
Choose create a new
empty file..

A good way to learn is
to explore templates.
Most of what we need
to do -- has been done.
When you open a tem-
plate -- Filemaker will
ask you to save, you can
just place it on the
desktop and delete it
later.  You can also use
a template to create
your own database.

For our exercises.. we
will create a new empty
file.

FILEMAKER
HANDS-ON:
BUILDING A

BASIC
DATABASE

Save the file... you
can put it on your
desktop.. later you can
drag it on to your First
Class desktop if you
want to use it again at
another time.



This screen auto-
matically opens
to create fields...
you can access it
again later via
FILE MENU:
DEFINE FIELDS.

This screen comes
on first as creating
fields needs to
occur before creat-
ing records.

Type in the field
name, choose its
type, and the press
create.  You can
change they type
by clicking on the
field name, chang-
ing the type, and
then pressing save.  

A container is for
an image which can
be cut and paste
into Filemaker.

Press done when
complete (remem-
ber you can always
add more!).



This is the
basic layout
created when
you finish
entering your
fields into your
database.

Notice that each
fields has an 
entry box and a
title box.  



Add a new
record.... go to
the record
menu.

Notice the little Rolodex in the
top left.. it is for flipping through
records.  Tana is the third record
(out of three).. I only completed
some of the fields.You can view the records as a

list, form, or table... it is for flip-
ping through records.  Tana is the
third record (out of three).. I only
completed some of the fields.



Finding a record or a group of records that match a request

Go to VIEW: FIND MODE.. you will get the screen above... enter in any portion of a
field (you can have more than one entry.. logical operation is “AND”).. in addition if you
want to search using more criteria (i.e fill in last name).. also  if you go to the
REQUEST MENU.. and add new requests (logical operation is (“OR”).



You can change
you layout..
add and erase
new fields.. add
colors.. from
the VIEW
MENU: LAYOUT

Notice the simple
change.. moving
first and last
name around..
you can.. using
the side toolbar..
add colors, bor-
ders, new fields...

If you want an
new layout
entirely...see the
next page.



You can create
new layout
from the LAY-
OUT MENU.  A
new layout
could be for
labels,
envelopes, col-
umn charts...

Filemaker brings
you through a
wizard to make a
new layout.  The
new wizard
almost gives you
too many choic-
es... feel free to
go through a few
times.. it is
worthwile.
Screen 1 is to the
left...



Layout screen 2.. an exam-
ple for making labels.. 

You can change the label
measurement.

Layout screen 3... putting in
the fields for your labels..



The final layout..

This is a typical layout screen.
You can change and move
things.. in addition.. when print-
ing labels.. you may need to
adjust the headings to get the
paper to print just right in your
printer.  A good trick is to print on
paper first and hold the paper up
to the light with the label sheet to
see how well things fit.

If you had made a different kind
of layout.. then the end product
would be different.  

You can see all of your labels in
either the Browse or Preview
model.  The Preview mode gives
you what exactly will print.
Check out the difference.



You need to
give Filemaker
a sort order
before start-
ing... choose
from the left
and move to
the right.. 

Always put last
name then first
name.. so, for
example, Mike
Rothenberg will
come before
Steve
Rothenberg.

The Toolbars..

The toolbars have many useful buttons including a SORT feature.  You can also access sort from
the RECORD menu while in the BROWSE mode.



GENERAL LAYOUT

Using colors
Using borders
Adding shapes

FORMATTING

Using pop-up menus
Using radio boxes 
Using check fields
Decimal/Percentages
Date format

LAYOUT OPTONS..

The key here is to make
sure that you highlight
whatever you are working
on.. then proceed to
change it -- from appear-
ance to format to align-
ment.  I will demo every-
thing.



To create a pop menu... 

First create a value list by going to FILE MENU: create a
value list.  This is the fixed entry list for the pop menu.

Next go to the MODE: LAYOUT.. in your layout.. go to the
field entry box.. highlight it and choose FORMAT MENU:
FIELD FORMAT.... Choose the kind of list and then the
appropriate value list.  Revert to the MODE MENU:
BROWSE and check out your pop menu.. it is that easy.


