specifying a printer (Ma©S)’ on page4-2.

running the script. You can view or edit the script (for example, you 2. Choosefile menu >Print Setup (Windows), offile menu >Page

can add a Find script step) by choossegpts menu >ScriptMaker
(see" Changing scriptson pagel0-10).

Setup (Mac OS).
3. In the setup dialog box:

= For individual sheets of labels, select the size of the label sheets
(usuallyUsS Letter in the U.S. and4 elsewhere), then clidBK.
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= Forcontinuous-feed label paper, create a custom paper size equalConsiderations when you create an Envelope layout
to the height of one label. (Use a custom paper size to minimize theBecause FileMakePro considers the selected priraed print or

back-and-forth movement of the printer platen and to save label
paper.) Specific instructions vary depending on the type of printer:

Windows: ClickProperties. If your printer supports creating a
custom paper size, you see in the Properties dialo@dpex tab, a
Custom icon for Paper size. ClidBustom, and in the User-Defined
Size dialog box, type information from the following table, then
click OK. In the Properties dialog box, fBaper source, choose
Tractor, then clickOK. In the Print Setup dialog box, cli€k.

Mac OS: If the printer supports it, redefine a rarely used paper size.
First, forPaper, select a size. Then, in thBdit Paper Sizes area, type
information from the following table, then cli€ave. SelectNo Gaps
Between Pages, then clickOK.

For Type
Name A descriptive name
Width The width of the label stéc

Length (Windows)
Height (Mac OS)

The height obnelabel

Note If you define a custom paper size for printing labels on a dot
matrix printer, this changes your default print or page setup

information. Make sure you reset these options before you print other,

layouts. SeéPreparing to pririton page4-2.

Keep ths point in mind:

= FileMaker Pro usemerge fieldsvhen you create laabels layout.
You can't enter or edit data using merge fielfigitch to Table view
(in Browse mode, choostew menu >View as Table) or use another
layout for that purpose. For more information about working with
merge fields, se&Placing merge fieldson page6-17. For more
information about different views, sé¥iewing record$on

page2-2.

page setup information when it calculates margins and other
measurements on the layout, you must verify these settings before
you create afinvelope layout.

1. Choose the printeSee “Specifying a printer (Windowspn
page4-2 or “ Specifying a printer (Ma©S)’ on page4-2.

2. Chooserile menu >Print Setup (Windows), ofFile menu >Page
Setup (Mac OS).

3. In the setup dialog box, choose a letter.sidso, if you feed the
envelopes into the printer short-side first, choose a landscape
(horizontal) paper orientation.

4. Click OK.

After you create the layout, yamight reed to adjust the layout
depending on the way you insert envelopes into your printer (see
“Resizing layout parton page6-30and “ Deleting layout partson
page6-30).

If you Do this

Manually feed envelopes
into a center-feed printer

Keep theheader and adjust it, as necessary, to
match the printing to the envelope size.

Manually feed envelopes Keep the header and adjust it, as necessary, to
into a left edge-feed printer match the printing to the envelope size. (A good
rule of thumb for the header size is to subtract the

envelope height from 8.5 inches.)

Manually feed envelopes Delete the header, and insert a footer. Adjust the
into a right edge-feed printefooter, as necessary, to match the printing to the
envelope size.
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Note FileMaker Pro useserge fieldsvhen you create gmvelope
layout. You can't enter or edit data using merge fieldstch to
Table view (in Browse mode, choddew menu >View as Table) or
use another layout for that purpose. For more information about
working with merge fields, sé@lacing merge fieldson page6-17.
For more information about different views, $&ewing records
on page2-2.

Working with, duplicating, deleting,
or renaming layouts

Once you've created more than one layout, uséagimit pop-up
meny or, in Layout mode, theookto easily switch between layouts.

Client Entry
Client List

Thank ‘ou letter
Phone List
Form view

a List

Mailing labels
Layouts:
9

Enwvelopes
-~ Client forrn

To In Layout mode, do this

From the layout pop-up menu, choose the layout to
duplicate, then choodayouts menu >Duplicate Layout.

You see the duplicated layout, and FileMaker Pro adds its
name—uwithCopy appended—as the last choice in the
layout pop-up menu.

Duplicatea layout

From the layout pop-up menu, choose the layout to delete.
Choosd.ayouts menu >Delete Layout, then clickDelete in
the alert message. You can't undo deleting a layout.

Deletea layout

Renamealayout  From the layout pop-up menu, choose the layout to
rename. Choodeyouts menu >Layout Setup and for

Layout Name, type a descriptive name, then cligk.

Reordedayouts in
the layout pop-up
menu

Choosed.ayouts menu >Set Layout Order. Position the
pointer over the layout name and drag the layout name to
a new position, then clicBK.

To In Layout mode, do this

Include or exclude Choose.ayouts menu >Set Layout Order, then click a

a layout in the layout name. To include the layout, selaclude inlayouts
layout pop-up menu. To exclude the layout, clear this option. (You can
menuin Browse, also click to the left of the layout name to select or clear
Find, and Preview this option.)

modes You see a checkmark next to the name of a layout that's

included in the layout pop-up menu.

Keep these points in mind

= |[t's good practice to duplicate a complex layout before you modify
it, because you can’t undo major changes or revert to a previously
saved version.

= A database must have at least one layout, so you can’t delete the
last one.

= Layout names do not have to be unique.

= |[n a multiuser database, only the host can reorder layouts, and only
when the database isn’t being shared {gdmut sharing files on a
networK on pagel3-1).

= You can create, duplicate, or delete layouts using buttons on the
Standard toolbar (choos&w menu >Toolbars > Standard). See
“Using toolbarson pagel-5.

= You can’tcopy an entire layout to another FileMaker Pro file, but
you can accomplish the same thing by saviclgaeof the file. (See
“Saving file$ on pagel-7.) You can also copy and paste fields and
layout objects to another file. (S&8opying, duplicating, and
deleting objectson page6-13)

= All layouts are displayed in the layout pop-up menu in Layout
mode,whetherinclude in layouts menu is selected or not

Setting up to print records in columns

You can choose to print (or previevecordsin columns, for
example, for a directory of names and addresses. This is in contrast
to aColumnar list/report layout, which arrangdgldsin columns.
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When you set up records to print in columns, all the field values (and4. In the Layout Setup dialog bo@eneral tab, selecPrintin <value>
labels, if specified) for one record are printed together in a block  columns, select options for the columns, then clazk
(much like on a label), then all the values for the next record are

. . . To Do this
printed together, and so ofou see multiple columns only in Layout
andPreview modes and when you pr{nbt in Browsanode @ Find Specify the number of For Printin <value>columns, type a number
mode) columns betweernl and99 .
Arrange records to flow  SelectAcross first.
You can choose to arrange colwsraross the pager down he across the page _first (left tQse this option for reports like labels, to use the
page right a row at a time) fewest number of rows and preserve label stock.
Arrange records to flow  SelectDown first. Eﬁ

I e down the page first (top t0yse this option for reports like directories, where

1 5 1 > bottom a column at a time) o, read from top to bottom, column by column.

2 6 3 4 5. On the layout, you see vertical lines indicating columns. Arrange

3 7 6 fields and other layout objects so they are contained in the sample

S column on the left.
4 8 7 8
Sample column
. . I\|\|'\|\|I\|\|2\|\I\|\|3\|\I\|\|“\|\I\l\|5\|\I\|\|6\|\I\|\|7\|\I\|\|’
Down first Across first P |
FEmD__]
EEE—
To set up columni a layout: I
. . . M II i I

1. Choose a printer and print or page setup options. an\lj\%d)t/hrgzgggrcacagmg

FileMakerPro considers the selected printer, and print or page setup

information when it calculates margins and other measurements on

the layout.See" Specifying a printer (Windowspn page4-2 or

“Specifying a printer (Ma©S)’ on page4-2. Interactively adjust the Drag the right column boundary (the vertical dashed

width of the columns line at the right edge of the sample column). If you
widen the column, you see a medium-gray area that
indicates a “gutter” area that won't print.

To Do this

2. In Layout mode, create a layout or choose a layout from the layout
pop-up menu.

It's easiest to start with Blank layout or a layout with no objects in Precisely measure andChooseView menu >Object Size. Position the pointer

the body part. adjust the width of the over the right column boundary and hold down the

columns mouse button (be careful not to drag the column
width). The column width is the second-to-last field
“ n in the Size palette.

3. Choosd.ayouts menu >Layout Setup.
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Note Usemerge fieldor fieldsor dbjects withsliding enabled to fit 3. Inthe Layout Setup dialog box, click tfiews tab, then select one

more data into the width of a columiith either of these two or more views.
features, fields can extend into the gray area of the second column . .

.. . . . . en This menu command is enabled
and blank space in fields is eliminated when you view or print data. you select in Browse and Find modes
See“Placing m.erge fieldson page6-17 and‘ Aboutremoving blank P Vv T Siom s Form
space from printed ddtan page7-22.

List View View menu >View as List
If you change the number of columns, FileMaker Pro adjusts the  Tapje view View menu >View as Table

width of the columns to fit within the width of the paper size you
have defined, not including fixed margins. You may need to readjust

. o Unless you change the default settings, FileMaker Pro enables all
fields to fit within the sample column.

views.
Keep these points in mind: 4. SdectTable View to see he Table View Properties dialog hox
= When you sele@own first, FileMaker Pro prints subsummary parts
the width of thecolumn If you've specified that a page break comes lsticliienliiopeiics
. - Grid:

after the subsm_Jmmary part, FileMaker Pro starts_ a new c_olumn (not a Specify table grid settings | P Bl e
new page). Wittcross first, subsummary parts print the width of the Gidsyls: 3] 81| (I
page and the specified page break starts a new page:8éring Specify whether FileMaker Pro | HesterendPar
page breaks and numberiran pages-29.) displays the header or footer parta“: ::thiﬁ:ﬁ;ﬁ"
= For information about other options in the Layout Setup dialog ~ Specify whether FileMaker Pro || irtes soham s

) e . displays column headers and — E R
box, see the next section ahBipecifying page marginsn how they behave st
page7-21. "

Specify a custom row height —| = wse custom heigrt fm— [T =
) ) ) . ) (all rows are the same height)

Setting up View as Form, View as List, and View as Table [E=

FileMaker Pro provides thregffitrent views of each layout: form,
list, and table. When you change views, gbange the way records ~ For more complete information about table view properties, see the
display or print. For more information about the differences between FileMaker Pro onscreen Help. Chod#gip menu> Contents and

views and how to use them, $adewing records on page2-2. Index, click thelndex tab, and typ&iew as Table command
: . . ) ) 5. Click OK.

In Layout mode, you can specify which views are available in other

modes.

1. Choose the layout you want to work with from the layout pop-up
menu.

2. Choosd.ayouts menu >Layout Setup.
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Keep these points in mind: In Browse mode, objects look the same from record to record, while

= FileMaker Pro doesn't display subsummary layout parts when you f1€d data changes to show the data in your database.

specifyView as List in Browse mode or Find mode. You see

subsummary parts and subsummary data calculated correctly only in [e=—_———————me—————F
Preview mode or in a printed report (S&&ewing or printing . %‘
) EveERyWHERE Invoice
subsummary or grand summary data page6-28). FileMaker Pro @ Travee
also doesn'’t display or print subsummary or grand summary parts Rt [ Gremin COMI spent Hame Sophie Tang
when you specifyiew as Table in any mode. PRI s o 1208
MNewr York NY

= To change the background color or pattern of the table, make sure UsA
the fields are transparent, then change the color or pattern of the body s v o Eenes
part (se€ Adding or changing layout paften page6-26). The ETs Exploring b rvel bock w3252 e O

. . . ET? How To Pack For Your Cruise 3250 5 $12.50
column headers pick up their font attributes (except the font color, EE Traval Catenar w250 2 4200
which is always black) from the first field in the tab order (see — =
“Setting the tab order for data eritpn page7-8). You can’t modify Tax s8.42

Total $11042 =

the background of the column headers. o] ] e[l DFZ

= |f Include column headers is selected, users cagsize columns or
sort by a column’s valuggs long as they have the appropriate Working with the Iayout tools
access privileggeven ifResizable columns andSort data when

selecting column are clearetby right-clicking (Windows) or Control-
clicking (Mac OS) the column header and choosing the appropriate
command from the context meriee" Viewing recordson

For each type of object you work with, you use spetifids from
thetool panelor one of thetoolbars (choose/iew menu >Toolbars).

Toolbars
page2-2. DE-@v|ime -
—Ma o008 HEE
) . . (et s)eram [3) & A[B 7 U= = = [W== 4 -
About working with objects on a layout o ] % a7 [ o
An objectis a discrete element—a field, text, a graphic object (such
as an oval or imported picture), a button, po#al (for displaying j
rows of related records)—that you can select, move, resize, delete,
copy, format, and otherwise change. Place objects on a layout to  Selection tool — AT~
enhanceéts design. AN
For example, add theli€nt name and Line Item fields to a layout to _
display data from those fields. Add the titlevoice,” or emphasize _
a group of fields by enclosing them in a rectangle to make the layout TB op

easier to understand. Tool panel in Layout mode
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Note If you don’t see the tool panel at the left side of the document Note If an object’s selection handles are gray instead of black, the
window, the status area might be hidden. Make sure you’re in Layoutobject is locked (se&Protecting objects from charigen

mode (choos¥iew menu >Layout Mode), then click the status area
controlEEll at the bottom-left corner of the document window.

For more information about See

Adding text to a layout “Adding text to a layotiton page7-10

Drawing lines and shapes on a layotibrawing lines and shapesn
page7-14

Adding a button that runs a script “Using buttons with scripton
pagelO-12

Adding a portal to a layout (a portal* Creating and formatting portals to hold
displays data from related fields in related field$ on page6-19
rows, one record per row)

Placing fields on a layout “Placing and removing fields on a

layout’ on page6-15

Adding parts to a layout “Adding or changing layout patten

page6-26

Using the fill, pen, and object effects Setting color, pattern, line width, and
palettes object dfects’ on page7-14

Selecting objects
To work with an object on a layout, you must select it in Layout

mode first. When an object is selected, you see small black square

or handles at the corners of the selected object.

" Handles appear at the

!Dep.amne.nt..l corners of a selected object
3

To select an object, first click the selection IIEI in the tool panel.
The pointer becomes an arrow pointer.

page6-15).
To select In Layout mode, do this
One object With thearrow pointer, click the object. (If the object is

transparent, click its border.)

S,

Drag the arrow pointer to make a selection box that
completely surrounds the objects. (If you press Ctrl
(Windows) or88 (Mac OS) while dragging, the selection
box does not have to completely surround the objects.)

Several objectsat
once

Or, press Shift as you click objects.

All objects on the ChooseEdit menu >Select All.

layout

All objects of the  Click the tool for the type of object to select, then choose
sametype (for Edit menu >Select All. Or select an object, then click the
example, all text or Select Objects by Type button in the Arrange toolbar.

all rectangles)

except buttons,

fields, and portals

All fields With the arrow pointer, click a field, preS#ift
(Windows) or Option (Ma©S), and choosidit menu >
Select All. Or select a field, then click ti8elect Objects by
Type button in the Arrange toolbar.

A portal With the arrow pointer, click the border of the portal, or

any other area within the portal that doesn’t contain a field
or object

Deselect selected Click a blank area of the layout or any tool in the tool
objects panel. Or, press Shift and click selected objects.

Keep these points in mind

= For information about selecting, editing, and working with text,
see" About working with text on page2-13 and“Adding text to a
layout’ on page7-10.



= |f multiple objects are grouped, you can’t move an individual
object within the group until you ungroup the olge&elect the
grouped object, then chooseange menu >Ungroup (se€' Grouping
and ungrouping objecten page7-17).
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Keep these points in mind:

= |f the other application supports it, you can quickly bring objects
from that application into FileMaker Pro dyagging the object from
the other application’s window onto the FileMaker Pro layout. You

= You can layer objects on a layout. If you can’t see an object on a can also drag objects from a layout to another application or to the

layout, you might need to send other objects backwards in the
stacking order. Select the object or objects in front, then choose
Arrange menu >Send to Back (see*Moving objects forward or
backward on a layouibn page7-18).

= You can use buttons on the Arrange toolbar to work with objects
(chooseView menu >Toolbars > Arrange). Se€*Using toolbarson
pagel-5.

= To switch between the selection tool and another tool, press
Ctrl + Enter or Entepon the numeric keypa@Vindows) orpress

Enter (MacOS).

Copying, duplicating, and deleting objects

Windows or Finder desktop. For more information about enabling
and using drag and drop, see the FileMaker Pro onscreen Help.
ChooseHelp menu> Contents and Index, click thelndex tab, and type
drag and drop

= You can copy and duplicate locked objects, but you can’t cut or
delete them.

= Whencopying a field to another layout in the same database file,
FileMaker Pro copies the field characteristics (like size, borders, and
text styles) and the field definition (like type, field options, and, if the
field is a related field, relationship). When copying a field to a layout
in a different database file, FileMaker Pro looks for a matching field
name in the file that you're copying to. If a matching name is found,

In Layout mode, you can cut or copy and then paste graphic objectdhe pasted field adopts the matching field's definition. If a match is

and text, fields (including related fields), buttons, and portals. You

not found, only the field characteristics are pasted.' 8beut

can also cut, copy, and paste field data in Browse and Find modes defining database fieldlsn page5-3.

(see”Copying and moving data in recotds page2-8).

To Select the object, then do this

Copy (or cu) an object,
then pastét onto the
same or anothéayout,

or into another databasesee the following notes for more complete
file information.

Choosetdit menu >Copy (or Cut). Click with the
arrow pointer where you want the object centered,
then choosédit menu> Paste.

Duplicate an object ChoosetEdit menu >Duplicate.

Or, pres<Ctrl (Windows) or Option (Ma©S) as you
drag.

Delete an objeavithout ChooseEdit menu >Clear.

replacing what's on the o ress Backspace Belete
Clipboard

= When copying a portal to another layout in the same database file,
FileMaker Pro copies the portal characteristics (like size, borders,
and fill styles) and the relationship. When copying a portal to a
layout in a different database file, FileMaker Pro looks for a
matching relationship in the file that you're copying to. If a matching
relationship is found, the pasted portal adopts the relationship’s
definition. If a match is not found, only the portal characteristics are
pasted and the relationship is undefined. FileMaker Pro doesn’t copy
and paste fields and objects within a portal unless you selecathem
well as he portal. Se&Creating and formatting portals to hold
related fields on page6-19.

= For complete information about copying and pasting OLE objects,
see the FileMaker Pro onscreen Help. Chéteemenu >Contents

and Index, click thelndex tab, and typ©LE objects,editing

Then double-cliclCopying and pasting OLE objects.
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= Use the Duplicate command to create a series of equally spaced
identical objects. After choosiriglit menu >Duplicate, immediately
drag the new object to the position you want (without deselecting it).
ChooseDuplicate again: the new copy appears in the same position
relative to the first copy as the first copy is to the original object.

= For information about selecting, editing, and working with text,
see" About working with text on page2-13.

Moving objects on a layout
To moveobijects, in Layout mode, click the selection tool in the tool

= Fields and portals behave differently depending on whether they’re
in the body part, a subsummary part, or a header or footer part. See
“About layout typeson pageb-3.

= When you’re moving objects, remember thai gan group, layer,
and align objectto help you achieve the results you wafdu can
also rotate objects. SBArranging objectson page7-17.

Changing an object’s shape and size

Once you've drawn a line or a shape on a layout, you can reshape or
resize it You can also reshape m@size fields, portals, graphics,

panel, select one or more objects, and drag them to the new positiormovies, and text blocks.

When you move fields or text, text baselines extend horizontally
from the object to help you align it with other objects.

To Do this

Move the selection one pixel  Press Right Arrow, Left Arrow, UArrow,

or Down Arrow

Limit movement to either a
horizontal or vertical direction

Press Shift as you drag the selection.

Precisely move the selection Use the graphic rulers, Jgquaresphject
grids, and Size palette (s&dsing tools to

precisely position object®n page7-19).

Override the Object Grids whenPress Alt (Windows) di8 (Mac OS) as you
moving a selection drag the selection.

Pasition the selection beyond thérag the object to the edge of the document
boundaries of the document  window. FileMaker Pro scrolls in that
window direction.

Keep these points in mind:

= For more information about selecting one or more objects, see
“Selecting objectson page6-12.

= To more easily move multiple objects, group them first. (See
“Grouping and ungrouping objettn page7-17.)

= To move a portal and the related fields and objects within it, select
the portal by clicking its border and the objects within it.

1. In Layout mode, click the selection tool in the tool panel, and then
select one or more objects.

See" Selecting objectson page6-12.

2. Drag one of theelection handles to change the object’s shape and size.

To Do this

= Change only the height or width of a two-Press Shift as you drag a
dimensional object (for example, fields, handle.
rectangles, ovals, fields, or imported graphics)

= Constrain a line to horizontal or vertical

= Force the height and width of a two- Press Ctrl (Windows) or
dimensional object to be equal (for example Gption (MacOS) as you drag a
rectangle becomes a square, or an oval  handle.

becomes a circle)

= Constrain the direction you drag to 45-
degree increments when you resize a line

Precisely resize the selection Use the graphic rulers,

T-squares, object grids, and
Size palette (se€8Jsing tools
to precisely position objects

on pager-19).

Override theobject grids when dragging a
handle

Press Alt (Windows) or
38 (MacOS) as you drag a
handle.




Keep these points in mind:

» Resizing the first repetition of a repeating field resizes all
repetitions.
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Fields on a layout are objects, which you can select, move, resize,
and reshape (see the previous sections). In Layout mode, each field
displays its field name, formatted with its attributes for font, size,
style, alignment, line spacing, and color. All fields except container

= Resizing a grouped object resizes all the objects in the group. Se(?ields display text baselines to indicate where the data appears in

“Grouping and ungrouping objett:n pager-17.

Protecting objects from change

Prevent objects from being changed, edited, moved, or deleted from

the layout bylockingthem. Locking a field in Layout mode does not
prevent changes to the information in Browse mode.

To lock objects on a layout, in Layout mode, select the objects, then

chooseArrange menu >Lock. A locked object’s handles are gray
instead of black.

To unlock objects, select the locked objects, and then cAoasge
menu >Unlock.

Note When you copy or duplicate a locked object, the copy isn’t
locked. When you group objects that include a locked object, the
grouped object is locked. Locking doesn’t prevent changes to the
stacking order.

About working with fields on a layout

After you create a layout, you can place new fields,aemove
fields you don’t want displaye@nd determine the format in which
you want data displayed. (To prevent fields that you define from
being automatically placed on the current layout; Sedting layout
preferenceson pageA-2.)

Browse mode and to help you align fields with each other.

Field label Field baseline

et =0 10y [ o B B o By 101, B

'I:" First Hame  [FIrst Hame. X .
Layote: Fields display
! Lest Hane field names

Al
[m] (=] =]
Er A

Field tool —me—]

Keep these points in mind:

= A field that doesn’t appear on a layout still exists in the database,
and its data can be used in calculations and summaries.

= To control the formatting for data in a field (text formatting,
formats for number, date, time, and container fields) as well as how
the field looks (fill and border settings, scroll bars, and so on), choose
field formatting options with no fields selected. FileMaker Pro
applies these formats to all fields added later. You can also specify
formatting options individually for each field. S&eormatting field

data on a layolibn page6-21 and“ Customizing fields on a laydut

on pager-1.

Placing and removing fields on a layout

You canplace dield anywhee onany layout, as many times as you
want. (You carmplace only fields that you've defined. Sekbout
defining database fieltd®n pages-3).
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You get different results by placing the same field in different i

) Field tool )
locations on the layout. For example: ———The field's border and

) " baselines appear as you drag
= Add the same summary field to a subsummary part to calculate the fields onto the layout
totals for each group of sorted records, and to a grand summary part
to get totals for all the records in the database. 3. In the Specify Field dialog box, select the field to place.
= Add a field to the header or footer part to repeat data from the first
record or the last record on the page as a header or footer. (For Toplace arelated field, —r—r—rre——
) . . choose a relationship name, | ———redvield——

example, add bast Name field to the header in a directory.) then choose a related field — s .
= Add the same related field directly on a layout tothedield’s ' o N
value in the first related record, or inside a portal to see values from Select the field to add— 2ot
more than one related record. (For more information about setting up o
a relational database and definitions of relational database L

i w i i 1 Select to use the field——& create nield 1abel
terminology, seehapter8, “Working with related files) essiaeiir oo et

Note If you are working with multiple related database files (a relational

database), you can display related fields on the layout. You can place To choose aelated field, choosthe relationship to use from the
related fields directly on the layout or ipartal (a layout object that relationship list above the list of fields. @rooseefine Relationships
displays data from all related records in the related file that match the to create aalationship(see* Defining relationships for relational
criteria of the relationship). Before you place a related field on your  databaseandlookups on page8-10). Then select a related field
layout, seéDeciding where to place relatéelds’ on pages-18 and from the field list.

“Creating and formatting portals to hold related fibiispages-19. 4. SelectCreate field label to include the field name as text on the

layout

1. In Layout mode, choose the layout you want to work on from the 5. Click OK.
layout pop-up menu. You see the field name in the field on the layout unless you have
chosen to display sample datée{ menu >Show > Sample Data).

To place a field on a layout:

2. Drag a field from thé-ield tool to the position you want on the

layout.
y To replace a field with another, in Layout mode, double-click the

As you drag the field onto the layout, you see a border and text  fig|q, then select another field name in the Specify Field dialog box
baselines to help you align the field with other objects on the layout. 54 clickoK. If you created a field label when you placed the original
Release the mouse button when the field is where you want it. field, that text must be changed to reflect the new field name.

Note If you're placing arelated field in a portal, position it in the first

row of the portal. Make sure all the related fields use the same

relationship as the portal. (A related field that uses a different

relationship displays only one occurrence of the data.)
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Toremove a field from a layouty Layout mode, click the field to = |In general, you work withelated fields (for example, selecting,

select it, thepress Backspace or Deletechoosedit menu >Clear. resizing, formatting, customizing, aneinoving) in the same way

Removing a field from a layout does not delete the field or its data that you work with non-related fields. When you place a related field

from your database. (To delete a field and its datd Beleting field on a layout, you need to know whether it should be located on the

definitions and dateon page5-12.) layout or in a portal (sedeciding where to place relatédlds’ on
page6-18).

Keep these points in mind = |n Layout mode, the field name displayed within the field on the

= If you include field labels when you place a field and you then  |ayout appears asield Name for related fields.

rename the field in the Defir_le Fields dialog box, the field label = When you include a related field on a layout (not in a portal) and
changes to match the new field name on each layout where the field o ¢ js more than one related record, you see only the value from the
label appears. first related record. (The order of the related records depends on

= You can make data entry for a field easier and more consistent bywhether a sort order was specified when the relationship was
defining a value listassociating it with the field, then formatting the  created.) SetDeciding where to place relatéidlds’ on pages-18

field as a pop-up menu, pop-up list, checkboxes, or radio buttons. and“Defining relationships for relational databaaesllookups on
See"Defining a list of values for data entrgn page7-3. pages-10.

= To have FileMakePro insert field data into a line or block of text,

use merge fields (see the next sectiéacing merge fieldy. Placing merge fields

= To “close up” space between fields and other layout objects, omit Use amerge fiele—placeholder texin Layout mode that is replaced
empty repetitions of repeating fields or empty portal rows, or reduce Py the field’s value when you browse, preview, or print the layout—
the size of an enclosing layout part, speslfging options. (See for documents like form lettergbels,envelopes, or contracts.

“Aboutremoving b|ank Space from p”nted dm page7_22) Mel’ge fle|dS Shl’ink)l’ eXpandCb f|t the amount Of text in the f|efdr
each record. (This behavior includesdlapsing an entire line, such

as an empty Addredsne 2 field, if the field is by itself on a line and
the field contains no data.)

= To put a static image (like a logo or graphic embellishment) on a
layout so it appears in every record, create, paste, or import the
graphic directly onto the layout instead of using a container field. See

“Inserting graphics onto a laydun pagev-16. For example, when the merge field <<First Name>> is between the

= |nstead of placing fields, you caapyfields from other layouts text Dear and :, (in other wordgar <<First Name>>.) FileMaker Pro

and other databases. S&bpying, duplicating, and deleting displaysDear Charles: in Browsemode @ Preview modéf the First

object$ on pages-13. Name field contain€harles

Keep these points about related fields in mind: FileMaker Pro uses merge fields to crdatgels andEnvelope
layouts.

= Before placing related fields on a layout, you should understand

the concepts ishapte, "Working with related files Note You can't edit or enter values into a merge field
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To place a merge field on a layout:

1. In Layout mode, click with the arrow pointer where you want
FileMaker Pro to place the merge field.

To insert the merge field into a line of text, click the text tool (in the
tool panel), then click where you want to set the insertion point in the
text.

2. Choosdnsert menu >Merge Field.

3. In the Specify Field dialog box, select the field to insert.

Toinsert a related field, SpecifylFleTd

choose a relationship name, —|
then choose a related field First e &
Address =
1 City
Select the field to add — et cos
Title
Department
Salary
Last Review Date
Next Review
[

To choose a related field, choose the relationship to use from the
relationship list above the list of fields. Or choDséne Relationships

to create a relationship (s&Befining relationships for relational
databaseandlookups on pageB-10). Then select a related field
from the field list.

4. Click OK.

You see the field name enclosed by dowglening €<) andclosing
(>>) angle bracketsrothe layout.

To remove a merge field, select the field name along witkthad
>> symbols, then press Backspacdelete

Keep these points in mind:

= You can insert a merge field by typing the field name, surrounded
by the<< and>> symbols, directly on the layout. Note that the merge
field characters are not single characterand»), but double

opening £<) and closing>X>) angle brackets.

= To specify text attributes to be used when you browse, preview, or
print the field data in a merge fielsklect the merge field name and
the<< and>> symbolsin Layout modethen select formatting

options. To specify data formatting options (number, date, or time as
appropriate for the field type), click the selection tool, then click the
merge field. Then select formatting options (Seermatting field

data on a layolibn page6-21).

= A merge fielddisplays and prints only as much text in Browse
mode @ Preview mode as will fit withithe &xt boundariegou

define for it (and any surrounding text) in Layout mdfieecessary,
enlarge the text boundaries of the merge tieldisplay as much data

as you want.

Deciding where to place related fields

You can place related fields directly on layouts or in portals. For
more information about relational database terminology, see
“Relational database terminoldgyn page8-2.

= Place related fields directly on a layout to display data from the
first related record in the related file, even when there are more than
one related records that match the criteria of the relationship. (The
first related record that's displayed depends on whether the related
records are sorted. For more information,‘§&efining relationships

for relational databasesdlookups on page8-10.)

= Place related fields within a portal on a layout to display data from
all related records in the related file that match the criteria of the
relationship.

= Insert punctuation and spaces between merge fields as needed on

the layout. Be careful not to type extra characters inside the
<< and>> symbols.



For example, you might do the following on an Invoice layout in an
Invoices database:

= Place related fields on the invoice that displays data from the
Clients database, such as the client’s identification number and
contact information. (The match field is Client ID.) There is only one
record in the Clients database for each Client ID, so each related field
on the invoice displays the data for that client.

= Place a related field on the invoice that displays the most recent
value from the Order Date field in the Order History database.
(Again, the match field is Client ID.) If the client has placed more
than one order, there are multiple records in Order History that match
this client’s Client ID. By defining a sort order on the Order Date
field when you define the relationship, the most recent date displays
in the related field when it's placed directly on the layout (not in a
portal).

= Place related fields on the invoice that display data about each
ordered item, such as Product ID, Product Name, Unit Price, and so
on. (The match field is Order ID.) Since in most cases there is more
than one product on the invoice (you're displaying more than one
related record), you create a portal to hold the related fields. Each
row of the portal displays one related record with the related fields
you select from the Line Item database.
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EveryWHers Invoice
TRAvEL
3 ciemw EEED Agent Hame
“Hlctient ame  [EIELEEMeY [LasiHAME. " Invoice I [Ieie0)....]
Address Order Date  [Orcler Dale:

FAddress]

Related fields
directly on a layout

Product ID  Product Name

Extended
aty P

Related fields in Layout mode

r— Related fields
inaportal

Everri¥rere
TRAVEL

Invoice

coos
Steve Williams
783 Ninth Avenue

Client ID
Tient Name

Address

Agent Hame  Sophie Tang
Invoice ID 104

OrderDate  5/14/1999

New Tork

NY |
US4

Data from one
related record

Product ID  Product Name

Extended

Unit Price Gty Price

ETE Exploring Asia ravel book

$32.25 2 364.50

ET? Haw To Pack For Your Cruise

$2.50 5 31250

ET2 Travel Calendar

31250 2 $25.00

[l

Related fields in Browse mode

}»f Data from all
related records

Creating and formatting portals to hold related fields

Note Before you begin, be sure you want to place related fields in a

portal (see the previous sectiébeciding where to place related
fields").

1. In Layout mode, select theartal tool in the tool panel.

>
Tool panel )

Al

0o
L)

— Portal tool
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2. Position the crosshair pointer on the layout where you want the To delete a portaWith the arrow pointer, select the portal, then press
portal to begin, then drag the pointer diagonally until the portal is the Backspace or Delete, or chodsit menu >Clear. If the portal

size you want.

3. In the Portal Setup dialog box, finow records from, choose the

relationship to use. Or chooBefine Relationships to create a
relationship (seé&Defining relationships for relational
databaseandlookups on page8-10).

4. Select options for thportal

Select to allow related Select the relationship to
records to be deleted | Eowresodsten [Gneiens  f—— US€, OF define anew one

(from the related file) iN —— Alow defetion of portal records
Browse mode

Farmat
Show |4 fows.

™ Show vertical scroll bar

I~ hemate background with m1-| =

Cancel

Select portal options

For more complete information about portal options, see the
FileMaker Pro onscreen Help. Chod#tp menu> Contents and
Index, click thelndex tab, and typeortals,formatting

First portal row —f
- Portal

Relationship
for the portal

5. Click OK.

6. Place related fields in the portal. (S&&acing and removing
fields on a layouiton page6-15.)

To select a portal, with the arrow pointer, click the border of the

contains related fields or objects, deleting the portal doesn’t remove
the contained objects. Nor does deleting the portal delete the
relationship defined for the portal.

To resize a portal row:

1. Select the portal.

You see selection handles at each corner of the first portal row.
2. Drag a selection handle.

The first row resizes and each other row resizes to match the first
row.

Keep these points in mind:

= To sort the related records in a portal, you must specify a sort order
in the relationship definition. Sé®efining relationships for
relational databasesdlookups on page8-10.

= In most cases, you should enaBhew vertical scroll bar in the

Portal Setup dialog box. If you don’t and there are more related
records than will fit in the number of portal rows you've defined, you
won'’t be able to see all the related records or enter new related
records.

= For information about creating new related records from the
current file or deleting related records when you delete a record in the
current file, seéDefining relationships for relational
databaseandlookups on pages-10.

= You can display objects other than fields in portals. An objectis in
a portal if its upper-left corner is inside the portal. An object placed
in the first row of a portal is displayed once for each related record.

= A portal can’t contain another portal. If you place a portal in a

portal, or any other area within the portal that doesn’t contain a field porta), the portals overlap.

or object.
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= To change the number of rows, the color or pattern of alternating Note You can work with files that are created with different system

rows, or whether a scroll bar appears in a portal, double-click the
portal. In the Portal Setup dialog box, change formatting options,
then clickOK.

formats for numbers, dates, and times (for example, if you're in the
United States and you're opening a database created in Australia).
You have the choice of viewing and entering data either in the

= For information about working with portals in databases published formats that the database was created with, or with your current

on the Web using the FileMaker Pro Web Companion, chidgige
menu> Contentsand Index, click thelndex tab, andype layouts,on
Web

Formatting field data on a layout

Use FileMaker Pro field formats to control how data appears on a
layout. The formats you specifipn’t change the data as it's stored
in the databasend you can specify different formats each time you
place a field on a layout (whether it's on the same layout or a
different layout). For example, if you ent&123 into a number
field, you can format it in one place to display-$%123.00 and in
another place a$123>.

FileMaker Pro applies field formattirig the bllowing precedence:

= |f you don’t specify formats, FileMaké&tro displays numbers,
dates, and times based on the system formats Regiamal Settings
in the Control Panel (Windows) biumbers andDate & Time control
panels (Mad®S) when the file was created.

= |n FileMaker Pro, you can specify display formats for text,
number, date, time, or container fields with no objects selected.
FileMaker Pro applies thesefaultformats to fields you place on

layouts later. For number, date, and time fields, these display formats

override the system formats.

= Onceyou place ields, you carselect one omore fields and
specifyformats

See the following sections for information on setting default and
individual field formats.

system settings. To use the current system settings, in Browse mode,
verify thatUse System Formats is checked in the Format menu. (You
see this command only if you're working in a database that was
created with different system formats.) This change in format affects
how data is displayed in number, date, or time fields when users edit
the data in Browse mode or Find mode, or when you detaetdata
formatted as entered in Layout mode. For more information, see the
FileMaker Pro Help. Choostelp menu> Contents and Index, click
theIndex tab, and typsystem formats

Keep these points in mind:

= You can set specific formats for number, date, and time fields, but
users can still enter data with extraneous characters (like “per
pound”). To explicitly control the type of data users enter in a field,
specify validation options (séébout defining database fieftdsn
page5-3).

= |f no fields are selected and you specify field formatting (text,
number, date, time, or graphic), youdefaultfield formats for that
field and all fields of that type that you add later. Similarly, if you've
just created a field and it's still selected, and you specify field
formatting, you set default field formats. If you change these default
formats later, FileMaker Pro does not retroactively change
previously applied formats.

= To quickly display the format dialog box for the type of field
you're working with, press Alt (Windows) or Option (M&xS) as
you double-click the field. Or, right-click (Windows) or Control-
click (Mac OS) the field and choose a command from the context
menu.



6-22 FileMaker Pro User’s Guide

= [n Layout mode, to setefault field attributes from the attributes of Keep these points in mind
an existing field (for example, to specify that all new text fields you . v, can also format text (not in a field) on a layout. See
place have text attributes that match an existing field or all new “Formatting texton page7-12.

number fields you place have number formats that match an existing Use the Text F ting toolb ho ~Toolbars >
field), Ctrl-click (Window) or#8-click (Mac OS) the existing field. se the Text Formatting toolbar (chodsaw menu >Toolbars
Text Formatting) or context menus for quick access to many text

Specifying text formats for fields attributes. SeéUsing toolbarson pagel-5 and“Using context
menus on pagel-5.

In Layout mode, you can specify a set of text character attributes for
eachtype offield. All the characters ithat instance of the field
(including all repetitions of repeating fields) share the same font,
size, style, color, line spacing, tab, and paragraph settings.

Specifying formats for fields containing numbers

You can control how FileMaker Pro displays the values in number
fields, calculation fields with numeric results, summary fields, and

Note You can format characters in text fields in Browse mode (for 9lobal fields defined as Number.
example, italicize or underline a word for emphasis). Unlike text
formatting specified in Layout mode, this formatting is stored with
the data, and you see it in any layout that displays that field.

1. In Layout mode, select one or mdields that display numeric
values

2. Choose&rormat menu >Number.
1. In Layout mode, select one or more fields, then chewset

3. In the Number Format dialog boselect the formats you want to
menu >Text.

use.
If no fields are selected or you've just placed a field and it’s still

i ) ) You see examples of the options you choose in the Sample area.
selected, you will set text formats for that fieladfor fields you

lace hter.
p Number Format for “Total”
2. In the Text Format dialog box, select options, then @Kk O seneeat Farmat
) Leave data formatted as entered
) Format as Boolean
T PN C%?()Bsgoolggr?gsr — gshc.w non-zeros as: [vez Show zeros as
Format as decimal
Font: e decimal numbers [ Fived rurmber of decimal digt=
Choose text —{ size: Reoa [ F—— e notation Currancy Symbol
attributes Cotor: [E.] M O i [ Subsoript [0 De not display number if zers
dmwe  Olamaw  Oews T Selectoneor Define the symmbols_|| semiesese: (] e | cetont
FLEXIBLE AND g [Dlgmness more Styles [ 1o thousands separator [, | Cuse color: [ | WE et Optlons
POWERFUL o forthousandsand | L _*"" for negative
RELATIONAL DATA | | ®& decimal separators (32 o Text Format... values
: : Cancel 0K
(] (
Specify font, style, size, line

. . . spacing, alignment, and color
For more complete information, seeormatting texton pagerz-12.
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For more complete information about specifying number formats, Specifying formats for date fields

see the FileMaker Pro onscreen Help. Chéteqemenu> Contents You can control how FileMaker Pro displays the values in date
and Index, click theindex tab, and typeumberfieds . fields, calculation fields with date results, and global fields defined
4. Click OK. as Date.

Note To avoid confusion when using dates in fields, always use
four-digit years. For more information on how FileMaker Pro 5
handles Year 2000 issues, see www.filemaker.com.

Keep these points in mind

= |f you specifyGeneral format and the field value is a number with
10 or more digits, FileMaker Pro displays the number using scientific
notation, or rounds the number, or both, if necessary, to fitwithinthe 1 _n Layout mode, select one or more date fields, calculation fields
10-character maximum for the default field boundaries. When a  jith a date result, or global fields defined as Date.

number is expressed in scientific notation, you see a decimal number2 ChooseFormat menu >Date
expressed as a power of 10, for exani@&456,789,000 would ' '

be displayed ak2346E+11 (or 1.2346 x 18Y). If the field value is a 3. In the Date Format dialog bosglect the formats you want to use.

number of fewer than 10 digits, specifyi@eneral format produces You see examples of the options you choose in the Sample area.
the same result as specifyibgave data formatted as entered.

= |f FileMaker Pro displays a number in a field gstey enlarging

Date Format for “Order Date”

the field boundaries in Layout mode to see the entire value. (When O Lesve tate formatted a2 anters
. . . L . . O Format as:
you print a layout with a field that is displaying,aFileMaker Pro —
prints as many digits as will fit within the field boundaries and _ @ceun: [ G ()L 1A
s Choose to display —q GBI = choose options
truncates the other dIgItS.) numbers either as entered, CE— | | for day, month
. in a predetermined format, [ECEER— | = R yéar and
= Numbers formatted as decimals are rounded when the number of *orin aformat you specify || - tewtia onarasters —— =22 yedr,

. . " . . .. For day numbers:(ores 1 2] separator
decimal digits exceeds the specified fixed number of decimal digits. e S ([ 15 characters
(For example, if you enter 789.78 and you specify 3 fixed digits, you Setfont, style, size, (;TLTAW . |
see 789.780 in the field; if you specify 0 fixed digits, you see 790; if color, line spacing,

and alignment ——f Text rormat... | [cancel J[ok_J|

you specify -2 fixed digits, you see 800.) However, FileMaker Pro

stores and uses the unrounded number (up to 15 digits) for
calculations and summaries. For more complete information about specifying date formats, see

the FileMaker Pro onscreen Help. ChoHskp menu> Contents and
Index, click thelndex tab, and typéate fields

= Only numbers are displayed and printed in a number field

formattedas a&cimal (except for separators and notations specified

in the Number Format dialog box). To display text and symbols (for 4. Click OK.

example@1.98 per pound) in a number field, seleteave data

formatted as entered. If you use the field in a calculation or summary, Keep these points in mind

only the numeric value is used. = No matter how you format a date field in Layout mode, whenever
you click or tab into the field in Browse mode, FileMaker Pro
displays the date with a 4-digit year.
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= |f you specifyLeave date formatted as entered but a year is entered  Note Use any of the time formatting options to formattihes
with only two digits, FileMaker Pro stores, displays, and prints the symbol, “:” (two colons), which displays the current time. In Layout
year with four digits to include the century. mode, select the symbol, then chobs®at menu >Time. See

= Be sure to size the date field on the layout according to the format  InSerting the page number, date, or other variable onto alayout
you choose. For example, the détednesday, May 5, 2002 needs page7-11

more room tha®h/5/02. . . - .
Specifying formats for fields containing graphics

You can control how FileMaker Pro displays images in container
fields.

Note The following instructions also apply to formatting graphic
objects that you insert onto a layout. (Skeserting graphics onto a
layout’ on page7-16.)

= Use any of the date formatting options to formatdaie symbol,

“II" (two slashes), which displays the current date. In Layout mode,
select the symbol, then chod®emat menu >Date. Se€"Inserting

the page number, date, or other variable onto a lagaytage7-11.

Specifying formats for time fields
You can control how FileMaker Pro displays time values in fields. 1. In Layout mode, select one or more container fieldaserted
1. In Layout mode, select one or more time fields, calculation fields graphics

with a time result, or global fields defined as Time. 2. ChooseFormat menu >Graphic.

2.Ch rmat menu >Time. . .
ChooseFormat menu € 3. Inthe Graphic Format dialog box, select the formats you want to use.

3. In the Time Format dialog boselect the formats you want to use. You see examples of the options you choose isdfmgle area.

You see examples of the options you choose iiSdmple area.

=——— Default Graphic Format

Choose how to fit the
graphic in the frame ——fReame %] image o fit frame

Default Time Format

Choose to display times —
either as entered orina
format you specify

Set font, style, size, color,
line spacing, and alignment —

() Leave data formatted as entered

® Format as: separator: [ |

() 24 hour notstion I:l
@) 12 hour notation
befors noon
trailing
after noon

— Leading Characters

Hours: [ sNone> B

Minutes and Secands:

 Sample

1:02:09 FM

—f Text Format... ]

Can:el]“ 0K ]|

the FileMaker Pro onscreen Help. ChoHskp menu> Contents and

Index, click thelndex tab, and typéme fields

4. Click OK.

Choose how to align —|
the graphic horizontally

[ Maintain original propertions

Sample

o) ]

— Choose how to align
the graphic vertically

For more complete information about specifying graphic formats,
see the FileMaker Pro onscreen Help. Chétedemenu> Contents

For more complete information about specifying time formats, see @1d Index, click theindex tab, and typeraphics

4. Click OK.

Note The formatting options you choose do not affect the original

graphic.



About layout parts

FileMaker Pro layouts are divided id&yout parts sections of the

layout that determine how data in a field is treated and displayed. By
using parts, you can control how FileMakeo prints data, for example:

= once for each record
= only at the top of each page

= only before or after groups of sorted records (for example, to

include a subtotal for each group of records)

Layout parts can contain fields, portals, buttons, text, and other
objects. In Layout mode, dotted horizontal lines mark the division
between layout parts, and tbart label appears at the left end of the

bottom dividing line.

O———lielens E]
a
Every WHERE Sales Report
TRAvEL
Header —|if s aent Hames ProductlD Oty Amount
Body e L [Ereduct I | .
Total
Subsummary —izs
Trailing— s Grand Total  [Grand Total
Grand e Tasel Cruifni e P55
Summary
Footer

A subsummary below the body
summarizes data for each
group of records sorted on the

Evenrinene Sales Report
TrareL

Amount
$29.95
$32.25
$73.90
$98.85

Agent Name
David Michaels ~ ET3 1
David Michaels ET4 1
David Michaels ET1 2
David Michaels ET5S 3

Product ID Qy

$234.95

break field (Agent Name)

$64.50
$12.50
$25.00

Sophie Tang ET6 2
Sophie Tang ET7 5
Sophie Tang ET2 2

ol $102.00

Total $336.95

Trailing grand summary

Footer ——

L EveryWhere Travel Confidential June 1999
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About layout part types
Each layout must have at least one part.

Note The New Layout/Report assistant automatically creates the
appropriate layout parts depending on the choice you make. You can
add, change, or delete layqatrts after you finish the assistant as
needed(See"Creating layouts and repottsn paget-2.)

Layout part

Description

Title header

Appearsonly once at the top of the first screen or pagd
replaces the normal headgmone is specified). In reports, can
be used to print a separate title page. You can have only one
title headern a layout.

A field in the title header displays data from the first record in
the found set.

Header

Appears at the top of every screen or page (unless you add a
titte headerwhich supersedes tineader a the first page).

Use for titles or column headings (in columnar reports). You
can have only onkeaderm a layout.

Afield in theheader tsplays data from the first record on that

page.

Body

Each object you put in tHeody,including fields, text objects,
and graphics, appears once for each record in the found set.
You can have only ongody i a layout.

Footer

Appears at the bottom of every screen or page (unless you add
atitle footer) You can have only orfeoter n a layout.

A field in thefooter dsplays data from the last record on that
page.

Title footer

Appearonly once at the bottom of the first screen or page and
replaces the norméoter (f one is specified). You can have
only onetitle footer n a layout.

A field in thetitle footer dsplays data from the last record in
the found set.
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To include summary data on a layout (for example, subtotals, grandFor example, to summarize each salesperson’s sales figures in a
totals, averages, counts, and so on), you place summary fields in database recording sales transactions, define a summary field

summary layout parts (séBefining summary fieldson pages-6). totaling the Sales field, and then create a subsummary part and place
Summary parts include grand summary aadsummary parts. that summary field in it (the break field is the salesperson’s name). If
= A grand summary pamsually contains one or mosammary you also want a cqunt of tha.t salesperson's.transactions, create'a
fields that display summary information (like totals) about all second summary field counting the transactions, and also place it on
records being browsed. the same subsummary part. To get a grand total of all transactions,

. . place the sales summary field in a grand summary part.
= A subsummary padsually contains one or more summary fields

that display “subsummary” information (like subtotals) for a subset
of records. The records are grouped (sorted) by values in another
field, thebreak field Whenever the value of the break field changes,
the report “breaks” and FileMaker Pro inserts the subsummary part.

Adding or changing layout parts

To add a layout part to a layout, first decide what kind of part you
need and where it should go. If you're defining a subsummary part
that summarizes a set of records, you also choose what field to group
or sort the layout by (thiereak field. Finally, define how the part

Layout part  Description .
affects page breaks and page numbering.

Grand When you place a summary field in this part, the summary

summary field displays summary information for all records in the

(leading or found setThe grand summary partrcée at the beginning (==

trailing) (leading) or end (trailing) of the reppdepending on its @ EV?%‘R;%ERE Sales Report
placement on the layautou can have only one leading grand = [ mpeen vane Productid  Qly Amount
summary and one trailing grand summary in a layout. Part label - o LAz Hame Eroduct D] iy Extended
If you put another type ofield in this part, FileMaker Pro DTJléi? — Total [ ot
displays data from the first record (leading) or last record F crand Total  [Gra T
(trailing) being browsed. Part tool = St ovel ottt | e 79

Subsummary When you place a summary field in this part, the summary ﬁlg?jrct)tltne%lllji(ri\%ss ttﬂggggabrgttvevgg?ts

(leadingor field displays “subsummary” information for each subset of

trailing) records sorted by the specified break fidlde subsummary
part ca be before or after the body pakpending on the To add a layout part:

placement on the layautou can have multiple subsummary 1. In Layout mode, chood&youts menu> Part Setup.
parts in a layout.

2. In the Par ial X, Cli :
If you put another type ofield here, FileMaker Pro displays the Part Setup dialog box, cliCkeate

data from the first record (leading) or last record (trailing) in 3. In the Part Definition dialog box, select the type of layout part you
the group. Put the break field here to identify what subset of ~ want. See the previous sectiéAbout layout part type’ for a
records the summary is for. description of each part type.




Part Definition

() Title Header

() Header Invice 1D -
) Leading Grand Summary Product ID —
oty
Bod: .
Select the type — &= Ut price
£ (D Sub-Summary when sorted by : [ Eictended Price
of partto create () Trailing Grand Summary :;:::“" e

) Foster Grand Total [
(O Title Footer -

[] Page break before each
[ Page
[ restart p:
[ Altow part

[ Discard remainder of part befare new page

=

Select options for—
page numbering
and breaks

Part types that are already on the layout are dimmed (only
subsummary parts can exist more than once on a layout).

4. If you're adding a subsummary part, after you c8ak-summary
when sorted by, select the name of the field that you want to group the
records by (théreak field).

When the records are sorted by the break field, all records with the
same value in that field are grouped so that FileMaker Pro can
calculate subsummary data. (For example, if you wanted to subtota
sales figures for each region, the break field would be Region.) For
more information, see the next sectitviiewing or printing
subsummary or grand summary data

5. If desired, select page break and page numbering options.
See"Defining page breaks and numbefiog page6-29.
6. Click OK, then clickDone.

After you define a part, you can change its type, break field (if it's a
subsummary part), and pagination options:

1. In Layout mode, chood&ayouts menu >Part Setup.

2. In the Part Setup dialog box, select the part, then Cliakge.
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3. In the Part Definition dialog box, make your changes.

To change Do this

From one type of
part to another

Select a different part type. Changes you can make
depend on the part’s location and function.

The break field In the fields list, select a different field name.

Page breaks and
numbering

See" Defining page breaks and numbefiog page6-29.

Dimmed types are not available because either:

= that part type already exists (only subsummary parts can exist more
than once on a layout)

= the part you're changing is not in the right place on the layout (for
example, a title header must be at the top of the layout)

4. Click OK.

[Keep these points in mind:

= To quickly add a layout part, you can drag a part from the Part tool
on the status area to the position you want it on the layout. Or, you
can use thénsert Part button on the Tools toolbar (chodgew

menu> Toolbars > Tools). After you place the part, you see the Part
Definition dialog box. Some parts must go in specific places (for
example, trailing subsummary parts must go beneath the body), so if
the type you want is dimmed in the Part Definition dialog box, click
Cancel and try again.

Part tool«)

Part tool and boundary
appear as you drag the
" part onto the layout

= You canadd fields, portals, graphic objects, and text to any layout
part. FileMakePro considers an object to be in a part when the top
of the object is in or just touching the part. For example, if the top of
a field touches the bottom division line of the header part, the field
displays and prints only in the header and not in the body.
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= For more information about setting up layouts for web publishing, Note You must define a summary field for each field you want

see" Setting up browser viewsn pagel4-10.
= To apply a color or pattern to a layout part, click the part label,

summarized. You then place these summary fields in the summary
layout part. To define a summary field, $&efining summary

then, in the status area, choose from the fill color palette, fill pattern fields” on page5-6.

palette, or both. (The color you specify for the body part also affects

the background of the table Virew as Table.)

= FileMaker Pro doesn't display subsummary layout parts when you

specifyView as List in Browse mode or Find mode. You only see
subsummary parts arstibsummary data calculated correctly in
Preview mode or in a printed report (see the next setoewing

or printing subsummary or grand summary tatgileMaker Pro

also doesn'’t display or print subsummary or grand summary parts
when you specifyiew as Table in any mode.

= When viewing or moving objects on a layout, you might want to
move thepart labels if they’re in your way. To flip part labels up or
down, in Layout mode, click the part label con=l at the bottom

of the window.

= You can eliminate blank spaces in fields or parts when printing.
See"Aboutremoving blank space from printed dava page7-22.

Place a subsummary part ChemtD  AgemtN Total sal
containing only the Agent EHESNW

Name field, above the body t0 —f sy oy Ageni e Gasng |
place the agent name in front
of that group of records

[Frndugt IR ] [nit Pri

Place a subsummary part,
which totals the sales for —sm=wmmr
each agent, below the body

Use a grand summary to view the total
sales for all agents in the company

Viewing or printing subsummary or grand summary data

FileMaker Pro displays subsummary parts and calculates
subsummary data correctly only in Preview mode or in a printed
report (se€Previewing data on a laydubn page4-3).

After you have added a grand summary or subsummary part:

1. On the layout, drag treummary field into the grand summary or
subsummary part.

See"Placing and removing fields on a laybon page6-15.

2. If you have a subsummary part, sort the found set by the break
field you specified when you created the part (Sgating records
on pages-8).

3. ChooseView menu >Preview Mode.

Keep these points in mind:

= When you use the New Layout/Report assistant to create a layout,
you can choose to create a ScriptMaker script to perform the
specified sort on the break field and then switch to Preview mode.
You can also define a script yourself to automate this* Gesating
scripts: an overvieivon pagel0-3).

= Use the script generated by the New Report/Layout assistant to
view or print a subsummary report (report with grouped data and
totals).

= When you view records as a list in Browse modex menu >
ViewasList), subsummary parts aren’t displayed. To see subsummary
parts when viewing a layout as a list, switch to Preview mode or print
the list

= You can have only one leading and one trailing subsummary part
based on the same field.

= |[f you're having trouble getting summary information to display or
print, see the troubleshooting section in the FileMaker Pro onscreen
Help. Choosélelp menu >Contents and Index, click thelndex tab and

type subs ummary reports



Defining page breaks and numbering
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Keep these points in mind:

You can set options for page breaks and page numbering when yow If your layout is set up to print records in columns and you've
add a layout part or change a part definition. (When you add a part,specified to print records down the pageosePage break after every

you automatically see the Part Definition dialog box.) To change

options for an existing part:

1. In Layout mode, choodeayouts menu >Part Setup.

2. In the Part Setup dialog box, select the part, then Cliakge.
You can also double-click the part label on the layout.

3. In the Part Definition dialog box, specify pagination options.

Dimmed options are not available for the selected part type.

To Select

Start a new page before printing the  Page break before each occurrence.
contents of the selected part (for example,

print a trailing grand summary on a new

page)

Start a new page after printing the conterRage break after every <value>

of the selected part the specified numbesccurrences (replace the default
of times (for example, print five records ivaluel if you want more than one
the body, then start a new page) occurrence per page).

Reset the page number to 1 after the Restart page numbers after each
selected part prints (for example, start occurrence.

page numbering after a title header if you

want it to serve as a cover page)

Print part of the contents of the layout paAilow part to break across page

at the bottom of the page and the rest on thaindaries.

next page (FileMaker Pro won't split the 1 keep the portion of the part that

contents of a part across two pages Unlesg|| not fit on the bottom of the

you specify this option, or the height of thﬁage from printing at the top of the

part won't fit on a single page) next page, also seleiscard
remainder of part before new page.

4. Click OK, then clickDone.

<value> occurrences tostartanew column (not a new page) after the
part If the column setup is to print records across the page, the
specified page break starts a new page. {Setting up to print

records in columrion page6-8.)

= |f the body or other layout part is too large to fit on the printed
page, FileMakePro displays a page break as a heavy, dashed line on
the layout to show where it will divide the part when you print. To fit
more on the page, you can skding optiongo dynamically shrink
fields and the enclosing part if the fields contain variable amounts of
information. Seé Aboutremoving blank space from printed data

on pager-22.

Reordering layout parts

You can change the order of only the body and subsummary parts;
other parts, like the header and footer, must appear in a specific
order, so they can't be moved. For example, move a subsummary
part above the body to see subtotals first.

1. In Layout mode, choodeayouts menu> Part Setup.

2. In the Part Setup dialog box, drag the name of the part to the new
location.

This symbol indicates

that you can't change Partsetup—————
the part’s position

relative to other parts—fe Header =]

+ Sub-summary by Agent Name {Leading)

Use the double-arrow——+ sub-summary by Total {Trailing} Change...
i a Trailing Grand Summary

pointer to drag apart & Footer

[~] Done

A part that can't be moved has a lock icon to the left of its name.
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3. Click Done.

FileMaker Pro moves all the fields and objects in the part and
maintains its proportions.

Note To quickly move a part directly on the layout, Shift-drag the
part label (or the dotted line that marks the bottom of the part).

Resizing layout parts

Important Deleting a part using the Part Setup dialog box can’t be
undone.

1. In Layout mode, choodeyouts menu> Part Setup.

2. In the Part Setup dialog box, select the part to delete, then click
Delete.

If the part contains objects, FileMaker Pro displays a dialog box
asking you to confirm the deletion.

In Layout mode, use the arrow pointer to drag the part label (or the 5 jick Done.

dotted line that marks the bottom of the part) until the part is the
height you want.

Keep these points in mind:

= When you resize a layout part, FileMalg¥o maintains the size of
the other parts. For example, you can increase the height of the
header part, but this won't affect the size of the part directly
following the header part.

= Alternately, if you want to maintain the height of the entire layout
while changing the size of one layout part, Alt-drag (Windows) or
Option-drag (MadS) the part boundary. (This causes the size of the
layout part immediately below the part you're changing to also
change.)

= You can’'t make a part smaller than the objects that it holds (in
other words, you can’t shrink a part by dragging its boundary across
an object) unless you press Alt (Windows) or Option (&) as

you drag the part boundary.

= If you reduce a layout part to nothing by dragging it under the part
above it, FileMaker Pro deletes the part from the layout.

Deleting layout parts

You can delete all but the last part that remains on a layout. Deleting
a part doesn't affect your data. Before you delete a layout part, drag
any objects you want to keep to another part on the same layout.



Chapter 7
Customizing layouts

After creating a layout, you can change its appearance or the way theﬁ\dding borders, fill, and baselines to fields

layout works. This chapter explains how to: To enhance the appearance and usability of your layout, you can add

= customizehow fields or other objects on a laydabk or customize:

= change how users interact with fields on a layout, for example, by = borders around fields

adding scroll bars or changing the order fields are tabbed through the background color and patternfit; of fields

= define dist of valueghat can be used for data entry in one or more

) = the dotted guidelines, textbaselinesthat appear in a field at the
fields on a layout

base of the text to help you align it with other objects
= add text or graphics to a layout, like titles or a logo

= use tools available in FileMaker Pro to help you position and work 1- If you're not already in Layout mode, choosew menu >Layout
with objects on a layout Mode.

= change the wastata ora layout prints 2. Sdect one or more fields

Or, to specify attributes for fields you add later, start with no fields
For information on creating a layout, placing or removing fields on a selected.
layout, controlling how data is formatted in a field, or adding layout parts
see the previous chapt&Ereating and managing layouts and regorts

' 3. ChooseFormat menu> Field Borders.
4. In the Field Borders dialog boselect the formats you want to use.

You see examples of the options you choose iiSdmple area

Customizing fields on a layout

You have a variety of options for controlling how fields look and — DefaultField Borders
i i i i i Choose which _ Field Borders Sample
hovy user§ mtergct with fields. 'In mqst gases, if gpemll‘y hese ~ portion of the field o .
options with no fields selectext if you've just placed a field and it's assign attributes to —— Fyeer, | S a2
Isftlll sele(itec:you sebehaw?r Er f;)el?s yoplace :)n hf Iay})ut Iatter. Choose Borders,
you select one or more fields before you set optionsfyona Baselines, or Fill FEEE (G
! —=J
the selected fields.
Choose a color, You see a representation
pattern, and line width of the choices you make

For information about selecting fields and other objects, see
“Selecting objectson page6-12.

Tip Choose théield Borders or Field Format command by right-
clicking (Windows) or Control-clicking (Mac OS) a field or fields.
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To Do this

Add borders to fields Select any combination @bp, Bottom, Left, or Right.
and set their attributes From theformat list, chooseorders and choose a

color, pattern, and line width from the pop-up palettes.

Add textbaselines and SelectText baselines. From theformat list, choose
set their attributes Baselines, then choose a color, pattern, and line width
from the pop-up palettes.

Add a fill color, From theformat list, chooséill, then choose a color,
pattern, or botho pattern, or both from the pop-up palettes. (The
fields checkboxes have reffect m fill attributes.)

Add borders between SelectBetween repeating values. From theformat list,
repetitions in repeatingchooseBorders, then choose a color, pattern, and

fields width from the pop-up palettes.
This option inserts lines between occurrences of
repeating fields. To also include borders around
repeating fields, select any combinatioriaf,
Bottom, Left, or Right.

5. Click OK.

Keep these points in mind:

= The settings you choose in the Field Borders dialog box affect the
appearance of the field in all modes. If you just want to see field

boundaries in Layout mode, for exampleglign fields, choos¥iew
menu> Show > Field Boundaries. On the other hand, if you want to

see the effects of Field Border settings while in Layout mode, hide

Field Boundaries.

= You can also changefield’s fill and border formatsising he fill

= You can also specify an effe@npossed, Engraved, or Drop
Shadow) for fields with the effect pop-up palette in the status area.
See"About object effectson page7-15.

Adding scroll bars to fields

Add a vertical scroll bar ta field b see more data than fits in the
field’s boundaries in Browse modg.ou can’t add scroll bars to
container, summary, or repeating fields, or fields formatted to use a
value list.)

1. In Layout mode, select one or more fields.

Or, to specify attributes for fields you add later, start with no fields
selected.

2. ChooseFormat menu> Field Format.

5
Clicktoadd a & Standard field
vertical scroll bar ————— include wericalscroll ber
[ Popup list =] usingvaluglist | <urknonn: ¥

I nelud“GHter..  ftem b allowlenty of other vallies

I clude “Edit. et low editing of walue [

Flepetiion:

Show |4 of field's 4 defined repetitions
Uss | vertical ~| orientation

r Eehavmrl harizantal

¥ Allow entry into fisld

™ Selact entire contents of fisld on enty

Cancel

3. In the Field Format dialog box, f8tyle, selectStandard field, then

and pen pop-up palettes in the status area. (You must have alreadycnck Include vertical scroll bar

specified borders in the Field Borders dialog b@hanges made in

the status area to the fill and pen settings replace settings in the Fiel

Borders dialog box, and vice vers&eSSetting color, pattern, line
width, andobject dfects’ on page7-14.

§- Click OK.



Keep these points in mind:

= Scroll bars are always displayed if you set the field borders option
for the right side of the field. Otherwise, they display only when you Clicktosortby

tab into the field. Se®Adding borders, fill, and baselines to fields

on pager-1.

= When you print a field or a portal with a scroll bar, FileMaRey

prints only the data visible without scrolling. To print all the data,

duplicate the layout and enlarge the field or portal, then specify

sliding options to remove the extra blank space when you print. See

“Aboutremoving blank space from printed dada page7-22.

Defining a list of values for data entry

If afield useshe same set of values for maomyall recordsyou can
have users choose values frowatue list A value list lets you

define frequently used text, number, date, or time values and then

format the field to playthe values in @op-up menu, a pop-up list,
or as series offeckboxer radio buttons. This provide fast,
accurate way to enter or validate data in fields.

Category

(0 Accessory
(0 Book
(0 Clothing

-

Choose from a list of
values during data entry

Value list attached to the Category field

You can define a value list in a number of ways. The most general,
least restrictive way is to define the value list first and then assign it
to one or more fields. You can also define the value list when you're

specifying brmatting options in Layout mode.

To define a value list:

1. ChooseFile menu> Define Value Lists.

Customizing layouts 7-3

2. In the Define Value Lists dialog box, clitlew.

aheading or

Define Value Lists for “Products™

drag column Value lists provide predefined lists for data entry,

boundaries

data walidation and sorting.

2 value

Wiew by [oreation order

list(s)

Walus List Hame

Value lists — \rarrireimm

definedin
the file

|| Edit.. J|[ puplicate | [

Delete ] [ Done ]

4

Drag to resize dial

log bé)x

3. In the Edit Value List dialog box, f&éalue List Name, type aname.

Edit Value List

Type a name for —
the value list

Choose a method to —
create the values
for the value list

WValue List Name  [Category

) Use custom values:

Each value must be separated
acarriage re

() Use walues from field:

Specify "Category®

hcceszory
ook

Clathing

() Use value list from snother file:

Specify.. | Undefineds
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4. Define thevalue list:

To

Do this

Define static values
for the value list

SelectUse custom values, then type each value on a
separate line, in the order you want them to appear.
Press Enter (Windows) or Return (M@8) to separate
each value.

Createvalues
dynamically from all
the values in another
field in the current file
orin another file

SelectUse values from field. In the Specify Fields for
Value List dialog box:

= To use a field from the current file, make sAlle
values is selected, then idse values from this field,
select the field name.

= To use afield from a different file, clidpecify File,
then choose a filename and cliggen. Make surell
values is selected, then idse values from this field,
select the field name.

If you want to display values from a second field, see
“Also display associated values from a second,field
later in this table. Otherwise, cli€X.

Createvalues
dynamically from a
subset of values in
another field (the
subset is determined
by arelationship

For more information,

see" About displaying
only a subset of field
values in a value list
on pager-5.

SelectUse values from field. In the Specify Field for
Value list dialog box, sele€nly related values and
choose or define a relationship from the relationship
list. Then, inUse values from this field, select the field
name.

If you want to display values from a second field, see
“Also display associated values from a second,field
next in this table. Otherwise, cli€k.

To

Do this

Also display

Follow the instructions in one of the previous two table

associated values frontows Then, clickAlso display values from and select a

a second field

field name. Select this option to display the values
from a corresponding field next to the values in your
value list. For example, to help with data entry, you
could display part names next to part numbers.

You can also choose which field to sort the value list
by if you're not usingnly related values. To display

both values sorted by the values in the first field, select
first field for Sort value list by. To base the sort on the
values in the second field, selsetond field. If you
chooséfirst field, duplicate values will not display for
the first field; if you chooseecond field, duplicate

values will not display for the second field.

Click OK.

Use a value list
defined in aother
FileMaker Pro file

SelectUse values from another file. In the Specify
External Value List dialog box, clickpecify File, then
select a filename and cli€lpen. ForValue List, choose
or define a value list, then clié. In the Edit Value
List dialog box, clickOK.

Use all field values —— aivaes
Display only related ——® o rettea vabes: (Producte 12}

field values

Select afield to —

use its values

Specify Fields for ¥alue List “Product Name*

Use walugs frorn 3 field:

Specify File.. | "Products”

Use walugs from this field: [ Also display walues from

Froduct [0 =] [FFrodust & -
Product Hame
Unit Price
Stook Stook
Category Category

Unit Frice

(8) first field () zecond|field

(-

Select a second field
to display values from

Sort value list by:

5. In the Define Value Lists dialog box, cli€lone.



To change, duplicate, or delete a value list
1. ChooseFile menu> Define Value Lists.

2. In the Define Value Lists dialog box:

To Do this

Change the values in a value lidh the list of value list names, select the value
or how the values in a dynamiclist, then clickedit. In the Edit Value List
value list are generated dialog box, make chang&$en, clickOK.

In the list of names, select the value list, then
click Duplicate.

Duplicate a value list

In the list of names, select the value list, then
click Delete. In the confirmation dialog box,
click Delete again.

Deletea value list

3. In the Define Value Lists dialog box, cli€lone.

Keep these points in mind:

= You can also use a value listwalidatethe values entered for any
field. This keeps data accurate by preventing users from entering
values that aren’t in the value list. (S&efining field validatiori

on pages-9.) And, you can sort records in the order of a value list,
for example, sort by month or region. (S&erting recordson
page3-8.)

= FileMaker Pro sorts value list items created from values in a field
alphabetically, and duplicate values are not displayed.

= Redefining a value list item after data has been entered might caus
unexpected results. For example, if you change a value list item from
Accessory  to Accessories |, the field will appear to be empty on
layouts where the field is formatted as a checkbox or radio button.
Also, you will not find the existing records if you search for
Accessories . For information on replacing values in fields, see
“Replacing data in fieldon page2-10.
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= |f you have chosen to generate a value list from values in a field
(Use values from field) and you're also displaying associated values
from a second field, when a user chooses a value for this field in
Browse mode, the value from the second, associated field is not
stored in the field—only the first field is captured.

About displaying only a subset of field values in a value list

If you aregeneratinghie values in a value list from a field, you can
have FileMaker Rrdynamically change the value ligt values based
on the values in a second field.other words, the value list will only
display values in the first field from related records where the
relationshipdefinition is met by a value entered into the second field.

For example, imagine you have a datalzsked Product that

tracked a large number of inventory itereu could define a value
list and assign it to the Product Name field to display only a subset
of those items based on values in a second field, Category. During
data entry, when you specify the value of the Category field (for
example Accessory), only the Product Name values where the
Category equalaccessory show up in the value list. Similarly, if the
value of Category changesGlothing, the values for Product Name
change to those records where Category matClotiihg.

Category ACCESSORY

Product Name I
Caribbean ravel book
European Adventures fravel book
Exploring Asia fravel book
How To Pack For Tour Cruise booklet
Trave endar

e

Value list based on key field value “Accessory”

Category Clothing

Product Name |SIEWT RN

ET Jacket

ET Sandals
ET Sweeatshirt
ET T-shirt

Value list based on key field value “Clothing”
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In the above examplgpu would perform the following basic steps:

1. Define a value list for Product Name with thee values from field
andOnly related values options.

2. Define a relationship to the same database file (a self-join) and
specify Category as tmeatch field (Se€e’ Defining relationships for
relational databasesdlookups on pages-10.)

3. Specify that the value list use values from the related field Product
Name.

When you enter a value for Category, FileMaker Pro retrieves the
related records where Category matches the value you entered, an

Field Format for “Product Name

[— Name of field

 Style

() Standard field
[ include wert;
b

ical soroll bar

using value list

Choose how to

display the value list

u
A include

Colors

selected ona
layout

Select or define

‘Dther..." item to allow entr|
i X Defing Yalue Lists..
[ include "Edit...” item to allow editin
— Repetitions
Show of field's 1 defined repetitions
Use [vertioal | % | orientation
— Behavior
[ Allow entry into field
] Select entire contents of field on entry

avalue list

Assigning a value list to a field

d

displays the corresponding Product Name values in the value list. 3. In theStyle area of the Field Format dialog beeject the second
radio button, thenfmose how you want FileMaker Pro to display the

Note Both the field with the value list values and the match field for
the relationship must reside in the same file, for example, Category
and Product Name from the example above.

Formatting fields to use a pop-up list, pop-up menu,
checkboxes, or radio buttons to display a value list

Once you have definevalue list, youwsssign it to théield on each
layout where you wanto useit.

To assign a value list to a field and determine how it's displayed:
1. In Layout mode, select the field

2. ChooseéFormat menu> Field Format.

value list.

To

Do this

Select gormat for the
value list

Choose the format you want from the list to the left of

using value list:

= ChoosePop-uplist to display value list items in a list.
Users can use the arrow keys or “type ahead” to select

a value.

= ChoosePop-up menu to display value list items as a
pop-up menu. Users must select items by using the

mouse.

= ChooseCheck boxes to display value list items next
to a series of checkboxes.

= ChooseRadio buttons to display value list items next
to a series of radio buttons.

To allow the user to

value list

Selectinclude “Other...” item to allow entry of other
enter values other thanvalues. (This optionis not available foPop-up list
those defined by the because users can always type any value into the list.)

To allow the user to  Selectinclude “Edit...” item to allow editing of value list.

edit the values definedThis option is not available for fields formatted as
checkboxes, radio buttons, or for value lists based on
another field’s values.

by the value list
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[O4ccessory OBook OClothing | [© &ccessory G Book o Clothing | Format[lng repeatlng flelds
Checkboxes Radio buttons If you define a field as eepeating field you carformat the field to
display only a certain number of the repetitions, even though the

£ocessory — - information for all the repetitions is stored in the database. See
Clething gmmg | “About repeating fieldson pages-11.

Pop-up menu ||

= 1. In Layout mode, selecine or moreepeating field, then choose
Pop-up list Format menu> Field Format.

) . . . In the Field Format dialog box, f@epetitions, select options
4. Choose the name of the value list to assign to the field from the list

to the right ofusing value list.

— Repetitions

Or, choos®efine Value Lists to create a value list (séBefining a list ?gsgt'if%{cmg\’/’ig}&%ei;";a Show [2_]of felds 2 definad rapetitions
of values for data entiyn page7-3). If you define a value list here, repeating field, and Uee [HIREATECTE orientation
. . ! their orientation
you can still use it for other fields.
5. Click OK. .
To Do this
Keep these points in mind: Specify the numbesf  For Show <value> of field's n defined repetitions,

. . . repetitions visible on type a number (the represents the maximum
= Formatting a field with a checkbox allows users to enter more than . layout number of repetitions specified when the field

one value for a field. If more than one value is entered for a record, was defined).
FileMaker Pro displays only the first of those values on a layout
where the field is not formatted with a checkbox (for example, a

Choose an orientation ForUse <value>orientation, choosevertical to stack
for displaying field the repetitions in a colunor horizontal to position
columnar report). repetitions the repetitions side-by-side in awo

= Change the arrangement of value list items in checkboxes and

radio buttons by resizing the field. A field that is taller than itis wide 5 cjick oK.

displays itemstackedvertically. A field that is wider than it is tall

displays itemside-by-sidenorizontally. Keep these points in mind:
= For more information about setting up layouts for web publishing,  To reshape or resize all visible occurrences of a repeating field, use
see” Setting up browser viewsn pagel4-10. the handles that appear around the first occurrence.

= FileMaker Pro stores the data in all repetitions of a repeating field
even if you change the formatting of the field so that not all of the
repetitions are visible.
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A[Iowing or preventing entry into fields Note ClearingAllow entryintofield for a field only affects the field on
that layout. To always restrict access to a field on any layout of the
database, define “read onlgtcess privilegefor that field. See
“Defining groupson paged-3. You can also limit a user’s ability to
edit a field’s value if, when defining the field, you specify an auto-

You can allow or prevent entry into a field in Browse and Find
modes. For example, you can restrict entry into a field containing a
serialized number, like an invoice number, so the field can't be

modified. - o <

entered value and seldtbhibit modification of value. Se€"’ Defining
If you allow entry into a field, yosancontrol whether the entire automatic data enttyn page5-8. You may want to allow entry into
contents of the field is selected when you click or tab into the field in fields set to prohibit modification so values can be copied to the
Browse mode or Find mode (otherwise, FileMaRes places the Clipboard or values can be entered and searched for in Find mode.

insertion point after the last character in the field). .
Setting the tab order for data entry

To customize entry into a field: When you press Tab in Browse mode or Find mode, the default
1. In Layout mode, select one or more fields. FileMakerPro behavior is tmake fields activerém left to right and

. . . . . top to bottomYou can change this defatdib orderin a number of
Or, to specify attributes for fields you add later, start with no fields P 9

ways.
selected.
2. Chooserormat menu> Field Format. 1. In Layout mode, choodeayouts menu> Set Tab Order.
In the Field Format dialog box, f@ehavior, select options FileMaker Pro displays numbered arrows pointing to each of the
fields on your layout, along with the Set Tab Order dialog box.
Beharior
Eﬁllowentryintofield I N e A T T e
D Select entire contents of field on entry ‘ e ‘ e ‘ ‘ — ‘ T ‘ — ‘
5| Evemrm .
et Client Entry
To Do this N
| Vlentm
Prevent entry into a field ClearAllow entry into field. N S e ranorder =B
firsl Hame Last Name Phor{ @ Edit tab order
Select the entire field's contents SelectSelect entire contents of field on entry e | Q Create new tab order
when the field is entered (Allow entry into field must also be selected). e ] 9 0r8 items set
Address2 N Revert To Default
= o

3. Click OK. i

Each arrow indicates the field’s position in the tab order



2. In the Set Tab Order dialog box, specify the options you want to
use:

To Do this

Reorder the tab order SelectEdit tab order. Click the field whose order you

for individual fields ~ want to change and type a new number for the arrow.
The number you replace is swapped with the number
you type.

Define a new tab orderSelectCreate new tab order and click the fields in the

for all fields new order. FileMaker Pro inserts numbers in that order
in the arrows

Ornit fields fromAsyou seta new tab order, don't click the fields you
tab order want to omit. For fields that already display a number,
select the number and press Backspadaelete

Restore the default tabClick Revert to Default.
order

3. Click OK.

If there are some fields on the layout that you have not included in
the tab order, you see a dialog box that asks if you want to make those
fields available when tabbing. If you do not want to include them,
click Omit; otherwise, clickAdd (they will be added at the end of the
tab order).
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Firstclick  Secondclick  Third click
Es 2 3
Fourth click—{4__> 5_> e >
F_> 8_> >

Horizontal tab order for repeating fields (left to right)

First Second Third -
double-click  double-click double-click
PR PRI E

| e’

l

Y]
|
1]
|
w
|

[

[
[

]
|
)
|
]
|

Vertical tab order (top to bottom down each field)

= To set the tab order to tab through the first repetition of each
different repeating field, click in the upper-left field. The arrow
blinks as you select the order to tab through the first repetitions of
the other fields. Click the upper-left field again and FileMaker Pro
completes the tab order for the remaining repetitions of the
repeating fields using the same pattern you used.

= To set the tab order to first include all of the (visible) repetitions
of the first repeating field, double-click the first occurrence of the
repeating field. FileMaker Pro fills in the numbers for all the
repetitions. Then, double-click the first occurrence of the next
repeating field to get the next series of tab-order numbers, and so on.

= Summary fields can’t be included in the tab order. Calculation

fields can be included in the tab order, but you can’t tab into them in

Keep these points in mind:
= A blank arrow indicates a field that is omitted from the tab order.

= For multiplerepeating fields, you can specify whether to tab
through the first repetition of each different field first (the default) or
down within the same field first.

Browse mode (only in Find mode). Fields that are formatted to
prevent entry can’t be tabbed into in Browse mode or Find mode.

= Settihg a tab order has no effect on data entry when you are
working with data published on the Web usithgFileMakerPro
Web Companior-or more information about setting up layouts for

web publishing, se&Setting up browser viewsn pagel4-10.
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Customizing the appearance of a layout

You canenhance the design of a layout in a number of ways,
including:

= adding texbutside of fields
= using the drawing tools to add lines, rectangles, or other shapes
= adding a graphic or QuickTime movie

See“Working with the layout toofson page6-11 for more
information about layout tools.

Tools toolbar — A ~ oo o/ B (2

O
Client Entry I:
= J Hew
- T EVERyHWHERE
— | |F TRAVEL
Layouts
1
Tool panel Al Client ID
p 51| = =] lLastr
Eol First Name LastNa
Y
‘:I Address1
e
u%ﬂ Address2
i [ —
City
BH e
I [ = T K1 T

Status area control —————

For more information about setting up layouts for web publishing,
see" Setting up browser viewsn pagel4-10.

Adding text to a layout

Addingtext to alayoutmakes the layout easier to use and
understand. Use text for:

= field labds (field namesyou have the option of creating a field
label when you place a field on a layout)

= column headings in columnar reports

® nstructions on a form

= a form letter, withmerge fieldslisplaying data

= the current date, page number, or record number

Add text anywhere on a layoUtext typed or pasted onto a layout is
an object, which you can manipulate in the same way as any other
object. For example, you can assign a background color or rotate a
text object.

Note To add or change text in your database fields, switch to Browse
mode.

To type text on a layout:

1. In Layout mode, select thiext tool in the tool panedr Tools
toolbar (choos&iew menu >Toolbars > Tools).

2. With the I-beam pointeclick where you want to add text or drag
the pointer to define the maximum line length for the text.

Clicking on the layout creates a small text block that enlarges when
you type text in it.

You see a blinking insertion point surrounded by a temporary dotted
frame.

3. Type the text

For more complete information about working with text, see the
FileMaker Pro onscreen Help. Chod#p menu> Contents and
Index, click thelndex tab, and typéext, entering

4, Set font and other text attributes.

The text is formatted with the default font, style, line spacing, color,
and alignment. Tgpecify ext attributes, sed-ormatting texton
page7-12.

Keep these points in mind:

= For more information about selecting and editing text; beut
working with text on page2-13.



= Depending on whaayout partthe text is in, it appears in different
places on your layout in Browse mode or Preview mode (for
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You see thison
To insert Choose the layout

example, once for each record, only at the top of the report, and S0 a fixed user name (taken from the CurrentUserName The user'siame

on). Se€ About layout partson page6-25.

= To eliminate blank spaces when printing, $&boutremoving

blank space from printed datan page7-22.

Inserting the page number, date, or other variable onto a layout

You can display or prirfixedinformation (like the date as it was
when entered) orariableinformation (like today’s date) when you
print or preview records. For example, display the current time in a
report footer each time you print the report. You can also display the

User Name specified in Application
Preferences). This name is static and
doesn't change.

A variable date. This date changes ate Symbol Two slashe@/)
show the current date taken from your
computer's calendar.

A variable time. This time changes tdime Symbol Two olons(::)
show the current time taken from
your computer's clock.

date, time, or user name as it is when you place it on the layout. Thid variable user name. This name User Name Symbol Two vertical lines

information stays the same whenever you display, print, or preview
records(You can also insert the current date, time, or user name into
a field in Browse mode. Séénserting the current date or other

variable into fieldson page2-10.)

1. In Layout modeglick theselection toom in the tool paneland

click where you want the information to appear.

If you want the information inserted into a line of text, double-click

where you want the insertion point.

2. Choosdnsert menu, then choose a command:

To insert Choose

You see this on
the layout

changes to show théser Name an
specified in Application Preferences.

A fixed date (taken from your Current Date
computer's calendar). This date is
static and doesn't change.

The curent date

A fixed time (taken from your Current Time
computer's clock). This time is static
and doesn't change.

The currat time

A page number. (Page numbers onlyage Number Two nunber
appear in Preview mode orona  Symbol symbols {#)
printed report.)

A record number Record Number Two at ymbols
Symbol (@@)

3. The symbol @&playsonly as much text as fits within its
boundaries. Use tleelection toold enlarge the text object to display
as much of the variable as you want.

4. Set font and other text attributes as you would for other text.

Keep these points in mind:

= |f you insert variable information, only the variable’s symbol
appears in Layout mode. You see the variable information in
Browse, Find, and Preview modes, and when you print the layout

= You can type the characters listed for the symbol instead of using
the commands on thesert menu.
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Formatting text

You can specify bw text (both in and outside €ields) appears on
your layout. You control:

= the character attributes of the text, including font, font size, style,
and color

= theparagraph alignment, margins, and line spacing

= tab setting

If you specify text formatting with no text or fields selected, you set
defaulttext formats for fields and text that you add later. Similarly,
if you've just created a field or typed text and it's still selected, and
you specify text formatting, you set default text formats. If you
change these default text formats later, FileMaker Pro does not
retroactively change previously applied formats.

Important You can format characters in text fields in Browse mode
(for example, italicize or underline a word for emphasis). Unlike text
formatting specified in Layout mode, this formatting is stored with

Making text bold, italic, or setting other styles

There are several ways to format text. Select the text you want to
format, then:

= Choose text formatting (likeFant or Style) from a submenu on the
Format meru.

= Choosetext formatting optioafrom the Text Formatting toolbar

= Right-click (Windows) or Control-click (Mac OS) and choose text
formatting commands from the context menu.

m ChooseFormat menu> Text to €lect several text formatting
options at once

To specify several text attributes at once:

1. Select the text you want to change

For complete information about selecting text, ‘s®electing text
on page2-13.

Do this

the data, and you see it in any layout that displays that field. Text that~ormat textin a field in In Browse mode, select text and chobarenat

is formatted in Browse mode takes precedence over text formatted i
Layout mode. For example, if you format text as bold in Browse
mode, then switch to Layout mode and format the same field as
italic, the text will continue to display as bold. To eliminate
formatting applied in Browse mode, reformat the text in Browse
mode or export and re-import the data (4&eporting data from
FileMaker Pré on pagel2-6).

Tip You can use the Text Formatting toolbar (chofee menu >
Toolbars > Text Formatting), the text ruler (chooséew menu >Text
Ruler), or context menus for quick access to many text attributes. Se
“Using toolbarson pagel-5 and“Using context mention

pagel-5. The text ruler is documented in the FileMaker Pro
onscreen Help. Choostelp menu> Contents and Index, click the

Index tab, and typéext, formatting

r{?)rowse mode

menu> Text. This formatting is stored with the data,
and you see it in any layout.

Specify text formatting In Layout mode, select one or more fields, then choose
for fields in Layout Format menu> Text. Or press Alt (Windows) or
mocke Option (Mac OS) while double-clicking a field

Format text on a layoutin Layoutmode select text and chooBarmat menu>
Text.

2. In the Text Formatlialog box, select thattributesyou want to
use

eIn theSample area, FileMaker Pro displays text formatted with the

attributes you select.
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Text Format for “Last Name” ———— Set line spacing and change
- Infient text tr?e units of measure
Choose text—-{ s g:::, [ — ——— P ————————
attributes | | coror: (2] M g;«:&m gﬁubsm‘ Alignment Indent Line Spacing
saome g - -—*%%l?é:tst(;rilgsor i ig:‘:iﬂmr Lel'l 0.0 f" Height [ 1.00 Ifnes B
[ Stete b [ Sroall Caps Algn te)(t*—E O Right Right | 0.00 in || Above ‘I].ﬂﬂ | lines—=
Creats reports with graphics O (nderine %) = O Justified first |0.00 in Below ‘I].llll |[ lines i]
e B e ——
[@ -_(E"IEEI m Settabs 7
Specify paragraph and tab
settings (see the next section) 5. To specify tab settings for the paragraph, cliabs.
. 6. In the Tabs dialog box, specify tabttings.
3. Click OK. g pecify g
For more infomation about setting up layouts for web publishing, 'T';p
see“Setting up browser viewsn pagel4-10. C”rggrt‘ttirt]a';* oo B .
9 - o +—1 Set alignment for a tab
. . + (O Align on: l:l
: >
Note qulows. To see all the avallab]e fonts, chdasmat menu roston: TR Specily the tab's position
Font > Configure/More Fonts. In the Configure Font Menu dialog box, =] rnenarncter: 11 Specify a il character
select a font on the left and clibdove to add it to the Font menu, or
double-click the font on the left to move it to fdenu list. Make New | (et
sureShow Fonts in Typeface is enabled to activate this option.
7. Click OK.

Specifying paragraph attributes and tab settings

In Browse mode, you can format individual paragraphs (including Keep these points in mind

setting tabs) for text in a field. In Layout mode, you can specify

paragraph attributes for fields that hold text and for text that's not in .

a field Layout mode, choog®rmat menu >Align Text, then choos&op,
' Center, or Bottom.

1. In Browse mode, select the text you want to format. Or, in Layout

mode, select the text or field you want to format.

= You can specify vertical text alignment for text and fields. In

= You can use the text ruler to set margins or tabs for text data in
Browse mode or for text objects in Layout mode. You can't use the
See"Formatting texton page7-12 for more information aboutthe oyt ruler to format fields in Layout mode, you must use the
differences between formatting text in Browse and Layout modes. paragraph and Tabs dialog boxes. The text ruler is documented in the
2. Choosedrormat menu> Text. FileMaker Pro onscreen Help. Chodtadp menu> Contents and

3. In the Text Format dialog box, clickaragraph. Index, click theindex tab, and typéxtruler

= For more complete information about specifying paragraph and tab
settings, see the FileMaker Pro onscreen Help. Chtgisenenu>
Contents and Index, click thelndex tab, and typématting text

4. In the Paragraph dialog box, speafyacingand alignment.
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Drawing lines and shapes
Use the drawing tools in the tool panelTools toolbar (chooséew

menu >Toolbars > Tools) to draw lines and shapes to emphasize parts

of your layout.

1. In Layout mode, select the tool you want to use in the tool panel

or Tools toolbar

Rectangle tool Rounded rectangle tool

A N\ OO o ovaltool

Line tool

2. Position the crosshair pointer on the layout where you want the
line or object to begin

= For a line, drag the pointer until the line is the length you want

= For a rectangle, square, rounded rectangle, oval, or circle, drag thgast used and the

pointer diagonally until the object is the size you want

With this tool These options are available

Line tool For a horizontal or vertical line, press Shift as you drag the
pointer. For a diagonal line (at 45 degrees), press Ctrl

(Windows) or Option (Mac OS) as you drag the pointer.

To create a vertical line that continues across more than one
layout part, draw overlapping lines in each part.

Rectanglgool For a square, press Ctrl (Windows) or Option (Mac OS) as

you drag the pointer.

Rounded
rectangletool

For a rounded square, press Ctrl (Windows) or Option
(Mac OS) as you drag the pointer.

Ovaltool For a circle, press Ctrl (Windows) or Option (Mac OS) as

you drag the pointer.

FileMakerPro draws the object with the default line width, pen

color, and pattern, and it fills the object with the current fill color and
pattern (for all objects except lines). You can change these attributes
before or after you draw the object. (S&etting color, pattern, line
width, andobject dfects’ in the next sectioj.

Keep these points in mind:

= Use the following technigques to work with ttoels

To Do this

Use a tool once Click a tool to select it. (The tool becomesygya

Keep a tool selected, orDouble-click a tool. (The tool becomes black to

locked indicate it remains selected until you select a different
tool.) To specify a preference to keep layout tools
locked, seéSetting layout preferencesn pageA-2.

Switch between the toolPress CtetEnteror Enter on the numeric keypad
(Windows) orpress Hter (MacOS).
selection tool

= All objects have a border. (The border of a line is the line itself.)
All objects except lines havefill, the area within the border.

= You can also change the appearance of a figlektobject, @ an
inserted gaphic for example by changing its size, border width, or
fill pattern.

= Windows: You can also linto or embed an OLE objedtor more
information about how FileMaker Pro treats OLE objects, see the
FileMaker Pro onscreen Help. Chodtadp menu> Contents and

Index, click thelndex tab, and typ©LE objects,editing

Setting color, pattern, line width, and object effects

Use the fill, pen, line width, and object effects palettes irstidueis
area t change the appearance of objectsluding fields, buttons,
and portals, o the layout.

1. In Layout mode, select one or more objects to change.
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Or, to specify attributes for objects you add later, start with no = For fields, palette settings replace Field Border dialog box settings.
objects selected. See*Adding borders, fill, and baselines to fields pager-1.
2. Choosecolors,patternsline orborder widths, and object effects = To apply a color or pattern to a layout part, ‘s&eding or
from the palettes in the status area changing layout parton page6-26.
Fill pattern Pen pattern About object effects
pTIette palette Line widith Use commands from the objecteaffs palette to give your layouts a
Fill clolor—&v|?~’/§v|iv|— Object Pen color — | #ie| Sw]— PalEtte 3-dimensional appearancéou can assign object effects to objects
palette & | Sﬁﬁ%‘i palette D H e \(lleildr;ﬁm line you draw(except lines), fields, and portals.
Fill sample Pen sample

+ MNone
Embossed :
Engraved Apply effects to layout objects

To change Use the Drop Shadow

The width of a line, or the width of a bordetine width palette
around a shape, text object, field, or portal

Choose To
The color or pattern of a line, or the color dPen colorand gen pattern palettes - -
P ien p P Embossed Make the selected object appear to be raised above the
pattern of a border around a shape, text
. ) background
object, field, or portal
The color or pattern of an object, includingill color and fill pattern palettes Engraved :;Ajcie :Ejsjleded object appear to be depressed into the
the backgrounds of text objects, fields, and 9
portals Drop Shadow  Make the selected object appear to cast a shadow below and to
the right.

The effect with which FileMaker Pro draw®bject effects palette, then choose
an object (except lines) Embossed, Engraved, or
Drop Shadow (see the next section,

“About object effecty | | | | |:I

Embossed Engraved Drop shadow

If an object is selected, the sample boxes next to the palettes show
the attributes for that object. If nothing is selected, the sample boxes<eep these points in mind

show the default attributes. = Object effects look best when you specify a transparent pen pattern
S (in other words, an invisible border) and a pen width of at least 2
Keep these points in mind: points Also, try changing the background color of the enclosing part

= To make an object transparent, choose the transparent [&ftern  to a color similar in shade to the object’s fill color. (Sadding or
from the pattern palette. An object with a transparent pattern is changing layout part®n page6-26.)

“hollow.” Other objects are visible beneath it, and it can only be

selected by clicking its border.
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= [f you want to use an object effect on a field, try selecting the effect If you seleciStore only a reference to the file, FileMakerPro doesn't
before placing the field on the layout. Otherwise, the effect might import the graphic file, it only keeps track of where it is on your hard
clip part of the text in the field. disk. This option may reduce the size of your FileMakerfile, but

= The width of the effect depends on the widtrhefobject's border  'f You move or delete the file, FileMakero won't be able to
as specified by the pen widthr{ess the object has no border, in  displayit

which case the object effect is drawn with a 1 pointline). The effect’s 4. Select the file and clicRpen, or double-click the filename.
color and pattern depend on the fill color and pattern of the selectedr, some file formats, you see a dialog box with options for

object or field. customizing how the graphiciisserted The graphics options are

= When you apply an effect to an existing object, the total size of the documented in the FileMaker Pro onscreen Help. Chidelpe
object along with the effect does not change, buoltectitself menu> Contents and Index, click thelndex tab, and typ Insert
shrinks to accommodate the effect. Therefore, when you apply an Picture command

effect to an existing field, the field dimensiangght reed to be

_ 5. Position and size the graphio the layouts needed.
enlarged so that the data is readable.

See“Moving objects on a layoubn page6-14 and“Changing an

= |f you assign an object effect to a transparent object, FileMaker Proobject’s shape and sizen pages-14.

assigns the objethe defaultifl and then draws the effect. If you
change the fill color, FileMaker Pro adjusts the colors of the effect to Keep these points in mind:
complement the new color. If you change an object’s fill to
transparent after you assign an effect, FileMakemfakes he
effecttransparent, too.

= To display a different graphic in each recqrdste or inserhe
graphic into a container field in Browse mode. For more information,

see"Inserting graphics into field®n page2-11.
= Buttons always have amtbossed effect. You can change this by

selecting the button and choosing another effect from the object
effects palette. SedJsing buttons with script©n pagel0-12.

= You can also paste a graphhat you copied from another
applicationonto a layoutSe€* Copying, duplicating, and deleting
objects on page6-13.

Inserting graphics onto a layout = |f your system and other applications support it, you can quickly
bring a graphic or movie from another application into FileMaker

Pro by dragging the object from the other application's window onto
the FileMaker Pro layout. You can also drag objects from a layout to
another application or to the Windows or Mac OS desktop.

You can addjraphics aywhere on a layout. Use a graphic on a
layout instead of a container field whenever you want the same
image (like a company logo) on every recordeport.

1. In Layout mode, choodasert menu> Picture. = Windows: You can irert OLE objects onto a layout by choosing
2. In the dialog box, foFiles of type (Windows) orShow (Mac OS), Insert menu> Object and specifying the type of object to import. In
choose a graphic file type FileMaker Pro for the Ma®©S, OLE objects appear as graphics. For

more information about how FileMaker Pro treats OLE objects, see
the FileMaker Pro onscreen Help. ChoHslp menu> Contents and
Index, click thelndex tab, and typ@®LE objects,editing

3. Navigate to the graphic file.
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Formatting graphics on a layout Arranging objects

In Layout mogle, you can format graphics you Vt_a pastegl or |mpor_ted|n Layout mode, you can:
onto a layout in the same way you format graphic data in a container

field. For more information, se&pecifying formats for fields = group any combination of objecs you can edit or moviaem
containing graphi¢son page6-24. together

= change the stacking order of objects to get different effects when
Showing text, fIE‘Id, or button boundaries the objects overlap

You can show boundaries on a layout for text, fiedatsl buttons to  w rotate an object or group of objects in 90-degree increments

hel ily identi iti lign th jects. . L . .
elp you easily identify, position, and align these objects = align or distribute objects precisely

gglfgc?ggies around Do this in Layout mode Note Use the Arrange toolbar (chodgew menu >Toolbars >

Arrange) or context menus for quick access to many commands for
arranging objects. Sé&Jsing toolbarson pagel-5 and“Using
context menuson pagel-5.

All text (not in a field)  ChooseView menu> Show > Text Boundaries.

You see the boundaries as thin black boxes around
all layout text.

All fields ChooseView menu> Show > Field Boundaries. Grouping and ungrouping ObjECtS
You see the boundaries as thin black boxes around

all fields Group objects so you can work on the grouped object as if it were a

single object. You can:

All buttons on the layout ChooseView menu> Show > Buttons. . .
= copy and paste grouped objects, maintaining the arrangement of

You see the boundaries as gray boxes around all . e
the objects within the group

buttons you've defined.

= assign attributes (like a font or a fill color) to items in the group,

To hide text, field, or button boundaries, choose the corresponding €ven if the attribute isn’t appropriate for all the items in the group.

command from th&how submenu again. (For example, assigning a new font to a group that contains text, a
field, and a graphic changes the text and the field, but leaves the

Note Boundaries only appear in Layout mode. If you want to see  graphic alone.)

borders around these objects in Browse mode or when you print thé, more easily work with stacking order, because grouped objects all

layout, define a border with the pen and line width palettes in the  oyist on the same layer

status area. . N . .

= align an individual object to a grouped object

To groupaobjects, in Layout mode, select the objects, then choose

Arrange menu> Group.

To ungroup @rouped object, select the group, then chédosmge
menu> Ungroup.
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Keep these points in mind:

To move the object Choose

= When you ungroup a group that contains other groups, the Behind all other objects Send to Back

subgroups stay grouped until you ungroup them.

9 P y group y group One layer back Send Backward

= |f you include a locked object in the group, the resulting grouped

object is also locked. Rotating objects

® You can edit text that's part of a group by double-clicking the text. you can rotate fields, text objects, and graphic objects in 90-degree
increments.

Moving objects forward or backward on a layout 1. In Layout mode, click theelection tooln the tool panel and select

When objects overlap on a layout, one object is on top of the other.gne or more objects.
You can change thi&acking ordeto create different effects. As you
create objects, they stack one on top of the last, even if they aren't
over|apping, so that the last Object created is a|WayS on top_ The ObjeCt or ObjeCtS rota®® degrees clockwise. To rotate the
object or objects further, choosgange menu> Rotate again.

2. ChooseArrange menu> Rotate.

Before After S
Keep these points in mind:

—I = When youclick or tab into aotated field in Browse mode, the field
is temporarily displayed in its original, horizontal left-to-right,
L orientation.

= Portals cannot be rotated.

Bring forward Bring to front

Aligning objects to each other
_| You camalignobjects or distribute space between them on the layout.

|_ If you align objects along their tops, bottoms, or sides, the objects

align with the object farthest out of alignment. When you align

Send backward Send to back center points, the objects align along an invisible vertical or
horizontal line in the center of the objects.

1. In Layout mode, select the object or objects to move in the stack. o . ]
When you distribute the space between objects, FileMaker Pro takes

the space separating the two objects farthest apart and divides it
To move the object Choose evenlyamong & the selected objects.

2. Choose a command from tAgange menu.

In front of all objects Bring to Front

One layer forward Bring Forward
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Using tools to precisely position objects

Use the Size palette, graphic rulers, ruler grid limlesquaresand
object grids @ preciselysize, reshapgosition, andalign objects.
(For more information about moving objects on a layout, see
“Moving objects on a layotubn page6-14.)

Client First,..) Client First....
Client First Client First

[Eddresz.t >

Address 1
LR
Address 2

Objects before distributing space Objects after distributing space
vertically and aligning left sides Text ruler
. i ) T [ 2 T W P = A = O (AT
1. In Layout mode, select the objects to align, then chAoaege Graphic ruler —r = ; : ' ' ' '
ClientiD

First Name  [EirsE Nam:
Last Hahe [ a5l Marh:
Address1  [Address]

|
|
|
Address2  [Ediress, - - ] -
- |
|
|
|

menu> Set Alignment.

2. In the Set Alignment dialog box, select options inTipeo Bottom
area otefttoRight area or both areas.

city [Ciky
Srate  [Slalk
Country [Counfry
Phone [Phong...

You see an illustration of your choices in 8ample area.

B B e

Set Alignment in
,Tg ’:n Bottom L;INln Right ::
ma () align top edges () Align left edges -1 SeleCt the Way yOU . .
Selecﬁ,ﬁgﬁ%@fggg 8 o enters 8 Nonertrs want objects aligned T-squares Ruler lines Size palette
aligned vertical |y () Distribute space 2 Distribute space honzonta"y
_Sample - - . .
Using the Size palette with objects
See the results of ——+E——f=3H . . . . .
your choices Coamest) [ox Use theSizepalette to precisely position and size objects on a layout.
1. In Layout mode, chooséew menu> Object Size.
3. Click OK. 2. Select one or more objects.

3. In the Size palette, type a new value into the field next to an icon.
Keep these points in mind:
= To align new objects according to the current settings, select the
objectsto align, then choos&rrange menu> Align. (If the settings in
the Set Alignment dialog box are bdtbne, the command is
unavailable.)

in Li—Type the desired distance from the left,
"l top, right, or bottom of the page

in I— - Type values to change
in| || objectwidth or object height

Using the Size palette to move or resize an object

= To force the alignment to a specific object, lock that object before
you set the alignment. (For information on locking objects, see
“Protecting objects from charigen page6-15.)
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If you can't type a value, that field doesn't make sense for the
selection (for example, a line doesn't have a height), or the selection

Click to change the unit of measure

|S IOCked, °:1|I| 2|I| 3|I|!4|I| 5|I| E'|§I|F|I| E’|I|.9|I| 1|DI| 1|1I| 1|2I

4. Press Enter, or to move to another field in the Size palette, press N__ """""""""""""""""""""""""
TaborRetum (Mac 0S). S Rerines
The Size palette floats above the window, so you can leave it open as =

you work E

Using graphic rulers and ruler gridlines To change the unit of measure used for the graphictexeruler,

Use graphiculers anduler gridlines—a dotted-linergl that ruler gridiinesand Size palette:

appears on your layout but doesn't print—to help you align and 1. In Layout mode, choodeayouts menu> Set Rulers.
position objects precisely. The ruler gridlines adjust when you
change the unit of measure.

2. In the Set Rulers dialog box, fonits, choose a unit of measure.

3. Click OK.
To show the graphimilers, in Layout mode, chooS&w menu> o ) )
Graphic Rulers. To hide them, choosgraphic Rulers again. Aligning objects with the T-squares
As you move the cursor on the |ay0ut, you see guide lines tracking Use theT'SqUareS—moVeable horizontal and vertical gUIde lines—
the position of the cursor in the graphic rulers. to help you align objects in Layout mode. An object's left or right
boundary, top or bottom boundary, or center “snaps tor tbguare
To show ruler gridlines, in Layout mode, chod&v menu> lines as you drag the object.
Ruler Lines. To hide them, choogiler Lines again.
To In Layout mode, do this

Note Ruler gridlines have no snap-to properties

Show or hide th&-squares ChooseView menu> T-Squares. To hide it,

With this unit of measure Each ruler increment measures chooseT-Squares again.

Inch (in) 1/8 inch Reposition th&-squares Using the arrow pointer, move either the
- - horizontal or vertical Tsquare line

Centimeter (cm) .25 centimeters

Override theT-squares’ Press Alt (Windows) 0#8 (Mac OS) as you

Pixel (px) 10 pixels snapto effect drag an object




Using the object grids

Useobject grids o precisely control the placement of objects on the
layout. Wherobject grids ee on,each objecbn the layout “snaps-
to” its own invisible gridiwhich may be different from another
object’s grid) When you move or resize an object, it snaps-to the
nearest grid coordinate. New objects are created aligning to the
“master” grid.

To In Layout mode, do this

Turn the grid on or off ChooseéArrange menu> Object Grids. To turn it

off, chooseDbject Grids again.

Press Alt (Windows) 0# (Mac OS) as you
drag an object.

Override theobjectgrid’s
shap-to effect

Change thebject grids nits Choosed.ayouts menu> SetRulers. In the Set
Rulers dialog box, foerid Spacing, type a value

and choose a unit of measure.

Keep these points in mind:

= Theobject grids finction independently of the ruler gridlines,
graphic rulers, angdi-squares.

= |If you created objects before turningalject gridsthey may not
be aligned, and when you reposition them, they will move in
accordance with their own gridio align objects to each other, see
“Aligning objects to each otheon page7-18.

Controlling how things print

What printer you use, what printer options you choose, the margins

you specify, and different layout options you choose all affect how
FileMaker Pro prints your data.

For complete information about printing and using Preview mode to
see how your layout will prinseechapted, “Previewing and
printing information”
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Specifying page margins

You can specify differemhargins for each layout. If you don't
specify margins, FileMaker Pro uses the printer's default margins,
which might vary with different printers or different printer drivers.
You should specify page margins if you're printing a layout where
exact spacing is important, likabels or a preprinted form.

1. ChooseFile menu> Print Setup (Windows), orFile menu> Page
Setup (Mac OS), confirm the printer and paper settings, then click
OK.

For more information, see the documentation that came with your
computer and printer.

2. In Layout mode, chood&youts menu> Layout Setup.
3. In the Layout Setup dialog box, fBrint Options, selecFixed page
margins.

4. Typevalues for the margins (if you specify a margin that is
narrower than your current printer supports, FileMaker Pro displays
a warning dialog box)

If you want the left and right marginsatternate (the inside margin
appears on the left side for the first page, on the right side for the
second page, and so osglectracing pages.

Layout Setup [ 7] ]

General |Views |

Layout Name ILayuut #

¥ Includs in lagouts menu

- Print Diiors

I~ Bintin [Z columns
% & figrass fist @ Doyl
Select t0———% Fired page magine:
Specity sizes
pecify Iop [013 in Lett [014 ml o
: Type margin sizes
Bottom [021 i Eoh 015 |
I Eacing pag Select for alternating
margins
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5. Click OK.

6. ChooseView menu >Preview Mode to check the margins.

Keep these points in mind:

= |n Layout mode, choodayouts menu> Set Rulers to change the
unit of measure for margins. S8dsing graphic rulers and ruler
gridlines’ on pager7-20.

= |f you selecPrintin <value>columns for a layout and then specify

page margins, the columns resize to fit within the new margins. See

“Setting up to print records in coluninsn pages-8.

Showing page margins
You can display the margins in Layout mode exactly as they will
print. (Page margins always show in Preview mode.)

To display the pagmargins, in Layout modehooseView menu>

Page Margins. The margins show up as a thin, dotted line around the
edges of the layout “page.” Page breaks appear as heavy, dashed
horizontal and vertical lines.

To hide the margins, choo¥&w menu> Page Margins again.

Most printers can't print to the edge of the paper. If you place objects

(=
El:
Margins—
objects in this
areawon't print ——

Layout showing margins

The selected printer can't
print objects outside this Iilne

L

Layout not showing margins

in the margin®r outside the area the selected printer can print to, you About removing blank space from printed data

see thenin Browseand Find modesut dn't see the objects when
you preview or print.

Often, the amount of information in the fields in your database
varies. When you print, FileMaker Pro can shrink field boundaries
and shift objects to the left or up on your layout to close upléme
space caused when the information in a field doesn't fill the field
boundary.

For example, in a catalog, a description for one item may be longer
than for another. If you use the sliding feature of FileMaker Pro, you
can close up the space between items and print more items per page.
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= Objects—including fields—slide left (or up) corresponding to the
amount of spacthatthe fields to the left of (or above) the objects

Printing without sliding objects

Tour Catalog Shrink
e éfi;‘"ﬂuﬁgﬂ‘;gjvﬂ pum wu = Patals slide like any other object, but objects within a portal can't
et e Sk e Vel Gporel v slide If you specify that a portal slides up and the enclosing part
——— shrink, FileMaker Pro omits empty portal rows.
Season [ISpring B Summer B Autumn O WmerD AHyeav
Vo i o e Ve
You can set layoytarts to shrink when the fields in them slide up.
R i B 0 0 v e Headers, footers, title headers, and title foatexser shrink orlgle
S e——— up. Don't set a part to shrink on a layout that requires fixed vertical
spacing, like labels.
Printing with sliding objects . . .
The following layousshows low fields are set to slide for the
Tour Catalog . . .
Slide objects left to remove ———————— previousillustration.
space at the right edge of fields ‘{ Wholeanngh L nghts
Sila;:g O Spring B Summer O "v"anDu X’Ji‘n’ﬂfﬁ” year
e L e, — Tour Calalo .
. - = = These fields
. 5 . Tourlengih 7 nghts : Ship/Destination  [Cruise Shin 4 [Cruize Destination + slide left
Slide parts up to get different sized e e ST e Sunmer B Auurn © Witer D Abyer Tour ength [Tourlengih
bodies for different amounts of data o e oo U e s & wholesale prioe - [Cruise whalesale price i
Smpmesmm P - season  [J8pring [1Summer [JAutumn [TWinter [TAI year
totes [Hote oR
. . scasun DOspring O Summer O Autumn 0 Winter B All year
Slide objects upto keep —— e S tons o come e —’Jhe body, Notes
extra space from printing oD S Saun Pt \ . =l | | field, and horizontal
e — line slide u
Notes EcludesNEwZea\a.mA‘Eusneha.rgga‘andE‘\ Ar.OWS ShOW hOW i p
Slide objects and parts up to ——— objects are set to slide
fit more records on a page

Keep these points in mind:
You canslidefields, portals, other objects, and even layout parts.

= You see the effects of setting sliding options only in Preview
When objects slide:

mode.

= Fields shrink to eliminate empty space within field boundaries, but 5 vq|, can slide any object. Non-field objects, like the horizontal line
sliding does not remove empty space you leave between fields. Fori, the previous example, can slide if you place a sliding field above
example, if you create a body part with one inch of space below the, 4 the left of the objects. When a non-field object slides, it moves
lowest object, and set all the objects to slide and the part to shrink, 14 another place on the layout but doesn’t shrink. When a field slides,
FileMaker Pro leaves one inch below the lowest object when you i moves to another place on the layout and shrinks if the data doesn’t
print. fill the field boundaries.

= Non-field objects, like a line or text, move if you place a sliding

= |In Layout modeghooseview menu> Show > Sliding Objects to see
field to the left of (or above) the objects

which objects slide and in which directions.
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= When you slide objects or parts, FileMakeo prints the objects
relative to each other, not precisely as you placed them on your
layout.

= If you leave blank space on a layout, FileMaRes keeps that
space. For example, if you create a body with one inch of space
below the lowest object, FileMakBro leaves one inch below the
lowest object when it shrinks the body

= You can get the same effect, but only between a field and layout

text, or adjacent fields in a continuous block of text, by usiagge
fields(se€"Placing merge fieldson page6-17). Use sliding instead
of merge fields when you want to:

= align non-text objects, like graphics

shrink a layout part to fit more on a page
= align formatted fields, like value lists and repeating fields

= use a layout for data entfyou can't enter data into a field
formatted as a merge figld

Setting sliding options

1. In Layout mode, select the objects you want to slide. Also select
the left-most (or top-most) field that you want the other objects to

slide into so it can shrink

To allow fields to shrink when you specify sliding lefign their top
edges and choosermat menu> Align Text > Left. To allow fields to
shrink when you specify sliding uphooseé-ormat menu>

Align Text > Top.

See"Aligning objects to each otHeon page7-18 and“ Specifying
paragraph attributes and tab settfngs page7-13.

2. In Layout mode, select the objects to slide, then chiemseat
menu> Sliding/Printing.

3. In the Set Sliding/Printing dialog box, select the sliding options

you want.

Select this

option To

Sliding left Reduce the width of the selected fields to the minimum needed

for their data, and then slide all selected objects left based on
the amount of space the fields shrink

Sliding up based
on: then click
All above

Reduce the height of the selected fields to the minimum
needed for their data, and then slide all selected objects up
based on the field above that shrinks the least.

This option maintains consistent vertical spacing among
columns and repeating fields.

Sliding up based
on: then click
Only directly
above

Reduce the height of the selected fields to the minimum
needed for their data, and then slide all selected objects up
based on the amount of space the fields directly above shrink.

This option allows the spacing in a column to adjust
independently of other columns and repeating fields.

Also reduce
the size of the
enclosing part

Close up the space in the layout part that contains the selected
fields. To slide the part up relative to all objects, set this option
for all the objects that are sliding up. To slide the part up
relative to a single object, set this option for that object only.

4. Click OK.

Set Sliding/Printing

Wihen printing, remove blank space from within the selected objects by:

W Sliding left I¥ {Bliding up based on:
& Alsbove € Dy diectly above
s
== AR e
i 1
' B
™ Also 1educs the size of the anclosing part
I™ Do rnot print the selected ohiscts

5. Chooseé/iew menu >Preview Mode to see the effects of the sliding

options.



Keeping objects from printing
You can keep objects on a layout from printing. For example:

= Create a button on a report layout that doesn't print when you print
the report

= Place instructions on a layout to be read during data entry, but not
printed when that layout is printed.

To keep objects from printing:

1. In Layout mode, select the object or objects that you don’t want to
print.

2. Chooséd-ormat menu> Sliding/Printing.

3. In the Set Sliding/Printing dialog box, sel@ctnot print the
selected objects.

4. Click OK.

Keep these points in mind:

= You see nonprinting objects in Browse and Layout modes, but not
in Preview mode or when you print. In Layout mode, chafise
menu> Show > Non-Printing Objects to display nonprinting objects

with a gray border.

= To close up the blank space taken by a nonprinting object, set

sliding options for that object and objects below it on the layout. See
“Aboutremoving blank space from printed dada page7-22.

Customizing layouts 7-25






Chapter 8
Working with related files

To establish a connection between files for relational databases and
managementeeds. Perhap®u have data ione filethat you want to lookups, you first define eelationship an expression that tells

use in another file. Qrou've tried toexpand a file by adding several  FileMakerPro how to match records in one file with records in

fields to it, and now the file’s subject has become unclear. Or you haveanother file. Then you choose the fields that contain the data you
the same values in several files, and you're constantly updating themwant to work with.

to keep them all the same. You can access data from other database
files by using relational databases and lookups.

Thereare timesvhenonedatabaséile doesn'tsuitall your data

Client ID Clientd R0 |
This chapter explains how to: Route § FEpep—_— -Route

= create relational databases and lookups

= define and change relationships between database files - —
In relational databases, data from another file is displayed

= set up advanced relational database structures, such as many-to- in the current file, in fields that belong only to the other file

many relationships

Client ID Client ID
Route  |[NY-Paris < Route

Displaying data from related files

Whenyou have data in another file that you want to use in the current
file, you can access, display, and work with that data in two ways:

L_ook_up; copy data from another file int(_) the current
= A relational databasellows data from another file (or the same file, in fields that belong to the currentfile

file) to be displayed, edited, and used in the current file, without

having it copied to the current file. The data is always part of the ~ Note All files involved with relational databases and lookups must
other file only. Data displayed in the current file changes whenever P€ FileMakePro 5 files. (Files created with earlier versions of

the data in the other file changes. FileMakerPro may be used, but the files must be converted to

version 5 first.)

= A lookupcopies data from another file into a field in the current

file. After the data is copied, it becomes part of the current file (and
remains in the file it was copied from). Data copied to the current file
doesn’t automatically change when the data in the other file changes.



8-2 FileMaker Pro User’s Guide

Relational database terminology
Before you begin, you should understand the following terms for

relational databases and lookups. These terms are illustrated in the

sections that follow.

This term

Means

Masterfile

For relational databases, the file that accesses and displays
data from another file.

For lookups, the file that contains the copied data. It's the file
the lookup originateom and the file the data is copieal

Relatedfile

Forrelational databases, the file that contains the data you
want to access and work with in the master file.

For lookups, the file that contains the data to copy. It's the
file the lookup goeto and the file the data is copi&dm.

A related file and the master file can be the same file. (This
is called aself-join)

Matchfield

A field in the master file and a field in the related file that
each contains values used to access matching re¢Ards.
match field is sometimes calleckay fieldor primary key)

For each relationship, you select one match field in each file.

For relational databases, values in match fields must match
each other in some way for a relationship to be established
between the two files. (S&About match fields for
relationshipson pages-5.)

For lookups, values in match fields don’t have to be equal to
each other. For example, you can set an option to copy the
next lower value when the match fields aren’t equal. (See
“Defining lookups between filé®n pageld-13)

Relationship

An expression you define that contains requirements which,
when met, establish a relationship between values in the
match fields. (A relationship is sometimes calldohaor a

join expression

You define a relationship in the file you want data displayed
in, not the file you want data displayed from.

Relatedrecord

A record in the related file whose match field contains a
value that matches the value in the match field of the master
file, according to the requirements of the relationship.

This term Means

Relatedfield

A field in the related file that contains data you want to
access and work with in the master file. After a relationship
has been established between data in the match fields, the
data in related fields can be used in the master file.

You place related fields on a layout of the master file, either
by themselves or inortal. You can then work with data
that's in related fields in all modes.

In the master file, a related fieldhme appears as
Relationship name::Related field namreas
::Related field name

Portal An object on a layout of the master file in which you can
place related fields. Use portals only when you want to work
with data from more than one related record for each record

in the master file.

Portals display data from related fields in rows, one record in
each row.

Lookup source A field in the related file that contains the data you want to
field (for lookups copy. It's the field the data is copiédm.
only)

Lookup A field in the mastefile that you want to contain the copied
destination field data. It's the field the data is copitd
(for lookups only)

About relational databases

A relational databasés one or moreliscrete database files (or
database tables) that, when used together, contain all the data you
need for your work. In relational databases, each occurrence of data
is stored in only one file at a time, but you can access and work with
that data from any file. Because data from a related file is only
displayed in—and not copied into—the master file, you always see
the data in its current state.

Working with related data promotes consistent data entry and
retrieval, and reduces the existence of duplicate data among the
database files.
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For example, a travel agency might store trip information in a Trip

Master file
file, then use it with client information that’s in a Client file and with
billing information that's in an Invoice file. Client D
Clert Nare
o Prone
Trip file Relationship ——»{ TripID
Trip D Route
Trip Name o ID  Origin Destination
Invoice file . R20 |NY Paris I Allrecordsiin
Route Invoice Ni Related file R42 |Paris Roma the related file
- - voice No ¥ N 4 are displayed
ID  Origin Des-tlnatlon Date 6002001 Trip ID . : | ina portal
R200 NY Paris _ T
i ) RouteID__ [R20 | ! !
R42 |Paris Roma Client 1D . ) 1 ! 1
- Origin | TripID T10 1
Nare v !
Destinat| Route ID R42 4 . 1
Trip . - 1
Client file ID  TripName Cost$ Origin - - == 1
T10 [NY-Roma  [550.00 Destination [Roma == = = = = = = .
Client 1D T20 Roma-Istan |700.00
Client Name
Phone Total When the related field is placed directly on the layout, the value from
TripID  Trip Name the first (or only) related record is displayed in the field. (The first
T10  |NY-Roma related record that's accessed depends on whether the related records
120 Romalstan are sorted. Setefining relationships for relational
databaseandlookups on page8-10.)
You create a relational database by first defining a relationship in the Master file
master file. Then you add the fields to display the data from the Client I
related file on a layout of the master file. You can then work with the Client Name
data in the related fields in all modes when you work with records in Phone
the master file. —— Relationship ———»{ TripID
. . . . Route
When you enter a value in the match field of a record in the master file, D Origin Destination
FileMakerPro uses the relationship to access all the records in the Related file \R442 \Pais \Ro;“a +-Relatetrit fifldslnot
. . . = v in a portal-only
related file whose match field contains a value that satisfies the Trip ID — " the first record in
requirements of the relationship. Then it displays data from the fields| RouteID___[R20 vt 1 g;s I)rlglfégd fileis
— . . . 1 L}
of the related file in the current record of the master file. Origin | Trip ID ;! X
Destinat| Route ID e : 1
When the related field is in a portal on the layout, values from all Origin Paris  |-f- - =4 :
related records are displayed. Destination [Roma |- - - = - - - 4
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When the related file contains one matching record for each record Relationship names in the

in the master file, place related fields directly on the layout and not Define Relationship dialog box
in a portal. Also place related fields directly on the layout when you |

want to work with only the first matching record that’s accessed (in ’%m Moo | eted e :
SOTted OI’ unsorted Order). # Line [tems Invoice D = zInvoice 10 Line Items

Keep these points in mind: After you define a relationship, you can choose its name from the

= For information about creating portals, placing related fields on relationship list as you work in the master file. The relationship list
layouts and in portals, and changing portals and related fields, see is in all dialog boxes where you can select field names, such as the
“Deciding where to place relatédlds’ on page6-18. dialog box for exporting FileMakd?ro data. (You can also use the

= You can also define relationshifus use with value lists, to access relationship list to define relationships.)

and display particular related values. (S&bout displaying only a

subset of field values in a value’lish page7-5.) SECHC EL DRl
. . o Relationship list W|tha|»pmm—_[ Fickd Drder

= You can summarize data that’s in a portal. (S@enmarizing data Products relationship | [iwaess + el =]

. = Product 1D + Praduct 1D

in portalg on pages-12) selected * Frodte Lo e

. - : Field names associated with
When to create relationships between files the selected relationship

Whenever you want to use data from another file—either in a
relational database or for a lookup—you must first define and nameonce a connection is established between two files, you have access
a relationship from the master file to the related file. to data that's in the related file in any of the following ways:

= Placeone or more related fields directly on a layout of the master

Match fields file to display data frononerelated record foeachrecord in the
Cientip | — Relationship oD | masterﬁl_e (aone-to-one correspondence). For examplg, use a related
Name [ ] Name [ ] field to display the most recent check-out date for a piece of
Pone [ | equipment. (Related data displayed in the master file changes as the
ity ] data in the related file changes.)
- - = Place gortal on a layout of the master file, then place one or more
Master file Related file

related fields in the portal to display data fromare than oneelated
record foreachrecord in the master file @me-to-many
correspondence). For example, use a portal in an Invoice file to
display all the products ordered by the same client. (Related data
displayed in the master file changes as the data in the related file
changes.)

A relationship is an expression that includes the name of the match
field in the master file, the related filename, and the name of the
match field in the related file.



= Define a lookup, to copy data froomerelated record foeach
record in the master file (a one-to-one correspondence). For
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About match fields for relationships
As you define and select the match fields for relationships, keep

example, use a lookup to copy the current price of a product into a
Line Items file. (Data copied to the master file doesn’t automatically
change when the data in the related file changes.)

these points in mind:

= [n most cases, the match fields used in a relationship contain equal,
stored values. For example, when one record in the match field of the
master file contains 009-845 and one record in the match field of the
related file also contains 009-845, a relationship is established
between those two records.

Keep these points in mind:

= Each relationship involves only one master file and one related
file; however, you can define many relationsHijpen a master file

and many relationshigs a related file. = The match fields used in a relationship can have different names;

h file f lationshi b lated file f h what establishes a relationship is that the match fields contain
= The master file for one relationship can be a related file for anot er’matching values.

and a related file of one relationship can be a master file for another. S . .
v defi lationshios b h datab = Thematch field in the master file can be any type except Container.
= You can define many relationships between the same two data 35%he match field in the related file can be any type except Container,

files. For example, the relationships can refer to different match
fields.

= You can define a relationship from one file to the same fitelfa
join). For example, use a self-join in a portal to display a subset of
data in the current file, such as all the employees of each manager.® f match fields are text fields, FileMaker Pro looks at the first 20
For more information about self-joins, chostetp menu> Contents characters of each word in the field, up to 60 characters (including
and Index, click thelndex tab, and typeelfjoins spaces).

= If the master file is protected with passwords, you must have the ™ Make sure the match fields used in a relationship are the same data

Global, or Summary.

= Thematch field in the related file must be a field that can be
indexed.

master password to define relationships. In addition, when you typetype-

data in the match field of the master file, you might be asked to type= Thematch field in either (or both) the master file or related file can
a password for the related file when the related file is protected with contain a calculation formula. For example, the forrinia
passwords. (Sedefining passwordson paged-1.) Price in the match field of the master file establishes a relationship

= You can create a many-to-many correspondence between databad@ @ record (or records) in the related file whose match field contains

files. (See‘Creating many-to-many relationshigs pages-15) the value of the Unit Price field in the master file. You can also
design a calculation formula for the match field to match multiple

records. For example, the formlat  Price <100.00 in the
match field of the master file establishes a relationship to all records
in the related file whose match field contains a value less than
100.00.
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= You canincrease the number of possible matching records in eitherWhen you enter a value in the match field of the master file,

the master file or related file by entering all possible matching valuesFileMakerPro uses the relationship to access the first record in the
in the match field (sometimes calledhalti-key fieldor complex key related file whose match field contains a matching value. Next, it
field). Suppose you want to display all the sales contracts obtained copies the value from the lookup source field in that related record
by each employee, including those obtained by teams of employeesinto the lookup destination field in the master file record, where the
in a portal in the master file. To do this, in the match field of the  value is stored. Data that's copied into the master file doesn’t change
related file, enter the name of each employee who worked on the when the value in the related file changes, unless the data in the
contract that's entered in the Contract Name field in the same recordmatch field in the master file changes. In that case, FileMaker Pro
Place each name on a separate line in the match field, and end eagberforms the lookup again.

line with a carriage return. When the match field in a record of the

master file contains any of those names, the associated contract Related fil ‘ :

displays in the portal of that record. (When you design a multi-key clatedfile | ClientID

field to hold identification numbers, remember that each FileMaker Masterfile o ‘ Client ID ;

Pro file has a limit of 64,000 characters in text fields.) el Relationship 1" ent Ip %
, . . _ . 49

= Matchfields can contain non-alphanumeric characters. To do so, | Name  Smith | & = = = == —- Name Smith %

chooseFile menu> Define Fields. Select the match field in the list, Phone

click Options, then click theStorage tab. ForDefault language for ey NewYork |

indexing and sorting text, ChooSeASCII. Lookup destination field LtI)okup source field

= A matchfield used for a relational database can be a lookup
destination field, as long as the lookup isn't based on a relationship After data is copied into the lookup destination field, you can edit,
that involves the match field. (For an example of this use of a matchreplace, or delete it like any other data (because the lookup value
field, see Accessing related data from a third fitn pages-14.) belongs to the master file). You can also update data in the master file
to match data that changed in the related file. {Bedining
About lookups lookupg on pages-13)
You look up data by first defining a relationship between matching
data in the master file and a related file. Then you define a lookup for
a field in the master file, which copies data from a field in the related
file into a field in the master file.

Important When the same value exists in the match field in more than
one record of the related file, FileMak®ro copies the value from
only the first related record. (The first related record that's accessed
depends on whether the related records are sorted. For more
information, seéDefining relationships for relational
databaseandlookups on page8-10)

Keep these points in mind:

= Values in match fields used for lookups do not have to be equal to
match. (SeéAbout match fields for relationshipen page8-5 and
“Defining lookups between filé®n page8-13)
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= To copy data into a second field that uses the same match fields—Use lookups to:
for example, to copy a name and telephone number based on a
matching client identification number—define a lookup for the

second field, and use the same relationship as for the first field.

= Copy data from a related file (which can be the same file) and keep
it as copied, even when the data in the related file changes. For
example, use a lookup to copy the price of an item at the time of
purchase into an Invoice file. Even if the price in the related file

Related file ‘ Client I changes, the price in the Invoice file stays the same.
Master file ‘ Ciiert ID | ] = Maintain files that already contain lookups, when you don't want
Relationshi 4 to change the files to a relational database.
Client ID P > GientiD [ ] % ¢
Name “« - - - - - —- Name —Smith | | ;
er | Note A complex relational database or a complex set of lookups may
Phone 555-1234 VI —— Phone 555-1234 . .. .
- Newvork || require an administrator who understands the design and how to
maintain it. The administrator might also train others to use the
|

Lookup Lookup Lookup source Lookupsource database.

destination  destination field field for first field for

field forfirst  for second lookup second lookup

lookup lookup

Working with relational databases

Relational databases and lookups: a comparison Important Before you begin, be sure you understand the information

Whether you create a relational database or define a lookup depend® the previous sectiofiRelational databases and lookups: a
on how you plan to use the data from another file. Use the following COmMparisori

information to help you decide. . .
Planning a relational database

Use relational databases to: It's a good idea to plan a database on paper first. Use the following

= See and work with data from a related file (which can be the samegeneral steps to plan a relational database.
file) in its most up-to-date state. For example, display data in related he files in thi . ¢ | I
fields when you need the current price of an item. As data changes ir{\‘me The files in this section are for example only.

the related records, you see those changes in the master file. 1. Begin by asking questions, such as these:

" Set. up and manage dat.a efficiently and with erxibi.Iity. Instead of _ What information will the database hold?
creating many database files that together store multiple occurrences

of data, you store single occurrences of values in smaller files. You™ What database files are needed?

can then work with the data in many ways. You make changes to data What fields will each database file contain?
in only one place, which eliminates data duplication and promotes

= What common data exists among the database files?
data accuracy.

For example, for a travel agency, you might want a group of files that
holds all the information about your clients, the trips your company
offers, and invoicing data.

= Save disk space, because data is stored in only one place.
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M I nformation tojhol d?
- Database fil es]
- Fields?

o - Common dat a?

0

3. Determine the match field or fields for each file, and circle
eachone.

Each relationship uses one match field in the master file and one
match field in the related file. Match fields are also used to determine
whether a new record should be added to the file. In an efficient
database system, this field often (but not always) contains a value
unique to each record.

For example, in the Client file you might want to assign each client a
unique, identifying number. You wouldn'’t enter a client identification
number into the file unless you had a new client to add, so the existence
of a client number determines the existence of a record.

2. Determinethe database files and the data they will include, and
decide which fields will contain common data among the files. Write
the names of the files and fields on paper.

Each file has only one subject, and all fields in a file describe only
that subject. Based on a file's subject, you can see where it makes
sense to store the data and where to use data from a related file.

For example, a Route file might have fields for a route identification
number, the departure city, and the destination city. A Trip file might
have fields for a trip identification number and trip name.

b
O T
dient ID |o Route 1D S
dient Nam aigin P
g Trip Nane
S reef Desti nation
. Route I D
e} a ty 5 o
Post al Cod o Qigin
Phone Desti nation
Trip ID
() .
Trip Nane [ © o
Client file -
Route file

Tripfile

1
1
o
I D
O D o
dient Nane — (Orip TP
aigin .
Street ST Trip Nare
stinatio
o .
Post al Code o Qigin
Phone Destination
(Trip D
O .
Trip Name | O .
Clientfile p”
Route fle Trip file

4. For each filedecide which fields will store data, and which ones
will use data from other (related) files. In your plan, cross out the
duplicate fields in the master files. These fields will be related fields
in your database.

The fields in each database file should all store a single occurrence of
the subject of the database file. For example, the fields in one record
of the Client file (client identification number, name, address, and
phone number) together store all the information about one client.



|
|
o
1D
D o S
dient Nane Qiain m
Street Del gf . Trip Nane
stinatio
o Aty D
O . .
Postal Code o Otgn
Phone ~Destination
(Trip D
() .
—Frip-Nare o)
0
Clientfile -
Route file Tripfile

5. Determine theelationships between the files. Draw a line from
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Determining relationships between database files shows you where
you can use data that's stored in one file in another file.

6. Considemwho will use the database and whether you want to
restrict access to some files or fields.

For information about setting up passwords and access privileges,
seechapter9, “Protecting databases with passwords and groups

Tip When you use fields that contain identification numbers, plan the
field formats when you plan the database files. For example, client
identification numbers can be telephone numbers, serial numbers, or
a combination of a telephone number and first name.

Creating relational databases: an overview

After you've planned your relational database, use these general
instructions to create it. (For detailed instructions, see the next

each match field in the master file to the corresponding match field section,” Defining relationships for relational

in the related file.

databaseandlookups on page8-10)

What defines a relationship between database files is that their matct.. Create the database files and define the fields.
fields contain matching data.

” {Giendip

dient Nare
Street
o |Gty

Ro D
Qigin
Desti nati

(T TP

Post al Code Trip Nane
Phone D
(Trip Ia o kg
© —Frip—Nare _Destinpation
Client file =
Route file

O

Tripfile

2. Define the relationships to use.

3. Depending on whether you want to work with data from one or
more than one related record in each record in the master file, place
one or more related fields directly on the layout or in a portal on the
layout.

= For a related field by itself, place the related field directlyhen
layout.

= For a related field in a portal, create the portal on the layout, then
place the related field in the portal.

You place related fields and portals in Layout mode, then work with
data from related records in all modes.
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Important After you create the files for a relational database or a

Define Relationships for "Invoices"

lookup, be sure there are no other files with the same filenames on RiltionsHis povids sccess 1 dals i ths s 2rlsirsti)
your computer or network. To duplicate the files or create similar Yeuby [etanoce ]
filenames, duplicate each file separately (which creates a unique Depmiplon [P L e '

% Line ltems Invoice 1D = :Invoice D Line ltems

name for each copy). Store backup files on a removable disk, and
remove the disk. Use a compression or archiving utility to make the
files unavailable as FileMaker Pro files.

Defining relationships for relational
databases and lookups
You candefine arelationship for a relational database or a lookup

wherever you see the relationship list. For example, define a 3. In the dialog box that appears, double-click the name of the related
relationship when you create a file or layout, define a lookup, add afije (the file to define a relationship to)

related field, or create a portal on a layout. (For a description of the
relationship list, seWhen to create relationships between filas

page8-4.)

e | o || PeEEE | pore |

Relationships currently defined in the master file

4. In the Edit Relationship dialog box, fRelationship Name, type a
unigue name for the relationship, or keep the default that
FileMakerPro provides.

When you define a relationship, you can also define a sort order forpon't include colons (:) in the name. FileMal&o ignores any
the related fields. Do so to access and display the first related recordpaces at the end of names.
that’s in a particular sort order (such as the lowest or highest value ) . - .

b . ( . 9 )To changehe related file, cliclSpecify File, then choose a different
when you have one related field placed directly on the layout. For . . . .

. . .__filename. (Seé&Changing relationshifj®n page8-12)
example, display the most recent check-out date for a particular piece
of equipment_ Also sort related records to access and d|sp|ay 5. Select a match field for the master (Current) file in the left IiSt, and
mu|t|p|e records in a particu|ar sort order in a portaL a match field for the related file in the rlght list. Click each field name

once to select it.

To define relationships between files:

1. In the master file, choo$éle menu> Define Relationships. Or,
chooseDefine Relationships from the relationship list.

2. In the Define Relationships dialog box, cligkw.



Type a relationship name
Edit Relationship
Relationship Mame  [Froducts
2 relationship defines a set of matching related Specify File.
records for each record in the cunent file.
Match data from field in current file: With data from field in related file:
Line Items Line Items
Selecta L Selecta
i Product ID <:Product 1D -
match field o iy matchfield
inthe Unit Price “Unit Price inthe
1 Extended Price ::Extended Price .
master file Product Name “Product Name related file
™ when deleting a record in this file, ™ Allow creation of related recards
DD RS I Sortielated records — Specify..

For more information about match fields, §&dout match fields
for relationshipSon page8-5.

6. To have related records sorted, seBactrelated records. Then, in
the Specify Sort dialog box, specify sort instructions for the related
fields. (See Sorting recordson page3-8.)

Selecting this option does not affect the sort order in the related ﬁleheader you want to reorder by

7. Depending on whether you're defining a relationship for a lookup
or a relational database, do one of the following:

= |f you're defining a relationship for a lookup, cli€k, then click
Done.

= If you're defining a relationship for a relational database, you can
select additional options. When you're finished, clii&k then click
Done.

To Select

Delete matching records in the related file Whendeletingarecordinthisfile,
wheneverou delete a record in the master filelso delete related records
(See“Deleting recordson page2-5.) Related

records may not be visible on the current layout.
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To Select

Add records to the related file by entering dagdiow creation of related records
into related fields in the master file. (See
“Adding and duplicating recorden page2-4.)

If the related file is locked or write-protected, or
users don't have access privileges to create
records, records are not added to the related file.

Keep these points in mind:

= For information on creating portals and related fields, see
“Creating and formatting portals to hold related fiespage6-19.

= WhenSort related records is selected and data in a related field in a
portal changes, the portal records are re-sorted whenever the
relationship is re-established. (For example, when you browse out of
and then back into the record, or change the value in the match field.)

= You can change the order of relationships in the Define
Relationships dialog box by the relationship name, relationship,
related filename, creation order, or a custom order. Click the column
or choose fiisw by. When you
reorder by the relationship or related filename, the definitions are
subsorted by the relationship name. Each time you open the dialog
box, the definitions appear in the last order used. The default order is
the creation order.

Click column headings
to sort relationships

Define Relationships for “Invoices™

Relationships provide access to data in other files. 2 relationshipls]

Viewby: [usomoder 11— Cho0SE the way you
Relationship Mame [ Relationship [ Related File | want relatlonshlps
+ Customers Client 1D = :Client ID Clients sorted

Irvnice D = =Invoice 1D Ling Items

# Line [tems

Edi. Diplicate DEEE Dong




8-12 FileMaker Pro User’s Guide

Changing relationships

Whenyou change a relationship, your changes affect which records

are accessed in the related file and displayed in records of the mastey,

file.

When you delete or change a relationship, all records involved in thatchoose a different

relationship (in the master file and related file) are affected by your
changes.

To change relationships:

1. In the master file, choo$@le menu> Define Relationships. Or,
choose the relationship nameDefine Relationships from the
relationship list.

Specify Field Order for Export

Relationship list—FfFeodets = Fisld Drder
;l ¢ Invoice D
¢ Product ID
¢ Products:Qty

¢ Products:Unit Price

clnvaice ID

<:Product 1D

el )

=Unit Price
Eamriod

B

2. In the Define Relationships dialog box, select the relationship to
change, then select an option.

To Click

Delete the relationship Delete, click Delete in the confirmation message,
then clickDone. You should also delete all

references to the relationship in the master file.

Quickly create a
similar relationship

Duplicate. To make changes, with the duplicate
relationship selected, clididit. Then see step 3.

Change the relationship Edit, then see step 3.

3. To edit the relationship, make your changes in the Edit
Relationship dialog box, clic®K, then clickDone.

Do this

Rename a relationship For Relationship Name, type a hew name.

Click Specify File. In the dialog box, double-click the
name of the related file to use. In the Edit
Relationship dialog box, select the match fields for
the relationship.

relatedfile

Change match fields  Select a new match field in the master file, the related

file, or both.

Change other options
for the relationship

Select or clear the options you want. (SBefining
relationships for relational databasesllookups
on page3-10)

Choosing a different relationship for a portal

Important To display the data you expect in the portal, make sure all
fields use the same relationship as the portal. (A related field that
uses a different relationship displays only one occurrence of data.)

1. In Layout mode, double-click the portal.

2. In the Portal Setup dialog box, fBinow records from, choose a
relationship, then clickK.

3. If necessary, remove the existing related fields from the portal,
then place new related fields that use the new relationship in the
portal.

Summarizing data in portals

You can summarizéata that's in portal rows. The portal can contain
records from a different related file or from the same file, using a
relationship defined from and to the current files¢#-join).

1. In Layout mode, create a calculation field in the master file. (See
“Defining calculation fieldson page5-5 and“About formulas on
pagell-1.)
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2. Define a formula for the field that includes an aggregate function Do this
for the type of summary calculation you want to perform. (See
“Aggregate functiorison pagel1-7.)

Prevent null (empty) data in theSelectDon't copy contents if empty. (Clear this
lookup source field from being option to allow empty data to be copied.)
For example, for a Total field, which calculates the total of values in copied to the lookup destination

the related field Price (which is in a portal and uses the relationshipfield

Line Items), define the following formula:

Lookup for Field “Unit Price”

Sum(Line ltems::Price) Choose the
et h Frodots I— relationship to
(Matoh a new entry in “Product ID* with "Products ::Produst ID*.) use, or definea
ol y Copy from “Products ™ IF e exact match, then: new one
Defining lookups between files st alf e
. . . ook © e — Select an option
Important Before you begin, be sure you understand the information Sourc'g‘}ﬁg O emyreage for non-equgl data
in “Relational databases and lookups: a compdrisompages-7. inmatch fields
Defining lookups e =3
1. Defmg a relationship for the lookup (seBefining relationships When selected, prevents null
for relational databasesdlookups on pages-10). data from being copied

2. In the master file, choos#e menu> Define Fields.
) ) . ) 8. Click OK, click OK again, then clicloone.
3. In the Define Fields dialog box, double-click the lookup

destination field (the field in the master file to copy data to). Or
create a field, then double-click it.

4. Click theAuto-Enter tab, then seledboked-up value.

Keep these points in mind:

= Be sure the lookup source field and lookup destination field are the
same field type; otherwise, you might get unexpected results.
5. In the Lookup dialog box, choose the relationship to use from the

) e = To change a lookup, in the Auto-Enter options, be bowked-up
relationship list.

value is selected, cliclspecify, then make your changes. To stop or
6. In the list of field names, select the lookup source field (the field suspend using a lookup, cléaoked-up value in the Auto-Enter

in the related file to copy data from). options.
7. Select options for the lookup. = Whendata in the related file changes and you want the master file
. to contain the new values, you can look up the data again. For more

To Do this . . .

_ _ information, choosélelp menu> Contents and Index, click thelndex
Determ-lne what to dg when  Forlfnoexact match, then, select an option to tab, and typepdating data
values in the match fields do natopy no value, copy the next lower or next
match exactly higher value that's in the lookup source field,

or display a custom message or data. (In the
text box, enter the message or data, up to
255characters.)
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Accessing related data from a third file Using a calculation field in this way ensures that data in that field
There may b&imes when you need to access values from a field (Part Ngme.ln the Line It_ems file) changes as the value in th_e Pgrt
whose values are accessed from another file. You can't directly Name field in the Earts file changes, and prevents data duplication
access a field in a file several relationships away that's already usefOrs from occurring.
as a related field in another file. However, you can define
intermediate calculation fields to access those fields that are more
than one relationship away. 1. In the intermediate file, create a new field, and make the field a
calculation field.
Suppose you want data from a Part Name field (which is in a Parts |, the example, create a Part Name field in the Line Items file.
file) in an Invoices file. The Invoices file uses related data from a
Line Items file, and the Line Items file uses related data from the
Parts file. However, the Line Items file doesn’t use the Part Name Rel ationship nane::Related field nane
field from the Parts file. (The Invoices file uses other values from the Re]ationship names the re|ati0nship defined from the intermediate
Line Items file, and the Line Items file contains some fields that the fjle (in the example, Line Items file) to the first file (Parts file).

To access data from a third file:

2. Define a formula for the new field using the syntax:

Parts and Invoice files do not.) Related field namis the name of the field in the first file whose data
you want calculated (Part Name field in the Parts file) in the
Invoices intermediate file (Line Items file).
Customerid | | 3. Use the new calculation field as a related field in the third file.
AgentN ) .
., m?/:cte ;me % In the example, place the related field Part Name from the Line Items
orderDate [ ] file on a layout of the Invoices file.
Invoice ID Note You can also define a lookup in a field in an intermediate file
relationship Part D relationship to copy data from a field in a third file, when you want the data to
remain unchanged in the intermediate file. You can then use that
Line Iltems Parts :le:: fas E relfated field |fr: a_thirnlj filke. In thi example_, th?— L|J<;"t PLice
e [ partlD — ie |n_t e Line Items file is a lookup to the _Unlt Erlce ield in the
o Parts file. The lookup uses the Part ID relationship.
Part ID [ 4 _ UnitPrice | |
UnitPrice | 4 PartName | |
Qurty | | /

BdendedPrice [ |

R

Cz!tlculated field
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Creating many-to-many relationships After you create a join file and define the relationships for the many-

In aone-to-oneelationship, one record in the master file is related to-many correspondence, the database files look like this:

to one record in the related file. In a one-to-many relationship, one

record in the master file is related to more than one record in the Relationships ~ EMPClass (Joinfile) Relationships
related file. In FileMaker Pro, you can also createaay-to-many ‘ Employeed || Classes
relationship, in which more than one record in one database file is EmPloyees //v CassiD | <~

related to more than one record in another database file, and more Empbyeemﬁ Employeesip | M
than one record in that file is related to more than one record inthe| name | || |Classesin |- || |Title [ ]

firstfile. (In the example in the previous section, the Invoices file and | pepartment [ | Date [ ]
the Products file have a many-to-many correspondence, because a  Tite Name

particular invoice may contain many products, and a particular

product may appear on many invoices.) Calculated fields

To create a many-to-many relationship between database files, create

a separatgin file (or join table), which is related to the other two  For more information about creating many-to-many relationships
files. A join file allows common data to be shared between the two petween database files, chosiste menu> Contents and Index, click
files. theIndex tab, and typenany-to-many correspondence

Suppose you have two files, Employees and Classes. You want to
know which employees attend which training classes, and which
classes are attended by which employees. Before you create the join
file and define the relationships, the database files look like this:

Employees Classes

EmployeeD| | Classib [ ]
e | |me [
e e | B —







Chapter 9

Protecting databases with passwords and groups

When you store confidential information in your database files or
want to restrict users from modifying layouts or other database

3. In theDefine Passwords dialog box, type the password that you or
others will use to access the file.

elements, you need a security system to protect your file. This helps, pssswords can be up to 31 characters long and are not case

ensure that records, fields, layouts, or scripts aren’t inadvertently

deleted or changed.

This chapter explains how to protect your FileMdker files by setting
access privileges farasswordsandgroups You'll learn about:

= setting passwords to limit access to all aspects of a file

sensitive.

= Store your password in a safe place so you can retrieve it.

= setting groups to limit access to specific elements within a file (like

fields and layouts)

Select

= You can limit access to a file but not require users to enter a
password by leaving the password area blank.

4. Select the activities that users with this passwardperform.

To let users with this password

Access the entire file

Whenyou protect your database by preventing or limiting entry with
access privilegesisers musgnter a password in orderaccess your
database anywhere: on your computer, across a network, on the Wely o se records

or from anODBC clientapplication.

Defining passwords

Perform any task with records, layouts, and scripts.
This privilege creates a master password, and provides
access to all activities in a file.

See data in records. (This option is always enabled.)
Define groups to limit which fields end users can view.

Print records

Print one or more records.

Export records

When you define passwords for a file, you specify what data can be
accessed and what tasks can be performed. When a user opens the

file with a password, FileMaké?tro disables commands that aren’t

available for that password.

To define passwords:
1. Open the file.

2. Chooserile menu> Access Privileges > Passwords.

If you don't see théccess Privileges command under theéle menu,
you have opened the file with limited access, which changes the

Export one or more records or access FileM&ker
sharing options, which allows users to share
FileMakerPro data over a network, on the web, via
ODBC, or copy the found set.

Override data entry
warnings

Enter data that doesn’t match the validations set for a
field. (Se€'Defining field validatiori on page5-9.)

Design layouts

Create or change all layouts. Define groups to control
access to individual layouts.

Edit scripts

Create or change scripts. (Scripts can still be executed
by any user, although some script steps may be skipped
if a user has limited access).

Define value lists

menu command tBhange Password. See the database administrator

for the master password.

Create or change value lists. (To modify a value list
from Browse mode, a user must h&veate records or
Edit records access).
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Select To let users with this password Choose To

Create records Create records and enter data in them. This also enables None Disable all menu commands for the current file (except
users to modify value lists in Browse mode if the common system commands and executing scripts).

Include Edititem... option is enabled.

Edit records Change the information in (all) records. This also All three options let users switch between database windows,
enables users to modify value lists in Browse mode if perform scripts on the Script menu, click buttons on layouts, open
theInclude Edititem... option is enabled. Define groups FileMakerPro Help, change application preference options, and
to control access to specific fields or layouts. open, create, or close FileMakeno files.

Delete records Delete one or more records.

5. Choose a category for the metmmmands that users with this
password can access, then clicéate.

Deselect to limit access

[2]F13| /@Il D <fine Passwords for File "Employees”
PaSSWOrd — s psencrd || Pives Select the
ship 1 Access the entire file access
train ¥ Browse records ¥ Cieate records P
Pass_words_ \ft ™ Print records ¥ Edit records an"eges f_Of
deﬂned_m ey I Espotrecords T [lshe i users of this
the file IV Ouweride data entry warnings ] password
¥ Design lapouts
¥ Edit scripts i
¥ Define valus lists Click to
Ayaioble commands: associate
Word - passwords
-] with existing
Password : Lizete Aoess — groups
T )
[hange Groups. —
[Leave blank for no password) _I —'_ gh?k to
o efine
groups
Choose the menu commands
for users of this password
Choose To
Normal Enable all menu commands associated with the privileges you
selected in the previous step.
Editing Only Enable commands that allow only basic data entry activities.

This menu set disables finding, sorting, access to layout mode,
and other options. Available menu commands also depend on

the level of access you selected in the previous step.

6. Repeat step3 through5 for additional passwords.

7. If you wish to limit access to specific fields or layouts, click
Groups and follow the steps in the next sectitiDefining groups’

8. Click Done.

Important After you define a master password, write it down and
store it in a secure place. If you forget it, you can’t regain full access
to the file. Also, you can define more than one master password.

Keep these points in mind:

= Even if you're the only intended database user, it's often a good
idea to protect a database with a password. This helps prevent others
from accessing your data or modifying the database structure.

= Make passwords easy to remember, but not so easy that someone
can guess them. If you write down passwords, store them in a secure
place away from your computer.

= FileMaker Pro access privileges work independently of operating
system access privileges—protect your files by using FileMaier
passwords.

= You must have the appropriate access privileges to access data
from related files. For example, to add data to a related field, you
must have the privilege to edit or create records in the related file.
related files or files with external scripts use the same password,
FileMakerPro will re-use the password without prompting you.
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= You can define alank password that gives all users limited access 1,
to a file. When the file is opened, anyone can press Enter or Return -
. . . _— Change your own ChooseFile menu> Change Password. Type the old
to access the file. This option can be used to allow limited access to . , . i
] . . password if you don’t password. Type the new password, type it again to
the file yvnhom negdlng to know or enter a password. When know a master passwordonfirm it, then cliclOK.
accessing a file with a blank password on the Web, the blank
password is automatically used. This means all web users have

access to the privileges assigned to the Blank password.

Do this

Important If you are not the only user of a file, do not modify a
password until you notify other users.

File “Clients™

Defining groups

After you define passwords, defigeoups to restrict access to
specific fields and layouts. For example, if you want end users to
enter and edit data in some (but not all) of the fields, use groups to
= You can set a default password that is automatically used when thespecify which fields can be accessed.

file is open. This provides access to anyone who opens the database

file by bypassing the password dialog box. To set a default password T © define a group:

choosetdit menu> Preferences > Document. EnableTry default 1. Open the file using the master password.

password, then type a password that you already defined. Users will
have the level of access that is attached to that password. To
temporarily bypass the default password and enter a different one,
press Shift (Windows) or Option (M&S) while opening the file.

T When a blank password is defined,
users can open the file without
specifying any password.

Password |

{Leave blank for limited access)

(——

= |f you haven’t defined passwords, follow the step&Defining
passwordson paged-1, then clickGroups in theDefine Passwords
dialog box.

= You must be the only one accessing the file when defining groups.
2. Chooserile menu> Access Privileges > Groups.

Deleting or changing passwords

3. In theDefine Groups dialog box, type a name for the group, then

To Do this

ChooseFile menu > Access Privileges > Passwords.
Select the password in tBefine Passwords dialog
box, then clickDelete. In the confirmation dialog
box, clickDelete, then clickDone. When prompted,
type the master password, then cliik

Delete a password

Choose File menm Access Privileges > Passwords.
Select the password in tBefine Passwords dialog
box. Edit the password, revise the privileges, then
click Change. Click Done. When prompted, type the
master password, then cliek.

Change a password if
you know the master
password

click Create.
4, Click Access to assign privileges to groups.

To add multiple groups, specify additional group names before
clicking Access.
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Define Groups for File "Products” %]

Click to associate
passwords with

WMarketing -
Groups—| i fezess. H— @ group

defined in
the file

[ireate
Feniame:
= DElete
Type anew o Neame

groupname—F

s L Click to define or

change passwords

5. In the Access Privileges dialog box, select the group to set

additional privileges.

Master password

Access Privileges for File “"Produi:ts™

7. Set the access privilegis specific layouts and fields by clicking
the bullets next to them.

To make a field or layout Do this

Accessible (available for editing) Click the bullet next to the field or layout
until it is black (= ).

Read only (can be viewed but
not edited)

Click the bullet next to the field or layout
until it is clear (o).

Not accessible (cannot be viewed Click the bullet next to the field or layout
or edited) until it is gray (s ).

8. Click Save to save the current settings or cligvert to return the
settings to the way they were last saved.

9. Click Done to return to th®efine Groups dialog box, then click

Selected group - S‘Ll 5 .'3:1‘.:‘ A HFME" | Done again to close the dialog box.
B Vi pen |+ Ve To modify privileges for groups, return to the overview (chddee
P A menu> Access Privileges > Overview). The overview shows what
* e nsiock passwords are associated with each group, and the what fields and
layouts each group can access.
& &l &l

In the example on the next page, when the Sales group is selected in

Key—| » Accessible = Mot accessible o Read only )
the overview, you see:

& Thess links are locked urtil & group is selscted

Revet | Done

Access privileges overview for the Marketing group

= Users who enter the passwaigblane are associated with the
Sales group. This is evident because the bullet next to the password

. . is Accessible (black).
6. Assign password®r the group by clicking the bulleext to each

password. = Users in the Sales group can view, but not edit the field contents

Click the bull h fth d. A solid bl regardless of which layout they’re on. This is because all fields for
Ick the bullets, not the name of the password. A solid bullet the Sales group are sef&ad only. They cannot view any data on the

indicates that the group is using the password. A gray bullet indicatesivlargin Report or Advertising Costs layouts because the privileges are
that the password is not used by the selected group. In the exampleSet toNot accessible

above, the Marketing group uses @ae password. The master
passwordJrain, is displayed in bold text.
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= In the previous example (the Access privileges overview for the = You can associate a group with more than one password. For

Marketing group), users who enter €& password can view and
edit the records using tieoduct List, Price List, andAdvertising Cost
layouts. They can view, but not edit data onGtreent Inventory
layout and cannot view or edit records usingviaggin Report layout.
Additionally, they can’t view or edit théost andNo. in stock fields,
and can only view data in ti¥atus field, regardless of which layout

the fields are on.

=———— fccess Privileges for File “Products” S—"———

Groups Passwords Layouts
Tist

g O
oat .
irplane ® Cur
@
#

wwa e
oD
i 5

2] 2]

3

=]

» hccessible # Mot accessitle o Read only

i These links are locked until a group is selected.

[Heuert][[ Done ]][ Save ]

Access privileges overview for the Sales group

Keep these points in mind:

= Groups give database administrators a way to manage access to
specific layouts or fields. If you don’t need to restrict access to
specific layouts or fields, simplify your access privileges by using

only passwords.

= Master passwordsrovide access to the entire file.

= You can associate the same password with more than one group.

example, you can assign separate passwords for each person in an
accounting group. All users have access to the same layouts and
fields (determined by the group), but only the managers can make
changes to the file (determined by their passwords).

= Users don’t need to know about groups. They enter the password
that is associated with their group.

Tip To see the associations betwésgrouts and fields, choosée
menu> Access Privileges > Overview. You must be the only person
using the file to access the overview. For examplgufwant to

delete a field but aren’t sure which layouts will be affected, select the
field in theAccess Privileges dialog box. Layouts with solid bullets
contain the selected field.

Deleting or changing groups

To delete or change groups, you must use the master password to
open the file and be the only person using the file.

To Do this

Delete a group Chooserile menu> Access Privileges > Groups. Select
the group name, then cli€lelete. In the confirmation
dialog box, clickDelete, then clickDone.

Change password Chooserile menu> Access Privileges > Overview.
associations or access Select a group, then click the bullets next to the
privileges for a group passwords, layouts, and fields you want to change.
Click Save, thenDone.

For example, to give an accountant access to the layouts and fields
for both the Sales and Inventory groups, associate the accountant’s

password with both groups.
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Passwords and groups: a comparison

Passwords and groups are relaRakswords limit what users can do
and groups limit the layouts and fields they can see. You specify
access privileges for both passwords and groups.

= For passwords, specify access privilegeslitmt a user's

activities with the entire file (all the records, fields, layouts, etc.). For
example, one password might let users create and edit records, but
another might only let them browse records.

= Forgroups, specify privileges that lindtcess tepecific layouts

and fields. For example, you can give the Sales group access to one
set of layouts and fields and the Marketing group access to a different
set. This keeps each group’s information private within the same
database.

= Group access privileges may take precedence over password
access privileges. For example, if a password allows users to edit all
fields in all records, but a group only gives those users read-only
access to fields, they cannot edit the data in the fields, regardless of
the password privileges. However, a group cannot provide additional
access over passwords. For example, if a password only permits
users to browse records, the group cannot provide full access to a
field or layout.



Chapter 10
Creating scripts to automate tasks

FileMakerPro includes th&criptMake? featurewhich you can use For example, when you click the Letter button on the Client Entry

to automate many tasks, including switching to another layout, layout, a script displays the Letter layout. Then the script switches to
switching to another mode, and finding, sorting, and printing Preview mode angauses so you can see what the letter looks like
records. when it prints.

This chapter tells you how to use ScriptMaker to:
Buttons on a layout

= plan scripts

= define scripts

|

“Print Letter

= define buttons to perform script commands

#+ Go to Layout [“Thank You letter *]
+ Enter Preview Made [Pause]

4 Page Setup [Restore, Mo dialog]

+ Print [No dialog]

Note FileMaker Pro scripts are not available when you publish a
# Go to Layout [original layout]

database on the Web using FileMaReo Web Companion Instant oo ) + Entar Bress i 1
Web Publishing. Y 2 7|  Whenyou click the Letter

button, FileMaker Pro
performs the Print Letter script

FileMaker Pro has limited support for the ActiveX Automation
(Windows) and AppleScript (Mac OS) and Apple events external

e =
scripting protocols. el [
Pages TrAvEL
Support forActiveX Automation, Apple events, argppleScript is
documented in Help. Chooblelp menu >Contents and Index, click i R
. . Click to continue the —fiEms)
theIndex tab, and typéctiveX Automation ,Appeevents  , or script—FileMaker Pro
; prints the letter, and then
AppleSaript . returns to the Client Entry g
layoutin Browse mode 'Ll -
AbOUtSCprtS Scripts help you do a job the same way every time. They carry out
A scriptis a command #t tells FileMakePro to carry out one simple steps, like changing the printing orientation for envelopes, or

action or a sequence of actioN®u performa script to carry outits ~ complex tasks, like preparing a large mailing
actions. You can choose a script from the Scripts menu or attach a

script to a button Use scripts to combine and automate tasks like:

= switching to another layout or mode

= finding, sorting, and printing records
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= importing data from the same source The files you work with may already have scripts and buttons that
you can use. For example, the template files included with

= dialing phone numbers ) } X '
FileMakerPro have buttons that make using the file easier.

You can perform additional scripts, callgbscriptswithin a script.
Subscripts make it easy to break a complex task into small tasks. FOFo
example, you can find customers with a balance due with one Script,Perform a script from the Choose the script name from the Script menu.
and then print form letters requesting payment with another script. SCcript menu

The first script contains a command that performs the second scriptPerform a script from the ChooseScript menu >ScriptMaker. Select the script

Do this

(the subscript)lf a subscript is in a different file, it's called an Define Scripts dialog box name, and then clickerform.

external script. Perform a script using a Type the keyboard shortcut that's listed next to the
) ) keyboard shortcut script in the Script menu. (Sékisting scripts in

With FileMakerPro, you can: the Scripts mention pagel0-11)

= define a script thgtauses to let you do unscripted tasks, like Perform a script from a  Switch to a layout that contains a button for the

entering data. When you resume the script, FileMBkemperforms button script. In Browse or Find mode, click the button.

the remaining script commands. Perform a script when  In the Document Preferences dialog box, set the

= save settings, like find requests and sort orders, in a script. opening or closing a option to perform a startup or shutdown script. See

FileMakerPro file “Setting document preferengesn pageA-5.

= print the commands and settings that make up a script. (See
chapter4, “Previewing and printing informatighfor additional

Continuea script after it  Click Continue in the status area, or press Enter or

information on printing from FileMaker Pro.) pauses Return. If you switch I.ayoms Wh”? ascriptis -
paused and then continue the script, the remaining

= define passwords that prevent other users from defining or script steps occur in the new layout.

changing scripts. (Sé®efining passwords on paged-1.) Stop apaused script Click Cancel in the status area, switch to another

= perform astartup scripta script that runs when you open a mode, close the active window, or quit

FileMakerPro file. For example, a startup script can switch to a data FileMakerPro.

entry layout whenever you open a customer order database. Stop a script (except wherPress Esc (Windows) or Command-+Period

FileMakerPro can also performshutdown scripevery time you it is paused) (Mac OS), hide or close the active window, or exit

close a file. (SetSetting document preferencesn pageA-5.) out of FileMakerPro. If the script contains a Close
or Toggle Window step that hides the active

= send Internet mail using a separate email client (this requires an window, FileMakerPro stops the current script and

email account). returns to the script that called it (if there is one).

= launch Web browser software and have it display a specified URL
(Web address—this requires an account with an Internet service Note You can’t stop a script that contains the Allow User Abort
provider) [Off] step.

For a description of the various types of scripts you can perform, see
“About ScriptMaker stepgson pagel0-6.
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Creating SCfiptS.' an OVE‘ﬂ/ieW = Which fields and layouts will the script need? Some steps require

. . _ _ afield to be on the current layout (like Go to Field, Insert Text, Insert
Whether your FileMakefPro scripts are simple or complex, you will  cajculated Result, and Replace), while others, such as Set Field,

find that it is easier to create them if you: don’t. Use Go to Layout to switch to a layout that has the fields your
= plan the scripbefore you defineti script requires.

= perform @rtainoperationslike Find requests and Sort order, = Should the script switch among modes? For example, use Enter
before you open ScriptMakehus making it easier to store the Browse Mode before modifying data in fields and records, and use
parameters for these requests. Sering settings before creatinga  Enter Find Mode before setting up a find request or finding data.
script’ on pagel0-4 for more information. = Should the script work on all records in the database, the current

) o found set, or a specific set of records? What if no records are found?
Once you have a clear idea of how your script will be constructed andyse one of the find or omit steps to set up the correct records.

have stored any necessary settings, you are ready to define the script. . .
= Which record should the script start with? For example, when

Planning scripts using the Loop step, decide whether the loop starts at the first or last
record, a specific record, or the current record in a found set. Use

Just as you wouldn’t attempt to write a report without an outline, you Go to Record/Request/Page to select a starting record.

shouldn’t attempt to write a script without some forethought and

planning. Consider these points before defining a script: = How should the script advance through multiple fields and

. S records? Use navigation steps to move through a found set.
= What do you want to accomplish? Can you separate the job into

smaller tasks? If so, define a subscript for each small task, and ther? Should the records be sorted before the script processes them? If
define a script that performs the subscripts. It's usually easier to ~ YOU Use the Loop step, use Sort or Unsort before the loop to order
design and test several small subscripts than one complex script. Thi¥our records properly.

modular approach also lets you reuse your subscripts in other scripts When should the script finish? After all records have been

= Is all the data you need in one file, or will the script operate on processed? After a specified condition has been met? Use the If step
more than one file? If you're using multiple files, which ones should t© perform a task when the script reaches a specified condition.

the script open? Where should you define the script? = How will you document your script design? Use the Comment step
= How will users perform the script? (Stdsing buttons with to make your scripts readable and understandable. This is especially
scripts” on pagel0-12) important if others will be maintaining a database that you create.

= Will the script contain steps farintsetup (Windows), page setup ™ How will you testyour script? Use the Pause/Resume Script step
(Mac OS), printing, importing, finding, sorting, or exporting? If so, 0 pause at specific points in your script. For example, if you are
what settings should you store before defining the script? (See testing a script with a Loop step, placing a Pause/Resume Script step

“Storing settings before creating a sctiph pagel0-4.) in the middle of the loop may allow you to see if your loop is working
as intended. You can remove the Pause/Resume script step when

your script is working properly.
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Tip Save a clone (or copy) of your database, and then define and teseep these points in mind:

your script in it to preserve the original data. After testing the script
import data from the original file into the clgre use the Import
Script feature to import this script into your database" Begorting
scripts on pagel0-11, for more information on this feature.

Storing settings before creating a script

When you define a script, FileMakero saves the current settings
for importing, exporting, finding, sorting, and print setup (Windows)
or page setup MaDS). When these script steps are placed in your

script, FileMakePro can restore settings for these actions when you

perform the script.

To store settings for a script, specify them before adding Print or
Page Setup, Print, Import Records, Perform Find, Sort, or Export
Records steps toszript.

To specify Do this

Print setup (Windows) Chooseile menu> Print Setup or Page Setup. Select the
Page setup (Ma@S) settings you want, then cli€¥. Se€‘Preparing to
print,” on page4-2.

Import order Import records using the field order you want to store.
See"Importing data into FileMaker Pyoon

pagel2-2.

Find requests In Find mode, create the find requests. You don’t have
to click Find to perform the requests. S&ending

records’ on page3-1.

Sort order In Browse mode, choo$art from the Mode menu,
and then choose the fields you want to sort by and the
sort order. Clickbone. You don't have to actually

perform the sort. Se&Sorting record$ on page3-8.

Export order Export records using the field order you wangtire.
See"Exporting data from FileMaker Pfoon

pagel26.

' m To use the settings when you perform the script, seleBetime
option for the PrinBetup (Windows) oPage SetufMacOS),
Import Records, Perform Find, Sort, or Export Records steps.

= A script can store only one of each type of setting, for example, one
set of find requests and one sort order. If you need more than one,
define a subscript that stores different settings.

= To see the settings you stored with a script, print the script
definition. You can print the definition for a single script or all scripts
by clicking thePrint button in the Define Scripts dialog box.

= You can enter settings when you perform a script instead of using
stored settings by specifying that FileMalkeo display a dialog
when the script step is executed.

For example, if you add a Sort step and desele@ettere sort order
andPerform without dialog options, the Sort dialog box appears when
you perform the scripgnd displays the last sort used in the file.
you selecRestore sort order and deselederform without dialog, the
dialog box displays default settings that the user can perform or
modify.

Defining scripts

Define scripts in ScriptMaker by choosing steps and arranging them in
the order you want FileMak@&ro to perform them. If you'resing a
subscript, define it first, and then define the script that calls (uses) it.

1. If you're defining a scripthat uses Print Setup (Windows) or Page
Setup (Mad)S),Import,Export,Find, orSat, first store the settings
for the script

2. ChooseScripts menu >ScriptMaker.

3. In the Define Scripts dialog box, tyfiee name of the new script,
then clickCreate.

4. In the Script Definition dialog box, choosteps foithe script.



The options in this dialog box are described in more detail in the
following sections.

Scripts defined in the file

Define|Scripts for “Clients.fp5”
SCripts with—| % List by Category. -
t [ _Perf
checkmarks | [ 2 vstov ares
appear inthe . rn
Scriptmenu | & 3t s
# Labels
L Pt ||
# art Mailing
Drag the double — g+ #rmtveme
arrow to reorder § Frint Reoord
the script in the © Lt by duert
Script menu o e
# Paste Letter
[~] Delete
Type the name Script Name 4 Include in Menu
of a new script —{raste Letter || pone_J
|
) - ) i I )
Select to include the selected script in the Scriptmenu  Click to add a new script

FileMakerPro includes default steps when you create a script. You

can change or delete these steps.

To

Do this

Add steps

Select one or more steps from the list of available
steps, and then clidldove. Select options for the step,
if they're available.

Deletesteps

Selectone or moreteps in the script, and then click
Clear or press the Delete key

Delete all steps

Click Clear All

Duplicatesteps

Selectone or moreteps in the script, and then click
Duplicate.

Change step options

Select a step in the script, and then change the options.

Change step order

Drag the double arrow to move a step.

To
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Do this

Add a subscript

SelectPerform Script in the Available Steps list, and
then clickMove. Select thé&erform sub-scripts option

and then choose the subscript from the pop-up menu.
ChooseExternal Script if the subscript is in a different

file.

Add a pause ithe
script

SelectPause/Resume Scriptin the Available Steps list,
click Move, and then specify the options. Or add a step
with the Pause option and set the option.

Choose steps from this list

Display steps
|

by category

Steps in the script
|

=———— script Definition for “Listby Area” ————

o

V\elv all by category

“List by Ares”

Control

Perform Soript

Pause /Resume Soript

Exit Soript

Halt Soript

If

Else

End If

Loop

Exit Loop If

End Loop

Allow User Abort

Set Error Capture
Havigation

Go to Layout

Go to Record/Request /Page

Go to Related Resord

Go to Portal Row

Go to Field

Tl

# Enter Browse Mode []
# Do to Layout [original layout]
# Page Setup [Restore, Ho dialog]
# Show All Records
# Sort [Restore, No dialog]

Frint []

 Options

[ Restore sort order |

[ Ferform without dialog |

Clear All ” Clear ”Duplil:ate] [ Cancel ] 0K )/
Z
5. Click OK.

Options for a
step appear
inside brackets

Drag the double
arrowtoreorder
the step

Set options for
the selected
step

6. To list the scripin the Script menu, selekiclude in menu in the
Define Scripts dialog box.

7. Click Done.
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About ScriptMaker steps Control script steps

A st.epis a FileMakelPro command that you use ip ascript. Steps are | ;<o this step To
similar to the commands you access through FileMBkemenus.
For example, you can create a record by chodsémgRecord from

the Records menu, or you can perform a script that contains the Newause/Resume Script  Pause a script, or resume a paused script

Perform Script Perform another script

Record/Request step. Exit Script Exit the current script
Keep these points in mind: Halt Script Stop performing all scripts
= Many stepfiave options that you specify when you define a script. i Perform steps if a calculation is True (not zero)
For example, you can specify a field name in the Go to Field step. Else Perform another set of steps if a calculation is False
FileMakerPro Help contains detailed information about steps and (zero)
options. End If Mark the end of an If statement
= Some steps, like Paste and Insert Text, can only be performed inLoop Repeatedlyerform a set of steps
certain modes or when a specified field is on the current layout. Exit Loop If Exit a loop if a calculation is True (not zero)
= Some steps can display a dialog box when you perform a script. gnq Loop Mark the end of a loop
For example, a script with the Sort step can display the Sort dialog - -
Allow User Abort Allow or prevent users from stopping a script
box so you can enter a sort order.
Set Error Capture Allow or prevent erromessages from displaying.

= To specify a related field in a step, choose a relationship from the Use this step to change the way FileMaRes
relationship list at the top of the Specify Field dialog box. Then select handles error messages.
a related field.

= You canuse status functions in steps to monitor the state of your ) ) )

database. For example, a script can check whether a file is sorted. oN@VIgation script steps
it can display a customized message that tells users what to do when

a found set is empty. Use this step To

For a list of status functions and some examples of their usage, see>° ©© Layout View the specified layout

chapter 11 and FileMaké&ro Help. Go to Record/Request/Pag®love to a record in the found set in Browse
mode, a find request in Find mode, or a page in
Preview mode

= For information about using script steps with OLE objects, see
FileMaker Pro Help. Choos¢elp menu >Contents and Index, click

the Index tab, and typ©OLE objects,scripﬁng Go to Related Record Move to the current related record in a related file
Go to Portal Row Move to a portal row
Go to Field Move to a field on the current layout

Go to Next Field Move to the next field on the current layout




Use this step

To

Use this step

To
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Go to Previous Field Move to the previous field on the current layout Paste Paste the contents of the Clipboard into a field

Enter Browse Mode Switch to Browse mode Clear Delete the contents of a field without copying the contents to
Enter Find Mode Switch to Find mode the Clipboard

Enter Preview Mode Switch to Preview mode Select All Select the entire contents of a field

Sort, find, and print script steps Fields script steps

Use this step

To

Sort

Order records in the found set

Unsort

Restore records to the order in which they were
created

Show All Records

Show all records in the file

Show Omitted Show records that aren't in the found set
Omit Record Leave the current record out of the found set
Omit Multiple Leave a number of records, starting from the current

record, out of the found set

Perform Find

Find records that match the current find request(s)

Modify Last Find

Change the last find request(s)

Print SetugWindows)
Page Setup (Ma©S)

Set Print Setup (Windows)or Page Setup (10&)
options for printing, like horizontal or vertical
orientation

Print

Print information from the current file

Editing script steps

Use thisstep To

Undo Undo the last action
Cut Delete the contents of a field and put them in the Clipboard
Copy Copy the contents of a field, or a page in Preview mode,

to the Clipboard

Use this step

To

Set Field Replace the contents of a field with the result of a
calculation. The field doesn't have to appear on the
current layout.

Insert Text Insert a text string into a field

Insert Calculated
Result

Insert the results of a calculation into another field on the
current layout

Insert from Index

Insert a value from the index into a field

Insert from Last
Record

Insert data from a field in the last active record into the
same field in the current record or find request. (The last
record to contain an insertion point in a field isabgve
record)

Insert Current Date

Insert the current system date into a field

Insert Current Time

Insert the current system time into a field

Insert Current User
Name

Insert the name of the current user into a field. (The user
name is specified in the application’s general
preferences.)

Insert Picture

Insert a picture into a container field. (To insert the
picture thecontainer fieldmust be activevhen the step
is executed.)

Insert QuickTime
(Windowsg

Insert Movie
(MacOS)

Insert a QuickTime movie into a container field. (To
insert the movie theontainer fieldnust be activevhen
the step is executed.)
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Use this step To

Insert Object Insert arembedded or linked object into a container
(Windows) field

Update Link Update an OLE link in a container field

(Windows)

Records script steps

Use this step To

New Record/Request Add a record or find request

Duplicate Record/Request Duplicate a record or find request

Delete Record/Request Permanently delete the current record or find

Windows script steps

Use this step

To

Freeze Window

Stop updating the window (hide actions from users)

Refresh Window

Redraw the screen, or resume updating after Freeze
Window

Scroll Window

Scroll the window up, down, or to the current
selection

Toggle Window

Hide (Mac OS)or change the size of the window

Toggle Status Area

Show, hide, or lock the status area

Toggle Text Ruler

Show or hide the text ruler

Set Zoom Level

Reduce, enlarge, or lock the contents of a window

request View As View records individually, in a list, or as a table
Delete Portal Row Permanently delete the current portal row. Use

Go to Portal Rowto specify which is the current . .

row. Files script steps
Revert Record/Request Return the current record or find request to the .

. . Use this step To

way it was before you added or changed its data
Exit Record/Request Exit the current record or find request to update New Create afile

the field data and make no field active Open Open a file. Subsequent steps operate in the file that
Copy Record Copy the contents of the current record to the contains the script, not the file just opened.

Clipboard Close Close a file
Copy All Records Copy the contents of the found set to the Change Password Modify the passwordutilized by the current user

Clipboard Set Multi-User Set retwork accesfor the current file to @, On
Delete All Records Permanently delete all records in the current (Hidden), or Off

found set Set Use System Use date, time, and number formats saved with the
Replace Change the contents of a field in all records in Formats current file, or use the system formats

the found set

Relookup Update a lookup value in records in the found set
Import Records Bring data from another file into the current file
Export Records Save data in a format you can open in another

application

Save a Copy as

Save a copy of the current file

Recover

Recover a file




Spelling script steps

Use this step

To
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Miscellaneous script steps

Use this step

To

Check Selection

Check the spelling ahe current text selection

Show Message

Display an alert message

Check Record Check the spelling of text in the current record Beep Play the system beep sound
Check Found Set Check the spelling of all fields in all records in the Speak Speak a text string of field contents.
found set (Mac OS)
Correct Word Display Spelling dialog box so you can correct a Dial Phone Dial phone numbers
misspelled word. Spell check as you type (in the
Spelling area of the Document preferences) mustbe ~ OP&1 URL Open a URL
on. Serd Mail Send email with the To, Cc, Subject, and Message

Spelling Options

Display the Spelling Options dialog box

Select Dictionaries

Display the Select Dictionaries dialog box

Edit User Dictionary Display the Edit User Dictionary dialog box

Open Menu Item script steps

Use this step

To

Open Application
Preferences

Display the Application Preferences dialog box

Open Document
Preferences

Display the Document Preferences dialog box

Open Define Fields

Display the Define Fields dialog box

Open Define
Relationships

Display the Define Relationships dialog box

fields as specified in script step options

Send DDE Execute
(Windows)

Send a Dynamic Data Exahge (DDE) command to
another application

Send Message
(Windows)

Start an application, or open or print a document in
another application

Send Aople Event

Send an Apple Event (AE) command to another

(MacOS) application

PerformAppleScript Perform an AppleScript

(MacOS)

Comment Add notes to a script to describe a step

Flush Cache to Disk

Save the FileMakédpro internal cache to disk

Exit Application
(Windows)

Quit Application
(MacOS)

Close all files and exit FileMakétro

Open Define Value
Lists

Display the Define Value Lists dialog box

Open Help

Display the FileMaker Pro Help system contents
window

Open ScriptMaker

Display the Define Scripts dialog box. FileMak&o
stops performing a script after this step.

Open Sharing

Display the File Sharing dialog box
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Changing SCfiptS Note If you're changing a script that was created with FileMdker

for Windows, steps that work only in Windows are displayed in italics.
1. ChooseScripts menu> ScriptMaker. If you're changing a script that was created with FileMa&kerfor the
2. In the DefineScriptsdialogbox, select a script name. Mac OS, steps that work only on a Mag—-based computer are

displayed in italics. Options that are displayed in italics may only be

3. In the Script Definition dialog box, change the script stapd, X
changed on the platform on which they were created.

then clickOK.

To Do this . . . . .

Add steps Select the steps in the Available Steps list, and then click Dup Ilcatlng ! renamlng ’ or deletlng Scrlp ts
Move. Select options for the step, if they're available. To Do this

Deletesteps Selecbne or moretepsin the script, and then clicitear

Quickly create a similar scrijtr Select the script or scripts andcgl

or press th®elete key scripts Duplicate.

Change step optionsSelect a step in the script, and then change the options. Change the name of the script _Edit the name in the Script Name box,

Change the order of Drag the double arrow to move a step. and then clickkename.
steps

Add the script to the Script menu Selectnclude in menu.

. . . Remove the script from the ScriptsDeselecinclude in menu.
If your script contains steps that allow you to store FileM&ker menu

settings, like Page or Print Setup, Import Order, Find Requests, Sort
Order, and Export Order, you will see the Script Settings dialog box.
Specify whether to keep the settings you have previously stored for
these steps or replace them with the settings that were in use prior t
opening the script. ClicRK after you have made your changes.

Click Done to finish or click Edit to change the steps in the script.

(beleting scripts
1. ChooseScripts menu> ScriptMaker.

FileMakerpro——————— 2. In the Define Scripts dialog box, select the nggyef the scripbor
ThE,“:m‘]IWim] information is needed to perform this SCrlptS then ClleDeIete_
script. You can:
= Keep the information already saved for this script 3 C“Ck Delete agaln, then C|ICDOH€
= Replace it with the information currently in use
Dimmed options aren’t available
RIS OLoD g in the current script : .
Import Order: ) Keep ) Replace — p Important When you delete a script, change scripts and buttons that
Find Requests: () Keep (O Replace Selectan option to keep or f t th d | t d . t
Sort Order: () Keep @ Replace —— refer to e deleted script.
EpmaEHs D @k replace all occurrences of that P
setting type (for example, all sort

orders) stored with the script



Importing scripts

FileMakerPro allows you to import scripts from other
FileMakerPro databases.

Many scripts reference fields (local and related), layouts, records,

and other scripts (local and in external files). In addition, some script
steps, such as Set Field, Insert Calculated Result, Replace, etc., m

have field references embedded in calculations. While these
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= When importing a script that references a relationship,
FileMakerPro assumes that

= the names of the relationships are the same
= the keys of the relationships are the same
= the base fielsf names, types and kegge the same

If all of these conditions are not mtete unmatched items will have
e word<unknown>appended to themvithin the script.

references may be valid in the original file, it is possible that they will ® When importing script steps that contain calculations (for

be invalid in the file into which they are being imported.

example, If, Set Field, and Insert Calculated Result), FileMRik®r
matches field name and field type. If a match is not found, the word

To minimize the loss of information, FileMaker Pro attempts to map <unknown> will appear in place of the missing field

field, relationships, scripts, and layout references based on their
namesFields, relationships, scripts and layouts that cannot be
mapped are marked as unknown, and #thbe edited and corrected
before the script is performed.

When you import a script, you might need to edit the script to make

sure that all references are valid and appear as intended. Always
review your imported script prior to performing it for the first time.

To import a script

1. Open the file into which the script will be imported.

2. ChooseScripts menu> ScriptMaker.

3. Click thelmport button.

4. Open the file that contains the script(s) you want to import.

5. In the Import Scripts dialog box, place a check mark next to the
script(s) you want to import.

6. Click OK, then clickOK again.

Keep these points in mind:

= During script import, the match for fiethd layout names icase
sensitive. If no match can be found, the wantknown> will appear
in place of the missing fieldnd/or layout ame.

= [nformation stored in scripts (for example, Find requests, Sort
order, Import field order, and Export field order) will attempt to be
mapped to original fields using the above rules. If no original
matching field can be found, the unmapped fields will be replaced
with the word<unknown>.

= When importing scripts that contain the Perform Script step, the
link between scripts will be retained only if the linked scripts are
imported at the same time. If a script with the same name is already
present in the target file, no attempt will be made to link between the
two scripts. If the Perform Script step references an external script,
the imported script will also reference the external script.

Listing scripts in the Scripts menu

FileMakerPro listsscripts in the Script menu and assigns keyboard
shortcuts, like Ctrl+1 (Windows) or Command+1 (M28), to the
first ten scripts.

To change the order of scripts in the Scripts menu:
1. ChooseScripts menu> ScriptMaker.

2. In the Define Scripts dialog box, drag the double arrow to the left
of the script name to a new position.
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3. To add or delete a script from the menu, select the script, then

Defining buttons
select or deseledtclude in menu.

Use the following steps to create a button labeled with text.
Scripts with checkmarks will appear in the Scripts menu.

4. Click Done. Note To createanother type of button (for example, a circle with a

graphic), see FileMakétro Help.

1. If you're defining a button that performs an entire script, create the
script.

Using buttons with scripts

A buttonis an object on a layout that you can click to perform one

See"Defining scripts’ on pagel04.
script step or an entire script. g pts pag

2. In Layout mode, choose a layout, then click the button tool.

Buttons
5] Clients El% B Button tool Button border
Elind Eviry | | | | L | | | = [a] Clients EE
m nE”. New | Delete Form List Reports Letter [Client Entr: =
F"J EveERY WHERE CI E = N . | New | Delete | Form | List | Reports Letter ||
TRAaves ient Entry i Ercrriere .
Reaords A 7eua Client Entry
L’ » 1 Layouts
Inzorte: Client ID !
\L\jﬂary" ] \I!-Sm\t: ] Lp.
[123 Eim St ] ] ;ﬁtrﬂ I LLisntnNiT I Im-.: !
\Mduss' ] A:ﬁrjsil.l I
Address2 'A—ddl’eﬁ 1
\I\!ew‘(olk ] [UsA Addressz
City State  Country [ ] [T T —
[ City State Country
[ | Specify Button hd
190 S In Browse or Find mode , clicking on the. l’ 4 ]
selected set of ob jects will o 100 .‘@% Layout [« Jurf >z
Do Mothing - B I
Control B ) If tools don’t appear on the layout,
e o oty (e g ‘_\L’V?te”gog clickthe click the statigrea control g
Exit Soript [Pauss =) curvent Soript etter button,
e FileMaker Pro
Else 1 . .
ot e [’gggr”;‘sritgf Print 3. Drag the crosshair pointer on the layout to draw the button.
Exit Loop IT @) Rectangulsr button . . . .
o e 0 Rt mton 4. In the Specify Button dialog box, select a step, set step options (if
Set Error Capture . .
Mot oot they’re available)select a button stylend then clickOK.
o to Record/Request /Page
Go to Related Record “ .
oo i See"About ScriptMaker stepson pagel0-6.

|
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=—— gaiyBuittin————————— To Do this in Layout mode
In Browse or Find mods, clicking on the " " " "
ATl  options Change the See" Setting color, pattern, line width, amiject dfects”
Allow User dbort -
"5?(_&,:_, Capture [ [ Perform without dialog appearance Of a on page7-14
[ TV - Setoptions button
i to Rolated Resord for the step
bl Change a button See*“Formatting text on page7-12.
e Mol
E":” :md MDd?M ) gzect:m:u;a:.huum Select a .
Sori/FimadPrint s button style Copy a button When you copy a button, you copy the object and the
—— Sort ] .
?slteecg b button definition. If you copy a button from another file,
Show fimitizs change the button definition if fields, layouts, or scripts
S = / don’t match. Se&Copying, duplicating, and deleting

objects” on pages-13.

5. At the insertion point, type a label for the button, and then press Change a button Double-click the button. In the Specify Button dialog box,
Enter on the numeric keypad. definition select a step and options, then cliék

6. Switch to Browse or Find mode to use the button Delete a button  Select the button, then press Delete or Backspace.

Keep these points in mind:

Example of a ScriptMaker script
= To show borders arouralittons in Layout mode, choose

View menu> Show > Buttons. Se€" Setting color, pattern, line width, ghe LOHOW'F%SC”pt shows o:e way t? f'n? C:)”T'}:F?;e recordzlrllyc()jur
andobject dfects” on page7-14. atabase. It demonstrates the use of a global field, a stored Fin

Request, a stored Sort order, and the If and Loop script steps.
= To set buttons so they don't print, Séeeping objects from

printing,” on pager-25. Finding duplicate records
= FileMakerPro doesn't store settings (like find requests) with a  |n this examplea travel agency uses a registration database to track

button, but you can define a script that stores the settings and then clients who sign up for a cruise seminar. The database contains
define a button to perform it. Se8toring settings before creatinga  duplicate records because some clients called the travel agency to

script” on pagel0-4. sign up and also mailed in a registration form for the same seminar.
Copying, changing, or deleting buttons The following sections explain how to set up a database and define a
script to find duplicate records.
To Do this in Layout mode
Selecta button  Use the selection tool. Sgelecting objects on Note For this example, you should understand global fields and
page6-12. know how to define fields. Sé®efining global fields’ on page5-8.

Move a button Using the selection tool, drag the button. Séeving

) 1. Create a unique value for each record.
objects on a layoyton pages-14.
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The Seminar file contains records of clients who register for a 5. Define the script.

seminar. Each client has a unique identification code, the Client ID |, ScriptMaker, define the Find Duplicates script.
field, which is a concatenation of the clients’ last name and phone

number. Some records contain the same identification number—

these are the duplicate records you want to find. i Buplates

# Show All Records Py

# Sort [Restore, No dialog]

Tip If your database doesn’t have a unique identification field, define § R e
a calculation field to create one from existing fields. For example, o Doy el Tt
combine first name, last name, and birthday to create a unique

identification for each client.

+ 5o to Record/Request/Page [Exit after Last, Next]
4 If ["Global = Client ID*]

+ SetFiekd ["Mark®, TR 7]

+  Eke

4 SetFiekd ["Global®, "Client ID*]

+

+

End Loap

2. Add two fields. #+ Perform Find [Restore] |
C1im § IC

Define these fields in the Seminar file:

= Atext field, calledMark . When the script finds a duplicate record, When you perform the Find Duplicates script:

it places an x in this field to mark the record. 1. It finds all records, and then sorts them by the ClientID field so

= A global field, calledGlobal , to store the unique identification that records with the same ClientID are grouped together.

Wh'le ComPa“”g records. Global should be the same data type as th%. Starting with the first record, the script copies the value from the
Client ID field. ClientiD field into the Global field.

3. Display the Mark field.

Create a layout that displays the Mark field, or add the field to an Records
existing layout. You'll use this layout to store Find settings in the Mark
. Record 4

following step. [ ]
4. Store settings Record3 % Global

’ gs. Record 2 Mark Global
Store Sort and Find settings for the script. Record 1 vak || faaa

Global
ClientID  Mark I:l aaa
To store this setting Do this |:|
Global
Sort In Browse mode, choosiert from the Mode menu. aaa
If fields appear in the Sort Order list, cli€lear All.

Click ClientID, chooseAscending order, click Move,

and then cliclOone. . .
3. The script goes to the next record and compares the value in

Find Choose a layout that displays the Mark field. In Find ClientID with the value in Global.
mode, type x into the Mark field, and then switch to ) ) )
Browse mode. (You don't have to perform the find = If the values match, the record is a duplicate and the script puts an

request.) X in the Mark field.
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Record 5
Mark
Record 4 |:|
Mark
Record 3 l:l Global
Record 1 Record 2 Mark Global
ClientID  Mark ClientID  Mark l:l aaa
] _|vaaa | lobal
Global | -~ Global | 222

= [f the values don’t match, FileMakBro copies the ClientID value
into Global. It doesn’t change the Mark field.

4. The script repeats st&until it reaches the last record in the file.

Record 5
Mark
Record 4 l:l
Mark
Record 3 l:l Global
Record 1 Record 2 Mark Global
ClientID  Mark ClientID  Mark l:l bbb
[ 1] _ bbb lobal
Global | -~ Global bbb |

5. The script finds all records with an x in the Mark field, and then
displays the found set of duplicate records.






Chapter 11
Using formulas and functions

This chapter:

= introduces formulas and functions
To use formulas See also

= |ists the places you can use formulas and functions — — —
When defining “Defining calculation fieldson page5-5

= shows the components of formulas calculation fields

m describes operators you can use in formulas In certain script ~ Help topics for théf, ExitLoop If, Set Field,

steps Insert Calculated Result, andReplace script
steps. Chooskdelp menu> Contents and Index, click the
Index tab, and type the name of the script step.

= gives a brief description of all functions

See Help for more detail and examples for each function.

To auto-enter “Defining automatic data entrgn page5-8
calculated values

AbOUt formUIas For data validation “Defining field validatiori on page5-9

A formulais a specific operation on one or more values in the When using “Replacing data in fieldon page2-10

database. For example, suppose your file contains two number fieldsReplace with

Unit Price and Quantity, and one calculation field, Extended Price. calculated results

You want to calculate a value for Extended Price in each record, so

you define a calculation field with the formula: Formulas can include any combination of constants, field references,
Unit Price * Quantty operators, and functions. (Se&bout functions on pagell5.)

These elements are arranged in a particular ordeyntex to

produce expressions giving the result you want. The following

sections explain each formula part and its syntax.

for the Extended Price field. Then, each time you type values in Unit
Price and Quantity, the formula multiplies those values and displays
the result in Extended Price.

Important The data tpe (Text, Number, Date, Time, or Container)

Uriit Frice of fields and expressions referenced in a formula, and the result
Buantity returned, are important. For example, if a date calculation is set to
Extended Price  $59.010 return a number result, the calculation does not return a date.
You create formulas in the Specify Calculation dialog box When you mix data types in calculations, use the data type
(seé¢Defining calculation fieldson page5-5)) You can use conversion functions (TextToDate, TextToTime, TextToNum,
calculations in several areas of FileMaReo. DateToText, TimeToText, NumToText) to convert data and

expressions to the correct type. These functions are documented in
the Text, Number, Date, and Time function tables below.
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Expressions
A formula contains one or moexpressionsAn expression is a

value or any computation that produces a value. Expressions can b%me

combined to produce other expressions.

Type of expression Example

Text constant "London"

Number constant 215

Field reference TaxRate

Function Length(ShipToAddress)

Combination of expressions ((TotaH-Discount)*TaxRate)/100

Constants
A constants a fixed value that's part of the formula and doesn't

change from record to record. A constant can be text, number, date

or time, like the text value “Europe” or the numeric value 0.05. Text
constants in formulas can be up to 253 characters long.

Important When you use a constant in a formula, use the correct
format.

For this
type of
data

When you type a constant  Examples

Use the value as a parameter of Time(4,14,32)

the Time function or TeXtTOTimeTextToTime(“OZ: 47:35")
function. SeéTime function8on

pagell-7, “Text functions on

pagell-s.

Field references

A field references a field name that acts as a placeholder for the
field’s value. When FileMakePro evaluates the formula in the
current record, the value in the field represented by the field
reference is used in the calculation.

To define a formula that references a related fidhfining
calculation fields on pageb-5. The syntax i&Relationship
name:Feldname . For more information about related fields, see
chapter, “Working with related files

Note References to related fields can become invalid when you
move or rename a related file, or delete a field in that file. Also,
changing the field type or number of repetitions of a related field can
cause unexpected behavior.

For this

type of

data When you type a constant  Examples This expression Returns

Text Enclose the text in quotation ~ "Montréal" Invoice Total*0.075 75 when the value in the Invoice Total field
marks (") "514 555 1212" is 100

Number Don'tinclude thousand separators23 First Name &"" & John Jones when the value in the First Name
or currency symbols. 123456 Last Name field is John and the value in the Last Name

) field is Jones

Date Use the value as a parameter of Date(2,2,2001; - - - .

the Datevfu:ction orpTextToDate ( ) Invoices:: 7.5 when the value in the Invoice Total field is
TextToDate("04/04/ Invoice Total*0.075 100. The Invoice Total field is located in a

function. SeéDate functionson 2000")
pagell-7, “Text functions on
pagell-s.

related database.
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Operators Comparison operators

You combine expressions usingerators symbols that determine ~ Comparison operatorsompare two expressions and return either
which operation to perform on the expressions. You place operatorsirue or false. (True and False &eoleanresults) Arithmetically, a
between the expressions you want to perform the operation on.  result of true equals 1 and a result of false equals 0.

Each operator hagsaecedencenhich determines the order in which
calculations are performed in a formula containing more than one
operator. FileMakePro evaluates operators from left to right and

Operator Definition Examples

True when both items are 38=39 returnsfalse

Lo S " . equal _
performs multiplication and division before addition and subtraction. (Equal to) a 38=38 returnsirue
You can change the precedence by enclosing the expression you <> True when the items are no88<>39 returnstrue
want calculated first in parentheses. or# (MacOS) equal 38<>38 returnsfalse
. . (Not equal to)
This expression Returns
Py s > True when the value on thé&s>6 returnsfalse
4

(Greater than) left exceeds the value on 191 returnstrue
(2+3)*2 10 the right

< True when the value on theb<6 returnstrue
Mathematical operators (Lessthan) leftis less than the value 0N g«1 returnsfalse

. . . . . the right

Use the following mathematical operators with numeric expressions. 9

>= True when the value on thés>=6 returnsfalse
Operator Definition Examples or = (Mac OS) left is greater than or equaks—5 returnstrue

50 the value on the right
+ Adds two values 2+2 (Greater than or equal to
(Addition) Subtotal+Sales Tax <= True when the value on theb<=6 returnstrue
- Subtracts the second 22 or< (MacOS) leftis less than or equal t01g<=18 returnsfalse
- the value on the right
(Subtractioror ~ Value from the first, or | giceTotal-Discount (Less than or equal to) g
Negation) changes the sign to + or =
* Multiplies each value  Subtotal*Sales Tax
(Multiplication) DaysLate*.01*
LeasePayment

/ Divides the first value by Kilometers Driven/Liters
(Division) the second Inches/12
n Raises the first value to A"2+B"2 returns(A2 + B2)

(Power of, or  the power of the secondraiysh3  returns(Radius3)
Exponentiatiop Value
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Logical operators

Uselogical operatorgto include conditions in a calculation.

Operator Definition Example

AND True only when both of two ApplicationReceived=
values are true. "Y” AND FeePaid>0

OR True when either of two values iurrentBalance <=0OR
true. CreditApproved="Y"

XOR True when either, but not both, ofFeePaid>0 XOR

two values is true. The result is: FreeGift="Y"
= false whentrue AND true
= true whenfalse AND true

= false whenfalse AND
false

NOT

Changes a value within NOT IsEmpty(FieldName)
parentheses from false to true or
from true to false. The result is:

= false whenNOT true

= true whenNOT false

Text operators

Use the following text operators with text expressions. (Double
guotation marks enclose text constants.)

Symbol Definition Examples
& Appends the text string on"XXX" & "2Z2Z777" returns
(Concatenation) the right to the end of the " XXXz2zzzz"

text string on the left. Text
strings can be constants (in
quotes), field references, or
some functions.

" Marks the beginning and "Sydney, NSW" returns
the end of a text constant. Sydney, NSW

Quotation marks without
text between them indicate

FirstName &"" &
no text. If you enter text L
. ] LastName returnsJohn Smithif
into a formula without

. the fields referenced holtbhn
quotation marks,

FileMakerPro interprets andsmith

the text as a field name or"The report said

function name. To puta "Confidential™onthe
quotation mark in atext fop"  returnsThe report said
constant, precede it with "Confidential” on the top
another quotation mark.

(Text constant)
returns an empty (null) value

1 Inserts a paragraph return"M.T.N.Trek{Sporting
(Return marker in a text constant. (The  Equipment" returns
symbol must be enclosed p 1.\ Trek
within the quotation marks Sporting Equipment

of the text constant.) .
City&"|" & State returns

city and state on separate lines.
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AbOUt fUﬂCtiOﬂS For more examples showing how to use calculation formulas and
functions, see the Calculations and Scripts file in the Tips from Tech

A functionis a predefined, named formula that performs a specific - sypport folder in the Templates folder in the FileMaker Pro 5 folder.
calculation and returns a single, specific value. You type the

function, and FileMakelPro performs the calculation it represents.  Note In the United States, commas act as list separators in functions,
formulas, and calculations. In other countries, semicolons might be
used as list separators. The separator depends on the operating

Here are some examples of functions:

This function Returns system your computer uses, as well as the one used when the file was
Average (Scorel, Score2, The average of the three scores created.
Score3)

The following sections summarize thdgeMakerProfunctions by
category. For detailed information about each function, and
examples, choos¢elp menu>Contents and Index, click thelndex tab,

Round(SalesTax,2) The amount of sales tax rounded to two
decimal places

Length("John") 4 (the number of characters in the text and type the name of the function.
" Johr')
Position(Name,"Mc",1,1) The position of the first occurrence of Text functions

"Mc" in the Name field

Text functions manipulate text. Use text functions to combine,

) ) ) isolate, compare, quantify, change, or convert data of type text.
Most FileMakerPro functions use the following syntax:

Function name (parameter) The parameteaextcan be a text expression (in quotes if it is a
constant) or the name of a Text field. To use a space as a text

This part Represents .
expression, type a quote, then a space, then a qudte ("

Function name The calculation to perform.

parameter The value or expression on which the calculation is Example:RightWords(Name, 1) returnsJones when the Name
performed. Most functions require one or more parameters. A~ field holdsWilliam R. Jones.
parameter can be a constant, a field name, another function,

an expression, or a database structure or situation. Syntax Definition
O The beginning and end of the parameter. Exact(original text, canparison Comparesriginal textandcomparison text.
text) Returns "1" if they match exactly, "0"

Some functions require two or more parameters, as in this example: otherwise. Exact is case-sensitive.

. I Exact(original container, Compare®riginal containerand
( "ML, 1) comparison containefor exact match.

Returns "1" for a match, "0" for no match.

comparison container)

You can use functions by themselves or combine them with other
functions or expressions. For example, you can nest one function Left (text, number) Returns the character(s)textspecified by
within another: number counting from the left.

. L LeftWords(text, number of Returns the word(s) itextspecified by
ISEmpty(LastName), “Waming!”, “OK’ ;
i ) ) words) number of words;ounting from the left.
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Syntax Definition Syntax Definition
Length(text) Returns the number of charactersenrt. Trim (text) Returnstextwithout leading and trailing
Lower (text) Returngextas lowercase. spaces.
Middle (text, start, size) Returns charactersiaxt counting from the Upper(text) Returngextas uppercase.
position ofstart, through the number of WordCount(text) Returns the number of wordstiext.
characters isize.
MiddleWords(text, starting Returns the middle words taxt, beginning Number functions
word, number of words) with the number of thetarting wordand o
continuing through thaumber of wordso Syntax Definition
the right. Abs (number) Returns the absolute valuerafmber.
PatternCounftext, search string)Returns the number of occurrencesedrch Exp (number) Returns the value @raised to the power of

string in text.

Position(text, search string,
start, occurrence)

Returns the position of the specified
occurrenceof search stringn text from

start Returns 0 if the string doesn’t appear
as specified. Position is not case sensitive.

Proper(text)

Returns the first letter in each wordiektas

uppercase and the remainder as lowercase.

Replacgtext, start, size,
replacement text)

Replaces characterstextwith replacement
text from the position o$tartand
containing the number of charactersire.

Right (text, number)

Returns the character(s)textspecified by
number counting from the right.

RightWords(text, number of
words)

Returns the word(s) itextspecified by
number of wordsgzounting from the right.

Substitute(text, search string,
replace string)

Intext substitutes each occurrencseérch
string with replace string Substitute is case
sensitive.

TextToDate(text) Returngextas data of type Date. Typext
in the format MM/DD/YYYY.
TextToNum(text) Returnstextas data of type Number.

TextToTime(text)

Returngextas data of type Time. Typext
in the format HH:MM:SS, with or without
seconds and AM or PM.

number.

Int (number)

Returns the integer (whole) portionrmaimber.

Mod (number, divisor)

Returns the remainder afraumbeiis divided by
divisor.

NumToText(number)

Returnsnumberas data of type Text.

Random

Returns a random number between 0 and 1.

Round(number, precision)

Returnsnumberrounded to the number of
decimal places iprecision Whenprecisionis
negative, all digits right of the decimal separator
are dropped angumberis rounded to the nearest
ten for aprecisionof -1, the nearest hundred for
-2, and so on.

Sign(number) Returns —1 whenumberis negative; returns 0
whennumberis zero; returns 1 wharumberis
positive.

Sqrt(number) Returns the square rootmfimber.

Truncate(number, Returnsnumbertruncated to the number of

precision) decimal places iprecision




Date functions

Use these functions whelateis a date field holding a date, or a
calculation or expression with a date result.

Example:Year (Date Of Birth)

returnsl962 when the Date of

Birth field holds1/1/1962.

Important To avoid confusion when using dates, always use four-

digit years. For more information on how FileMaker Pro 5 handles

Year 2000 issues, see www.filemaker.com

Syntax

Definition

Date(month, day, year)Returns the calendar daterobnth, day, yeafin

digits),from January 1, 000Y.earmust be four digits.

DateToText(date) Returnsdateas data of type Text.

Day (date) Returns a number representing the day portiatats.

DayName(date) Returns the weekday namedzte.

DayofWeek(date) Returns the weekday positionadte from Sunday
(1) through Saturday (7).

DayofYear(date) Returns the number of days elapsed after January 1 of
the year indate.

Month (date) Returns a number representing the month portidatet

MonthName(date) Returns the month name based ondhegiven.

Today Returns the current date.

WeekofYear(date) Returns the number of weeks elapsed after January 1
of the year irdate counting fractions of weeks as
whole weeks.

WeekofYearFiscal Returns the number of weeks elapsed after the first

(date, starting day)

week of the year afate usingstarting day(a number
from 1-7, where 1 is Sunday) as the first day of the
week. The first week of the year is a week that
contains four or more days of that year.

Year(date)

Returns a number representing the year portioiatef.
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Note System formats affect the way dates are displayed. For
information, chooseélelp menu> Contents and Index, click thelndex
tab, and typ&ystem formats

Time functions
Syntax Definition
Hour (time) Returns the hour portion tifne

Minute (time) Returns the minutes portion tifne

Secondgtime) Returns the seconds portiontimhe

Time (hours, minutes, secondsReturnshours minutessecondgas digits) as
a time, in the current time field format

TimeToText(time) Returngime as data of type Text

Aggregate functions

Use aggregate functions to calculate statistical data for several or
many fields, field repetitions, or related records.

Aggregate functions operate @ield...) parameters. Depending on
the(field...) parameter or parameters you specify, you can aggregate
data for all non-blank values in:

= several non-repeating fields in a recfidldl, field2, field3...)

= a field in matching related records specified by
(relationship::relatedfield)whether or not these records appear in a
portal.

= all repetitions in a repeating fieldepeatingfield)

= corresponding repetitions of repeating fields in a record
(repeatingfieldl, repeatingfield2, repeatingfieldB}the result is
returned in a repeating field with at least the same number of
repetitions.

= several fields in the first matching record specifie¢rblationship
::relatedfieldl, relationship::relatedfield2,...Y.ou can name a
different relationship for each related field
(relationshipl::relatedfield x, relationship2::relatedfield y...)
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See below for examples of each of these situations.

This function Does this

Average field...)  Averages the numbers, dates, or times ir(fie&...)
parameter(s) you specify

Count(field...) Returns the number of items [t{fld...) parameter(s)
you specify], which are not empty

Max (field...) Returns the largest number or time or the latest date in
the(field...) parameter(s) you specify

Min (field...) Returns the smallest number or time or the earliest date
in the(field...) parameter(s) you specify

StDev(field...) Returns the standard deviation of the sample
represented by a series of values in(fledd...)
parameter(s) you specify

StDevP(field...) Returns the standard deviation of a population
represented by a series of values in(fledd...)
parameter(s) you specify

Sum(field...) Adds the numbers or times in tffield...) parameter(s)
you specify.

The following examples show how the Sum function works,
depending on the number of parameters, whether the calculations
involve related, repeating, or non-repeating fields, and whether
results are returned in a repeating or non-repeating field. In these
examples, the numbers in the boxes represent values in fields.

Example 1 Example 2
Field 1 1 H-Relatedfield
[ 2 |Field2 T2 |
Field 3 :
* —Portal
[ 6 | Sum(Field 1, Field 2, Field 3)
+
Sum (Relationship

name::Related field)

Example 3
1 | Repeating field

2
3
4

+

Sum (Repeating field)

Example 4

1 1 2

2 + 2 _ 4

3 3 6

4 4 8
Repeating  Repeating  Sum (Repeating field 1, Repeating field 2)
field 1 field 2
Example 5

1 |+ 4 = 5
Related Related Sum (Relationship name::Related field 1,
field 1 field 2 Relationship name::Related field 2)

Note You can use aggregate functions to summarize data in a file, as
an alternative to Summary fields. S&immarizing data in portéls
on page3-12.

Summary functions

Summary fields generate grand totals or subtotals of data from many
records. For more information, steefining summary fieldson
page5-6, and“ About layouts and repoiten page6-1.

Use the GetSummary function with a summary field when you want to:
= display subsummary valu@sBrowse mode or in a body part

= perform mathematical calculations on a summary field
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Important To generate subsummary values, you must sort the

datab by the break field Item Total Tax Rate ltemTax  Without Extend, a calculation
atabase by the break tield. includes a non-repeating value
500 > 07 ] : 35 in the result for only the first
Svnt Definiti 17.00 > 0 repetition of the calculated field
yntax efinition 82.79 » 0

GetSummarysummary field, Returns the subsummary valuesafnmary =Item Total * Tax Rate
breakfield) field for the current group of records when

records are sorted khyelak field otherwise, Item Total Tax Rate tem Tax 'USiln% Extend, a Calcutl'ation |

. returns an empty result. includes a non-repeating value

GetSummarysummary field, 5.00 35 in the result for all repetitions of
summanyfield) Returns the grand summary valuesammary 17.00 119 the calculated field

field for the current found set of records. 82.79 579

=ltem Total * Extend (Tax Rate)

Note An alternate way to summarize data with calculations is to ) ] )

create a self-join relationship. Use the break field as the match field Financial functions

on both sides of the relationship (to group related records), then use
y

. . . t Definiti
aggregate functions to summarize data within each “group.” See ntax etnition

“Summarizing data in portadlsn pages-12. FV (payment, interest Returns the future value of an investment based on
rate, periods) interest rateandpaymenftor periods.
Repeating functions NPV (payment, interest Returns net present value of a series of unequal

rate) paymentgin a repeating field) made at regular
intervals using a fixethterest rate(in a number
field) per interval. (Whempaymentontains equal
values in each repetition, use the PV function.)

Use repeating functions in calculations referencing repeating fields.

Syntax Definition

Extend(non-repeating field) Allows the value in aon-repeating fieldo be
used in a calculation involving repeating fields.
(See the example below.)

PMT (principal, interest Returns the payment needed to meet the
rate, term) requirements oprincipal, interest rate, term.

GetRepetitior(repeating Returns the contents of the repetittarmberof PV (payment, interest - Returns the present value of eqpaymentsnade

field, number) repeating field rate, periods) atregularperiods assuming a fixethterest rate
perpayment.
Last(repeating field) Returns the last valid, non-blank value in
repeating field
P 9 Note

This example shows how the Extend function ensures accurate = Termis expressed in months

results in calculations involving both repeating and non-repeating = Interest rateis a value from 0.0 to 1.0, divided by 12 (months).
fields.
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Trigonometric functions

Syntax Definition

Atan (number) Returns the trigonometric arc (inverse) tangent of
number The arc tangent is the angle, in radians,
whose tangent equaisimber.

Cos(number) Returns the cosine of the angle (in radians) of
number.
Degreegnumber) Convertsnumberfrom radians to degrees

(17180 radians).

Ln (number) Returns the base-e (natural) logarithnrmomber.

Log (number) Returns the common logarithm (base 10)whber
which is any positive value.

PI Returns the value of pitj, approximately 3.14159.

Radiangnumber) Converts degreesi(180 radians) imumberto
radians. Parameters for trigonometric functions
must be in radians—use this function to convert
values from degrees to radians within a formula.

Sin (number) Returns the sine of an angle expressed in radians.

Tan(number) Returns the tangent of the angle (in radians) in
number Tangents for values of 90 degrea&(
radians) or multiples are undefined (infinite).

Logical functions

Use logical functions to return a different result depending on the
value in a field or fields.

Example with two possible results:
ifPercent > 50, Acceptable”,Not Acceptable”)

Example with more than two possible results:

Case (Percent >90, “Excellent’, Percent > 70,
“Adequate”, “Poor”)

Syntax

Definition

Case(testl, resultl [, test2, Evaluatesest(s}o produce a result. Wheestlis

result2, default result]...)

true (a nonzero value), retunresultl, whentestl
is false, evaluatasst2 Whentest2is true, returns
result 2 and so on. When riestis true, returns an
empty (null) value, or thdefault resultyou
supply.

Choose(test, resultO [,
resultl, result2]...)

Evaluatedestto produce an index number used to
choose aesult When index is 0, returnesultQ
when index is 1, returmresultl, and so on. When
there’s no correspondirrgsult returns an empty
(null) result.

If (test, result one, result
two)

Evaluategestto return a true or false result. When
testis true (a nonzero value), retumesult one
whentestis false (0), returnesult two Testmust
return either a numeric or Boolean result. If you
have more than two possible results, consider
using the Case function.

IsEmpty(field)

Returns true (1) wheiield is empty (null);
otherwise returns false (0).

IsValid (field)

Returns false (0) whefield is missing from the

file or whenfield contains an invalid value;
otherwise returns true (1). For example, if a field
in a related file is deleted, references to that field
in the master file are invalid.

Status functions

Use status functions in ScriptMaker scripts to monitor the state of
your database. For information about scripting,chegpterl0,
“Creating scripts to automate taskSor an example script using
status functions, choostelp menu> Contents and Index, click the

Index tab, and typsetatus functions



If you use status functions in defined calculation fields, the

calculation results must be unstored. Otherwise, the calculation does

not update when the status changes.cBapters, “About storage
and indexing option$ The functions below appear in the list of

functions in the Specify Calculation dialog box when you choose

View status functions or View all by type. When you view all functions
by name, you se®tatus (status flag), which is a temporary
placeholder.

Syntax Definition

Status (CurrentAppVersion)  Returns the FileMake®ro version currently

in use.

Status (CurrentDate) Returns the current date.

Returns a number for the current error value.
Use StatugCurrentError) to check error
results when FileMake®Pro performs a

script. For a list of error numbers, choose
Help menu> Contents and Index, click the

Index tab, and typerror messages

Status (CurrentError)

Status (CurrentFieldName) Returns the name of the current field.

Status (CurrentFileName) Returns the name of the current file.

Status (CurrentFileSize) Returns the size (in bytes) of the current file.

Returns the number of records in the current
foundset.

Status (CurrentFoundCount)

Status (CurrentGroups) Returns the group (or groups) that the current
user is a member of, based on the current

password.

Returns the host name FileMal&no
registers on the network.

Status (CurrentHostName)

Status (CurrentLanguage) Returns the language currently set on the

current operating system.

Status (CurrentLayoutCount) Returns the number of layouts in the

database.

Status (CurrentLayoutName) Returns the name of the current layout.
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Syntax Definition

Status (CurrentLayoutNumber)Returns the number of the current layout
according to the order specified in Set Layout
Order. SeéWorking with, duplicating,
deleting, orenaming layoutson page6-8

Status (CurrentMessageChoicdeturns a number corresponding to the
button clicked in an alert message displayed
using the Show Message step in a script.
Returns 1 for OK, 2 for Cancel, and 3 for the
third defined button. SeeMiscellaneous
script stepson pagel0-9

Status (CurrentMode) Returns a number representing the mode
FileMakerPro is in when the function is
evaluated. Returns 0 for Browse mode, 1 for
Find mode, 2 for Previemode, or 3 if

printing is in progress.

Status (CurrentModifierKeys) Returns a number representing which
keyboard modifier keys (for example, Shift)
are being pressed by the user. For more
information, see FileMake?ro Help.

Status (CurrentMultiUserStatusiReturns 0 for a single user file, 1 for a
multiuser file if the computer is the host, or 2
for a multiuser file if the computer is a guest.

Status (CurrentNetworkChoiceReturns the name of the network protocol.

Status (CurrentPageNumber) Returns the page number currently printing
or being previewed. When no page is
printing or being previewed, returns 0.

Status (CurrentPlatform) Returns a number for the platform currently
in use. Returns 1 for Ma&@S, 2 for Windows

95/98, or -2 for Windows NT.

Status (CurrentPortalRow) Returns the number of the currently selected
row in a portal. When no portal is selected,

returns 0.
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Syntax

Definition

Syntax Definition

Status (CurrentPrinterName)

Returns the identification of the current
default printer, the driver name, and the name
of the printerport (Windows) oprinter
(MacOs.)

Status (CurrentRecordCount)

Returns the number of records in a file.

Status (CurrentRecordID)

Returns the unique ID of the current record.
For more information, see FileMakero
Help.

Status

Returns the number of times changes have

(CurrentRecordModificationCo been saved for the current record since this

unt)

record was created.

Status (CurrentRecordNumberReturns the number of the current record in

the current found set.

Status
(CurrentRepetitionNumber)

Returns the current repetition number
(counting the first repetition as 1) of the
current repeating field. When the current
field is non-repeating, returns 1.

Status (CurrentRequestCount) Returns the number of find requests defined

in the database.

Status (CurrentScreenDepth)

Returns the number of bits needed to
represent the color of a pixel on the main
computer screen.

Status (CurrentScreenHeight)

Returns the number of pixels displayed
vertically on the screen on which the current
file is open.

When the window spans more than one
screen, uses the screen that contains the
largest percentage of the FileMalkro
window.

Status (CurrentScreenWidth) Returns the number of pixels displayed
horizontally on the screen on which the
current file is open.

When the window spans more than one
screen, uses the screen that contains the
largest percentage of the FileMalro
window.

Status (CurrentScriptName)  Returns the name of the script currently
running or paused.

Status (CurrentSortStatus) Returns a number representing the current
sort status. Returns O for unsorted, 1 for
sorted, or 2 for semi-sorted.

Status (CurrentSystemVersion)Returns the system version currently in use.

Status (CurrentTime) Returns the current time.

Status (CurrentUserCount) Returns the number of users accessing the
file. Returns 1 for a single user, or 1 plus the
number of guests for multiple users using
FileMaker Pro networking. (Web and Data
Access Companion users are not counted.)

Status (CurrentUserName) Returns the identification of the current
FileMakerPro user, as specified in
Application preferences.

Design functions

Desig functions return information about the structure of any
specified database that is currently open on your computer. For
example, you could determine the names of all the layouts or fields in
an open database.

Important Parameters should be in quotes (" "), or you can specify a
field name for any parameter and return information about the item
typed in that field. In this case, do not put the fieldname parameter in
quotes.
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For examplel.ayoutNames (‘Clients”) always returns the External functions

names of the layouts in the Clients file. If you have a field naiteed Use external functions to accdseMakerPro plug-ins such as

LayoutNames(Fie)r  eturns the names of the layouts in the Clients - 0 n1aker Pro Web Companion. Plug-ins add features to
file when you typ&lents  in theFile field. FileMakerPro. For more information, sé&etting up plug-irison
ageA-4.

Syntax Definition bag

DatabaseNames Returns the names of the currently opened Enabled plug-ins that support external functions appear in the list of
databases. (Uses no parameters.) functions in the Specify Calculation dialog box (when you choose

FieldBoundgdatabase name, Returns the location and size of a specified View External functions or View all by type from the list). If there are no

layout name, field name) field. plug-ins enabled, or the ones enabled do not support external

FieldNamegdatabase name, Returns the names of fields in the database functions, you see only the generic external function definition:
layoutname) and layout you specify. Or, type two quotes Extemal (name, parameter)

names of all fields in the specified database.  FileMaker Pro Web Companion external functions

FieldRepetitiongdatabase Returns the number of repetitions and When you publish a database using FileM&er\Web Companion,
name, layout name, field namegrientation of a specified repeating field. use FileMakePro Web Companion external functions to:
FieldStyle(database name,  Returns: = check the version of the Web companion

layout name, field name) = how a specified field is formatted on a

: = capture information about visitors to your database
layout (for example, as radio buttons)

« whether a value list is associated with the field. ™ translate information in your database to HTML or HTTP

FieldType(database name,  Returns the field definition for a specified

. ) Note The following functions are only available if FileMaker Pro
field name) field.

Web Companion is installed and enabled on your computer. See
LayoutNamegdatabase name) Returns the names of layouts in a specified chapter 14 for more information about the Web Companion.

databaséile.
RelationInfo(database name, Returns the name of the related file for a If third-party plug-ins are enabled, other external functions might
relationship name) specified relationship. also appear.
RelationNamegdatabase Returns the relationships defined in a o
name) specified database file. Syntax Definition

External ("Web-Version", 0) Returns the version of FileMakBro Web

ScriptNamegdatabase name) Returns the scripts defined in a specified .
Companion that loads when you open

databaséile. ’
FileMakerPro
ValuelListitemg(database Returns the values defined for a specified - -
name, value list name) value list. Ex'ternal ("Web- Return.s the domain name (for example,
ClientAddress", 0) www.filemaker.com) of a Web user whose HTTP
VaerLiStNameidatabaSe Returns the value lists defined in a Specified request is Currenﬂy being processed by
name) database file. FileMakerPro Web Companion. Returns the Web

user’s IP address if the domain name is not available.
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Syntax Definition

External ("Web-ClientIP", 0) Returns the IP (Internet protocol) address of the
Web user whose HTTP request is currently
being processed by FileMakro Web

Companion
External ("Web- Returns the value that the Web user types for
ClientName", 0) user name in the Web browser password dialog
box
External ("Web- Returns the name and version of the Web
ClientType", 0) browser being used by the Web user
External ("Web-ToHTML", Returns the contents of the specified field or of
field name) the text value encoded in HTML
External ("Web-ToHTML",
text value)

External ("Web-ToHTTP", Returns the contents of the specified field or of
field name) the text value encoded in HTTP

External ("Web-ToHTTP",

text value)




Part 3
Sharing and exchanging data







Chapter 12
Importing and exporting data

You can exchangeformation with FileMakePro files or with files
created in otherpplications. Tts chapter shows you how to:

= import data into a file

= replace records in a file with records in another file

= update records in a file with records in another file

= convert documents from other applications to FileMdkerfiles

= export data for use with other applications

To exchange data via ODBC, sdgepterl5, “Using ODBC with
FileMakerPro”

To use OLE (Object Linking and Embedding), chadale menu>
Contents and Index, click thelndex tab, and typ©LE.

To move scripts between FileMaklero files, seélmporting
scripts on pagel0-11.

To copy field definitions to a new empty file, save a clone of the file.
See" Saving file$ on pagel-7.

About import and export
With FileMakerPro, you can:
= import— bring data from another file into a FileMak#no file

= export— save FileMakePro data for use in another application

Note You do not need to import or export to access data cross-
platform on Windows and Ma@S systems. Simply open the file as
you ordinarily would. Se&Opening files on pagel-6.

Keep these points in mind:

= You canexchange da with shared FileMakd®ro files. To access
shared files, se&Opening files as a guésin pagel3-5.

= To exchangsmall amounts of data between files (for example, a
few records), us€opy andPaste, or drag and drop. Séébout
entering data in recortsn page2-6.

= Whenyou exchange information between MilakerPro files on
a Windows—based computer and a Mac OS—based computer, you
might see differences in filenames and character set mapping.

= Most file formats don’t support importing or exporting text
attributes (font, size, style, or color).

= You can define FileMaké®ro scripts to automate the exchange of
information with other files. Seghapterl0, “Creating scripts to
automate tasks

Note You cannot import or export data when you access a database
using a Welbrowser.

About file formats

Every application stores its data files in its dile typeor file
format Most applications can also exchange information in certain
other formats.

FileMakerPro can import and/ or export files in these formats:
Microsoft Excel DBF, DIF, ClarisWorks, tab-separated text, comma-
separated values, BASIC, FileMalio, HTML Table, Merge,

SYLK, Lotus 1-2-3 (WKS, WK1), and Edition file (Ma&S only).

For important information about each file format and the versions
FileMakerPro can import and/ or export, choétip menu>

Contents and Index, click thelndex tab, and typéle fomats
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Importing data into FileMaker Pro

You canimport data into an exisig FileMakerPro file from another
FileMakerPro file,or from documents created in another application
(See*Importing data into an existing fllen pagel2-2.) You can

also convert documents from another application into a new
FileMakerPro file. (Segagel2-6.)

The file or document you import records from isgberce file The
file you import records to is theestination file

Keep these points in mind:

= The file you're importing or converting from must be in one of the
formats listed irf About file formats’ above.

= To insert graphics, sounds, or QuickTime or AVI movies into your file,
se€' About working with graphics, sounds)dmovies on page2-11.

= FileMakerPro importgecords in the order they appear in the file
you're importing from, unless you are updating records: Sbeut
updating records with information from another docurmignt

= You canimportdata from any field type into any compatible field
except container, calculation, summary, and global fields. You can
import container fields if you're importing from another
FileMakerPro file.

= You can’t import data into or fromelated fields. Import data
directly into or from the related file.

= For more information about how FileMakero 5 handles Year
2000 issues, see www.filemaker.com.

Importing data into an existing file

When you import into an existing file, you can add, replace, or
update data.

About adding records

When you add records, you import all records from the source file to
the destination file. If the source file is a FileMakeo file, you can
import just the records in a found set. You choose the fields you want
to import.

About replacing data

With this option, you replace data in your file with data from the
source file. For each field you import into, data from the first record
(or row of data) in the source file overwrites data in the first record
in the destination file. Data from the second record (or line of data)
in the source file overwrites data in the second record in the
destination file, and so on. When you replace data, FileMBker
doesn’t examine or compare the data in the files.

Records in the destination file are replaced with the same number of
records from the source file. If there are more records in (the found
set of) the source file, data from the extra records in the source file
will not be imported. If there are more records in the found set of the
destination file, data in the extra records in the destination file will
not be replaced.

About updating records with information from another document

You can update records anelfls in your file with data from another
file using the import update option. For example, you might have a
copy of a database on your desktop computer and another copy on
your laptop computer. You can update the file in your office with the
changes you make on the road.

You determine which records in the source file update which records in
the destinatiofile by choosing one or moreatch fielddn each file.

If data in the match field(s) of a record in the destination file matches
data in the match field(s) of a record in the source file, the record in the
destination file will be updated with data from the source file.
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Match fields must uniquely identify each entity in your database. For Keep these points in mind:
example, in a database of people, you couldosial Security

Number, orLast Name, FirstName, andPhone Number. Last Name alone
might identify more than one person, so it isn’'t a good match field.

= Match fields in the destination file cannot be container, summary,
unstored calculation, or global fields. The field type of match fields
should correspond to the type of data in the matching field. For
example, number fields should not be matched to fields or data

You also specify the fields you want to import. The contents of all T
containing text.

fields you select to import, in all matching records in the found set,

will overwrite data in the existing file, even if the field in the source ® If all specified match fields in a record are empty, that record will
file is blank. not be updated.

= [f arecord in the found set of the source file matches more than one
record in the found set of the destination file, all matching records in
the found set of the destination file will be updated.

Only records in the found set in each file are involved in the import
update.

Important When you do an import update, data from matching = |[f more than one record in the found set of the source file matches
records in the source file overwrite existing data in the correspondinga record in the found set of the destination file, the destination file
record in the destination file. Make sure every field you import, in ~ will be updated with the last matching record in the source file.

every record you import, has data that you want to import. = The found set after an update contains the records that were

updated (those that matched) and any new records added, regardless

This example shows which data imports for this pair of matching of the found set before update

records:
Adding, replacing, or updating records in an existing file
Before import updat i . .
_ elore importp _ae_ _ After import update 1. If you're replacing or updating records, make a backup copy of the
Source file Destination file Destination file file you're importing into
[123-456-7890 | | «—> | [123-456-78%0 |
[John [l @ |[Jom | Replacing and updating records overwrite data in your file and
Q | | e
St | g | snin | cannot be undone.
11156 New Rd. } — 1123 Main St. } 2. If you're replacing or updating records, make sure you've read
lewtown b nytown __Newtown « : « :
USA ‘ > | [USA ‘ Abqut replac_:lng dateaon pagel2-2 or “About updating records
\ [l @ | (3531960 | with information from another documémn pagel2-2.
\ | | —>| [@08)555-6789 | ] , , , i
3. If you're importing records from a FileMakero file, make sure
Match fields are Fields that don’timport ; : ;
indicated by are indicated by a nul the found set in that _flle contains only the records you want to add,
double arrows symbol (2) replace, or update with.

4. Open the FileMakePro file you want to import records into.

= |f you're replacing records in the file, make sure the found set
contains only the records you want to change. Sort the records so that
data from the correct record in the source file replaces data in each
record in the destination file.
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= |f you're updating records, make sure the found set contains only 10. In the Import Field Mapping dialog box, perform the next three

the records you want to update. Records outside the found set will
not be updated, even if match field data matches.

5. In Browse mode, choos#ée menu> Import Records.

6. In the Open File dialog box, to see all the files in the current folder
that you can import: fdfiles of type (Windows) orShow (Mac OS),
chooseAll Files. To narrow the choices, choose a file type from the
list.

7. Select the name of the file to import, then cligen.

8. If you're importing a Microsft Excel file that contains more than

one worksheet, you see the Select Worksheet dialog box. Select thgou're importing into

worksheet that you want to import and cligk

9. If you're importing a Microsoft Excel file, you see the First Row
Option dialog box. Choose whether the first row of data in the file is
field names or data.

Double-headed arrows indicate
match fields for import update

Arrows show that data will

Data or fields in

the source file import into the field at right
Import Field Mapping
yibwby [ importorder =41 Re-order
Data in: *Clients Copy” Mpp Fields in "Clignts" all fields
Cliert 1D [+ Client 1D =]
First Mame | | First Name
Last Mame | | Last Name
Address1 | ={Address1 . .
City |=| City Fields in the
State |=| State 1 1 1
Comtty |+ Country destination file
Phone | =| Phone
Addresz2 |e | Addriess2
oo [Sean oo | Field Names Define Fields.
Data
~ Import Action Map Legend
 Add new records = Import data
" Replace data in current found set @ Don't import
& Update matching records in current found et 4=+ Match fields
™ Add remaining records
Import | Cancel
Choose an Null symbols show data

import action that won't be imported

steps before you clicknport.

You can also perform either of these actions at any time before you
click Import:

Do this

View the datain the file Click theScan Data arrows to see the data in each
you're importing from record.
(Optional)

Create, change, or  Click Define Fields. In the Define Fields dialog box,
delete afield in the file make your changes, then clibkne. (For more
information about defining, changing, and deleting
fields, seehapter5, “Creating a databasg If you're
importing into a shared file, only the host can create
fields. If the button is dimmed, your access privileges
don't allow you to define fields.

(Optional)

11. In the Import Field Mapping dialog box, choose the type of
import you want to perform.

Choose To

Add new records to the end of the
file you're importing into

Add new records.

Replace data in current found set. Replace data in this file with data
from the source file, in order,
starting with the first record in

each file

Update matching records in currentfound set.  Update data in the found set of
To add records in the found set of the souritts file "_Vith da’Fa in matching
file that do not have matching records in tf{@cord_s in the file you are
destination database, also selksd importing from

remaining records.

12. In the Import Field Mapping dialog box, line up each field in the
Fieldsin list with the data or field you want to import into it or match
for import update.



Data on the left that is not aligned with a field on the right will not
import. If a field name on the right is dimmed, it's a calculation,
summary, or global field that can’t accept imported data.

To Do this

Re-order all fields Choose an option from tiew By list. To list the fields by:

in theFieldsin listat = names that match, choasetching names. (If importing

once from a file format that stores field names, like Microsoft
Excel, ClarisWorks, DIF, DBF, Merge, or FileMakero)

= the order used the last time FileMalkep imported
data into this file, choodast order

= the order the fields were created, chotreation order
= name in alphabetical order, chodie names
= the types of fields, choodield types

= a custom order (created by dragging field names),
choosdamport order

Move one field up Move the pointer over a field name in thelds in list.
or down in the When the pointer changes to a double arrow, drag the
Fieldsin list name to a new location.

13. In the Import Field Mapping dialog box, set each pair of fields
(from the previous step) to import, not import, or use as match fields
for import update.

If the symbol between the fields in each pair is not the one you want,
click it once or twice until it becomes the correct symbol.

To The symbol should be

Import data on the left into the field on the rightAn arrow

Prevent data on the left from being imported A null symbol (&)

Specify match fields for import update A double-headed arrow

14. Click Import.

15. If you see the Import Optiordialog box, select options, then
click OK.
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FileMakerPro displays this dialog box if:
= your file has fields that automatically enter data, or if

= you are adding records and you're importing data from a
FileMakerPro file with repeating fields. Sé®efining automatic
data entr{y on page5-8 and“ About repeating fieldson pages-11.

To: Do this

Auto-enter new data SelectPerform auto-enter options while importing.

in fields deﬁ”e_d with £ you select this option and you import into fields set to
auto-enter options 5t enter modifier name, modification date or time, or

looked-up values, the auto entered data overwrites data

from the source file in these fields.

Specify how data is = SelectKeeping them in the original record to maintain
imported from the field(s) as repeating fields.

repeating fields = SelectSplitting them into separate records to import
each repeating value into a separate record. For
example, if arecord in the source file has values in three
repetitions, you import three records, each identical
except for the values in the repeating field. Use this
option to work with individual values in repeating fields
(for example, to sort or summarize them).

Import Options

[ Perform auto-enter aptions while imparting
Cmodification date, serial number , lookups , etc ]

Import walues. peating fields by
18} Keeping them in the original record

() Splitting them into separate records

ez |

To stop importing, press Esc (WindowsB®tperiod (Mad0S.)To
delete the records already imported, chd@serds menu> Delete
All Records.

Keep these points in mind:

= The records you import become fioend set. After importing,
check the data in the found set.
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= |f you replace or update records, be sure your records are correct6. In the next dialog box, type a name for the new file, select a

before discarding the backup copy of the file. location, then cliclSave.

= FileMakerProdoesn't validate imported data. 7. If you're converting a Microsoft Excel spreadsheet,
FileMakerPro scans the incoming data to assign an appropriate field

Converting a data file into a new FileMaker Pro file type to each column.

You can convert data from another application into a new
FileMakerPro file. The data must be in one of the importable file
types listed irf About file format$ on pagel2-1.

Mac OS: If the spreadsheet is large, you might see a progress dialog
box. To stop the scan, cli€kip to assign field types based on the
records already processed. Number, Date, and Time fields can hold
The new file has all of the original data, one standard form layout, Only 255 characters, so long text in these fields might be truncated.
and one columnar list layout. Except as noted in the table below,
field names in the new file are generic (f1, f2, f3, etc.) and fields are
of type Text.

Exporting data from FileMaker Pro

You can export FileMakelPro data to aew file, then open it in

To obtain Use one of these file types another application.
Field rames Microsoft Excel, ClarisWorks, DIF, DBF, ) ) )
Merge, FileMakePro You can exchange FileMakBro data with ODBC compliant

applications. For example, you can chart FileM&kerdata in

Number, Date, Time, and Text Microsoft Excel, ClarisWorks, DBF, . . . .
Microsoft Excel. Seehapterl5, “Using ODBC with FileMakePra”

field types where appropriate  FileMakerPro

o _ ~ Toexport data:
1. In the other application, save the data you want to import in a file

type supported by FileMaker Pro. 1. Open the FileMakeépro file and find the set of records you want

to export.

2. In FileMakerPro, chooséile menu> Open. ) )
2. Sort the records in the order you want them exported (optional).

3. In the Open File dialog box, select the type of file you want to

import, select the file, then clicdpen. 3. Chooserile menu> Export Records.

4. If you're converting a Microsoft Excel spreadsheet, select a 4. In the dialog box, type a name, then select a location for the file.
worksheet from the workbook file, then cliéK. Important If another file with the same name already exists in this

5. If you see the First Row Option dialog box, choose an option. location, this new file replaces the existing file.

First Row Option [ 2] x]
The first row of & spreadshest is commonly used as column
headings and could be converted into field names.

Uze the first row of the spreadshest “Sheet!™ for fisld
names of data?

Cancel




Save

Cj FileMaker Pro 5.0 Fold... | #

[ FileMaker and Apple Events
() Fileraker Examples

(G FileMaker Extensions

) Filertaker Help

Wi FileMaker Pro

() Fileraker Templates

o

Date Modified

[ DI

Today
Today
Today
Today
Today

Today o

Importing and exporting data 12-7

Type aname —T——
for the Name: |CI|entI|st I [(Mewl] | Choose afile
exportedfile | | ype: (Tab-separateatess o+ type that the
target
) ol

5. Choose a file type from tf8ave as type list (Windows) orType list
(Mac 0OS), thenclick Save.

6. In the Specify Field Order For Export dialog box, set the field
order as needed.

To

Do this

Export fields

Double-click a field to move it to the Field Order list. To
export all fields, clickviove All.

Exportfields from
a related file

Choose a relationship from the Relationship list (see
illustration onpagel2-7), then move fields to the Field
order list. You can include related fields before, after, or
between fields in the master file.

Prevent data from
beingexported

Select a field in the Field Order list, then clidkar. To
move all fields out of the list, clicRlear All.

Change the export In the Field Order list, point to the double arrow for the

order of the fields

field name and drag it up or down.

Exporta grand
summary value

Include the summary field in the Field Order list. Each
record will include the grand summary amount. If you
export subsummary valugsagel2-8), the grand
summary amount is only in the first record exported.

Export subsummary Seepagel2-8.

values

Relationship S pecily Field Oider for Export [ 7]x]
liSt ——f Curent Fi [ Cierts" - Field Drder
Client 1D - ¢ Client [D -
F\:tnName J s F\:tnName = Fi|eMaker Pro
. Last Name ¢ Last Name
Select fields —J | #ddesst + Fh exports these
.. Addiess2 1
fromthislist ||z Clay fields
N e |
Counly » ES
B [
Morve All
Choose a
character set—- L] L]
Ch Set | M h hd
Choosea | Shssmset [Hecron 3] S,
1 & Don't format output
fo"“oagggg e SN

7. Windows: Choose an appropri&teracter Set for the platform or
application the exported file will be used with.

For example, if you're exporting data to a Windows application,
choose Windows (ANSI).

8. Select dgormat option for the fields.

Suppose the current layout has a number field that's formatted to
display two decimal digits and a currency symbol ($). When you
enter 3.7 into the field, FileMaké&ro displays $3.70 in Browse
mode. You can export the value with or without the formatting.

To export Select this option

Unformatted values (for example, 3.Don’t format output.

Values with the number, date, and tim@rmat output using current layout.

formats from the current layout (for Symbols and other non-numeric values

example, $3.70) are exported as text. You can't select this
option for SYLK, DBF, or DIF formats.

9. Click Export.

Keep these poinis mind:

= To use an exported filepen an application that can read the file
format, then open the file. S&about file format$ on pagel2-1 for
more information.
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= You can export data icontainer fields to FileMakd®?ro format. 3. Inthe Export Records to File dialog box, type a name, then choose
= Exporting repeating fieldalues toSYLK, WKS, or DBF formats @ location for the file you're exporting to.
is documented in Help. Chodselp menu> Contents and Index, click 4. Choose a file type from tt8ave as type list (Windows) ofType list
the Index tab, and typexporting,data . (Mac OS), then cliclSave.

) 5. In the Specify Field Order for Export dialog box, select the fields
Exporting subsummary data to export, including a summary field.

You can export subsnmary values like the subtotals generated by a For more information about this dialog box, sesp 6 in Exporting
report with grouped data and subtotals. This process exports one  data from FileMaker Ptomn pagel2-7.

record for each category. 6. Click Summarize by

For example, if you have a report that totals sales by region, you car¥. In the Summarizéy dialog box, select one or more fields to
export one value for each region. A report based on many records summarize by.
might look like this:

Clickafield — EEEN=IN HE
o remoae to select it 7 Heagon I The ﬁcljebisf- |
sorte lelas
A 800 A checkmark shows —— listed he)r,e
B 150 the field is selected -]
c 300
b 1200 Cancel
) . . . 8. Click OK.
The exported file might look like this:
Specify Field Order for Export
A GO0 . s e .
o o zurrentF\Ie(”lr\vmces!‘pS”) g F:"": O Clear this field if you
C 300 Arnount + Totars don’'t want to include a
D ] 200 Total Sales ¥ Total Sales by Region grand Summary Value |n
the first record
For more information on generating reports with grouped data and
subtotals, se€Creating layouts and repottsn page6-2. ] ||
Note To export grand summary data, see the previous section. ottt Regmn—ffs()lit;gltjeﬂwgwaz?erg\gyues
(2 Format output using current layout ance 0| N 8
region will export

To export subsummary data:

1. Run the report that generates the subsummary values you want t®. If you don’t want to include a grand summary amount with the
export, or find the records you want to include and sort them on thefirst record exported, click the non-italicized summary field, then
break field (the grouping field used to categorize the records). click Clear to remove that field from the Field Order list.

2. Chooserile menu> Export Records. 10. Click Export.



Chapter 13
Sharing databases on a network

FileMakerPro5 contains built-in support to allow you to share files Important Your FileMakerPro licensing agreement requires that you
over a network. By sharing files, yoan work simultaneously with pay for a license for each separate client or computer on which the
others in your work group, and save disk space by keeping files in aFileMakerPro application is installed or run. The software license
central location. FileMakePro supports sharing of up to 10 files may not be shared or used concurrently on different clients or

with up to 10 concurrent users. In certain instances, you can share aomputers.

single FileMaker Pro file with up to 25 other concurrent users, with

this number dropping as you share more files. For greater networking? Ne first person topena shared file is thieost Any user who opens
performance and capacity, FileMaker, Inc. recommends the use of & shared file after the host igaest

FileMaker Server if you need to share files with more than 10
concurrent users on a network.

You can also share your FileMaker Pro files on the Web using == ]| ™ehostopensthe file
FileMaker Pro Web Companion. For more information, see = %

“Publishing databases on the Weh pagel4-1.

This chapter describes how to:

= set up FileMaker Pro databases for sharing on a network

= be the host of shared FileMaker Pro databases

= be a guest of shared FileMaker Pro databases

About sharing files on a network

Users who intend to share your files will need the same version of the
FileMakerPro application as used to host the files, as well as access

Guests open connections to the file

to the network on which the files are hosted. Keep these points in mind:

= You can share FileMakérofiles between a computer running
For enhanced file sharimgpabilities, use the FileMakBerver Windows and a computer running the Mac OS just as you share files
application to host files. among networked computers on the same platform. For example,

you can host a file on a Windows computer, and then guests on
Windows computers or Mac OS—based computers can connect to the
same file
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When you share filesetween platforms, you may see differences in - 1yic user

Can perform these tasks

font mapping, alignment of layout objects, and character set mappings-
Host or one guest

(only one user at
atime)

= (Mac OS) You don’t have to tuiom File Sharing (in the Sharing
Setup control panel) to share FileMakeo files from a
Mac OS-bhased computer.

= (Mac OS)MaclIPX is no longer supported as a networking protocol
by FileMakerPro5.

= To change network connections, sependix A, Customizing
FileMaker Prg’

= Open the ScriptMaker dialog box
= Define or change relationships

= Define or change passwords

= Define or change value lists

= Edit a record or layout. Others can view the record,
but no one can modify it until the current user moves to
another record or presses Enter in Browse mode. In
Layout mode, the current user must move to another
layout or switch to another mode.

Working with shared files

When a shared file ispen, the host and guests have accessto the - .o oo
same information. FileMakétro saves a shared file on the disk thefile)
where the file resides. It saves changes that the host and guests make

to the file, including changes to records, layouts, and scripts.

must close their

FileMakerPro limitsaccess to some commands and records to keep

Host only (all guests

= Define fields or change field definitions

= Reorder layouts

= Define, delete, or change groups and access privileges
= Save copies of a file with ti8ave a Copy As command

= Switch the file status between multi-user and single
user

= Close a shared file

users from interfering with each other.

While you are working with a shared filggu might see the

This user Can perform these tasks

pointerchange.

Host and all guests = Find, sort, or browse records

Means FileMaker Pro is

Waiting to receive data from the network

(every user) = Specify a print setup (Windows) or page setup This pointer
(Mac OS) and print T
= Switch layouts or modes
= Import or export data &

Waiting for the host to finish processing a request from
another user

= Check the spelling of a found set

= Perform a script by choosing it from the Script menu
or clicking a button defined for the script

= Changeglobal values. Only the host’s changes are
saved with the file. When guests open a file with global
fields, they see the current values. If the host changes a
global value, guests don't see the change until they close
the file and then reopen it.

Keep these points in mind:

= Sorting, replacing data, viewing and printing summary report
layouts, and other calculation-intensive tasks performed on many
records affect the performance of the host and guest computers.
Perform these tasks on a small found set, or schedule tasks so they're
performed during low usage periods.
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= FileMakerPro saves the host’s sort order, find requests, and print For the best performance when hosting a file, open it first on the
setup (Windows) or page setup (Mag). If you're a guest, you can  computer that is directly connected to the hard disk on which the file
save your settings by defining a script. S€eeating scripts to is stored. Remotely hosting a file stored on another computer is not
automate taskon pagel0-1. supported, as it might compromise data integrity and will result in

= When you share a file with system formats that are different from POOr Performance. Examples of remote hosting include opening a
the settings on your computer, you can choose which formats to useMUulti-User-enabled file via the built-in file sharing in Windows,

See FileMaker Pro Help. over MacOS personal file sharing or AppleShare, or from a file

= With FileMakerPro for Windows, you can include information Sever

from other applications using Object Linking and Embedding If you need to contact or alert the guests who are using your database,
(OLE). When you shargileMakerPro for Windows files, users of  youcan broadcast messages to them. In the File Sharing dialog box,
computers running the Mac OS aan, copy, and paste OLE objects  click Send Message. Type the message, then cligk Your guest(s)

as graphics, but can't edit them. see the message in a dialog box. They can dismiss the dialog box by

= When you share related files, FileMalgp limits access to some  clicking Cancel—or the dialog box dismisses itself 30 seconds after
commands and records to keep users from interfering with each ~ appearing.
other.

= When you make changes to a master record, FileMrdeer Opening files as the host

prevents other users from changing the same record.

= When you make changes to a related field, FileM&ker To host afile, you must be the first user to open t.

prevents other users from changing the associated related recordl. ChooseFile menu >Open.

and master record. 2. In the Open File dialog box, select a file, then cOpkn.

= Other users can access the record after you select a field in a

different record, select a different record in the same file, or leave

the master record. To open the File Sharing dialog box, you must open the file using a
password that provides tBeport records access privilege.

3. ChooseFile menu >Sharing.

About hOSting files Warning Anyone who opens a database file withEkgort records

Because many FileMaker Pro commands are processed on the hos§ccess privilege, including FileMakiro guests, can then publish

machine, you will see better performance if you host your shared tge datak?ase onht.he Web by e(r;abllk?g Fl!eMﬂ{erW(ejb h bb
files from the fastest available computer. ompanion. In this case, your database is protected over the Web by

any FileMakerPro access privileges. However, you should exercise

You must keep your shared file(s) open to make them available to caution when granting access privileges. For more information, see
guests. “Protecting published databases pagel4-5.
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Note In FileMakerPro4.1 and arlier, you could prevent a file from

_ _ appearing in the Hosts dialog box by adding an underscore character

el y—— to the end of its name. In FileMakero5, this can only be

B R B S T e o b accomplished by using the Multi-User (Hidden) sharing option.
When converting files created in earlier versions of FileMaker Pro,

4. Inthe File Sharig dialog box, select eithitulti-User or Multi-User FiIeMgkerProS will s.et the sharing optign to Multi-User (H‘d‘?e”)

(Hidden). when it encounters filenames that end in an underscore. This

preserves the relationships and scripts in these files.

File Sharing for “Clients™

Note If Multi-User andMulti-User (Hidden) are dimmed in the File

Sharing dlalgg box, FileMakétro is gnable to access the network. CIOSlng Shared fIIeS

An explanation appears below thielti-User button. You can also

get an explanation by choosifigen from the File menu, then If you're a hostyou can close the files you're hosting. If you're a
clicking Hosts. guest, you can close your connections to shared files.

Use the Multi-User option to host a file and make its name display in Important Leave FileMakePro by choosingxit (Windows) orQuit
the Hosts dialog box on guests’ computers. This option is appropriate(Mac OS) from the File menu. If you turn off your computer without
for most file sharing situations. exiting or quitting the program, you can damage open files and lose

Use the Multi-User (Hidden) feature to host a file while preventing your changes.

its display in the Hosts dialog box on guests’ computers. This option
is appropriate for related files that would be opened as a matter of o
course when a visible shared file is opened by networked guests. Fof- |f you're a host and guests are connected, elaskn the Ask
example, if you have two related files that you intend to share over dialogbox

the network, and you want to ensure that your guests open the first
file, you would set the first file to share as Multi-User, while you
would set the second file to be shared as Multi-User (Hidden).
Guests will see the first file in their Hosts dialog box, although both
files will be shared.

1. ChooseFile menu >Close.

Note You see this dialog box whenever you perform a task that
requires all guests to close their connections to the file. See
“Working with shared filg'son pagel3-2.

FileMaker Pro

If the file uses information from other FileMakero files (like Waiting for 4 guestls) to close “nusices .

l:_lick Ask to ask all the guest(s) to close this
related databases, external scripts, or value lists), repeat these stej "F'e -
to open the files and set them to Multi-User. Guests currently e e
USing the file Meni Waters
See"Protecting published databases pagel4-5 for information i WL

on hiding files shared via FileMakBro Instant Web Publishing.

Tip Group the files in a single folder to make it easy to locate them.
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Guests see a message asking them to close the file. If guests click

. . L |
Close Now, FileMakerPro closes the file. If the guests don’t respond FileMaker — T acwmersemes :I
. . Customers
to the message and the file can be closed safely, FileNPager Server host Erpess Select from the
closes it in 30 seconds. Windows computer host —{ g Ferevseizs list of shared
Inveices files available
Mac OS computer host (EEw CENTReL 4| on the host
=T
;“KITTY_S_PE" wuu\g‘like you to please close the listed ;I ﬂl m
Hosts dialog box for an IPX network
L]
F:I:j:i::;g | %Efmpctgs? If a guest clicks Cancel,
s FileMaker Pro doesn't close
[ Eancel $1— the connection to the file Hosts
lose Now FileMaker BT Macintosh Server
Server host Emlaners
Windows = Lniddg—::
- - J=l]
computer host INUDICES.FP3 — Select from the
Opening files as a guest perhost || Py Select fomt
. . eview database il ilable on
After the host opens a shared file, guests can connect to the file, ~ computer host o et fles avaiable o
. Froducti
1. ChooseFile menu> Open. Zones | :':{rnk:e:tﬁn;
2. In the Open File dialog box, clidkosts. s g
3. In the Hosts dialog boxio the following. Hosts dialog box for an AppleTalk network with zones
For this protocol Do this 4. Select a file, and then clickpen.
IPX/SPX Continue withstep 4 If the network is very busy, the file might not be listed. To check the
TCP/IP To specify a local TCP/IP host, clitical Hosts in the network for a longer period of time, use one of the following
lower list. FileMakerPro displays local hosts on the procedures.
network in the upper list.
To specify a host outside your local TCP/IP area, click For this type of network Do this
Specify Hostin the lower list. In the Specify Host dialo
pecify pecity . d = TCP/IP Hold down the Ctrl key (Windows) or Option
box, type a host name or IP address. (To add this host to kev (Mac OS) as vou dlick an item in the lower
the list, clickPermanently add entry to Hosts list.) Click OK. = AppleTalk with zones . y( )asy
- : : (Mac0S) list
AppleTalk with Select the host's zone in the lower list.
zones = [PX/SPX (Windows) Click Cancel to return to the Open File dialog
- - - = AppleTalk without zones box. Hold down the Ctrl key (Windows) or
AppleTalk without ~ Continue with step 4. (MacOS) Option key (Mac OS) as you click Hosts.

zones
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If you selecta FileMakerServer host (instead of a shared file), you
will be able to remotely administer the Server. See the
FileMakerServer documentatidior information.

Keep these points in mind:

= Close your connection to a shared file if the host asks, or if you
aren’t using the file.

= |[f some menu commands, layouts, or fields are dimmed, you may
have limited access to the file. S&&otecting databases with
passwords and groupsn page9-1.

= For information on sharing your file over the Web, ‘feeblishing
databases on the Wetn pagel4-1.



Chapter 14

Publishing databases on the Web

With FileMakerPro, you can make your data available on the Web. Web terminology
For example, you can publish an events calendar, so that customerg o¢ore publishing your database, you should understand the

can access the information using a web browser.

This chapter explains: This term

following concepts.

Means

= how web users can access and work with your data on the Internefntelrnet
or an intranet

= what web users need to access databases

A network of computers joined by data lines that
communicate using common software standards. The
World Wide Web is part of the Internet.

= what you need to publish databases Intranet

= how to publish your databases using FileMdker Instant Web
Publishing

A network of computers used to share information within
one company or workgroup. For example, a corporate
intranet can connect world-wide sales offices. Intranets
can be linked to the Internet.

World Wide Web

A large collection of documents, or pages, stored on
computers called web servers.

About publishing databases on the Web »

With FileMaker Proyou can publish your databases on the World
Wide Web (or an intranet) using FileMak&mo Web Companion.

You don't need any additional software—anyone with web browser
software and access to the Internet or an intranet can view, edit, sort,

A computer that is connected to the Internet or an intranet,
and has a web server application installed on it. Web
server applications deliver web pages and associated files
to web browsers. The FileMakBro Web Companion is

a web server application.

or search your database, if you give them access privileges. Web page

A document that residem a web server. Web pages
contain HTML.

Note FileMaker Pro documentation uses the tpublishing on the
Webto refer to databases that users can access on the Internet or
an intranet.

Hypertext Markup
q_n;/nguage (HTML)

A system of codes or tags that define how a web browser
displays information in a web page.

Web site
You can publish a database on the Web to:

A group of web pages that are linked together on a web
server.

= make your data available to many people, using almost any kind ofttome page
computer, anywhere in the world. (You can, however, restrict access

The first web page that users see when they connect to a
web site.

to the file.) Web browser

= access your data from many locations, for example, while traveling

A software application that displays web pages. Internet
Explorer and Netscape Navigator are browsers.

or working at home.
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This term Means

Host computer In FileMaker Pro web publishing, a web server running
FileMaker Pro with the Web Companion enabled. Your
published databases must be open on the host computer.

Internet Potocol A unique address fazach computer connecting to the

(IP) address Internet or an intranet. Web pages are sent from one IP
address to another—first a web browser requests specific
pages, then the server application delivers the requested
page to the browser.

Internet sevice A company that provides Internet connections. An ISP
provider (I8) may also provide services for hosting FileMaReo
databases on the Web.

Cascading style  Alanguage that provides more control over the layout and

sheets (CSS) appearance of web pages than HTML. Cascading style
sheets work like templates for web pages. If web pages
contain CSS, users must view the pages in a browser that
supports CSS.

About FileMaker Pro Web Companion

FileMaker Pro Web Companion is a plug-in component of
FileMakerPro. The Web Companion functions as a web server
application, communicating with web browsers that request data
from (or submit data to) a FileMaker Pro database.

Publishing a database with FileMaker Pro Web Companion

Users’ computers running
web browser software

Internet or intranet # Aweb browser
connection requests data from or

sends data to the

database. The Web

Companion returns web
pages that contain data

Host computer running FileMaker Pro.
The Web Companion is enabled and
the database is open

Note The Web Companion also acts as a Common Gateway Interface
(CGil) application, handling the interaction between FileMaker Pro and
web browser software. You can publish databases using other Common
Gateway Interface (CGI) applications, available from third-party vendors.

About Instant Web Publishing

You can use FileMakéd?roInstant Web Publishintp quickly and

easily publish your database. You don't have to change your
database, use additional software, or design web pages. Instant Web
Publishing is included in FileMak@&ro.

Note FileMakerPro Instant Web Publishing is designed for sharing
data in small workgroups, or faccessing your own data on a
network. For information about the number of users that can access
a published database, see FileMdRey Help. ChoosHelp menu >
Contents and Index, click thelndex tab, and typguests
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There are two additional ways to publish your data using \.. ,

FileMakerPro: e Forard Relad  fome
Back  Forward Rebad  Mm® ' Type the IP addressin

= For more control over the appearance and functionality of your seTe: Jy[1z34567e———— the browser window

published database, use the features available in the FileMaker

Developer software. For example, you can creastom web pages In the home page that displays, users click a filename to open a
that interactively enter web users’ names into a database field. For database. If the database requires a password, users must type it in
information about FileMaker Developer, chott&ip menu > the Password dialog box. Then, the database opens.

FileMaker on the Web.

= |f your data rarely changes, or if you don’t want users to connect
directly to your database, you aase static publishing to make your
data available on the Internet or an intranet. With static publishing,

Note If you're using the Web Security Database, web users must
also enter a name in the Password dialog box. For information about
the Web Security Database, $€eotecting published databases

. pageld-5.

you export FileMakePro data to create a web page. The web page
doesn’t change when information in your database changes, and
users don’t connect to your database. (With Instant Web Publishing, FileMaker Pro ‘ FileMaker
data is updated in a web browser window each time the browser
sends a request to the Web Companion.) 7 saran Jasier
Static publishing is documented in Help. Chodelp menu > —
Contents and Index, click thelndex tab, and typetatic web Click a filename ———s s

. to open the Paotucts
publishing database e
This chapter explains how to publish databases using the Instant Web Companion built-in home page

Web Publishing feature.

The built-in homeage called thenstant Web Portallists the
FileMakerPro databases that are open on the host computer and

HOWUSE'fS WOfk Wlth databases on the WE’b enabled for web sharing. (S&enabling Web Companion sharing
To work with apubishedFileMakerPro databaseisers need: on pagel4-10)

= web browser software. For more information, ‘s&leout browser

requirementson page14-11. FileMakerPro Instant Web Publishimyovidesnveb pages, oriews

_ for working with your database. Web users click buttons or links on
= access to the Internet or an intranet the pages to browse, find, sort, add, edit, and delete records. (See
= the Internet Protocol (IP) address of the computer that hosts your"About browser views for web publishihgn pagel4-14)

database file

To access a published databasgeh usersaunch web browser
software, then type the IP address of your host computer.
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—— What you need to publish
I databases on the Web
EverWiERs  broducts To publish databases using Instant Web Publishing you need:
= a Windows— or Ma©S—based computer running FileMakeo5
R = FileMaker Pro Web Companion must be installed. For
information about hardware requirements and software

installation, see thEileMakerPro Getting Started Guide

FileMaker Pro database in a web browser = access to the Internet or an intranet (see the following section)

= one or more FileMaker Pro databases
Keep these points in mind:

= When you publish databases, you can use the Web Companion Keep these points in mind:

built-in home page, or create a custom home page.Geating a = For information about securing your data on the Web, see
custom home pag®n pagel4-6 and“Choosing a home page for “Protecting published databa%es pagel4-5.

web publishing on pagel4-8. = For information about setting up databases for web publishing, see

= To prevent files from appearing on the built-in home page, see “Publishing databases on the Web: an overv@awpagel4-6.

“Security considerations for published databasepagel4-5. = You can create a personalized home page for web publishing. See

= A web user can type the IP address of the host computer, or you “Creating a custom home pagm pagel4-6.
can provide a link to your database on a web page that you set up. 4 o information about creating layouts for web publishing,

= |[n some cases, web users can type the domain and host name ofincluding tips for designing layouts for the web, see FileM&ker

your computer instead of the IP address, for example Help. Choosélelp menu >Contents and Index, click thelndex tab, and
http://accounts.yourcomparny.com . Or, they can type the host typelayouts, on Web

name, likehttp:/Ayourcompany.com . Contact your Internet

service provider or network administrator for information. Connecting to the Internet or an intranet

= |f you configure the Web Companion to use a port number other When you publish databases on the Internet or an intranet, the host
than 80 (which is the default), that port number must be appended tacomputer must be running FileMakero, and your databases must
your IP address. Sé8pecifying a port number for web publishing ~ be open. In addition:

on pagel4-9. = To publish your database on the Intertieg,host computer should

= For informationabout how web users work with graphics, sound, have a full-time connection to the Internet.
and movies, see FileMakBro Help. ChoosHelp menu >Contents
and Index, click thelndex tab, and typeontainer fields
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The host computer should havstatic (permanent) IP address. = You can specify a layout to limit the fields that web users can
However, if you connect to the Internet using a modem connection access. (Web users can access all records in the open database.) See
to an Internet service providd6e), your IP address could be “Choosing layouts for web publishihgn pagel4-12.

dynamically allocatedi(is different each time you connect). A = You can select web styles that only allow users to search your
dynamic IP address makes it more difficult for users to locate your ya:~nase or enter new records. Sekoosing a web styl®n

databases. pagel4-11.
= To publish your database within a company or workgroup, the hostyj, \yhen creating a password for a published database or remote

computer should have a full-time connection to an intranet using  5qminjstration, use only the characters A through Z, numerals, or a
TCP/IP. combination of the two. Do not include spaces in your password.

) . (Some characters may be interpreted incorrectly over the Web.) See
Important It is strongly recommended that you publish your database “Defining passwordson page9d-1.

on a computer with a full-time Internet or intranet connection. You

can publish databases without a full-time connection, but they are FjleMakerPro access privilegese convenient, easy to use, and the
only available to users when your computer is connected to the  pest choice for most database security needs. However, you can use
Internet or an intranet. the Web Security Database for additional security features. Keep

) these points in mind:
If you are not sure of the type of access available to you, consult your ] o o
Internet service provider or network administrator. For more = When you select field restrictions for Instant Web Publishing, be

information, chooselelp menu >FileMaker on the Web. sure to cleaExactSearch, ExactUpdate, andExactDelete in the Web
Security Database.

Protecting published databases = For more information about the Web Security Database, see
When you publish a database, you can limit who can access your WebSecurity.pdf, located in the Web Security folder (inside the
database and the tasks that users can perform: FileMakerPro 5 folder).

= |f you specify FileMakePro access privilegdsr your database, . . . .
those same access privileges are in effect when you publish your secur llyconSIder ations for pUbIlSheddatabases

database on the Web. When web users open the database in their Keep these security issues in mind when publishing databases:
browser, they enter the same password they use to open the file in a Warning Users who open a databasgith theExport records access

FileMakerPro. Se¢How users work with databases on the &b privilege, including FileMakePro guests, can publish the database
pagel4-3, and” Defining passwordson paged-1. (by enabling FileMakePro Web Companion on their computers).

= You can allow or prevent remote administration. ‘Femabling Use caution when granting access privileges to guestsD8éring
remote administration for web publishingn pagel4-8. passwordson paged-1.

= You can specify the IP addresses that can request data from the ® Due to the way web servers work, all files in the Web folder can
Web Companion. Sé&electing a security method for web be deleted by knowledgeable web users. Don't put sensitive
publishing on page14-9. documents or databases inside the Web folder. (The Web folder is

located in the FileMakepro 5 folder.)
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= To prevent a published database from displaying obudiiein To create a custom home page, you need software for editing HTML,
home page, do one of the following: like a text editor or web page authoring application. When you name
= Rename the database to includeiaderscore character at the  the home page file, you must include the .htm or .html extension (for

end of the filename, before any filename extension (for example, €xamplecompany.htm  or companyhtml ).
Orders_orOrders_.fp5). If you change the filename, you may need
to change references to the file in relationships and scripts.

= |n the File Sharing dialog box, selddtlti-User (Hidden). This
option also makes the file available via TCP/IP. ‘S@pening
files as the ho%on pagel3-3.

= |f you specify a layout for web publishing, web users can only
access the fields on the specified layout. However, knowledgeable Publlsh[ng databases on the Web:

users can use features available with FileMaker Developer software .

to change the layouts that they access." S&eosing layouts for anoverview

web publishingon pagel4-12. After setting up your Internet or intranet connection, you can publish
= |f you publish a layouwith related fields, they appear when aweb Yyour database.

user opens the master file. The related file opens with the privileges
associated with the master file’s password. ‘€eosing layouts

for web publishingon pagel4-12 and“About relational databases

on pages-2.

After creating the home page, move it into the top level of the Web
folder in the FileMakePro 5 folder. Then, configure the Web
Companion to use your home page. Seeoosing a home page for
web publishing on pagel4-8.

Important Before publishing your database, be sure your data is
secure. Se€Protecting published databases pagel4-5.

Perform the following steps on a computer connected to the Internet
= |f you have an open database on a host computer, but you don't gr an intranet via TCP/IP:
want to publish it, be sure Web Companion Sharing isn’t enabled for

. . You only need to perform these steps once:
that database. S&Enabling Web Companion sharingn y P P

pagel4-10. 1. If you created a custom home page, move it into the top level of
the Web folder in the FileMakéro 5 folder. (See the previous

Creating a custom home page section, Creating a custom home pabe

You can use austom lomepage instead of the FileMak@roWeb 2. Enable FileMakePro Web Companion plug-in. (S&€nabling

Companion built-in hompage. (SeéHow users work with FileMaker Pro Web Companibon pagel4-7.)

databases on the Wetn pagel4-3.) For example, you can include 3. Verify that Instant Web Publishing is enabled, (Séeabling

these items on your custom home page: Instant Web Publishirigon pagel4-8.)

= a link to your published database 4. Verify the remaining Web Companion options, and make changes

= a description of your database if needed. (SeeConfiguring FileMaker Pro WeBompanioiion

. - agel4-7.
= your email address, or an automated email link, so users can pag )

contact you

= a company logo, or other graphics
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Repeat the following steps for each database you publish: Configuring Fi[eMaker Pro
1. Enable Web Companion Sharing. (S&mabling Web Web Companion

Companion sharirigon pagel4-10)

2. Choose a web style, and configure the Table View, Form View, After you enable the Web Companiserify that the configuration
Search and Sort pages. (S&etting up browser viewsn settings are correct. Since the defsaltesare appropriate for most
pagel4-10) uses, you may not need to change these settings.

3. Test your database on the Internet or intranet. (Besting your 1. ChooseEdit menu >Preferences > Application.
published databasen pagel4-13)

4. Tell web users how to access your database.“(3@e users
work with databases on the Wein pagel4-3))

2. In the Applications Preferences dialog box, clickRhug-Ins tab.
3. SelectWeb Companion in the list, then cliclConfigure.

You see the Web Companion Configuration dialog box.

Enabling FileMaker Pro Web Companion T T—
You only need to enable this preference one time: Eeme s e
. . . Home Page: | (Built-in] A ™ Enorlog file

1. ChooseEdit menu >Preferences > Application. ng | = S
2. In the Application Preferences dialog box, click Bhe-Ins tab. et et ~Secui

. " Disabled & FileMaker Pro Access Privileges
3. Select thaVeb Companion checkbox. Y p— e Gacurty Detshese

' Requires password:
Note If Web Companion doesn’t appear in the dialog box, you must plecsic cccess o ot oevios)
e

install the Web Companion plug-in. (See HieMakerPro Getting
. TCPAP Port Nurber: lau—

Started Guidg IP Gest Linit Unlimited _oenel |

4. Click Configure to set Web Companion options, or cli@k.

4. Choose the configuration options you want (see below), then

Application Preferences C"Ck OK
General | Lapout | Memery  Pluglns | ) ) ) . )
crobed Auintians 5. Click OK in the Application Preferences dialog box.
B Local Data Access Comparion =l
Select the Web = Emue cess Companion . . . . . .
Companion checkbiox e Note .FlleMakerPro Instant Web Publ|.sh|ng is designed for sharing
PN R o data in small workgroups, or faccessing your own data on a
Companion Sharing [chaose Sharing from the File . .
men) network. For information about the number of users that can access
Corfgus a published database, see FileMdRey Help. ChoosHelp menu >

Contents and Index, click thelndex tab, and typguests

oK Cancel
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Enabling Instant Web Publishing Tracking web activity in log files

To track the activity your databases receive from web users, enable
one or more of the following options in the Web Companion
Configuration dialog box.

To Do this

Publish databases Be sureEnable Instant Web Publishing is selected in the
Web Companion Configuration dialog box.

Stop publishing all ClearEnable Instant Web Publishing. Select To track In this file
databases - -

Access log file Information about web users who access yoatcess.log
Stop publishing  Disable Web Companion Sharing in that database. See database (for example, the users’ IP addresses
one database “Enabling Web Companion sharingn pagel4-10. and pages accessed)

Error log file Errors generated by the Web Companion error.log

Choosmg a home page for web pUbI’Shmg Information log file  Entries made with FMP-Log replacement tagsfo.log

When web users specify the IP address (or host and domain name) of in custom web publishing files.
your host computer in a browser, they see your database home page. You can create custom files using FileMaker

See"How users work with databases on the Yabpagel4-3. Developer Software._ For more mformgtuon,
see the documentation that comes with

If you createdx custom home page, you can set an option to display FileMaker Developer

it instead of the Web Companion built-in home page.“Seeating
a custom home pagjen pagel4-6. The Web Companion creates log files in the FileM&Wer5 folder.

You can view them in any application that opens text files.For more
In the Web Companion Configuration dialog box, choose a home information, see FileMakeé?ro Help. ChoosHelp menu >Contents
page from thélome Page list. and Index, click thelndex tab, and typé&g of Web activity

Choosing a language for Instant Web Publishing Tip You can also use FileMakBro Web Companion external
functions to trak user activity. The external functions are
documented in Help. Chooselp menu >Contents and Index, click
the Index tab, and typextemal functions

You can choose a language for the FileMaker Instant Web
Publishing interface and the Instant Web Publishing onscreen Help.
This option has no effect on your data.

To specify the language for the FileMalo Instant Web Enabling remote administration for web publishing

Publishing interface, choose a language frontdhguage list in the If you enable remote administration, you can perform the following

Web Companion Configuration dialog box. tasks on a computether than the computer hosting your published
databases:

= open or close databases, using features available with FileMaker
Developer software



m use HTTRPut andGet commands to upload or download
database files to and from the Web folder (inside the FileMaicer

5 folder). In addition, you can upload any file to the Web folder. For

information about HTTP commands, see your web browser
documentation or an HTML reference.

= access th&/eb Security Database. For more information about the
Web Security Database, see WebSecurity.pdf, located in the Web

Security folder.

Choose a Remote Administration option in the Web Companion
Configuration dialog box:

To Select

Prevent remote administration Disabled

Allow remote administration
without a password

Require no password
Warning If you select this option, any web

user can remotely administer your databases.

Require a password before  Requires password, then type a password in
allowing remote administration the box.

Passwords for remote administration are documented in Help.
ChooseHelp menu >Contents and Index, click thelndex tab, and type
remote administration . For more information, see the

documentation that comes with FileMaker Developer software.

Selecting a security method for web publishing
The Web Companiounses FileMakePro access privileges by
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To specify the computers that caccess your databases, select
Restrict access to IP address(es), then type one or more IP addresses.
For example, you can specify that only address 12.34.56.78 can
access your database.

Keep these points in mind:

= [f you don't selecRestrict access to IP address(es), any web user can
access your database home page. However, you can limit access to
individual databases with access privileges or the Web Security Database.

= When specifying IP addresses in the Web Companion
Configuration dialog box:

= |P addresses must be numeric

= You can type multiple addresses separated by commas. For
example1.234,56.7.8

= You can type a wildcard symbol (*) for the last number in an
address. For example2*  allows access from any IP address
that starts with 1.2., like 1.2.3.4 or 1.2.34.56

Specifying a port number for web publishing

The TCP/IP port numben the Web Companion Configuration
dialog box specifies where web browsers can find FileMBker
databases.

If port number 80 is already in use (for example, in running another
web server application), consider changi6g/IP Port Number to

591. FileMaker, Inc. has registered port number 591 with the Internet
Assigned Numbers Authority (IANA) for use with FileMakero

default. However, you can also use the Web Security Database for \yep Companion.

additional security features. For more information,“s&retecting
published databasesn pagel4-5.

To select a security method, choé#eMaker Pro Access Privileges
or Web Security Database in the Web Companion Configuration
dialog box.

Note If you use a port number other than 80, web users cannot access
your database unless they append a colon, and the new port number,
to your IP address (or host and domain name). For example, users
would typel2.34.56.78:591 or

http://accounts.yourcompany.com:591/

See"How users work with databases on the Wabpagel4-3.
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Enabling Web Companion sharing Setting up browser views
For each database you want to publish on the Web: In a web browsensers can see different pagesviews of your
database:

1. Open the database.

2. Choosefile menu >Sharing. = a Table View page, for working with several records at a time

You must have thExport records access privilege to open the File ~ @ Form View page, for working with one record at a time

Sharing dialog box. If you can’t open the dialog box, reopen the = a Search page, for finding information
database with a password that providestpert records privilege.

- = a Sort page, for sorting information (if enabled)
See"Defining passwordson page9-1.

3. In theCompanion Sharing area of the File Sharing dialog box, select When you set up browser views, you can choose a web style for the
the Web Companion checkbox. database. You can also choose the layouts that display in Table
View, Form View, or Search pages. Web styles and layouts work

If Web Companion is dimmed, seéEnabling FileMaker Pro Web - :
together to determine how your database appears in a web browser.

Companiofi on pagel4-7. If Web Companion doesn'’t appear in the
dialog box, you must install the Web Companion plug-in. (See the Web users see only the pages and features that you set up. For
FileMakerPro Getting Started Guidge example, if you disable sorting, Web users don’t see the Sort page.
For more information about the pages that users can access, see
“About browser views for web publishihgn pagel4-14.

File Sharing for “Products™

- Filetaker Network Sharing

 Single User & MultiUser  Multi-User [Hidden] 1 1 1 .
This Megis being shared by "[‘CPIIP' and culrenl\; has 0 guests) TO Set up Web DUbIIShIng VIEWS!
e 1. ChooseFile menu >Sharing.
S — See the previous sectidiknabling Web Companion shariig
Shared Companion Name . . . . .
J LemaDae ez Canpenn = 2. In theCompanion Sharing area of the File Sharing dialog box, select
Select the Web ———ja Web Companion, then clickSet Up Views.
Companion e D e ™
checkbox st [t the o, 3. In the Web Companion View Setup dialog box, choose the options
Set Lp Views... Click to setup
BrOWSET Views you want (see below).
Lo | 4. Click Done, then clickOK in the File Sharing dialog box.
4. Click SetUp Views to configure the browser views, or cliok. Note These settings apply only to the current database. You must set

See the next sectiotSetting up browser view's up browser views separately for each published database.

To stop publishing the current database, thsrCompanion in the File
Sharing dialog box. To stop publishing all databases, disable Instant
Web Publishing. SedEnabling Instant Web Publishihgn pagel4-8.



Choosing a web style

FileMakerPro Instant Web Publishing includes web styles that
determine the appearance of ydatabase in a browser. For
example, you can choose the Lavender style to display titles and
buttons in a purple color scheme. You can also choose styles
specifically designed for searching for records, or for creating
records.

You can choose a different web style for each published database.

To choose a web style, click tt\eb Style tab in the Web Companion
View Setup dialog box, then select a style from the list.

Web Companion View Setup HE
Click Web Style Web Siyls | Table view | Form View | Seaich | Sort |
&5, Web stles delemin the apnectanca of your detabase n a rowser. You
can aso choose siyles desianed for searching (Search O] or submiting
form [Entry D]
~ Choose a'Web stle for your database
Select aweb style —Styles
X The Soft Grey style requires  browser that supports cascading style
Information about —— sheels, such as Intemet Explarer 4.0 o later). The database pens in
Form Wiess.
the selected style

Unless noted in the following table, web styles can display these web
pages: Form View, Table View, Search, Sort, New Record, and Edit

Record. For more information, see the next secti@isyut browser
requirementsand“About layout rendering

Renders
Web style layouts Comments
Soft Grey Yes These styles are identical, except for the color
Lavender scheme of the titles and buttons. Soft Grey uses
Wheat neutral colors that work with many layouts.
Fern Green No Similar in appearance to Soft Grey, Lavender,

and Wheat, but can be viewed in more browsers
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Renders
Web style layouts Comments
Blue and Gold 1 Yes Similar to the style used in FileMakero 4.0
Instant Web Publishing, but doesn’t include the
record range or book icon
Blue and Gold 2 No Identical to the style used in FileMakero 4.0

Instant Web Publishing.

The record range and book icons only appear in
Java" enabled browsers. If the browser isn't
Java enabled, the controls appear as links.

Seach Only Yes Similar to a search engine, this style only allows
web users to find and view records. Only the Form
View, Table View, and Search pages display.

Entry Only Yes Like a guest book, this style only allows web
users to add a record. Only the New Record page
displays. (The Web Companion displays a
confirmation message after adding the record.)

About browser requirements

When choosing a web style, keep in mind the web browser software
that is used to access your database:

= |f you choose a web style that renders layouts, users must view
your database in a browsbat supports cascading style sheets level
1 (CSS1), like Internet Explorer 4.0 (or later). In addition,
JavaScript must be enabled in the browser. For more information,
see the web browser documentation.

= |f you choose a web style that doesn’t render layouts, users don’t
need a browser that supports cascading style sheets. For example,
they can view your database in Internet Explorer 3Netscape
Navigator 3.0 (or later).

= If you're unsure which browsers are used to access your database,
consider choosing the Fern Green style.
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About layout rendering
Most web stylesenderlayouts—they display your layouts in a web

Fern Green style in a browser window

Form View ‘ products

browser almost as theppear in a FileMakePro window. Web
styles can render layouts in Form View, New Record, and Edit
Record pages. (Sé&bout browser views for web publishihgn
pagel4-14)

If you choose a style that doesn’t render layouts, Web users don’t seq

text styles, backgrounds, and colors that display in the FileMrker
window.

Database in FileMaker Pro window

Products =————————"FIH

EveRyWHERE

TRAVEL Products

Product I |ET1

Golf shirt

Product Name

Caregory

Table View

Search

Mew Record

Edit Record

Delete Record

Show All
Sort

Unsorted | Viewing Record: 1 of 14 | Next

Product ID:
ET1
Product Name: B
Golf shirt.
Category:
Clothing
Colors:

White Green

Unit Price:

§35.95

Choosing layouts for web publishing
Layouts determine the fiel@gsd the format of the data that web

users see.

This style doesn’t
renderthe layout.
For example, the
logo doesn’t
appear, and the
field names and
fields display
vertically.

Colors

Unit Price

Wiie[reen
$35.95

700 [ | Browee 1]

ST

Soft Grey web style in a browser window

Form View products

Table View
Search

New Record

EveryWHERE

- TRAVEL
Delete Record

Show All

Sort

Froduct ID
Procuct Hame
Category
Colors

Urit Price

Products

ET ]

i

[+ @ Total Records: 14

1Golf shirt

Clothing
fwhite  [Green
(-

—— This style
renders the
layout you see
inthe FileMaker
Pro window

To choose a layout for a web page, click Taige View, Form View,
or Search tab in the Web Companion View Setup dialog box, then
select a layout from the list.

. 'wWeb Companion View Setup HE
Click atab
Web Style Table View | Fom View | Search | Sot |
In the brawser, T abls View displays multiple records in tabular farm. Usars
1 will s the fields from the [ayout you choose below.
i~ Choose layout for browser viewing
Layout Select a layout
Field Mame(s)
Product 1D i’
1 H Product N ame
Fields in the Product
selected Stack =
layout




Keep these points in mind:
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To Select

= The layout you choose for Form View is also used for New Record Let users define  User defines sorting by specified fields in the browser. Click
and Edit Record pages. Se&bout browser views for web
publishing on pagel4-14.

= For Table View and Search pages, you can chalbgelds (ho

layout) to display all the fields defined in the database, in the order
they were created. However, in most cases, you should specify a
layout with the fields you want web users to see.

= Related fields don't display if you choaalkFields (no layout). For
more information about displaying related fields, ‘Seecurity
considerations for published databdsespagel4-5.

= For the Search page, choose a layout that doesn’t include
summary, global, or contanfields. If your layout includes these
field types, users can’t enter search criteria into the fields, even
though they display in the web browser.

= For more information about layouts for web publishing, including Click Sort — MR R (]
tips for designing layouts for the web, see FileMdker Help. eS| Tl Y| P s S|
. + Recoids can be sorted in the browser. Choose a method
ChooseHelp menu >Contents and Index, click thelndex tab, and type _ e Dot st s
layouts,on Web Cfgfﬁf: gg,f Sggg R s e A
 Sort Field:
Setting sort options for web publishing Sortfields that _{ o j
o Uriit Price: -
You can set options for the Sort page that appears in a web browser. you specify
To set sort options, click ttgort tab in the Web Companion View
Setup dialog box, then choose one of the following: _ bone |

To

Select

Disable sorting in
the web browser

Do not sort records

This option speeds up access to the database. Records
display in the order they were added to the database. The
Sort button does not appear in Table View or Form View.

how data is sorted Specify to choose the fields, then cli€K in the Specify
Sort dialog box.

If a user sorts records, it doesn't affect the record order
for other users. Users are limited to sorting on the fields
you choose.

Sort records before Predefined sorting by specified fields before downloading to
they display in the the browser. Click Specify to choose the fields, then click
web browser OK in the Specify Sort dialog box.

Records always display in the order you choose. The Sort
button doesn’t appear in Table View or Form View.

For information about sort fields and sort orders, Sting
record$ on page3-8.

Testing your published database

Before notifying users that your published database is available,
verify that it looks and functions as you expect. For example:

= Click links and buttons to display different pages.

= Test features like searching and adding records.
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= Test your published database in different operating systems and AbOUt bl’OWS@I’ VieWS for Web publlshlng

browsers.
The following sectionslescribe th@ages that are available in

= Check to be sure unauthorized users can't access or modify YOUr L aMakerPro Instant Web Publishing.

data.

Tip You can test web publishing features in FileMaRey without Browsing records in Form View

connecting to the Internet or an intranet. For more information, see The Form View pagdisplays one record at a timreaking it easy to
FileMakerPro Help. ChoosHelp menu >Contents and Index, click see the detail of each record.

theIndex tab, and typ&Veb Companion,testing databases

Click to view a list of records Click to view the database home page

. Form View products Click for He|p
Click to look for a record

or group of records | |—| : T Tatal Records: 14 ©——Click to view the next record
lick seacsh Type a record number,
Click to create a record N:t.. R: EveryWHERE Product then click the arrow to
e TRAVEL roducts see a specific record

Click to edit this record chow all
Click to delete this record sort precut o ET1
Product Mame  [GOIT Shirt
Categary
Golors
Unit Price Ml

Click to display all records

Click to sort records—|

b ;IJ
Form View in a browser
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Browsing records in Table View

The Table View page lists multipiecords. Each row displays a
record, and each column displays a field.

Table views products

i i § 1-14 ? Total Records: 14
Click to display the first i I Type the range of records you
reCOrd in Form VIeW arch Product ID Product Name Category Want tO VieW (llke 1_5) then
New Record N !
show il BIETGE! Golf shirt Clothing click the arrow

Sort Travel Calendar Bosk

3 ET3 Csnuas travel bag Accessory —
Click arecord number to 4 ET4 Caribbean travel bock Book
display the record in Form View 5 e Europssn Advantures travsl book Book
L) ETE Exploring Asia travel book Book

~
juf
o

Haw Te Pack For Your Cruise booklst Book =
4 | _"—I

Table View in a browser

Searching for records

The Search page providesiops for finding information in your
database. The results of the search display in Table View.

Choose a search operator

Search products

Click to search for records

& tatch all words on page (AND)Y O Makch any word on page (OR)

Start Search

Click to reset the search criteria uﬁ% Field Type Criteria
Click to return to Table View or Form product 10 [pegins with = Type the search criteria, then
View without searching the database prodi [ =l click Start Search
Category |begm5 with j |
Colars |begm5 with j |

Unit Price |begm5 wnfl j |

] | o

Searching in a browser

Choose a search type

14-15
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Sorting records
The Sortpage provides options for changing the record order.

Sorting records in a browser

products

Click to sort records

Start Sort

Click to reset the sort order tlear Form Sort by Field name Sort order

Gt 1. IPdeuEt D j IASEemdimg j
Click to return to Table 2. [ione- =l [ascending =]
View or Form View — = ——
without sorting records 3. | | [rane = [rscening &
4. I*Nunef j IASEemdimg j
‘. | . ’
Select field names for the first, Select ascending or descending sort order,
second, third, and fourth sorts or a custom sort order based on a value list
Creating records

The New Record page displays a form for entering data.

Note There isn’t a separate web page for deleting a record. When
users clickDelete Record in Form View, they are prompted to
confirm the deletion.

Creating records in a browser

products

Click to add a record to the database

Submit

Clear the information you've entered Clear Form : 3
. ) S| EvervWrERE
Click to return to Table View or TRAVEL Products
Form View without adding a record
proguetin [ =4
Product Name || =
Enter data into the fields category [ =
EOE SN | —
Unit Price ﬁ
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Editing records

The Edit Record pagdisplays a form for changing existing data in
a record.

Editing records in a browser

products

Click to change the record in the database

Submit

Clear the information you've changed Clear Form ¢ )

Back .

mim  EveErRYWHERE
. i TRAVEL Products
Click to return to Table View or Form
View without changing the record

Product 0 JET1
Product Name  JGOI Shirt =
Category
cotars

unit price 3595 =4

Change the data in the fields






Chapter 15
Using ODBC with FileMaker Pro

This chapter explains how to:

ODBC terminology

Before working with ODBC, it's useful to understand the
following terms.

= set up a FileMakePro database to share data via ODBC
= import data into an existing FileMakBro database using ODBC

This term Means

About ODBC

Open DatabasedDnectivity (ODBC) is an ggication
programming interface (API) that enables applications to access datéata sarce
from many different database management systems. ODBC gives a

wide variety of client applications a common language for

interacting with a variety of data sources and database services. Structured Qery
Language (SQL)

Database Maagement An application that allows users to store, process,
System (DBMS) and retrieve information in a database

The data you want to access (like a DBMS) and
information to locate the data (like the path or IP
address)

A standard programming language that controls and
interacts with a DBMS

All applications that support ODBC recognize a common subset of
Structured Query Language (SQL) statements. SQL lets you use other
applications (like query and reporting tools, spreadsheets, and word
processing applications) to view, analyze, and modify FileM2ikedata.

Client application The application that is requesting data (using SQL)

from a data source using ODBC

Query Retrieving, manipulating, or modifying data from a
data source by sending SQL statements

Table A collection of data, similar to a FileMakEro file
ODBC components i
A Clilggttion Column An attribute in a table, similar to a field in a
PP FileMakerPro file
¢ Row A set of cells in a table, similar to a record in a
. FileMakerPro file
Driver
Manager ODBC Driver A DLL (Windows) or shared library (Ma®S) that
* sends a SQL query to access data stored in a
+ + + database and delivers data to the client application
Oracle SQL Server FileMaker Pro Local Data Access The FileMakePro companion plug-in that enables
ODBC Driver ODBC Driver ODBC Driver Companion sharing data via ODBC on the same computer
RemoteData Access The FileMakerPro companion plug-in that enables
/L Companion sharing data via ODBC across a TCP/IP network
Microsoft FileMaker Pro
Lo SQL Server -
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ODBC support in FileMaker Pro other ODBC-compliant applications. Enable tiogal Data Access
Companion to share a FileMakero file on the same computer.

o ) o Enable theRemote Data Access Companion to share the
= work with FileMakerPro data from ODBC-compliant applications  rjjeMakerPro file across a TCP/IP network.

to create charts, construct ad-hoc queries, and analyze your data with

a variety of software applications Sharing data via ODBC: an overview

= construct SQL queries in FileMakeero to import data from other  To share FileMakelPro databases using ODBC, you:
ODBC data sources likdicrosoft Access oOracle databases

You can use the ODBC support in FileMakeo to:

1. Prepare the database files by enabling the Data Access Companion

For a list of SQL commands that FileMak&o supports, choose plug-ins.
Help menu> Contents and Index, click thelndex tab, and typ&QL It's a good idea to review the file’s access privileges to prevent data
Support . from being inadvertently modified or deleted.

2. In the ODBC client application, configure the data source using

Sharing FileMaker Pro data via ODBC the ODBC control panel.

3. Connect to the FileMakéro data source, then construct and execute

This section provides instructiofar sharing FileMakePro data the SQL query in a client application (like Microsoft Query or BrioQuery).

with other ODBC-compliant applications. The process of

constructing SQL queries varies for each ODBC client application. The procedures are described in more detail below.

TheFileMakerPro ODBC driverenables you to access FileMaReo Enabling the Data Access Companions

data from other ODBC-compliant applications. For example, you can: To share youdata via ODBC, start by enabling thata Access
= perform mail meges with Microsoft Word (Windows only) Companiorplug-ins:

m create charts witMicrosoft Excel 1. Choosetdit menu> Preferences > Application.

= move or back up FileMakédro data to corporate-level DBMSs, 2. Select thePlug-Ins tab.
like Microsoft SQL Server 3. Enable the desired Data Access Companions andligk

= further analyze your FileMakétro data with query or reporting = EnableLocal Data Access Companion to share the FileMakdtro

tools like BrioQuery or Crystal Reports to create charts, construct ad- data with ODBC-compliant applications on the same computer.

hoc queries, and perform drill-down analysis = EnableRemote Data Access Companion to share FileMakéePro data

= create aMicrosoft Visual Basic application that shares information gcross a TCP/IP network.

with FileMakerPro 4. In each database you want to share, chBiessmenu> Sharing,

. . . ble the Data A C ions, and 6lick
FileMakerPro shares data via ODBC with thata Access enable the Data Access Companions, and O

CompanionsThe Data Access Companions are FileMakerplug- = Enablelocal Data Access Companion to share this FileMakd?ro
ins that interface between the FileMaReo ODBC driver and your ~ database with ODBC-compliant applications on the same computer.
FileMakerPro database. They respond to SQL queries sent from
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= EnableRemote Data Access Companionto share this FileMaké?ro Important Review the following security issues:
database with ODBC-compliant afgaltions remotely across a TCP/

= A FileMakerPro guest on a network can share data via ODBC
IP network.

unless they open the file with a password that does not allow them to
5. Verify that the file was opened using a password that allows you export records. For information on assigning passwords, see
to export records. “Defining passwordson paged-1.

= Only the data in fields is protected with passwords. Table and

Important Each file must remain open for client applications to column names are available to an ODBC client without a password.

access the data. _ _ ) )
= The first password is sad (cached) during an ODBC connection.

The FileMakefPro data is ready to be accessed by an ODBC- If you use the same password for all files, users won't need to re-
compliant client application through the FileMakep ODBC specify the password.

driver. Each FileMakePro file that is open and has a Data Access
Companion enabled is represented as a table. The filename (witho

ut - -
the extension) is used as the table name. FileMaikefields are Accessmg Flle/\/laker Pro data fI’OITI an
represented as columns. The complete field name, including any  ODBC client app[ication

non-alphanumeric characters, displays as the column name. ) o ) )
Once a FileMakePro file is shared with a Data Access Companion,

Note If your FileMakerPro field names contain spaces, some query You can connect to it from an ODBC client application. To access
tools may not be able to access the data. To prevent this, eliminatedata from the client application, you:

spaces from field names in FileMak&nmo or surround the field 1. Create and configure the DSN (data source name) using the
names with a double quote or grave character (the accent above thepBC control panel (by choosing the FileMaReo ODBC driver
Tab key) in the SQL query. and specifying where the data is located)

To install the FileMakePro ODBC driver on a remote machine, 2. Construct and execute the SQL query.

consider licensing FileMaker Developer software, which includes a o

separate installer for the FileMak@ro ODBC driver. For more Configuring the ODBC control panel

information, chooseélelp menu> FileMaker on the Web. This section provides instructions for specifying FileMaRey as

the data source.
Security issues
If data is unprotected, ibo be modified and deleted from other
applications. To protect your data, specify file passwords (and, if
desirable, groups) using FileMakero access privileges. For more
information, seéDefining passwordson page9-1.

Note Each ODBC client application connects to the FileMaker
ODBC data source differently. The way you interact with data
sources, provide passwords, and perform and display query results
varies for each client application. For more information, refer to the
documentation that comes with the client application.

ThePassword dialog box is generated by the ODBC client

application, so each application might present the dialog box at

different times.
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To configure the ODBC control panel to access FileM&kerdata
via ODBC:

g

32bit ODBC

1. Open the ODBC control panel (hamed ODBC Data
Sources (32bit) in Windows aDBC Setup PPC in the

Mac OS). This option

Specifying advanced options

Use theAdvanced tab in theODBC FileMaker Driver Setup dialog box
to specify the following optional settings:

Refers to

2. In theUser DSN tab, clickAdd to configure a new data source. Max Text Length

3. Select the FileMakePro ODBC driver (namekleMaker Pro in
Windows andODBC 3.11 FileMaker Pro PPC in the MacOS) and

The maximum length of a column in a specific row
(64000 is the maximum number of characters allowed
in arow). Decreasing this number uses less memory and
can improve performance.

click Finish. File Open Cache

Note The MacOS Appearance Manager extension must be installed
on MacOS system 7.6.1.

The maximum number of used file handles to cache. By
specifying a value, you are choosing how many tables
to keep open.

4. In theGeneral tab, type @ata Source Name andDescription. Fetch Chunk Size

The data source name should be meaningful to others accessing
thedata.

The number of rows that each fetch request (to
FileMakerPro) uses when the driver scrolls forward
through a rowset. For best results, the number should
match the number of records you're retrieving.

5. If you are accessing a remote FileMaReo data source, select International Sort
Use Remote Connection and provide the IP address of the computer

sharing the FileMakdPro database.

The FileMakePro ODBC driver must be installed on the computer

The order records are retrieved when you include the
ORDER BY clause. Select to use international sort
order as defined by your operating system.

Clear to use the ASCII sort order (the default setting).

Number, Time, and
Date as Text

generating the SQL query.
6. Click OK, or click theAdvanced tab to specify additional settings.

The driver treats Number, Date, and Time values as text
rather than numeric data. This preserves all data in a
field, even if the data isn’'t the same as the field type.

See the next section for more information. — -
Applications Using

You may specify options in other tabs, depending on which control Threads
panel and driver you are working with. For exampleFilb®SN tab

Enables the driver to work with multi-threaded
applications. Clear this checkbox if you're working
with single-threaded applications.

is used by file-based data sources and can be shared by multiple Us€¢$,,5/ate button

Translates your data from one character set to another.

who are using the same type of driver.

After configuring the control panel, you connect to the FileMaker
Pro data source and construct a SQL query in the ODBC client
application. For a list of SQL statements that FileMaker
supports, choogéelp menu> Contents and Index, click thelndex tab,

and typeSQL support

Note Performing complex queries or retrieving a large number of
records may take time. Consider batching the requests for optimal

performance.
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Importing data from other data sources Configuring the ODBC control panel

This section provides instructions for importing data from ODBC

Using ODBC, you can import records into an existing database or a . ;
data sources into FileMakero.

new FileMaker Pro file by opening an ODBC data source (like
Oracle or Microsoft Access databases) directly. The FileVRk®r Note Configuring the ODBC control panel varies for each driver

SQL query builder makes it easy to construct queries that can searcl&lpe_ For example, to configure the remote Oracle ODBC driver, you
a datg source or I_DBMS’ fetch specific records, and import the must first configure SQL Net Easy Configuration, where you specify
resulting records into a FileMakero database. a variety of options (like the driver, data source name, server
location, the database instance name, and the user ID). When
accessing a local Microsoft Access data source, however, you simply
provide the path to the data source. Additionally, the steps may vary

Use one of the included ODBC drivers to import data from its
corresponding data source:

= Text (Windows and Mac OS) from one ODBC driver manufacturer to another. Refer to the

= Oracle 8 (Windows) documentation that accompanies the data source for the exact

= Oracle 7 (Mac OS) procedure.

= SQL Server 7 (Windows only) % 1. Open the ODBC control panel (nan@pBC Data
Sources (32bit) in Windows andDBC Setup PPC in the

You can also import ODBC data using a number of third-party 326t ODEC Mac OS).

ODBC drivers from vendors. 2. To configure a new data source, cligd. Select the ODBC driver

Importing data from an ODBC data source: an overview that corresponds to your data source and Eligsh.

Here are general steps to construct SQL queries with FileNpaker 3. To configure an existing data source, select the data source name

' . _and clickConfigure.
1. Configure the data source in the ODBC control panel (by specifying

what kind of data you're accessing and how to locate the data). 4. In theGeneral tab of theODBC Driver Setup dialog box, begin

) configuring the ODBC driver by specifyinddata Source Name and
2. In FileMakerPro, connect to the ODBC data source. Description.
3. Use the FileMakePro query builder to generate a SQL query.
Then, the data resulting from the query is imported into the

FileMakerPro database.

The name identifies the data source to ODBC clients.

5. For some file-based data sources, specify the p&iftabase
Directory. In Windows, include the filename and extension.

The procedures are described in more detail below.
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-
Specify advanced ST D BE

T e—t
settings | Gl | dvanced | Abaut |

Data Source Name:  |ODEC Demo
Specify the data
source name and
description

Deseription: JODEE Impert into Sales Fepartsfp3
Database Divectory: | Help
Defaul Table Type: [Comma =]

Definter Character: |

Select to import ——— | Column Names n Fist Line
column names

0k | Cancel | appy |

Windows 32bit ODBC control panel (text driver)

INTERSOLY 3.02 Text FPC

General \/ Advanced %/ Mac File Types \/ Define Y,/ About

Data Source Name:
Specify the data: Description:
source name Database Directory:
and description

Default Table Type:

Delimiter Character:

0DBC Demo

ODBC import into Sales Reports

Select Directory...

[X] Column Names in First Line

e

Mac OS ODBC Setup PPC control panel (text driver)

6. If necessary, click thadvanced tab to specify additional settings.

After you've configured the ODBC control panel, you can import
data into FileMakePro. Seé Configuring the ODBC control panel
for the Text driveron pagel5-9 for instructions on importing data

from the sample text files.

Connecting to an ODBC data source from FileMaker Pro
After you've specified and configured the data source, you can open

your FileMakerPro database and import ODBC data.

To select the OBC data source:

1. Open the FileMakéePro database file you'll import data into.

2. In Browse mode, choosée menu> Import Records.
3. Choose the file import format.

Windows: ForFiles of type, selectODBC Data Source.
Mac OS: SelectODBC in the Show list.

Dpen File
Lockjn |5 ODBC Example = ﬁl -

Detatini
Sales Rreparts Old fp3
Sales Reponts.
Sales_Data
Salespeople

Fiepame: | Open |
Files of type:  [all Files () = Cancel
Comma-Separated Text Flles [ covrbl] &
SYLK Files [*.slk) T
DIF Files [ dif) S

Lotus 123 Files [ w1 % whs)
Basic Files (% bas]

Merge Fies [-.mer]
Clarisworks Files [%.cwk = cws)
dBASE Fles (~.dbf]

Micros
DL

Select the ODBC import file filter

4. In the Select ODBC Data Source dialog box, select the name of the

data source to import from, then cliok.



dBASE Files Micrasoft dBass Driver [*dbf)

Excel Files Micrasoft Excel Driver [*#1s)

FileMaker data source  FileMaker Pro

FaxPro Files Micrasoft FosPro Diiver (=.dbf)

M Micrasoft Accass Diiver (=mab)
FileMaker Test Driver =]

FileMaker Oracle8 Diiver
Test Driver Micrasoft Text Driver [= tt; % csv]

Select an ODBC data source

5. If appropriate, enter the user name and password for the data

source you selected, and cligk.

Building a SQL query in FileMaker Pro
Build your SQL query in th8pecify ODBC SQL Query dialog box,
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Specify 0DBC SQL Query for "0DBC Demo™ [x]

Type inta the SQL Quen field or use the SELECT, WHERE, and ORDER BY tabs to
assist you in constiucting a SAL uery

Specify the columns from ——seiecr | where | oroerEy|
each table to insert into Tables s
the SQL query Sales Data Sales Manager

Salesperson
Salssperson_ID

Click to add choices into

the SQL query below Insetinto S0L Query
i . SOL Query
As you make choices in SELECT "Salespeople’. Salesperson_ID, ‘Salespeople”. Salesperson’, =

eaCh tab, the SQL qUery iS Eﬂaéeap%u‘aplz.p‘gi?:‘_Manager‘, “Salespeople’. S ales_Region
automatically generated

J |

I
Click to execute the SQL query

2. Select a column to insert into your SQL query and dilisért into
SQL Query.
This constructs the SQL statement in the SQL Query box.

which appears after you've selected the data source in steps four and, |nsert additional columns into the SQL query by double-clicking

five (above). Start by using the S@ELECTclause to specify
which tables and columns you want to import.

1. In the SELECT tab, click the table to import in tHables list.

The columns associated with this table appear ifidlienns list box.

on the column name.

4. Click theWHERE tab to construct search criteria. This reduces the
number of records that are imported. You can also join data from two
tables.
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Creating a SQL join

5. To sort records befolienporting, click theORDER BY tab, then
specify the name of the column to sort by and whether the sort should

Specify 0DBC SAL Query for “0DBC Demo™ [x]

Type into the SOL Query field or use the SELECT, WHERE, and ORDER BY tabs to
assist you in constructing a SAL Query.

SELECT wHERE |QHDEH EYl

I~ Show only selected columns

Table Colurn |EEEER Invoice_|D =

Operatar [= -

& Colun © Walis [5 alespeople

=] [sakesperson |
@ a0E CIEE [ NOT
Insett into SOL Query
SOL Query

SELECT Sales_Data Invoice_|D), Sales_Data.Company_Name, =
Sales_Data.Date_50/d, Sales DataAmount, Sales Diata Salespersan_ID,

5 alespeaple Salesperson, Salespeople. Sakes_Manager, Salespeople. Sales_Region

FROM Sales_Data, Salespeople

WHERE Sales_Data. Salespersan_ID = Salespeople. Salesperson_ID

Clear Query Cancel

Using the WHERE SQL statement

be ascending or descending.

6. When you're finished constructing the query, cligkcute, then

map the ODBC columns to FileMakero fields.

Note You can also type a SQL statement directly into the SQL

Query box.

Importing the results of the query into FileMaker Pro

After executing the SQL query, you're ready to import the resulting
records into FileMakelPro. For information on importing data into a
FileMakerPro database, séknporting data into FileMaker Pron

pagel2-2.

Select Matching Names if column names
match FileMaker Pro field names

Import Field Mapping
Yiew by: (IR

Data in: "0DBC Dema” Map Fields in: "Sales Reports.

Amount | =] Amount =
) . Compary_Mame | ={ Company Name
Align columns with a;{ Date_Scld |=| Date Sold
s I 1D =1 ice 1D
field names Salezperson 1D | +| Salesperson I
@ | Infy
| Selespersan
o [Sales Manager
o [ Sales Region
e |'week Number
Choose a o| Total Amount
. . e
mapping option | thaEror
-]
% B‘;‘?: 5y | Fisld Namss Define Fields.
Character Set: | Macintosh -~
- Import Action Map Legend
3 & Add new recards = Impart data
Specify how ——| ¢ Replace data in curent found st o Dontimport
" Update matching records in current found set 4=+ Match fields
re(_:ords are = | Adtiemating iecords
|mpon9d Import | Cancel
FileMaker Pro Import Field Click to import
Mapping dialog box records

An ODBC import example

To help you get acquainted with importing data from ODBC sources,
there is a sample database, Sales Reports, and two text files,
Salespeople and Sales_Data, that you can import from.

= The Salespeople table has information for seven employees, such
as their name, their manager’'s name, their sales region, and their
employee identification number.

= The Sales_Data table has 250 records tracking sales that the
employees have made.

In the next three sections, you'll import data from the tables by
creating SQL statements. You can then evaluate the imported data in
the Sales Reports database.



Configuring the ODBC control panel for the Text driver

1. In theUser DSN tab of the ODBC control panel (nanf@oBC Data
Sources (32bit) in Windows andDBC Setup PPC in the MacOS),
click Add.

2. Select the ODBC driver for the data source you are importing
from, and clickFinish.

Windows: Choose€ileMaker Text Driver.
Mac OS: ChooséileMaker 3.11 Text PPC.

3. In theGeneral tab of theDDBC Driver Setup dialog box, typ©DBC
Demo for the Data Source Name.

4. For Description, typeODBC importinto Sales Reports.fp5
5. For Database Directory, specify the path to the data source.

Windows: Type the path: C:\Program Files\FileMaker\FileMaker
Pro 5\Examples\ODBC Example.

Mac OS: ClickSelect Directory and select the folder containing the
data source (ODBC Example in the Examples folder).

6. Select theColumn Names in First Line checkbox.
7. Click theAdvanced tab to specify additional settings.

8. In theAdvanced tab, verify that the Data File Extension
information isTXT .

9. Verify that theAction for Undefined Tables is Guess Definition
(Windows)or Guess (Mac OS).

Leave the control panel open, and continue to the next section.
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Choose Guess Definition
to retrieve column names

ODBC Text Driver Setup [2]x]

Beneral Advanced | sbaut |

Biows to Gean: 25 B

Actian for Undefired Tables— | Help
[ " Prompt for Definition Guess Definition Define i Click Define to
"HelumAddllnna Tables———— Ty specify ODBC tables

I™ Include Files with Matching Estensions

Estension List

Cache Size

File Open Cache: 0 ™ International Sart
4

I~ Use Long Qualiers

Data File Extension:  [THT I~ Allow Update and Delete
Diecimal Symbol: I¥ Application Using Threads

0k | Cencel | spoy |

Advanced options in the Text ODBC control panel (Windows)

Specifying the tables and columns in Windows

After choosing and configuring the ODBC text driver in the ODBC
control panel, you specify the tables and columns to import.

1. In theAdvanced tab of the Windows ODBC control panel, click
Define.

2. In theDefine File dialog box, change thdes of type option toAll
Files.

3. Select the Sales_Data table located in the ODBC Example folder,
and clickOpen.

4. Select theColumn Names in First Line checkbox.

5. For column information, click theuess button. The ODBC driver
retrieves the column names from the specified table.
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Click Guess to insert column names

Define Table [<]
Database Name:  C:\Promiam Files\Filet aker\FileMaker Pro B\ExamplestODEC Example ok
+ Table Information  Colurnn |nfarmation Cancel
:  Sales Dat Gues: |
Date_Said
Table: |Sales Data Amount
Salespersar_|D
Select to —— Column Names in Fist Line =
retrieve column
Table Type: |Comma -
names from the Nomes [ivoce D | add
ODBC table Defmiter Character
Type: |Warchar = M
Decimal Symbol
= | [Ee]
Precision: |10 Seales [0
Lengtt: [0 et [0

6. Select thédate_Sold column and verify that the Type and Mask
values are correct.

The Type should bBate, and the Mask should lo&d/yy.

When importing columns that store date information, you should
verify that the driver recognizes the correct column type and mask,
especially if the data source is from a Unix computer.

7. Click OK.
This saves the information for the Sales_Data table.

8. Specify the information for the Salespeople table by following
steps 2-7 above.

Click the close box to close the control panel.

Specifying the tables and columns in the Mac OS

After choosing and configuring the ODBC text driver in the ODBC
control panel, you specify the tables and columns to import.

1. In the MacOS, click theDefine tab.

The Sales_Data table appears in the Table pop-up menu. If
Salespeople appears, switch to the Sales_Data table.

2. Select theColumn Names in First Line checkbox.

3. For column information, click theuess button. The ODBC driver
retrieves the column names from the specified table.

Click Guess to insert column names

FileMaker 3.11 Text PPC

Mac File Types \/ Define

Macintosh HDFileMaker Pro 5 Folder:FileMaker B>
{ Salespeople ~}
Column Information.
LI Salespeople Salesperson_ID = ==
Selectto B Column Names in First Line | | Salesperson (T
: Sales_Manager
retrieve column el
Table Type: Sales_Region
names from the
ODBC table Delimiter Character:
Decimal Symbol: l:l (|
P
2

4. Specify the information for the Salespeople table.
For Table, chooseSalespeople.
You'll be prompted to save changes to the table definition. @égk

5. Click theGuess button to retrieve the column names for the
Salespeople table, then cligk. Click Yesto save changes, then click
OK again

Connecting to the ODBC Demo data source
To connect to the ODBC Demo data source from FileMBker

1. Open the Sales Reports file, located in the ODBC Example folder.
2. In Browse mode, choosée menu> Import Records.

3. Choose the file import format.

Windows: ForFiles of type, selectODBC Data Sources.

Mac OS: ForShow, selectODBC.

4. In theSelect ODBC Data Source dialog box, sele@DBC Demo, then
click OK.



£"10DBC Data Source Administrator

dBASE Files Microsoft dBase Driver [*.dbi]
Excel Filss Micrasoft Excel Driver [ xls]
FileMaker data source Filek aker Pra
FoxPro Files Microsoft FoxPra Driver (*.dbf)
M5 A s 97 Database  Microzoft Access Driver (*.mdb)
Select the ODBC ODBC Demo FileMaker Test Driver %]
Oracled dats source FileM aker Oracled Driver
. data sour(_:e you Test Driver Micrasoft Text Driver [ at; = csv)
previously configured

5. Leave the user name and password blank and@#ick

Specitying the SQL query in FileMaker Pro
Start your SQL query with th&QL SELECT tab to specify what data
you want to extract from the data source.

1. If there is a SQL statement in tB@L Query area, cliclClear Query.
2. In the SELECT tab, click theSalespeople table.

Specify 0DBC SQL Query for “0DBC Demo™

Type it the: SOL Querny field or use the SELECT, WHERE, and ORDER BY tabs ta
assist you in constiucting a SOL Query.

Specify columns to insert SELECT | WHERE | DRDER EY |
in the SQL query Tables Colyrns

Sales Data

Salesperson
Salesperson_ID

Click to add statements Insettinto SAL Query

S0 Query

: SELECT ‘Salespeaple’. Salesperson_ID", ‘Salespeaple’, Salesperson, =
The SQL query is “Salespeople” Salss_Manager, Salsspeople’ Sales_Region” [

automatically generated FROM ‘Salespeople”

Clear Query Cancel
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3. Select theSalesperson ID column, then clicknsertinto SQL Query.

4. Insert the following columns by double-clicking the column
name:Salesperson, Sales_Manager, andSales_Region.

5. Click Execute. The Import Mapping dialog box appears. For more
information on importing records, séenporting data into
FileMaker Prd on pagel2-2.

Importing ODBC data with a join

Use theWHERE tab in the FiltakerPro query builder to create a
multi-table SQL query, or join. A join combines data from two or
more tables into a new table.

Specifying a SQL join

In this example, we want to view a report that contains information
about sales transactions (from the Sales_Data table), along with
information about the salesperson (from the Salespeople table). To
ensure that the data is combined in a meaningful way, you should
link the two tables with a matching field.

Because both tables in the ODBC example files contain the
Salesperson_ID column, we can create a variety of reports by doing
a join on the Salesperson_ID column.
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The SQL query has joined information from the
Sales_Data table and the Salespeople table

To import data using a SQL join:

1. In theSpecify ODBC SQL Query dialog box, clickClear Query to
remove the SQL statement from the SQL Query box.

2. In the SELECT tab, click theSales_Data table.

3. Insert the following column£ompany_Name, Amount, and

Salesperson_ID.

°
Invoice ID]C: N Date_Sold I ° SalespersoniD [Salesperson |SalesHanager |Sales.F:
+[Home Furniture Supphiers 2/1/55] 3043 .45[gP-1 ° Sonia Long benns Hguyen |Central
2| Canadian Export Company 3/27/98] 3435.91|P-2 I P2 Jennifer Horris |Bill Swanzan  |western
2| Now Technology University | 1/20/98| 2996 48 |sP-% : = Maney Cohen _|Dermis Huyen |Gentral
4[Photo Supply., Ine /6/55] 3741 22[5P-2 M = Rajesh Shah _|uuie Chen Eastern
5[ Photo Suppiy, Ine 3/3/98| _as03.19]sP7 M sps Faue Johnison _|Dennts Raugen _[Central
& [ New Technology University | 2/27/98] 4496.11]gP-6 . = Susan Kenwood |Eill Swansen_[Western
7| Mew Technoloay University | 4/14/98| 2275.74]sP-7 . sp7 Titnthy Murphy |Juie Chen Esstern
8[Exports, Inc 4/26/98] azzazlspt °
3 [ReyPont Universtty 4/24758]  2290.18[5P-5 °
10] Autis Supplies Company 1/3/98] _ 2msealerz 4
11 |Exports internationsl S5/16/98] 2296.96]5P-7 .
12[Sushi Corporation 1728/35] 48760155 °
15 Autic Supplies Company 4/24/98| 431624 ]5P 6 °
14|Photo Suppl , Ine 2/15/38] 326531 ]5P-2 °
15]0ffioe Equipment, Ino 4/e/o8] aszr2slepz °
p—— ne. LnGzsme] asesalipl ] ®
°
[
Company_tiam: n_D [Salesperson
International Exparts 49814656 Susan Kenwood
Hew Teohnoloy University 436037 5P Susan Kenvood
e Technology University 43297553 ancy Coen
Eaztern Phote Technology Company | 432566 5F-3 [Naney Cohen
Sushi Gorporation 4316.20[5p 3 aneu Coten
Coffes. Ine 4915.30(5P2 Jermifer Norriz
Furniture Infernational 4313.20[5P-2 [Jennifer Norris
International Exports 4se8.62[5P e Susan Kenwood
Oifice Equipment, Inc. 4981 93[5F-6 Susan Kenwood
VX R e e—

4. From the Salespeople table, insert$hkesperson column.

5. Click theWHERE tab to join data from both tables.

6. Verify that the Sales_Data table is showing in the Table list.
The top table is the equivalent of a SQL “left” table; the bottom is the

“right” table.

7. SelectSalesperson_ID in theColumns area on the right.

8. The Operator should be displaying an equal sign (=).

9. If necessary, change the bottom tabl8aiespeople.

10. SelectSalesperson_ID in theColumns area on the right.

11. Click Insertinto SQL Query.

Specify ODBC SQL Query for “ODBC Demo™

Tupe into the SOL Query field or use the SELECT, WHERE, and DRDER BY tabs to assist you in
constructing 3 SOL Query.

SELECT WHERE ORDER BY

[ Show anly selected columns

Table.Colunn | Sales_Data 4 || salesperson_ID ¥
@) Coumn () vale | Salespeople 4 || salesperson_ID =

® o Qor [JnoT

Insert into SOL uery

Creating a SQL join —

S0k Query
SELECT "Sales_Data’ “Company Name’, 'Sales_Data’ " Amount”, “Sales_Data“Salesperson_ID’ |
“Salespeople’ “Salespersan” 1
FROM “Sales_Data", “Salespeople”

WHERE “Sales_Data "Salesperson_II = > *Salesperson_ID"

Using the WHERE SQL clause

12. Click theORDER BY tab to sort the records before importing them
into FileMakerPro.

13. Select the name of the column to sort®ales_Data.Amount.

14. Click Descending to sort the records from highest amount sold to
lowest amount sold.

15. Click Move.

16. Click Insert into SQL Query.

17. Click Execute.

18. Import the resulting records into FileMakero.

250 records should be imported into the Sales Reports database.
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Tupe into the SOL Query field or use the SELECT, WHERE, and DRDER BY tabs to assist you in
constructing 3 SOL Query.

SELECT WHERE

Columns

Sales_Data Company Hame

Sales_Dats Date_Sald

Sales_Data.Invoice_ID

Sales_Data Salesperson_ID
slespersan

ORDER BY

Order By
Sales_Data, Amount

[ |= a3
Move Al

() hscending @) Descending

Insert into SOL uery

0L Query

SELECT "Sales_Data’ “Company Name’, 'Sales_Data’ " Amount”, “Sales_Data“Salesperson_ID’ |
“Salespeople’ S

I

Goarguery

SQL query using all three clauses: SELECT, WHERE, and ORDER BY

Use the Sales Reports database to view reports of your data.

To view a summ@ report of total sales for each salesperson, click
theReports button, then th8y Salesperson button.

Automating ODBC connections

Because accessing GO data sources is a task that's frequently
repeated, you might want to create a script with the Import Records
script step that automatically finds the data source. Since
FileMakerPro interacts with an ODBC driver, however, some
options behave differently than when used with other file formats.

The Specify File option stores:
= the data source name

= the user ID and password (optional)

= the SQL query to be executed against the data source

Keep these points in mind:

= To save the user name and password, seleSath@ser name and
password checkbox in th@®DBC Enter Password dialog box.
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= The Perform without dialog option hides all dialog boxes
encountered during an ODBC import. If you haven't specified a data
source to import from, you must manually selgieBC in theOpen

File dialog box while performing the import script.

= TheRestore import order ScriptMaker option stores the field order
in thelmport Field Mapping dialog box, similar to other scripted
imports.

= TheSetError Capture ScriptMaker step suppresses all ODBC error
messages and alerts that might occur during an ODBC import.

= Each script can save one set of ODBC import options. To access
multiple ODBC data sources or to automate multiple queries, you
must create a separate script.

Note The ODBC import feature saves the data source name, user ID
and password, and the SQL query from the previous ODBC import.
Keep this in mind when selecting tRestore import order or Specify

File options.

Tip To automate the interaction across multiple applications, explore
the ActiveX functionality (Windows only). For more information,
seechapterl0, “Creating scripts to automate tasks






Appendix A
Customizing FileMaker Pro

This appendix shows you howdostomize FileMakePro by setting 3. Click OK.
application and document preferences for options like:

= network protocol and user name Setting general application preferences
= color palette
. Mac 0S
= memory and saving —_
Application Preferences
™ plug_in activation General \/ Layout  / Memory \ / Modem \, / Dialing \ / Plug-Ins
. g raph I cs Sto rage [ Enable drag and drop text selection
= actions to perform automatically when opening and closing a file sty ]
i l;:y:;’:’ = John Smith

= spelling (Ocm
Setting application preferences =
Application preferences apply to any file you open. Preferences
remain in effect until you change them. Windows

Application Preferences [ 7]x]

To set application preferences:

General | Layout | Memory | Plugns |

1. ChooseEdit menu>Preferences > Application. User e |
Metwork Protacal: TCPAP hd

™ Enable diag and diop text selection

2. Click a preference tab, then set options according to the sections
in this appendix.

¥ Templates in New Database dislog
I~ &l keyboard shorteuts in menus
[~ Recently openedfies [+

Application Preferences

Choose a General | Layout | Memery | Plugdns |

preference type Cancel

Lser e |

Metwork Protocal: [ TCRAP d

[~ Enable drag and drop test selection .
— Set options to
customize the
way you work

Sho
[¥ Templates in New Database dialog

[~ &l keyboard shorteuts in menus
I~ Becently opened fies: [

Cancel
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Do this

To Select To

Windows: Type aname for
User name

Mac OS: SelecBystemin the

User Name area

or

For User Name, selegtistom,

Set the name that identifies the user. This value
is used, for example, when you chobsert

menu >Current User Name, or as the host name
when you host files on a network.

Always lock layout tools Keep a layout tool selected until you select a
different one or press Enter. If you don't select this
option, FileMakePro returns to the arrow pointer

after you use a tool.

Mac OS: The System name is the Owner Name
entered in the Network Identity area in the File
Sharing control panel.

Add newly defined fields to
current layout

Add new fields to the bottom of the current layout
when you define them.

then type a name in the text box Standard systempalette ~ Use a 256-color palette.
Select aroption from the Select a network protocol to host databases and  System subset Use an 88-color palette.
Network Protocol list open shared databases. Changes take effect after
Web palette Use a palette of 216 colors that look the same on

you quit FileMakeiPro and then start it again. )
Windows and Ma©S.

Selectnable drag and drop
text selection

Use drag and drop to transfer text without using
theClipboard.

Select(Show) Templates in
New Database dialog

Setting memory preferences

FileMaker Pro automatically records your changes as you work.
These changes are stored temporarily in an area of (RAM) memory

Display a list of template files when you start
FileMakerPro or choos€ile menu> New
Database.

Windows: SelecfShow) All
keyboard shortcuts in menus

called thecache In memory preferences, you specify when
FileMakerPro saves the contents of the cache to the hard disk. In

Displayall keyboard shortcuts.

Select(Show) Recently
opened files, then type a
number from 1 to 9

Windows, you can also set the size of the cache here. To change the
cache in the Ma®©S, see instructions in Help. Chodtgdp menu>
Contents and Index, click thelndex tab, and typeache .

Display recently opened files in the File menu.
You can also specify how many files appear in
the menu, up to nine files.

. Application Preferences HE
Setting layout preferences —
In layout preferences, you set options for the way you like to work in Save changes o disk
B
LayOUt mode. ¢ evey [ 10mriies =] orwhen necessay
File cache is always on. Cunent size is 511K
Application Preferences Attempt cache size of (512 K on FileMaker restart.
General \/ Layout \ / Memory \\ / Modem , / Dialing \ / Plug-Ins Windows: Set the
size of the cache
[ Always lock layout toals
[ Add newly defined fields to current layout ﬂl
Color Palette
() Standard system palette (256 colors)
@) System subset (28 colors)
() web palette (216 colors)
=




Do this To

Save changes when the file is idle or when the
file cache is full.

Selectduring idle time

Seleckevery <value>orwhen  Save changes at a specified time interval or

necessary, then choose an when the file cache is full. Saving lesf$en on Hayes-compatible settings Connecti
; ; Output
interval from the list battery-powered portable computers conserves <pens
power. Saving more often reduces the chance
. If you change the default { Defauis )
of data loss in a system crash. settings, click to restore
the default values

Windows: Type aaumber for Increase this number to improve application
Attempt cache size of <value>K performance. Decrease this number to save
on FileMaker restart changes to disk more frequently and thus help
protect against data loss in a system crash. For

Options default to standard
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Application Preferences

----- Layout

Modem Commands

‘ Setup ATOOVIET 50=0

Prefix oT

Hangup: [+++ATH

Do this

Changes take effect after you exit

’ . ) Setu
FileMakerPro and start it again. P

Type the command (all uppercase or all lowercase) to
initialize your modem.

Setting preferences for dialing phone numbers Prefix

Type the command (all uppercase or all lowercase) for starting
a call.

FileMakerPro can dial phone numbers stored in a database. To dial
the phone in FileMakePro, set modem ardlaling preferences as
described here, define a script that includes the Dial Phone script

Hang up

Type the command (all uppercase or all lowercase) for
disconnecting a call.

step, then perform the script. For general information about Output
scripting, seehapterl0, “Creating scripts to automate tasksor
information about the Dial Phone script step, chéteie menu>

Choose the port your modem is connected to. If you choose
Speaker, FileMakerPro does not dial out through the modem
and you don't need to set the other modem preferences.

Contents and Index, click thelndex tab, and typ®ial Phone . Speed

Choose daud rate(the speed for transmitting data between
your computer and the modem) from the list.

Windows: Modem and dialing settings are controlled by the

operating system. If you have already specified Modems settings insetting dialing preferences (Mac 0S)

the control panel, you probably don’t need to change them. For MOrer; aMakerPro uses these preferences when you seledsétiiialing
information, see the documentation that came with your operating Preferences option in the Dial Phone script step

system software.

FileMakerPro dialing preferences let you dial phone numbers in

Setting modem preferences (Mac 0S)

For information about the settings you should use, see the

documentation that came with your modem.

different ways, depending on your location and the number you call.

For example, when dialing another extension in the same office, you
might not want to dial the area code and exchange. When dialing a
number outside the office, you might need to dial a prefix for a local
area code, or several prefixes for a long-distance call.
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FileMakerPro matches the text in the left column of the Dialing
Preferences dialog box with the phone number in your database.
When it finds the longest matching entry in the left column, it dials
the corresponding entry in the right column. In this example, if the
number in your database is 408 555-3930, FileMBkerials 3930.

Application Preferences =——————
Layout
_ Setpreferences
;:Z: :\:X\:r\.g a phone number, look for and replace for dlffel’ent
At osation: [Gffies : locations
If texct beqing with: Replace with:
408 R ]
This is the 555
longest entry R CXI With most
that matches modems, include
the example Al N acommafora
phone number e two-second delay
(]
For Do this
At location Choose a location from the list.

Iftextbeginswith  Type the digits that you don’t want FileMakero to dial at
the beginning of a phone number.

Replace with Type the digits that you want FileMak@ro to dial before a
phonenumber, in place of the corresponding values in the
left column.

Alwaysappend  Type the digits that you want FileMakiero to dial after a
phonenumber.

Note Some modems won’t accept more than 32 characters.

Setting up plug-ins
A plug-inis a file that adds features to FileMakep. The Web

Companion and the Data Access Companions (for ODBC
connectivity) are FileMakePro plug-ins.

Third-party plug-ins are also available, or you or a database
developer can write plug-ins to customize FileMdRey.
Knowledge of C or C++ programming and FileMaker Developer
software is required. For more information, choldglp menu >
FileMaker on the Web.

To enable plug-ins, select the checkbox next to the plug-ins you want
to work with. If you don'’t see the plug-in you want to use, you must
install it. To install the Web Companion or Data Access
Companions, see thigleMakerPro Getting Started Guide

To see what a plug-in does, click the plug-in to highlight it.

————— Application Preferences———

eeeee

Select the plug-in
you want to enable

ckbox to provide
he web. Also set up
haring from the File

Highlight a plug-in to
see a description of it

(]

After you have enabled the plug-in you want to use, you can
configure it. See the documentation for the plug-in you want to use.

Important FileMaker,Inc. cannot provide technical support for third-
party plug-ins.

To use the FileMakdPro WebCompanion, seehapterl4,
“Publishing databases on the Web

To use the Data Access Companions chegpterl5, “Using ODBC
with FileMakerPra”
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Setting document preferences

Document preferences affect the current database file. You can setselect To
different document preferences for different files.

Use smart quotes Use curly apostrophes (') and quotation marks (* ). If

. you deselect this option or use a font that doesn’t have
Note A shared file has the same document preferences for every user. ) : .
smart quotes, FileMakéro uses plain marks (* ).

You can change the document preferences if you have the master Changes affect new typing only; they do not affect
password or if there isn’t password protection in the file. See existing data.
chapten, “Protecting databases with passwords and groups

Store compatible graphics Windows: Select this option to allow M&S users

To set document preferences: to view Windows Metafile images in a file.
' (Note that both pIatformsMaC OS: Select this option if you might host this file

1. Open a FileMakePro file. can display GIF, JPEG, from a Windows machine in future and you want to

2. ChooseEdit menu> Preferences > Document. and PICT images.) ~ Store compatible graphics.

Deselect this option to conserve disk space.
Changing this option affects only the objects you
create after the change.

3. In the Document Preferences dialog box, click a preference tab,
then set options for general or spelling preferences.

4. Click OK. Try default password, Automatically enter a password when the file is
thentype a password  opened. If the password isn't valid, FileMalo
Settmg general document pr eferences prompts the user to type another password. To

temporarily bypass the default password and enter a
different one, press Shift (Windows) or Option

Choose Dc ”es 2] (Mac OS) while opening the file.
preference type , Switch to layout, then Display the specified layout when you open the file.
[ Store compatible graphics choose a layout from thelf you don’t select this option, FileMak&ro opens
Changfesfé?e?]%%lggﬂl‘tm‘uicesu_i list the layout you displayed when you closed the file, or
P affect this filg ('— o el pessnrd opens a layout you specify in a startup script. (See
‘ ol the Perform script option below.)
I Pefomsoipt | corknonn <]
‘when clasing “Invoices” Perform script, then Perform astartup or close script when you open or
(" REEEEEY || G L| choose a name from theclose the file. For example, you can define a startup
list script to hide the status area or setwiedow size.
Cancel If the file opens automatically because it is needed

by a relationship or value list in another file,
FileMakerPro doesn't perform the startup script.
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Setting document spelling preferences

FileMakerPro can check your spelling as you type. You can also
have the Spelling dialog box always appear where you place it
onscreen.

Document Preferences [7]x]
General Speling |
 Spell check -
Select how you P
want to be alerted { ® ot
as you type  Elash menu bar on questionable spelings
- Dialog placemenl
& Automatic
Choose where you [ & s
want the Spelling
dialog box to appear

Cancel

To use the spelling checker, s#wapter2, “Adding and viewing
data”
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Backing up and recovering files

Power failures, hardware problems, and other factors can damage #n its simplest form, backing up means copying your file(s) to
FileMaker Pro file. While the recover feature of FileMaker Pro may another disk for safe keeping. As your files become larger or more
be able to salvage your damaged file, it is strongly recommended thahumerous, you might need to use a third-party program to do a
you back up your important FileMaker Pro files on a regular basis. proper backup.

Consistent and properly executed backups are the best protection

against damaged or corrupted databases. A good third-party backup program should provide multiple copies
of a database as sources for restoration. A scheme involving rotating
This appendix describes: backups can accomplish this. Typically, this method involves

separate backup copies over no less than a two-week rotation. The
file is backed up to a set on day one, a new set on day two, until ten
sets of backups exist (assuming a five-day work week). On the

= why regular backups are important

= how to automate database backups with FileMaker Pro scripting

= some reasons why files may become corrupt eleventh day, the first set is reused. This type of rotation ensures that

= how to recover a FileMaker Pro database a lurking problem will not spoil your chances of a complete file
restoration.

Backing up files For very important files, it's a good idea to store backups at an off-

site location. Fires, earthquakes, and other disasters can and do

Routine backups are imperative for any document stored ona 400y, and there is added safety in securing copies of your vital files
computer. Magnetic media has a sometimes transitory nature, and i qite

susceptible to a variety of problems. Extreme heat, cold, sunlight,
and the presence of electric and magnetic fields can all contribute tOUsing a backup script

the failure of magnetic storage media. You can use the following script to save automated backup copies of

Keep in mind that it is easier to back up a database thanitisto & FileMaker Pro 5 or later database.

recreate it. Whether you should be backing up every day, several
times a week, or less frequently is usually determined by the amoun
of data you are adding to your database(s), and how difficult it would
be to recreate your files in the event they become corrupt.

This script saves a copy of your database on the fifth close and every
tfifth close thereafter. To make the script work, you will need to
define a number field calle€buntFeld . You should define this
script in all solution files that require backups.

A strong backup strategy is one that employs multiple media and backd.. ChooseScripts menu> ScriptMaker.
up on a consistent schedule. The multiple copies you create by backing ¢, script name, typBackup .

up your data to different media afford you some protection against the )

failure of a single hard disk, removable disk, tape, or other media. 3. Click Create.
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4. Enter the following script:

Set Error Capture [On]
Show message [‘Click to reset counter to zera’]
{default button =“No”, 2nd bution =“yes’}
If [‘Status (CurrentMessageChoice)=2"]
Set Field ['Count Feld”, “0']
Else
Set Feld [‘Count Field”, “Count Field + 1]
If ['Count Field > 4]
Save acopy as [‘Backup Copy']
Set Field ['Count Field”, ‘0
Endif
Endif
5. After adding all the steps above, cligk.
6. Click Done.
7. Chooseedit menu> Preferences > Document.

8. In theGeneral tab (Windows) or th€eneral pop-up menu
(Mac OS), undeihen closing <solution filename>, select théerform
script checkbox.

9. Select the scrigdackup.
10. Click Done.

11. Close the solution file.

Once these steps are executed, you will have a script that will creat
a backup of your file every fifth time you close the file.

Maintaining files

While consistent backups are the most important form of regular

When you have FileMaker Pro save a compressed copy,
FileMakerPro rewrites the entire database, fitting as much data into
each block as is possible. This procedure not only reclaims unused
space in the file, it also rebuilds the file's structure. Compression can
be time-consuming if the file is large, however, and might be best
accomplished as an overnight task.

Saving a compressed copy
1. Make sure that you have enough room on your intended storage
media.

While a compressed copy may be significantly smaller than an
uncompressed copy, we strongly recommend that you have at least
as much free space on your intended media as the size of your
uncompressed file. It is not a good idea to fill any storage media up
to its maximum capacity.

2. Chooserile menu> Save a Copy As.

3. Choosecompressed copy (smaller) from theSave a drop-down list
(Windows) ofType pop-up menu (Ma©S). You can also change the
default name of the file and/or its location at this time.

4. Click Save.

Understanding file damage

én order to understand how corruption occurs, it is useful to know

how FileMaker Pro manages data.

FileMaker Pro is a disk-based application, so it does not need to load
the entire database into RAM as the file is opened. Instead, the

application transfers data as needed from the hard drive to RAM and
back; as the file is used, updated data is written from data buffers in

maintenance you can perform on your databases, most heavily useg an to the hard drive. The most common cause of file damage is an

databases are also good candidates for routine compression.

unexpected application termination. In most cases, an unexpected
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quit will occur when the file is between hard-drive updates. In this Recovering damaged fi[es

situation, the next time the database is opened, FileMaker Pro runs a .
consistency check on the file and the file typically opens without 1N the event that a file does become damaged, you may be able to use
problems. However, if the unexpected quit occurs during a hard ~ the Recover feature of FileMaker Pro to salvage your file.

drive update, the file is likely to require recovery.
Important Because of the way the recover feature operates, do not

Keep these points in mind: attempt to recover a damaged file with a third-party disk repair
L L utility. The use of a third-party disk repair utility may further damage
= Because unexpected application termination is the most common - L . .
i } the file’s structure and make it impossible for the file to be recovered.
cause of database corruption, try to ensure that your operating system

is stable. When to recover

. Mr?\ke sure tha'F you are running the most current and/or stable | general, you should recover only files that will not open or are
version of .DLL files (Windows) and extensions and control panels gjsp|aying problems with finding and sorting.

(MacOS).

= Run only the software that is absolutely necessary on your most Note There are many problems more common than corruption that

critical machines. Keeping your configurations simple reduces the ¢an resultinincorrect finding or sorting, including mismatched field
chance that some software may conflict, and makes it easier to types, incorrect criteria, and misunderstood foreign character set
troubleshoot if there is a problem. standards. You should investigate these and other possibilities before

. . . . you recover a file.
= Use an uninterruptable power supply (UPS) if your files are being

used in an area subject to power outages. The cost of a UPS mightgecause the recovery process removes structures that may harbor
equal the time involved in one file recovery. corruption, you should not use the Recover command for routine

= Be conscious of file size. FileMaker Pro 5 has a maximum file size maintenance. Each time you recover a file, examine the file carefully
of 2 gigabytes. Files that have exceeded that limit may be damagedo be sure that all objects are intact, as corrupt objects will be
beyond repair, since key elements of the file structure may be removed.

overwritten. If your file is approaching the file size limit, it is

strongly recommended that you archive some of the less frequentlyT© recover a file:
used data and save a compressed copy of the file. 1. Make sure that you have enough space on your intended storage

= Consider all hard disk problems to be potentially serious. In casesMedia.

of multiple corrupted files on a hard drive, the hard drive itself may If there isn’t enough space, the recovered file will be unusable. A

be at fault. Check the hard drive with a disk utility program. recovered copy might be as big or bigger as the original file, so it is

= Software that optimizes, compresses, or partitions the hard drive important that there be adequate room on the media to which you are

should be the most current version. Driver software must be saving the recovered file. As with saving compressed copies of files,

compatible with your version of the operating system. it is nqt a good idea to fill any storage media up to its maximum
capacity.

2. Close the damaged file if it is open.
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3. ChooseFile menu> Recover.

4. In the Open Damaged File dialog box, select the file you wish to
recover.

5. Click Open.

6. Name the recovered file, and make sure that it is being saved to
the desired location.

FileMakerPro insertsfilename> Recovered as the default name.
7. Click Save.

FileMakerPro will attempt to recover the file. For large files, this
may take some time, as each record, field, layout, and script must be
tested and copied to the new file.

A status message tells you about the recovery process. A second
message reports the success of the recovery—how many bytes were
salvaged, the number of records and values skipped, and the number
of lost field definitions that were rebuilt.

8. Click OK.

If the recovery process was successful, you should be able to open
the newly recovered file. If the file opens successfully, you should
close it and rename it to match the name of the original file (to
preserve any predefined relationships and external scripts).

Keep these points in mind:

= To ensure you always have a file that's up to date, make frequent
backup copies of your files, and don't write over the most recent copies.

= A file can grow or shrink in size. A file can grow if the indexes are
damaged and repaired. A file can shrink when data deleted by the
user, like a paragraph, has finally been deleted from the file.

= [f afile is severely damaged, you might not be able to recover it. If you
are unable to recover a file using the Recover feature, you will need to
contact FileMaker Technical Support. Géfedp menu> FileMaker on

the Web, or point your browser to www.filemaker.com for the most
current information on contacting FileMaker Technical Support.
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Keyboard and mouse shortcuts

Working with layout ObjECtS Show/Hide T-squares Ctrl+T

Align objects using the current settings Ctrl+K Square the object being resized Ctrl+resize

Align to grid off while resizing/moving an object Alt+resize / Alt+drag Toggle the current tool with the selection tool Enter (numeric keypad)
Bring an object forward Ctrl+Shift+F Toggle the object grids Ctrl+Y

Bring an object to the front Ctrl+Shift+Alt+F Ungroup objects Ctrl+Shift+G
Constrain a line to 45° increments Ctrl+drag Unlock an object Ctrl+Shift+H
Constrain a rectangle to a square Ctrl+drag .

Constrain an oval to a circle Ctrl+drag Formamng text (Lay out and BI’OWSE)

Constrain movement to vertical or horizontal Shift+drag Align text center (horizontally) Ctrk+\

Constrain resizing to vertical or horizontal Shift+resize Align text left Ctri+{

Display an object's format Alt+double-click Align text right Ctri+]

Drag the selected layout part past an object Alt+drag Align text full (full justification) Ctrl+Shift+\
Duplicate by dragging Ctri+drag Insert a tab character in text Ctrl+Tab

Field Borders dialog box Alt+Ctrl+Shift+B Next point size down Ctrl+<, Ctrl+ (comma)
Field Format dialog box Ctri+Shift+M Next point size up Ctrl+>, Ctri+ (period)
Group objects Ctr+G Nonbreaking space Ctrl+Space bar

Lock an object Ctrl+H One point larger Ctrl+Shift+>

Move the selected object one pixel at a time Arrow keys One point smaller Ctrl+Shift+<
Redefine a field on a layout Double-click .

Reorder the selected pirt Shift+drag SeIeCtmg text (Lay outand BI’OWSG)

Re-orient the part labels Ctri+click Extend selection to end of line Shift+End

Reset the default format based on an object Ctrl+click Extend selection to end of text kil
Rotate an object Ctrl+Shift+R Extend selection to next end of word Ctrl+Shift+-—>

Select items partially contained in the marquee Ctrl+drag Extend selection to previous start of word Ctri+Shift+<—

Select objects by type Ctri+Shift+A Extend selection to start of line Shift+Home

Send an object backward Ctrl+Shifted Extend selection to start of text Ctrl+Shift+Home
Send an object to the back Ctrl+Shift+Alt+J Move insertion point to end of fine End

Set Alignment dialog box Cri+ShifteK Move insertion point to end of text Ctrl+End
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Move insertion point to end of the word Ctri+-—>
Move insertion point to the beginning of the word Ctrl+<«-
Move insertion point to start of line Home

Move insertion point to start of text Ctr+Home
Select aword Double-click
Selectaline Triple-click
Select a paragraph Four clicks

Select entire contents of a text area

Five clicks or Ctrl+A

Editing

Bold selected text or object Ctrl+Shift+B
Copy the found set (Browse) if no field is active Ctrl+Shift+C
Delete record, layout, or request Ctrl+E
Delete record without confirmation Ctrl+Shift+E
Delete selection/next character Delete
Delete selection/previous character Backspace
Duplicate record, layout object, or request Ctrl+D
Insert a merge field (Layout) Ctrl+M
Insert the current date Ctrl+- (hyphen)
Insert the current time Ctrl+;

Insert the current user name Ctrl+Shift+N
Italicize selected text or object Ctrl+Shift+l
New record, layout, or request Ctr+N

Next field (Browse and Find) Tab

Next record, layout, or request

Ctrl+, or Shift+Page Down

Insert from the index (Browse and Find) Ctrl+l

Insert from the last record (Browse and Find) Ctrl+

Insert from the last record and move to the next field Ctrl+Shift+

Paste without style Ctrl+Shift+V,
Ctrl+Shift+Insert

Previous field (Browse and Find) Shift+Tab

Previous record, layout, or request

Ctrl+1, Shift+Page Up

Replace the contents of the current field in all
records in the found set

Ctrl+=

Remove all style from selected word or object (returnto  Ctrl+Shift+P
Plain)

Spell check the selected word Ctrl+Shift+Y
Underline selected word or object Ctrl+Shift+U
Working with files

Close the database Ctri+W, Ctrl+F4
Exit FileMaker Pro Ctrl+Q, Alt+F4
Hosts (Open) dialog box Ctrl+Shift+O
Open dialog box Ctrl+O

Print Ctri+P

Print without Print dialog box Ctrl+Shift+T

Save FileMaker Pro saves
automatically

Switching between modes

Go to Browse mode Ctri+B

Go to Find mode Ctrl+F

Go to Layout mode Ctrl+L

Go to Preview mode Ctrl+U

Controlling windows

Cascade windows Shift+F5

Maximize/Restore window Ctrl+Shift+Z

Next window Ctrl+F6

Previous window Ctrl+Shift+F6

Scroll the document window up or down Page Up or Page Down

Scroll left in the document window Ctrl+Page Up

Scroll right in the document window Ctrl+Page Down

Show/Hide status area Ctrl+Shift+S

Tile windows horizontally Shift+F4

Tile windows vertically Shift+F5

Zoom the document in F3

Zoom the document out Shift+F3
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Miscellaneous actions Move object in list in dialog box Ctrl+1 or Ctri+],
Cancel a dialog box Esc Omit Record (Browse) Ctrl+M

Cancel a paused script Alt+N Omit Multiple (Browse) Ctrl+Shift+M
Check/Uncheck the Omit checkbox in Find Alt+O Play or record sound in a sound field Space bar
Define Fields dialog box Ctrl+Shift+D Select all Ctrli+A

Execute script (first 10 scripts) Ctrl+1 —Ctrl+0 (by Sort Ctrl+S

number)

Use the layout pop-up menu

F2,then 1 or {, then Enter

Show all records Gt Use the Symbols pop-up menu in Find Alt+B, then T or |,
Help FL What's This Help Shift+FL
Modify the last find Ctr+R
In Browse mode In Layout mode In Find mode
Data Entr_l,lv‘l' Choose a different layout Data Entryvl Data Entryvl
=T Click a page or drag the bookmark to move = B
- forward or backward in your records - -
— Number of the current
2 Number of the current record (editable) | 1— Number of the current f 1— request (editable)
Records: Layouts: I itabl R ts:
= Number of records in file 3@0u : ayout (editable) 1& Number of existing requests
Ursorted— Shows whether records are i Click to omit the records
unsorted, sorted, or semi-sorted | Layout tools sl- gbm; found by the current request
ymbols -
Button tool Portal tool .'J— Click to choose operators
Field tool m=sH—— Fill pattern palette (like <, >, and =) to paste
Part tool 1 into a find request
Fill color palette —— Emboss palette Click to begin the search
Percent of - .
magnification Fill icon Current fill pro;l)emes
Pen pattern palette
—— Zooms window smaller Pen color palette Line width palette
or larger Penicon ) )
100] ool BT Shows or hides the Current ine properties | 100] o 55|

status area
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Appendix D

Keyboard and mouse shortcuts

Working with layout objects

Align objects using the current settings 8-K

Align to grid off while resizing/moving an object 88-resize/ 88-drag
Bring an object forward Shift-88-F

Bring an object to the front Shift-Option-88-F
Constrain a line to 45° increments Option-drag
Constrain a rectangle to a square Option-drag
Constrain an oval to a circle Option-drag
Constrain movement to vertical or horizontal Shift-drag
Constrain resizing to vertical or horizontal Shift-resize

Display an object’s format Option-double-click
Drag the selected layout part past an object Option-drag
Duplicate by dragging Option-drag
Field Borders dialog box Option-38-B
Field Format dialog box Option-88-F
Group objects 8-G

Lock an object 8-H

Move the selected object one pixel at a time Arrow keys
Redefine a field on a layout Double-click
Reorder the selected part Shift-drag
Re-orient the part labels 88-click

Reset the default format based on an object 88-click

Rotate an object Option-88-R
Select items partially contained in the marquee 88-drag

Select objects by type Option-38-A
Send an object backward Shift-88-J

Send an object to the back Shift-38-option-J

Set Alignment dialog box Shift-38-K
Show/Hide T-Squares 8-T
Sliding/Printing dialog box Option-88-T

Square the object being resized

Option-resize

Toggle the current tool with the selection tool Enter

Toggle the object grids 38-Y

Ungroup objects Shift-88-G
Unlock an object Shift-88-H
Formatting text (Layout and Browse)

Align text center (horizontally) Shift-88-C, 38-\
Align text left Shift-88-L, 88-
Align text right Shift-38-R, 3-]
Full text justification Shift-88-\
Insert a tab character in text Option-Tab
Next point size down Shift-88-<
Next point size up Shift-38->
Nonbreaking space Option-Space bar

One point larger

Shift-Option-88->

One point smaller Shift-Option-88-<
Selecting text (Layout and Browse)

Extend selection to end of line Shift-38--—
Extend selection to end of text Shift-88- |,

Extend selection to next end of word Shift-Option--—
Extend selection to previous start of word Shift-Option-<-
Extend selection to start of line Shift-38-<
Extend selection to start of text Shift-38-1

Move insertion point to end of line 8->

Move insertion point to end of text 8-
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Move insertion point to the end of the word Option--->
Move insertion point to the beginning of the word Option-¢-
Move insertion point to start of line 8-«

Move insertion point to start of text 8-

Select aword Double-click
Selectaline Triple-click
Select a paragraph Four clicks

Select entire contents of a text area

Five clicks or 38-A

Editing

Bold selected object or text Shift-88-B
Copy the found set (Browse) if no field is active Option-88-C
Delete record, layout, or request 88-E

Delete selection/next character Del

Delete selection/previous character Delete
Duplicate record, layout object, or request &-D

Insert a merge field (Layout) 8-M

Insert from the index (Browse and Find) 8-

Insert from the last record (Browse and Find) 8-

Insert the current date 88-- (hyphen)
Insert the current time 88-;

Insert the current user name Shift-88-N
Italicize selected object or text Shift-88-1
New record, layout, or request 8-N

Next field (Browse and Find) Tab

Next record, layout, or request Ctrl-§,
Outline selected object or text Shift-38-0
Insert from the last record and move to the next field Shift-88- (apostrophe)
Paste without style Option-88-V
Previous field (Browse and Find) Shift-Tab
Previous record, layout, or request Control-1

Replace the contents of the currentfieldinallrecords inthe  88-=

found set

Remove all style from selected word or object (return to Shift-88-P

Plain)

Shadow selected object or text Shift-88-S

Spell check the selected word Shift-88-Y
Subscript selected object or text Shift-88--(hyphen)
Superscript selected object or text Shift-88-=, Shift-88-+
Underline selected object or text Shift-88-U
Working with files

Close the database 8-W

Network (Open) dialog box Option-88-0
Open dialog box 88-0

Print 8-P

Print without Print dialog box Option-38-P

Quit FileMaker Pro 38-Q

Save FileMaker Pro saves
automatically

Controlling windows

Scroll the document window down page down

Scroll the document window up page up

Show/Hide the status area Option-88-S

Toggle between full size and the previous size in Layout ~ Shift-38-Z

mode

Switching between modes

Go to Browse mode 8-B

Go to Find mode 88-F

Go to Layout mode 88-L

Go to Preview mode 8-U
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Miscellaneous actions Help -7
Cancel a dialog box Esc Modify the last find 8-R
Cancel an operation 88-. (period) New Record, layout or request 8-N
Check/Uncheck the Omit checkbox in Find 8-M Omit Record (Browse) 8-M
Define Fields dialog box Shift-88-D Omit Multiple (Browse) Shift-38-M
Delete a record, layout or request 38-E Play or record sound in a sound field Space bar
Delete a record without dialog Option-38-E Selectall 8-A
Execute script (first 10 scripts) 88-1— 38-0 (by number) Sort 8-S
Show all records 8-J
Status area
In Browse mode In Layout mode In Find mode
[pata Entry —— Choose a different layout [pataEntry | [pata Entry |
Click a page or drag the bookmark to move
| forward or backward in your records
Number of the current
Number of the current record (editable) Number of the current 1 request (editable)
Records: layout (editable) Requests:
19 Number of records in file Number of existing requests
Unsorted———— Shows whether records are unsorted, o | Click to omit the records found
sorted, or semi-sorted Layout tools omit by the current request
Button tool Portal tool Symbols [~ Click to choose operators
Field tool (like <, >, and =) to paste
Part tool Fill pattern palette into a find request
] —— Emboss palette L | Clickto begin the search
P tof ificati Fill color palette
ercent or magnitication Fill icon Current fill properties
Pen pattern palette
—,_— Zooms window smaller or larger Pen color palette %E Line width palette
Pen icon LY e " .
Current line properties
100 [_Jul[EF—— Shows or hides the status area 100] ol 100 ]







Symbols
13-6

-5-3,11-3

"5-3
""3-2,3-3,112,114,11-12
#HT7-11

& 5-3,114
(5-3

)5-3

* 3-2,3-6,5-3,11-3
+5-3,11-3

,5-3

.34
/5-3,11-3

/1 3-4,6-24,7-11
:5-3

10 5-3,6-24,7-11
:5-3
<3-4,5-3,11-3
<=3+4,11-3
<>11-3
=3-3,3-6,5-3,11-3
==3-3
>3-4,5-3,11-3
>=3-4,11-3
?3-4,6-23

@ 3-2

@@7-11

N11-3
53,134
[|7-11

114
#5-3,11-3
<34,11-3
>3-4,11-3

Index

A

Access privileges
associating passwords with
groups9-3
changing9-3, 9-5
describe®-1
fields 94, 9-6
groups9-1, 9-3
layouts9-4, 9-5, 9-6
password®-1, 9-6
record lockingl3-2
related files
planning8-9
working with 8-5, 9-2
selectingd-1, 9-3
Web 145,148
Accessing data from a third file
8-14
Accounts.SeeAccess privileges
Actions. SeeScripts
ActiveX Automation10-1
Adding
See alsoDefining, Inserting,
Placing
comments to scripts0-9
fields 5-3
graphics to layoutg-14
layout part6-26
objects to layout§-27,7-14
record2-4
related recordg-5, 8-11
Script menu item40-5, 10-10
scroll bars to field§-2
text tolayous 7-10
Aggregate function1-7
Aligning
objects7-18,7-19
tabs7-13

text7-12,7-13
AND operatorl1l4

AND searche8-5
in match fields8-6

Animation2-12
Appearance

layout theme$-5

web stylesl4-11
Apple events10-1, 109
AppleScript10-1, 109
Application preferences-1
Arrange toolbad-5
ASCII sort 3-9
Attributes

fill 7-15

paragrapiv-13

pen7-15

tab7-13

text6-22,7-12
Authorized usersSeeAccess

privileges

Auto Enter5-8
AutoGrid. SeeObject Grids7-21
Automatic phone dialing-3
Automating tasksSeeScripts
Average for summary fields-7
AVI format 2-12

B

Background colo-14.See also
Themes, layout

Baselines, field border&2
BASIC format12-1

Batteries, preferences for saving
A-3

Beeps
in spell checking\-6
script for109
Blank
password$®-1, 9-3
records, printingt-5
Blank layout
See alsd.ayouts
described-5
Blank spaces, closing ufee
Sliding objects
Body 6-25
Book icon
Browse mode-1, 2-4
Find mode3-6
Layout mode6-8
Preview model-4
Boolean expressiorisl-3
Booleanvalues
describe®-3
finding 3-4
formatting6-22
Borders7-14
button7-17
field 7-1
Boundaries of fields, text, buttons
7-17
Break fields6-26,6-27
BrioQuery15-2
Browse modd. -3, 2-1
Browser, Web
home pagd4-3, 146
opening URL2-8,10-9, 14-3
protecting filesl4-5
requirementd44-11
setting up views fot4-10
starting10-9
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viewing databases it4-3,
14-6,14-14

views for14-14
Browsing records

access privileges-1

described2-1

groups of2-1

in alist2-2

individually 2-2

on Web14-14

sorted3-8
Built-in home pagd 4-3, 146,

148

hiding databases d-6
Buttons

borders7-17

changing appearandel4

copying or deletind0-13

defining10-12

describedl0-12

non-printing7-25,10-13

performing script40-2, 10-12

showing10-13

C

Cache, setting siz&-3
Calculation fields
changings-12
defining5-5
describedb-4
formulasb5-5, 11-1
functions115
importing12-2
moving to2-7
stored result§-11
unstored results-11
Calculations
See alsdCalculation fields
formatting6-22
formulas in match field8-5
functions115

importing12-2
related fields
field references t6-5
summarizing data-12
Cascading style sheetd-2,
1411
Case-sensitive text, findirigy3
CGl applicationd4-2
CGM format2-12
Changing
See alsdediting
access privileges-3
calculation field$-12
dictionary term2-14
field definitions5-11
formulas5-11,5-12
layout part$-26, 6-29, 6-30
layouts6-8
password9-3
portals6-19
preferences\-1
related field$6-17
relationships3-12
scripts10-10
serial numberg-10
stacking ordei7-18
units7-12
value lists2-9
Characters, deletingr14

Charts, with FileMaker Pro data

152

Checkboxes
See alsd/alue lists
choosing fron2-9
displaying field valueg-6
editing2-9

ClarisWorks file formati2-1

Client application, ODBQ5-1

Clients.SeeGuests

Clonesl-7

Closing FileMakeiPro1-8
Closing files1-7,134
Coffee cup icorl3-2
Color
cross-platform A-2
fill 7-15
in layout themes$-5
in web views14-11
palette7-15, A-2
pen7-15
text7-12
Columnar list/report layout
See alsd.ayouts
described-3
reports with grouped dat5
Columns
in Excel spreadsheet2-4,
126
in ODBC tablesl5-1, 158
in tables2-2, 6-10
page break6-29
printing 4-2
printing records ir6-8
resizing7-22
setup6-9
CommandsSeeScript steps
Comma-Separated Text format
121
Comments, in scripts0-9
Comparison operatofisl-3
Complex key field8-6
Compressed copies of filés7
Confidential informationSee
Access privileges
Connecting filesSeeOLE
objects; Relational databases
Constantd1-2
Container fields
See alsdrields
comparing contents dfl-5
deleting2-13

described-11,5-4

exporting12-8

formatting6-24

importing12-2

inserting graphics, movies,
and sounds int@-11

on the Well44

searching by-2

Context menug-5
Converting

field names in importing2-6

files 1-7

files from other applications
126

Copying

buttons6-13

field definitions1-7

fields
between field42-2
between file$-13,12-1
from previous recor@-8

found set-8

graphics, movies, and sounds

28

layouts6-8

objects6-13

OLE objects13-3

records?2-4, 2-8

related recordg-5, 2-8

scripts1-7,10-10

text2-14

text using drag and drof-2

value lists7-5

values2-8

versus importing or exporting

121

Count for summary fieldS-7
Creating.SeeAdding; Defining
Cross-platform

considerationd3-2
exporting12-1



file sharingl-6, 13-1
importing12-1
Crystal Reportd5-2

Currency
exporting format4.2-7
formatting6-22
Current
date
formatting6-24
in calculations 11-7, 11-11
inserting on layou?-11
pasting into field2-10
field 2-6
record2-3
time
formatting6-24
in calculations 11-12
inserting on layou?-11
pasting into field2-10
user name
inserting on layou?-11
pasting into field2-10
setting A-2
Current file.SeefFiles; Master file
Custom
field values7-4
line spacingr-13
order, sort by value li3-8
Custom Web Publishing,
describedl4-3
Customer supporix
Customizing FileMakePro.See
Preferences
Cutting
objects6-13
text2-14

D

Data
describedl-1
entering automaticallg-5,
5-8
from other files8-1
ODBC15-1
relationships8-10
saving automaticallp-3
view as form, list, tabl@-2
Data Access Companidrb-1
enablingl5-2
Data entry5-8-5-11
access privileges-1
exportingl12-1
importing12-1
tab order7-8
Data source, ODBT5-1
connecting td.5-6
Data types
See alsdrield types
and calculation results6,
111
for global fields5-8
Database filesSeeFiles
Database locksSeeAccess
privileges
Database systefir1
Databases
describedl-1
planning5-1
publishing on Weli4-1
Databases, relation8ee
Relational databases
Date
See alsdates; Fields
fields 5-4
finding today’s3-4
functions11-7
symbol, formatting-24

Date fields
4-digit yearsl-7, 5-10
describedb-4
typing values ir2-7
Dates
See als®ate; Date fields
current
formatting6-24
in calculations 11-7, 11-11
pasting into field2-10
entering dat&-7
finding 3-4
formatting6-23
in calculations 11-7, 11-11
inserting on layou7-11
invalid 3-4
typing in2-7
validating5-10
dBASE file format12-1
DBF format12-1, 128
DBMS 15-1
DDE (Dynamic Data Exchange)
See als®LE objects
scripts10-9
Decimal numberg§-22
Decimal tabs/-13
Default
formats6-22
password#\-5
Default passwor®-3
Defining
See alsoPlacing
See alsd\dding
calculation field$-5
fields 5-3
global fields5-8
lookups8-6
password®-1
portals6-19
related record2-5
relational databaseés9

Index 1-3

relationships-10
scripts104
summary field$-6
value lists7-3
Deleting
character®-14
data2-7,5-12
dictionary term-14
fields5-12,9-5
from a layout6-17
find requests8-5
graphic2-13
groups9-5
imported record42-5
layout part$-30
layouts6-8
master record®-5, 8-11
movies2-13
objects6-13
password®-3
portals6-20
records3-8
related recordg-5, 8-11
Script menu item40-10
script stepd05
scripts10-10
sound2-13
text2-14
value lists7-5
Design functiond 1-12
Designing databases
creating layout$-1
planning5-1
relational8-7
Destination file, importi.2-2
Detail databaseSeeRelated files
Detail tablesSeeRelated files
Dialing phone numbers
procedure#\-3
script stepd.0-9
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Dictionaries
adding word®-15
describe2-14
main2-14
user
adding word-15
described?-14
DIF format12-1
Display formats$-22
Document preferences-5
Double arrow icori3-2

Drag and drop
described-9
disabling2-9
enabling for texiA-2
fields onto layou6-16
objects6-13
Drivers, ODBC15-1
Drop shadow effect, objec?s15
DRW format2-12
Duplicate database filé&s10
Duplicate record
finding 3-6
finding with scriptsl0-13
Duplicating.SeeCopying
Dynamic Data Exchang&ee
DDE

E
Edit items2-9, 7-6
Editing
See als&Changing
find request8-5
objects quicklyl-5
text2-14
value lists2-9
Edition File formatl2-1
ElementsSeeObjects
Email, sendind.0-9

Embedded groups-18
Embossed effect, objectsl5
Empty fields3-6
Enabling plug-ind5-2, A-4
Encryption.SeeAccess privileges
Engraved effect, objec&15
Entering data
automatically5-8
typing in fields2-7
Entry options
changings-11
tab order7-8
Envelope layout
See alsd.ayouts
described-5
header$-7
using6-5
Envelopes
printing 4-3, 6-7
Error message$ee also
Troubleshooting
displaying in scriptd0-9
suppressing in scripts 10-6
Excel
convertingl2-6
format12-1
importing 124, 15-2
Exchanging files
See als&xporting, Importing,
Networks, ODBC
cross-platform considerations
121
exportingl2-1,126
importing12-1
lookups8-1, 8-6
relational databases1
with other applicationg2-1,
151
Exchanging informatiorSee
Exchanging files
Exiting FileMakerPro1-8, 134

Exporting
See alsdxchanging files
access privileges f@&-1
describedl2-1
dictionarie2-14
field order12-7
file formats12-1
formatting12-7
grand summary date2-7,
128
opening exported file$2-7
related record$2-7
repeating field42-8
reports with grouped daf®-8
shared filesl2-1
subsummary dath2-8
versus copying and pasting
121
Expressions
Boolean11-3
describedl1-2
Extended columnar layousee
Columnar list/report layout
External files.SeeExchanging
files; Exporting
External functiond41-13
for Web publishingl1-13,
148
External script4d0-2

F

False6-22,11-3

Field definitions
changings-11
copying1-7
describedL-2
duplicating5-11
printing 4-5
related field$-12
reorderings-12

Field label$5-16,7-10

Field labels, layou6-16
Field name$-3
in Excel importl24, 12-6
in table heading6-10
Field rights SeeAccess privileges
Field tool6-16
Field types
changings-11
describedb-4
for match fields3-5
importing field typed.2-6
in calculations 11-1
sort order3-9
Field values
describedl-2
Fields
See alsdCalculation fields;
Container fields; Date fields;
Global fields; Match fields;
Number fields; Related
fields; Summary fields; Text;
Time fields
access privileges-4, 9-5, 9-6
adding to a layous-15, A-2
borders7-1
boundaries, showing/hiding
7-17
changing
appearancé-14
calculationss-12
definitions5-11
entry options$-11
formulas5-11,5-12
namess-11
sort order of3-8
types5-11
copying
between field2-8
between file$-13
from previous recor@-8
current2-6
custom value3-4



defining5-3
deleting5-12,9-5
from a layout6-17
describedL-2
displayingl1-3, 6-1
duplicating definitiond-11
Edit items2-9
editing5-11
empty, finding3-6
entry options-8
formatting6-21,7-1
scroll bars7-2
identifying record<l0-14
indexing5-11
lookups
defining 8-6
updating8-13
maximum text entr2-7
merge6-17
moving between file6-13
naming5-5
opening URL fron2-8
options5-5
Other item22-9
pasting inta2-10
patternsr-2
placing on a layous-15
planning5-1
positioning6-14, 7-19
removing from a layous-17
reordering definition®-12
repeating
describedb-11
formatting7-7
sorting3-9
tab order7-9
rotating7-18
scroll bars7-2
selecting6-12,7-8
stored results-11
tab order7-8

typess-4
typing in2-7
unstored results-11
validation option$-9
value lists7-3
valuesl-2
Web displayl4-12
File formas
graphics2-12
import/export12-1
Macintosh PICTA-5
repeating field42-8
FileMaker Pro
as ODBC client application
155-15-13
as ODBC data sourdé-2—
153
customer suppoik
documentation informatioix
file format12-1
registeringx
FileMaker Pro Help
Balloon Help (Mac OSkiv
usingxi
What's This? Help (Windows)
Xiv
FileMaker ProWeb Companion.
SeeWeb Companion
FileMakerServer13-1, 135,
136
Files
See als&xchanging files; File
formats; Related files
access privileges-1
cloning1-7
closing1-7
convertingl-7
creating5-2
describedl-1
duplicate filename8-10
exporting12-6
importing12-2

internationall-7
joins 8-15
lookup8-6
multiuserl3-3
hiding 134
openingl-6
cross-platfornml2-1
planning5-1
protecting9-1
related8-1, 8-2
shared
access privileges-1
closing134
describedl3-1
hiding 134
on Web14-1, 145, 14-10
preference#\-5
requirement4d.3-1
templates
creating filess-2
describedb-2
displayingA-2
updating to current versidi7
Files, masterSeeMaster file
Fill attributes
color7-15
pattern7-2
Financial functiond1-9
Find model-3, 3-1
Find requests
See alsd-inding
add new3-5
defining3-1
deleting3-5
describe®3-1
editing3-5
mixing find and omiB3-7
multiple 3-5, 3-6
operators ir8-2, 3-6
order of3-7
repeating3-5, 3-7

Index 1-5

reverting3-6
summary fields irB-2
Finding
See alsdrind requests
adding new reque&t5
all records3-2
Boolean number3-4
dates3-4
described-1
duplicate record$0-13
duplicate value8-6
empty fields3-6
exact values-3
excluding record8-6
graphics3-2
invalid dates and time%4
multiple criteria3-5
narrowing searche%5
numbers3-3
operators3-2, 3-6
order of request3-7
partial or variable tex3-2
ranges3-4
records3-1
records on Welti4-11,14-15
records using related fiel@s4
symbols3-3
text3-3
times3-4
today’s date3-4
Font menu
customizing7-13
Fonts
choosingr-12
text ruler7-12
Footers
described-25
showing in table vievé-10
Form letters-17
Form View, Web
setting upl4-10
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viewing in browsefd4-14
Formats
default6-22
display6-22
internationalfl-7
Formatting
calculationss-22
custom line spacing-13
dates6-23
export datd 2-7
fields
defaults6-22
text7-12
graphics6-24
import datal2-1
merge field6-18
paragraph3-12
repeating field¥-7
scroll bars7-2
tables6-10
text6-22,7-12,7-13
times6-24
Forms
See alsd.ayouts
Standard form layol-3
viewing records ag-2
Formulas
calculation field$-5
changings-11,5-12
constantd1-2
describedL1-1
expressiond1-2
field referenced 1-2
functions11-5
operatorsl1-3
results11-1
syntax11-1
Found set
copying2-8
deletingl125
described-1, 3-1
import datal2-5

switching with omitted se3-7 comparingl1-5
FP5 filename extensiah6 copying2-8
Fraction of Total for summary deleting2-13
fields 5-7 file formats2-12
Functions finding 3-2
describedl1-5 inserting into field2-11
parameterd1-5 on the Well44
Web Companiori1-13 pasting2-13
positioning6-14, 7-19
G rotating7-18
) ) saving in Macintosh PICT
Getting helpSeeFileMaker Pro formatA-5
Help storing methodg-11
Global fields Grids
See alsdrields in tabless-10
defining5-8 on layouts7-20
describec>-4, 5-8 Grouping objectg-17
examplesl0-13 Groups
importing12-2 access privileges-1, 9-3
shared files 32 associating with passwords
Glossay, in FileMaker Pro Help 9-4
X X changingd-5
Grand summaries defining9-3
See alsaGrand summary parts deletingd-5
described-26 embedded-18
exporting12-8 example-4

Grand summary parts

limiting acces®-1
See alsoSubsummary parts

master passwords5

describecs-26 versus passwords6
|ead|n36-2|((5 ) Guest book, on Web4-11
page break§-29 Guests
printing 6-28 closing files134
trailing 6-26 described 3-1
Graphic limits, on the Weld4-2
ObJeCtS_ opening files135
adding to layout3-14, performing task43-2
7-16 saving files13-2, 134
rulers

sending messages 18-3

Guides.SeeObject Grid; Ruler
lines; T-squares

described’-20
showing/hiding7-20
Graphics
adding to layout3-16

H

Headers

described-25

Envelope layou6-7
showing in table vievs-10
title 6-25

Help

for databases in browsg4-6,
1414
for FileMaker Prax

Hiding objects

See als@howing/hiding
during printing7-22, 7-25

Hiding shared file434
Home page

built-in 14-3,14-6, 148
customizingl4-6

directing Web users th4-3
logging activity14-8
replacing built-in14-6
specifying defauli4-8

Host

closing files134

database on Wetd-1, 145

describedl3-1

FileMakerServer13-1,135

opening files13-3

performing task43-2

saving files13-2,134

sending messages to guests
133

HTML files

describedl4-1

HTML table formatl12-1
HTTP command44-9

HyperText Markup Language.
SeeHTML



Identification fields10-14
Importing

See alsoExchanging files,
Exporting, Inserting

appending new record2-2,
123

cancelingl25

cross-platform considerations

121
data ordef2-2
describedl2-1
destination filel2-2
dictionarie2-14

Excel spreadsheei24
exception fields2-2
field order124
field types12-6
file formats supported2-1
found setl25
into existing files12-3
layouts6-8
ODBC datal5-5-15-13

from more than one table
158,15-11

options12-2
record orded 22
related record$2-2
repeating fieldd.2-5
replacing datd2-2, 12-3
requirementd.2-7
scripts10-11
shared files2-1
source filel2-2
updating existing records

122,123,126
validating data 2-6

versus copying and pasting
12-1

Index

in FileMaker Pro Helpii

pasting from2-7

Indexing

fields5-11

match fields8-5

text field limitations3-3, 3-6,
8-5

Inserting

graphics2-11
movies2-12

Instant Web Portal4-3
Instant Web Publishing

built-in home pagé4-3,14-6,
148

describedl4-2

disabling or enabling4-8

language in interfac&4-8

setting up page$4-10

sharing filesl4-2, 14-7

showing value listg-7

styles14-11

testing databasd«1-13

using Scripts witi0-1

viewing browser pages4-3,
14-6,14-14

International filesl-7
Internet

See alsWeb
accesd44
describedl 4-1

Internet Explored4-11
Internet Service ProvideBed SP
Intranet14-1

See alsWeb

IP addresse$4-2

defined14-2

limiting 14-2, 14-7,149
specifying port numbers4-9
typing in browset4-3

ISP14-2,145

J

Java Script, in Web browsers

14411
Join expressionSee
Relationships
Join fields.SeeMatch fields
Join files for many-to-many
relationships8-15
Join, SQL15-11
Joins.SeeRelationships

K

KAR format2-12
Key fields.SeeMatch fields
Keyboard shortcuts
for Mac OSD-1
for WindowsC-1
scripts10-11
showingA-2

L

Labels
See alsd.abels layout
field 6-16,7-10
margins7-21
printing 4-3, 6-6
sizes6-4
Labels layout
See alsd.ayouts
customizings-7
described-4
page setup-6
printing 6-6, 6-7
standard size8-4
Language, in sorting 3-8
Launching FileMaker Pra-6
Layout model-3, 6-1
Layout objectsSeeObjects
Layout parts

Index 1-7

adding6-26

adding objects t6-27
body6-25
changing6-26, 6-29, 6-30
deleting6-30
described-25

field labels6-16
footer6-25

grand summarg-26
heade6-25
modifying 6-30

page break6-29
page number6-29
reordering6-29
resizing6-30
subsummarg-26
title footer6-25

title heade6-25

Layout pop-up men@-1, 6-8
Layout text.SeeText
Layouts

access privileges-1,9-4,9-5,
adding field5-15
adding graphicg-14,7-16
adding object$-12
Blank 6-5
blank space, removing22
buttons10-12
changing6-8
choosings-8
Columnar list/repor6-3
columns
page break6-29
resizing7-22
setup6-9
creating6-2
custom line spacing-13
deleting6-8
deleting fields fron6-17
describedl-3, 6-1
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duplicating6-8

Envelope6-5

field boundarieg-17

fields
displayingl1-3, 6-1
dragging onto layous-16
placing6-15
removing6-17
selecting6-12

form layout6-3

form view2-2

graphic object§-14,7-16

importing 6-8

Labels6-4

margins7-22

modifying 6-8

naming6-8

objects
adding6-12,7-14,7-16
deleting6-13
enhancing’-15
locking 6-15
non-printing7-25

on Web14-12

placing related records16

print arear-22

printing
overview7-22
procedureg-4
subsummaryepors 4-3
wide 4-2

related fields
placing6-16
removing6-17

removing6-8

renaming6-8

reordering the menu li§-8

setting preferences-2, A-5

setting up view$-10

Standard forn®-3

switching6-8

text, adding7-10

tools
described-11
locking 7-14,A-2
types6-3
Leading summarie6-26
Leading.Sedine spacing, custom
Line spacing, custorm-13
Lines7-14
Links, between database fil&ee
Relationships
List separatoréd1-5
Lists, pop-upSeePop-up lists
Lists, viewing records &&2
Literal text searche3-3
Local Data Access Companion
152
Locking
objects6-15
shared record$3-2
tools7-14
Log, of Web activityl4-8
Logical
AND search3-5
functions11-10
operatorsl14
OR searcl8-5
Lookups

and accessing related data
from third file 8-14

and relational databas8sl

changing8-13

defining8-6, 8-13

defining relationship8-10

destination field as match field
8-6

lookup destination fiel®-2

lookup source fiel®-2

stopping or suspendir@y13

updating8-13

Lotus 1-2-3 formafi2-1

M

MaclPX13-2
Macros.SeeScripts
Mail merge
using merge field§-17
using ODBC15-2
Mailing labels6-4
Main databaseSeeMaster file
Main forms.SeeMaster records
Many-to-many relationships,
defining8-15
Margins
alternating7-21
changing, text ruler-12
displaying
in Layout moder-22
in Preview modée-3
labels7-21
setting7-21
Master file
described-2
planning8-8
Master password
defining9-1
groups9-5
Master records
copying2-8
deleting2-5, 8-11
duplicating2-5
finding with related fields-4
sorting with related field8-9
Master tableSeeMaster file
Match fields
See alsd-ields
calculation formulas i8-5
described-2
field types for8-5
in import updatel 2-2
indexing8-5
multiple values ir8-6

non-alphanumeric characters
in 8-6

planning8-5
Matching records, updatint-2
Mathematical operatorkl-3
Maximizing window sizeA-5
Maximum for summary fieldSs-7
Memory preference&-2

Menu commands
performingl-4
Menu commands, access
privileges9-2
Menus
context, describeil-5
File
listing recent fileA-2
Font, customizing-13
layout pop-ups-8
Script
adding itemd 05, 10-10
deleting itemsl0-10
reordering item4.0-11
Menus, pop-upSeePop-up
menus
Merge fields
described-17,7-24
formatting6-18
placing6-17
Messages, sendiri$-3
Microsoft Accesdl5-2
Microsoft Excel. SeeExcel
Microsoft SQL Servei5-2, 155
Microsoft Visual Basid5-2
Microsoft Word12-1, 15-2
MIDI format 2-12
Minimum for summary field$-7
Mode pop-up mena-3, 6-1
Modems, configuringh-3
Modes1-3
Modifying. SeeChanging



Movies
deleting2-13
inserting into field-12
script stefdl0-7
moving2-12
on the Well44
pasting2-13
playing2-12
Moving
fields between file§-13
movies2-12
objects
between applications-13
between layout6-13
on layoutss-14,7-19
part label6-28
record to recor@-4
to calculation field2-7
to summary field®-7
Multi-key fields 8-6
Multimedia2-12
Multiple platforms.See
Crossplatform
Multi-table databaseSee
Relational databases
Multiuser files13-3
hiding in Hosts dialog box
134

N
Naming
fields5-5,5-11
layouts6-8
relationships8-10
scripts10-4
value lists7-3
Netscape Navigatdr4-11
Networks
changing connection’-2
cross-platfornil3-1

FileMakerServer13-1, 135,
136
sharing files
Web14-5
New Layout/Report assistant
described-2
No passwor®-1
Non-printing objectg-25
NOT operatorll4
Number fields
See alsdrields
describedb-4
entering dat&-7
finding 3-3
formatting6-22
sorting numbers 3-9
Number functiond.1-6

O
Object Grids
described’-21

reshaping objects without
6-14

Object Linking and Embedding.

SeeOLE objects
Objects
adding to layout$-27,7-14,
7-16
aligning7-18,7-19
copying6-13
cutting6-13
deleting6-13
described-11
editing quickly1-5
embossed, engraved, drop
shadow effect3-15
fill 7-14
graphic7-14,7-16
grouping7-17
locking 6-15
moving

between applicatior&-13
between layout6-13
on layouts5-14,7-19
non-printing7-25
pasting6-13
positioning6-14,7-19
resizing6-14,7-19
rotating7-18
selecting6-12
sliding
describedr-22
displaying7-23,7-24
setting7-24
stacking order7-18
text
adding7-10
deleting2-14
pasting2-14
removing2-14
replacing2-14
ungrouping7-17

ODBC

See alsdata Access
Companion

configuring control panel
153,155

describedl5-1

field name consideratioris3

FileMaker Pro as client
application155-15-13

FileMaker Pro as data source

152-15-3
protecting datd 5-3

OLE objects

adding to layout3-16
working with 2-15,13-3

Omitting

fields
during printing7-22, 7-25
from tab ordei7-9
records
find request8-6

Index 1-9

related3-4
One-to-many relationships,
defined8-4
One-to-one relationships, defined
8-4
Opening
FileMaker Pro Helpxi
files 1-6,13-3
URLs 109
Operators
AND 114
comparisoril-3
in find request8-2, 3-6
in formulas11-3
logical114
mathematical 1-3
NOT 114
OR114
precedencél1-3
text114
XOR 114
Options, defaultSeePreferences
OR operatod 14
OR searche8-5
Oracle databasd$-2, 155
Other item2-9
Oval tool7-14

P

Page breaks

defining6-29

viewing

in Preview mode-3

Page numbers

and page breal&29

inserting on layou?-11
Page orientation for printing-2,
4-4,45
Pages, Web

setting upl4-10
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viewing databases it4-3,
14-10,14-14
Palettes
color7-15, A-2
pen7-15
Size6-14,7-19
tools7-14
Paragraphs
attributes7-13
formatting7-12
Parameters
separatind.1-5
Parameters, function
describedl15
Part labels, displaying-28
Parts.Seelayout parts
Passwords
access privileges-1, 9-6
associating with group®-4
automaticA-5
blank9-1, 9-3
case sensitivit@-1
changingd-3
defaulto-1, 9-3, A-5
defining9-1
deleting9-3
limiting activities9-6
master9-1
no passwor®-1
prompt for 9-3
related files
master file8-5
planning8-9
working with 9-2
Vversus group8-6
Web administratioi4-5,14-8
Pasting
current date, time, or user
name2-10
from the index2-7
graphics2-13

movies2-13
objects6-13
OLE objectsl3-3
sound2-13
symbols7-11
text2-14
Patterns
field 7-2
fill 7-2
pen7-15
selecting7-15
Pausing scriptsSeeScripts,
pausing
PCX format2-12
Pen attribute3-15
Performing scripts
describedL0-1
on closingl0-2, A-5
on openingl0-2, A-5
procedured0-2
PermissionsSeeAccess
privileges
Phone numbers
dialing A-3
script step for dialing 0-9
PIC format2-12
PICT format (Macintoshj-5
Picture fieldsSeeContainer
fields
Pictures SeeGraphics; OLE
objects
Placing
fields 6-15
merge field6-17
Planning
databaseSs-1
fields 5-1
relational databaseés7
scripts10-3
Playing
movies2-12

sound-13
Plug-ins
Data Access Companion,
enablingl5-2
describedl5-1, A-4
enablingA-4
external functions 11-13
Web Companion, enabling
14-7,A-4
Pointer tool SeeSelection tool
Pointers to filesSee
Relationships
Pop-up lists
See alsd/alue lists
choosing fron2-9
displaying field valueg-6
editing2-9
showing/hiding2-9
Pop-up menus
See alsd/alue lists
choosing fron2-9
displaying field value§-6
editing2-9
layout6-8
Pop-up menus vs. tabs, in dialog
boxesx
Portal tool6-19
Portals
See alsdrelational databases
changing6-19
changing appearan@el4
changing relationships for
8-12
defining6-19
deleting6-20
described-2
formatting6-20
placing related record16
rotating7-18
scroll bars6-20
selecting6-12

sorting8-11
summarizing data i8-12

Portals, Instant Web Porta-3
Positioning

fields6-14,7-19
graphics6-14,7-19
objects6-14,7-19

Precedence of formula operators
11-3
Preferences

See als@&ettings

adding fields to current layout
A-2

applicationA-1

cache sizé\-3

changingA-1

color palettes A-2

configuring plug-insA-4

dialing phone number-3

displaying template files-2

documenfA-5

enabling drag and drof-2

layoutA-2

locking layout toolsA-2

maximizing window sizé\-5

memoryA-2

modemA-3

network connectionA-2

opening to specific layout-5

opening with default password
A-5

performing script#\-5

saving filesA-3

shared fileA-5

showing keyboard shortcuts
A-2

showing/hiding status area
A-5

specifying user names-2

storing graphic#\-5

using smart quotes-5



Web Companioi4-7
window sizeA-5
Prefixes2-11
Preview modd -3, 4-3
Previewing
See alsoPrinting
columns6-9
layouts4-3
records4-3
subsummaryeports6-28
Primary keysSeeMatch fields
Print area
objects outsid@-22
viewing 4-3, 7-22
Print preview.SeePreview mode
Printer, selecting-2
Printing
access privileges f@-1
blank record€-5, 7-22
enveloped-3
field definitions4-5, 7-22
fixed margins7-21
forms4-4,7-22
labels4-3
setup6-6
tips 6-6
layouts4-4, 7-22
merge field6-18
non-printing object3-25
page orientatiod-2, 4-4,4-5
previewing4-3
print aread-3, 7-22
procedured-4
records4-4
reports4-4
reports with grouped data3
script definitions4-4, 7-22
scripts4-5
setup4-2,4-5
subsummaryeports4-3
wide layoutsA-2

Privileges.SeeAccess privileges
Properties, tablé-10
Protecting filesSeeAccess
privileges
Publishing, databases on the Web
14-1
overview14-6
PushbuttonsSeeButtons

Q
Query, SQL15-1
QuickTime
described-12
script stepl0-7
Quitting FileMakerPro1-8
Quotation marks in searchg<2,
3-3
Quotes, smarh-5

R

Radio buttons
See alsd/alue lists
choosing from2-9
displaying field value3-6
editing2-9
Ranges, finding-4
Read/write passwor&eeAccess
privileges
Read-only passwor&eeAccess
privileges
Record lockingl3-2
Record numbers
inserting on layou?-11
Recording
scripts104
sound2-13
Records
access privileges-1
adding2-4
on Webl14-16

appendindl2-3
browsing

groups of2-1

in alist2-2

individual 2-2

on Webl14-14

sorted record8-8
copying2-4,2-8
current2-3
deleting3-8

on Web14-16
deleting duplicate8-6
describedL-2
displaying sorted relateft11
duplicating2-4
editing, on Well4-17
exporting12-6
finding 3-1

example script0-13

on Web14-15
importing12-2
locked13-2
matchingl2-2
moving to2-4
numbers7-11
omitting 3-6
printing

blank4-4

in columns6-8

large4-3

procedureg-4
reserializing2-10
reverting2-7
selecting2-3
semi-sorte-9
sorting3-8

on Web14-13

related record8-11
viewing as forms, lists, or

tables2-2

Index 1-11

Records, masteGeeMaster
records
Records, relateGeeRelated
records
Rectangle too¥-14
Registering FileMaker Prix
Related fields
See alsdrields; Relational
databases
calculationss-5
changing6-17
described-2
display on Well4-6
field definitions5-12
finding 3-4
on layouts5-16
planning8-8
removing from a layous-17
sorting on3-9
summarizing dat8-12
syntax for field name8-2
Related files
See alsdriles; Relational
databases
access privileges-5, 8-9, 9-2
accessing data from a third file
8-14
changing in relationshig-10
described-2
planning8-8
Related records
See alsdrecords; Relational
databases
adding2-5, 8-11
copying2-8
defining2-5
deleting2-5, 8-11
described-2
displaying in portal$-16
duplicating2-5
exportingl12-7
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finding and omitting3-4
importing12-2
sorting8-11
summarizing data 8-12

Relational databases

See alsd’ortals; Related
fields; Related files; Related
records; Relationships

copying related records5

defining8-9

defining portal$-19

deleting related records5

described-2

duplicate filenames fd8-10

finding and omitting related
records3-4

many-to-many relationships
between dat8-15

master file

describedB-2
planning8-8

match fields

described-2
planning8-5
one-to-many relationships
between dat8-4
one-to-one relationships
between dat8-4
planning8-7

portals8-2

sorting3-9

terminology8-2, 8-6

Relationships

See alsdrelational databases

changing8-12

changing for portal8-12

changing related fil8-10

defining8-10

described-2

joins, for many-to-many
relationships8-15

planning8-9

self-joins8-5

sorting in dialog bo8-11

to and from same fil8-5
Relookups, describe@t13
Remarks, in script&0-9

Remote Data Access Companion

152
Remote files, sharing
via ODBC15-3
Web14-5,14-8
Removing.SeeDeleting
Renaming layout6-8
Rendering layouts, on Well-12
Reordering
field definitions5-12
layout part$-29
layouts6-8
Script menu item40-11
script stepd.04, 10-10
sort fields3-8
Repeating fields
defining5-11
describedb-11
exporting12-8
formatting7-7
importing12-5
separatind.2-8
sorting on3-9
splitting 12-8
tab order7-9
using in calculations 11-9
Repeating find requessss, 3-7
Repeating function$1-9
Repeating panelSeePortals
RepetitionsSeeRepeating fields
Replacing
data during import2-2,12-3
data in multiple record®-10
text2-14

Reports
See alsd.ayouts
Subsummaries
adding date, time, page
numbers7-11
Columnar list/repor6-5
creating6-2
previewing4-3
printing 4-4
records in column6-8
with grouped data
creating 6-3, 6-5
printing 4-3, 4-4, 6-28
RequestsSeeFind requests
Requirements
exporting12-7
importing12-7
Web Companiori4-3, 144
Reserializing records-10
Resizing
layout part$-30
objects6-14,7-19
Restricting accesS§eeAccess
privileges

Retrieving data from other files.

See Exchanging files

Reverting
find request38-6
records2-7

Right-click menusSeeContext
menusl-5

Rights.SeeAccess privileges
RMI format2-12
Rotating object§-18
Rounded rectangle to@t14
Rows

in Excel importl24

in portals6-20
Rows, in ODBC table§5-1
Ruler lines

described’-20

setting units7-20
showing/hiding7-20
Rulers
graphic7-20
lines7-20
setting units/-20
showing/hiding7-20
text7-12
Running script40-2

S

Saving
data automatically-3
setting preference fak-3
shared files3-2,134
Scientific notation in number
fields 6-23
Script menu
adding itemd 05, 10-10
deleting itemsl0-10
reordering item4.0-11
Script specificationsSeeScripts,
settings
Script steps
adding104
deleting104
describedl0-6
for related fieldsL0-6
italicized 10-10
OLE objects10-8
options104, 106
reorderingl04, 10-10
ScriptMaker
examplesl0-13
stepsl0-6
Scripts
adding
commentsl0-9
menu itemdl0-5, 10-10
remarksl0-9



automatically performing A-5
automating relookup$0-8
buttons10-12
changingl0-10
commandd.0-6
copying1-7,10-10
DDE 109
defining104
deleting10-10
deleting menu item$0-10
describedl0-2
designingl0-3
dialing phone numberk0-9,
displaying error messages
106
duplicating10-10
examplesl0-13
externall0-2
for ODBC import15-13
importing10-11
keyboard shortcuts0-11
looping10-6
modifying 10-10
namingl04
password®9-1
pausingl0-2
adding to scriptd0-5
describedL0-2
examplel0-1
performing10-1, 10-2
planning10-3
printing 4-4, 4-5
reordering in Script menu
1011
resumingl0-2
running10-2
setting preferences-5
settings
keepingl0-10
replacingl0-10

restoringl04
storing104
shutdown10-2, A-5
startupl0-2, A-5
stoppingl0-2
subscripts
adding to scriptd04
changingl0-10
describedl0-2
testing10-3
with Instant Web Publishing
101
Scroll bars
adding to fields7-2
in portals6-20
Search page, Web
choosing layouts fot4-13
setting upl4-10
viewing in browsefd4-15
Search requestSed-ind requests
SearchingSeeFinding
Secondary filesSeeRelational
databases
Security, file.SeeAccess
privileges
Selecting
checkboxeg-9
Edit items2-9
from pop-up list2-9
from pop-up menug-9
objects6-12
grouping7-17
ungrouping7-17
Other item2-9
patterns/-15
printer4-2
radio button-9
records2-3
text2-13
Selection handle§-14
Selection toob-12

Self-joins
described-5
for summarizing data in
portals8-12
Semi-sorted record%9
Sending maill0-9
Sending messagds-3
Serial numbers, modifying-10
Server.SeeHost; FileMaker
Serve
Settings
See alsd’references
alignment7-18
tab order7-8
Web Companioi4-7
Shared files
See alsdNetworks
access privileges-1
closing134
coffee cup icorl3-2
describedl3-1
double arrow icori3-2
exiting FileMakerPro134
guestsl3-1
host13-1
in workgroupsl4-2, 14-7
limitations 13-1
on Web14-1, 14-10
access privilege$4-5,
148
openingl35
quitting FileMakerPro134
related13-3
savingl3-2,134
Sharing informationSee
Exchanging files
Showing/hiding
See alsdliding objects
ruler lines7-20
rulers7-20
status are@-1

Index 1-13

T-squares 7-20

Shutdown

options10-2
scripts10-2, A-5

Single-page form layouSee

Standard form layout

Size

palette
described’-19
positioning object3-19
resizing object$-14,7-19

text7-12

text ruler7-12

Sliding objects

displaying7-23,7-24
parts7-23
setting7-24

Smart quote#\-5
Sort order

changing3-8

creating3-8

for different field types3-9
in scripts104

records on Weli4-13
restoring originaB-9
summary fields3-10

Sort page, Web

setting upl4-10
viewing in browser4-16

Sorting3-8

See als®&ort order
ascending orde3-8
canceling3-8
custom ordeB-8
descending orde3-8
described-8
in scripts104
master records with related
fields 3-9
on break field$-28
records in tabl@-2
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records on Weli4-13
related fields3-9
related record8-11
relationships in dialog box
8-11
repeating field8-9
summary fields3-10
Sounds
copying2-8
deleting2-13
inserting into field-12
on the Well44
playing2-13
recording2-13
Source file, imporii2-2
Space, removing blarik22
Spelling
See alsdictionaries
checking2-14
options2-14
setting preferences-6
Splitting repeating field42-8
Spreadsheets
convertingl2-6
importing 124
SQL15-1
building queried 5-7
SQL join15-8,15-11
SQL Serven5-2
Stacking object3-18
Standard Deviation for summary
fields 5-7
Standard form layout
See alsd.ayouts
described-3
Standard toolbat-5
Starting FileMaker Pra-6
Startup
options10-2
scripts
describedL0-2

performingA-5
Static web publishing4-3
Status area
Browse mode-1, C-3
Find mode3-6, C-3
Layout modes-11, C-3
showing/hiding2-1, 6-12,A-5

Status functions
describedl1-10
using in scriptd0-6
Steps SeeScript steps
Stopping
See alsClosing
lookups8-13
scripts10-2
Stored results-11
Strict data typé&-10
Strings, textSeeText, literal
Styles, in web view§4-11
Subforms SeePortals
SubscriptsSeeScripts, subscripts
Subsummaries
See alsoGrand summaries;
Reports;Subsummary parts
Summary fields
creating reports 6-3, 6-5
described®b-3, 6-26
exporting12-8
printing 4-3, 44, 6-28
sorting subsummary values
3-9
viewing 6-28
Subsummary parts
See alsoGrand summary
parts Subsummaries
described-26
page break§-29
Subtotals.SeeSubsummaes;
Summary fields
Suffixes2-11

SummariesSeeGrand summary
parts; Subsummary parts;
Summary fields

Summarizing data in related
fields 8-12

Summary fields

Average fors-7

Count for5-7
defining5-6
describedb-4, 5-6
exportingl2-7

find request$-2, 3-6
formulas11-1

Fraction of Total fos-7
importing12-2
Maximum for5-7
Minimum for 5-7
moving to2-7

on layouts5-26, 6-28
options fors-7
sorting3-10

Standard Deviation fds-7
Total for5-7

Summary functiong1-8

Summary partsSeeSubsummary
parts; Grand summary parts

Switching layout$-8

SYLK format12-1,12-8

Symbols

exporting12-6

finding 3-3

pasting7-11

underscord 4-6
Symbols pop-up meng-2
Syntax

formulas11-1

related field name8-2
System formatsSeeFormats

T

Tab order

omitting fields7-9
on the Wely-9
repeating field¥-9
setting7-8

Table rightsSeeAccess

privileges

Table View, Web

setting upl4-10
viewing in browsef4-15

Table View.SeeView as Table
Tables

controlling formattings-10
viewing records ag-2, 6-4

Tables, databas8eeFiles
Tabs

alignment7-13
attributes7-13
decimal7-13
inserting in a field2-7
setting7-12,7-13

Tab-Separated Text forma2-1
TCP/IP145,A-2
Templates

creating filess-2

describedb-2

displayingA-2

suppress New Database dialog
box5-2

Text

See alsdrields

adding2-7,2-13

adding to a layoui-10

alignment7-13

attributes6-22, 7-12

baselineg-2

boundaries, showing/hiding
7-17

changing appearan@el4

color7-12,7-14



copying2-14,6-13
cutting2-14,6-13
deleting2-14,6-13
editing2-14
fields5-4
finding 3-3
formatting6-22,7-12
line spacing/-13
operatorsl1-4
paragraph3-12
pasting2-14,6-13
removing2-14
replacing2-14
rotating7-18
selecting2-13,6-12
styles7-12
tool 7-10
typing values in field-7
using drag and drof-2
Text fields.SeeText
Text Formatting toolbat-5
Text functionsl1-5
Text ruler
changing text attributes-12
setting taby-12
showing/hiding7-20
Text tool7-10
Themes, layous-5
Time
See alsd@ime fields
current2-10
finding 3-4
formatting6-24
functions11-7
inserting on layou?-11
invalid 3-4
symbol, formattings-24
Time fields
See alsd-ields; Time
describeb-4
entering dat2-7

typing values i2-7
Title headers and footers
described-25
Today's date, findin@-4
Toolbars, describett-5
Tools
described-11
locking 7-14
switching betweef@-14
tool palette
field tool 6-16
tools palette
line tool 7-14
oval tool7-14
portal tool6-19
rectangle tooV-14
rounded rectangle tool
7-14
selection toob-12
text tool7-10
working with 7-14
Tools toolbarl-5
Tooltips1-5
Total for summary fields-7
Totals.SeeSummaries
Trailing summarie$-26
Transactions, Web4-8
Trigger fields.SeeMatch fields
Troubleshooting xi
True6-22,11-3
T-squares
adjusting7-20
described’-20
showing/hiding7-20
Tutorial xv
Typing in fields2-7

U

Unauthorized userSeeAccess
privileges
Ungrouping object3-17
Unsorting record8-9
Unstored results-11
Update, importi2-2
Updating files SeeConverting
Updating lookup value8-13
Updating recordsSeelmporting
URLSs, opening2-8, 109, 14-3
User dictionariesSee
Dictionaries
User names
current
pasting into field2-10
script stepl0-7
inserting on layou7-11
settingA-2
Using data from other fileSee
Exchanging files

\Y%

Validating fields5-9
Value lists
See als&Checkboxes; Pop-up
lists; Pop-up menus; Radio
buttons
access privileges-1
copying7-5
custom sorting b3-8
defining7-3
deleting7-5
described’-3
Edit items2-9, 7-6
editing2-9
naming7-3
options7-4
Other item2-9
showing/hiding2-9

Index 1-15

Values
copying2-8
displaying7-6
finding duplicates3-6
finding exact3-3
inserting indexe@-7
looking up automaticall-6
Values, field.SeeField values
View as Form2-2
View as List
described-2
subsummarie§-28
View as Tableé-4, 6-5
described
setting propertie-10
Viewing records as forms, lists, or
tables2-2
Views, Webl14-14
appearancé4-11
setting upl4-10
Virtual results5-11

W

WAV format 2-12
Web
accesd44
describedl4-2
field name consideratiorts3
hosting databases dd-2
terminology14-1
web serverd4-2
Web browserSeeBrowser, Web
Web Companion
See alsdnstant Web
Publishing
and tab ordev-9
configuring14-7
default setting44-7
enablingA-4
functions11-13
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home pagd4-3, 146,148
Instant Web Publishing
browser page$4-3, 146,
14-14
remote administratioh4-8
requirementd4-3, 144
setting upl4-7
setting up layout§4-12
styles14-11
testing databasds1-13
tracking user activityl 1-13,
148
Web Security Databasel-5,
149
Web stylesl4-11
Wide layouts
printing 4-2
Wildcards in searches2
Windows
setting sizeA-5
WKS format12-8
WK1 format12-1
Workgroups, sharing file$4-2,
14-7
World Wide WebSeeWeb

X
XOR operator14

Y

Y2K
and date function$1-7
converting filesl-7
defining date field&-5
entering data 2-7
importing files12-2
searching for year3-3
sorting date8-9
year validatior2-7, 5-9, 5-10

Z

Zoom control2-1
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