AR St S e g R S S S ST R E Choose create a new
empty file..

]
F I I e M ake A good way to learn is
to explore templates.

-y Most of what we need
' : : to do -- has been done.

[Templates

*] When you open a tem-
@ Create a new file using a template: Asset Managementfpd = plate -- Filemaker will
Business Cards.fph ask you to save, you can
iy Create a new empty file... Collections.fp5 just place it on the
Employee Leave Forms.fp5 desktop and delete it
A Event Planning.fp5 later. You can also use
Expense Reportfp5 a template to create
Fax Cover Sheets fp5 your own database.
Identification Badges.fp5  [a]
D Mo longer shosw this dialog Inventory.fps [ | For our exercises.. we

S will create a new empt
| Template Info... | | | OK file i

e Lreateanewifile named: Ss————————————

| [ Desktop & EJ .

Save the file... you

B R ] Dete Modified |2 can put it on your
Fl LEMAKER | B DS SExen i f.dod o1 2400 E desktop.. later you can
PR R g drag it on to your First
vl B0 EZMInutesdoc T EEE

Class desktop if you

HAN DS'O N : ﬁ e e L R R B 2T want to use it again at
BUILDING A ) 21205-01UA pf 6/ 601 another time.
e

) Gt Lehopk pa Reasiad o

BAS I C 47| Aareemnt £a metwirka orssoyieidol Yesterday b

DATABASE St e
Name: [testbysteve I | New G

@ | cancel iﬁ aSave ﬁ




Define Fields for “testhysteve”

S fieldis) Wiewr by [ creation order | i,_l
Field Marng l Type I Options li
¥ first name Text
¥ last name Tesct
# hirthdate [rate
$ =ztrest Text
¥ town Tesct
¥ =ztate Text
$ zip Texct k
$ picture Containar
¥ ID number Murnbet

i
d | b

Field Name ||

_fype O OO O OO O OO OO o—-
®Text  ®1  OContainer 3o | |_Create J|[ Options.. |
2 Number %N ) Calculation 3L | save | [ Duplicate |
) Date #D () Summary ®S | 00— —
3 Time %1 ) Global %G Delete ||  Done

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!).

New Database...

Open...

Open Remote...
lose

Define Fields...
Define Yalue Lis
Define Relation:

Access Privilegy
Sharing...

Page Setup...
Print...

Export Records.
Save a Copy As..
Recover...

testhysteve
Template Inforr
ROLODEX.FPS
testi3d

Quit




(Heestics )(izront (3] & A

BIUE=E=EE=

]
i

= testt This is the
Layout #1 I basic layout
: created when
first name ..
R R T T T T T : you finish

entering your
fields into your

1 database.
RFecords;
1 Notice that each
fields has an
Unzorted:

entry box and a

picture ! itle box.

Il number




: Add
anew

New Record EN {ﬁgorfc'&go to

Duplicate Record 3D menu.

Delete Record ®E firsbnaing

Delete All Records last name

Modify Last Find %R BiCEeae

Show All Records 31 ; Fireel
L Records:

Show Omitted = town

Omit Record M R state

Omit Multiple... £+3%M Al e

Sort... 3ES picture

Replace... =

Relookup

Revert Hecord

R | ..............................................................................
Notice the little Rolodex in the
. top left.. it is for flipping through
A records. Tana is the third record
v Browse Mode %P (out of three).. | only completed

Find Mode #F You can view the records as a some of the fields.
Lavout Mode 3L list, form, or table... it is for flip-
Preview hMode 3L ping through records. Tana is the

third record (out of three).. | only

» ¥iew as Form completed some of the fields.

Yiew as List
View as Table

Toolbars 4
+ Status Area TC#S




View!:

Erowse Mode
+ Find Mode

Lavout Mode

Preview Mode

B
&
L
&L

+ Yiew as Form
View as List
Yiew as Table

Toolbars

+ Status Area TCEES

Text Ruler

Zoom In
Zoom Out

-ﬁ File Edit View Insert Fformat Beguests Scripts Window  He

DO@-aV| | ibi o aEe @

Add New Reguest 3N
Duplicate Request D
Calete Request #E
Revert Request

Show All Records 3]

Perform Find

i [ Heleetion 12 Point | 3 !| Ay ‘r| B I U |:—— === |E =
Layout #1 *
first name fothen
last name
birthdate
1 street
?gguests: : e
state
Ol omit zip
icture
Symbnlslﬂ ’
Find
ID number

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”).



-ﬁ File Edit ¥Yiew Insert Format Layuu'h: Arrange _Scripts Window

O ey i o|EEE

E ok

3|

[ Helvetica

#1112 Foint i]| A AS

BIURE

+ Layout Mode 3L

O

Browse kMode 3B
Find Mode 3 F

Preview Mode 3EL

[Lapout #4 Ih Header— |

Layouts

1
A
[ ] ] 2

Gzt | 77

& File Edit View

zZip

picture

Insert

firstname

Hastname

lhithdate

lsireet

Format Layouts Arrange Scripts Window Help

Page Margins
Graphic Rulers
Text Ruler
Buler Lines

T=Squares ®T

Ohject Size

0= -

GY| iR EEE

)]

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

;ég[Helvetica 2112 Faint i]| A B I U |m == E e
|Layout *1 Ih EL T N OO S O o o O A S S Ot e S change.. moving
first name  [ELAAME. o | tastname [RSLAAME..o ) first and last
name around..
: A you can.. using
birthdate [hirthdate | the side toolbar..
1 street  [sfropt | add colors, bor-
I;a'_-,-'-:-utsz: S T | ders, new fields...
state [slale..... |
= _ : - If you want an
é = zip 2B | new layout
ninburs | | ent|re|ysee the

next page.



cayouts

New Lavout/Report.. #N
Duplicate Layout
Dalete Layout #E

Lavout Setup...
Part Setup..

Set Lavout Order...
SetTab Order...
et Rulers...

New Layout/Report

Create a Layout/Report

Layout:Mame: IL-i;-.-'-:-ut Mo

E Inizlude in lasout pop-up reny

Selevt a favout type:

Standard form
Colurnnar list /report
Table View

Labels

Envelope

Elank layout

data entry.

Show sz one recotd at'a time. Fieldz appear-on
zepatate lines. The field label iz on the left
and the field data iz on the Fight, Good for h.‘

[k | [(Re ]

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...



'j Fimad page-rmarging

Mew: Layvout/Beport

) lise label measorement for | Avery S ilj +]

D Uze custorm rneasurements

| |

| Labels across the page: Cuprent Print Sstup |

| 25w lde bt 101 i 5

| |

| |

| Height Iy |

| R i
4 P T |

| o gy k130 | |

i ;

i T i

Iy, 7A33 13338 H 1P b Famminasa |

| |

1 |

|

|

|

|
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[ cancel | [ <Back |

Specify Label Contents
Available fields

[ Current File [ testhystove ™)

first name
last name
birthdate
street
town

state

Build a labe| by zelecting Tieldz and adding them 1o
the label contents bos. Tao addtext, spaces,
punctuation, o line returns, type them dicectly into
the label contents boc,

Label contents :

24first name?r <<last name s>
idstreat sy
sibownEr

(Goncet]  [5ack] [

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..



Layouts:
2

<ifirst name » > < <last name s =
4 istrest s
< chowE x

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.

+ Browse Mode 5B
Find Mode dEF
Lavout Mode 3L
Preview hMode 3L

» Yiew as Form
Yiew as List
Yiew as Table

Toolbars | 4
« Status Area "CHS




-ﬁ File Edit Yiew Insert format Records Scripts Window  Help

= - | & | 5"| : |T‘.‘=.':&I = |tﬁf: £ I=?~5’fr-‘*| 2)
E;;Iﬂenuuh 2 12 Roint | 2 !| Ar | B L |-—— = == | E = —'|a

O
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.

=Sort Records.

| Current File E"tegtbgg'te*.'re S O [ I

Sort Order

first narme | Clear All # last name al
lazt name # first name al
birthdate
street | » Move »
towen
zip
piciurs
IC nurriber | !_|||5|_'|r‘
- [

D Iz lude: Zurnroatsy’ fields
a @ dizcending ordet

h. 3 pescending order
s ) Custom order based on value list | o Ligis Defined?

=
=

] Override field's language far sart | Englizh - &4

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.



Browse Mode 3B
Find Mode i
+ Layout Mode 3L
Preview Mode L

Page Margins
Graphic Rulers
Text Ruler
Ruler Lines

T=Squares ®T
Ohject Size

" Atatus Area oS

Toolbars | 2

Zoom In
Zoom - Out

LAYOUT OPTONS..

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

GENERAL LAYOUT
Using colors

Using borders
Adding shapes

Group BEh
Lingroup ik o ]
Lock 4EH
Linlock {r3H

Bring to Front “C4-38F
Bring Forward £-38F
Send to Back "C{x3l
Send Backward {-3)

Align K
Set Alignment.. %K

v Object Grids HY

Lavouts |

1

AN
|

.............

2

& [7Z]=]

B H et

A

FORMATTING

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

Font

Size

Style

Align Text
Line Spacing
Text Color

-y wyrww

Text...
Mumber...
Date...
Time...
Graphic...
Button...
Portal...

Field Format...
Field Borders...

Slhiding/Printing... 8T




————————— pafine ¥alue Lists for “ROLODEX.FPS 00— FIEIW ETUCHIGL IUE "LArA™~
Walue lists provide predefined lists for data entry, 1 wslue list(s) A
e CR B e e ~Style :
Siew by | [ creation order _.Tj )
{3 Standard field
Valae List Narie i Sourcs I Values = pEY ]
£ category Custory List Taamp “=chool * Tpersonal” other | inelode wertical serall bar
& [ Pap-up list -f_-_] uging value list [ grade #_]
I__J Inciode " Other, " e toza ldw entriotother values
| |:I Ine:lude “Edit. " itery oo allow editing of walue list 1
v — Repetitions
[4]¥ i
| Show ] 1 of field's 1 dafimed repetibon:
New.. || Edit.. ||[ Duplicate | [ Delete | el i T :
4 Dze | araprtieal = forentation :
— L e S S |
— Beharior
Walue Lizt Mame Igrade
1 [ atlow entry into field
@) Lise custorn valuss: § D Select entire contents of field on entry 1
aebale s e s enarate = P e P I R e P o e e e S e e e o e e e =
Ey :lcarlriage 'r:-tl?.lrn. F = 5‘
Adda divider by enteting a | | Cﬂ“EEI I
hyphen “="'on a line by itself. i e ——
l::} Lse walues From Tield : — -
| :E':.;'_;__E_l_r_;;_______l sUndefineds
l::} Use walue Hst from another file; k
| Spsamne.. | punderined
[cancel [ ok | FIRST NAME LAST NAME
To create a pop menul... i
. . . Records
=irst create a value list by going to FILE MENU: create a 1698
value list. This is the fixed entry list for the pop menu. SO PSP SO SUVRY UPS SEPIOL SR VSN SRITR SOV SYOOSY SN,
\lext go to the MODE: LAYOUT.. in your layout.. go to the 7 Ty Miller | =
ﬂeld entry box.. highlight it and. choosg FORMAT MENU: Unsirbad Dicyvic : -
=IELD FORMAT.... Choose the kind of list and then the
appropriate value list. Revert to the MODE MENU: 4

3ROWSE and check out your pop menu.. it is that easy.




