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Preface: Getting help

Welcome to the FileMaker Pro application. FileMaker Pro is designed
to help you manage information easily and effectively.

If you're new to the MacOS You need to learn about using the mouse,
working with disks, and other Mac OS conventions. See the
documentation that came with your computer.

Important If you are using a system prior to Mac OS 7.5, or if you are using
Mac OS 8, what you see on your screen might not match the illustrations in
the documentation.

Customer support and registration

Please take the time to complete and mail the product registration card
that is included in this package. Refer to our Web site at
http://www.filemaker.com for information about customer support.

U.S. and Canadian retail customers can also refer feiltidaker
Service Directoryncluded with the software. For customers outside of
the U.S. or Canada, refer to the Technical Support brochure included
with the software.

Using Help and the user’s guide together

Throughout this guide you see Help icons in the margin, along with
instructions, that tell you wh&eywordgo use to find a related Help
topic. A keyword is like a term in an index. In some cases, Help gives
you additional information about a subject. For more information about
using Help keywords, see “Using the Help index” on page XVI.

? Choose FileMaker Help Index from the [2) or Help menu, and then type:
» Help, using

Use theFileMaker Pro Quick Referenam the back cover of this user’s
guide to get at-a-glance information about using the FileMaker Pro tools
and status area controls.
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Glossary terms are available in the Help Reference section, as well as
underlined with a dotted line in Help topics.

Note The examples in this documentation show dates and numbers in
U.S. formats such as November 30, 1998, and $1,234.50.

Using FileMaker Pro Help

FileMaker Pro Help is available whenever FileMaker Pro is running. It
contains some information not in the printed documentation, like
troubleshooting tips. As you get comfortable with FileMaker Pro, you'll
be able to find all the information you need in FileMaker Pro Help.

Opening FileMaker Pro Help

To open Help when FileMaker Pro is running, choose a command from
the [2) orHelp menu:

Choose To see

About Balloon Help Directions for using Apple Balloon Help.

Show Balloons Brief descriptions of FileMaker Pro tools, icons, and menus.
(To turn off Balloon Help, choosgtide Balloons.)

FileMaker Help A context-sensitive Help topic.

FileMaker Help Topics Topic titles in a table of contents.

FileMaker Help Index An alphabetical list of index entries (keywords).

Whenever you open FileMaker Pro Help, you start the FileMaker Help
Viewer application, which runs independently of FileMaker Pro.

Managing FileMaker Pro Help

Here are some ways to manage FileMaker Pro Help and the windows on
your screen:

To Do this

Work in FileMaker Pro  Start FileMaker Pro, click a FileMaker Pro window, or choose
while FileMaker Pro Help FileMaker Pro from the application menu (at the right of the
is running menu bar).

Move a window Drag the window’s title bar.
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To Do this

Arrange windows for easyOn a small screen, move the FileMaker Pro document window
access and the Help window so the corners overlap. Then you can click
a corner to bring a window into view.

On a larger screen, arrange the windows side by side.

Switch between the Help Click the window you want to work with.
window and a
FileMaker Pro file window

Close FileMaker Pro Help Click the close box in the upper-left corner of the window.

and leave it running FileMaker Help Viewer continues to run in the background. To
show Help again, click a FileMaker Pro window, and then press
38-2.

Hide FileMaker Pro Help Click a Help window, and then choddige QuickHelp4.0from the
and leave it running application menu (at the right of the menu bar). To show Help
again, choosshow All from the application menu.

Quit FileMaker Pro Help Click the Help window to make it active, and then chdpste
and the FileMaker Help  from the File menu.
Viewer application

Using the Help contents

When you open FileMaker Pro Help, you see a list of Help topics, like
the table of contents in a book. You can click topic titles to see any
subtopics, and then click a topic to move to the information you need.

T
L

FileMaker Pro Help =——10
| [Contents Y index *{ Find

Select a book and then click “Open *.

3 @ Using Onscreen Help
3 @ Reference

[ <3 Fields

[> %3 FileMaker Pro files
3 @ Functions

3 @ Importing and exporting

[ 23

3 @ Laying out and arranging information
[> %3 Object Linking and Embedding
I O RPacards ki

[ cloze Window ‘when Displaying Topics | Frint Topic F
=
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Using the Help window
To navigate in the Help system, you click buttons and underlined text in

the Help window.

Click solid underlined text to jump to a topic related to the current topic.

Click to see the index — Click to return to the last topic viewed

|
EO=———-— Imp

—— Click to move to

Click to retun to the Mac -- Tech Review build —=————17 thenextor
Hel tent : - - previous topic
I ontents ndes... 0 Eac rin revious L
elp contents — £ contents || G index... [ B GoBack [ & print [ 50 P |[03 mexe |
Keuword: | grouping I Type aword
. . you want to
Displays the title of the —— Grouping and ungrouping objects find in the
current topic = Index and
Group objects s0 you can work on the qrouped nbject as if it were a single object. You can: = press Return
- copy and paste grouped objects, maintaining the arrangement of the objects within - .
the group — Drag the note icon
- assign attributes {1ike a font or a fill color) toitems in the group, even if the into atoplc and type
attribute isnt appropriate for all the items in the group. {For example, assigning a your own notes
nesw font to a group that contains text, a field, and a qraphic channes the tevt and the
field, but Teaves the graphic alone.} Creating a
- mare easily work with stacking order, because grouped obje group af
laer layout objects
Click dotted - align an individual nbject to a grouped nbject
underlined text to To group objects: In _L_a_g_qg_g_mp_d_q select the nbjects, and then
ey Arrange menu. If you include a locked object in the group, the resulting grouped object is
see a definition
also locked.
. . To ungroup a grouped object: Select the grouped object, and then choose Ungroup
Click solid from the drrange menu. 1T you ungroup an object that contains other qrouped objects,
underlined text to those objects remain grouped until you ungroup thern too.
jump toa topic Tip You can edit text that's part of a group by double-clicking the text.
related to the Related topics
current tOPIC —— Adding and formatting objects in Layout
Aligning objects to each other El
Arranging objects ]

To return to any topic you viewed during a help session, chdstes/
Window from the Options menu, and then double-click the topic title.

Using the Help index

FileMaker Pro Help comes with a list of index entries, which are
significant words and phrases (called/word$, to help you find the
topics containing the information you want. Each index entry is

associated with one or more topics.

This user’s guide gives you keywords throughout the documentation to
help you find related topics by their index entries in Help.
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To use the Help index:

1. If you aren’t in Help, choos@éleMaker Help Index from the(2) orHelp
menu.

2. In the Index window, type all or part of the keyword to find.

1. Type the first few letters of the word you are Tooking for.

| qroup |

You see the topics associated with the keyword in the list.
3. Double-click the topic you want.

FileMaker Pro Help =icF—1

T
L

[Conterts Y Index " Find

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

—| group |
2. Select an index entry and then click "Display *.

To browse the index, scroll T B &
through the alphabetical list or = groups
type the first few letters of the 2:0'1: e tabaco fil
1 ; out protecting database files =
entry you're looking for Changing group privileges £
Defining groups
Deleting groups
Status (CurrentGroup) function -

[ close window when Displaying Topics F
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Using Find
You can search for specific words in FileMaker Pro Help:
1. Click theFind tab.
2. If you want, choose options from the two pop-up menus. Then type
the word that you're looking for.
3. Click Search.
4. Click a topic in the scrolling list, then clidksplay.
FileMaker Pro Help =ic—F—~I
[Contents  [Indesx 4 Find
Choose options from the L s et ! =
pop-up menus if you want [have ]| theword > [oror ——H Type the}_wgrd you
vantiomn
2. Select a topic and then click "Display *. 29 Topies Found
pri o Select a topic from
Layout mode keyboard commands — the list
Deleting records
Omitting one or more records -
[ close window when Displaying Topics F
2l

Getting additional help

To get context-sensitive help for dialog boxes and menu items, press the
Help key (on an extended keyboard) or peess

Use Help to get information on these additional tasks:

Choose FileMaker Help
Index from the () or Help

For information on menu, and then type
Printing a Help topic Help, printing
Adding your own notes or instructions to a topic Help, customizing
(annotation¥

Creating bookmarks to quickly access topics you use Help, customizing
often

Copying all or part of a topic to an application that ~ Help, using
supports text, to compile help information you use often

Setting Help preferences to customize the way you usdelp, customizing
Help
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Using the FileMaker Pro documentation

This guide and the other documentation in the set give you all the
information you need to know about installing and using FileMaker Pro.

Start by reading chapter 1, “FileMaker Pro basics,” for an overview of
FileMaker Pro, and for information about managing files and
performing common tasks. Then read chapter 2, “Creating a database
file,” for information about designing FileMaker Pro database files. You
can then move to the chapters you need for doing your work, such as
using layouts, or entering, finding, and sorting information.

Use the following additional tools to help you with FileMaker Pro.

Use To

FileMaker Pro Install FileMaker Pro on your hard disk. If you've used
Installation and New previous versions of FileMaker Pro, you can read about
Features Guide features new to this version.

FileMaker Pro Tutorial To get an overview of how to use and design a FileMaker Pro

(an onscreen tutorial) database. You can complete the tutorial in one session, or one
segment at a time. To use the tutorial, double-click the Tutorial
file in the Tutorial folder.

FileMaker Pro template  See and work with database files created with FileMaker Pro.

files You can use the templates for your business or personal work—
as they are, or change them to suit your needs. (See “Creating
and opening files” on page 1-9.)

FileMaker Pro Help Get complete, onscreen, step-by-step instructions and reference
information for using FileMaker Pro as you work. (See “Using
FileMaker Pro Help” on page XIV.)

Balloon Help See brief descriptions of FileMaker Pro tools, icons, and
menus. (Choosghow Balloons from the(2) oHelp menu. To
turn off Balloon Help, choosside Balloons.) ChooseAbout
Balloon Help from thef2) oHelp menu to see directions for using
Apple Balloon Help.

CDML Developer's Guide Get information on publishing custom Web database solutions.
Open the CDML Reference file in the Web Tools folder, in the
FileMaker Pro 4.0 folder.

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

Sample custom HTML  Use as models for creating your own custom Web databases.
pages and databases Available in the Web folder, in the FileMaker Pro 4.0 folder.




Chapter 1: FileMaker Pro basics

You're using FileMaker Pro software because you have information to
manage, or information you would like to publish on the World Wide
Web. This information could be just about anything: accounts,
inventories, suppliers, sales contacts, employees, or products. The
power, flexibility, and ease of use of FileMaker Pro help you manage
that information, so you can:

= find information quickly

= update and maintain information

= print documents like invoices, form letters, and mailing labels
= analyze information using onscreen and printed reports

Important Before you read this chapter, be sure you know how to use
FileMaker Pro Help, as explained in the preface, “Getting help.”

Understanding FileMaker Pro

Before you begin to work with FileMaker Pro, you should be familiar
with the basics of FileMaker Pro. If you're new to databases, start with
the next section, “What's a database?” If you're familiar with databases
but new to FileMaker Pro, start with “What'’s a FileMaker Pro database
file?” on page 1-3.

What's a database?

A databasas a collection of information, @tata, that you can organize,
update, sort, search through, and print as needed. A database doesn’t just
hold information—you use a database to organize and analyze
information so that you understand its significance.

A database can be ofile, such as Clients, which might hold the names,
addresses, and phone and fax numbers of all your clients.

A database can also be many files that, together, contain all the
information about a particular topic, or related topics (sometimes called
adatabase systémFor example, a database for a travel agency can
include files that hold information about clients, tours, invoices, and
accounting.
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Using the relational capabilities of FileMaker Pro, you can join
information between files to createadational databaseFor example,
one file can show you which clients went on a particular tour and a
related filecan show how much they paid. (For more information about
relational databases, see chapter 10, “Using data from related files.”)

Trip ID

Trip Name

Route
ID Origin Destlnatlon

H20 Portland : Boston

Trip file
Clients file

Invoice No | A-200-61

Date

Invoice file

A database file contains one or mogeords Each record holds all the
information about one subject (like one person or one identification
number). For example, each record in a Clients file would contain the
name and address of one client.
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Name

Street

City iSydney, NSW

Records in a Clients file
Post Code

Country

Each piece of information in a record—like name, address, and
telephone number—is stored iffi@ld. You create the fields for each
database file.

First Name

Last Name

Fields in a record
Company

Phone

? Choose FileMaker Help Index from the (2) or Help menu, and then type:
» FileMaker Pro

What's a FileMaker Pro database file?

Each FileMaker Pro database file contains information about the file's
structure, like fields and their definitions, access privileges and
passwords, calculations, layouts, and scripts. A FileMaker Pro database
file also contains the data you enter and work with.
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Fields and field definitions

Fields are the basis of a database file. Fields store, calculate, and display
the data you have entered or calculated. For example, you might create
a field named Tour Name to hold a descriptive name for each tour you
add to a Tours database file.

The information you put into a field—by typing, copying, looking up, or
importing—is itsvalue Field values in a FileMaker Pro file can be:

= text

= a number

= adate

= atime

= a graphic, sound, or movie

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

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

Each field has a set of characteristics that defines how it will store,
display, and interpret data, and whether the value is typed or entered into
the field or is the result of a calculation. These characteristics are the
field definition You create a field in a file and define it to suit your
needs. For example, the type of data in the field and whether to calculate
the field’s value are both part of the field definition.

Tour ID

Tour Name

Origin

Destination

Unit Cost This field is designed to hold
only numbers

Tax

Total This field is designed to calculate
a value based on other values in
the record
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Records

To enter data in a database file, you create a record and then enter data
into the fields. After you have records in a file, you can work with them

in various ways, such as sorting them, finding a group of records that
contains particular data, or importing and exporting records.

Tour ID
Tour Name
Origin
Destination

Unit Cost
One record contains
all the information
about a single activity, Tax
individual, or subject

Total

? Choose FileMaker Help Index from the (2) or Help menu, and then type:

» records, overview
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Access privileges and passwords

Access privileges and passwords promote file security by controlling
who can use a file and particular fields and layouts, and which tasks they
can do. In the FileMaker Pro Web Companion, a password controls who
can browse and edit a file on the World Wide Web.

A file doesn’t require access privileges and passwords; you can create or
change them as needed. For more information see chapter 7,
“Networking and access privileges” and chapter 11, “Publishing files on
the Web.”

? Choose FileMaker Help Index from the (2) or Help menu, and then type:

» access privileges

Using relationships in a database

Whether you create a database with one file (sometimes célbedike
databasg or many files (aelational databasg you can use data from
other files as if the data were in the current file. A file that contains data
used in another file is a related file.

= To copy data from a related file and store it in the current file, define
a lookup (see “Looking up and displaying data from other files” on
page 10-1).

= To view and work with data from different files in the current file
without storing that data in the current file, create a relational
database (see “Working with relational databases” on page 10-14).

To learn more about these differences, see “Lookups and relational
databases: a comparison” on page 10-8.

You can publish both flat-file and relational databases on the World
Wide Web using FileMaker Pro Web Companion. For more
information, see chapter 11, “Publishing files on the Web.”
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Working with modes

You work in FileMaker Pro in four modes. You switch between modes
by choosing a menu command for the mode you want.

In this mode  You do this

Browse Work with the data in a file. You can view, add, change, sort, omit, and
delete records. Browse mode is where you'll do much of your work. For
more information, see chapter 4, “Working with information in records.”

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. For more information, see
chapter 3, “Laying out and arranging information.”

Find Search for particular records that match a set of criteria. You can then
work with these records, called tfraind setAfter you find a group of
records, FileMaker Pro returns to Browse mode so you can begin working
with them. For more information, see “Finding information” on page
4-19.

Preview See on your screen how data in records, forms, or reports will look before
you print on paper. For more information, see chapter 6, “Previewing and
printing information.”
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Layout mode New Tours
Avatlable T.. . &
[T Available Tours E
Browse mode =
Layouts: EveryWhere
12 TR ATw b
New Tours
Fleader
dvailable T.
-_ Available Tours Cruise Ship -] CruiseDestination  [Gruise Desfinafion ..
Tour length  [Tour lzngth Cruise wholesale price [LIMiEewhalksals prics....]
E Season [ 3pring QO Summer QAuUmMn OWinter QAN year
B Notes [l 2]
Records EveryWhere
7 TR xTY B L
]
Unsorted
Cruise Ship  Grand Monarch Cruise Destination Alaska Bod
Tourlength 7 nights Cruise whelesale price  $785 Spring Tour Catalog
Season () 3pring @ Summer QAutumn O YWinter QA el $%
Notes  Gilacier route bebween Yancouver and Anchorage. Inclu
Columbia Glacier, College Fjord, Ketchikan, Juneau, S ik, and
Waldez. Optional land tour to Denali Park
New Tours
Available T_]| "
i Available Tours
Spring Tour Catalog
100 | Browse =l
I |
— Cruse s Grand Monarch Haska
. Tour lengh ;n;ghls " ;A:Mdnol:”[: ';7::
: ping @Summer QAutumn OWinter (ANl yesr
3 Available Tours Glacierroute betueen Vencowver and Anchorage. Includes
Columbia Glasier, College Fiord, Katchiksn, dunssi, Sitks, and
Valdez, Optional land tourto Densli Park.
Reauests E"ﬂw}‘fr? Crute s sl Cavalier comecstmten Soendinavia
Tourtenah 7 rights Cruoe widemsie e $749
e @Sping OSummer OAutumn OWinter (Allyesr
Damit e 5 . Noes from New Vork nightsin
Cruise Ship Cruise Destination Stwckhom. 1 dayin Copenhagen
suntetz[=] Tour length Cruise wholesale price
Season (3 Spring Q) Summer QAutumn GWinter O All year
Hotes Crueesin  Grand Bordesux Somscecatmaten  Goribbean
Tourtengh 1 pights. rulee wholemsle price $1524t0 $3694
wmn OEpRg OSuNer oAutmA OWinter @ Allyesr
woes  San Jusn, St Thomas, Curasan, St. Mertin, and Cozumel. Lusury
sccommodations. No tpping pelicy.
Spring TourCatelag
100 B Find (=]
Find mode
spng Tour g =
Preview mode [ LldE Freven (0] B

Note Some FileMaker Pro tasks, like defining fields and relationships
and using ScriptMaker, can be performed in any mode.

? Choose FileMaker Help Index from the [2) or Help menu, and then type:

» modes
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Managing files
The following sections tell you how to work with FileMaker Pro files.

Creating and opening files

You can create a file when you start FileMaker Pro or after
FileMaker Pro is already running.

Create a file from a copy oftamplate—a predefined file that you use
as is, or modify to suit your particular needs. Or create a file from
scratch, without using a template. (If you didn't install templates and
want to use them, see the FileMaker Psiallation and New Features
Guide)

After you name a new file, you see the Define Fields dialog box, where
you create the database fields and define their characteristics. (See
chapter 2, “Creating a database file.”)

The following table describes the ways to create or open a file in
FileMaker Pro. If FileMaker Pro isn't already running, start it by
double-clicking the application icon. When you start FileMaker Pro,

you see the New Database dialog box, and you can skip the first (Choose
New...) step in the following directions.

To Do this

Create afile using a In FileMaker Pro, choodgew from the File menu. In the New
template file Database dialog box, seléxrtate a new file using a template, choose
a template category from the pop-up menu, and then double-click
the name of a template file in the list. In the Create New File dialog
box, type a name for the file (choose a different folder, if needed),
and then cliclSave.

Create a file without  In FileMaker Pro, choosi¥ew from the File menu. In the New

using a template file  Database dialog box, seldrate a new empty file, and then click
OK. In the Create New File dialog box, type a name for the file
(choose a different folder, if needed), and then Sask.
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To

Do this

Open an existing file

If FileMaker Pro isn’t running, in the folder containing your
FileMaker Pro files, double-click the name of the file to open. Or
drag the file onto the FileMaker Pro application icon.

You can also double-click the FileMaker Pro application icon. In
the New Database dialog box, seleptn an existing file, and then
click OK. In the Open dialog box, double-click the name of the file
to open. If you're asked for a password, type the password, and
then clickOK.

If FileMaker Pro is running, choo$ipen from the File menu, and
then double-click the name of the file to open. If you're asked for
a password, type the password, and then €lick

If you have opened the file recently, you can also choose the
filename from the listing in the File menu if you have selected this
option in application preferences. For more information, see
chapter 9, “Customizing FileMaker Pro.”

New Database

I ]ll _‘ 1 I |’HU®
[Business | ——— Choose a
@ Create a new file using a fAsset Management 4t category of
template: Bid Comparison = templates
. Business Cards
Create afile —f{—— create a new empty file... Buy versus Lease
Cash Receipts
O Open an existing file... Club Membership
Employee Leave Forms
Equipment Rental & Usage
Select to stop Showing ——f—— 1 tenger show this dislea Expense Report T
this dialog box
9 Template Info...

Keep these points in mind:

= To keep FileMaker Pro from displaying the New Database dialog
box, selecNo longer show this dialog in the New Database dialog box.
You can redisplay the dialog box by setting a preference in the

General area of the Application Preferences dialog box. (See “Setting

general application preferences” on page 9-2.)



FileMaker Pro basics 1-11 ‘

= When you open a file created with FileMaker Pro versions 2.0 and
2.1, you see a message telling you the file must be converted to
FileMaker Pro 4.0 format. To rename the original file, keep the
Rename old file as checkbox selected and type a name (or use the
FileMaker Pro default). The new file is converted to the current
FileMaker Pro file format. The original file has a new name, but the
contents don’t change. (For more information about converting files
from previous versions of FileMaker Pro, see the FileMaker Pro
Installation and New FeatureSuide)

= When you open a file saved with internal default formats different
from the system formats set on your computer, you might see an alert
message. For information about this situation, see appendix B,
“Working with international files.”

= You can open a file created in another application, like Lotus 1-2-3,
Microsoft Excel, or ClarisWorks software, in FileMaker Pro and
convert it to FileMaker Pro format. See “Importing data into a new
file” on page 8-9.

? Choose FileMaker Help Index from the [2) or Help menu, and then type:

» creating
» opening files

Closing files
FileMaker Pro saves changes you make to a file as you work and
whenever you close a file or leave the application.
To close a file, be sure the file's window is active, and then do one of
these:
= Click the close box (in the upper-left corner of the file’'s window).
= ChooseClose from the File menu.

? Choose FileMaker Help Index from the (2) or Help menu, and then type:

» closing database files

Saving a copy of a file

Although FileMaker Pro saves changes to a file as you work, you can
save a copy of a file for various purposes.
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Important Always save a copy before you make extensive changes. You
can't restore data after you delete a field from the Define Fields dialog
box or remove records using thelete Record or Delete All commands.

1. Make the file you want to save the active file, and chSagea Copy
As from the File menu.

2. In the Save a Copy dialog box, fiype, choose an option from the
pop-up menu.

Choose To

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

Compressed copy (smaller) Compress the entire file into less disk space by
reclaiming unused space in the file. Compressing a file

may take time, so it's a good idea to compress a file only
when you're archiving it.

Clone (no records) Make a copy that contains all the field definitions,

layouts, scripts, and page setup options, but no data.
Make a clone when you want a template of the file.

3. To rename the file, faBreate a copy named, type a name.

[=2 Enample files | = Hard Disk
D cients s
i@ Clients 0Id =
(71 Data exported from Organizer Desktop
D DataOut.THT
[} Employee 7
Create a copy named:
Name of the new file [clients Copy | [ sase )
Type: [copy of current file -} Options for saving a copy
4. Click Save.

? Choose FileMaker Help Index from the (2) or Help menu, and then type:

» saving files
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Leaving FileMaker Pro

When you're finished working in FileMaker Pro, cho@si from the
File menu.

Important Always quit FileMaker Pro before you turn off your
computer.

? Choose FileMaker Help Index from the [2) or Help menu, and then type:

» closing database files

Checking your spelling

You can use the installed spelling dictionaries to check the spelling in a
file, all at once or as you type. FileMaker Pro compares your text with
its main dictionary(which contains almost 100,000 words) angar
dictionary, in which you can store up to 32,000 unique terms. Each file
can have its own user dictionary. This is useful when, for example, you
have files that contain unique terms (like medical or legal terms).

You can check the spelling of a selected word or passage, all words in
the current record or layout, or all words in the records most recently
found (the currenfound setor browsed in Browse mode.

When FileMaker Pro finds a word it doesn’t recognize, you can correct
it, skip it, or add it to your user dictionary.

Note Before you begin, be sure the dictionaries currently selected are the
ones you want to use. See “Working with spelling dictionaries” on page
1-16.

Checking your spelling in a file

1. Display the layout or record, find the set of records, or select the text
to check.
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2. ChooseSpelling from the Edit menu, and then:

To check the spelling of Choose
A selected word or passage Check Selection
Text in the current record Check Record

Field names and text on the current layout (youCheck Layout
must be in Layout mode)

The set of records most recently found or browsgdck All

3. In the Spelling dialog box, make any changes.

To Do this when you see a questionable word

Replace a misspelled Select a word from the list of suggestions, and then click
word with one in the  Replace. (You can’t change a misspelled word in a restricted or
dictionary password-protected file or field. In that case, chekt.)

Revise a misspelled  ForWord, retype the word. (Or use standard text-editing
word that's not in the methods to replace only the portion to change.) Then click
dictionaries by typing in Check. When the word is spelled as you want, cReklace.
your own (You can’t change a misspelled word in a restricted or
password-protected file or field. In that case, chekt.)

Skip a word ClickSkip. (FileMaker Pro skips every occurrence of the
word.)

Add a word to the user Click Learn. (To add, remove, and change words in your user
dictionary dictionary, see “Editing a spelling dictionary” on page 1-17.)

Revise the word if the correct
word isn't in the list

Spelling
Word with questionable — . )
spe"ing Word: |Falk | ||
%2 [Fiak & Cohes)
w2 | Flak =
Suggestions for —| Fall
replacement sea|| Salk
s || walk
#5! | Talk 4 Cancel
Status: Questionable Spelling 187 ‘words checked
17 Questionable Wards (f]
_

Click to see the questionable
word in context
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4. When all questionable words are resolved, dlicke.

? Choose FileMaker Help Index from the [2) or Help menu, and then type:

» checking spelling

Checking your spelling as you type

As you type, FileMaker Pro can alert you to errors with either a flash in
the menu bar, or a beep.

Checking your spelling as you type is much slower than checking the
entire file at one time.

1. ChoosePreferences from the Edit menu, and then cho@seument.

2. In the Document Preferences dialog box, ch@&pshing from the
pop-up menu. Select how you want to be alerted and where you want
the Spelling dialog box to appear

=——— Document Preferences Eil

Choose Spelling ———=[speiling v
Spell as you type:
off
Select how you want to be | @ . .
alerted as you type | (") Beep on questionable spellings
y typ () Flash menu bar on questionable spellings
Dialog placement :
) . @ Autornatic
Have the Spelling dialog box () User defined

appear where you place it

3. Click Done.

When you're alerted to a spelling error, you can do one of these:
= Correct the last word typed.
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= ChooseSpelling from the Edit menu, and then cho®@serect Word, before
you press Tab or Enter. Use the Spelling dialog box to correct the word.
(See “Checking your spelling” on page 1-13.)

? Choose FileMaker Help Index from the [2) or Help menu, and then type:

» checking spelling

Working with spelling dictionaries

When you check spelling, you can use the main dictionary and the user
dictionary installed with FileMaker Pro, or you can use a user dictionary you
created.

The main dictionary is associated with all your FileMaker Pro files. User
dictionaries work with specific files. After you select a user dictionary for a
file, FileMaker Pro uses that dictionary until you select a different one.

Selecting a spelling dictionary

Before you can check spelling, select the spelling dictionaries to use. (If the
dictionaries you want to use are already selected, you don't need to reselect
them.)

Select dictionaries when:

= your spelling dictionaries are in a place other than the FileMaker Pro
folder, the Claris folder, or the System Folder

= you want to make more than one spell-checking pass through a file using
different dictionaries (for example, dictionaries of different languages)

= you want to switch to a different dictionary (like one that contains special
terms) after checking with the dictionary currently selected
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To select, ignore, or create a spelling dictionary:

1. ChooseSpelling from the Edit menu, and then cho&séct
Dictionaries.

2. In the Select Dictionaries dialog box, choose an option.

To Do this

Select or switch a For Select Dictionary Type, chooseMain Dictionary or User Dictionary. If
dictionary needed, locate the correct folder. Then select the dictionary name
and clickSelect.

Ignore your user  For Select Dictionary Type, chooseJser Dictionary, and then clicione.
dictionary

Create a user For Select Dictionary Type, chooseJser Dictionary, and then clicklew.
dictionary Type a unique, distinguishing name for the new user dictionary, and
then clickSave.

Select Dictionary Type: [Main Dictionary w|——| S_elgctthe type of
) dictionary to use
= Hard Disk
[T cClaris Translators || Eiacl
[T clarisllorks Assistants
[ clarisWorks Stationery Desk1op

[T cColors and Gradients -
[IFileMaker Temp
[} Main Dictionary
) us English - Spelling

<l

Currently Selected Dictionary @
USEMGLSH.MPR

? Choose FileMaker Help Index from the [2) or Help menu, and then type:

> creating

Making changes to a user dictionary
You can edit, import text to, and export text from a user dictionary.
Editing a spelling dictionary
Before you begin, be sure the dictionary to edit is selected. (See
“Selecting a spelling dictionary” on page 1-16.)

1. Choose&Spelling from the Edit menu, and then chodslé User
Dictionary.
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2. In the User Dictionary dialog box, make any changes, and then click

OK.
To Do this
Add a word FoEntry, type the word, and then cliékld.

Remove a word from the list Select the word, and then Bkalove.

Change a word Remove the word from the list, type a replacement, and

then clickAdd.

User Dictionary: User Dictionary Currently installed
check ] user dictionary
checker = |-J

Words in dictionary —{ - | Chen |
Clarislmpact
ClarislWorks
Compton i Cancel

Entry: | | Text File <

? Choose FileMaker Help Index from the (2) or Help menu, and then type:
» editing

Importing or exporting a spelling dictionary

Before you begin, make sure the currently installed dictionary is the one
you want to import into or export from.

1. ChooseSpelling from the Edit menu, and then chod&slé User
Dictionary.

2. In the User Dictionary dialog box, click thext File triangle, and then:

To Do this

Import a text file  Clickkmport. (If necessary, locate the correct folder.) Then
double-click the name of the file to import. (To cancel importing,
press Command-period.)

Export a text file  ClickExport. (If necessary, choose a different folder.) Type a name
for the file to export to, and then cliave.
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3. When importing or exporting is complete, cli@k, and then clicloK
again.

? Choose FileMaker Help Index from the (2) or Help menu, and then type:

» exporting, dictionaries
» importing data



Chapter 2: Creating a database file

This chapter tells you how to design a database file:
= to use by itself
= to use as part of a relational database

This chapter also explains some limitations on options available when
designing a file to use with FileMaker Pro Web Companion.

For information about creating a relational database, which includes
more than one database file, see chapter 10, “Using data from related
files.”

Important Before you read this chapter, be sure you know how to use
FileMaker Pro Help, as explained in the preface, “Getting help.”

Planning a database file

Plan a database before you create it to save time and effort later on.
Although you can change the design later, the more you plan ahead, the
fewer changes you'll need to make. Whether you plan to publish your
database on the World Wide Web or not, the concepts are the same.

Follow these general steps when you plan a database:

1. Decide which categories of information you work with, and plan a
separate database file for each major category.

For example, for a small business, you might need one database file
for products, one for customers, and another for employees.

2. Analyze your current information management system to determine
the tasks you perform.

For example, do you print mailing labels and invoices? What reports
do you produce? Are there new tasks you want to do?

3. Decide what data you want the file to contain, and plan the fields to
hold the data.

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

4. Determine relationships between your file and other files whose data
you can use.
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For example, if data you want already exists in another file, you can
use itin the current file by defining a relationship to the other file and
then defining lookups or adding fields from that file on a layout of the
current file.

. Decide what layouts you need, and plan a separate layout for each

task.

For example, plan layouts for data entry, order entry, printing mailing
labels, printing form letters, and for each type of report you produce.

. If others will use your database, think about who can use the file and

which tasks they can perform.

If security is important to your data, you can restrict who can do
which tasks by assigning passwords and access privileges to the file.

. Put your ideas on paper, listing the files you need and the fields for

each file. Also list the forms and reports you will generate from each
file.

Sample Database Design Form

Project Name
Purpose of this database
File name for this database

Fields

Name Type Comments

Layouts
Name Purpose Screen Print
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After you have all the basic parts in place, you can begin creating your
database, as described in the next section, “Defining database fields.”
Start with a simple design and use it for a while. You can change it as
needed.

Keep these points in mind as you plan database fields:

Use separate fields for first name and last name so you can search or
sort records based on either.

Use separate fields for city, state, and postal code. If you combine
them, you can't sort records based on the individual fields.

Make a separate field for titles (to hold values like Dr., Mr., and Ms.).

Defining database fields

When you create a file, you begin by defining the database fields. To
define a new field, give it a name, and then select options that determine
how the field interprets, enters, calculates, stores, and displays data. All
these characteristics make upfietd definition After you define fields,

you can add, change, or delete field definitions as needed.

1.

Create a file, or, in Browse or Layout mode, chdaeme from the
File menu and then chooBelds.

. In the Define Fields dialog box, féield Name, type a uniqgue name
for the field.
Don't use the following symbols or words: , (comma), +, —, *, /, ", &,

=%,>,<5,2,()," :::, AND, OR, XOR, NOT, or a FileMaker Pro
function name. Don't begin a field name to be used in a calculation
formula with a period (.) or a number.

. ForType, select a field type, and then cliCteate.

See “Assigning a field type” on page 2-5.
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4. Define options for the field.

If the field type is Do this

In the field definitions list, double-click the field name (or select
the field, and then clicRptions), and then set entry options for
the field. See “Choosing data entry options” on page 2-6.

Text, number, date,
time, or container

Calculation In the Specify Calculation dialog box, define a formula for the
field. See “Understanding formulas” on page 2-13.
Summary In the Options for Summary Field dialog box, select summary
options. See “Defining summary fields” on page 2-23.
Global In the Global Field Options dialog box, select global options.
See “Defining global fields” on page 2-9.
Define Fields for “Employee”
12 field(s)
Field Marne Type Options Wiew by | creation order = | [ Choose the
% First Name Tt o way fields are
# Laszt Mame Text [ H H
$+ dddress Text IIStEd In the
$ City Text dialog box
#+ State Text
# Home Phone Text
Field names and definitions # Title Text
# Departrent Text
#+ Salary Murnber
# Picture Container
# Hire Date Drate
# Metwork address Text
=
Type a name for a new field —Field Name |EHtension |
Type T After you
" - type a field
Select a field type @Tent  %T  (JContainer %0 (_create J(options... ] name and
) Number #N O Calculation ®C ™5, 07 (Tpuplicate | select a field
1 Date *®D O Summary  ¥S type, click
3 Time #1 3 Global %6 [ Delete ] [ Done ] Create
5. Define the fields you want for the file, and then cle.
When the file is new, you see the fields in Browse mode. Otherwise, you
return to where you were before you defined fields.
? Choose FileMaker Help Index from the (2) or Help menu, and then type:

» adding new fields
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When you define a field, you must decide the kind of data it will contain
and then select the appropriate field type. FileMaker Pro uses the field
type to interpret the data when sorting and performing calculations. The
following table explains each field type.

Select this
field type

If the field’s data will be

Text

Up to 64,000 characters of letters, symbols, and humbers used as text.
You can sort records based on a text field and use a text field in formulas
for calculations and summary fields. Text fields are usually sorted
alphabetically (from first character to last character in the alphabet, or last
to first), starting with the first character in the field. For more
information, see “Sorting records” on page 4-30.

Number

Up to 255 characters of numbers or other characters, of which only the
numbers are treated as numeric. You can sort records based on a number
field and use number fields in formulas for calculations and summary
fields. Number fields are sorted numerically (lowest to highest or highest
to lowest), based on the numeric part of the data.

Date

Dates only. A date field must include at least the day and month portion
(ddandmn) of a date. If you enter no year, and have not typed a separator
character for a year, FileMaker Pro enters the current year for you. You
can sort records based on a date field and use date fields in formulas for
calculation and summary fields. Date fields are sorted chronologically
(from earliest to latest or latest to earliest).

Time

Times only. A time field can contain only the hours, minutes, or seconds
portion hh, mm andsg of a time. You can sort records based on a time
field and use time fields in formulas for calculation and summary fields.
Time fields are sorted chronologically (from earliest to latest or latest to
earliest).

Container

A graphic, sound, or QuickTime movie. You enter data in a container
field in different ways, depending on the type of data. Container fields
can be used in calculation fields and summary fields. See “Working with
container fields” on page 4-6.

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 text, a number, date, time, or container. See
“Understanding formulas” on page 2-13.

Summary

A value that's produced by summarizing field values from more than one
record in the same file. See “Defining summary fields” on page 2-23.

Global

One value to be used in all records of the file. A global field can be text,
number, date, time, or container. Use the value of a global field in
calculations and scripts. You can’t use a global field to find records. See
“Defining global fields” on page 2-9.
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Keep these points in mind:

= Because they often include non-numeric characters like hyphens or
parentheses, define postal codes and telephone numbers as text fields,
not number fields.

= You can't search or sort records based on container fields, but you
can define text fields to describe or identify them. Then search and
sort based on the description or identifying number of the field's
value.

= You can change the way data is displayed in text, number, date, and
time fields. See “Defining display formats for fields” on page 3-59.

= The characters displayed for the decimal separator and thousands
separator in number fields, and the part separators in date and time
fields, and the order in which date and time parts appear depend on
the system formats set for the file and the display format for the field.
See appendix B, “Working with international files,” and “Defining
display formats for fields” on page 3-59.

? Choose FileMaker Help Index from the [2) or Help menu, and then type:

» fields, defining

Choosing data entry options

For each text, number, date, time, and container field, you can set or
change options to make entering data fast and accurate. You can have
default data entered in the field and have the data checked against
validation requirements set for the field.

1. Create a file, or choo$#fine from the File menu and then choose
Fields.

2. In the Define Fields dialog box, double-click a field you want to set
data entry options for.

3. In the Entry Options dialog box, choose the type of entry options to
set from the pop-up menu (at the top of the dialog box).

= To have a default value automatically entered in the selected field
for each record, choogeto Enter.

= To have data in the field checked against validation requirements
you set for the field in each record, cho@skation.

4. Define repetitions and storage options.
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= To make the field a repeating field, selRepeating field with a
maximum of n repetitions, and then type the number of repetitions.
(See “Defining repeating fields” on page 2-11.) To set options for
indexing the field’'s values, clicktorage Options, and then select
indexing options. You can also choose a language for indexing and
sorting text fields. (See “Indexing fields” on page 2-12.)

5. Select options for automatically entering and validating data.

For To Do this

Auto Enter  Turn off automatically entered data  Seldathing.

Enter the date, time, or user name Choose an option from the pop-up
when the record was last created amenu.
changed

Assign a unique, sequential numbeBelectSerial number, and then type a
to the field in each record starting value (for example, 1001)
and the number to increment by.

Enter the value from the previouslySelectValue from previous record.
accessed record

Enter data you specify Seldgdta, and then type the data
you want, up to 255 characters.

Enter the result of a calculation in SelectCalculated value, and then

the field define the formula. (See the note at
the end of this section and
“Understanding formulas” on page
2-13))

Enter a value that's copied from a SelectLooked-up value, and then

field in the same or a different file define the lookup. (See “Defining
lookups between files” on page
10-11.)

Prevent users from changing an  SelectProhibit modification of value.
automatically entered value

Validaton ~ Check that the data is a number, SelecOftype and then choose a type
date, or time from the pop-up menu.

Check that the field is not empty, oSelectNot empty, Unique, or Existing.
that the value is unique or already
existing in the file

Check that the value is in the valueSelectMember of value list, and then

list you specify choose a value list from the pop-up
menu, or define a value list. (See
“Defining value lists” on page 3-75.)

Check that the value falls within theSelectin range, and then type a
range you specify starting value and ending value for
the range.
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For

To

Do this

Check that the value matches the SelectValidation by calculation, click

result of a calculation

Specify, and then define a formula.

The result must be Boolean—"true”

or “false,” “yes” or “no,” and so on.
(See “Understanding formulas” on

page 2-13.) The result is false when

the result is 0 or null (empty);
otherwise the result is true.

Prevent users from entering invalidSelectStrict: Do not allow user to

data

override validation.

Display a message you specify wheBelectDisplay custom message if
the data doesn’'t meet the validatiomalidation fails, and then type a

requirements

message (up to 255 characters).

=—— Entry Options for Field “First Name™

Set entry options for entering —]
default data in the field

.......... Auto Enter

D Creation Date -

[ serial number

[ walue from previous record

nexct walue l:l incrernent by l:l

Choose Auto Enter to
have default data
entered in the field

[ pata |

D Calculated walue Specify...
D Looked-up value Specify...

[ Prohibit modification of value

D Repeating field with a maximum of repetitions

[ Cancel ][[

[ Storage Options... ]

0K

)

Set validation options —
for the current field

Entry Options for Field “First Name”

.......... Dalidation v:

Dorue

D Mot emnpty D Unique D Existing
D Mernber of value list
D Yalidated by calculation

Choose Validation to set
validation options for the
current field

D Strict: Do not allow uzer to override walidation

D Dizplay custom meszage if validation fails

D Repeating field with a maximum of repetitions

[ Cancel ][[

[ Storage Options... ]

0K

)
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6. Click OK, and then cliclbone.

Keep these points in mind:

= You can't set FileMaker Pro to enter data automatically for
calculation, summary, and global fields.

= |f you create or edit records using FileMaker Pro Web Companion,
auto-entered data appears only after the record has been submitted
from the browser software.

= SelectCalculated value to calculate a value only when a record is first
created or when a value in a field the calculation refers to changes (as
long as the field with the calculation doesn’t already contain a value).
If necessary, you can enter a different value in the field (Riuhibit
modification of field isn’t selected). However, when you want a
calculated value that’s always up to date and which you can’t change
by entering data in the field, define the field as a calculation field. See
“Defining database fields” on page 2-3 and “Understanding
formulas” on page 2-13.

= When the data in a validated field doesn’t meet the validation
requirements, users see a warning message when they try to move out
of the current record. Btrict: Do not allow user to override validation is
set for the field, users must correct the data before moving out of the
record. You can usg@isplay custom message if validation fails to give
users the data requirements.

= To save time during data entry and to validate fields, define value
lists. Value lists aren't attached to any field definition. You can
format value lists to display in a pop-up list or menu, or as
checkboxes or radio buttons. See “Defining value lists” on page 3-75.

? Choose FileMaker Help Index from the (2) or Help menu, and then type:

» data entry options

Defining global fields

A global fieldcontains one value that's used for all records in a file. Use
the value of a global field:

= to declare variables in If, Else, End If, Loop, End Loop, and Exit
Loop If script steps
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= for fields that rarely need to be updated. For example, use a global
field to put your company logo (a graphic) and address (text fields)
on several layouts. You can quickly update the field if needed without
having to update each layout.

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

You can also use a global field in layouts and calculations and as
repeating fields. You can’t use a global field for finding data.

1. Create a new file, or chooBefine from the File menu and then
chooserields.

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

3. ForType, selectGlobal, and then cliclCreate.
4. In the Global Field Options dialog box, select options.

To Do this

Choose a data type for-or Data type, choose a type from the pop-up menu. (See
the field “Assigning a field type” on page 2-5.)

Make the field SelectRepeating field with a maximum of n repetitions, and then

repeating and set the type the number of repetitions. (See “Defining repeating fields”
number of repetitions on page 2-11.)

5. Click OK, and then clicloone.

Options for Global Field “Constant”

A glabal field iz defined to contain only one value which iz shared across
all recards in a file. It can be used as a terporary storage location (as in
seripts).

Choose a data type for the field —ff— ata type:
Click to make this a repeating field [ repeating field with a rmasimurm of repetitions

[ Cancel “[ 114 ]]

Note If you're working with global fields in a shared file, see “Working
with shared files” on page 7-6.

? Choose FileMaker Help Index from the (2) or Help menu, and then type:
» global fields
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Defining repeating fields

?

A repeating fieldholds more than one value (up to 1000), each in a
separateepetition(row) of a field of any type except summary. For
example, use a repeating field to show all available tours for a cruise
line.

Destination

London

New York  — Each value in a repeating field
Honolulu is a single, separate value
Wellington

You can use repeating fields for calculating values and finding and
sorting records. FileMaker Pro includes all values in a repeating field for
calculations, summaries, and find requests, even those that aren’t visible
in the current layout. For sorting, FileMaker Pro uses only the first value
in a repeating field.

You can make a calculated field repeating when you define a
calculation. (See “Writing formulas for calculation fields” on page
2-20.) You can make a global field repeating when you choose global
field options. (See “Defining global fields” on page 2-9.)

To define a text, number, date, time, or container field to be repeating:

1. Create a file, or, in Browse or Layout mode, chdeefime from the
File menu and then chooBelds.

2. In the Define Fields dialog box, double-click the name of the field to
be repeating.

3. In the Entry Options dialog box, seld&&peating field with a maximum
of nrepetitions, and then type the number of repetitions you want.

4. Click OK, and then cliclbone.

To change the number of repetitions visible on a layout, see
“Formatting repeating fields” on page 3-72.

Choose FileMaker Help Index from the [2) or Help menu, and then type:

» repeating fields
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Indexing fields

FileMaker Pro indexes each value in fields used for these tasks (unless
you deselect the automatic index option):

= validating fields with unique or existing validation criteria
= matching fields in a related or lookup file

= matching fields in a master file (to find data in a field based on the
relationship)

You can index all field types (except container, summary, or global) to
improve performance for tasks like finding data. Indexing uses
additional disk space and can slow performance of some operations,
especially in large files.

1. Create a new file, or, in Browse or Layout mode, ch@afige from
the File menu and then chodgesids.

2. In the Define Fields dialog box, double-click the name of the field to
index.

3. In the Entry Options dialog box, clictorage Options.

4. In the Storage Options dialog box, fodexing, click On. If you are
working with a text field, choose a language from the pop-up menu.

In most cases, kegutomatically turn indexing on if needed selected.
Otherwise, tasks like finding take much longer on unindexed fields.

Storage Options for Field “Month”

Indexing improves performance for some operations like finds and supports
functionality Tike joinz and field value uniqueness at the cost of increased file
gize and time spent indesxing.

Index each value in —f—- indsxing:  (on
the current field () 0ff g Automnatically turn indexing on if needed
Select this to SpeEd up :Default language for indexinI and zorting text: — Choose the
finding on unindexed fields 8% i e s

language to index

and sort values by
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5. Click OK twice, and then clickone.

Keep these points in mind:

= You can set indexing options for a calculated field when you define
the calculation. (See “Writing formulas for calculation fields” on
page 2-20.)

= To use the index for data entry, see “Working with the index” on page
4-10.

? Choose FileMaker Help Index from the [2) or Help menu, and then type:

» index

Understanding formulas

You write aformula(a specific operation on one or more values in the
database) for a calculation or summary field. For example, suppose your
file contains two number fields—Unit Price and Quantity—and one
calculation field, Subtotal. You want to calculate a value for Subtotal in
each record, so you write the calculation formula:

Unit Price * Quantity

for the Subtotal field. Then, each time you type values in Unit Price and
Quantity, the formula multiplies those values and displays the result in

Subtotal.

Unit Price Contains a formula that multiplies the value in
Unit Price by the value in Quantity

Quantity

Subtotal

Tax Rate

Total {'g108.00 —+—— Contains a formula that multiplies the value in
Tax Rate by the value in Subtotal and adds

the result to Subtotal
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Order Entry

Use a calculation field to calculate a result from values in other fields in
the current record (or from other related records, using a relationship).

Use a summary field to produce a result using values in more than one
record in the database.

Invoices

Sales Totals

Agent Destination Amount

Julie Hyde Alaska 1590.00
Caribbean. 3524.00

World tour 5300.00

Total Sold 10414.00

| Eaww i

octtvaen A w50
Cartomn
— ndonssin 626300
Terms Het30days | Scandinavia 2996.00
Agent  Janet Swanson [Z
:@E ‘World tour 10612.00
Chen —»
Total Seld 22456.00
|
R Grand Total Sold $32870.00
B9 - 616 $1z00 $1200.00
247-2114 $895 $1790.00
917 - 9130 $6263 $6263.00
121 - 12130 $5306 $10612.00 =
Subtotat  $19865.00 oleE|
Tax  $1638.86 - . . .
ran tata e __FHF Calculation fields Summary fields
=]
IEE

The values you calculate can come from all field types. You can produce
different values in a summary field, depending on whether you're
browsing all or some of the records, whether records have been sorted,
and where you place the summary field on the layout.

The formula’s result can be text, number, date, time, or container. The
result of a calculation depends on the field type of the values it calculates
and whether the field type is calculation or summary.

A formula contains one or more parts arranged in a particular order
(calledsyntay that determines the values to use and the operations to

perform to produce the result you want. The following sections explain
each formula part and its syntax.

Important 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 that is used depends on

the operating system your computer uses, as well as the one used when
the file was created.
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An expressions a value or any computation that produces a value.
Expressions can be combined to produce other expressions.

Type of expression Example

Text constant "London"

Number constant 215

Field reference TaxRate

Function Length(ShipToAddress)

Combination of expressions ((Total-Discount)*TaxRate)/100

A constanis a fixed value that’s part of the formula and doesn’t change
from record to record. A constant can be text, or a number, date, or time,
like the text value “Europe” or the numeric value 0.05.

FileMaker Pro interprets the type of data of a constant value according
to the way you type the constant in a formula. Be sure to type each
constant in a consistent format. (Quotation marks indicate a text
expression.)

For this

type of

data Do this when you type a constant Examples

Text Enclose the text in quotation marks (*) "Montréal"

"514 555 1212"

Number  Don't include thousand separators or currency23
symbols 123456

Date Use the value as a parameter of the Date funcihate(2,1,1998)
?r TextToDate fun(_:tlon."See appendix C, TextToDate("03/04/199
Summary of functions. 8"

Time Use the value as a parameter of the Time  Time(4,14,32)

function or TextToTime function. See append

C, “Summary of functions.” TexToTime(02:47:35)
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Field references

Operators

?

A field referencas a field name that acts as a placeholder for the field’s value.
When FileMaker Pro evaluates the formula in the current record, the value in
the field represented by the field reference is used in the calculation.
(Quotation marks indicate a text expression.)

This expression Returns

Invoice Total*0.075 7.5 when the value in the Invoice Total field is
100.

First Name & " " & Last Name " John Jones" when the value in the First Name
field is “John” and the value in the Last Name field
is “Jones”.

Relationship Name::Invoice 7.5 when the value in the Invoice Total field is

Total*0.075 100. The Invoice Total field is located in a related
database.

The syntax iRRelationship name::Field name

You combine expressions usingerators symbols that determine which
operation to perform on the expressions. You place operators between the
expressions you want to perform the operation on, as in:

Subtotal + Tax

Each operator haspmecedencewhich determines the order in which
calculations are performed in a formula containing more than one operator.
FileMaker Pro evaluates operators from left to right and performs
multiplication and division before addition and subtraction. You can change
the precedence by enclosing the expression you want calculated first in
parentheses.

This expression Returns
2+3*2 8
(2+3)2 10

Choose FileMaker Help Index from the (2) or Help menu, and then type:

» operators
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Mathematical operators
Use the following mathematical operators with numeric expressions.

Symbol Name Definition Examples
+ Addition Adds two values 2+2
Subtotal+Sales Tax

- Subtraction or Subtracts the second 2-2
Negation value from the_ first, or InvoiceTotal-Discount
changes the sign to + or

* Multiplication ~ Multiplies each value Subtotal*Sales Tax
DaysLate*.01*LeasePayment

/ Division Divides the first value Kilometers Driven/Liters
by the second Inches/12
A Power of, or  Raises the first value toA"2+B"2 returns(A? + B?)
Exponentiation the power of the SecondRadius’\3 returns(RadiusS)
value

Choose FileMaker Help Index from the (2) or Help menu, and then type:

» mathematical operators

Comparison operators
Comparison operatorsompare two expressions and return either true

or false (sometimes calledBmolean expressignArithmetically, a
result of true equals 1 and a result of false equals 0.

Symbol Name Definition Examples

= Equal to True when both items 38=39 returnsfalse
are equal 38=38 returnstrue

#or <> Not equal to True when the items ai@8#39 returnstrue
not equal 38#£38 returnsfalse

> Greater than True when the value 06>6 returnsfalse

the left exceeds the

- 19>1 returnstri
value on the right 9>1 returnsirue

< Less than True when the value 0B<6 returnstrue
the left is Iess_than the 19<1 returnsfalse
value on the right
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Symbol Name Definition Examples
= or>= Greater than or True when the value on526 returnsfalse
equal to the left is greater than OlsSe returnstrue
equal to the value on the ™
right
<or<= Less than or True when the value on5<6 returnstrue
equal to the left is less than or 19<18 returnsfalse
equal to the value on the ™~
right

72 Choose FileMaker Help Index from the (2) or Help menu, and then type:

» comparison operators

Logical operators

When you want FileMaker Pro to perform a calculation based on two or
more conditions, uskegical operatorgo describe such conditions.

Operator  Definition Example
AND True only when both of two values are InvoiceTotal<100 AND
true. The result is: SalesTax<6

= true whentrue AND true
= false whenfalse AND true
= false whenfalse AND false

OR True when either of two values is true. THevoiceTotal<100 OR
result is: SalesTax<6
= true whentrue OR true
= true whentrue OR false
= false whenfalse OR false

XOR True when either, but not both, of two  InvoiceTotal<100 XOR
values is true. The result is: SalesTax<6
= false whentrue AND true
= true whenfalse AND true
= false whenfalse AND false

NOT Changes a value within parentheses froNOT InvoiceTotal>1000
false to true or from true to false. The
result is:
= false whenNOT(true )
= true whenNOT (false)
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Use AND, OR, or XOR to combine two expressions; use NOT with only
one expression.

? Choose FileMaker Help Index from the (2) or Help menu, and then type:

» logical operators

Text operators
Use the following text operators with text expressions. (Double
guotation marks indicate a text expression.)

Symbol Name Definition Examples

& Concatenation Appends the text string on théXXX" & "ZZZ77"  returns
right to the end of the text string' XXXzzzzz"
on the left

" Text constant  Marks the beginning and the "Sydney, NSW" returns
end of a text constant. QuotatioSydney, NSW
marks without text between ' returns an empty (null)
them indicate a blank space. If,
: value
you enter text into a formula )
without using quotation marks, The report said
FileMaker Pro interprets the "'Confidential™ on
text as a field name or functionth?top" ] rgturnsThe report
name. To put a quotation marksaid "Confidential on the top
in a text constant, precede it
with another quotation mark.

1 Return marker Inserts a paragraph return in ‘@..T.N.Trek{Sporting{l
text constant Equipment’ returns
M.T.N. Trek
Sporting
Equipment

(The 1 symbol must be
enclosed within the quotation
marks of the text constant)

? Choose FileMaker Help Index from the (2) or Help menu, and then type:

> text operators
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Stored and unstored calculation results

Functions

?

You can have FileMaker Pro:

= perform a calculation whenever the data that the calculation is based
on changes, and store the result in the calculated fieldrésesult)

= perform a calculation and display the result only when you need to
use the data—for example, to browse or print records-u+{atored
or virtual, result)

In most cases, FileMaker Pro makes a field stored when you define the
field. You can change the storage type to unstored.

Keep these points in mind:

= FileMaker Pro makes a calculated field unstored when its formula
refers to a global field, an unstored calculated field, a related field, or
a calculation that includes a summary field.

= Stored results use more disk space. Unstored results take more time
to calculate.

Choose FileMaker Help Index from the (2) or Help menu, and then type:

» calculation fields

A functionis a predefined, named formula that performs a specific
calculation and returns a single, specific value. You type only the
function, and FileMaker Pro performs the calculation it represents. You
can use functions by themselves or combine them with other functions
or expressions. For information about specific functions in

FileMaker Pro, see appendix C, “Summary of functions.”

Choose FileMaker Help Index from the (2) or Help menu, and then type:

» functions, using

Writing formulas for calculation fields

1. Create a file, or choodfine from the File menu and then choose
Fields.

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

3. ForType, seleciCalculation, and then cliclCreate.
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4. In the Specify Calculation dialog box, define the formula.

To Do this

Add a field In the formula box, click where you want the field reference to

reference appear. In the list of field names, double-click a field name.

Add a In the formula box, click where you want the operator to appear. In

mathematical or  the keypad, click an operator. (Quotation marks and parentheses

text operator are copied to the formula as a pair, with the insertion point blinking
in the middle).

Add a comparison In the formula box, click where you want the operator to appear.
or logical operator ForOperators, choose an operator from the list.

Add a constant In the formula box, type the value. (See “Constants” on page 2-15.)

value
Add a function In the formula box, click where you want the function to appear.
From the functions list, double-click a function. (To see a category
of functions, folView, choose a category.) In the formula box,
replace the placeholder parameter with the value or expression you
want.
Specify Calculation =—————
RelationShip pOP'Up menu ——4- [Corrent Fite [ Invaices ) - Operatars Yiew | all by name - Select
Address 1 43 = 4] | Abs Cnumber) 43 A
X Agent = * =] | Atan (number) = functions
Choose field references ——{- | mount = > | [H | Average (field..) =
Beds < Casze (testl, resultl [, test2, reg
City 2 Choose (test, resultd [, resultl,
Client First 1 Cos (number)
Client Last and! Count (field...)
Country W or || | Date (month, day , year) hkd
Subtotal =
Formula box urn Arnount) [+
Select
operators
Choose a formula result type o
Make afield repeating | || Z¥ton o=t = [Lorker <1 Storage Options .} Choose
— D Repeating field with a maximum of walues indexing and
Calculate only if at least one ——}{— [ 0o not evaluate if a1l referenced fields are empty result storage
field in the formula has a value options
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5. Select calculation options for the field.

To Do this

Make the calculated Click Repeating field with a maximum of n values, and then type the
field repeating maximum number (up to 1000) of repetitions you want.

Set the field type of the For Calculation result is <value>, choose a field type for the result.
result Be sure to choose the correct type for the result you want.
See fields from a Choose a filename from the relationship pop-up menu. (For
different file more information about relationships, see “Understanding

relationships” on page 10-9.)

Have FileMaker Pro DeselecDo not evaluate if all referenced fields are empty. (Do this

perform a calculation when you always want FileMaker Pro to calculate a result, even

even when all if the field is empty or has never been modified.) Select this

referenced fields haveoption when you don’t want FileMaker Pro to evaluate the

no value (are empty) calculation until one of the referenced fields has a value (so you
don't display zero as a result).

6. To selectindexing and storage type options for the field, Starkge
Options, select options, and then cliek.

To Do this

Make the calculation SelectDo not store calculation results—calculate only when needed.
result unstored To store the result in the field, deselect the option.

Index the result Fdndexing, selecOn. To remove indexing, seledff. (See

“Indexing fields” on page 2-12.)

Specify the language Choose the language from the pop-up menu. (See “Indexing
for finding and sorting fields” on page 2-12.)
indexed values

=——— Storage Options for Field “Trip Total” El

Indexing and storing the results of a caleulation improves performance of some
operations like finds at the cost of increased file size and time spent indesxing.

Indexing: {7300
(O [] sutornatically turn indexing on if needed

Select this when you [ oo not store caloulation results - caleulate only when needed

want an unstored result
Default Tanguage for indexing and sorting test:

7. Click OK, and then clicloone.
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Keep these points in mind:

= When you type values, expressions, functions, and parameters, the
letters can be uppercase or lowercase. FileMaker Pro doesn’t
consider case for calculation purposes.

= When you use a repeating field in a calculation, the other parts of the
formula must be compatible with that field.

? Choose FileMaker Help Index from the [2) or Help menu, and then type:

» calculation fields

Defining summary fields

Important The value in a summary field depends on the layout part in
which you place the summary field, so you must know about parts and
summary parts to get the results you want. Before you define a summary
field, see “Working with layout parts” on page 3-24 and “About
summary layout parts” on page 3-29.

1. Create a new file, or chooBefine from the File menu and then
chooserields.

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

3. ForType, selectSummary, and then cliclCreate.

4. In the Options for Summary Field dialog box, select the type of
summary to perform, and then select the name of the field that
contains the values to summarize.

To summarize values in a field in the found set

of records by Select
Calculating the total of values in the field Total of
Calculating the average of values in the field Average of

Counting the number of records that contain a value for the fi€ount of

Finding the lowest number, or the earliest date or time, for a fididimum

Finding the highest number, or the latest date or time, for a fielhximum

Calculating the standard deviation from the mean of the valueStandard Deviation of
a field. (The formula is n-1 weighted, following the normal
standard deviation. For population standard deviation, see step 5.)

Calculating the ratio of the value in the field to the total of all tReaction of Total of
values in that field. (For example, find what fraction of total sales
can be attributed to each individual sales person.)
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5. If you want, select a summary option, if applicable to the summary

type.
For this summary
type To Select
Total of Show the cumulative total for the Running total
current and all previous records
Average of Determine the average in one field Weighted average. In the
based on a value in another field that'Bst of fields that
used as a weight factor appears, select a field
name for the averaged
values.
Count of Show the cumulative count of the  Running count
current and all previous records
Standard Deviation Calculate population standard By population
of deviation, where the formula is
n-weighted

Fraction of Total of Define a subset of the group to sort [Subtotaled. In the list of
fields that appears,
select a field name for
the subtotaled values.

Options for Summary Field “Cruise total”

Choose a formula —— @ Tatal of Price e person & Choose a field
(Cywerage of Roorm info for the formula
{ICount of 5T to operate on
(CIMindrurm ?:?Ota]
(CIMasirmurn Ternp Deptartrent Marne
(_)Standard Deviation of Ternp Uzer Mamne
Terms =
(_IFraction of Total of zip E
. Total dus ki
Set an option for [JRuning total

the formula type

6. Click OK, and then cliclDone.

? Choose FileMaker Help Index from the [2) or Help menu, and then type:

» summary fields
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Changing field definitions

Important Keep the following in mind:

= Deleting a field from a file 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. To delete a
field from only a layout, see “Deleting a field from a layout” on page
3-59.

= When you change the definition of a field that contains data, the data
in that field could be affected. In addition, changing the field type to
container, calculation, summary, or global erases data permanently
and irretrievably.

1. Open the file you want to change, and chdzeige from the File
menu and then chooS8elds.

2. In the Define Fields dialog box, make your changes.

To Do this

Change a field In the field definitions list, select the field to change. Feld Name,
name type or paste the new name, and then davk. FileMaker Pro also
changes the field name in layouts and field references in formulas.

Duplicate a field In the field definitions list, select the field to duplicate, and then
definition click Duplicate. The new field appears at the end of the list votly
added to the name. You can change the field name.

Change the field In the field definitions list, select the field, select a field type, and
type then clickSave. (See “Assigning a field type” on page 2-5.)

Change data entry In the field definitions list, double-click the field, and then make
options your changes. (See “Choosing data entry options” on page 2-6.)

Change a formula In the field definitions list, double-click the field, and then make
your changes. Once you exit thefine Fields dialog box,
FileMaker Pro recalculates the value for every record in the

database.
Reorder field For View by, choose an option from the pop-up menu. To define a
definitions custom order, use the double-arrow pointer to the left of a field

definition to drag an item to another location on the list.
(FileMaker Pro uses the order for all dialog boxes and when it
creates Standard and Single-page form layouts.) Reordering field
definitions does not affect existing layouts.

Delete a field from In the field definitions list, click the field, clidBelete, and then click
the file (and from Delete again.

all layouts that

contain the field)
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?

3. Click Done.

Note You can't delete a field that's used in a formula. You must delete
the calculation field or remove the field reference in the formula before
you delete the field. You also can't delete a field used in a calculation
within a script or a field used in a relationship definition.

If a field is placed on a layout in a related database, and that field is later
deleted, a placeholder for the deleted field remains in the related
database. The placeholder contains the:xld Missing>.

Choose FileMaker Help Index from the (2) or Help menu, and then type:

» field definitions



Chapter 3: Laying out and arranging information

This chapter tells you how to create, edit, arrange, and format layouts to
bring together information and graphic elements for display or printing.
Layouts can be displayed on one computer or on a network of
computers.

Important Before you read this chapter, you need to know how to design

a database file, as explained in chapter 2, “Creating a database file.” In
addition, be sure you know how to use FileMaker Pro Help, as explained
in the preface, “Getting help.”

Understanding layouts

A FileMaker Pro layout presents data contained in a database. Layouts
determine the appearance of data and organize it for viewing, reporting,
finding, or data entry. A layout does not store data.

Use a layout to selectively display fields in a file. You can have more
than one layout for a file (for example, design separate layouts for
entering data, summary reporting, printing mailing labels, or publishing
a database on the Web using FileMaker Pro Web Companion). You can
have as many layouts for each file as disk space or maximum file size
allows. You can change a layout’s design without affecting the data or
other layouts for the file. When you change data in a field on a layout,
the changes are reflected in the same field on other layouts for the
database.
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Data entry form layout Form letter layout

SR AT Y SR R N

Clients Converted. fp3 ==—|

R R

Contuet List
PSRRI e P e d |

List report layout Mailing labels layout

In a layout you:

= add, arrange, and format the fields you want to use

= create summaries of data you want summarized (like a grand total)
= specify how to print records

= add graphics and text, to add emphasis and interest
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Note Layouts used with FileMaker Pro Web Companion Instant Web
Publishing do not display graphics or text objects when viewed on the
Web. You can create custom HTML pages that include graphics and text
objects when you use FileMaker Pro Web Companion Custom Web
Publishing. For more information, see chapter 11, “Publishing files on

the Web.”
Em; Employees LE
‘Emp]ogee T... ks

Text: Use for titles, - Employee Report

column headings, field Layouts:
labels, instructions, 10
and form letters First Hame Last Hame Tite Department
[Jj.it&t.l\lg'm | [Laat Heame. ! ] [Tifle | [Pepacdment

Fields: Use for entering
and displaying data

Parts: Use headers, footers, —
the body, and summaries to
divide a layout into special

purpose areas

Eody

Sub-summary by Depariment (Trailing) |

For Department [Dapar

Total Employees

Trailing Grand Sumrar

For Everywhere Travel Total Employees

EveryWhere Travel Confidential

Page ## June 1999

=
|

Graphic objects: Use lines, rectangles, rounded —
rectangles, ovals, and graphics anywhere
on a layout to add interest and emphasis

The page: The chosen printer, current —
page setup, and layout type determine
how information looks on the printed page
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You make changes to a layout by using the tools available in Layout
mode.

Em] Employees =]
Layout pop-up menu ——[Layout #2_ || Header | .=.
Book s
2
Layouts:
Tools —|

Fill, pen, and line ——

width controls
Bod
3
100] ll‘ﬁl—El Layout [<a]i] 2
Zoom controls — 1 |

Mode pop-up menu Status area
Part label control
Status area control

? Choose FileMaker Help Index from the [2) or Help menu, and then type:

» layouts, managing
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Working with predefined layout types

Field labels

FileMaker Pro creates the first layout, a Standard layout, when you
finish defining fields for a new file. A Standard layout contains all the
fields in the database file. It appears in Browse mode, ready for you to
enter data.

En=——————— Fmployee
[Layout #1 Header |
— First Name  [EirsEHam:
Last Name  [Lagh Lam:
Address  [A¢in

L 0 city [Che
Layouts:
11

i &3 m

Fost Code ||

Home Phone  [Horms Phong

Tie  [Tife |
D Deparment ]
Salary [Galany......]

Last Review Date  |Lagh Beview Dale
Next Review  [Mext Beviewr.....d

Mail Stop [l Sk
Extension [Exfension....]

Picture

Al

Picture

Hire Date  [Hirg.Dafe. ..o
Humber of Years [HUMEEL.OLT]
Hotes  [[igk: |
Hetwork address  [Halwnrk acddr |
[TEoay | Total Employees  [TolEmRI

100 =] Layout [<=lm] o

Fields you defined, in the order they
appear in the Define Fields dialog box

e

In addition to this layout, FileMaker Pro includes other predefined
layout types. Use them for other purposes, like displaying and printing
data as a columnar report or on mailing labels. You can use the
predefined layout types as they are, or change them to suit your needs.
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To use a predefined layout type, chollee Layout from the Mode
menu, and then select a layout type. To change the layout, use the tools
and commands in Layout mode to tailor the layout for your needs.

Use this layout type

To display

Standard

All the fields in the database file, with field labels, on separate
lines in the viewing order set in the Define Fields dialog box.
You see one record per screen. The layout includes a body and
a blank header and footer.

Columnar report

The fields you want, in columns from left to right, with a
header that includes field labels as column headings. If all
fields don't fit across the body, FileMaker Pro wraps them to
the next line. You see many records per screen. This layout
includes a blank footer.

Extended columnar

The fields you want (in columns, with a header that includes
field labels) without wrapping fields to the next line. You can
adjust the field size to see a record on a single line. You see
many records per screen. This layout includes a blank footer.

Single-page form

All the fields in the database file, with field labels, on separate
lines in the viewing order set in the Define Fields dialog box.
It's like a Standard layout, but without a header or footer.

Labels The fields you want, in the arrangement you choose to print on
mailing label stock.

Envelope The fields you want, in the arrangement you choose to print on
a standard business envelope.

Blank The fields you want. A blank layout includes a blank header,

body, and footer.

FileMaker Pro considers the printer and page setup information when it
displays boundaries and measurements on the layout. When you need to
fit something on the page in a certain way, such as a layout to print data
on preprinted forms, first use the Chooser to choose your printer. Then
select options in the Page Setup dialog box.
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Keep these points in mind:

= To see how a layout displays information on the screen, choose
Browse from the Mode menu. To see how a layout will print, choose
Preview from the Mode menu.

= You can display a specified layout every time you open a document.
See “Setting document preferences” on page 9-7.

? Choose FileMaker Help Index from the [2) or Help menu, and then type:

» predefined layouts

Using Standard, Single-page form, and Blank layouts

Standard, Single-page form, and Blank layouts are good for browsing
and data entry. You can view or add records one by one, with or without
headers and footers. With a Blank layout, you build a custom browse or
entry screen.

The Standard layout is a good choice for use with FileMaker Pro Web
Companion Instant Web Publishing. Text styles and graphics do not
display when you publish a database using Instant Web Publishing, so a
basic layout — such as Standard, Single-page form, with headers and
footers deleted if you like —is all that is necessary. For more information
see chapter 11, “Publishing files on the Web.”
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A Standard layout contains all the database fields in the body of the
layout, in the viewing order set in the Define Fields dialog box. You see
the field names as field labels to the left of the fields, and a blank header
and footer. A Single-page form layout looks like a Standard layout, but
it doesn’'t have a header and a footer, and it's vertically the size of one
page (although you can resize it if you like). A Blank layout contains a
blank header, body, and footer. You add the fields for a Blank layout.

En=———"\——————— New Tours
[Layout 1 Header
= |— Cruise Ship  [Cruise.qhin ]
Cruise Destination  [CrufseRestination

Cruise wholesale price  [Crylsa whalesale price
Season [

]

&juw's Notes [Hile ]

Tourlength [ToulEngth ]

EYAN Month  [arih ]
o] ] Low Temp
Kl High Temp

[zanaion /

il B3]

Standard layout

New Tours

Cruise Ship [Cruize Ship

Cruise Destination  [CruiseDestinalion.__ T

0 1pt Cruise wholesale price  [Coise holesale pice ]
Season [Season ]
Notes [Hafe: ]

Tourlength [Tourlength ]
Month  [orh ]

Low Temp

= High Temp

2 Rainfall

Destination  [Desfinafion ]
Logo

 m—1
Eody| Layouts:
)

Single-page form layout

New Tours

Blank layout

Creating Standard, Single-page form, and Blank layouts
1. In Layout mode, choodeew Layout from the Mode menu.

2. In the New Layout dialog box, fdiype, selectStandard, Single-page
form, or Blank.
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3. Select other options, and then cliak.

To Do this

Give the layout a  ForLayout Name, type a name.
different name

Include or exclude To include the layout, selelriclude in layouts menu. To exclude the
the layout in the  layout, deselect this option. (For example, you might exclude
layout pop-up layouts when you want to give users access only to a particular
menu layout.)

New Layout

Layout Name |Layout #2 | 1 You can rename the layout
Include the layout in the — & Include in layouts menu
layout pop-up menu T —————
¢ | @ Standard

) Columnar report
) Extended columnar
(> Single page form

) Labels
) Envelope
O vl

Select the type of layout to
create

4. To enhance or modify the layout, see the appropriate sections later in
this chapter.

? Choose FileMaker Help Index from the (2) or Help menu, and then type:

» blank layout
» single-page form layout
» standard layout

Using Columnar report and Extended columnar layouts

Use the Columnar report and Extended columnar layouts for reporting,
printing, and viewing more than one record at a time in Browse mode.

A Columnar report layout displays and prints fields in columns. Fields
are displayed from left to right across the body, in the order you specify.
Fields that don’t fit wrap to multiple lines. Field names appear in the
header as column headings. If the fields wrap to more than one line,
column headings are stacked. The footer is blank.
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An Extended columnar layout displays all fields on one line across the
page. You see each record in one row across the layout, with no
wrapping fields or stacked headings. Use an Extended columnar layout
for browsing; any objects that extend beyond the right edge of the page
won’t print. You can also use this layout if the selected fields don't fit
across the page and you intend to make some fields smaller to fit the data
on the page.

Clients

CompanyName  Client First Client Last Client Title Main Humber
Fax Address 1 Address 2

e Cormpany Mame _[[Client First. [[IClient Last | Client Title [hain Mumber | Columnar
[ Jaddiress T [k ] report Iayout

F || Bod

Al
O

O (@]
EoH Em=— (lients

unl 3 f)

3
= E < Company Nam: Client First Client Last Client Title Main Number F:
B =
wf [Company.tames. ][Clisok Fist CligntLagk, Clignt Tifls, [bin. Humber. — Extended
EEEL T columnar

layout
B || myar Y
I = ] ) ]

100 ] Lauout = i o[l

Creating Columnar report and Extended columnar layouts
1. In Layout mode, chooséew Layout from the Mode menu.

2. In the New Layout dialog box, fdiype, selectColumnar report or
Extended columnar.

3. Select other options, and then cliak.

To Do this

Give the layout a  For Layout Name, type a name.
different name

Include or exclude To include the layout, seleleiclude in layouts menu. To exclude the
the layout in the  layout, deselect this option. (For example, you might exclude
layout pop-up layouts when you want to give users access only to a particular
menu layout.)
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4. In the Specify Field Order dialog box, choose fields for the layout,
and then cliclOK.

Click to remove all Drag the double arrows
fields from the list to reorder fields

Specify(Field Drder
Relationship pop-up menu —{current File (“Employees ™)+ ield Order Double-click a field
First Name & T Frstiame ———T=1 L name to remove it
Last Name = Clear All # Last Name 1 ) )
Address 1= + Title Click to include all
. - gitgtc , Move RAll |{& Departuent fields
Double-click the fields you o e ¥ Starting Salary
want in the layout, in the order Title Move Click to move a
Department T
you want them to appear e oy selected field
Date of Hire
Last Review Date
Mewct Review L
= Cancel o

5. To enhance or modify the layout, see the appropriate sections later
in this chapter.

? Choose FileMaker Help Index from the (2) or Help menu, and then type:

» columnar report layout
» extended columnar layout

Using Labels layouts
To set up a Labels layout, you can:

= choose from many preset label sizes. Match the number on your label
stock with an option in the label measurements list in the Label Setup
dialog box. When you choose a label type, FileMaker Pro prepares a
layout based on the preset dimensions.

= specify your own label dimensions. Measure your labels and match
them to the dimensions of a preset label type. If you use label stock
that doesn’t match a label type, set custom measurements for your
labels.

Important Use a Labels layout only to arrange and print data in a format
suitable for labels. Labels layouts do not use fields, they use a special
format of text surrounded by angle brackets (<< >>). Because of this,
you can’t add data to a database file using a Labels layout. To add data,
use a different layout type.
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For all labels layouts, you specify the data to print on each label. For a
custom labels layout, specify the number of labels across the page and
the label dimensions. FileMaker Pro then divides the body of the layout
into the number of labels across the page. The leftmost label is a sample
of a single label on a layout, and the rest of the labels across the page are
dimmed.

The dotted vertical line shows where
the next label across starts

. El=—————————— tntacis=————————— -
The sample label contains — === | &
the fields you specify in the 4 . 1 ! =
Specify Layout Contents = cirstNamaso < dLast fame> > I
dialog box 2 <<Business Name>> —
@f . :Business Streets> I
T < <Busi ity r, ¢ <Busi Fost Codes I
Layouts:
8
Al
[ ] o]
el
Figld ]
&
(&%=
B H et
htd
100 =] Layout <pjin 2|5
? Choose FileMaker Help Index from the (2) or Help menu, and then type:

» labels layout

Setting up to print on labels
Before you set up a Labels layout, select a printer and set up the page for
the size of your label stock.

= |f you print on a laser or ink jet printer, set the paper size to match
your sheet of labels.
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= |f you use continuous-feed stock (like tractor-feed labels) and a dot
matrix printer, create a custom paper size equal to the height of one
label. Use a custom paper size to minimize the back-and-forth
movement of the platen and save label paper.

To Do this

Select the printer Choog&iooser from the Apple menu, and then select a printer.

Set a paper size for ChoosePage Setup from the File menu. Select the size of the
alaserorinkjet  mailing label sheets you plan to use (usud8ytetter in the U.S.
printer andA4 elsewhere), and then cli€k.

Create a custom  ChoosePage Setup from the File menu. SelectPaper option you

size for a dot-matrix rarely use. At thé&dit Paper Sizes options, forName, type a name,

printer type values fowidth (the width of a sheet of labels) areight (the
height of one label, up to 36 inches), and then ivk. SelectNo
Gaps Between Pages, and then cliclOK.

Keep these points in mind:

= Depending on the printer and version of the system software you use,
the Page Setup dialog box might contain different options. See your
printer manual.

= To make sure the printer uses the full paper height for each label
when you're using a dot-matrix printer, seldcGaps Between Pages.

= |f you change the dimensions of a standard page size in the Page
Setup dialog box and you're using a dot-matrix printer, change the
name to recognize the dimensions as custom. To restore the preset
size, clickRestore.

? Choose FileMaker Help Index from the [2) or Help menu, and then type:

» printing, labels

Creating a Labels layout
1. In Layout mode, chooséew Layout from the Mode menu.

2. In the New Layout dialog box, fdiype, selectLabels.
3. Select other options, and then cligk

To Do this

Give the layout a  For Layout Name, type a name.
different name




3-14  FileMaker Pro User's Guide

Select preset labels or ——

custom measurements

Width is the distance from
the left edge of one label to
the left edge of the next label

Height is the distance
from the top edge of the
first label to the top edge
of the next label

To Do this

Include or exclude To include the layout, selelciclude in layouts menu. To exclude the
the layout in the  layout, deselect this option. (For example, you might exclude
layout pop-up layouts when you want to give users access only to a particular
menu layout.)

. In the Label Setup dialog box, select options, and then @kck

To Select

Use preset label
dimensions

Use label measurements for and then choose a label option.

Create custom
measurements

Use custom measurements, and then type values fbabels across the
page, Width, andHeight. See “Creating custom labels” on page 3-16.

Label Setup

‘{ ) Use label measurements for [Avery 12-290 -

@ Use custom measurements:

Current Page Setup:
£.500 wide by 11.000 high

Labelz across the page:
“width:

3

eight: 1

. In the Specify Layout Contents dialog box, select and arrange fields

for the labels, and then cli€k.

To Do this

Select fields for the labels In the fields list, double-click the fields you want, in the

order you want them to appear.

Place a field on a new line Press Return at the end of the previous line.

Display a punctuation mark ForLayoutcontents, set the insertion point before or after
(like a comma) between field the<< or >> characters around a field name, and then
values click a punctuation button.

Display a space between field=or Layout contents, click between field names where
values you want a space, and then press the Space bar.
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Fields list

Field names arranged in a label
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To Do this

Remove a field name from theFor Layout contents, select the field name and << and >>
layout contents characters, and then press Delete.

Remove all field names and Click Clear All.
characters from the layout

contents
Specify Layout Contents
- | Current File £ Emplayees ) -
First Mame 4
Last Name =1
fadress niB B8 Click tto zti_dd
Post Code unctuation
[ | Home Phone E]@ Eharacters
Title
Layout contents:
<¢First Narne>> <<Last Mame>> ifs

| [ ««Titles>
<¢hddresssy
<4City »», <<Post Coder>

<

6. In the layout, adjust or delete the header, if necessary.

See “Resizing parts” and “Deleting layout parts” on page 3-36.

If you're using Do this

A laser or ink jet printer Set the header to the top of the first row of labels. The
layout header compensates for the nonprintable area.

If the labels are small, try setting the header to the top of
the second row of labels. FileMaker Pro won't print on
the first row of labels, but it prints in the correct position
on subsequent labels.

A dot matrix printer Delete the header, if there is one. Click the part label, and
then press Delete.

7. Adjust the margins, if necessary.

See “Setting margins for labels” on page 3-16.

. To enhance or modify the layout, see the appropriate sections later in

this chapter.

Note Depending on the labels you choose, the layout may contain a
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blank header. If the first label starts at the top edge of the paper, set the header
height to the height of the label so that printing starts on the second row of
labels on the page.

? Choose FileMaker Help Index from the (2) or Help menu, and then type:

» labels layout

Creating custom labels

If you don’t see the size of your labels in the pop-up menu in the Label Setup
dialog box, try to match your label dimensions with a preset type. To do this,
add the space between labels to the label width and height to determine the
horizontal and verticgitch (the width of the left edge of a label to the left
edge of the next, and the length of the top of one label to the top of the next).

Side margin | Horizontal pitch -
T
o Label width -
. i
Top margin —«=

1

& & i i
Label height
Vertical pitch
b - b
T

i w
LY LY
’ |

? Choose FileMaker Help Index from the [2) or Help menu, and then type:

» labels layout

Setting margins for labels

You can set margins that reflect the width of labels you're printing on. If you
set a top margin, you don’t also need a header on your layout.

1. In Layout mode, choodayout Setup from the Mode menu.

2. In the Layout Setup dialog box, sel€ixed page margins, and then type
values for each margin.

3. Click OK.



?

?
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Turn page margins on to see how your page will print. For more
information about setting margins and printing, see “Setting margins
on page 6-4.

Choose FileMaker Help Index from the (2) or Help menu, and then type:

» printing, labels

Printing labels

Before printing on label stock, practice printing on regular paper. If
you’re having trouble with alignment, try adjusting the header size,
margins, or paper size.

You can also try the following tips for specific printer problems.

For this printer Select

Laser or ink jet printerLarger Print Area after clickingOptions in the Page Setup dialog box.
See “Printing” on page 6-12.

Dot matrix printer  Enable Print Spooling in the Print dialog box to minimize the rollback
of the platen.

For more information about printing, see “Previewing before printing”
on page 6-11 and “Printing” on page 6-12.

Choose FileMaker Help Index from the (2) or Help menu, and then type:

» printing, labels
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Using Envelope layouts

The Envelope layout arranges fields for printing on standard business
envelopes. It includes a header.

En=———— Clients

| =53 m

(][

<etlient Fitsts > c<Client Lasts>
H et <sClient Title »>
ecampanyHames >
<chddress 13

<chddress B3>

<atity>>, ePost Codess

i@

100[.. ‘EIE| Layout [ B W | 2]

Important Use an Envelope layout only to arrange and print data in a
format suitable for envelopes. You can't add data to a database file using
an Envelope layout. To add data, use a different layout type.

Setting up to print on envelopes
Before you create an envelope layout, do the following:

= Choose the printer (see “Setting up to print on labels” on page 3-12).

= In the Page Setup dialog box, sel@8tLetter (for U.S., orA4 for
elsewhere). Don't choose an Envelope paper size.

= |f you feed the envelopes into the printer short-side first, choose a
landscape (horizontal) paper orientation. If you feed the envelopes
into the printer long-side first, choose a portrait (vertical) orientation.

Creating an Envelope layout
1. In Layout mode, chood¢ew Layout from the Mode menu.

2. In the New Layout dialog box, fdiype, selecEnvelope.



Relationship pop-up menu

Fields list

Field names arranged
in an envelope
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3. Select other options, and then cligk.

To Do this

Give the layout a different name Hayout Name, type a name.

Include or exclude the layout inTo include the layout, seleleclude in layouts menu. To

the layout pop-up menu exclude the layout, deselect this option. (For example,
you might exclude layouts when you want to give
users access only to a particular layout.)

. In the Specify Layout Contents dialog box, select and arrange fields

for the envelopes, and then clioK.

To Do this

Select fields for the envelopes In the fields list, double-click the fields you want, in the
order you want them to appear.

Place a field on a new line Press Return at the end of the previous line.

Display a character (like a  ForLayout contents, set the insertion point before or after
comma) between field valuesthe << or >> characters around a field name, and then
click a character button.

Display a space between field=or Layout contents, click between field names where
values you want a space, and then press the Space bar.

Remove a field name from the~or Layout contents, select the field name and << and >>
layout contents characters, and then press Delete.

Remove all field names and Click Clear All.
characters from the layout
contents

Specify Layout Contents El

Current File ("Employees )

First Mame
Last Name

gidtzress @B@ Click to add

[l 3| K

e panjyera) Ry
™ 3 Clear RAll 0K

Layout contents:

<¢First Narne>> <<Last Mame>> ﬁ
<¢hddresssy

<4City »», <<Post Codes>r

<
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5. To enhance or modify the layout, see the appropriate sections later in
this chapter.

Note Depending on the printer you use, you might not need the header.

If you Do this
Manually feed envelopes into a Keep the header and adjust it, as necessary, to
center-feed printer match the printing to the envelope size.

Manually feed envelopes into a right Keep the header and adjust it, as necessary, to

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 into a left ~ Delete the header, and insert a footer. Adjust the
edge-feed printer footer, as necessary, to match the printing to the
envelope size.

Use a laser or ink jet printer that ChoosePage Setup from the File menu, and then
automatically feeds envelopes selectNo. 10 Envelope paper size. Customize the
Envelope layout, and then delete the header.

? Choose FileMaker Help Index from the [2) or Help menu, and then type:

» envelope layout

Arranging records in columns

Instead of using a Columnar report or Extended columnar layout, you
can set columns for a layout. For example, print phone directories with
the records in several columns. Print records:

= down the page (column by column), for reports like directories,
where you read from top to bottom, column by column

= across the page (row by row), for reports like mailing labels, to use
the fewest number of rows and conserve label stock

Each block is a record

W N =
-

Across first

Down first



Select column options

Set margin options
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It's easiest to start with a Blank layout or a layout with no objects in the
body. Before you set up columns, choose the printer to use and set the
page setup options you want.

To set columns in a layout:

1.

In Layout mode, choose the layout name from the layout pop-up
menu.

2. Choosd.ayout Setup from the Mode menu.

3. In the Layout Setup dialog box, cli€kintin <value> columns.

4. Select options, and then click.

To Do this
Set the number of columns Fenint in <value> columns, type a number
from 1 to 99.

Arrange records row by row (left to rightSelectAcross first.
and top to bottom)

Arrange records column by column (tofBelectDown first.
to bottom and left to right)

Include or exclude the layout in the layouto include the layout, selelciclude in layouts

pop-up menu menu. To exclude the layout, deselect this
option.
Set margins Seleétxed margins and type values fdiop,

Bottom, Left, andRight.

Print facing pages Selekdcing pages.

Layout Setup

Layout Name |3—co|umn layout

[ Include in layouts menu
~Print Options

(< Print in EI columns

= E
C) Across first Ei @ Down first
u|

[ Fixed page margins:

Top[0.50 |in Left[0.50 |in
Bottom[0.50 |in Right [0.50 |in

[1Facing Pages Select to print

facing pages
[ Cancel ] [[ 114 ]]
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Keep these points in mind:

= You only see columns when you preview or print data; you don’t see
columns in Browse mode.

= |n the sample (leftmost) column in the layout, make adjustments to
keep the fields within the column, and arrange the information that
prints for each record.

To Do this

See data in fields that extend Select the fields to slide, chod3iling/Printing from the
beyond the first column into theFormat menu, and then select options. See “Sliding
gray area of the second columobjects and parts” on page 6-7.

Adjust the size of all the Drag the vertical dashed line immediately to the left of
columns at once the gray area to change the column width.

To see how wide the column is Cho&iz from the Show menu. Position the pointer
over the vertical dashed line and hold down the mouse
button (be careful not to change the column width). You
see the column width in the Size palette.

See how the records will print ChoosePreview from the Mode menu.
in columns

ERE=—————  Clients

M= H!

[E-oturnn 1. || Header |

[ | [GlignfLast.. ] [ClentEist.]
Company. Hams ]
RainHumber.......

Layouts:
13

o

0|

= When you print records in columns down the page, FileMaker Pro
prints subsummary parts the width of twdumn If the subsummary
part controls a page break, FileMaker Pro starts a new column (not a
new page). When you print records in columns across the page,
FileMaker Pro prints subsummary parts across the width giae
and then starts a new page if the part controls a page break. (See “About
summary layout parts” on page 3-29.)
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= To change the placement of records (across first or down first) and the
number of columns, choose the layout from the layout pop-up menu,
and then choodeayout Setup from the Mode menu. Change the
options, and then clicBK. (To remove the column setup, deselect
Print in columns.)

Choose FileMaker Help Index from the (2) or Help menu, and then type:

» records, in columns

In Layout mode, you can change layouts without changing the
information in the associated database file.

To

Do this

Switch layouts

Choose a different layout from the layout pop-up menu.

Duplicate a layout,

From the layout pop-up menu, choose the layout to duplicate, and then

to design a new onechooseDuplicate Layout from the Mode menu. A duplicate of the layout

appears last in the layout pop-up menu, Wipy appended to the
name. (Depending on the layout, you may want to duplicate it before
making changes.)

Delete a layout

From the layout pop-up menu, choose the layout to delete. Choose
Delete Layout from the Mode menu, and then clibklete in the alert
message. A database must have at least one layout at any time, so you
can delete all layouts except the last remaining one. You can’t undo
deleting a layout.

Rename a layout

From the layout pop-up menu, choose the layout to rename, and then
choosd.ayout Setup from the Mode menu. Fdlame, type a new name,
and then clicloK.

Reorder layouts in
the layout pop-up
menu

ChooseSet Layout Order from the Mode menu. Drag the layout name to
the position you want, and then cliok.

In a multiuser database, only the host can reorder layouts, and only
when the database isn’t being shared.

Include or exclude
the layout in the
layout pop-up
menu

ChooseSet Layout Order from the Mode menu, and then choose a
layout. To include the layout, seldatlude in layouts menu. To exclude

the layout, deselect this option. You see a checkmark next to the name
of a layout that’s included in the layout pop-up menu.

Choose FileMaker Help Index from the (2) or Help menu, and then type:

» layouts, managing
» layout pop-up menu
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Working wit

h layout parts

FileMaker Pro layouts are divided irarts, which are areas in a layout
that tell FileMaker Pro how to display and print data and text within each
part. For example, by using parts, you can tell FileMaker Pro to print

data:

= once for each record

= only at the top of each page

= only before or after groups of sorted records

= only once on the first page of a report

Employees

Header —

Body —

Employee Report

EveryWhare
T A ATv koL
[ Header | First Hame Last Hame Title Departiment
Tzt Hame [[Tite [Eepartment |

Ficatame

Eod

For Department E_enmm Total Employees

Subsummary —

Trailing Grand —
Summary

Trailing Grand Sumrnar

Footer —

Sub-zummary by Departrent (Trailing)

Eserhere Travel Confidential
[ Facter |

# Employee Repont

For Depariment  Operations

Tokl Employern

Last Hame  Title Department
Tulie Hyrde Agent Trireat Sales
Eob Hguyen East Coast Jales Assistant Tireat Zales
A subsummary below the ) ’ :
K Jenmifer Howis Zales Manager Drirect Sales
body summarizes data for .
Tamat Swanson Agent Trireat Sales
eaCh group Of records HMeni Waters West Coast Zales dssistant Tireat Zales
sorted on the break field Sidney Wast East Coast Sales Direet Sales
(Department) | For DEpariment  Drivect Sales Toml Emploween
Pamels Day Accounting Assistant Finanoe
Amy MeGrath C hict Finaneial Officer Finanoe
Gabriel Miranda Accounts Payable Finanoe
For Depariment  Finames Todl Emploveea 3
Richard Gelhard Parzonmel Assiztant Human Rezourees
John Hiraki Personnel Administrator Human Resourees
For Deparment Human Resourees Todl Emploveea 2
Eim Chen Administrative Assistant Marketing
Tyvone Tanen Promotions Assistant Markating
Lisa Williams= Trireator Marketing
For Depariment  Marketing Towl Employess 3
Denise Farnsworth Printer Operations
Bae Landers Prezs Coordinator Operations
Ursuls Saviskas Produstion Mazager Operations
Eill Swanson Otfiee Manager Operations
Eob Tisarnen Procurement Speaialist Operations

Trailing grand summary
Footer

For Everywhere Trawel  Toml Employeen

EveryWhere Travel Confidential

June 1999
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Each layout must have at least one part. Choose from eight different
layout parts, as described in the following table.

Layout part  Description

Header Use for column headings, titles, graphics, and other information that will
appear only at the top of every page. For example, include a header for a
directory. FileMaker Pro displays the header in Browse mode and prints it
on every page, except the first page if you add a title header. Fields added
to a header are printed on every page, using data from the first record on
that page. You can delete the header from any layout.

Body Put everything you want to appear in each record, including fields, text,
lines, and graphics, in the body. The contents of the body are printed for
each record in the current found set. When you print records,

FileMaker Pro prints the body for as many records as can fit on the page
with the other parts. You can change the size of the body to change the
amount of space used for each record. The body is the only part used with
FileMaker Pro Web Companion Instant Web Publishing.

Subsummary  Prints a summary of information for each group of records sorted on the
break field. You can add one or more subsummaries above or below the
body. See “About summary layout parts” on page 3-29.

Leading grand Use to summarize all records being browsed above the data in individual
summary records. You can use only one leading grand summary. See “About
summary layout parts” on page 3-29.

Trailing grand Use to summarize all records being browsed below the data in individual
summary records. You can use only one trailing grand summary. See “About
summary layout parts” on page 3-29.

Footer Use for page numbers, dates, graphics, or any other information you want
to appear only at the bottom of every page. FileMaker Pro displays the
footer in Browse mode and prints it on every page, except the first page if
you add a title footer. Fields added to a footer are printed on every page,
using data from the last record on that page. You can delete the footer from
any layout.

Title header Use for printed reports. The title header replaces the regular header on the
first page only. For example, put a report title in the title header. Use the
regular header on the other pages of the report for information like a
chapter name.

Title footer Use for printed reports. The title footer replaces the regular footer on the
first page only. For example, put the author and date in the title footer. Use
the regular footer on the other pages of the report for information like page
numbers.

Every predefined layout type includes the body part. Most layouts,
including the Standard layout, also have a header part and footer part. A
layout can have only one header, body, and footer.
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You can put fields, graphic objects, and text in any layout part. For
example, put your company logo as a graphic object in the header and
place a horizontal dividing line at the bottom of the body.

EheV—————  kmpes =—

Totals for June
First Hame  Last Hame Title Department
Lisy Tilliams Dirgator TMarkcering
Employee Report: June Totals [ S———— [ESp—
Trenise FParnsworth Printer Operations
. First N Last N Title Dep: nt p:2 4] Landars Brazs Coorlinator Operations
Title Title Header Trsuln Savviskas PBroduction Manager Opentions
header Totals for J Fill Swansen Oftics Hansgar Opentions
First Hame Last Hame Title Department ol Tizornon. Brocurement Specialist Operations
[Ficst Hame [ ezt Hame |Title: [Pepartment |
Bod For Deperiment  Operations Tokl Emploers 5
For Department [DERifment. ... Total Employees -
Bub-summary by Department (Trafling) Far StEryunere Trail T Emaloieen 13
Trailing Grand SUmmar
Page #4
Footer Employee Report: June Totals
. | Everywhers Travel Confidential bt e
Tlt S First Hame  Last Hame Title Pepartment
footer  [roof Jl[=1 tewort [0 i e oo o
Bob Hauyen East Coast Salor Arsistant Tireat Tales
Jenmifer Horris Salkes Hanager Trirect Sales
Tazar Swanson Agent Tireat Tales
Heni Waters. TWest Coast Jales Aszistant Trirect Sales
Siduey West East Coast Sales Trirect Sales
For Depariment  Direot Sales Toml Emplcyeen 6 Page2
Pamela Tay Accounting Assistant TFinance
Amy MaGrath C hief Finaneial Offizer Finanee
Gabriel Hiranda Aceounts Fayable Tinance
Page 1 — For Deparment  Pinaace Towl Enploeea 5
Richard Gelhard Personnel dssistant Human Resourses
John Hiraki Personnel ddministrator Human Resourses
For Deporment  Human Resources Toll Employees 2
Kin chen Almisisinrive hesionnt Markatiag FileMaker Pro prints the title
Tneas Paaca Bromartons heriomas Harksing header and title footer on
the first page in place of the
Title footer —— s Tawicoaieat regular header and footer

? Choose FileMaker Help Index from the (2) or Help menu, and then type:

» layout parts, using



Adding layout parts

You can add a new part to a layout or replace one you deleted. First add
the part, and then specify the kind of information to appear in it.

Part tool

Part label

Laying out and arranging information ~ 3-27

A dotted line defines the bottom of a layout part, and the part label to the
left of the line identifies the part.

EL

New Tours L E
[ovailable T.. i . wh
2 Available Tours £
1
Layouts: EveryWhare
1 T A Aw B oL
A=
] [} [ Cruise Ship LIRS, S0 Cruise Destination  [Cruise. estinalion.... ]
: Tour length  [J0UF )2 Cruise wholesale price ICrulseWhoIesaleprlce
Season | Spring O Summer D Autumn O Winker G Al year |
Notes |Mobe: [
& ikd
(& [%-[S-] | Bod
_g Bﬂ 1pt Page##
Footer
ik
100 || Layout <A = |

L A part includes the area between the
dotted lines that separate parts
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To add a layout part:
1. In Layout mode, choodeart Setup from the Mode menu.
2. In the Part Setup dialog box, cliCkeate.

Part Setup

&

<‘ & Header

+ Body
& Footer

List of parts in the ——|
current layout

5 Caore )

3. In the Part Definition dialog box, select options.

Part Definition

() Title Header | Current File (“Emplayees ™) ¥ I

) Header First Mame 4

() Leading Grand Surnmary Last Name =

) Body Address —
Cit i

Select the type of @) Sub-Summary when sorted by : | Past Code For subsummaries, select the
part to create ) Trailing Grand Summary Horne Phone field the records will sort by

Title (break field)

{3 Footer Departrent

() Title Foater 4

[] Page break before each occurrence

D Fage break after every l:l OCCUNFENCes
Select 0pt|0nS for page [] Restart page numbers after each ocourrence Cancel

numbering and breaks [] Alow part to break across page boundaries

D Dizcard remainder of part before new page

4. Click OK, and then cliclbone.

Keep these points in mind:

= To set options for parts and to add subsummary and grand summary
parts to layouts, see “Changing part types and options” on page 3-36
and “Adding a summary part” on page 3-31.

= To resize layout parts, change what they contain, or remove all but
one of them, see “Changing layout parts” on page 3-35.
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= To print a cover page for a report, make the title header large enough
to cover a page. You can then add a regular header, a regular footer,
and any other layout parts you want to appear on subsequent pages.

? Choose FileMaker Help Index from the [2) or Help menu, and then type:

» layout parts, defining

Adding objects to a layout part

You can add fields of any type, graphic objects (like lines, rectangles,
ovals, and pictures), and text in all layout parts. (To add objects to a part,
see “Working with all object types” on page 3-37.)

Important FileMaker Pro considers an object to be in a part when the top
of the object is in or just touching the part. For example, to print a box
only when the header prints, put at least the top of the box in the header.
Or if the top of a field touches the bottom of a header, the field becomes
part of the header, and its contents won't print or display after the first
record.

? Choose FileMaker Help Index from the [2) or Help menu, and then type:

» objects, creating

About summary layout parts

Use summary parts to view and display information from one or more
records. You place a summary field in a summary part to perform the
summary. (To define summary fields, see “Defining summary fields” on
page 2-23.)

Summary part Description

Leading grand summary At the beginning of a report, summarizes all the values in a
summary field for all records being browsed. You can have only
one leading grand summary in each layout. If you put
nonsummary fields in a leading grand summary, FileMaker Pro
prints the data in that field for the first record being browsed.

Leading subsummary Before the body of a report, summarizes the values in a summary
field for a group of records. You sort the records according to the
break field for that part to create groups that have the same value
for that field. If you put nonsummary fields in a leading
subsummary, FileMaker Pro prints the data in that field for the
first record of the group being summarized.
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Summary part Description

Trailing subsummary Same as leading subsummary, except it displays the subsummary
after the body of the report and prints the data for the last record of
the group being summarized for any nonsummary fields in the
part.

Trailing grand summary Same as leading grand summary, except it displays the grand
summary at the end of a report and prints or displays the data for
the last record being browsed in any nonsummary fields in the
part. You can have only one trailing grand summary in each
layout.

You can start a new page for any subsummary part. See “Paginating a
layout” on page 3-32.

Employees E
. &ty
Employee List =
Place a subsummary part, :
containing only the Department EveryWhere
field, above the body to place TRAv¥EL _
the department name ahead of Last Hame Title Extension Department
that group of records ——For Department [
Sub—summarH bH Deeartment (Leading) I
Firzt Hame | LaatHame ] [Title |Extencion] [Depacoent.......d
Bod
Place a subsummary part, Total Employees
WhIChfthIascweDgrpgﬂ?r}lleegts Sub—summarH bH Deeartment (Traih’ng) I
below the bOdy For Everywhere Travel Total Employees [Totl Emplozs
EveryWhere Travel Confidential
ik
Layout [ = = ]

Use a grand summary to view the total
number of employees in the company

? Choose FileMaker Help Index from the (2) or Help menu, and then type:

» parts, layout
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Adding a summary part

1.

Add a summary part.
See “Adding layout parts” on page 3-27.

. In the Part Definition dialog box, select a summary type.

If you click Sub-summary when sorted by, also select the field to sort
by (the break field). To define a summary field, see “Defining
summary fields” on page 2-23.

. Select page numbering and page break options, @ficknd then

click Done.

For information on the options, see “Paginating a layout” on page
3-32.

. In the layout, drag the summary field into the summary part.

See “Adding fields to a layout” on page 3-56.

. If you added a subsummary part, sort the records according to the

break field (specified when you created the part).
See “Sorting records” on page 4-30.

Keep these points in mind:

The break field groups the records. Each time a group starts or
finishes printing, the leading or trailing subsummary is displayed.

When you view records as a list in Browse mode, subsummary parts
aren't displayed. To see subsummary parts in a View as List layout,
print the file, or switch to Preview mode.

If you add a summary part to a layout that doesn’t include a body part,
FileMaker Pro lets you specify whether you want the summary above
or below any body part you might add later on.

To see summaries for groups of sorted records, move the summary
fields into a subsummary part. To see summaries that total all records
in the found set, move the summary fields into a Leading grand
summary or Trailing grand summary part.
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= FileMaker Pro previews and prints correct subsummary values only
after you sort the records. Sorting groups the records by the value in
the specified field (break field), so the subsummary totals all records
with the same value in that field. You can sort by more than one field

to add another level of grouping to your data.

¥ # Employee Repont

Title Department
Agant Direct Sales
East Coast Sales Assistont  Direct Sales
Fales Manager Direct Sales
Agant Direct Sales
West Coast Sales dssistant Direct Sales
East Coast Sales Direct Sales

For Depariment  Trireat Sales Tokl Employern

Assounting Assistant Pinanee
C hef Pinameial Offizer Pinanee
Assounts Fayable Pinanee

For Deparment  Finanee Tokl Employern

Personnel Assistant Human Resources

Personnel Administrator Human Resources

For Depariment  Humaxn Resourees Tokl Employern

ive Assistant Marketi
Promotions Assistant Marketing
Direator Marketing

For Depariment  Marketing Towl Emploesa

Printer Operations
Press Coorlinator Operations
Production Mazager Operations
Ofics Manager Operations
Procuremant Speaialist Operations

For Deparment  Operations Tokl Employern

For Everywhere Travel  Tol Employern

First Hame  Last Hame
Tulic Hyde

Bl Hauyen
Tennifer Hovis
Tamet Sumnson
Meni Waters
Fidney Wast
Pamels Tay

amy MeGrath
Gabriel Mirands
Richarl Galhard
Tohn Hiraki
Kim Chen
Tyvons Danon
Lisa Willizms
Denise Farnsworth
Bac Landers
Trzuls Faviskas
Bill Sumnson
Bl Tisormon
EveryWhare Travel C onfilential

Records are
grouped by the
value for
Department, with
subsummary
totals for each

group

? Choose FileMaker Help Index from the (2) or Help menu, and then type:

» layout parts, defining

Paginating a layout

You can set and change page break and numbering options for layout
parts in the Part Definition dialog box.

1. Add a layout part, or select a part in the Part Setup dialog box and

click Change.

See “Adding layout parts” on page 3-27.
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To Select

2. In the Part Definition dialog box, select an option.

With these layout parts

Start a new page before Page break before each
printing the contents of the occurrence

part (for example, print a

trailing grand summary on a

new page)

Subsummary when sorted by
Body

Trailing subsummary

Trailing grand summary

Start a new page after printindPage break after every
the contents of the specified <value> occurrences
occurrences of the part (for

example, print five records in

the body, and then start a new

page)

Leading grand summary
Subsummary when sorted by
Body

Trailing grand summary

Start page numbering from Restart page numbers after
the beginning after printing each occurrence

the part (for example, start

page numbering after the title

header if you want it to serve

as a cover page)

Title header

Header

Leading grand summary
Subsummary when sorted by
Body

Footer

Print the entire contents of théllow part to break across
part even if it doesn't fit on  page boundaries

one page (for example, divide

and print the body across two

pages when it doesn't fit on a

single page with the other

parts)

Leading grand summary
Subsummary when sorted by
Body

Trailing grand summary

Print as much of the content®iscard remainder of part
of a part as fits on the page buiefore new page (available
not finish printing it on the  only if you selectllow
next page (for example, printpart to break across page
the information in a Notes  boundaries)

field to the bottom of the page

and truncate the rest)

Leading grand summary
Subsummary when sorted by
Body

Trailing grand summary

3. Click OK, and then cliclbone.

Keep these points in mind:

= |f you set column options to print recomdiswnthe page and specify
a page break for a subsummary part, FileMaker Pro starts a new
column, and not a new page, when you preview or print records. If
you print records in columracrossthe page, FileMaker Pro starts a
new page if the subsummary part includes a page break.

= [fthe body or a summary part is too large to fit on a page between the
header and the footer, you see a dashed line on the layout to show
where the part will be divided. (This can change if you set sliding
options. See “Sliding objects and parts” on page 6-7.)
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= |f the whole body of another record won't fit at the bottom of a page,
FileMaker Pro prints it on the next page, unless you set the option to
break parts across pages or the body can't fit on a single page.

m=———— NewTlouris=———————

Available Tours
EvaryWhere
i WTv oL
Cruise Ship  |CrUISe Ship Cruise Destination Crulss. Destinalion
Tour length  [Tour Jength Cruise price [Cruise wholesale price
Season [ Spring O SUmmer_Q AUUmn_ winter_ o Allyear |
Motes [k
Available Tours
Eod K

Cruke s Grand onarsh Grulae Deatnaton Alaska
Tour emgm 7 rights Crue wiciesae price $795
swon  OSpring @Summer OAutumn OMfinter (Al yesr

Noks  Glacler route between Vancouver snd Anchorage. ncludes
Columbis.Glasier, Sollge Fiord, Ketchilian, Juneaw, Sitks, and

r Yaldez. Optional land tour to Densli Park.
The amount of extra B
space above and below
N N crume sl Roval Cavelier Grulae Deatnaton Seandinavia
the objects in the body Toarienn  Trights oratee ke price 3749
determines the spacing mamen  OSpHng @Summer @Autumn Ofinter Crallyear
between dlsplayed or Moks m:::uslgr:adr:;ﬁrglv::;x:gn;: hights in Helsinki, 2 nights in

printed records

cruge i Grend Bordesus cruige Deatnaton Caribbean
Tourtengn 1 nights crue waciegaie price 1524 to $3604
mmen  OSping QSummer oAutumn Ciinter Al yesr

woew  San Jusn, St. Thomes, Curacsn, St. Martin, and Cozumel Lusiry
acommodations. Mo tipping policy.

Paget

? Choose FileMaker Help Index from the [2) or Help menu, and then type:

» page numbering
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Changing layout parts

Change layout parts as described in the following sections.

Reordering parts

You can change the order of the body and subsummary parts only. For
example, move a subsummary above the body to see subtotals first.
FileMaker Pro moves all the objects in the reordered part and maintains
its proportions.

1. In Layout mode, chood®art Setup from the Mode menu.
2. Use the double-arrow pointer to drag the part to the new position.

3. Click Done.
Part Setup
This symbol indicates a locked & Title Head [
part—you can't change it & Header
+ Sub-summary by Department (Leading) [ Create... ]
+ Body Change...
Use the double-arrow

Y + Sub y by Department (Trailing)
pointer to drag a part & Trailing Grand Summary

& Footer

5 Caore )

Keep these points in mind:

ﬂ = |n Layout mode, you can click the part label control at the bottom of

the screen to move the part labels to a vertical position (for more
room on the layout). To read vertically displayed part labels more
easily, temporarily flip down the labels by holding down the mouse
button when the pointer is over the label.

Part label control
(at bottom of window)

= You can have only one leading and one trailing subsummary part
based on the same field. You can’t move a subsummary based on a
field to where another subsummary based on that same field exists.

? Choose FileMaker Help Index from the [2) or Help menu, and then type:

» layout parts, managing
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Resizing parts

?

When you resize a layout part, FileMaker Pro always maintains the size
of the other parts. For example, changing the size of the header won't
change the size of the body.

In Layout mode, use the pointer to drag the part label (or the dotted line
below the part) until the part is the size you want.

Choose FileMaker Help Index from the [2) or Help menu, and then type:

» layout parts, managing

Changing part types and options

?

You can change a layout part's type and options, including the break
field, numbering, and page break settings in the Part Definition dialog
box.

To display the Part Definition dialog box, double-click the part label in
the layout or see “Adding layout parts” on page 3-27.

To change Do this

Part types Select a different part type. Changes you can make depend on the part’s
location and function.

Break field In the fields list, select a different field name. (Change the break field
to change the focus of a report using different fields in subsummary
parts).

Page breaks and See “Paginating a layout” on page 3-32.
numbering

Choose FileMaker Help Index from the (2) or Help menu, and then type:

» layout parts, managing

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, you can
drag any objects you want to keep to another part on the same layout.

1. In Layout mode, choodeart Setup from the Mode menu.

2. In the Part Setup dialog box, select the part to delete, and then click
Delete.
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3. If the part contains objects, cli€klete in the alert message.
4. Click Done.

? Choose FileMaker Help Index from the (2) or Help menu, and then type:

» layout parts, managing

Working with all object types

An objectis a separate element—text, a field, or a graphic object (such
as an oval or an imported picture)—that you can draw, select, move,
resize, delete, copy, and otherwise change. You place objects in a layout
to design how the layout looks and works. For example, add the title
Invoice, or emphasize a group of fields by enclosing them in a shaded or
colored rectangle.

EN——m————————————————— EITIDlIJgBBS B E
[Layout #1 4
Lire

I & Text object =
Layouts:

12

Rectangle Rourded
Rectangle

Eutton

Text Field

Portal

Eod

100] J‘EIEl Layout [<=fm]

i
i)

T

Note Another type of object is portal, which displays related records.
For more information, see “Creating a portal to hold related fields” on
page 10-23.
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Working with the drawing tools

For each type of object you work with, you use the various tools in the
status area of the Layout window.

Tool panel Al

P | [=] [
Button tool el I Portal tool
Field tool

Part tool
Fill control CEZE
ill controls ——
&
b
Pen controls ——— B Av L
0 H et Line width palette

No tools visible? Choose.ayout from the Mode menu, and then click the
@ status area control at the bottom of the screen.

Status area control . . .
(at the bottom of the window) Use the following techniques to work with the tools:

To Do this
Use a tool once Click a tool to select it. (The tool becomes gray.)
Keep a tool selected Double-click a tool. (The tool becomes black to

indicate it remains selected until you select a different
tool.) To set an option to keep layout tools selected,
see “Setting layout preferences” on page 9-3.

Switch between the tool last used Press Enter.
and the pointer

? Choose FileMaker Help Index from the (2) or Help menu, and then type:

» tool panel
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Selecting objects
Whenever you want to work with an object, you must select it first. You

seehandles small black squares along the boundaries of a selected
object.

Handles surround
Lepartment. a selected object

To select an object, use the pointer tool or ch8elset All from the Edit
menu.

To select Do this
One object With the arrow pointer, click the object. (If the object has no fill, click
its border.)

Several objects at Drag the arrow pointer to make a selection box that completely
once surrounds the objects. Or hold down Shift and click the objects. Or
chooseSelect All from the Edit menu.

All objects of the  Click the tool for the type of object to select, and then ch8elset All
same type from the Edit menu.

All fields With the arrow pointer, click a field, hold down Option, and then
chooseSelect All from the Edit menu.

Deselect selected Click a blank area of the layout or any tool in the tool panel. Or hold
objects down Shift and click the selected object.

Choose FileMaker Help Index from the (2) or Help menu, and then type:

» objects, changing
» objects, selecting
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Positioning and sizing objects

Use the text ruler, graphic rulers, ruler lines, T-square, AutoGrid, and
Size palette to size, position, and align objects.

Graphic rulers

T-square

Package Info

=]

[pestination . ] [ Helvetica V| @lﬂlgl - EI EI EI | t I ] I + I + I : Text ruler
|/'E e T T T S T T =
— & Destinations
Layouts: . . .
Cruise To  Antigua
Al 3 3 : :
DL__‘D ? N: Evﬁer{f}t‘]‘lgr? .......... Cruise To .. MOROCEO. . | oo
L) 1 : : Ruler lines
Eigld......... - c“.:ise To Japfan
7 Cruise To  Alagka
0
|n: . hkd
100 B[] Layout [ =) I 3
Guide Description
Text ruler A horizontal ruler to help align and format text.

Graphic rulers

Horizontal and vertical rulers to help measure and position objects.

Ruler lines

A network of intersecting horizontal and vertical lines that correspond
to the current ruler settings, to help measure and position objects.
(Ruler lines are different from the AutoGrid.)

T-Square

Intersecting horizontal and vertical lines to help align objects that are
far from each other in the layout. You can move the T-square to the
objects to position. The ends of the T-square extend into the rulers, so
you can position an object precisely.

AutoGrid

An invisible, snap-to grid. When the AutoGrid is turned on, newly
added objects are aligned to the nearest grid coordinate. Objects being
moved or resized are moved or resized in grid increments.

Size palette

Type size and distance measurements in the Size palette to position
objects precisely. Or verify an object’s position using the Size palette.




Type the distance from the
left edge of the page to the
left edge of the object
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The following information tells you how to use each guide.
= To show or hide the rulers, ruler lines, or T-square, chtasBuler,

Graphic Rulers, Ruler Lines, or T-Squares from the Show menu. For
information about the text ruler, see “Formatting text paragraphs” on
page 3-84.

= To switch the Auto Grid on or off, chooéeto Grid from the Arrange

menu. To temporarily disable the AutoGrid, hold down Command
while dragging an object.

= To adjust the T-square, place the pointer on the horizontal or vertical

line. When the pointer is a double arrow, drag the line. (To see the
position of the T-square in the Size palette, ch&irsdrom the

Show menu, position the pointer over the T-square, and then hold
down the mouse button.)

= To position an object using the Size palette, select the object, and then

chooseSize from the Show menu. Type the measurements for the
position you want, and then press Return or Enter. (The unit of
measure is that set for the graphic rulers.) You can close the palette
or leave it open.

Type the distance from the top of the page to the
top edge of the object

in
0.000] in

ool n | 1 FileMaker Pro updates measurements for right

in and bottom edges based on the object’s width
in and height

To position an object precisely by dragging it, chdgigefrom the
Show menu. Drag the object until you see the position you want in
the Size palette.

To set the unit of measure—inches, centimetergixeis(dots that
make up the graphic on a computer screen)—for rulers and ruler
lines, click the box where the graphic rulers intersect. When the Size
palette is open, click the units label.

On this ruler Each increment measures
Inch (in) 1/8 inch
Centimeter (cm) .25 centimeters

Pixel (px) 10 pixels
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= To change the unit of measure for the graphic rulers and the AutoGrid,
chooseSet Rulers from the Mode menu. Make your selections and
click OK. (You can choose different units of measure for the rulers and
the AutoGrid. If you change units for the AutoGrid, you change the
increments by which objects are snapped “to” the grid.)

Set Rulers

Choose a unit of

measure for the rulers —{— units:

Type the number of units for Grid Spacing: [6.000|[Pixels - [ o )
the AutoGrid, and choose a
unit of measure

Note To align objects to each other, see “Aligning objects to each other”
on page 3-48.

? Choose FileMaker Help Index from the (2) or Help menu, and then type:

» objects, positioning
» text ruler

Editing objects and data quickly using the context menu

You can quickly edit an object or data by choosing editing commands
directly from thecontextmenu. You can display the context menu for all
objects in Layout mode and for fields and selected text in Browse mode.

In Layout mode, hold down Control, and then click and hold down the
mouse button while the pointer is on an object to edit. In Browse mode,
hold down Control, and then click and hold down the mouse button
while the pointer is on a field or data to edit.
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The commands in the context menu depend on the type of object
selected. For example, when a text object is selected in Browse mode,
you see text formatting commands Ifamt, Size, andStyle. When the
object is selected in Layout mode, you see additional commands like
Specify Field andField Borders.

Text...
Specify Field...
Field Format... Font 2
Field Bordets... Size "
: Style 4
;‘;; : Text Color "
Cut
Copy
Faste
Editing a text field in Layout mode Editing a text field in Browse mode

Showing button, text, and field boundaries

?

FileMaker Pro displays boundaries only in Layout mode. Use
boundaries only for positioning objects on the layout.

To show Choose this from the Show menu

A 2-pixel gray border around Buttons. To hide the borders, choose the command again.
buttons you've created

Boundaries around text objects Text Boundaries. To hide text boundaries, choose the
command again.

Boundaries around fields Field Boundaries. To hide field boundaries, choose the
command again.

Note For more information on working with buttons, see “Using buttons
with scripts” on page 5-20.

Choose FileMaker Help Index from the (2) or Help menu, and then type:

» showing
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Arranging objects

?

The following sections explain how to arrange graphic objects, fields,
and text on a layout.

For information on using the AutoGrid, rulers, T-square, and other
alignment guides, see “Positioning and sizing objects” on page 3-40.

Moving objects

To move Do this

One object Select the object, and then drag it to the position you want. (To
constrain the movements to horizontal or vertical directions, hold
down Shift as you drag the object.)

Several objects at once  Select the objects, and then drag them to the position you want.
(To constrain the movements to horizontal or vertical directions,
hold down Shift as you drag the objects.)

An object to a different Select the object, and then cho6sefrom the Edit menu. Move
layout to the other layout and chod®aste from the Edit menu. Then drag
the object to the position you want.

You can use drag and drop to move objects to different layouts in
other files. See “Using drag and drop to move information” on
page 4-13.

An object to a different Select the object, and then cho6stor Copy from the Edit menu.
application or desk Open the other application or desk accessory, bring it to the front,
accessory and then choodeaste from the Edit menu.

Keep these points in mind:

= You can quickly and easily move one or more objects to a different
location in the current file or to a different file or application by using
drag and drop. See “Using drag and drop to move information” on
page 4-13.

= If you drag a handle by mistake and resize the object, chundse
from the Edit menu before you do anything else in FileMaker Pro.

Choose FileMaker Help Index from the [2) or Help menu, and then type:

» objects, positioning



?
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Cutting, copying, and pasting objects

To

Select the object, and then do this

Make one copy of
(duplicate) an object

ChooseDuplicate from the Edit menu (or hold down Option and
drag the object). Then move the object to the position you want.

Remove an object to
paste it elsewhere

ChooseCut from the Edit menu. To paste the object elsewhere,
click where you want to insert it, and then choeaste from the
Edit menu.

Paste a copy of an objec€hooseCopy from the Edit menu. Click where you want to insert

elsewhere

the object, and then chooRaste from the Edit menu.

Paste a cut or copied
object onto a different
layout

ChooseCut or Copy from the Edit menu. Switch to the other
layout, and then choo&aste from the Edit menu.

Delete an object
permanently

ChooseClear from the Edit menu (or press Delete). FileMaker Pro
doesn’t place your selection on the Clipboard, and you can't paste
it anywhere.

Keep these points in mind:

= To restore an object that you deleted, chadsle from the Edit
menu before you do anything else in FileMaker Pro.

= An object you cut or copied stays on the Clipboard until the next time
you cut or copy objects or information (in FileMaker Pro or another
application), or turn off your computer.

= To edit text in a text object, see “Working with text” on page 3-79.

Choose FileMaker Help Index from the (2) or Help menu, and then type:

» objects, changing
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Stacking objects and changing the stacking order

You can create a design in which ygiackobjects by creating or

dragging them on top of each other. Objects are preset to stack in the
order you create them—the first object created is on the bottom, and the
last one is on top. You can change the order in which objects are stacked.

Bring to front

Send to back

Before

Bring forward

Send backward

After

1. In Layout mode, select the object to move in the stack.
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2. Choose a command from the Arrange menu.

To move the object Choose

To the top of the stack  Bring to Front

One layer forward Bring Forward

Behind all other objects Send to Back

One layer back Send Backward

? Choose FileMaker Help Index from the [2) or Help menu, and then type:

» bring forward/to front
» send backward/to back

Grouping and ungrouping objects

You can combine several objects into one by grouping them. You can
then work with the group the way you work with a single object. A
group can include individual objects and other groups.

= To group objects, select the objects, and then chearosp from the
Arrange menu.

= To ungroup grouped objects, select the group, and then choose
Ungroup from the Arrange menu.

Keep these points in mind:

= When you ungroup a group that contains other groups, the subgroups
stay grouped until you ungroup them.

= You can edit a text object that’s part of a group without ungrouping
it first.

? Choose FileMaker Help Index from the [2) or Help menu, and then type:

» grouping objects
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Aligning objects to each other

You can align (line up) objects by their tops, bottoms, or sides. For
example, align a field label with its field so that the label is centered
between the field’s top and bottom border.

When you align a group of objects, they align with the object farthest in
the chosen direction. When you align center points, the objects align
along an invisible vertical or horizontal line in the center of the objects.

You can also distribute the space evenly between objects by dividing the
space that separates the two outermost objects between all selected
objects.

Client First Client First
) [Eddress 1 ]
[Eddiezd | P 4 ddress 1
Address 1 tidress ]
Lé.dl.‘lIESS 2 Address 2
Address 2
City
Objects before distributing space Objects after distributing space

vertically and aligning left sides

1. In Layout mode, select the objects to align, and then clgabse
Alignment from the Arrange menu.

2. In the Alignment dialog box, select the alignment or distribution, and
then clickOK.

To Do this

Set the vertical alignmentFor Top to Bottom, select one option.
or even distribution of
space

Set the horizontal For Left to Right, select one option.
alignment or even
distribution of space
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You can select from both columns.

Set Alignment

B T T T — -~ Left to Right
(@) Mone i () Mone
Select the way you want () Align top edges () Align left edges
obiects alianed verticall () Align senters (D) Alian centers Select the way you
) g y () Align bottom edges () Align right edges want ObjeCtS aligned
() Distribute space () Distribute space hOI’iZOnta”y
B [
L1
See the results of your choices ]
D Cancel 0K

Keep these points in mind:

= To align new objects according to the current settings, select the
objects to align, and then chodsign from the Arrange menu. (If the
settings are botNone, the command is unavailable.)

= To align two objects without moving one of them, select one object,
and then choodeock from the Arrange menu. Next, select both
objects, and then chooskign from the Arrange menu. (For
information on locking objects, see “Protecting objects from change”
on page 3-52.)

? Choose FileMaker Help Index from the [2) or Help menu, and then type:

» aligning objects

Rotating objects

You can rotate fields, text objects, and graphic objects in 90-degree
increments.

= To rotate a field, text object, or graphic object, select the object, and
then choos®otate from the Arrange menu.

= Continue selectin@otate from the Arrange menu until the object is
rotated as you wish.
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Keep these points in mind:

= For easy editing, a rotated field temporarily reverts to 0 degrees
rotation when it is selected in Browse mode. The field assumes its
previous rotation when it is deselected.

= Portals cannot be rotated.
? Choose FileMaker Help Index from the [2) or Help menu, and then type:

» rotating objects

Changing the appearance of objects

You can change the appearance of a field or a text or graphic object, for
example by changing its size, border width, or fill pattern.

Resizing objects

To resize Do this

An object, using  Select the object and drag a handle until the object is the size you want.

the handles To limit the change to only vertical or horizontal, hold down Shift as
you drag a handle. (Do this to make fields longer without changing
their height.)

An object, using  ChooseSize from the Show menu. Select the object to resize. Type the
the Size palette  width and height in the lower two boxes, and then press Return.

A circle or square  Select the object. Hold down Option and drag a handle until the object
is the size you want.

Several objects at Select the objects and drag a handle of one object until all objects are
once resized.

Distance from left side of
object to left edge of paper

Distance from right side of
object to left edge of paper

Width of object

—— Distance from top of object to
top edge of paper

—— Distance from bottom of
object to top edge of paper

—— Height of object

Keep these points in mind:
= Resizing the first repetition of a repeating field resizes all repetitions.
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= Resizing a grouped object resizes all the objects in the group. See
“Grouping and ungrouping objects” on page 3-47.

? Choose FileMaker Help Index from the (2) or Help menu, and then type:

» resize objects

Changing an object's shape

To Do this

Reshape one object Select the object, and then drag a handle until the
object is the shape you want. (To change only the
height or width, hold down Shift as you drag.)

Reshape several objects at once Select the objects, and then drag a handle of one
object until the objects are reshaped.

Change arectangle into a square or &elect the object. Hold down Option and drag a
oval into a circle handle to the shape you want.

Note If the AutoGrid is on, you reshape objects in increments defined by
the grid settings. To reshape objects in finer increments, chotoSeid

from the Arrange menu to turn the grid off. See “Positioning and sizing
objects” on page 3-40.

2 Choose FileMaker Help Index from the (2] or Help menu, and then type:

» reshape objects

Changing lines, colors, and patterns

To set or change preset fill color or pattern, pen color or pattern, or line
or border width, start with no objects selected. Then choose attributes
from the palettes.

Fill pattern palette Pen pattern palette
Fill color palette Pen color palette BE Line width palette
(5:' _|;| Eﬂ 1 pt Current line width

Fill sample 4, I— Pen sample



3-52 FileMaker Pro User's Guide

Keep these points in mind:

= To remove a fill pattern or pen pattern from an object, select the
object, and then choose the transparent pattern.

= To use the attributes of an existing object to set the preset attributes, hold
down Command and click the object.

= Attributes you set in the Field Borders dialog box for pattern, color,
and width replace attributes set with the pen and width controls in the
status area, and vice versa. See “Adding borders, fill, and baselines to
fields” on page 3-73.

? Choose FileMaker Help Index from the [2) or Help menu, and then type:

» graphic tools

Protecting objects from change

Lockobjects so you can’t move them, change their size, or remove them
from the layout.

To lock objects, in Layout mode, select the objects, and then diamiise
from the Arrange menu. To unlock objects, select the objects, and then
chooseJnlock from the Arrange menu.

When you copy or duplicate a locked object, the copy isn't locked.
When you group objects that include a locked object, the entire group is
locked.

Note You can change the stacking order of locked objects. (See
“Stacking objects and changing the stacking order” on page 3-46.)

? Choose FileMaker Help Index from the (2) or Help menu, and then type:

» locking objects

Working with graphic objects

Draw graphic objects—lines, rectangles, squares, rounded rectangles,
ovals, and circles—anywhere on a layout. You can also import
QuickTime movies (in Browse mode) and bring in graphics created in
other applications.



?
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All objects have a border. (The border of a line is the line itself.) All
objects except lines havdit, the area within the border. You can
change the border’s width, color, and pattern, and the fill's color and
pattern before or after you draw an object.

Choose FileMaker Help Index from the (2) or Help menu, and then type:

» objects, creating

Drawing objects in a layout

|

Status area control

Before you draw an object, you select the appropriate drawing tool in the
tool panel. FileMaker Pro uses the preset line width, pen color, and
pattern, and it fills the object with the current fill pattern and color (for
all objects except lines). You can change these attributes before or after
you draw the object. (See “Changing the appearance of objects” on page
3-50.)

Notoolsvisible? If you don't see the status area with the tool panel on the
left of the window, chooskayout from the Mode menu, and then click
the status area control at the bottom of the screen.

To draw a Do this

Line, or Select the line tool, and then position the center of the crosshair pointer
straight horizontal, at the line’s starting point. Drag the pointer until the line is the length
vertical, or you want. For a straight horizontal, vertical, or diagonal line, hold
diagonal line down Shift and drag the pointer until the line is the length you want.
Rectangle or Select the rectangle tool. Position the center of the crosshair pointer
square where you want any corner of the rectangle or square to start.

For a rectangle, drag the pointer diagonally until the rectangle is the
@ size you want. For a square, hold down Option and drag the pointer
diagonally until the square is the size you want.

Rounded rectangle Select the rounded rectangle tool. Position the center of the crosshair
pointer where you want any corner of the rounded rectangle to start.

@ Drag the pointer diagonally until the rectangle is the size you want.
Oval or Select the oval tool. Position the center of the crosshair pointer where
circle you want the oval or circle to start.

For an oval, drag the pointer in any direction until the oval is the size
@ you want. For a circle, hold down Option and drag the pointer in any
direction until the circle is the size you want.
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An object is selected when you finish drawing it. To deselect an object,
click a blank area of the layout or any tool in the tool panel.

? Choose FileMaker Help Index from the [2) or Help menu, and then type:

» drawing

Adding graphics in a layout

You can add graphics anywhere on a layout. Use a graphic in a layout
instead of a container field whenever you want the same image (like a
company logo) on every record or report.

1. Copy the graphic from the application it was created in.
2. In the FileMaker Pro layout, chooBeste from the Edit menu.
3. Position and resize the graphic as needed in the layout.

See “Positioning and sizing objects” on page 3-40 and “Resizing
objects” on page 3-50. You resize the display of a graphic without
changing its original size.

Keep these points in mind:

= You can import a graphic by choosimmgport/Export from the File
menu, and then choosiigport Picture. See “Working with container
fields” on page 4-6.

= To display a different graphic, sound, or movie in each record, add a
container field. See “Formatting graphics in individual container
fields” on page 3-67.

= You can also import a graphic onto a layout. When you import a
graphic, you can choose to store the graphic in the database file or
externally. If you move or delete a graphic file that's stored
externally, FileMaker Pro can’t display the graphic on the layout. See
“Importing graphics” on page 4-6.

? Choose FileMaker Help Index from the (2) or Help menu, and then type:

» graphics
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Working with fields in a layout

Fields display field names

Field tool —Eis. .. ]

When you first define fields for a new database file, FileMaker Pro adds
them to the Standard layout, with field labels for each field. Later, you
can add fields from the database file to the current layout, delete fields
you don’t want displayed or printed from the current layout, and
determine the format in which you want data displayed in fields when
the current layout is used. (To prevent fields that you define later from
being added to the current layout, see “Setting layout preferences” on
page 9-3.) A field that doesn’t appear on a layout still exists in the
database file, and its data can still be used in calculations and
summaries.

Fields on a layout are objects, which you can select, move, resize, and
reshape, just like other objects. Each field displays its field name,
formatted with the preset attributes for font, size, style, alignment, line
spacing, and color, so you can easily identify it. Fields of all types
(except container fields that don’t hold text) display baselines to indicate
where the data appears when you add or edit records.

EO=———————— Employees
[Layout #1
— T Field baseline

i H

4|0
0
1 1

mlE

100] J‘EIEl Layout [<a]ii] o
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Adding fields to a layout

You can add a field to a layout at any time. A field can be added
anywhere on any layout, as many times as you want. You can get
different results by placing the same field in different locations on the
layout. For example:

= Add the same summary field to a subsummary part to calculate totals
for each group of sorted records, and to a grand summary part to get
totals for all the records in the file.

= Add a field to the header or footer parts to repeat data from the first
record or the last record on the page as a header or footer. (You might
add a Last Name field to the header in a telephone directory.)

To add a field to a layout:

1. In Layout mode, hold down the Field tool and drag the field to the
layout part in which you want the field to be.

2. In the Specify Field dialog box, select options for the new field.

Specify Field ==
Choose from the
relationship pop-up - [Current File ("Emplogees )]
menu, if necessary First Name &
Last Marme =
Select the field to add e
Fost Code
Horne Phone
Title
Department
Salary
Last Review Date
Mexct Review
Ak
Select to use the field [ Create field label
name as the field label

3. Click OK.
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After you add fields to a layout, you can work with them in the following
ways:

To Do this

Redefine a field Double-click the field. In the Specify Field dialog box,
double-click a different field name. To include a field label,
first delete the original label on the layout. Then, in the
Specify Field dialog box, seleCteate field label.

Display sample data from the ChooseSample Data from the Show menu.
current record (when the file

contains data), instead of field

names, in fields in the layout

Choose the preset values for See “Working with text” on page 3-79.
font, size, style, line spacing,

alignment, text color, and fill

color of text entered in a field

Add distinctive borders and See “Adding borders, fill, and baselines to fields” on page
baselines 3-73.

Change the display formats ofSee “Defining display formats for fields” on page 3-59.
text, numbers, dates, and times
in fields

Format a field as repeating, oSee “Formatting repeating fields” on page 3-72 and
format its values as “Defining value lists” on page 3-75.

checkboxes, radio buttons, a

pop-up menu or a pop-up list

Keep these points in mind:

= To define a new field for the database file, which you can then add to
a layout, see “Defining database fields” on page 2-3.

= When you copy fields (and field types) from a layout in one file to a
layout in another, be sure the field names match. When you move
fields from one layout to a layout in another file, you copy the field
characteristics for that layout (including dimensions and text styles)
but not the definition.

Choose FileMaker Help Index from the (2) or Help menu, and then type:

» fields, placing
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Adding merge fields

You can add aerge fielda placeholder for a field’s value) to a layout

to display or print a field’s data when you browse and print records. Use
merge fields for documents like letters, envelopes, contracts, and so
forth. For example, when you add the merge figkirst Name>> to the

right of the texDear, FileMaker Pro displayBear Leon, when the First
Name field contain$_eor’.

FileMaker Pro collapses unused lines, such as an empty <<Address 2>>
field.

1. In Layout mode, click where you want the merge field to appear.

2. ChooseéPaste Special from the Edit menu, and then chod&sge Field.

3. In the Specify Field dialog box, double-click the name of a field to
use as a merge field.

=—— Specify Field ==
| Current File [“Employses *) ¥ I —+—— Choose from the
. First Name & relationship pop-up menu,
Select a field to use Last Name = if necessary
as a merge field e
Fuost Code
Haorne Phone
Title
Department
Salary
Last Review Date
Mext Review
&

Keep these points in mind:

= You can also add a merge field by typing the field name surrounded
by angle brackets (<< >>) on the layout. (Be sure that the field name
exists in the database and that you type it correctly.)

= |f you use a text field as a merge field, the merge field picks up the
text attributes (like style, color, and size) set for the data in Browse
mode.

= Add symbols, like commas, and spaces where needed among merge
fields on the layout.
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= Merge fields display as much text as fits in the boundary of the

defined field. You can adjust the size of the field to display as much
data as you want.

You format merge fields the same way you format other

FileMaker Pro fields. To assign formats to values in a merge field,

select the merge field and the << and >> symbols, and then select
formatting options. See “Defining display formats for fields” below

and “Changing the appearance of text” on page 3-88.

Choose FileMaker Help Index from the (2) or Help menu, and then type:

» merge fields

Deleting a field from a layout

?

To delete a field from a layout, in Layout mode, click the field and press
Backspace or Delete. When you delete a field from a layout, the field
and its data remain in the database file. (To delete a field from a database
file, see “Changing field definitions” on page 2-25.)

Choose FileMaker Help Index from the (2) or Help menu, and then type:

» fields, deleting

Defining display formats for fields

Display formats make data in fields look consistent when the data is
displayed or printed. The formats don’t change the data as stored in the
file. For example, a number field can be formatted to display three
decimal places. You can do the following:

= Set no formats in FileMaker Pro. When you set no formats,

FileMaker Pro displays numbers, dates, and times according to the
system formats set in the Numbers and Date & Time control panels
at the time the file was created. (See appendix B, “Working with
international files” and the documentation that came with your
computer.)

Set default display formats in FileMaker Pro for all text, number,
date, time, and container fields you plan to define (see “Setting
default display formats,” below).

Define data formats individually in FileMaker Pro for existing text,
number, date, time, and container fields (see the sections beginning
on page 3-60).
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On afield by field basis, each layout can have a different set of formats.
For example, suppose you format number fields to display a currency
symbol, thousands separators, and two decimal places. If the currency
symbol is a dollar sign ($), the thousands separator is a comma (,), and
the decimal separator is a period (.), the value 5000 displays as
$5,000.00. However, only the value 5000 is stored in the file.

Choose FileMaker Help Index from the (2) or Help menu, and then type:

» formatting fields

Setting default display formats

Set default display formats for newly created fields. Default formats set
in FileMaker Pro override formats set in the Numbers and Date & Time
control panels and affect only FileMaker Pro files. Default formats
apply to newly defined fields added to the current and new layouts.

1. With no fields selected in Layout mode, chodsd, Number, Date,
Time, or Graphic from the Format menu.

2. In the Default Format dialog box, select options, and then @Kck

You can also set a default display format if you have just added a new
field to a layout.

1. Drag a new field to a layout. Before deselecting that field, choose
Text, Number, Date, Time, or Graphic from the Format menu.

2. In the Format dialog box, select options, and then €lick

See the following sections for information on data formatting options
for each field type.

You can also set display formats for individually selected fields, which
replace the current default settings. See the following sections.

Choose FileMaker Help Index from the [2) or Help menu, and then type:

» formatting fields

Formatting text attributes in individual fields

You can format the text attributes (such as the font, size, and style) for
data in all field types that contain characters. All the characters in one
field (including all repetitions of repeating fields) share the text
attributes. You can also format text objects in the layout.



Choose the
attributes you want

1.

2.
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In Layout mode, select a field or text object, and then chmte
from the Format menu.

To format more than one field at a time, Shift-click each field to
format, and then choodext from the Format menu.

In the Text Format dialog box, select options, and then Okck

Teut Format for selected objects

| Font: - Style

Size: [12 PO~ L Flain

?

[ Bewd [] Superseript
Color: # 7 t#atie [ Sub=cript
[ omie [ condenes

: [ obadere [ Extend Select one or
Sheilee Thee more styles

| COMPLETE "WORKGROUP SUPPORT | U (] Smatt Caps

{ AND SECURITY. i [ Onderline -]
e

Sample

Keep these points in mind:

You can hold down Option as you double-click a field to display the
format dialog box for that field type.

To set text attributes individually, chods®nt, Size, Style, Align Text,
Line Spacing, or Text Color from the Format menu, and then choose a
formatting command.

To specify a custom size or line spacing, ch@&imeor Line Spacing
from the Format menu, and then choGsgtom.

You can change the font, size, or style of text fields in a record by
selecting data and setting these attributes in Browse mode. The data
appears with those text attributes wherever the data is displayed.

Text attributes do not appear when data is viewed with Web browser
software using FileMaker Pro Web Companion.

Choose FileMaker Help Index from the (2) or Help menu, and then type:

» text, formatting
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Formatting numerical values in individual fields

Format numbers for number fields, or calculation, summary, or global
fields that have a numeric result. You can format a field as a decimal
number or a Boolean number (to produce a true or false result).

A number field can hold up to 255 characters. However, for calculation
purposes FileMaker Pro uses only the first 15 numeric characters.
Adjust the length of the line by changing the width of the field on the
layout, if needed.

1. In Layout mode, select a number field, and then chosier from
the Format menu.

To format more than one number field at a time, Shift-click each field
to format, and then chooslember from the Format menu.

2. In the Number Format dialog box, select options, and then@#ick

To display numbers Do this

Exactly as typed or Click Leave data formatted as entered.
entered
As Boolean numbers Clidtormat as Boolean. To change the default values, type

up to seven characters faitow non-zeroes as and Show
zeroes as (such as True and False).

As decimals Click Format as decimal, and then select options. See the

table in the next section to change default decimal options.
With different text Click Text Format, and then select options. (See “Formatting
attributes text attributes in individual fields” on page 3-60.)

Number Format for “Salary”

O Leave data formatted as entered
(_) Format as Boolean
Show non-zeroes as: Show zeroes as:
Choose options for Boolean (@) Format as decimal
or decimal numbers [] Fixed number of decimal digits
E Usze notation: Currency symbol:

D Do not display number if zera

Separators - Negative 4
Define the symbols | Decimal separstor: ] Format as: 1254 ] Set options for
for thousands and [4] Use thousands separator : l:l [ use calar: * nega“ve values
decimal separators o :
B ample .
Text Format... — Specify font, style,
-$4,417.00 size, line spacing
(Cancer] (Cox_J alignment, and color
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Keep these points in mind:

= Numbers with decimal digits that exceed the specified number are
rounded. If you specify 0, no decimal digits are displayed. If you
specify a negative value, numbers are rounded to the number of
positions left of the decimal separator. (For example, for the field
value 789.78, 2 fixed decimal places displ@8&78; O fixed places
displays790; and -2 fixed places displa80.) For calculations and
summaries, FileMaker Pro uses the original, unrounded, number.

= Only numbers are displayed and printed in a number field formatted
as Boolean or decimal (except for symbols set in the Number Format
dialog box). To display text and symbols (a®ih98 per pound) in a
number field, don’t define a number format.

= When you work with a file created with different system formats and
you want to use the formats set on your computer, chigsesystem
Formats from the Format menu. See appendix B, “Working with
international files.”

Choose FileMaker Help Index from the (2) or Help menu, and then type:

» numbers, formatting

Changing options for numerical data

You can change the default symbols used as the thousands separator and
decimal separator. Unless you changed them previously, the default
settings are taken from the Numbers control panel. You can also change
the default format for negative numbers.

1. In Layout mode, select a number field, and then chosier from
the Format menu.

2. In the Number Format dialog box, clieermat as decimal, select
options, and then clickK.

To change the
default Do this

Number of decimal  SelectFixed number of decimal digits, and type a new value.
digits

Notation symbol and SelectUse notation, and then choosrcent (to display a percent

position symbol after the valu€urrency (leading) (to display a currency
symbol before the value) 6urrency (trailing) (to display a
currency symbol after the value.)

Currency symbol FoEurrency symbol, select the current default, and type a new
one.
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To change the
default Do this

Display of zero values  Seleb not display number if zero.

Decimal separator Fd@ecimal separator, double-click the current default, and then
type a new one.

Thousands separator Selbst thousands separator, double-click the current default,
and then type a new one.

Format for negative  ForFormatas, choose an option. To display negative numbers in
numbers color, selectse color, and then choose a color.

? Choose FileMaker Help Index from the (2) or Help menu, and then type:

» numbers, formatting

Formatting date values in individual fields

Format dates in date fields, or calculation, summary, or global fields that
have a date result. You can also leave a date unformatted, so it will
display and print as typed. A date field can hold values from

1 January 0001 to 31 December 3000.

1. In Layout mode, select a date field, and then chbDatdrom the
Format menu.

To format more than one date field at a time, Shift-click each field to
format, and then choo$ate from the Format menu.

2. In the Date Format dialog box, select options, and then @Kck

To display dates Do this

Exactly as typed or Click Leave data formatted as entered.
entered

In a particular format Clickormat as, and then choose a format. To change the
default separator between parts of numeric dateslufoeric
separator, type another character.

In a custom format Clickustom, and then choose options and separator characters
for day of week, month, date of month, and year.

With leading zeroes (asChoose options fdior day numbers, For month numbers, or both.
in 01/02/98) or leading

spaces in nhumeric parts

of dates

With different text Click Text Format, and then select options. (See “Formatting
attributes text attributes in individual fields” on page 3-60.)
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== Date Format for “Last Review Date”

@) Leave data formatted as entered

() Format as: |2/2/93
Murnetic separator:

I

Oeustom: [ 2] [ -] ][+]
[ 1= Choose options for day,
[ 1= month, date, year, and
1998 1 1= separator characters

o~ Leading Characters
For day nurbers :
| For month numbers:

22198
_ Set font, style, size, color,
line spacing, and alignment

ﬂTth Format...] [l:ancel ][[ 114 ]]

Keep these points in mind:

= Be sure to size the date field on the layout according to the length of
the date. For example, the dsifednesday, May 5, 1999 needs more
room tharb/5/99.

= You can also set the format for the system date sy(hhobelect the
symbol first. See “Displaying special information” on page 3-83.

= When you work with a file created with different system formats and
you want to use the formats set on your computer, chésesystem
Formats from the Format menu. See appendix B, “Working with
international files.”

? Choose FileMaker Help Index from the [2) or Help menu, and then type:

» date fields

Formatting time values in individual fields
Format times in time fields, or calculation, summary, or global fields
that have a time result.

1. In Layout mode, select a time field, and then chdasefrom the
Format menu.

To format more than one time field at a time, Shift-click each field to
format, and then choo3éne from the Format menu.



3-66 FileMaker Pro User's Guide

Choose a time format ——

Set font, size, style, color,
line spacing, and alignment

?

2. In the Time Format dialog box, select options, and then Oick

To display times Do this

Exactly as typed or Click Leave data formatted as entered.

entered

In a particular format Clickormat as, and then choose a format. You can set a

different unit separator (like : or —), 24-hour or 12-hour time,
and a trailing or leading suffix (like AM or PM).

With leading characters Fbeading Characters, choose options fdtours, Minutes and
seconds, or both.

With different text Click Text Format, and then select options. (See “Formatting
attributes text attributes in individual fields” on page 3-60.)

=——— Time Format for “time” El

(@) Leave data formatted as entered
() Format as: Separator: I:l
() 24 hour notation: l:l

(@ 12 hour notation:

before noon: | At

after noon: | PM

+ Leading Characters
Hours: | <Mones
Minutes and seconds: | Zero -

+ Sample

| 20805 PM

— —fTth Format...] [ Cancel ] 114

Keep these points in mind:

= You can also set the format for the system time symbol (::) on the
layout. Select the symbol first. See “Displaying special information”
on page 3-83.

= When you work with a file created with different system formats and
you want to use the formats set on your computer, chésesystem
Formats from the Format menu. See appendix B, “Working with
international files.”

Choose FileMaker Help Index from the (2) or Help menu, and then type:

> time fields
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Formatting graphics in individual container fields

When you define a container field, FileMaker Pro displays the
boundaries of the field in Layout mode, as it does for other fields. You
can format the graphic in a particular way, to maintain the original
proportions of the graphic as it's entered in the field, or to align the
graphic horizontally or vertically within the boundaries.

You can change the dimensions of container fields on a layout without
affecting the original shape and size of the graphic.

1. In Layout mode, select a container field, and then chGaphic
from the Format menu.

To format more than one container field at a time, Shift-click each
field to format, and then choo&eaphic from the Format menu.

2. In the Graphic Format dialog box, select options, and then@#ick

—

[6) Do this

Determine how to fit the For <value>image to fit frame, choose an option.
graphic in the frame

Keep the graphic’s original SelectMaintain original proportions.
proportions when it's in the
field

Set the horizontal and verticaFor Alignment, choose options for a vertical and a
alignments horizontal alignment.

Graphic Format for “Picture”

E Maintain original proportions

Alignment: —— Choose how to align
, the graphic vertically

Choose how to fit the
graphic in the frame

Choose how to align the
graphic horizontally
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Display the same graphic ——

once on each page of a report

container field to
display a different
graphic in each record

Enter a graphicina — Tourtengn 7 hights Crutae wacteasle price 743
mmacn (QISpHng @Summer @ Autumn OWinter (O Al vear
Moen  Ihcludes airFare from Mew York. 4 nights in Helzinki, 2 nights in

?

Keep these points in mind:

= For information about adding a graphic to a container field, see
“Working with container fields” on page 4-6.

= You can also add graphics to a layout as objects. See “Adding
graphics in a layout” on page 3-54.

¥ @ Available Tours

crulee snip  Grand Monarch Grulae Deatnaton Alaska
E Tour lengh 7 hights Grulge whoiegnie price $795
. mamen  (OSpHRG @ Summer  OAutumb CWinter Al year
Moen  Gilagier route between Yancouver and Anchorage. Includes

Columnbia Glacier, College Fjord, Ketchilan, Junesau, Sitka, and
Yaldez. Optional land tour to Denali Padk.

crulee snip  Foyal Cavalier ©rulae Deatnaton Scandinavia
b Stockholm, 1 dayin Copenhagen.

[
crulge znip  Grand Bordeausx Grulae Deatnaton Caribbean
g Tourtlengh 11 nights Grulee wholeaale price $1524 to $3694
L mmacn SSpHRG QSummer  GAutumn O Winter Al vear
— Moes  SanJuan, St Thomas, Curacan, St kearting, and Cozumel. Lusary

accommodations . Mo tipping policy.

Pagel

Choose FileMaker Help Index from the (2) or Help menu, and then type:

» fields, formatting

Determining data entry in fields

You can have the entire contents of a field selected when you select the
field in Browse mode (otherwise, FileMaker Pro places the insertion
point after the last character in the field). You can also allow or prevent
entry into a field (preventing entry is useful when you want users to see
the data in the field on a layout but not modify it).
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1. In Layout mode, select a field, and then chddse Format from the
Format menu.

2. In the Field Format dialog box, select options, and then OKck

= To select all the field’s contents when the field is selected, select
Allow entry into field, and then cliclSelect entire contents of field on
entry.

= To prevent entry into a field, deselédow entry into field. (To
allow entry into the field, select this option.)

? Choose FileMaker Help Index from the (2) or Help menu, and then type:

» fields, customizing

Setting the tab order for data entry

When you press Tab in Browse mode, fields are normally selected from
left to right, top to bottom. You can change this preset tab order, set a

custom tab order, omit fields from the tab order, and create a tab order
specifically for repeating fields.

Each arrow indicates the field’s
position in the tab order

Note Setting a tab order has no effect on data entry when records are
edited using FileMaker Pro Web Companion Instant Web Publishing.

1. ChooseSet Tab Order from the Mode menu.

Sn=s—s—  (liens =—r—V_ W~
[crient Entry | it
= Client Entry
1
Layouts EveryWhere
12 T d W'v boL
AN s _ —
][] [ aiEulz Jient.Last. 5 MienlTitle 3 hone
=1 Client First  Client Last Client Title Phone/Extension
L 5 2. 6 e Ehone F W
o) CHZM‘,“} 1 _ﬁ‘Lnne Phome R AT
s !
| T Adtiress 2
City Post Code  Country

i

[o]

Date Entere

=—— Set Tab Order

Hotes

| New I Find I List ItheIs | Letter

‘@ Edit tab order

O Create new tab order

14 of 14 items set

Revert To Default

.
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Horizontal tab order for
repeating fields (left to right)

Fourth click

2. Select options.

To Do this
Renumber individual In the Set Tab Order dialog box, cliEtit tab order. In the
arrows layout, click an arrow whose order you want to change, and

then type a new number.

Remove numbers from all In the Set Tab Order dialog box, cliCkeate new tab order.
arrows and set a new tab In the layout, click the arrows in the order you want.
order

Omit fields from the tab  As you set a new tab order, don't click arrows for the fields
order to omit. For fields that already display a number, select the
number, and then press Delete.

Set a tab order for values irSee the information following these steps.
repeating fields

Restore the defaulttab  Click Revert to Default.
order (left to right, top to
bottom)

3. Click OK.
4. If you omitted fields, cliclOmit in the alert message.

Keep these points in mind:
= A blank arrow indicates a field omitted from the tab order.

= You can tab into a field that's formatted as radio buttons and
checkboxes, and use the keyboard to make a selection. See “Entering
data from a value list” on page 4-9.

= You can tab into repetitions of repeating fields from left to right or top
to bottom. (For example, create a tab order that selects the first
repetition for all fields before it selects the second repetition.) Start
setting the tab order with the topmost or leftmost repeating field. When
you create a tab order, the arrow blinks as you select the rest of the
fields for the tab order and stops when you return to the first repeating
field selected. FileMaker Pro completes the tab order for the repeating
fields based on your previous selections.

Second
First click click Third click
1 speakingfld... .. 2, apealz  wpsatingFld
4 ¥ 5 B ]
7 2 ... ]
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To enter all the values in a single repeating field before you tab into any
other field, double-click the field’s arrow.

Vertical tab order for repeating First Second Third
fields (top to bottom) double-click double-click  double-click
1, wpeatiogEld 4+ wpeal7  wpesdingFld)
2 .2 5 3.8 L%
3 » 6 .9
L L

? Choose FileMaker Help Index from the (2) or Help menu, and then type:

» fields, entering data

Adding scroll bars to fields

Add a vertical scroll bar to any field on your layout (except a container,
summary, or repeating field), to see more data than fits in the field.

Hotes  |[RHofe i
kb
Layout mode
Notes  (Glacisr route bebwesn Yancouver and Anchorage. Includes ||
Columbxia Glacier, Coellege Fjord, Ketchikan, Junsau, Sitka, and
Yaldez. Optional land tour o Denali Park, ||
it

Browse mode

1. In Layout mode, select a field, and then chddee Format from the
Format menu.

2. In the Field Format dialog box, clidtandard field.
3. Selectinclude vertical scroll bar, and then clicloK.
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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 tab into
the field. See “Adding borders, fill, and baselines to fields” on page

3-73.

?

Choose FileMaker Help Index from the (2) or Help menu, and then type:

» scroll bars

Formatting repeating fields

To fine-tune a repeating field, you can choose the number of repetitions
visible in the current layout, and the orientation of the repetitions.

Note Before you begin, you need to define a repeating field. See
“Defining database fields” on page 2-3 and “Defining repeating fields”

on page 2-11.
1. In Layout mode, select the repeating field to format, and then choose
Field Format from the Format menu.
2. In the Field Format dialog box, select options, and then ©kck
To Do this
Set the number of visible For Show <value> of field’s <value> repetitions, type a
repetitions in the repeating  number.
field

Set the number of repetitions —{-

visible in a repeating field, and
their orientation

Choose an orientation for
displaying repetitions

For Use <value> orientation, choosevertical to display
repetitions stacked (as in a column); chdasizontal to
display them side by side (as in a row).

Field Format for “Date of travel”

- Style

(@) Standard field
[ Include vertical scrall bar

C) Fop-up list w | uzing value list | Define Yalue Listz w

[ Include "Other..." itern to allow entry of other values
[ Include "Edit..." tern to allow editing of value list

- Repetitions

Show of field's 4 defined repetitions

Use ||~ vertical orientation
..................... i)

- Behavior

[] alow entry into field

[]5etect entire contents of field on entry




?
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Note Data added to a repeating or calculation field with a formula that
uses repeating fields is always maintained and can be used, even if you
change the layout to display fewer repetitions or change the field to

nonrepeating.

Choose FileMaker Help Index from the (2) or Help menu, and then type:

» repeating fields

Adding borders, fill, and baselines to fields

You can add or change the borders, fill pattern,lmastlinega
horizontal line in a field to help you align data) for fields, before or after
you add fields to a layout.

1. In Layout mode, to set attributes for new fields, start with no fields
selected. To change the attributes of existing fields, select the fields

to change.

2. ChooseField Borders from the Format menu.

3. In the Field Borders dialog box, select options, and then @Kck

To

Do this

Set attributes for field
borders

Select any combination &bp, Bottom, Left, andRight. For
<value>format, chooseorders from the pop-up menu, and
then choose a color, pattern, and width.

Add baselines for field dataSelectText baselines. For <value>format, chooseBaselines

and set attributes for the
baselines

from the pop-up menu, and then choose a color, pattern,
and width.

Set a fill pattern for fields

Forvalue>format, chooserill from the pop-up menu, and
then choose a color and pattern from the palettes.

Add borders between
repetitions in repeating
fields

SelectBetween repeating values. For <value>format, choose
Borders from the pop-up menu, and then choose a color,
pattern, and width from the palettes. (See the examples
following these steps).

Default Field Borders

| -~ Field Borders

Choose which [ Top O Left
portion of the field to [deettern [ Right
assign attributes to [ Test baseines
D Between repeating values
Choose a color, (- [7Z[=-]

pattern, and width

£189.123
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Keep these points in mind:

= Changes made in the status area to the preset pattern, color, and line
width settings replace settings in the Field Borders dialog box, and
vice versa. See “Changing lines, colors, and patterns” on page 3-51.

= You can also use the fill controls in the status area to fill a field with
a color and pattern. See “Changing lines, colors, and patterns” on

page 3-51.
One box around all data in three Alazka 107 - 25 F1Z00.00
repeating fields Caribbean a7 - E $1790.00
Indonesia 203 - 34 F6263.00
“Wiorld tour 12 - 354 $10612.00
Select Top, Bottom, Left, Select Top, Bottom, Select Top, Bottom,
and choose a width and choose a width Right, and choose a width
Lines between the repeating values Alaska 12 - 213 F1200.00
Craribhesn &7 - G F1720.00
Indonesia 213 - 54 F6263.00
For each field, select the Between "World tour 12 - 34 $10612.00
repeating values option, and then
choose a line width |
Left and right borders for the middle field Alaska 112 - 213 F1200.00
Caribbean a7 - TS $1730.00
Indornesia 213 - 34 F6263.00
. ) “World tour 112 - 34 $10612.00
For the middle field, select Left and
Right, and then choose a width N

? Choose FileMaker Help Index from the (2) or Help menu, and then type:

» fields, customizing
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Defining value lists

To save time and ensure accuracy during data entry, define frequently
used text, number, date, or time values to display in a pop-up menu or
pop-up list, or as checkboxes or radio buttons. When you enter data,
choose from the list of defined values.

i —— Choose from this list of
Season E gﬁ&ﬁer values during data entry
[ Auturmn
O inker
O &l year

Value lists aren’t attached to any field definition but can be shared by
several fields. The values in a value list can be user-defined or based on
the values in a field in the same file or in a different file.

After you define a value list, you can use it to validate any field. (See
“Choosing data entry options” on page 2-6.)
To define a value list:

1. Select a field on the layout for which you want to use a value list, and
then chooséield Format from the Format menu.

2. In the Field Format dialog box, f8tyle, selectPop-up list using value
list <value>, and then choodeefine Value Lists from the pop-up menu.

3. In the Define Value Lists dialog box, fleme, type a name for the
list, and then cliclCreate.
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Names of value lists

4. Define the value list.

To Do this

Create a list of values  Seladge custom values, and then type each value on a separate
line, in the order you want them to appear. Press Return to
separate each value.

Choose from existing SelectUse values from afield, and then cliclSpecify Field. In the

values in a different  Specify Field for Value List dialog box, to choose from a field

field in a different file, clickSpecify File, and then choose a filename.
For Use values from this field, click the name of a field, and then
click OK.

Choose from existing In the Specify Field for Value List dialog box, selaisb display
values in a second  values from, click a field name, and then cli€k.

field 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.

Produce a separator In the list of custom values, type a hyphen on a separate line
line between items in awhere you want the separator line or space to appear, and then
pop-up menu or press Return.

pop-up list, or produce

spaces between radio

buttons or checkboxes

Delete a value list In the list of names, select the value list, and theDelktk

Duplicate a value list  In the list of names, select the value list, and theDaficate.

Define Value Lists

# Season List ) Create Delete
# Colors [

I Save I Duplicate
E 2 value Tist(s) Done

Type a name for the current list ——f— vatue List Hame [ colars
@ Uze custom walues: E]e:le uty Type
Each value must be Wellow custom
separated by a Green values
Determine Wthh carriage return. Orange
. Furple
values to display Add a divider by entering
in the list ahyphen “-* on a line
by itzelf.
2
() Use values from a field:

Click to use field values —+——{ speciry Fieia.. |
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Specify Fields for Value List

Select a file containing ——1— specify File... | “New Tours~
the field values you want
Usze values from this field: [ also display values from: —————1 Select a second
Truise Ship ] [Cruise e w field to display
. Cruise Destination [ | |Cruise Destination [
Select a field to Cruise wholesale price Cruise wholesale price values from
use its values Season Season
Notes MNotes
Tour length Tour length
Month Month
Low Temp Low Temp
High Temp High Temp
Rainfall Rainfall
Destination Destination
Logo Loga
2 2
[ Cancel ] [[ 0K ]]

5. Click Save, and then clicloone.

Keep these points in mind:

= You can open the Define Value Lists dialog box quickly by choosing
Define from the File menu, and thé&falue Lists.

= You format a value list as checkboxes, radio buttons, a pop-up menu,
or a pop-up list in Layout mode. See the next section.

= You can also define a value list or attach value lists to fields in the
Validation dialog box (of Define Fields) or in the Sort dialog box.

= You can edit a value list in Browse mode. See “Entering data from a
value list” on page 4-9.

? Choose FileMaker Help Index from the [2) or Help menu, and then type:

» value lists

Formatting fields with value lists
After you define a value list, you can make the following changes:

= Display values in a pop-up menu, a pop-up list, with radio buttons, or
with checkboxes.

= Add anOther item to checkboxes, radio buttons, pop-up menus, and
pop-up lists so you can enter a value that’s not in the list.
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= Add anEdit item to checkboxes, radio buttons, pop-up menus, and
pop-up lists so you can edit the values in the list.

Season Spring
Spring <
Summer [ |
Auturmn
: inker
S aprin
s g Sﬁmrﬁer Season  |QETREICE allyear
) A utumn S LUmImet
3 Winker ALtumn
O Allyear Winker ||
All year &
Checkboxes Radio buttons Pop-up menu Pop-up list

?

Note Before you begin, you need to define a value list. See “Defining
database fields” on page 2-3 and “Defining value lists” on page 3-75.

1. In Layout mode, select the field to format, and then chBelse
Format from the Format menu.

2. In the Field Format dialog box, select options.
= To choose a format for a value list, faralue> using value list,

choose a format, and then choose the name of a value list or define

a new value list.
= To add arDther item to a value list, foxvalue> using value list,

choose a format, and then choose the name of a value list or define

a new value list. Then seldatlude “Other...” item to allow entry of
other values.

= To add arkdititem to a value list, forvalue>using value list, choose

a format, and then choose the name of a value list or define a new

value list. Then seledtclude “Edit...” item to allow editing of value list.

3. Click OK.

Note Pop-up lists, pop-up menus, checkboxes, and radio buttons appear

when you publish a database on the Web using FileMaker Pro Web
Companion Instant Web Publishing. Howe\Eglit andOther items do
not appear.

Choose FileMaker Help Index from the [2) or Help menu, and then type:

» value lists
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Working with text
Text makes a layout easier to use and understand. When you add text to
the body of a layout, FileMaker Pro displays the text with every record.
Add text for labels or column headings that identify fields, instructions
on a form, report titles, page or record numbers, and so on. On some
predefined layout types, FileMaker Pro displays the field name as text.
Text typed or pasted on a layout is a text object (except when it’s part of
a graphic), which you can select, group, move, shape, cut, or copy, as
any other object.
Note Text objects do not appear when you publish a database on the
Web using FileMaker Pro Web Companion Instant Web Publishing.
FileMaker Pro can use all the fonts installed in the System Folder of
your current startup disk. If you have Helvetica on your system,
FileMaker Pro uses it by default. Otherwise, it uses the Geneva
computer font. To update your list of fonts, see the documentation that
came with your computer
You can set the font for text before you type it, or you can change the
font of existing text or field objects.
EO=————————— (lients FE
[standard || Header | 40
= || Company Name  [Company Hame =
Client First  [lignf Eirst
Client Last  [Clignt Last
L & Client Title  [C:lignf Titls:
FEA Phone [Phone. ]|
j_| AT~ Home Ph::: :;g)me Ehang
D =] Main Number  [Main Humbsr
Changing these field =—— 1 [Address.
labels doesn't affect (sl city [y
the actual field names ~ |[Fart d Post Code  [Fost Code
e BT
& Holiday Card Hn.)li;:i;n;' Card
[&-[%-[=-] priority  [PriCHTy.
D H e Notes  [Rloke:
[Falfalicn
Comments [Comtnents
ki
100] d‘EIEﬂ Layout [ =) I | =2 ]
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Keep these points in mind:

= You can also use drag and drop and context menus to edit text. See
“Using drag and drop to move information” on page 4-13 and
“Editing objects and data quickly using the context menu” on page
3-42.

= Use standard editing conventions when working with text. For
keyboard equivalents and other keyboard shortcuts, see
FileMaker Pro Quick Referenamn the back cover of this user’'s
guide.

= To use the attributes of an existing field or text object to set the preset
attributes for all text, hold down Command and click the field or text
object.

= To change text attributes, see “Changing the appearance of text” on
page 3-88.

= You can change attributes for the text in a field when you set the
field’s format. See “Formatting text attributes in individual fields” on
page 3-60.

= To check the spelling of text, see “Checking your spelling” on page
1-13.

Typing text
When you add text, you see a temporary border around the object, to
indicate the object’s boundaries. The border doesn’t display or print
when you browse, preview, or print records.

Temporary border

To type text:
1. In Layout mode, select the text tool in the tool panel.

Text tool 2. With the I-beam pointer, click in the layout where you want to add
text.

3. Type the text.

You can also type text with other tools selected. If you click on the
layout and begin typing, FileMaker Pro creates a text object where
you click.
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To control the size and position of the borders before typing:

1. In Layout mode, select the text tool, and then position the pointer
where you want the text to begin.

2. Drag the pointer until the border is the size you want.
3. Type the text.

Keep these points in mind:

= The text appears in the current font, style, line spacing, color, and
alignment. To set or change text attributes, see “Changing the
appearance of text” on page 3-88.

= To set an option to keep layout tools selected until you select another
tool, see “Setting layout preferences” on page 9-3.

= FileMaker Pro adds text to a layout in different places, depending on
what you select.

When you select Text appears

Nothing on the layout and start  In the last place you clicked.

typing

A text object and start typing In place of the selected text object.

An object (such as an oval) and stawithin the boundaries of the selected object (the

typing text isn’t actually inside the object but layered in
front of it).

? Choose FileMaker Help Index from the (2) or Help menu, and then type:

» text, entering
» text tool
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Selecting text

Before you select text, select the object (in Layout mode) or field (in
Browse mode) by clicking it. Then:

To select Click the text tool and

Individual characters With the pointer, drag through the
characters.

A word Double-click the word.

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

A paragraph of text Click the block of text four times.

All text in a field or text object Click the field or object five times.

72 Choose FileMaker Help Index from the [2) or Help menu, and then type:

» text, entering

Editing text
You can make changes to text after you type it on the layout.

To Do this

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

Paste a copy of text ~ Select the text, and then cho@spy from the Edit menu. Click

elsewhere where you want the text to appear, and then chieastefrom the
Edit menu.

Remove text and pasteSelect the text, and then cho@s from the Edit menu. To paste
it elsewhere the cut text, click where you want the text to appear, and then
choosePaste from the Edit menu.

Edit text quickly using See “Editing objects and data quickly using the context menu” on
commands in a pop-uppage 3-42.
menu

Delete text permanently Select the text, and then press Delete. FileMaker Pro doesn'’t place
your selection on the Clipboard, and you can't paste it anywhere.

Paste text from a In the other application or desk accessory, select the text. Choose
different application or Copy or Cut from the Edit menu. Click where you want the text on
desk accessory the FileMaker Pro layout, and then choBsgte from the Edit

menu.
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Keep these points in mind:

= To restore text you deleted, chodselo from the Edit menu before
you do anything else in FileMaker Pro.

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

= To change the appearance of text, see “Changing the appearance of
text” on page 3-88.

= To rearrange text on the layout, see “Arranging objects” on page
3-44.

? Choose FileMaker Help Index from the (2) or Help menu, and then type:
> text, editing

Displaying special information
You can display or prirfixedinformation (like the date as it was when
entered) owvariableinformation (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 date, time, or
user name as it is when you place it in the layout. This information stays
the same whenever you display, print, or preview records.

1. In Layout mode, click where you want the variable information to

display.
2. ChoosePaste Special from the Edit menu, and then choose a

command.

To insert Choose You see this on the layout

A fixed date Current Date The current date (taken from your
computer’s calendar)

A fixed time Current Time The current time (taken from your
computer’s clock)

A fixed user name Current User Name The current user name

A variable date Date Symbol Two slashes (//)

A variable time Time Symbol Two colons (::)

A variable user User Name Symbol Two vertical lines (||)

name

A page number  Page Number Two number symbols (##)

A record number  Record Number Two at symbols (@ @)
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Note Before you print a layout that displays the current page number,
you can specify the starting number in the Print dialog box. (See
“Printing” on page 6-12.)

? Choose FileMaker Help Index from the [2) or Help menu, and then type:

» variables

Formatting text paragraphs

You can format text, and the data in text fields, as paragraphs. For
example, indent the first line of text, or insert tab stops in a text field. Set
formatting options individually or all at once.

Using the text ruler
Format text on layouts and in text fields using the text ruler.

Choose a font — Align paragraphs Set tabs

[ Helvetica -1z [B][F ][] Ela[s]=] 7l

j\ﬁ||||||||1|||||||2|||||| IIIIIII5IIIIIII|6IIH\
Choose a font size. — Set font styles Choose ruler units—

1. To display the text ruler in Layout mode, cho®ed Ruler from the
Show menu. In Browse mode, chodse Ruler from the Format
menu.

2. In Layout mode, select the objects to format. In Browse mode, select
the text to format.

To set tabs, indents, or margins, select text first. If you click a text
object without selecting text, you can only set font, size, style,
alignment, and ruler units.
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3. Select options.

To Do this

Indent the first line Drag the left indent mark=" . The first line indent
marker automatically follows.

To move the left indent marker by itself, press Option

and drag it.

Set the font Choose a font from the pop-up menu.

Set the font size Choose a size from the pop-up menu.

Set the font style Click one or more style controls (bold, italic, or
underline).

Set a tab Click a set tab button, and then click the ruler where

you want the tab. (Set up to 20 tabs for each text object
or field.) Select a left-align, center-align, right-align,
or decimal-align tab. Or double-click a tab marker to
display the Tab dialog box. (See the next section.)

Align text Click an alignment control. Select left, center, right, or
justified alignment.

Change the unit of measure Choose a unit from the pop-up menu.

Change the left or right margin  Drag the left or right indent markers on the ruler.

Note After you set tab stops within a field, use the tab stops in Browse
mode by clicking inside the field, then holding down the Option key
while pressing Tab.

Choose FileMaker Help Index from the (2) or Help menu, and then type:

» text ruler

Setting tabs using the Tab dialog box

1. Display the text ruler, as explained in “Using the text ruler” on page
3-84.

2. To display the Tabs dialog box, with text selected, double-click a tab
marker in the text ruler.

You can also chooskext from the Format menu, clidkaragraph in
the Text Format dialog box, and then clicks.
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3. In the Tabs dialog box, select options.

To Do this
Set the tab alignment Fdype, select an option.
Set a decimal tab ClioMign On. To set a decimal tab on a separator other

than a period (.), type a character in the text box.

Specify the tab’s position on theé=or Position, type a value.
ruler

Specify a fill character Fdiill Character, type a character (for example, for a
phone listing, you can fill the area between the name
and the telephone number with periods).

Apply the current settings and Click Apply.
set another tab

Change the options for the  Select new options, and then cligdt.
currently selected tab

Set a new tab Select options, and then dliek

Clear the current settings, to  Click Clear.
start over

4. Click OK when you’re done setting options for all tabs.

Tabs
_ 0.50 ) ¢ Tupe
Current tab settings —H | 1.00 [t @lLeft Set alignment
1.50 i+ (O Center foratab

{+ () Right

i+ (O Align On:

5 Specify the tab’s

Position: |0.50 in position
| Fin character: Specify a fill

character

? Choose FileMaker Help Index from the [2) or Help menu, and then type:

» text, formatting



Laying out and arranging information ~ 3-87

Formatting paragraphs all at once

1. Display the text ruler, as explained in “Using the text ruler” on page
3-84.

2. To display the Paragraph dialog box, with text selected, double-click
a blank area of the text ruler.

You can also chooskext from the Format menu, and then click
Paragraph in the Text Format dialog box.

3. In the Paragraph dialog box, select options, and then@#fick

To Do this

Set text alignment FoXlignment, select an option.

Indent all the text Fandent, type a value fokeft or Right.

Indent the first line only Fandent, type a value foFirst.

Set line spacing Fdrine Spacing, choose an option. To set the unit of

measure, fokines, choose an option.

Set tabs Clickabs, and then see “Setting tabs using the Tab
dialog box” on page 3-85.

Apply the current settings to theClick Apply.
text without closing the dialog

box
Indent text
=———— Paragraph———————
-~ Alignment - - - Line Spacing
gteﬂt : Height |1.00 || setline spacing
Align text — enter i —
9 O Right Above|0.00 [Tnes ] 3?]ﬁ;2?rrﬁ§a?§re
O Justified | First [0.00  |in i Below|0.00 |[lines ~]|:
Settabs —— | {Tab -]

? Choose FileMaker Help Index from the [2) or Help menu, and then type:

» paragraph attributes
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Changing the appearance of text

You can change text attributes, like font or line spacing, before or after
you type text. If you change text attributes after typing text, the attributes
you set become the preset attributes for new text.

To set attributes for new text, start with no text selected. To change the
attributes of existing text, select the text, and then make your changes.

To set Do this

Font Chooséont from the Format menu, and then choose a font.
Size Choosé&ize from the Format menu, and then choose a size.
Custom font size Choosize from the Format menu, and then choBsgiom. Type a

value between 1 and 500, and then ciigk You see the new size
belowCustom in the Format/Size menu.

Style Choosétyle from the Format menu, and then choose a style. You can
apply more than one style to text. Use the Text Format dialog box to
set several options at once. See the next section.

Text alignment ChoosAlign Text from the Format menu, and then chobefg Center,
Right, orFull. Then, you can also chooEap, Center, or Bottom. The
setting applies to a whole field or paragraph, and not to individual
characters. (See the next table.)

Line spacing Chooskne Spacing from the Format menu, and then choose a
spacing.

Custom line spacing Chookime Spacing from the Format menu, and then choBsstom.
For Line Spacing, select options, and then cliek.

Text color Chooséext Color from the Format menu, and then choose a color.

You can display text in various alignments, as shown in the following
examples.

For example, this
alignment Aligns text like this

Left Mountaineering, Inc. sunglasses provide good looks and the
maximum protection against the sun’s damaging ultraviolet rays.
Mountaineering, Inc. sunglasses are endorsed by mountaineers and
skiers

Center Mountaineering, Inc. sunglasses provide good looks and the
maximum protection against the sun’s damaging ultraviolet rays.
Mountaineering, Inc. sunglasses are endorsed by mountaineers and
skiers




?

For example, this
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alignment Aligns text like this
Right Mountaineering, Inc. sunglasses provide good looks and the
maximum protection against the sun’s damaging ultraviolet rays.
Mountaineering, Inc. sunglasses are endorsed by mountaineers and
skiers.

Full Mountaineering, Inc. sunglasses provide good looks and the
maximum protection against the sun’s damaging ultraviolet rays.
Mountaineering, Inc. sunglasses are endorsed by mountaineers and
skiers.

Top Mountaineering, Inc. sunglasses provide good looks and the

(whenLeftis also  maximum protection against the sun’s damaging ultraviolet rays.

selected) Mountaineering, Inc. sunglasses are endorsed by mountaineers and
skiers.

Center

gggi?ég‘;t i5als0 \ountaineering, Inc. sunglasses provide good looks and the
maximum protection against the sun’s damaging ultraviolet rays.
Mountaineering, Inc. sunglasses are endorsed by mountaineers and
skiers.

Bottom

(whenLeft is also Mountaineering, Inc. sunglasses provide good looks and the

selected)

maximum protection against the sun’s damaging ultraviolet rays.
Mountaineering, Inc. sunglasses are endorsed by mountaineers and
skiers.

Choose FileMaker Help Index from the (2) or Help menu, and then type:

» text, formatting
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Changing several text attributes at once
You can set or change any combination of the text attributes at one time.

1. In Layout mode, to set text attributes for new text, start with no text
selected. To change text attributes of existing text, start by selecting
the text object.

2. ChooseText from the Format menu.
3. In the Text Format dialog box, select options, and then Gkck

For more information about the options, see “Formatting text
attributes in individual fields” on page 3-60.

Keep these points in mind:

= Changes to preset options affect the text format of text objects and
fields you add later. See “Formatting text attributes in individual
fields” on page 3-60.

= You can set default paragraph styles for text and fields before typing

text or creating new fields. To format text in paragraphs and fields,
see “Formatting text paragraphs” on page 3-84.

= Preset attributes apply to text objects that you create by selecting the
text tool and dragging to make a bounding box on the layout. If you
click on the layout and begin typing text, the preset attributes don’t

apply.
= Text attributes do not appear when you view data using Web browser
software.

? Choose FileMaker Help Index from the (2) or Help menu, and then type:

» text, formatting



Chapter 4: Working with information in records

After you create a database and define fields, you can enter and work
with data in the file. This chapter explains how to:

= add and edit data in a database
= view records in a database

find groups of records to work with
= delete records
= sort records

For information on adding, editing, viewing, searching for, deleting, and
sorting records on the Web, see chapter 11, “Publishing files on the
Web.”

Important Before you read this chapter, be sure you know how to use
FileMaker Pro Help, as explained in the preface, “Getting help.”

Working in Browse mode

When you finish defining fields for a new file, FileMaker Pro moves to
Browse mode, where you enter data into the file. (You also work in
Browse mode after you open a file or when you ch8asese from the
Mode menu.) In Browse mode you work with the contents of a file rather
than the appearance and layout.

When you work with a new database in Browse mode, you start with a
Standard layout. You can modify this layout and create additional
layouts in Layout mode (see chapter 3, “Laying out and arranging
information”). If the database you're using has several layouts, you can
choose a different layout from the layout pop-up menu at the top of the
status area.

In Browse mode, you also view, change, find, omit, sort, copy, and
delete records.

You can work with all the records in a file or a group of records, in sorted
order or the order in which you added them to the file. When you choose
a group of records to browse, you temporarily separate those records
from the others in the file so you can work with them.
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Each file has one current record at a time, which is the record on the screen if
you're viewing individual records, or the record marked with a solid bar if
you're viewing records in a list.

Clients EE|
Layout pop-up menu 1]
Book = .
— Client Entry
3
. ] Records: E Where
Number of records in the file +zs r fr"l' ‘v koL
Unsorted n = -
[¥ern [Critser [Promotions Assistant [ 712 555-5245 |
Current sort status of Client First Client Last Client Title PhonelExtension
records [690 Fielding PL | [712 555-3322 | [315 555-0011 |
Address 1 Home Phone Fax Number
[ ]
Status area Address 2 N
Toromnto | M532ws | [Canada | Agent Hame
City Post Code Country 15705
| | {}l Date Entered
Hotes
| Hew I Find I List I Labels | Letter
|
1DD| .l‘ﬁ Browse |¢|| |E:> =7}
| l Mode pop-up menu
Status area control
Zoom controls

? Choose FileMaker Help Index from the [2) or Help menu, and then type:

» records, overview

Adding data to a file

Add data to a file by typing, pasting, or copying data into blank fields of a
record. FileMaker Pro saves the file as you work. The following sections
describe how to add data to a file.
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Selecting a field for data entry

To work with data in a field, you first select the field. The boundaries of
a selected field are solid lines; boundaries of other fields are dotted lines.

To Do this

Select a field for data entry Click in the field. FileMaker Pro scrolls if necessary to
display the field’s contents. FileMaker Pro extends a
field that's filled beyond the border, if the field has no
scroll bar, until you move out of the field.

Move to the next field in the field Press Tab.
order

Move to the previous field in the Press Shift-Tab.
field order

Keep these points in mind:

= You can't press Tab to move to some fields (for example, calculation
and summary fields and fields omitted from the tab order) in Browse
mode. You must click in them to select them, as long as the fields
have been formatted to allow entry (by selechithgv entry into field
in the Field Format dialog box in Layout mode). You can’t add data
to calculation and summary fields, but you can copy their contents to
other fields.

= To change the order in which pressing Tab or Shift-Tab moves you
through the fields, see “Setting the tab order for data entry” on page
3-69.

? Choose FileMaker Help Index from the (2) or Help menu, and then type:

» entering data

Adding and duplicating records

You add records to a database by using\#eRecord andDuplicate

Record commands and then typing or pasting data into blank fields of the
record. If you specified entry options to enter values automatically, you
see those values entered in the record.
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?

Duplicate an existing record to quickly add a record with the same or
similar data. When you add or duplicate records, each new record is
placed at the end of the file. When you browse a group of records you
found (called théound set, new records appear at the end of the group
(until you sort them).

To Do this

Add a record Choodigew Record from the Mode menu. (You see a blank
record with one field selected.) Type data into the fields. (See
the next section, “Entering and changing data in fields.”)

Duplicate a record Select the record to duplicate. Chogdate Record from
the Mode menu. You can change data as needed. (See the
next section, “Entering and changing data in fields.”)

Note To return the current record to the way it was before you began
adding or changing data, chodert Record from the Mode menu
before you select a different record or leave the current one.

Choose FileMaker Help Index from the (2) or Help menu, and then type:

» entering data

Entering and changing data in fields

You can enter information up to the limit for the field type (for example,
255 characters in a number field), but you can see and print only as much
data as fits within the field boundaries. (You can change the boundaries
in Layout mode. See “Resizing objects” on page 3-50.)

To Select the field, and then

Type in a text field Type the text (up to 64,000 characters).

Type in a number field Type the data.

Type in a date field Type one date on one line in each field. Type the day,

month, and year as numbers (for example, 2/3/98) in the
format used when the file was created or the current
system format for dates (ilse System Formats is set),
separated by a nonnumeric character like — (minus) or /
(forward slash). Type a two-, three-, or four-digit year.
Don’t mix dates with other types of data.

For information about system formats, see appendix B,
“Working with international files.”
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To Select the field, and then

Type in a time field Type the time as hours and minutes or as hours,
minutes, and seconds in the format used when the file
was created or the current system format for tirméséif
System Formats is set), separated by a nonnumeric
character like : (colon). Use 24- or 12-hour format, with
or without AM or PM. (AM is assumed for a time less
than 12:00.) You can type a negative 24-hour time (like
—08:40:00).

For information about system formats, see appendix B,
“Working with international files.”

Insert a tab character in a field Press Option-Tab.
Add data to a container field See “Working with container fields” on page 4-6.
Delete a character Place the insertion point to the right of the character,

and then press Delete. Or place the insertion point to the
left of the character, and then press Del.

Edit data quickly, using commandsSee “Editing objects and data quickly using the context
in a pop-up menu menu” on page 3-42.

Replace text Select the text, and then type the replacement. Click
twice to select a word, three times to select a line, four
times to select a paragraph, and five times to select the
entire field contents.

Keep these points in mind:

= You can add a vertical scroll bar to a field. A scroll bar lets you see
all the field’s contents without changing the field’s boundaries. See
“Adding scroll bars to fields” on page 3-71.

= |n a date field, if you don'’t type a year, FileMaker Pro enters the
current year for you.

= There are many other ways of entering data in a field, like inserting,
or copying it from another source, using a lookup, or having
FileMaker Pro automatically enter the data each time you create a
record. See the appropriate sections in this chapter; chapter 8,
“Importing and exporting data;” “Choosing data entry options” on
page 2-6; and “Looking up and displaying data from other files” on
page 10-1.

? Choose FileMaker Help Index from the [2) or Help menu, and then type:

» entering data
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Working with container fields
A container field can store a graphic, a sound, or a QuickTime movie.
Note Sounds and QuickTime movies are not supported in FileMaker Pro
Web Companion Instant Web Publishing.
Importing graphics
1. Select the container field to import into.

2. Choosdmport/Export from the File menu, and then chodsgort
Picture.

3. In the Import Picture dialog box, choose options for the graphic, and
then clickOpen.

To Do this

Choose the file to import Select the name of the file (switch to a different
folder if needed).

Store a reference to the graphic fil8electStore file reference. (This keeps the file size

in the field down. However, if the file is moved or deleted,
FileMaker Pro can't display the graphic.) To store
the graphic in the file, deselegtbre file reference.

Please select a file
=] Clip Art *
[# Rirplane B&W 4| =—Hard Disk
[#) Alder B&W = =
jﬂ Arrow {4—|_|_|ag]
; '
Select a file ) Arrow (curve) (Deskiop )
[# Arrow1 BEW
D hrrow? oot o)
[#) Asia B&W e
3] Balloon (Thinking) B8W [
) Select to store a
Choose a file type — Show: [PICT reference to the
[ store file reference graphic file in the field

? Choose FileMaker Help Index from the (2) or Help menu, and then type:

» importing data

Importing QuickTime movies
1. Select the container field to import into.
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2. Choosdmport/Export from the File menu, and then chodsport
Movie.

3. In the Import Movie dialog box, double-click the filename (change
folders, if needed).

[£3 QuickTime movies ¥ |
LT Preview i i Hard Disk
Crocees QulTe — H L
movie file -n
B stream Movie
B Trees & Sun Movie Desktop
B Wwater Movie -
[_Open ]
Select to see a frame of (_ Create 2
the movie displayed [ Show Preview

To crop or scale the first frame of the movie, see “Defining display
formats for fields” on page 3-59.

? Choose FileMaker Help Index from the (2) or Help menu, and then type:

» importing data

Playing QuickTime movies
To control a QuickTime movie, click the field containing the movie, and
then use the movie controls.

Click the Play buttonto —{Zj I [ iDi II'" I Ik

start or stop the movie

Drag the scroll bartogo to a Click the Backward or Forward
specific frame of the movie button to step through the frames
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The movie in a container field is a reference to a QuickTime movie file.
If you move the database to a different computer, move the movie file
as well (unless you have access to it through an AppleShare network
server).

Pasting graphics, movies, and sounds from the Clipboard

Cut or copy a graphic, movie, or sound in a different application by
putting it on the Clipboard. Then paste it into a FileMaker Pro container
field.

1. After you cut or copy the graphic, movie, or sound to the Clipboard,
open the FileMaker Pro file to paste into.

2. In Browse mode, display the record to paste into, or add a new record.

3. Select the container field, and then chaeeste from the Edit menu.

To delete graphics, movies, or soursidect the container field and
press Delete, or use drag and drop to move the item to the trash (see
“Using drag and drop to move information” on page 4-13).

Note You can also drag and drop graphics and sounds into container
fields. See “Using drag and drop to move information” on page 4-13.

? Choose FileMaker Help Index from the [2) or Help menu, and then type:
» playing

Recording and playing sounds
With Sound Control Panel and a microphone, you can play and record

sound.

To Do this

Record a sound Double-click a blank container field. In the Sound Record
dialog box, clickRecord.

Play a sound Double-click the field where the sound is stored.

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

Play back a recording In the Sound Record dialog box, Blayk

? Choose FileMaker Help Index from the [2) or Help menu, and then type:

» sounds
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Entering data from a value list

Add or change values

in Layout mode, you can define a list of values to enter or validate data
in one or more fields and format the values to appear in a pop-up list, a
pop-up menu, as radio buttons, or checkboxes. You can also include an
Other item (to add a value not in the list) andEdit item (to add or

change values from Browse mode) in value lists. (See “Choosing data
entry options” on page 2-6 and “Formatting repeating fields” on page
3-72.)

To Do this

Choose from a pop-up list Select the field with the pop-up list, and then select a
value by clicking the value.

Choose from a pop-up menu Select the field with the pop-up menu, and then choose
a value.

Choose from radio buttons Select the field with the radio buttons, and then select a
value.

Choose from checkboxes Select the field with the checkboxes, and then select a
value or values.

Choose afther item SelecOther in the list of values. In the dialog box that
appears, type a value, and then cOk

Hide a value list Press Esc, or select the field again. Press Esc again to
see it.

Type a value that's not in a list Select the field again, and then type the value.

Deselect a checkbox Select the selected checkbox again.

Deselect a radio button Select a different value.

Deselect several radio buttons orPress Shift and select the values.
pop-up menu items

Deselect ather item ClickOther, and then delete the associated value (and its
carriage returns) in the dialog box.

Edit a value list Clickedit, and then make any changes to the values in
the Display Values for walue list> dialog box.

Edit Dalue List “Seasons”

&

Spring
Summer
Autumn
Winter
All Year

=
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Type a value to

Other...

enter in the field

?

Holiday

2]
=]

Choose FileMaker Help Index from the [2) or Help menu, and then type:

» entering data

Viewing and inserting data from another source

To maintain consistency across records, you can do the following:

= View values in the index (when a field is indexed), which contains all
the values in the currently selected field and insert them into the
current field.

= |nsert the current date, time, or user name.

Working with the index

When you have field values indexed (by selecting storage options in the
Entry Options dialog box), FileMaker Pro indexes the values in each
text, number, date, time, and calculation field. You can view the values
in a field’s index, and insert them into the field to prevent typing
duplicate values incorrectly. (To index fields, see “Indexing fields” on
page 2-12.)

Note Inserting values from the index is useful in Find mode. In Browse

mode, prevent errors by creating a value list and inserting values from
the list into the currently selected field instead of pasting values from the
index. (See “Defining value lists” on page 3-75.)

1. Select the field to hold a value from the index.

To replace the current field value, select the data to replace. To select
the entire contents of the field, cho@stect All from the Edit menu.
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2. ChoosePaste Special from the Edit menu, and then choésam Index.

3. In the View Index dialog box, to view each word instead of each
value, selecShow individual words.

4. Double-click a value to paste.

=—— lliew Index

Bordeaux
Cavalier
. . Explorer
Indexed values in a field ——| crand

Monarch
Paradize
Royal

&

=

[ show individual words

Note In a text field, the first 60 characters of the text are pasted.

? Choose FileMaker Help Index from the [2) or Help menu, and then type:

» index

Inserting the current date, time, or user name

You can insert the current date, time, or user name into a field in Browse
mode or into fields in a find request. Insert the current date into a date,
number, or text field. Insert the current time into a time, number, or text
field. Insert the current user name into a text or number field.

1. Select the field to insert information into.

2. ChoosePaste Special from the Edit menu, and then cho@serent
Date, Current Time, or Current User Name.
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Keep these points in mind:

= After youinsert the current date or time into a field, that value doesn’t
change. To display the current date or time, place a date or time
symbol on the layout. See “Displaying special information” on page
3-83.

= You can use a script to insert information into a find request (for
example, have a script enter the current user name to find all records
specific to the current user). For more information, see “Displaying
customized layouts” on page 5-32.

? Choose FileMaker Help Index from the (2) or Help menu, and then type:

» entering data

Copying and moving values and records

You can copy values from any field type, including fields that are
formatted as radio buttons, checkboxes, pop-up lists, and pop-up menus.

To Do this

Copy or move a value from Select the field contents and cho@spy or Cut from the Edit
one field to another menu. Select the field to hold the data, and then ctRaste
from the Edit menu.

Copy or move a value from aSelect the field contents and choG@spy or Cut from the Edit

field in one record to a field menu. Display the other record (see “Moving through

in another records” on page 4-18). Select the field to hold the data, and
then choos®@aste from the Edit menu.

Copy a value from the last Select the field to hold the data. Cho®aste Special from the
record you modified Edit menu, and then choo&em Last Record.

Copy values in a record to With no field selected, choo€epy from the Edit menu. In the
another application, like  other application, paste the record that's in the Clipboard.
word processing

Copy the found set of See “Copying the found set” on page 4-29.
records

Duplicate data from anotherSee “Adding and duplicating records” on page 4-3.
record in the current record
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Keep these points in mind:

= You can also drag and drop information between fields, records, and
applications. See the next section, “Using drag and drop to move
information.”

= When you paste data into a field formatted as radio buttons,
checkboxes, or a pop-up list or menu, the appropriate value is
selected, replacing the entire contents of the currently selected field.
When you paste a value that's not in the field’s value listQtes
value is selected, if applicable.

= When you copy a record, everything is copied except data in
container fields (including calculations with container results and
global fields of container type). Text fields are copied in
tab-delimited format, without styles, in the order they were created in
the file.

? Choose FileMaker Help Index from the (2) or Help menu, and then type:

» copying data
» deleting data
» pasting

Using drag and drop to move information

You can us@rag and dropto transfer information to or from
FileMaker Pro and other applications that are drag-and-drop capable
without using the Clipboard.

To use drag and drop, you need System 7.5 or later, or System 7.0 with
the Macintosh Drag and Drop extension.

You can use drag and drop in Browse mode, Layout mode, and Find
mode. In Layout mode, use drag and drop to transfer graphics or text. In
Browse mode, use drag and drop to transfer text, or the contents of a
container field, to another field. You can use drag and drop between
FileMaker Pro and other applications. Each application you're using
must support the type of data you're transferring (for example, you can’t
transfer a graphic into a text field).

1. Be sure both applications are open and visible on the screen in
Browse, Layout, or Find mode.



4-14  FileMaker Pro User's Guide

2. Drag an object from one application to the other.

You see an outline of the object you’re dragging while you hold the
mouse button down. If the other application can accept the object, the
destination area (for example, a field) is highlighted.

Keep these points in mind:

= To disable drag and drop for text in fields, deseealle drag and

drop text selection in the General area of the Preferences dialog box.
See “Setting general application preferences” on page 9-2.

= You can't use drag and drop with more than one object at a time into

?

FileMaker Pro.

Choose FileMaker Help Index from the (2) or Help menu, and then type:
» drag and drop

Replacing field values

You can replace the contents of a field in all or some records with a
different value (for example, replace the value Production Artist with
Production Specialist), a new series of serial numbers (when, for
example, records have become disordered), or an expression. You can
also modify a field’s existing values by using an expression that includes
the field (for example, change the value Gross Pay to the expression
Gross Pay + 1000).

Before you begin, keep these points in mind:

You can't replace calculation, summary, or global fields.

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

You may want to sort records before you reserialize them. For
example, sort suppliers by how frequently you use them, and then
reserialize the records. (See “Finding information” on page 4-19,
“Omitting records” on page 4-26, and “Sorting records” on page
4-30.)

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

Important You can’t undo replacing field values. Before you begin,
consider making a copy of the file.
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To replace field values:
1. In Find mode, find the records whose data you want to replace.

2. If you want the data in a specific order, in Browse mode, sort the
records.

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

4. If you're replacing data (not assigning serial numbers), type the value
to replace the current data with.

5. ChooseReplace from the Mode menu.
6. In the Replace dialog box, choose how to replace field values.

To replace each field

with Select

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

A serial number Replace with serial numbers. Then type the starting value

for the serial numbers and how much to increment each
number by. (FileMaker Pro enters serial numbers
starting with the first record in the found set).

If you chose to automatically enter a serial number
when you defined the field, you can update the next
serial number value in the Entry Options dialog box by
selectingUpdate serial number in Entry Options? in the
Replace dialog box.

An expression you specify  Replace with calculated result,and then cliclSpecify. In the
Specify Calculation dialog box, define the expression.
(See “Writing formulas for calculation fields” on page
2-20.) The expression result must match the field type
of the replaced field.

Replace

Permanently replace the contents of the field
“Invoice number” in the 4 records of the current
found set?

) Replace with: “53847"

@ Replace with serial numbers:
Initial value: 04840 |

Select how to replace
field values

Increment by: |I |

[] update serial number in Entry Options?

O Replace with calculated result: | Specify...

[ Replace ][[ Cancel ]]
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7. Click Replace.

Note If the field that contains the replaced data is validated, FileMaker
Pro doesn't validate the new data. (See “Choosing data entry options”
on page 2-6.)

? Choose FileMaker Help Index from the (2) or Help menu, and then type:

» values

Working with records

After you add data to records, you can work with them in various ways,
as described in the following sections.

Browsing records

View records individually or as a list. When you're browsing individual
records, the current record is the one you're viewing. When you're
browsing records in a list, you see as many records as fit on one screen.
In a list, the current record is marked with a solid bar along the left
side.

= To browse individual records, chod&®wse from the Mode menu.
(Be sureView as Form in the Select menu is chosen.)

= To browse records in a list, chod&ewse from the Mode menu, and
then choos#&iew as List from the Select menu. To work with a
particular record, click anywhere in the record to make it the current
record.
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When you view records in a
list, you see any header or
footer in the layout

New Tours

L&
T

Available ...

Available Tours

7

Current record bar ———

Records:

Unsorted

3

EveryWhaere
T

A A ¥ & L

Cruise Ship Cruise Destination

Tour length Cruise wholesale pric

rooAutUmn Cinter @Al year

iSan Juan, 5t Thomas, Curacao, S kartin, and Cozumel. Luxury
accommodations. Mo tipping policy.

Season

Hotes

Cruise Ship  Explorer South Pacific

21 nights Cruise wholesale price $3,995 1o $9,550
QSpring G Summer O Autumn Qiner @ Al year
Includes Mew Zealand, Australia, Tonga, and Fiji.

Cruise Destination
Tour length
Season

Hotes

Spring Tour Catalog

Browse

[T

|
BE

Note You can also prepare a Columnar report layout to show records in
a list. See “Using Columnar report and Extended columnar layouts” on
page 3-9.

Opening a URL

If you have a valid URL (Web address) in a field, you can click on the
address, automatically open your Web browser, and go to the URL.

To open a URL from a field:

1. Press and hold the Command key, and then click any part of the URL.
2. Chooseédpen <URL> from the context menu.

Note This feature requires the Internet Config 1.1 (or later) tool. For
information on installing this extension, see your Mac OS
documentation.
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Moving through records

To move from one record to another, use keyboard commands or the
book in the status area. When you browse individual records,
FileMaker Pro displays the number of the current record in the
lower-right corner of the book. When you browse records in a list, the
current record is also identified by a solid bar to its left.

Client Entry I
Click to move to previous record — [ = BH— Bookmark

Click to move to next record —ff =
[ = Current record number

Records:
35

To move Do this

One record at a time forward Click the bottom page of the book.

One record at a time backward Click the top page of the book.

Quickly to a specific record Click the record number at the bottom of the book, type

the record number you want, and then press Return. (Or
press Esc, type the record number, and then press
Return).

Quickly through records Drag the bookmark down or up to move forward or
backward to a specific record.

Record by record through the list  Use the scroll bar to view records, and then select the
record you want to work with.

To a record with a unique value See the next section, “Finding information.”
that you know

? Choose FileMaker Help Index from the [2) or Help menu, and then type:

» records, overview
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Finding information
You find specific records using Find mode. In Find mode, you can get a
subset of the records in a file (called thend séetto do the following:

= Get specific information based on the data in text, number, date, time,
and calculation fields.

= View, edit, perform functions on, calculate summaries for, sort, print,
delete, export, or copy the found set to a different file.

= Find records that contain errors like empty fields, duplicate values,
invalid dates or times, or mistakes you might notice (like
misspellings) while viewing the index.

= Further reduce the found set by omitting records from it.

To find records, you typeriteria (the value or values to find) into fields

in afind requestwhich looks like a blank record. FileMaker Pro
searches through all the records to compare the criteria with the data in
the file. Records whose fields match the criteria are added to the found
set, and the found set becomes the records being browsed.

Find requests can be as simple or complex as required, from a single
request for a name in a field to multiple requests using operators and
omissions.

Defining find requests
1. Choose the layout to use for finding records.
The layout must include each field you plan to enter criteria into.
2. Chooserind from the Mode menu.

3. In the find request, select the field to use for finding, and then type
values in the field.

You can combine values you type with operators from the Symbols
pop-up menu.
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You can't enter search criteria in container fields, summary fields, or

global fields.
Use this For example, enter this
To find values that are operator in the field
Less than the value to the right of the <40
symbol <9/7/1998
Less than or equal to the value to the <95129
right of the symbol or <05:00:00
<=
Greater than the value to the right of >05129
the symbol >0/7/1998
Greater than or equal to the value te =100
the right of the symbol or >8:00
>=
Exactly as you specify, although the= =John
field may contain other values
(additional words, for example)
Exactly as you specify, in the order == ==John

you specify, and the field contains no
other values

Within the range you specify.

Arange is first to last character in th&"
alphabet for text; least to greatest for-
numeric; and earliest to latest for dater
and time.

(ellipsis)

.. (two periods)

... (three periods)12:30...17:30

1/1/98..6/6/98

Duplicate values (for example, to !
examine duplicate records in a
mailing list)

Today's date 1

I

Invalid dates, times, or calculated ?
results

One unknown or variable text @
character

@on

Zero or more unknown or variable *
text characters

J*n

In fields (to find fields that contain *
values)

Literal text (text exactly as it appears), "
but regardless of uppercase or
lowercase) in a text field

", Ltd."

Empty fields (for example, to find =
records of unfilled orders)




See the following sections for more information about search criteria.
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Click a page of the book to —{—
see another find request
Number of the current request — 1

Number of existing requests — 1

£l Clients =
[Client Entry || #
Client Entry
Requests: EV?I'_V}"\'Tlgre
I A A ¥ E L
[Jomit [ : E
| Client First _ Client Last Client Title Bl amaio

Click to exclude records —
that match the request | ™ El

Click to begin searching —{_Fina_|

less than

greater than

greater than or equal

Fax Number

Choose operators from the
Symbols pop-up menu to
paste into the request

Cl
<
£ less than or equal
>
H

exact match

.. range
duplicates

Country

A7 today's date

? invalid date or time

@ one character

* zero or more characters
O literal test

== field content match

Hew I Find I List ILaheIs

Letter

|
100 [ Find [a] [

=] =] i

4. Click Find in the status area, or chod®gform Find from the Select

menu.
To cancel before searching is finished, press Command-period.

Keep these points in mind:
= To return the find request to the way it was before you began adding

criteria, choos®evert Request from the Mode menu.

Use the “=" operator when you want to find a value that is exactly as
you specify—although the field could contain additional values.
(“=John” could returriJohn,” “John Smith,” and“John Q. Public.”) Use

the “==" operator when you want to find exactly what you specify, in
the order you specify'4=John” returns‘John” only; “==John

Smith”  returns“John Smith” only, not“Smith John.”)

You can use the index (if the field’s values are indexed) to insert
values into a find request. See “Working with the index” on page
4-10.
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= You cannot find duplicate values in unindexed fields. For more
information, see “Indexing fields” on page 2-12.

= You can perform finds on related fields. See “Finding and omitting
related records” on page 10-34.

? Choose FileMaker Help Index from the (2) or Help menu, and then type:

» find requests, defining

Finding information in different field types
In specific field types, you can find:

= text that matches a word, phrase, or a string of characters in a text
field or in a calculation field that produces a text result

= text characters that aren’t indexdite(al texf)

= numbers in a number field or in a calculation field that produces a
numeric result

= dates in a date field or in a calculation field that produces a date result

= times in a time field or in a calculation field that produces a time
result

Note To find data in a container field, 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.
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Finding text

To find this in a text field Type this in the field Example

Words that start with specificThe specific characters Chris Smith  finds Chris
characters Smith, Chris Smithson, and
Smith Christenson

A word that is part of a field's An equal sign (=) before the =John finds John andJohn

contents word Smith (but notJohnson)

An exact word and nothing Two equal signs (==) before==John findsJohn only

else the word ==John Smith finds
John Smith (but not
Smith John)

Exact matches on several An equal sign (=) before eack=Chris =Smith ~ finds
words in the same text field word in the search criterion inChris Smith or Smith Chris
that field (but notChristopher
Smithwick)

Words that vary by one or One wildcard character (@) Gr@yfinds Gray andGrey
more characters for each unknown character

Words that vary by more tharThe wildcard character (*) McK*e findsMcKechnie and
one character for all unknown characters McKenzie

Whole words of literal text Chooseliteral text from the  “"Marten and Jones

(text exactly as it appears, buBymbols list. Type the text, Interiors" finds Marten

regardless of uppercase or including spaces and and Jones Interiors but not

lowercase) punctuation, surrounded by Jones and Marten Interiors
double quotation marks ).

Partial words of literal text Chooseliteral text from the ~ *'son & Phillips" finds

(text exactly as it appears, bubymbols list. Type Johnson & Phillips and

regardless of uppercase or characters, punctuation, andPaulson & Phillips

overcase) shacee oXacly e Y SPPRSL.  fdsioston, Wi anc
double-quotation marks J. Markley Insurance, Inc.
Type the wildcard character
(*) to find text in the middle
of the literal text string.

Keep these points in mind:

= Searching for literal text takes longer than word searches. (See
“Indexing fields” on page 2-12.)

= You can omit records when you define one or multiple requests. See
“Omitting records” on page 4-26.

? Choose FileMaker Help Index from the [2) or Help menu, and then type:

» symbols
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?

Finding numbers, dates, and times

To find

Type this in the field Example

A number in a number field The number, in the format .50 finds.50, $.50, and50%

or calculation field that
produces a numeric result

used when the file was
created (unlesdse System
Formats is chosen)

A Boolean number in a

number field or calculation the field
field that produces a Boolean

result

The value you're using for Y, y,t, andT find Yes
1 finds1
F.fn, andN find False

A date in a date field or
calculation field that
produces a date result

The date as digits, separate®/3/98 finds 3/3/98,
by a nonnumeric character, iMarch 3, 1998, and
the format used when the file3/3/1998

was created (unlegfse

System Formats is chosen)

Today’s date in a date field ot/ /I finds April 4, 1998 (when

calculation field that
produces a date result

the current date is
4/4/98)

A time in a time field or
calculation field that
produces a time result

The time as digits, separated2:53:09 finds 12:53:09
by colons, in the format used

when the file was created

(unlessUse System Formats is

chosen)

Note For information about system formats, see appendix B, “Working
with international files.”

Choose FileMaker Help Index from the (2) or Help menu, and then type:

» data, finding
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Finding different sets of criteria

You can find all the records in a file (for example, after you've created
a found set), find records that match more than one set of critgyica(
AND search, or find records that match either one set of criteria or
another lpgical OR search

To find Do this

All the records in a file Choosgénd All from the Select menu.

A group of records that match a In one request, enter criteria into as many fields as
specific set of criteria needed to make your request specific (creating a logical
AND search), and then clidind (or choosePerform
Find from the Select menu). For example, typlenson
andPersonnel to find all people named Johnson who
work in Personnel.

Records that match one criterion d€hooseNew Request from the Mode menu. (Or use the
another bookmark to display the request to duplicate, and then
chooseuplicate Request from the Mode menu.) Enter or
edit the criteria, continue adding new or modified
requests for each set of criteria (creating a logical OR
search), and then cli¢knd (or chooséerform Find from
the Select menu). For example, tyypew York in the
first request an®aris in the second request to find all
records that contain either New York or Paris.

? Choose FileMaker Help Index from the (2) or Help menu, and then type:

» records, finding

Repeating, editing, and deleting find requests
You can repeat the most recent find request to find records that match
the same criteria. If you add or delete records after defining the first
request, the result is a different set of found records. You may also edit
your requests before finding records again.



4-26 FileMaker Pro User's Guide

?

You can delete requests as long as you keep at least one.

To Do this

Repeat a request Switch to the layout you want. Chidodify Last Find
from the Select menu, and then clihd.

Edit a request Switch to the layout you want. CHdseify Last Find
from the Select menu, make changes to the request as
needed, and then cli¢ind (or chooséerform Find from
the Select menu).

Delete a request Choobwdify Last Find from the Select menu. Use the
bookmark to display the request to delete, and then
chooseDelete Request from the Mode menu.

Note Performing a find retrieves records from all the records in the file,
not just from those previously found.

Choose FileMaker Help Index from the (2) or Help menu, and then type:

» copying records

Omitting records

When you don’t want to include all records in a particular group, you
canomitthe records to exclude, to make them temporarily unavailable.
Omitting a record doesn’t remove it from the file; the record is removed
only from the current found set. Omitted records aren’t included in
summaries, and they aren’t sorted, printed, or exported to another file.

You can also mix requests to find some records and omit others.
FileMaker Pro works through multiple requests in order, so you first
define the criteria for finding records and then the criteria for omitting
records.

In addition, you can find records that don’t match the request. For
example, to work with all the sales records except those for the city of
London, you can specify London in the find request and then omit those
records. It's often easier to omit the records gon’t want than to

search for all the records ydo want.



The first request finds all
records where Department
is Marketing, that is, all
employees in Marketing
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To Do this

Omit a specific record Display or select the record to omit, and then choose
Omit from the Select menu.

Omit groups of records Display or select the first record in a number of
consecutive records to omit, and then chdwsi
Multiple from the Select menu. In the Omit Multiple
dialog box, type the number of records to omit, and then
click Omit.

Bring back all the records in the file  Chod4l All from the Select menu.

Switch the found set with the Chooserind Omitted from the Select menu.
omitted set

Find some records and omit others In one request, type the criteria for finding the records.
In a second request, cliGknit, and then type the criteria
to remove records from those found. Then dfiolt (or
choosePerform Find from the Select menu).

Find records that don’t match theln one request, type criteria for the records to omit.
request Click Omit, and then clickind (or chooséPerform Find
from the Select menu).

Note FileMaker Pro works through multiple requests in the order you
specify, so define the omit requests last. Otherwise, subsequent find
requests might include records that should be omitted.

The following example shows three find requests where one request
omits a group of consecutive records. Together, these three find requests
find all records of employees in Marketing and Operations and omit
those whose title is Director.

EEe——— ElTIDlDI_.IBBS

First Name Last Name Title p i Last Review Date
) [reing

Requests:
1

O omit
Symbols E

100] .]‘ | Find [&] =

i




4-28  FileMaker Pro User's Guide

= Employees
. First Name Last Hame Title Dep Extensi Last Review Date
I A | I [[Marketing I I
Requests: Operations [ i
2
The second request finds all
records where Department Clomit
is Operations, that is, all sumbor= 2]
employees in Operations
|
ke
100 | JuflE|_Find 2] EE
Employees
. First Name Last Name Title Dep E i Last Review Date
I z | | | |Marketing I I |
Requests | " " ||Operat|ons ” ” |
i . 3 H [Director] [ :
The third request omits - T
records of employees [ omit
whose title is Director sumbets 5]
{ Fina | ]
k%
100 [T Find T EE
= Employees
First Name Last Name Title Dep E: i Last Review Date
— : [Kim [Chen [Edrministrative [Marketing 6842 [ EEEE] ]
Recards - Bill [Swanson [Office Manager  [Operafions | CEERE] |EIEE |
12 [Tyrone: [Danon [Prometicns [Marketing [6584 IEEE |
The found set Found: [Bok [Tigernon [Procurement |Operafions [6807 | EHEL |
¥ [Denise [Farngworth [[Printer [Cperations [EE03 |EEEE] |
Unsorted [Pae [Canders [Press CoordinatorOperations [GE03 | EEEEE] |
[Orsula [Saviskas [Production [Crerations 6504 [ |
1]
100 | Browse 5] EE

? Choose FileMaker Help Index from the (2) or Help menu, and then type:

» omitting records
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Copying the found set

Deleting records

?

You can copy the found set to the Clipboard to paste the records into a
different application, like a spreadsheet. Container fields aren’t copied.

In Browse mode with no fields selected, press Option-Command-C.
FileMaker Pro copies the data to the Clipboard in tab-delimited format
(in fields, separated by tab characters), without text styles, in the order
they were added to the file.

Choose FileMaker Help Index from the (2) or Help menu, and then type:

» copying records

You can delete an entire file of records, delete groups of records, or
delete single records. When you delete a recordpgamanently
discard the data in all the fields in that record.

Important You can’t retrieve deleted data, and you can’t undo deleting
recordsBefore you delete records, it's a good idea to make a backup
copy of your file.

To delete Do this

One record Select the record to delete and cHoelate Record from the
Mode menu. In the alert message, chelete.

A group of records Usind or Omit Multiple to select a subset of records to delete,
and then choosielete All from the Mode menu. In the alert
message, clicRelete.

All records in a database Chod#al All from the Select menu, and then chobalete
All from the Mode menu. (Or create a clone of the database
with no records. See “Saving a copy of a file” on page 1-11.)

Choose FileMaker Help Index from the (2) or Help menu, and then type:

» records, overview
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Sorting records

FileMaker Pro stores records in the order they were added to the file.
However, you often want to work with records in sorted order. Sorting
temporarily rearranges all or a group of records (the found set) based on
the entries in a field or set of fields, so you can browse, update, or print
the records in a different sequence.

You sort records by selecting fields whose contents you want to sort by.
The first sort field arranges the records based on the field's contents. The
second sort field arranges records when two or more records have the
same value in the first sort field, and so on. You can sort records in
ascending order, descending order, or in a custom order based on a value
list.

FileMaker Pro keeps the records in the sorted order until you perform a
find or sort the records again.
1. To sort some but not all of the records, find the records to sort.
See “Finding information” on page 4-19.
2. ChooseSort from the Mode menu.

3. In the Sort Records dialog box, choose fields for sorting, in the order
you want them sorted.

To Do this

Choose a sort field and sort itIn the fields list, double-click a field.
according to the selected order

Assign different sort orders toFor each sort field, in the fields list, select a field, select
fields as you add them to the a sort order, and then clidkove.

Sort Order list Ascending order is first to last character in the 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.

Change the sort order for field$-or Sort Order, select a field, and then select a sort order.
in the Sort Order list

Sort according to the order of In the fields list, select a field, selétistom order based

values in a value list (for on value list, and then choose or define a value list. (See
example, in the order months “Defining value lists” on page 3-75 and “Entering data
are arranged) from a value list” on page 4-9.)

Change the order of fields in For Sort Order, use the double-arrow (to the left of the
the Sort Order list field name) to drag the field to a new position.
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To Do this

Remove a field from the Sort For Sort Order, double-click the field.

Order list

Remove all fields from the SortClick Clear All.

Order list

Sort by summary fields Seldatlude summary fields. (See “Sorting by summary

fields” on page 4-32.)

Use a language for the order ilselectOverride field’s language for sort, and then choose a
which fields are sorted that's language.

different from the one used for

indexing

Close the Sort Records dialogClick Done.
box without sorting

Sort Records

Current File ("Employees ) - I Sort Order
First Mame & (Clear Al + Department I
Last Mame = # Last Mame al
Address —
. City » Move 3
Select fields to sort Home Phone
Title
Department Sort
Salary
Last Review Date Unsort
Mext Review
3 Done ]
[ nelude summary fields
]l @ Ascending order
i h. ) Descending order
Select the sorting order Lt O Custorn order based on value Tist | <o Lists Defined> _w
D Override field's language for sort | English -
4. Click Sort.

To cancel before sorting is finished, press Command-period.

Keep these points in mind:

= To sort records that have container fields that you want in order,
create a text or number field that describes or identifies the contents
of the container field. Then sort by the text or number field.

= To restore records to the order in which they were added to the file,
chooseSort from the Mode menu, and then clidksort in the Sort
Records dialog box.
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= When you sort repeating fields, or related fields in portals, FileMaker
Pro uses only the first value in the repeating or related fields to sort
records. To sort records based on values other than the first value,
make separate records for each repeating value.

= You can specify a sort order for related fields. If the match field in
one record in a file relates to the match field in more than one record
in a related file, you can specify that the related field in the first file
display a sorted value (or several sorted values if the related field is
in a portal displaying more than one row). For more information,
“Sorting related data” on page 10-43.

= When you add a record to sorted records, FileMaker Pro tries to
maintain the sort order. It adds new records to the end of the group
the current record is in. For example, if you sort records by month and
add a record where the month is June, FileMaker Pro adds the record
to the end of the group of June records. The message in the status area
changes t&emi-sorted to indicate the approximate order. When you
finish adding records, resort them.

= To create a script with a sort order, define the sort order, and then
click Done. Then define the script.

? Choose FileMaker Help Index from the (2) or Help menu, and then type:

» sorting records

Sorting by summary fields

You can include a summary field in the sort order. For example, sort on
a summary field named Monthly Sales Totals and on a field named Sales
Region to show monthly sales totals for different sales regions. (To sort
a summary field like Monthly Sales Totals, you must include a second
nonsummary field like Sales Region or Salesperson.)

Keep these points in mind:

= Sorting by summary fields affects the order of printed or previewed
records but doesn’t change the order of records in Browse mode.

= A summary field selected for sorting is placed at the bottom of the
Sort Order list. Summary fields can’t be sorted in a custom sort order.
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= |f data is already sorted appropriately for the summary report, you
don't have to re-sort when you add or remove summary fields in the
sort order. Add the summary field as described in the previous

section, and then clidBone (notSort).

? Choose FileMaker Help Index from the (2) or Help menu, and then type:

» summary fields



Chapter 5: Using ScriptMaker and buttons

FileMaker Pro includes ScriptMaker software, which you can use to
automate tasks like:

= switching to another layout or mode
= finding, sorting, and printing records
= dialing phone numbers

This chapter tells you how to use ScriptMaker and how to define buttons
to perform script commands.

Note FileMaker Pro scripts are not available when you publish a
database on the Web using FileMaker Pro Web Companion Instant Web
Publishing.

Important Before you read this chapter, be sure you know how to work
with FileMaker Pro, as explained in the rest of this guide. You should
also know how to use FileMaker Pro Help, as explained in the preface,
“Getting help.”
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Understanding scripts

A scriptis a command that tells FileMaker Pro to carry out one action
or a sequence of actions. Yparforma script to carry out its actions.

For example, when you click the Letter button on the Client Entry
layout, a script displays the Letter layout. Then the script switches to
Preview mode and pauses so you can see what the letter looks like when

it prints.

EBI

[Client Entry

—+ Client Entry
|| B

Reords EveryWhare

2z r A WTw B oL

Unsorted - B B
[Bill: [Adlington [Marketing Assistant 615) 555-8859
Client First Client Last Client Title Phone/Extension
13 Mein &t | [(B15) 5559875 | [(9147555-1304 ]
Address 1 Home Phone Fax Munber
[ ]
Address 2

Janet Swanson

s ] Agent Hame
Gity ST Country TEE
[P &dlingion prefers Txury accommodations =] Date Entered

Hotes [

Buttons on a layout

[[Mew | Find | List | Labels | Letter |

100 B| Browse  []

=]
=

“Print Letter ¥

Go to Lagout ["Letter *']

Entet Preview Mode [Pause]
Page Setup [Restare, Mo dialeg]
Print [Mo dialog]

Go to Layout [original Tayout]
Enter Browse Mode []

LR L R

-
When you click the Letter button,
FileMaker Pro performs the Print
Letter script

Clients

EE
4

) . Seript Deear Billy Adlington,
i C_“Ck to contlnue_the 7 Thank you for reserving a cruise with us. We value your business and appreciate
script—FileMaker Pro prints the opportunity 1 serve you

the letter, and then returns to
the Client Entry layout in
Browse mode

E}Nh-t_ae

rd Av b

be satisfied with your cruise

Sincerely,

Janet Swanson

00

Preview

If wou have any questions about your reservations, please call us—we want you to
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Scripts help you do a job the same way every time. They carry out
simple steps, like changing the printing orientation for envelopes, or
complex tasks, like preparing a large mailing.

You can perform additional scripts, callsabscriptswithin a script.
Subscripts make it easy to break a complex task into small tasks. For
example, you can find customers with a balance due with one script, and
then print form letters requesting payment with another script. The first
script contains a command that performs the second script (the
subscript)If a subscript is in a different file, it's called arternal

script.

With FileMaker Pro, you can:

= define a script that pauses to let you do unscripted tasks, like entering
data. When you resume the script, FileMaker Pro performs the
remaining script commands.

= save settings, like find requests and sort orders, in a script.

= printthe commands and settings that make up a script. (See chapter 6,
“Previewing and printing information.”)

= define passwords that prevent other users from defining or changing
scripts. (See “Protecting your files” on page 7-9.)

= perform astartup scripta script that runs when you open a
FileMaker Pro file. For example, a startup script can switch to a data
entry layout whenever you open a customer order database.
FileMaker Pro can also performshutdown scripevery time you
close a file. (See “Setting document preferences” on page 9-7.)

= send Internet mail using a separate email client (this requires an email
account).

= launch Web browser software and have it display a specified URL
(Web address—this requires an account with an Internet service
provider).

Choose FileMaker Help Index from the (2) or Help menu, and then type:

» scripts, overview
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Understanding ScriptMaker steps

?

A stepis a FileMaker Pro command that you use in a script. Steps are
similar to the commands you access through FileMaker Pro menus. For
example, you can create a record by chodsémgRecord from the Mode
menu, or you can perform a script that contains the New Record/Request
step.

Keep these points in mind:

= Many steps have options that you specify when you define a script.
For example, you can specify a field name in the Go to Field step.
FileMaker Pro Help contains detailed information about steps and
options.

= Some steps, like Paste, can only be performed in certain modes or
when a specified field is on the current layout.

= Some steps can display a dialog box when you perform a script. For
example, a script with the Sort step can display the Sort dialog box so
you can enter a sort order.

= You can use status functions in steps to monitor the state of your
database. For example, a script can check whether a file is sorted. Or
it can display a customized message that tells users what to do when
a found set is empty.

For a list of status functions, see “Status functions” on page C-16. For
examples using status functions, see “Displaying customized
layouts” on page 5-32 and FileMaker Pro Help.

= For information about using script steps with related fields, see
“Working with related fields” on page 10-30.

Choose FileMaker Help Index from the (2) or Help menu, and then type:

» script steps
» status functions



Control steps

?
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Use this step To

Perform Script Perform another script

Pause/Resume Script Pause a script, or resume a paused script

Exit Script Exit the current script

Halt Script Stop performing all scripts

If Perform steps if a calculation is True (not zero)

Else Perform another set of steps if a calculation is False (zero)

End If Mark the end of an If statement

Loop Repeatedly perform a set of steps

Exit Loop If Exit a loop if a calculation is True (not zero)

End Loop Mark the end of a loop

Allow User Abort Allow or prevent users from stopping a script

Set Error Capture Allow or prevent error messages from displaying. Use this step to

change the way FileMaker Pro handles error messages.

Choose FileMaker Help Index from the (2) or Help menu, and then type:

» control script steps
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Navigation steps

Use this step To

Go to Layout View the specified layout

Go to Record/Request/Page Move to a record in the found set in Browse mode, a find
request in Find mode, or a page in Preview mode

Go to Related Record Move to the current related record in a related file

Go to Portal Row Move to a portal row, or to a specified field in 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

Go to Previous Field Move to the previous field on the current layout

Enter Browse Mode Switch to Browse mode

? Choose FileMaker Help Index from the (2) or Help menu, and then type:

» navigation script steps

Sort, find, and print steps

Use this step To

Sort Order records in the found set

Unsort Restore records to the order in which they were created

Find All Find all records in the file

Find Omitted Find records that aren’t in the found set

Omit 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)

Page Setup Set Page Setup options for printing, like horizontal or vertical
orientation
Print Print information from the current file

? Choose FileMaker Help Index from the (2) or Help menu, and then type:

» sort/find/print script steps



Editing steps

Fields steps

?
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Use this step 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

Paste Paste the contents of the Clipboard into a field

Clear Delete the contents of a field without copying the contents to the
Clipboard

Select All Select the entire contents of a field

Choose FileMaker Help Index from the (2) or Help menu, and then type:

» editing script steps

Use this step

To

Set Field

Replace the contents of a field with the result of a calculation.
The field doesn’t have to be on the current layout.

Paste Literal

Paste a text string into a field

Paste Result

Paste the results of a calculation into another field on the
current layout

Paste from Index

Paste a value from the index into a field

Paste from Last Record

Paste 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 is thetive record)

Paste Current Date

Paste the current system date into a field

Paste Current Time

Paste the current system time into a field

Paste Current User Name

Paste the name of the current user into a field. (The current
user name is specified in the general preferences.)

Choose FileMaker Help Index from the [2) or Help menu, and then type:

» fields script steps
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Records 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 request

Delete Portal Row Permanently delete the current portal rowGdge Portal
Rowto specify which is the current row.

Revert Record/Request Return the current record or find request to the way it was
before you added or changed its data

Exit Record/Request Exit the current record or find request to update the field data
and make no field active

Copy Record Copy the contents of the current record to the Clipboard

Copy All Records Copy the contents of the found set to the Clipboard

Delete All Records Permanently delete all records in the current found set

Replace Change the contents of a field in all records in the found set

Relookup Update a lookup value in records in the found set

Choose FileMaker Help Index from the (2) or Help menu, and then type:

» records script steps

Import and export steps

?

Use this step To

Import Picture Import a graphic into the current field

Import Movie Import a QuickTime movie into the current field

Import Records Bring data from another file into the current file

Export Records Save data in a format you can open in another application

Choose FileMaker Help Index from the (2) or Help menu, and then type:

» import and export script steps
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Windows 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 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
View As View records individually or in a list

72 Choose FileMaker Help Index from the (2) or Help menu, and then type:

» windows script steps

Files steps

Use this step To

New Create afile

Open Open a file. Subsequent steps operate in the file that contains
the script, not the file just opened.

Close Close a file

Change Password Modify an existing password

Set Multi-User Turn network access On or Off for the current file

Set Use System Formats Use date, time, and number formats saved with the current
file, or use the system formats

Save a Copy as Save a copy of the current file

Recover Recover a file

? Choose FileMaker Help Index from the (2) or Help menu, and then type:

» files script steps
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Spelling steps

?

Use this step To

Check Selection Check the spelling of text in the selected field

Check Record Check the spelling of text in the current record

Check Found Set Check the spelling of all fields in all records in the found set
Correct Word Display Spelling dialog box so you can correct a misspelled

word. Spell check as you type (in the Spelling area of the
Document preferences) must be on.

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

Choose FileMaker Help Index from the (2) or Help menu, and then type:

» spelling script steps

Open Menu Item steps

?

Use this step To
Open Application Display the Application Preferences dialog box
Preferences

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

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. FileMaker Pro stops
performing a script after this step.

Open Sharing Display the File Sharing dialog box

Choose FileMaker Help Index from the (2) or Help menu, and then type:

» open menu item script steps
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Miscellaneous steps

Use this step To

Show Message Display an alert message

Beep Play the system beep sound

Speak Produce speech from text

Dial Phone Dial phone numbers

Open URL Open a URL

Send Mail Send email with the To, Cc, Subject, and Message fields as
specified in script step options

Send Apple Event Send an Apple event to another application

Perform AppleScript Perform AppleScript commands

Comment Add notes to a script to describe a step

Flush Cache to Disk Save the FileMaker Pro internal cache to disk

Quit Application Close all files and quit FileMaker Pro

? Choose FileMaker Help Index from the [2) or Help menu, and then type:

» miscellaneous script steps

Planning scripts

Consider these points before defining a script:

= What do you want to accomplish? Can you separate the job into
smaller tasks? If so, define a subscript for each small task, and then
define a script that performs the subscripts. It's usually easier to
design and test several small subscripts than one complex script.

= |s all the data you need in one file, or will the script operate on more
than one file? If you're using multiple files, which ones should the
script open? Where should you define the script?

= How will users perform the script? (See “Performing, resuming, or
stopping scripts” on page 5-19.)

= Will the script contain steps for page setup, printing, importing,
finding, sorting, or exporting? If so, what settings should you store
before defining the script? (See “Storing settings for a script” on page
5-15.)
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Defining scripts

Which fields and layouts will the script need? Some steps require a
field to be on the current layout (like Go to Field, Paste Literal, Paste
Result, and Replace), while others don't (Set Field). Use Go to
Layout to switch to a layout that has the fields your script requires.

Should the script switch among modes? For example, use Enter
Browse Mode before modifying data in fields and records, and use
Enter Find Mode before setting up a find request or finding data.

Should the script work on all records in the database, the current
found set, or a specific set of records? What if no records are found?
Use one of the find or omit steps to set up the correct records.

Which record should the script start with? For example, when 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

Go to Record/Request/Page to select a starting record.

How should the script advance through multiple fields and records?
Use navigation steps to move through a found set.

Should the records be sorted before the script processes them? If you
use the Loop step, use Sort or Unsort before the loop to order your
records properly.

When should the script finish? After all records have been processed?
After a specified condition has been met? Use the If step to perform
a task when the script reaches a specified condition.

How will you document your script design? Use the Comment step to
make your scripts readable and understandable.

How will you test your script? Use the Pause/Resume Script step to
pause at specific points in your script.

Tip Save a clone (or copy) of your database, and then define and test
your script in it to preserve the original data. After testing the script,
import data from the original file into the clone.

Define scripts in ScriptMaker by choosing steps and arranging them in
the order you want FileMaker Pro to perform them. If you're using a
subscript, define it first, and then define the script that calls (uses) it.

1. If you're defining a script to print, import, export, find, or sort, first

store the settings for the script.
See “Storing settings for a script” on page 5-15.
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2. ChooseScriptMaker from the Script menu.

3. In the Define Scripts dialog box, type the name of the new script, and
then clickCreate.

Scripts defined in the file

é Define Scripts for “Clients™
|

. . .~ ¢ List by Company || m
Scripts with checkmarks .~ + List by Area (Perform ]
appear in the Script menu ¥ Cancel
¢+ Find
+ ¢ Find Customer from Invoices
#+ To Invoices
+ Labels
¢+ Print Letter
' # Start Mailing
+ Print Clients —
+ Print New Entry [ Eair... )
« # New Entry N
— Click to
Drag the double arrow to [ Rename ) add a new
P R L
reorder the script in the script
Script menu
=
Script Name: 4 Include in menu
Type the name of a new script —{- |  (__pore ]

Select to include the selected script in the Script menu

4. In the Script Definition dialog box, choose steps for the script.
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Choose steps from

FileMaker Pro includes preset steps when you create a script. You
can change or delete the steps.

To Do this

Add a step Select the step in the Available Steps list, and therMcivek

Select options for the step, if they're available.

Delete a step Select a step in the script, and thenGliiak

Delete all steps ClicKlear All.

Duplicate a step Select a step in the script, and thenDulficate.

Change step options Select a step in the script, and then change the options.

Change the order of a Drag the double arrow to move the step.
step

Add a subscript Sele@erform Script in the Available Steps list, and then click
Move. Select théerform sub-scripts option, and then choose the
subscript from the pop-up menu. Choésternal Script if the

subscript is in a different file.

SelectPause/Resume Script in the Available Steps list, click
Move, and then specify the options. Or add a step with the Pause
option and set the option.

Add a pause in the
script

Steps in the script

script Definition for “List by Agent” ——————

Available Steps “List by Agent”

this list

Control
Ferform Script

Set Error Capture
Navigation

Go to Layout

Go to Record /Request /Page
Go to Related Record

Go to Portal Row

Go to Field

Go to Mext Field

Go to Previous Field

[€#] [+ Enter Browse Made []
% Go to Layout [“Letter *]

[

ptions

[] Restore sort order |

Define Scripts dialog box.

E’al_.ltsg.-’R_estume Soript % Fage Setup [Restore, Na dialag] OptiOf‘IS fora
it Sorip + Find ATl
Halt Soript % St [Restors, No dislog] _Ste_p appear
4 Print [] inside
=2
End If brackets
Lacp
Exit Loop If Drag the
End Laop rag
Allow User Abort dOUbIe arrow

to reorder the
step

Enter pmd e B Perform without dislog | %?ttohgtlons
[ Clear RII ][ Clear ] [ Duplicate ] [ Cancel ][[ 0K ]] selected Step
5. Click OK.

6. To list the script in the Script menu, selictude in menu in the



7. Click Done.
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? Choose FileMaker Help Index from the [2) or Help menu, and then type:

» scripts, defining

Storing settings for a script

When you define a script, FileMaker Pro saves the current settings for
page setup, importing, finding, sorting, and exporting. FileMaker Pro
can restore the settings when you perform the script.

To store settings for a script, specify them before adding Page Setup,
Print, Import Records, Perform Find, Sort, or Export Records steps to a

script.

To specify

Do this

Page setup
options

ChoosePage Setup from the File menu. Select the settings you want, and
then clickOK. For information about the options, see the manual that
came with your printer.

Print options

Chooskrint from the File menu. Select the settings you want, and then
click Print. FileMaker Pro saves most print settings, including the
number of copies and the type of information to print (Rkeords being
browsed). See “Printing” on page 6-12.

Import order

Import records using the field order you want to store. See “Importing
data into an existing file” on page 8-4.

Find requests

In Find mode, create the find requests. You don't have tBirditdk
perform the requests. See “Defining find requests” on page 4-19.

Sort order

In Browse mode, chodket from the Mode menu, and then choose the
fields you want to sort by and the sort order. Chioke. See “Sorting
records” on page 4-30.

Export order

Export records using the field order you want to save. See “Exporting
data from FileMaker Pro” on page 8-9.

Keep these points in mind:

= To use the settings when you perform the script, sele&etheare
option for Page Setup, 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. See “Defining scripts”
on page 5-12.
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= To see the settings you stored with a script, print the script definition.
See chapter 6, “Previewing and printing information.”

= You can enter settings when you perform a script instead of using
stored settings. FileMaker Pro doesn’t save the settings you enter
when you perform the script.

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 script. If you seleRéstore sort order and deselect
Perform without dialog, the dialog box displays default settings that the
user can perform or modify.

? Choose FileMaker Help Index from the [2) or Help menu, and then type:

» scripts, managing

Changing and duplicating scripts
1. Change the settings stored for the script, if necessary.
See “Storing settings for a script” on page 5-15.
2. ChooseScriptMaker from the Script menu.
3. In the Define Scripts dialog box, select a script name.

To Do this

Quickly create a similar script Clidbuplicate.

Change the name of the script Edit the name in the Script Name box, and then
click Rename.

Add the script to the Script menu Selkctude in menu.

Remove the script from the Script Deselecinclude in menu.
menu

4. Click Done to finish or click Edit to change the steps in the script.
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5. In the Script Definition dialog box, change the script steps, and then

click OK.

To Do this

Add a step Select the step in the Available Steps list, and theMoiek
Select options for the step, if they're available.

Delete a step Select a step in the script, and thenGliiak

Change step options Select a step in the script, and then change the options.

Change the order of Drag the double arrow to move a step.
steps

Note If you're changing a script that was created with FileMaker Pro
for Windows, steps that work only in Windows are displayed in
italics. You can’t change the options for these steps.

6. If you see the Script Settings dialog box, specify whether to keep or
replace the settings you previously stored with the script, and then
click OK.

FileMaker Pro

The following information is needed to perform this
script. You can:

= Keep the information already saved for this script
= Replace it with the information currently in use
Dimmed options aren’t available

Page Setup: Keep (O Replace . .
Import Order: () Keep (O Replace - in the current script
Find Requests: ) Keep (O Replace
Sort Order: ® Keep () Replace .
Export Order: @ Keep ¢ Replace Select an option to keep or replace
all occurrences of that setting type

(for example, all sort orders)

stored with the script

7. Click Done.

? Choose FileMaker Help Index from the [2) or Help menu, and then type:

» scripts, changing
» scripts, defining
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Reordering scripts in the Script menu

FileMaker Pro lists scripts in the Script menu and assigns keyboard
shortcuts (like Command-1) to the first ten.

1. ChooseScriptMaker from the Script menu.

2. In the Define Scripts dialog box, drag the double arrow to the left of
the script name to a new position.

3. To add or delete a script from the menu, select the script, and then
select or deseledriclude in menu.

Scripts with checkmarks appear in the Script menu.
4. Click Done.

? Choose FileMaker Help Index from the (2) or Help menu, and then type:

» scripts, managing

Deleting scripts

1. ChooseScriptMaker from the Script menu.

2. In the Define Scripts dialog box, select the name of the script, and
then clickDelete.

3. Click Delete again, and then clidBone.

Important When you delete a script, change scripts and buttons that refer
to the deleted script.

? Choose FileMaker Help Index from the [2) or Help menu, and then type:

» scripts, managing
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Performing, resuming, or stopping scripts

?

To Do this

Perform a script from the ScripiChoose the script name from the Script menu.
menu

Perform a script from the ChooseScriptMaker from the Script menu. Select the script

Define Scripts dialog box name, and then clidkerform.
Perform a script using a Type the keyboard shortcut. (See “Reordering scripts in the
keyboard shortcut Script menu” on page 5-18.)

Perform a script from a button  Switch to a layout that contains a button for the script. In
Browse or Find mode, click the button.

Perform a script when openindn the Preferences dialog box, set the option to perform a
or closing a FileMaker Pro file startup or shutdown script. See “Setting document
preferences” on page 9-7.

Continue a script after it pauses Cligdntinue in the status area, or press Return. If you
switch layouts while a script is paused and then continue the
script, remaining script steps occur in the new layout.

Stop a paused script Cliglancel in the status area, switch to another mode,
close the active window, or quit FileMaker Pro.

Stop a script (except when it iPress Command-period, hide or close the active window, or

paused) quit FileMaker Pro. If the script contains a Close or Toggle
Window step that hides the active window, FileMaker Pro
stops the current script and returns to the script that called
it (if there is one).

Note You can't stop a script that contains the Allow User Abort [Off]
step.

Choose FileMaker Help Index from the (2) or Help menu, and then type:

» scripts, performing
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Using buttons with scripts

A buttonis an object on a layout that you can click to perform one script
step or an entire script.

EEfI=———————  llients =—————————— 1=
[Crient Entry | (i}
= Client Entry
L 3 )
Records EveryWhere
33 T A Av B oL
Unsorted - - -
[John [Hiraki [Printing Assistant [(304) 555-9966 |
Client First  Client Last Client Title PhonelExtension
[466 Feat e | [(304) 5555577 | [(702)555-9575 ]
Address 1 Home Phone Fax Number
|
ludr“s 2 I | ‘ | Janet SN0
Cheylan T UsA
Agent Name  [—— - ———
City ST Country TEEE Specify Button
. Date Entered In Browse or Find mode , clicking on the
[ [2] selected set of objects will:
Hotes [0 Nothing I
- . Control =
[ Mew J_Find | List [[Labels | Letter | — =
Resume Soript
100 | Browse  [3] Ha't Seript

Buttons
]
Options
When you click the Letter Specify:

button, FileMaker Pro
performs the Print Letter script

Keep these points in mind:

= To show borders around buttons in Layout mode, chBattms
from the Show menu. See “Showing button, text, and field
boundaries” on page 3-43.

= To set buttons so they don't print, see “Keeping objects from
printing” on page 6-9.

= FileMaker Pro doesn’t store settings (like find requests) with a
button, but you can define a script that stores the settings and then
define a button to perform it. See “Storing settings for a script” on
page 5-15.



Defining buttons

Using ScriptMaker and buttons  5-21

Use the following steps to create a button labeled with text. To specify
a preference option for rounded or rectangular buttons, see “Setting

layout preferences” on page 9-3.

Note To create another type of button (for example, a circle with a

graphic), see FileMaker Pro Help.

1. If you're defining a button that performs an entire script, create the

script.

See “Defining scripts” on page 5-12.
2. In Layout mode, choose a layout, and then click the button tool.
See “Working with the drawing tools” on page 3-38.

= Clients

[Addres=s BooH|

EE
&
B

Client Address Book

Button
border

[Client Firat. [Client Lagt | [Phone

Client First Client Last

Phonel/Extension

][] [
Button tool — 5D

[&ddreas | [Efomme. Ehane

Address 1 Home Phone

If tools don't appear on the layout,
click the status area control

3. Drag the crosshair pointer on the layout to draw the button.
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4. In the Specify Button dialog box, select a step, set step options (if
they’re available), and then cli€k.

See “Understanding ScriptMaker steps” on page 5-4.

=—— Specify Button ==

In Browse or Find mode, clicking on the
selected set of objects will:
Go to Field ki
Go to Mext Field
Go to Previous Field
Enter Browse Mode =
Enter Find Mode
Enter Preview Mode
Sort/Find/Print

Select a step
Unzort
Find A1
Find Ornitted
Ornit At
5---Dptions ..................................................................
i [ Perform without dialog Set options for the step

5. Atthe insertion point, type a label for the button, and then press Enter.
6. Switch to Browse or Find mode to use the button.

? Choose FileMaker Help Index from the (2) or Help menu, and then type:

» buttons
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Copying, changing, or deleting buttons

To Do this in Layout mode

Select a button Use the pointer tool. See “Selecting objects” on page 3-39.

Move a button Using the pointer tool, drag the button. See “Moving objects” on
page 3-44.

Change the appearanc&ee “Changing the appearance of objects” on page 3-50.
of a button

Change a button label ~ See “Typing text” on page 3-80 and “Changing the appearance of
text” on page 3-88.

Copy a button See “Cutting, copying, and pasting objects” on page 3-45. When
you copy a button, you copy the object and the button definition. If
you copy a button from another file, change the button definition if
fields, layouts, or scripts don’t match.

Change a button Double-click the button. In the Specify Button dialog box, select a

definition step and options, and then cli@k. To modify a script that the
button performs, see “Changing and duplicating scripts” on page
5-16.

Delete a button Select the button, and then press Delete.

? Choose FileMaker Help Index from the (2) or Help menu, and then type:

» buttons

Working with Apple events

Apple events are Mac OS commands that automate, customize, and
control many Mac OS applications. FileMaker Pro can send Apple
events to any application that supports them. The application that
receives an Apple event is tteget application

FileMaker Pro uses ScriptMaker to send Apple events to other
applications. (See “Defining a script to send Apple events” in the next
section.) For example, a script can send Apple events to open a
spreadsheet application, send it data, and then create a chart.

Apple events are grouped irgaites FileMaker Pro supports the

Required suite, a special subset of the Core, Table, URL, and Database
suites, and its own FileMaker suite. It also support®kiject modela
standard way to refer to objects.
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FileMaker Pro can receive Apple events from scripting applications that
are designed to send Apple events, like the AppleScript Script Editor.
Applications can send events to FileMaker Pro to perform many tasks,
including:

= requesting data from a record or list of records

= requesting a list of scripts and performing scripts

= requesting a list of fields and getting data from the fields

= sorting or finding records

= placing or modifying data in any record, field, or list of records or
fields

= switching layouts
= creating and choosing menu items
= opening and closing databases

FileMaker Pro can also send commands written in the AppleScript
scripting language. Scripting languages use terms like “open” and
“field” instead of the four-character codes in Apple events. (See
“Defining a script to perform AppleScript commands” on page 5-28.)

Support for Apple events is a technical feature for FileMaker Pro
developers. To learn more about Apple events:

= open the Apple Events Reference database (included when you install
FileMaker Pro using the Easy Install option). The database contains
a complete description of all FileMaker Pro events and objects,
including examples and usage tips.

= contact the Apple Programmers and Developers Association
(APDA).

= read third-party books about Apple events and scripting applications.
= |og into the scripting forums available on many online services.

Keep these points in mind:

= To determine if an application supports Apple events, refer to the
documentation or the application’s scripting dictionary (called an
AETE resourck You can view the dictionary using the AppleScript
Script Editor.



?

Defining a script
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You can use the Perform Applescript step to communicate directly
with FileMaker Pro. For more information, see the Apple Events
Reference database. You can also use an applet, droplet, or scripting
application that communicates with FileMaker Pro.

FileMaker Pro can't receive Apple events while performing a
ScriptMaker script.

FileMaker Pro can send Apple events with text or AppleScript
commands that are located in a related file. See chapter 10, “Using
data from related files.”

To send Apple events to FileMaker Pro on a network, you need a
local copy of FileMaker Pro. Any commands you send to a guest
database are relayed to the host. See chapter 7, “Networking and
access privileges.”

Choose FileMaker Help Index from the (2) or Help menu, and then type:

» Apple events

to send Apple events

Before you send Apple events, consider the following:

Use the Send Apple Event step to send Apple events to other
applications. Each Send Apple Event step sends one event. You can
include more than one Send Apple Event in a script.

When specifying a field value or script text, FileMaker Pro sends text
as a parameter with the Apple event. See the documentation that came
with the target application to determine what information it expects

to receive with an event.

1. ChooseScriptMaker from the Script menu.

2. In the Define Scripts dialog box, create a script or select an existing

script, and then clickdit.

3. In the Script Definition dialog box, double-cli€end Apple Event in

the Available Steps list, and then cligpecify.
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4. In the Specify Apple Event dialog box, clikecify Application.

Specify Apple Event

Dacurnent Specify File...
pecify
ield value pecify Field..
Field +val Specify Field

Target application: “ClariswWarks ” Choose an App|e
Send the event with: event

() Seript et
L3
: =
¢ Optian:
[] Bring target application to foreground Choose Options
[<] Wit for event completion before continuing for the event
: |:| Copy event result to the clipboard

(specify Application...] [ cancel || ok |

5. In the Open File dialog box, select the target application, and then

click Open.

6. In the Specify Apple Event dialog box, choose the event you want to
send from the pop-up menu.

See “Choosing an Apple event to send” on page 5-27.
7. Select options for the event, and then cigk

Select

To

Bring target application to
foreground

Display the target application when it performs the Apple
event. Deselect this option to run the target application in the
background or to perform scripts more quickly.

Wait for event completion
before continuing

Wait for the Apple event to finish before returning control to
ScriptMaker.

Wait for event completion
before continuing and
Copy event result to the
clipboard. DeselecBring
target application to
foreground.

Copy the result of an event performed in the target application.
Use this option when sending events to an application that can
send an Apple event reply, like the HyperCard application. In
the next step, you can add ScriptMaker steps to paste the data
into a FileMaker Pro field.

8. In the Script Definition dialog box, finish defining or editing the
script, and then clickK.
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9. If you are changing an existing script and the Script Settings dialog
box appears, select options, and then ik

See step 6 on page 5-17.
10.Click Done.

Choose FileMaker Help Index from the [2) or Help menu, and then type:

» Apple events

Choosing an Apple event to send

When you add the Send Apple Event step to a script, you choose an
event in the Specify Apple event dialog box. The following table
explains the options.

To Do this

Open the target application Choagen application. In the Open File dialog box, confirm
the target application you selected in step 5 in “Defining a
script to send Apple events” on page 5-26, or select a different
application. ClickOpen.

Open a file Choosepen document.

= To open the same file each time FileMaker Pro sends the
event, clickDocument, and then clicl8pecify File. In the
Open File dialog box, select a file, and then cOpkn.

= To open afile using a pathname that's stored in a field in the
current record, clickield value, and then cliclSpecify Field.
In the Specify Field dialog box, select a field on the current
layout, and then clickK.

= To open afile by specifying a path to the file, cléckipt text
and type a path in the text box. (For example, HD:Database
folder:Database file.) This option opens the same file each
time FileMaker Pro sends the event.

Perform a script in the targeChoosedo script. The target application must support the do
application script event.

= To specify the file that contains the script, clicument,
and then clicl8pecify File. In the Open File dialog box, select
a file and then cliclopen.

= To perform a script that's stored in a field in the current
record, clickField value, and then cliclSpecify Field. In the
Specify Field dialog box, select a field on the current layout.
(The field can contain a complete script or a script name
depending on how the target application supports the do
script event.) ClicloK.

= To send a script with the event, cligéript text and type
script commands or a script name in the text box. The script
must be written in the target application’s scripting
language, not AppleScript. This option sends the same
script each time FileMaker Pro sends the event.
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?

To Do this

Perform other types of Chooselther. In the Specify Event dialog box, type thent
Apple events Class andEvent ID (four-character codes specified by the target

application). ClickOK.

= To send an Apple event to the same file each time you
perform the script, clicBocument, and then cliclSpecify
File. In the Open File dialog box, select a file, and then click
Open.

= To send text that's stored in a field in the current record,
click Field value, and then cliclSpecify Field. (The event must
accept a text parameter.) In the Specify Field dialog box,
select a field on the current layout. Cli@k.

= To send a text parameter with the event, Siaipt text and
type the parameter in the text box. (The event must accept a
text parameter.) This option sends the same parameter each
time FileMaker Pro sends the event.

Choose FileMaker Help Index from the (2) or Help menu, and then type:

» Apple events

Defining a script to perform AppleScript commands

Use the Perform AppleScript step to perform AppleScript commands.
The AppleScript extension, or the Apple Event Manager and QuickTime
extensions must be installed on your system. (See the Apple Computer,
Inc. Web site at http://www.apple.com for more information.)

1. ChooseScriptMaker from the Script menu.
2. In the Define Scripts dialog box, create a script, or select an existing

script and clickedit.

3. In the Script Definition dialog box, double-cli€rform AppleScript

in the Available Steps list, and then cligpecify.

4. In the Specify AppleScript dialog box, select options, and then click

OK.

To Do this

Perform AppleScript commands that Click Field value. In the Specify Field dialog

are stored in a field box, choose a field that contains AppleScript
commands, and then cli€. The commands
are compiled each time FileMaker Pro
performs the script.
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To Do this

Perform AppleScript commands Click Script text, and then type AppleScript

(up to 32K) commands in the text box. The commands are
compiled when you clickK, and then
FileMaker Pro stores the source.

5. In the Script Definition dialog box, finish defining or editing the
script, and then clickK.

6. If you are changing an existing script and the Script Settings dialog
box appears, select options, and then i€k

See step 6 on page 5-17.
7. Click Done.

See “Changing monitor settings” on page 5-37 for an example script.

? Choose FileMaker Help Index from the [2) or Help menu, and then type:
» AppleScript

Examples of ScriptMaker scripts

The following sections show scripts that you can use as starting points
for your work. Before reading the examples, you should understand how
to use ScriptMaker. For information about script steps or more
examples, see FileMaker Pro Help.

? Choose FileMaker Help Index from the [2) or Help menu, and then type:

» script examples
> Script steps

Entering and printing data

This example illustrates a simple way to automate data entry. When you
perform the New Entry script, it creates a record, and then pauses so you
can enter data. When the script pauses, you can:

= resume the script by clickir@pntinue or pressing Enter. The script
loops(repeats steps) to create a record.

= print the current record by clicking the Print button on the layout.
FileMaker Pro performs the Print Record script, and then returns to
the paused New Entry script.

= stop the script by clickinGancel.
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“Mew Entry ¥
|3 Loop
= - #  Mew Record/Request
=0 Clients ==, 5% rietd 1“Chint First ]
[pata entry || #  PausesResume Soript []
# End Loop
=+ Client Entry Steps between
A Loop and End

p— ey Loop repeat until

ecords: W Whare i
= ovEryYvhore you stop the script

ted I |
Client First Client Last .Clienl Title :Pllonel'Exlension:

Seript: Home Phone Fax Humber

Kddress 1

Click to resume —fcontinue )

the script
Click to stop
the script

Address 2

s Date Entered

Notes

Click to perform

100 [im]

Browse the Print Record

=l ER |

script

“Print Record ¥

+ Page Setup [Restore, No dialog]
+ Print (Mo dialog]

>

The following sections describe how to define the example scripts and
button.

Example step 1: Define the New Entry script

In ScriptMaker, define the New Entry script with the steps shown in the
previous figure.

Example step 2: Store page setup and print settings

Store page setup and print settings for the Print Record script so you
don’t have to select them each time you perform the script.

1. Choose Page Setup from the File menu, choose the paper size and
orientation, and then clidBK.

2. Choose Print from the File menu, seléatrent record, and then click
Print.
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Example step 3: Define the Print Record script

In ScriptMaker, define the Print Record script with the steps shown in
the previous figure. Choose the following options to use the stored
settings when you perform the script.

For this step Select these options

Page Setup Restore setup options
Perform without dialog

Print Perform without dialog

Example step 4: Define the Print button
On the Client Entry layout, define a button to perform the Print Record
script. (See “Defining buttons” on page 5-21.)

Specify Button

In Browse oF Find mode, clicking on the
selected set of objects will:
Do Mothing 4
Control = .
—~ Select this step
Resurme Script
Halt Seript
- Options -
Specify : | Print Record - ! Choose the Print
Record script

This example illustrates a simple way to automate finding information.
When you use this Find Information script, it repeats the last find that
was performed before the script was created. You can set up additional
scripts to automate other finds you want to do.

Example step 1: Perform the Find you want scripted

Chooserind from the Mode menu. Type the data you want to find, then
click theFind button. (For more information on performing finds, see
“Finding information” on page 4-19.)
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Example step 2: Create the new script

ChooseScriptMaker from the Script menu. In the Script Name box, type
Find Information . Click Create.

Example step 3: Define the Find Information script

In the Script Definition box, you see that ScriptMaker has automatically
specified six script steps for you.

1. Delete the Enter Browse Mode, Go to Layout, Page Setup, Unsort,
and Print script steps. You can delete these script steps by clicking to
select them, then pressing Delete.

2. ForOptions, be surdrestore find requests is selected. ClickK.
3. Click Done.

=———— Script Definition for “Find Information” §|

Arvailable Steps “Find Infarmation *

Control 4| || # Enter Browse Mode [] 45
Perform Soript =l # GotoLayout [“Layout ¥1*] =1
Fauze /Resume Script —|| # Fage Setup [Restore, No dialog] — Delete
Exit Seript # Perform Find [Restore]

Halt Seript # Unsort

If ¢ Print [1 |
Elze

End If

Loop

Exit Loop If

End Loop

Allow User Abort

Set Error Capture

HNarigation
Go to Layout [ |
Go to Record /Request/Page -
Go to Related Record
Go to Portal Row <l >
Go to Field ;

o to Next Field ;- Optiens
Go to Previous Field E Restore find requests
Enter Browse Mode
Enter Find Mode 4
[ Clear RAll ][ Clear ] [ Duplicate ] [ Cancel ] [[ 0K ]]

Select the Perform Find script step, then be sure
Restore find requests is selected

Displaying customized layouts

In this example, a travel agency has a database that stores information
about its clients. One agent likes to view the information in a simple
layout that shows only the agent’s name, and the client's name and
telephone number. Another agent prefers a more complex layout that
displays the agent’s name, and the client's name, address, phone
number, and travel preferences.
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The following sections explain how to define a startup script that uses
the current user name to display the correct layout and client records.

Note For this example, you should know how to specify a user name
(see “Setting general application preferences” on page 9-2) and a startup
script (see “Setting document preferences” on page 9-7.)

Example step 1: Define the startup script

In ScriptMaker, define the Custom Layout script with the steps shown
below.

“Custorn Layout ™

Displays a welcome layout for all users—F#—Ga ta Lagout [Refresh, *welcome Tayout *]

If ["Status(CurrentUserMName) = "Lynn" *]
Go to Lagout ["Simple layout ]

End If

If [ Status(CurrentUserMame) = “Ann" ]
Go to Lagout ["Complex lagout ]

End If

Erter Find Made []

Paste Result [Select, “Name ™, “Status(CurrentUserMarne) *]

Fet-forrm Find []

Depending on the agent’s user name, the script
shows the appropriate layout

In Find mode, the script pastes the agent’s user
name into the Name field, and then finds the agent’s
records

LR R R E E R R ]

Example step 2: Set the startup option

In Document Preferences, set the option to perform the Custom Layout
script each time the file is opened.

=——— Document Preferences Eil
...... General v!

[ Use smart quotes (7, © )

E Store cormpatible graphics

when opening “Clients *:
D Try default password: I:l
D Switch to lagout: | Client Entry  +

[ Perform seript: | Custorn Layout » I Choose the Custom
Layout script

when closing “Clients *:

[JPerform seript: | <unknown: -
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Finding duplicate records

In this example, a travel agency uses a registration database to track
clients who sign up for a cruise seminar. The database contains duplicate
records because some clients called the travel agency to sign up and also
mailed in a registration form for the same seminar.

The following sections explain how to set up a database and define a
script to find duplicate records.

Note For this example, you should understand global fields (see
“Defining global fields” on page 2-9) and know how to define fields (see
“Defining database fields” on page 2-3.)

Example step 1: Create a unique value for each record

The Seminar file contains records of clients who register for a seminar.
Each client has a unique identification number, the Client ID field. Some
records contain the same identification number—these are the duplicate
records you want to find.

Tip If your database doesn't have a unique identification field, define a
calculation field to create one from existing fields. For example,
combine first name, last name, and birthday to create a unique
identification for each client.

Example step 2: Add two fields
Define these fields in the Seminar file:

= Atext field, called Mark. When the script finds a duplicate record, it
places an x in this field to mark the record.

= A global field, called Global, to store the unique identification while
comparing records. Global should be the same data type as the Client
ID field.

Example step 3: Display the Mark field

Create a layout that displays the Mark field, or add the field to an
existing layout. You'll use this layout to store Find settings in the
following step.
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Example step 4: Store settings
Store Sort and Find settings for the script.

To store this setting Do this

Sort In Browse mode, chooSert from the Mode menu. If fields
appear in the Sort Order list, cliClear All. Click ClientID,
chooseAscending order, click Move, and then clicloone.

Find Choose a layout that displays the Mark field. In Find mode,
type x into the Mark field, and then switch to Browse mode.
(You don't have to perform the find request.)

Example step 5: Define the script
In ScriptMaker, define the Find Duplicates script.

“Find Duplicates *

Find &l
Sort [Restore, No dialog]
Go to Record Request /Page [First]
Replace [Mo dialag, “Mark™, * " "]
Set Field [*Global®, " ClientID *]
Loop
Go to Record/RequestPage [Exit after last, Mext]
If [*Glabal = ClientID ]
Set Field [“Mark ™, """ ]
Elze
Set Field [ Global ¥, “Clientil ]
End If
End Loop
Perform Find [Restore]

R B O LR IR R R LI L L

When you perform the Find Duplicates script:

1. It finds all records, and then sorts them by the ClientID field so that
records with the same ClientID are grouped together.
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2. Starting with the first record, the script copies the value from the
ClientID field into the Global field.

‘ Record 5
| Record 4 Mark
’ Record 3 Mark
| Record 2 Mark  [i_. lobal
Record 1 Mark lobal aaa
Client ID Mark 2@

3. The script goes to the next record and compares the value in ClientID
with the value in Global.

= |f the values match, the record is a duplicate and the script puts an
x in the Mark field.

’ Record 5
| Record 4 Mark
| Record 3 Mark
Record 1 Record 2 Mark lobal
Ciient ID Mark Ciient D, Mark | e | asa |
| aaa_ L |iraaa iX1 Bobal |22
S Global | 222
£ 803 3 £ aaa
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= [fthe values don’t match, FileMaker Pro copies the ClientID value
into Global. It doesn’t change the Mark field.

‘ Record 5
| Record 4 Mark
| Record 3 Mark
Record 1 Record 2 Mark lobal
Cieent ID Mark Gient D, Mark | f |jopa | bbb |
| aaa | poob i i [obar | bbb |

4. The script repeats step 3 until it reaches the last record in the file.

5. The script finds all records with an x in the Mark field, and then
displays the found set of duplicate records.

Changing monitor settings
In this example, the Set Monitor Depth script uses AppleScript
commands to set your primary monitor to a minimum bit depth. For
example, it sets a monitor that supports 256 colors to a bit depth of black
and white.

Note To use this script, you must have a scriptable version of the Finder
(included in System 7.5 or later).
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For information about Apple events and AppleScript, see “Working
with Apple events” on page 5-23.

Define this script

“Set konitar Depth *

# Perform éppleScript [ tell application "Finder™ ta se.. ]

Specify AppleScript
(_IField value | Specify Field. ..
QScript test

tell application "Finder" to set monitar depth (rin monitar
depth)

[

Specify this AppleScript command when you
add the Perform AppleScript step

=




Chapter 6: Previewing and printing information

Preparing to print

This chapter describes how to print the information in your
FileMaker Pro files, including records, forms, and definitions of fields
and scripts.

Note The information in this chapter does not apply to users working
with databases on the Web. When users work with databases on the
Web, the Web browser software governs printing.

Important Before you read this chapter, be sure you know how to use
FileMaker Pro Help, as explained in the preface, “Getting help.” You
should also understand layouts and parts. (See chapter 3, “Laying out
and arranging information.”)

With FileMaker Pro, you can print:

= records you're browsing (the found set) or a record you select in
Browse mode, including data from related files.

FileMaker Pro formats the records using the current layout. For
example, use a Labels layout to print mailing labels.

If a layout contains a header, footer, and body, FileMaker Pro prints
as many records on each page as can fit between the header and
footer. If a record at the end of the page doesn't fit, FileMaker Pro
prints it on the next page. (See “Paginating a layout” on page 3-32 and
“Changing part types and options” on page 3-36.)

= blank records to create a form using the current layout.
= definitions of fields or scripts to see the structure of your database.
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Contact List

Company Name __Name Contact Title Phone

Blankrecord —f

Contact List

Company Name  Name Contact Title Phone
Current record [Smith's More Corp. ] Jeremy Smith ] President
L~ Contact List / FileMaker P o
Company Name ~ Name Contact Title Phone lielviaxer _ro uses the current
'ACME Accessories  Denis Smith _ Markeling Associale  617-555-9676 layout to print records
Norris Corporation  SoniaLong Buyer 601-555-2348
FOUnd set PrinTCo. Jennifer Norriz -~ Sales Manager 717-555-6840
The Framery John Winford  Personnel Adm. 715-555-6829
West End Corp. PamelaDay Promotions Asst. 712-555-2846
L~ Smith'sMore Corp. ~ Jeremy Smith  President 503-555-4655
Field Name Field Type Fomula/Entry Option
b~"\\ | company Name Text
Cantact First Text
. ) Contact Last Text
Field definitions ———————————— conaatue 1o
Pho}
o \N
H Script Step/Options Script Parameters
P Go to Layout Contact List
. . Ne Sort Sort Order:
Script definition
De Restore sort order Company Name (Ascending)
No dialog Contact Last (Ascending)
Contact First (Ascending)
L

AR VE SNV e

The margins, current layout, and printer and page setup options affect
how FileMaker Pro prints records.
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Displaying margins
In Layout mode, choodtage Margins from the Show menu to see where
a layout will print on a page.
Most printers can'’t print to the edge of the paper. If you place objects in
the margins or outside the area the selected printer can print to, you see
them in Browse and Find modes. You don’t see the objects when you

preview or print.

EE==——\—"-————— Clients E
[ter 72 ) il
Layout showing margins =t =
9
Layouts: Margins—objects
18 in this area won't
NA print
][] [
Lo [ [
: Sincerely, Page break
Azent Hame......]
_____________ ——
[E-[%-
2 -
100 [ Jua[A[= Lewout [<8] T E2E
FiI=————————— (lients =—— o[
Layout not showing [etter 72| £
margins — =
= The selected printer
3 can't print objects
Layouts: outside this line
Sincerely, ' Page break
Everv¥Where Travel
2]
100 [ JudlFS[FS] Layout | K i A=

? Choose FileMaker Help Index from the (2) or Help menu, and then type:

» page margins
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Setting margins

You can set different margins for each layout.

1. ChoosePage Setup from the File menu, confirm the printer and paper

Select to specify sizes

Select to alternate margins—the
inside margin prints on the left
side for the first page, on the right
for the second page, and so on

settings, and then clidBK.

To switch printers, see “Specifying a printer” on page 6-14. For
information about other settings, see the manual that came with your
printer.

. In Layout mode, choose a layout, and then chbag®it Setup from
the Mode menu.

. In the Layout Setup dialog box, selégtd page margins, type values
for the margins, and then cli€k.

Layout Setup

Layout Name |Letter no. 2

[ Include in layouts menu
~Print Options

“m-
i @ Across first Ei 3 Down first
u|

] Fixed page margins:

Top[0.45__|in Inside [0.42 in|

Bottom[0.43_|in l]utsidein|

[ Facing Pages

[ Cancel ] [[ 114 ]]

Type margin
sizes

4. Switch to Preview mode to check the margins.

Keep these points in mind:
= |f you don't selecFixed Page Margins, FileMaker Pro uses the

printer's default margins.

= |n Layout mode, choosget Rulers from the Mode menu to change the

unit of measure for margins. See “Positioning and sizing objects” on
page 3-40.



Previewing and printing information ~ 6-5

= |f you select thérint in <value> columns option for a layout and
change the size of the columns, the columns resize to fit the new page
width when you change the left or right margins. See “Arranging
records in columns” on page 3-20.

? Choose FileMaker Help Index from the (2) or Help menu, and then type:

» page margins

Removing spaces at the end of fields and parts
FileMaker Pro can move information vertically or horizontally to close
gaps at the end of fields and parts when you print. This movement is
calledsliding. For example, you can create a letter layout so the comma
in the greeting prints right after the last name, even though some names
are longer than others.

When objects slide:

= fields shrink to eliminate empty space within the field boundaries.
Sliding does not remove empty space between fields.

= objects (including fields) slide left or up corresponding to the amount
of space the fields to the left or above the objects shrink.
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You can set parts to shrink when the fields in them slide up. When parts
shrink, FileMaker Pro can print more records on a page.

Printing without sliding objects Printing with sliding objects
h H H Tour Catalo k‘
Tour Catalog Slide objects left to —
apoesreton Grandbonasch | Mssk
speamter  GrandMonarch Haska remove space at the Veweran 7rights
Tourlengh 7 hights i 1 anceame rce 4795
Wholemale price 4795 rlght edge Of flelds amen  (OSpHng  @Summer  OAummn OWinter Al vesr
mawen  (Spring @Summer Odwtumn QWinter Al year Noka  Glasierroute between Vancouver and Anchorsge
ke skt beyeen Voo . s b o, g ton
Inelides Cobumbia, Glacier, College Ford, Ketohikan, D i ey, Sike, andYaldez - Optionalland tourte
Junesw, Skagway, Sitka, and Valdez. Optional land tour to
Denali Park.

mpoenmaten  Foyel Gavalier  Soandinasia
Terienon 7 rights

" — i Wheuslz price 4749
EflD=atntcn R°}‘°‘|cm‘"e' Soandinaia Slide parTs up tO_ get e QSping @Summer @Autmn OWinter Ol year
Tarlengh 7 rights dlfferent Slzed Nora  Inehudes sir fare from Mew Yorl:. 4 nights in Helsinkd, 2
Whormleprice 743 H - nights in Stockholm, 1 deyin Copenhagen.
man  OSpng @Summer gAutumn OWinter OAMlyear bodies for different
Noka  Includes sirFare from New Vork. 4 ights in Helsinki, 2 amounts of data mpoemnaten  Grand Bordeainc  Caribbean
nights n Stockhalm, 1 dayin Copenhagen Tourtenah 11 ights
Wholemaiepries $1524 10 43694
swen  QSpHng QSummer QAutumn QWinter @l year
i i wors  SanJuan, St. Thoms, Curacan, Cartagens, and
Slide objects up to R R T b
ancerten  Grand Bordesnx Carbbesn keep extra space
i it sipoeatnatcn  Explorer  South Pacific
e 1rigits from printing ateen 21 vighs

Wnciemsleprice  $1524t0 §3694 Whcleasie price$3,905 ta 40,550
men  QSpring  OSummer  Qhutumn OWinter @Al year frogcn oépﬁng ds;ummr Odutumn OWinter @ all year

Woea  San Juan, St. Thorres, Curacan, Cartagena, and Nora  Ineludes New Zesland, Australis, Tongs, snd Fi
Cozumnel. Luwury accommodatiohs. No tipping policy.

/\NW\

Slide objects and
parts up to fit more
records on a page

In Layout mode, chooss#iding Objects from the Show menu to see which
objects slide and in which directions. The following layout illustrates
how fields are set to slide for the previous figure.

Tour Catalog These fields slide

ShipDestination |Cruise =hp «  [Cruise.De FraEen P left
Tour length  [ToUr length

Wholesale price  |Criise whalesals prics

Season | Spring O Summer D Autumn O Winker G Al year |

Notes |Mobe: [

= j|>The body, Notes
Eod ; T—— field, and

horizontal line
slide up

Arrows show how objects
are set to slide
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Keep these points in mind:

= You can slide any object. Non-field objects, like the horizontal line in
the previous example, can slide if you place a sliding field above or
to the left of the objects. When a non-field object slides, it moves to
another place on the layout but doesn'’t shrink. When a field slides, it
moves to another place on the layout and shrinks if the data doesn't
fill the field boundaries.

= When you slide objects or parts, FileMaker Pro prints the objects
relative to each other, not precisely as you placed them on your
layout.

= [f you leave blank space on a layout, FileMaker Pro keeps that space.
For example, if you create a body with one inch of space below the
lowest object, FileMaker Pro leaves one inch below the lowest object
when it shrinks the body.

= You can also use merge fields to align text in form letters, envelopes,
or labels. (See “Adding merge fields” on page 3-58.) Use sliding
instead of merge fields to:

= align non-text objects, like graphics
= move the enclosing part up
= align formatted fields, like value lists and repeating fields

= enter data into the layout. If you use merge fields, you must use a
different layout for data entry.

= Don't slide parts up on layouts that require a fixed vertical spacing,
like labels.

= Headers, footers, title headers, and title footers never slide up.

= For information about sliding related fields and portals, see
“Changing the appearance of related fields and portals” on page
10-28.

? Choose FileMaker Help Index from the (2) or Help menu, and then type:

» sliding objects

Sliding objects and parts
1. To slide objects left, align their top edges and align data in text fields
to the left.

See “Aligning objects to each other” on page 3-48 and “Formatting
text paragraphs” on page 3-84.
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2. In Layout mode, select the objects to slide, and then choose
Sliding/Printing from the Format menu.

To slide an object left, you must also select the field to the left of it.
To slide an object up, also select the field above it.

3. In the Set Sliding/Printing dialog box, select the sliding options you
want, and then clickK.

Select this option To

Sliding left Close up blank space to the right of the object, allowing objects
to slide left into the unused space. This option keeps punctuation
with data, moves the contents of fields closer to each other, and
so on.

Sliding up based on Close up blank space above an object.

= SelectAll above to close up blank space above an object based
on the position of all objects above it. This option maintains
consistent vertical spacing among columns.

= SelectOnly directly above to close up blank space above an
object based on the position of the objects directly above it.
This option allows the spacing in a column to adjust
independently of the other columns.

= SelectAlso reduce the size of the enclosing part to close up the
space in the part that contains the 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.

Set Sliding/Printing

when printing, rermowve blank space from within the selected objects by @

¢ [ Stiding teft

[<] Stiding up based on:
(@) AT above () Only directly above

E #lzo reduce the size of the enclosing part

D Do not print the selected objects Cancel

4. Switch to Preview mode to see objects and parts slide.
See “Previewing before printing” on page 6-11.

? Choose FileMaker Help Index from the [2) or Help menu, and then type:

» sliding objects
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Sliding repeating fields
If you set sliding options for repeating fields, be sure not to change the
way the information is aligned.

No_ of people  Date of travel Per person Amount No_ of people  Date of travel Per person Amount
Mo, ofpeople] [Datoftevel ] [Edceperpersd [2 2 -2z $1200 $2400.00
H $595 $1790.00
4 $6263 $25052.00
1 6l6 - 919 $5306 $5306.00
Repeating fields in Layout mode Repeating fields with no sliding options set
HNo. of people Date of travel Per person Amount No. of people  Date of travel Per person Amount
2 Ul-zi2  $1200 $2400.00 2 -2z $i1200 $2400.00
H $895  $1790.00 H 6l6 - 919 $595 $1790.00
4 $6263 $25052.00 4 $6263 $25052.00
1 6l6-9 $5306 $5306.00 1 $5306 $5306.00
Repeating fields sliding left Repeating fields sliding up with “Only directly

above” option

To keep values in repeating fields Do this

From sliding left independently of the othefFill the field with a color (like white) or add a
values field border to the repeating field.

From sliding up independently of the valueSelectSliding up based on All above in the
in adjacent repeating fields Set Sliding/Printing dialog box. See the
previous section.

Keeping objects from printing
To keep objects, like buttons, from appearing when you print records:
1. In Layout mode, select the objects you don’t want to print.
2. Choosesliding/Printing from the Format menu.

3. In the Set Sliding/Printing dialog box, sel@ctnot print the selected
objects, and then clicloK.

Keep these points in mind:

= You can slide nonprinting objects to close up blank space. See
“Sliding objects and parts” on page 6-7.
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= You see nonprinting objects in Browse and Layout modes, but not
when you preview or print. ChooBen-Printing Objects from the

Show menu to display nonprinting objects with a gray border in
Layout mode.

? Choose FileMaker Help Index from the (2) or Help menu, and then type:
» printing, data

Printing Extended columnar layouts

For Extended columnar layouts, select the horizontal (landscape) page

setup option so that more columns print on a page. See “Printing” on
page 6-12.

Information to the
right of this line

won't print All columns print

Horizontal option in

Vertical option in
Page Setup Page Setup

Tip If you can't print all columns on one horizontal page (or you want

to print a vertical page), create several layouts that show fewer columns,
and then print all the layouts.

? Choose FileMaker Help Index from the (2) or Help menu, and then type:

» Extended columnar layout
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Printing layouts with subsummaries

Before printing a layout with subsummary parts, sort the records by the
break field (the field that groups the records). See “Adding a summary
part” on page 3-31 and “Sorting records” on page 4-30.

Keep these points in mind:

= Switch to Preview mode after you sort to see how your records will
print. See “Previewing before printing” below.

= You can start a new page for each subsummary part. If you print
records in columns down the page, FileMaker Pro starts a new
column, not a new page. See “Arranging records in columns” on page
3-20.

? Choose FileMaker Help Index from the (2) or Help menu, and then type:

» subsummary layout parts

Printing labels and envelopes

To print labels, set up a Labels layout (see “Setting up to print on labels”
on page 3-12). For information about printing envelopes, see “Setting up
to print on envelopes” on page 3-18.

? Choose FileMaker Help Index from the (2) or Help menu, and then type:

» labels layout
» printing, envelopes

Previewing before printing

In Preview mode, you see how records will look when they're printed,
but you can’t change records or layouts. To switch to Preview mode,
choosePreview from the Mode menu.
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Note You cannot use the preview feature to see how your database looks
when published on the Web. You must use Web browser software.

Choose a different layout Move to view a different page Margin

| | |
fI=———————— Emplojees ——————PI=
h'a

Click a page of the = T
[Eig Fhone L.,
book to see the next or (Bt Phone 'J =
previous page — i
— i Employee List
Current page number —— 1 :
Pages:
Number of pages to —— 2 o |
preview EverywWhere
I A A ¥ & L
First Hame Last Hame Title Extension Depd
Kim Chen Agent Ga42 Sale
Jack oshorne Printer G233 Print]
Tracey Kushn Sales Manager G222 Sale
Julie Blank Sales Manager 6333 Sale
Palricia Lichtenstein Office Managsr G4 Adm
Allison Kushn Agent 6345 Sale
Jamie Blank Agent 657 Sale0
100' .l‘gj Preview <= o

Click zoom controls to S L— Click to hide or show the status area
see objects in detail, or
to get an overview

? Choose FileMaker Help Index from the (2) or Help menu, and then type:

» preview mode

Printing
You can print all or part of a database. See “Preparing to print” on page
6-1.
1. If you're printing records, switch to the layout you want to use.
2. If you have more than one printer, specify which one you want to use.
See the next section, “Specifying a printer.”

3. ChoosePage Setup from the File menu, confirm the options, and then
click OK.

For information about Page Setup options, see the manual that came
with your computer or printer.



Choose the data
to print
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4. If you're printing records, browse the ones you want to print, and then
switch to Preview mode to check them.

UseFind, Omit, Find All, andSort, if needed. If your layout has a
subsummary, sort on the break field. (See “Printing layouts with
subsummaries” on page 6-11.)

5. ChoosePrint from the File menu, and then select options in the Print
dialog box.

In the Print area, select To print
Records being browsed All records in the found set.
Current record The record currently selected in Browse mode.

Blank record, showing fields, and A blank record using the current layout. Use this option

then choose an option from theo create a form that represents your database. Choose

pop-up menu as formatted to print the fields as specified in the Field
Borders dialog box. (See “Adding borders, fill, and
baselines to fields” on page 3-73.)

Script, and then choose a scriptScript definitions. Choos#ll scripts to print every
from the pop-up menu script definition in the file.

Field definitions A list of all the fields defined for the file, including
formulas and entry options.

Printer: “Laser” B34 m
Copies: EI Pages: @ Al ) From: To:

Cancel
~Paper Source -Destination...., -

@ Printer

E@HII () First from: |_AutoSelect  «

Number pages from: l:l

Print: | ) Records being browsed
) Current record

— @ Blank record, showing fields | as formatted |
) Script: | All scripts |
") Field definitions

6. Click Print.

To stop printing, press Command-Period.
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Specifying a printer
1. ChooseChooser from the Apple menu.

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

For information about printer options, see the manual that came with
your printer.

? Choose FileMaker Help Index from the (2) or Help menu, and then type:

» print options



Chapter 7: Networking and access privileges

Sharing files

You can share FileMaker Pro files with other users on a network. By
sharing files, you can work simultaneously with others in your work
group, and save disk space by keeping files in a central location.

You can also share your FileMaker Pro files on the Web using
FileMaker Pro Web Companion. For more information, see chapter 11,
“Publishing files on the Web.”

To be sure that the right people see the right information in your files,
you can set FileMaker Pro access privileges. This chapter explains how
to protect files using passwords and groups. You can use these same
passwords to protect files shared over the Web. For even more complete
protection, you can use FileMaker Pro Web Companion Web Security
databases. For more information, see “Database security” on page
11-18.

Important Before you read this chapter, be sure you know how to use
FileMaker Pro Help, as explained in the preface, “Getting help.”

To share your FileMaker Pro files with other users, you need:
= a computer running the Mac OS
= @ connection to a network

= FileMaker Pro installed on your computer with the correct network
options selected

See thd&rileMaker Pro Installation and New Features Guide
more information.

Important Your FileMaker Pro licensing agreement requires that you
own the same number of copies of the FileMaker Pro application as the
number of people using FileMaker Pro at the same time.
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The first person to open a shared file isibst Any user who opens a
shared file after the host iggaest

———  The host opens the file

Guests open connections to the file

Keep these points in mind:

= You can share FileMaker Pro files between a computer running
Windows and a computer running the Mac OS just as you share files
among networked computers on the same platform. For example, you
can host a file on a Mac OS-based computer, and then guests on
Windows computers or Mac OS-based computers can connect to the
same file.

When you share files between platforms, you may see differences in
font mapping, alignment of layout objects, and character set mapping.

= For enhanced file sharing capabilities, use the FileMaker Pro Server
application to host files.

= You don’t have to turn on File Sharing (in the Sharing Setup control
panel) to share FileMaker Pro files on a network.

= To change network connections, see “Setting general application
preferences” on page 9-2.

? Choose FileMaker Help Index from the (2) or Help menu, and then type:

» sharing files
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Opening files as the host
To host a file, you must be the first user to open it.
1. Choose0pen from the File menu.
2. In the Open File dialog box, select a file, and then @jmn.
3. ChooseSharing from the File menu.
In the File Sharing dialog box, seldditi-User.

Note If Multi-User is dimmed in the File Sharing dialog box,
FileMaker Pro is unable to access the network. An explanation
appears below thdulti-User button. You can also get an explanation
by choosingOpen from the File menu, then clickirtpsts.

To open the File Sharing dialog box, you must open the file using a
password that provides tReport records access privilege.

4. If the file uses information from other FileMaker Pro files (like
related databases, external scripts, or value lists), repeat steps 1
through 3 to open the files and set them to Multi-User.

Tip Group the files in a single folder to make it easy to locate them.

Adding an underscore characteto the end of a database filename
(before the .FP3 extension, if any) prevents that database from being
listed in the Hosts dialog box. It also prevents the database from being
listed on the default home page if you are using FileMaker Pro Web
Companion Instant Web Publishing.

You can broadcast messages to guests who are using your database. In
the File Sharing dialog box, clidend Message. Type the message, then
click OK. Your guest(s) see the message in a dialog box. They can
dismiss the dialog box by clickir@ancel—or the dialog box dismisses

itself 30 seconds after appearing.

Keep the file open to make it available to guests. For the best
performance:

= When you host a file, open it first on the computer that is directly
connected to the hard disk on which the file is stored, rather than on
another computer using Mac OS personal file sharing.

= |f you use a file sharing system (like AppleShare or the Mac OS
personal file sharing), host the file from your hard disk instead of
hosting it from a file server.
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Warning Anyone who opens a database file with Ekgort records

access privilege, including FileMaker Pro guests, can then publish the
database on the Web by enabling FileMaker Pro Web Companion. In
this case, your database is protected over the Web by any FileMaker Pro
access privileges that you have set. However, you should exercise
caution when granting access privileges. For more information, see
chapter 11, “Publishing files on the Web.”

? Choose FileMaker Help Index from the (2) or Help menu, and then type:

» hosting files

Opening files as a guest
After the host opens a shared file, guests can connect to the file.
1. Choose0pen from the File menu.
2. In the Open File dialog box, clidhosts.
3. In the Hosts dialog box, do the following.

For this protocol Do this

AppleTalk with zones Select the host's zone in the lower list.

AppleTalk without zones  Continue with step 4.

MaclPX Continue with step 4.

TCP/IP To specify alocal TCP/IP host, cligical Hosts in the lower
list. FileMaker Pro displays local hosts on the network in
the upper list.

To specify a host outside your local TCP/IP area, click
Specify Host in the lower list. In the Specify Host dialog box,
type a host name or IP address. (To add this host to the list,
click Permanently add entry to Hosts list.) Click OK.

Hosts dialog box for an

Hosts — AppleTalk network with
FileMaker Pro Server host L AMaciniash Server zones. If you're using
Customers another network, the dialog
Employees box may look different.
Ledger
) orders
Windows computer host El Receivables
:):';';:]'ﬁs-FFPP; — Select from the list of shared
oL files available on the h
Mac OS computer host {5 Review Central es available on the host

Review database

Production

15

4
Marketing
Zones —H | Accounting g
=
&
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4. Select a file, and then clicdpen.

If the network is very busy, the file might not be listed. Use one of the
following procedures to check the network for a longer period of
time.

For this type of network Do this

AppleTalk with zones Hold down the Option key as you click an item in the
= TCP/IP lower list.

AppleTalk without zones  Click Cancel to return to the Open File dialog box. Hold
= MaclPX down the Option key as you click tHests button.

If you select a FileMaker Pro Server host (instead of a shared file),
you see the remote administer dialog box. See the FileMaker Pro
Server 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. See “Protecting your files” on page
7-9.

= For information on sharing your file over the Web, see chapter 11,
“Publishing files on the Web.”

? Choose FileMaker Help Index from the [2) or Help menu, and then type:

» sharing files
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Working with shared files

When a shared file is open, the host and guests have access to the same
information. FileMaker Pro saves a shared file on the disk where the file
resides. It saves changes that the host and guests made to the file,
including changes to records, layouts, and scripts.

FileMaker Pro limits access to some commands and records to keep
users from interfering with each other.

This user Can perform these tasks

Host and all guests = Find, sort, or browse records
(every user) = Specify a page setup and print

= Switch layouts or modes

= Import or export data

= 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

= Change global 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.

Host or one guest = Open the ScriptMaker dialog box
(only one userat  a Define or change relationships
atime) = Define or change passwords

= Define or change value lists

= Editarecord 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.

Host only (all guests = Define fields or change field definitions

must cIo_se their = Reorder layouts

fﬁ:g%ﬂons to = Define, delete, or change groups and access privileges
= Save copies of a file with tHgave a Copy As command
= Switch the file status between multi-user and single user
= Close a shared file

While you are working with a shared file, you might see the
pointer change.

This pointer Means FileMaker Pro is

+1+ Waiting to receive data from the network

= Waiting for the host to finish processing a request from another user
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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.

= FileMaker Pro saves the host’s sort order, find requests, and page
setup. If you're a guest, you can save your settings by defining a
script. See “Storing settings for a script” on page 5-15.

= With FileMaker Pro for Windows, you can combine information
from other applications using Object Linking and Embedding (OLE).
When you share FileMaker Pro for Windows files, users of
computers running the Mac OS can cut, copy, and paste OLE objects
as graphics, but can't edit them. The following table explains how
OLE works with cross-platform networking in FileMaker Pro.

With this configuration You can do this

A computer running Windows is theOn a computer running the Mac OS, you can
host and a computer running the view embedded and linked objects as graphics.
Mac OS is the guest.

A Mac OS-based computer is the On a computer running Windows, you can

host and a computer running embed, link, and edit objects. On a Mac OS—
Windows is the guest. based computer, you view the objects

as graphics.
Mac OS—based computers are hostWhen you use FileMaker Pro to open a database
and guest. that has OLE objects, you view the objects

as graphics.

Computers running Windows are Host and guests can embed, link, and edit objects.
host and guest.

= When you share a file with system formats that are different from the
settings on your computer, you can choose which formats to use. See
appendix B, “Working with international files.”

? Choose FileMaker Help Index from the [2) or Help menu, and then type:

» sharing files
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Closing shared files

If you're a host, you can close the files you're hosting. If you're a guest,
you can close your connections to shared files.

Important Leave FileMaker Pro by choosiQgit from the File menu. If
you turn off your computer without quitting the program, you can
damage open files and lose your changes.

1. ChooseClose or Quit from the File menu.

To Do this
Close a shared file Choo€se.
Quit FileMaker Pro Choosguit.

2. If you're a host and guests are connected, @gkkin the Ask
dialog box

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 files” on page 7-6.

FileMaker Pro

Waiting for 4 guest(s) to close “Invoices”.
Click Ask to ask all the guest(s) to close this

file.
Finance | ]
:uat.r 'L';‘J';ﬂ,. Guests currently
Meni Waters | using the file
[ Ask

Guests see a message asking them to close the file. If guests click
Close Now, FileMaker Pro closes the file. If the guests don’t respond

to the message and the file can be closed safely, FileMaker Pro closes
it in 30 seconds.
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Close File

“Susan's Computer” would like you to please close the 2]
listed files as soon as possible.

=

Files to close: (Will attempt
Invoices ey automatic close
| in 30 seconds.)

—— If a guest clicks Cancel,

FileMaker Pro doesn'’t close

| Close Now | the connection to the file

<

? Choose FileMaker Help Index from the (2) or Help menu, and then type:

» files, closing

Protecting your files

When you share databases, you need a security system so that
confidential data is protected and unauthorized changes aren’t made.
With FileMaker Pro, you protect files by definipgsswordsand

groups Passwords limit what users can do and groups limit the layouts
and fields they can see. Both passwords and groupsabegss

privileges

= For passwords, access privileges limit a user’s activities with a file.
For example, one password might let users create and edit records,
but another might only let them browse records.

Passwords can also limit access to an entire file—if you don't know
a password, you can't open the file.

= For groups, access privileges limit access to specific 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,
keeping each group’s information private within the same database.
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Passwords and groups are related. You can define a password for each
employee in your company, and then associate passwords with groups
to limit access to each department’s data. For example, in a file
containing employee information, only passwords in the Human
Resources group can see salary information.

When you open a file with a password, FileMaker Pro knows:
= activities you're authorized to do with the file

= groups associated with your password

= layouts and fields you can see

Important FileMaker Pro passwords work independently of operating
system access privileges. Shared FileMaker Pro files are available on
your network even if you haven’t shared them with your operating
system’s file sharing features. To restrict access to shared FileMaker Pro
files, use FileMaker Pro passwords.

Note When you assign passwords to a database, those same passwords
are required when opening the database over the Web, unless Web
Security database passwords are in effect. For more Web-related
password and access privilege options, see “Database security” on page
11-18.

The following example shows two layouts for an Employees database.
The Salary List layout displays data that is confidential (like salary) and
data that everyone can see (like phone number). The Network List
layout displays network addresses that only network administrators can
access. The file has two groups, Human Resources and Network
Administration.

Passwords in this group  Can do this

Human Resources See and change any field on the Salary List layout. They
can't see the Network List layout.

Network Administration See (but not change) the names and phone numbers on the
Salary List layout. They can’t see the salaries. They can see
and change any field in the Network List layout.
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SO=————— Employees
Employee Salary List

Efryy\ahfr

TREEMEY Network Administration
Firzst Hame Last Hame Phone Salary can't see this field
Tyrone Danon 6884 $32,000

Pamela Day G869 30,000

Denise Farnsworth 6809 $31,000

Richard Gelhard 6878 $29,000

John Hiraki 6877 $32,000 ses

Julig $30,000

ployee Network List
Evpry Whgre
Human Resources can't ——f-
see this layout First Hame Last Hame Hetwork address

Pamela Day 73582331
Denise Farnsworth 4572453
Richard Gelhard 824.83453
John Hiraki 475.8.33.7

Julie Hyde 356.23.25

Rae Landers 72375373

100| ll‘ﬁl Browse, [<a] EE|

Define passwords or groups only if you need to protect information. If
you only want to limit the tasks users can do and don’t mind if they can
see all fields and layouts, define passwords but don’t define groups.

72 Choose FileMaker Help Index from the (2) or Help menu, and then type:

» protecting database files

Defining passwords

When you define passwords for a file, you specify who can open the file
and what tasks they can perform. When a user opens the file with a

password, FileMaker Pro dims commands that aren’t available for that
password.

Keep these points in mind:

= [f you define passwords, you must set at leastnoasterpassword
that gives access to the entire file.

= 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.
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You can define a blank password that gives all users limited access to
a file. When users open the file, they can press Return at the password
prompt to access the file.

When you open a file, FileMaker Pro can try a password without
prompting you. Define the password, and then see “Setting document
preferences” on page 9-7 to set the option.

If you create a script that opens a second file when your primary file
opens, and both files have the same password, FileMaker Pro enters
the password for the second file and opens it automatically—it does
not prompt you for the second file’s password. If you don’t want this,
specify a different password for the second file.

You can protect all FileMaker Pro files, not just shared files on a
network. For example, you can define a password so other users can't
open a file on your computer.

To define passwords:

1.
2.

Open the file.

ChooseAccess Privileges from the File menu, and then cho@sfine
Passwords.

. In the Define Passwords dialog box, specify the password.
To Do this
Define a password Type up to 31 characters ifPékgvord box. Passwords

aren'’t case sensitive. If you type spaces, users must type them
to open the file.

Define a blank password Leave fasword box blank, and then select a limited set of
privileges in the next step.




Blank password ———
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% Define Passwords for File “Employees™
|

~Privil . -
(no password) 3] dw” Deselect to limit access
ship Access the entire file
Passwords defined —| | train [ Browse records [ Create records
in the file jet [JFrint records [<]Edit recards
ferry [ Export records [Jpetete records Select the access privileges
E Dve.rride data entry warnings fOr users Of th|S password
E Dezign layouts
[<]Edit scripts
[<] Define value lists Select the menu i
commands for users of this
|| #vailable menu commands : | Normal = paSSWOrd
i
Password: [ Create ][ Rceess.. Jq— Clicktoassociate
passwords with existing
[ Change ] [ Groups... -]— groups
(Leave hlank for no password) . )
[ pelete ] pone | Click to define
groups

4. Select the activities that users with this password can perform.

Select

To let users with this password

Access the entire file

Perform any task with records, layouts, and scripts. This
privilege creates a master password. It's the only privilege that
can define or delete passwords, or change field definitions,
document preferences, groups, or other users’ passwords.

Browse records

See data in records. (Define groups to limit the fields and
layouts that users can see.)

Print records Print one or more records

Export records Export one or more records, or copy the found set. This
privilege also provides access to the File Sharing dialog box,
allowing users to enable FileMaker Network Sharing and
Companion Sharing (for example, Web Companion sharing).

Override data entry Enter data that doesn't fit the entry options. (See “Choosing data

warnings entry options” on page 2-6.)

Design layouts

Create or change layouts

Edit scripts

Create or change scripts

Define value lists

Create or change value lists

Create records

Create records and enter data in them

Edit records

Change the information in records

Delete records

Delete one or more records
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5. Choose the menu commands that users with this password can access,
and then cliclCreate.

Select To

Normal Enable all menu commands associated with the privileges you selected
in the previous step

Editing Only Enable only basic data entry commands for the current file. (Available
menu commands depend on the level of access you selected in the
previous step.)

None Disable all commands that work on the current file

Note All options let users switch between database windows,
perform scripts on the Script menu, click buttons on layouts, open
FileMaker Pro Help, change preference options (except Document
Preferences), and open, create, or close FileMaker Pro files.

6. Repeat steps 3 through 5 for additional passwords.

7. Define groups or close the Define Passwords dialog box.

To Do this

Create groups Clickroups in the Define Passwords dialog box. At the
prompt, type a master password, and then €licto see the
Define Groups dialog box. See step 3 in “Defining groups” on
page 7-17.

Associate passwords Click Access in the Define Passwords dialog box to see the
with existing groups  Access Privileges dialog box. See step 4 in “Defining groups”
on page 7-18.

Close the Define Click Done. At the prompt, type a master password, and then
Passwords dialog box click OK.

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.

? Choose FileMaker Help Index from the [2) or Help menu, and then type:

» defining passwords
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Do this

Delete a password

Chooaecess Privileges from the File menu, and then choose
Define Passwords. Select the password in the Define Passwords
dialog box, and then clidBelete. In the confirmation dialog box,
click Delete, and then clicloone. When prompted, type the master
password, and then cliéX.

Change a password if
you know a master
password

ChooseAccess Privileges from the File menu, and then choose
Define Passwords. Select the password in the Define Passwords
dialog box. Edit the password, revise the privileges, and then
click Change. Click Done. When prompted, type the master
password, and then cli€k.

Change your own
password if you don’t

ChooseChange Password from the File menu. In the Change
Password dialog box, type the old password. Type the new

know a master passworghassword, type it again to confirm it, and then cik

Keep these points in mind:
= Notify users if you change their passwords.

= |f you change passwords while a file is shared, the changes don'’t take

effect until guests close and reopen the file.

72 Choose FileMaker Help Index from the (2) or Help menu, and then type:

» deleting passwords

» passwords, changing

Defining groups

After you define passwords, define groups to restrict access to specific
fields and layouts.

= associate a group with more than one password. For 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

You can:

the group), but only the managers can make changes to the file
(determined by their passwords).

= associate the same password to more than one group. For example, to
give an accountant access to the layouts and fields for the Sales and

Inventory groups, associate the accountant’s password with both

groups.
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The following illustration shows the access privileges for a file created
by a Marketing department. The file has three groups: Marketing,
Accounting, and Sales. When you select the Sales group, you see that the
Advertising Costs layout is not available to Sales.

Sales can see and change these layouts

Access Privileges (for File “Products™
Master passwords ]
appear In bold text Groups | Passwords Layouts Fields
# Marketing <= ® Train ® Product List s 2 e number [
#  Accounting # Boat ® Price Lizt [ =@ Hem narne [
e Airplane #® Current Inventor o Description
# Car # Margin Report o Mendor
% Advertizing Cost: o Statuz Sales C?n see
@ Price but can't
o Cost change these
o Mo in stock fields
] g =] =]
® Accessible # Mot accessible o Read|only
Key i These links are Tockpd until a group is selected. [ Revert ] [[ Done ]] [ Save ]
Password associated with the Sales group

Sales can't see these layouts

Tip To see the associations between layouts and fields, chcmse
Privileges from the File menu, and then cho@serview. You must be the

host and set the file to Single-User, or have all guests close the file. (See
“Opening files as the host” on page 7-3.)

For example, if you want to delete a field but aren’t sure which layouts
will be affected, select the field in the Access Privileges dialog box.
Layouts with solid bullets contain the selected field.

Before you define groups, consider these points:

= Groups give database administrators a way to manage user access to
layouts or fields. Users don’t need to know about groups. If you don’t
need to restrict access to layouts or fields, don't define groups.
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Define passwords before defining groups. (See “Defining
passwords” on page 7-11.) Master passwords can access the entire
file and aren’t associated with specific groups.

You can limit what users can do with specific fields or layouts
without changing the access privileges of their passwords. For
example, if passwords associated with a group Bditeecord
privileges, you can prevent users from editing specific fields or
layouts by setting the group access privilege¥otaccessible.

To define groups:

1.

Groups defined in the file —

Type a new group name —

Open the file.

You must use the master password. If the file is shared, you must be
the host. (See “Opening files as the host” on page 7-3.)

. ChooseéAccess Privileges from the File menu, and then choose

Define Groups.

If the file is shared and guests are connected, ask them to close the
file. (See step 2 in “Closing shared files” on page 7-8.)

. In the Define Groups dialog box, type the group name, Cligite,

and then clickiccess.

Define Groups for File “Products™

Marketing |
1 Accounting Click to associate

Sales — passwords with a group

— Click to define or change
passwords
[+ Delete

Group Name:

+ | I Done )|
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4. In the Access Privileges dialog box, select a group.

Master password

Access Priviles

qes for File “Products™

Groups
Selected group @ Marketing
#  fpcounting
# Sales

Passwords

Layouts Fields

T

LR N

Train
Boat
#irplane
Car

I

T

LN N

Product List < Itern nurnber
Price List
Current Inventor
Margin Repart
#dwvertizing Cost:

Itern namne
Description
Yendor
Status
Price

Cost

Mo in stock

s E MO e

=

&

=

Key

% Mot

o Read only

B These Tinks are locked until a group is selected.

[Reuert][ Done ][[ Save ]]

5. Associate passwords for the group by clicking bullets next to

the passwords.

Click the bullets, not the names of the passwords. A solid bullet
indicates that the group can use the password.

6. Set the access privileges for layouts and fields by clicking the bullets

next to them.

Click the bullets, not the layout or field names.

7. Click Save to save the current settings, or clRdert to return the

settings to the way they were last saved.

8. Click Done, and then clicloone again.

? Choose FileMaker Help Index from the [2) or Help menu, and then type:

» groups
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Deleting or changing groups

To delete or change groups, you must have the master password, be the
host, and set the file to Single-User (or have all guests close the file). See
“Opening files as the host” on page 7-3 and “Closing shared files” on

page 7-8.
To Do this
Delete a group Choogecess Privileges from the File menu, and then choose

Define Groups. In the Define Groups dialog box, select the group
name and then clicBelete. In the confirmation dialog box, click
Delete and then cliclDone.

Change password ChooseAccess Privileges from the File menu, and then choose

associations or accessOverview. In the Access Privileges dialog box, select a group. Click

privileges for a group the bullets next to the passwords, layouts, and fields you want to
change. CliclSave, and then cliclbone.

? Choose FileMaker Help Index from the (2) or Help menu, and then type:
» groups



Chapter 8: Importing and exporting data

You can exchange information with FileMaker Pro files or with files
created in other applications. This chapter describes the import and
export features of FileMaker Pro.

Note You cannot import or export data from your database using a
Web browser.

Important Before you read this chapter, be sure you know how to use
FileMaker Pro Help, as explained in the preface, “Getting help.”

Understanding import and export

With FileMaker Pro, you can:
= import— bring data from another file into a FileMaker Pro file

= export— save FileMaker Pro data in a format you can open in
another application

For example, suppose you have a FileMaker Pro database that contains
temperature and rainfall data for many travel destinations. To create a
chart for a travel seminar, you export the temperature data from
FileMaker Pro, and then open the exported file using a charting or
similar software application which supports the importing of data, such
as Microsoft Excel. Exporting the data is faster and more accurate than
retyping it in another application.

o Package Info F]

=l [ File containing exported

Temperature and Rainfall

FileMaker Pro data

Temperatures

k
7] Temp E]

5 i Mo
ICFEERT EIEEEET ARETR (&)

FileMaker Pro data you want to chart

Data displayed in charting application



8-2  FileMaker Pro User's Guide

?

Keep these points in mind:
= To exchange small amounts of data between files (for example, a few

records), us€opy andPaste, or drag and drop. See “Copying and
moving values and records” on page 4-12 and “Using drag and drop
to move information” on page 4-13.

To quickly exchange larger amounts of data, import or export records.

You can define FileMaker Pro scripts to exchange information with
other files. See chapter 5, “Using ScriptMaker and buttons.”

You can import data into (or export from) shared FileMaker Pro files.
See chapter 7, “Networking and access privileges.”

When you exchange information between FileMaker Pro files on a
Mac OS—based computer and a Windows—based computer, you may
see differences in filenames and character set mapping.

You can't import or export layouts from one FileMaker Pro file to
another, but you can:

= copy and paste objects from one layout to another

= copy layouts and field definitions (but no data) to a new
FileMaker Pro file by saving a clone of the file. See “Saving a
copy of a file” on page 1-11.

= copy fields to a layout in another file if the field names are
identical in both files. See chapter 3, “Laying out and arranging
information.”

For information about importing or exporting data in related files, see
“Working with related records” on page 10-31.

Choose FileMaker Help Index from the (2) or Help menu, and then type:

» exporting, data
» importing data
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Every application usesfie format the organization of information
within a file. The following table describes the file formats that
FileMaker Pro supports. For more information about the formats, see

FileMaker Pro Help.

Format

Use to

FileMaker Pro

Import data from a FileMaker Pro 2.0, 2.1, 3.0 or 4.0 file,
or export to another FileMaker Pro 3.0 or 4.0 file. (If you
import a FileMaker Pro 2.0 or 2.1 file, the file is first
converted to FileMaker Pro 4.0 format, then the data is
imported. See thEileMaker Pro Installation and New
Features Guiddor more information.)

Tab-Separated Text

Exchange data with most applications. If you aren’t sure
which format to use, try Tab-Separated Text.

Comma-Separated Text

Exchange data with BASIC programs and charting
applications. This format is also called
Comma-Separated Values (CSV).

SYLK Exchange data with many spreadsheet applications

DIF Exchange data with spreadsheet programs, like VisiCalc

WKS Exchange data with Lotus 1-2-3

BASIC Exchange data with Microsoft BASIC programs

Merge Create personalized documents like form letters. For
example, in MacWrite Pro you can combine variable data
(like names and addresses) in a Merge file with text in a
main document. The FileMaker Pro Merge file is
equivalent to a MacWrite Pro Merge data file.

HTML Table Save data as an HTML table for use on a Web page

Edition File Publish an Edition file, which users can subscribe to from

any application that supports the Edition Manager.
Whenever you export the file, subscribers are
automatically updated.

ClarisWorks 2.0/3.0/4.0

Import data from ClarisWorks 2.0 through 4.0
database files

DBF

Exchange data with dBASE Il and dBASE IV

Excel

Import data from Microsoft Excel 4.0 through 5.0

Keep these points in mind:

= |f you're exchanging data with another application, check the
documentation to determine the file formats it supports.
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= Most file formats don’t support importing or exporting text attributes
(font, size, or style). In these cases, FileMaker Pro imports or exports
the text but not the attributes.

= Some formats don't support repeating fields. See “Exporting
repeating field data” on page 8-14.

? Choose FileMaker Help Index from the [2) or Help menu, and then type:

» file formats

Importing data into FileMaker Pro

You can import data into a new or existing FileMaker Pro file.

To Do this

Import data into an existing See the following section.
FileMaker Pro file

Import data from another applicatiorSee “Importing data into a new file” on page 8-9.
into a new FileMaker Pro file

Keep these points in mind:

= The file you're importing from must be in one of the formats listed in
“Understanding file formats” on page 8-3.

= FileMaker Pro imports data in the order it appears in the file you're
importing from.

= You can import data 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
FileMaker Pro file.

= To insert graphics, sounds, or QuickTime movies into your file, see
“Working with container fields” on page 4-6.
Importing data into an existing file

You can import data into an existing FileMaker Pro file from another
FileMaker Pro file, or from another application. You choose whether
FileMaker Pro adds or replaces records in the file you’re importing into:

= TheAdd new records option copies all records to the end of the file
you’'re importing into.
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= TheReplace data in current found set option replaces records in the file
you're importing into. The following figure illustrates this option.

Source file Destination file
i1 Pari : » 1. Paris
|2 Mew Tork - 2 Mew Tork
|3 Sydney : - 3 Sydney

i 4. Bushos Ajres
When replacing data, —

FileMaker Pro doesn’t import !
these records because the i > Tokyo
source file has more records
than the destination file

To import data into an existing file:

1. If you're replacing records, make a backup
copy of the file you're importing into.

2. If you're importing records from a FileMaker Pro file, open the file,
and then browse the records you want to import.

FileMaker Pro imports the records in the found set in the order
they're sorted. UsEind, Omit, Omit Multiple, or Sort, if needed

3. Open the FileMaker Pro file you want to import records into.

If you're replacing records in the file, uBad, Omit, or Omit Multiple
to browse the records you want to replace. Sort the records in the
same order as records in the file you want to import.

4. In Browse mode, choosmport/Export from the File menu, and then
choosdmport Records.

5. In the dialog box, select the name of the file to import, and then click
Open.
For Show, choose a file type to narrow the choices, or chétbse
Available to see all the files you can import.

6. In the Import Field Mapping dialog box, match the fields you want
to import.
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Important Check each arrow and field name to be sure the correct data
moves into the correct fields.

To Do this

Change the order of Choose an option from théew By pop-up menu. (Options
fields in theFields in list change the order by which you view fields in the dialog box,
not the order of the fields in the file.) To list the fields by:
= names that match, chooglatching Names

= the order used the last time FileMaker Pro imported data into
this file, choosé.ast Order

= the order the fields were created, chotreation Order
= name in alphabetical order, chodsid Names
= the types of fields, choo$eld Types

= a custom order (created by dragging field names), choose
Import Order

Change the order of Move the pointer over a field name in figdsin list. When the

one field in the file pointer changes to a double arrow, drag the name to a new

you're importing into  location. This changes the order you view fields in the dialog
box, not the order of the fields in the file.

Prevent data from Click the arrow between the field names. The arrow changes to
being imported a dotted line.

View the data in the file Click theScan Data arrows to see the data in each record.
you're importing from

Create a field in the file Click Define Fields. In the Define Fields dialog box, create the

you're importing into  field, and then clicloone. (See “Defining database fields” on
page 2-3.) If you're importing into a shared file, only the host
can create fields.

Change or delete a fieldClick Define Fields. In the Define Fields dialog box, make your

in the file you're changes, and then cliblone. (See “Changing field definitions”

importing into on page 2-25.) If you're importing into a shared file, only the
host can change or delete fields.
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Import Field Mapping =—"———————
Arrows show how wiew By[Import Order 71
FileMaker Pro |mp0rts data Data in: “MNew Tours Fields in: “Package Info ™
T CRUISE SHIF |—»|Cruise Ship P
from one file into the other CRUISE DESTINATION |-3| Cruise Destination 1
CRUISE WHOLESALE PRICE (—* Cruise wholesale price
SEASON (—* Season
MOTES |- Motes . .
Fields in the source file TOUR LENGTH |- 3| Tour Tength Flelds in the_
MONTH || Month destination file
LO% TEMP |[—-(Low Temp
HIGH TEMF |—-| High Temp
RAINFALL |—-|Rainfall
DESTINATION |—-|Destination
Dotted lines
|| show data that
= won't be

({[] scan pata (B) Field Names imported
(@) Add new records
() Replace data in current found set [ Cancel ] [[ Import ]]

7. Select an option to add or replace records, and thenlijpcit.

To Do this

Add new records to the end of th&electAdd new records.
file you're importing into

Replace existing data in the file SelectReplace data in current found set. FileMaker Pro
you're importing into replaces field values in the found set of the file you're
importing into.

8. If you see the Import Options dialog box, select options, and then
click OK.

FileMaker Pro displays this dialog box if your file has lookups or
fields that automatically enter data, or if you're importing data from
a FileMaker Pro file with repeating fields and selectAtigenew

records option.

To Do this

SelectPerform auto-enter options while importing.

After importing data, FileMaker Pro enters default data
into fields with Auto Enter options. Some Auto Enter
options (like modification date, time, and name, and
lookups) overwrite the imported data. (See “Choosing data
entry options” on page 2-6 and “Defining a lookup” on
page 10-11.)

Enter default data into
fields that are defined with
Auto Enter options or as
lookups
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?

To Do this
Import data into = SelectKeeping them in the original record to import the
repeating fields records as repeating fields.

= SelectSplitting them into separate records to place each
repeating value in a separate record. For example,
choose this option to split line items on an invoice—if
you have five repeating values, you get five separate
records. Each separate record is identical except for the
repeating field values. You can then sort the newly
separated items, or total them using a summary field.

Import Dptions

[ Perform auto-enter options while importing
(modification date, serial number, lookups, etc.)

Import values in repeating fields by:
@ Keeping them in the original record
> Splitting them into separate records

Cancel 114

Keep these points in mind:
= The records you import become the found set. After importing, check

the data in the found set.

= |f you select thé&Replace data in current found set option, be sure your

records are correct before discarding the backup copy of the file.

= FileMaker Pro doesn'’t validate imported data.

To stop importing, press Command-period. To delete the records
already imported, choo$klete All from the Mode menu.

Important If you delete the found set after using Replace data in
current found set option, you delete your original found set (which
might be all your data).

Choose FileMaker Help Index from the (2) or Help menu, and then type:

» importing data
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Importing data into a new file

You can bring data from another application into a new FileMaker Pro
file with one Standard layout and one columnar report. Every record is
copied into the new file.

1. In FileMaker Pro, choosepen from the File menu.

2. In the dialog box, select from the pop-up menu the type of file you
want to import, select the file from the list, and then dlipén.

3. In the Name converted file dialog box, type a name for the new file,
select a location, and then cliSave.

FileMaker Pro creates a text field calleddr each field in the new
file, wherexis 1, 2, 3, and so on, until all fields are named.

Note If you're importing from a format that contains the field names
(like DIF), FileMaker Pro uses the names insteac.of f

Some formats (including ClarisWorks and DBF) create number, date,
and time field types in addition to text.

If you are importing a Microsoft Excel file which contains more than
one worksheet, FileMaker Pro displays the Select Worksheet dialog
box from which you can select the worksheet that you want to import.

To stop the import, press Command-period. You can delete the records
already imported by choosirmglete All from the Mode menu.

? Choose FileMaker Help Index from the [2) or Help menu, and then type:

» importing data

Exporting data from FileMaker Pro

You can export FileMaker Pro data to a new file, and then open it in
another application.

Keep these points in mind:

= To use an exported file, open an application that can read the file
format, and then open the file. See “Understanding file formats” on
page 8-3 for file formats you can export.

= You can export data in container fields to FileMaker Pro format.
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Type a name for the
exported file

= Use the procedure in this section to export summary data. To export
subsummary data, see “Exporting subsummary data” on page 8-12.

= To export repeating field values to SYLK, WKS, or DBF formats, see

“Exporting repeating field data” on page 8-14.

= For information about exporting data from related fields, see
“Working with related files and fields” on page 10-30.

= You can't export data from a FileMaker Pro file to a remote database,

like SQL Server.

To export data:

1. Open the FileMaker Pro file and browse the records you want

to export.

UseFind, Omit, or Omit Multiple to create a found set.

2. Sort the records in the order you want them exported.

3. In Browse mode, choogeport/Export from the File menu, and then

chooseExport Records.

In the dialog box, type a name, and then select a location for the file.

Important If another file with the same name already exists,
FileMaker Pro replaces the file.

|<‘j| Everylhere Travel Data V| — Hard Disk
DataOut.THT [
@y Seminar
Desktop
=
| I Save I
Type: [Tab-Separated Texut L I—

Choose a file type that
the target application
—— supports

4. Choose a file type from the Type pop-up menu, and then Sdiek

5. In the Export Field Order dialog box, change 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, clickVove All.




To

Do this
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Export fields from a

Choose a relationship from the Relationship pop-up menu,

related file and then move fields to the Field Order list. (See
“Understanding relationships” on page 10-9.)
Prevent data from Select a field in the Field Order list, and then clidar. To

being exported

move all fields out of the list, cliclear All.

Change the export order

name.

In the Field Order list, drag the double arrow for the field

Export Field Order

Relationship pop-up Menu ——{ Current File (" Fackage nfo™) _~] Field Order
Cruise Ship < # Month <
Cruize Destination [ # Low Temp | [
Cruise wholezale price # High Temp Fi|eMaker Pro
| fields f his | Seaszon # Rainfall | expOI‘tS theSe
Select fields from this list ——g | tetes # Destination 4
Tour length Clear ANl fields
Month
Low Temp » Move »
Lo Temp
Rainfall
Destination Moue All
Ship phota
= =
Choose a formatting option —-I ort ormet autp
g p C) Format output uzing current layout

6. Select a format option for the fields, and then diixgort.
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, FileMaker Pro 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 timrmat output using current layout. Symbols and

formats from the current layout (for other non-numeric values are exported as text.

example, $3.70) You can't select this option for SYLK, DBF, or
DIF formats.

? Choose FileMaker Help Index from the (2) or Help menu, and then type:

» exporting, data
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Exporting subsummary data

When you export subsummary data, you must specify how to sort and
summarize the records.

Note To export summary data, see the previous section.

1.

Open a FileMaker Pro file and browse the records you want to export.
UseFind, Omit, or Omit Multiple, if needed.

. Sort the records in the order you want them exported.

Sort on the break field (the field that groups the records), and then
switch to Preview mode to verify the subsummary results. (See
“Adding a summary part” on page 3-31 and “Sorting by summary
fields” on page 4-32.)

. In Browse mode, choosmport/Export from the File menu, and then

chooseExport Records.

. In the dialog box, type a name, and then select a location for the file

you’'re exporting to.

Important If another file with the same name already exists,
FileMaker Pro replaces the data in it.

5. Choose a file type from the Type pop-up menu, and then Sdiek

. In the Export Field Order dialog box, select the fields to export.

For information about the Export Field Order dialog box, see step 5
in “Exporting data from FileMaker Pro” on page 8-10.

. To export subsummary values, select a summary field in the Field

Order list, and then clicRummarize by.

. In the Summarize by dialog box, choose one or more fields to

summarize by.

Move the pointer to the left of the field name, and then click to
choose it.
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When you choose a field, Summarize by
FileMaker Pro displays a
checkmark —{— .
v f:::ﬁx:‘i R The file is sorted by
these fields
Click the left side of the field
=
9. Click OK.
Export Field Order
Relationship POp-up menu — —fCurrent File [ "Employees from .. ™ I Field Order
First Marne 4 # First Mame <
This field is summarized by Lact Hame - e .
Department—FileMaker Pro City # Total Employees by Departmen
State # Total Employees
exports the subsummary values o Clear All
Horne Phone
Title Clear
Department
If you don't select a field to DAY e Dote Moue All
summarize by, FileMaker Pro Nesct Review
exports a grand summary plan stop
wtenzion [
(one summary value for Picture & &
every record)
Select a format option —— o farmat autp
p C) Format output uzing current layout

10.Repeat steps 7 through 9 to export additional subsummary values that
are sorted by the same break field.

Repeat steps 2 through 9 to export subsummary values that are sorted
by other break fields.

11.Select a format option for the fields, and then dhxgort.
See step 6 on page 8-11 in “Exporting data from FileMaker Pro.”

? Choose FileMaker Help Index from the (2) or Help menu, and then type:

» subsummary layout parts
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Exporting repeating field data

Some file formats (like SYLK, WKS, and DBF) can only interpret one
value per cell or field. When FileMaker Pro exports to these formats, it
exports only the first value in a repeating field. To export all repeating
field values, split the fields into separate records.

1. Make a clone of the file you want to export.
See “Saving a copy of a file” on page 1-11.

2. Open the clone, and then import the data from the original file.
See “Importing data into an existing file” on page 8-4.

3. When you see the Import Options dialog box, s€gliting them into
separate records, and then clicloK.

? Choose FileMaker Help Index from the [2) or Help menu, and then type:

» repeating fields



Chapter 9: Customizing FileMaker Pro

Setting application

Choose a preference type

?

You can customize FileMaker Pro by setting preferences for the
application, for individual files, or for working with files on the Web.
This chapter explains the preference options.

Important Before you read this chapter, be sure you know how to use
FileMaker Pro Help, as explained in the preface, “Getting help.”

preferences

Application preferences apply to any file you open. Preferences remain
in effect until you change them.

To set application preferences:

1. Open a FileMaker Pro file.

2. ChoosePreferences from the Edit menu, and then chodgglication.

3. In the Application Preferences dialog box, choose a preference from
the pop-up menu, and then set the options.

Application Preferences

1-|vGeneral
Layout

Memory
Modem  |nd drop text selection
Dialing  fes in New File dislag

Plug-Ins | .c.qeq fites:

-User Name Set options to customize
(@) Systern: “Meni Waters the way you work
() Custorn: | |

Metwork protocol: | AppleTalk

Choose FileMaker Help Index from the (2) or Help menu, and then type:

» application preferences
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Setting general application preferences

In general application preferences, you set options for dragging and
dropping text, displaying template files, and the number of previously
opened files that are listed in the File menu. You can also specify your
user name and network protocol.

=————— fApplication Preferences El
------ General vl

E Enable drag and drop text selection
E Shovw ternplates in Mew File dialog

E Show recently opened files:

ser Name

(@) Systern: “Meni Waters

() Custorn: |
Metwork protocol: | AppleTalk

Do this To
SelectEnable drag and drop Use drag and drop to transfer text without using
text selection the Clipboard

SelectShow templates in New File dialog  Display a list of template files when you start
FileMaker Pro or choosgew from the File menu

SelectRecently opened files Display recently opened files in the File menu. You
can also select how many files appear in the menu, up
to a maximum of nine files.

For User Name, sele€tistom, and ~ Specify a custom user name. If you don’t specify a

then type a name in the text box  custom name, FileMaker Pro uses the System user
name from the Chooser or the Sharing Setup
control panel.

Choose a network from tiNetwork ~ Select a network connection. Changes to this setting
protocol pop-up menu don't take effect until you quit FileMaker Pro, and
then start it again.

? Choose FileMaker Help Index from the (2) or Help menu, and then type:

» general preferences
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Setting layout preferences

In layout preferences, you set options for the way you like to work in
Layout mode.

=————— fApplication Preferences El

D Always Tock layout tools

E #dd newly defined fields to current layout

P L L L
() create rounded buttons :

C) create rectangular buttons

Select To

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,
FileMaker Pro returns to the arrow pointer after you use a

tool.
Add newly defined fields to Add new fields to the current layout when you define them
current layout
Create rounded buttons Create buttons with rounded com(___]  using the
button tool
Create rectangular buttons Create rectangular butto___]  using the button tool

72 Choose FileMaker Help Index from the [2) or Help menu, and then type:

» layout preferences
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Setting memory preferences

Changes you make to FileMaker Pro files are stored in an area of RAM
called thecache and are saved periodically to the hard disk. In memory
preferences, you choose when FileMaker Pro saves your changes.

=——— Application Preferences §—|
(Memory v

~Gave changes to disk:

i (@) during idle time.

P every |10 minutes w | or when necessary. i

File cache is always on. Current size is 2516K.

Do this To

Selectduring idle time Save changes when the system is idle or when the file cache
is full. Don’t use this option with battery-powered portable
computers—it can run down the power supply.

Selectevery <value> or when Save changes at a specified time interval or when the file
necessary, and then choose an cache is full
interval from the drop-down list

? Choose FileMaker Help Index from the [2) or Help menu, and then type:

» memory preferences

Setting preferences for dialing phone numbers

Modem and dialing preferences affect the way FileMaker Pro dials
phone numbers. To dial phone numbers:

1. Define a script that includes the Dial Phone step.

Dial Phone specifies which phone numbers to dial. See chapter 5,
“Using ScriptMaker and buttons.”

2. Specify modem and dialing preferences.
See the following sections.



Options are preset to standard
Hayes-compatible settings

?
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3. Perform the script.

Choose FileMaker Help Index from the (2) or Help menu, and then type:

» Dial Phone script step
> scripts, overview
» setting preferences

Setting modem preferences

For information about the settings you should use, see the
documentation that came with your modem.

=—— Application Preferences E_l

...... Modem vl
Eo--Modem C d.
Setup: [ ATOOVIEISOD=0
{ Brefic: 0T
| Hangup: [+++aTH AT is an attention command for
Hayes-compatible modems—for
~Connection ++4 i
et example, ATH instructs the
: [Hodem Port__~ ] modem to hang up
Defaults Click to restore preset
modem preferences
For Do this
Setup Type the command (all uppercase or all lowercase) to initialize your modem.
Prefix Type the command (all uppercase or all lowercase) for starting a call.
Hang up Type the command (all uppercase or all lowercase) for disconnecting a call.
Output Choose a port from the pop-up menu. If you ch@&pseker, you don’t have

to set the other modem preferences.

Speed Choose @aud rate(the speed for transmitting data between your computer
and the modem) from the pop-up menu.

Choose FileMaker Help Index from the (2) or Help menu, and then type:

» modem preferences
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This is the longest entry
that matches the example
phone number

Setting dialing preferences

You can store a phone number in your database and set FileMaker Pro
dialing preferences to dial it in different ways.

Note FileMaker Pro uses these preferences when you selddighe
Dialing Preferences option in the Dial Phone script step.

The following example shows dialing preferences for an office. When
dialing another extension in the same office, you might not want to dial
the exchange. And 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.

FileMaker Pro 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, FileMaker Pro dials 3930.

—————— HApplication Preferences =————

& phon pumber ook for and replsce Set preferences for different
At Togation: @ locations
If text hegins with Replace with:
[+08 | - ED With most modems, include a

comma for a two-second delay

[408 555

]
|
|
| | - |
|

For Do this

At location Choose a location from the pop-up menu.

If text begins with Type the digits that you don’t want FileMaker Pro to dial at the
beginning of a phone number.

Replace with Type the digits that you want FileMaker Pro to dial before a
phone number.

Always append Type the digits that you want FileMaker Pro to dial after a

phone number.
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Note Some modems won't accept more than 32 characters, so be careful
when inserting or appending long numbers.

? Choose FileMaker Help Index from the [2) or Help menu, and then type:

» Dial Phone script step
» phone dialing

Setting up plug-ins
A plug-in is a file that adds features to FileMaker Pro. In plug-ins
preferences you can set options for these plug-ins. Select the checkbox
next to the plug-in you want to work with, then cli@dnfigure. If the
checkbox is already selected, click the plug-in name to highlight it, then
click Configure.

See “Publishing files on the Web” on page 11-1 for more information on
using the FileMaker Pro Web Companion plug-in.

Application Preferences

...... Plug-Ins vl

. Enabled  Plug-In Marme
Select the plug-in you T b Compani
want to enable

IE

- Dezcription

Configure..-] Click to configure the plug-in

Setting document preferences

Document preferences affect the current database file. You can set
different document preferences for different files.

Note A shared file has the same document preferences for every user.
You can change the document preferences if you have the master
password or if there isn’t password protection in the file. See “Defining

passwords” on page 7-11.
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To set document preferences:
1. Open a FileMaker Pro file.
2. ChooseéPreferences from the Edit menu, and then cho@seument.

3. In the Document Preferences dialog box, choose a preference type
from the pop-up menu, and then set the options.

=————— Document Preferences El
Choose a preference type — —E ...... General vl

[ Use smart quotes (7, © )
E Store cormnpatible grlaphlcs Changes to document
When opening “Clients ™ preferences affect only
R e
[ 5witeh to layout:
[ Perform script: IM} Choose a SCI’ipt torun
N when the file is opened
when closing “Clients " :
[JPerform soript: [omknowns = Choose a script to run
when the file is closed

Setting general document perferences

Select To

Use smart quotes Use curly apostrophes (') and quotation marks (*”). If you
use a font that doesn’t have smart quotes, FileMaker Pro
substitutes plain marks (' ). When you change this option,
FileMaker Pro uses the new setting when you type in the
file (existing marks do not change). If you deselect this
option, FileMaker Pro uses plain marks.

Store compatible graphics Store graphics in a cross-platform format. You can
deselect this option to conserve disk space. Changing this
option affects only the objects you create after the
change.

Try default password, and then Automatically enter a password when you open the file.

type a password If the password isn't valid, FileMaker Pro prompts you to
type another password. To temporarily bypass the
default password and enter a different one, press Option
while opening the file.

Switch to layout, and then Display the specified layout when you open the file. If
choose a layout from the  you don't select this option, FileMaker Pro opens the
pop-up menu layout you displayed when you closed the file, or opens

a layout you specify in a startup script. (SeePgréorm
script option below.)
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Select To

Perform script, and then Perform a startup or close script when you open or close
choose a name from the  the file. For example, you can define a startup script to
pop-up menu hide the status area or set the window size. If another

script opens the file, FileMaker Pro doesn'’t perform the
startup script.

? Choose FileMaker Help Index from the [2) or Help menu, and then type:

» document preferences

Setting document spelling preferences

You can choose to have FileMaker Pro check your spelling as you type.
You can also define where the Spelling dialog box appears onscreen. For
more information on setting spelling preferences, see “Checking your
spelling as you type” on page 1-15.

=————— Document Preferences El
...... Spelling vl

Spell as you type:
@ Off
C) Beep on questionable zpellings
C) Flash menu bar on questionable spellings
Dialog placement :
@ Autornatic
() User defined

Setting Web Companion preferences

In Web Companion preferences, you set options for FileMaker Pro
records that are published on the Web. You can set options for Table
View, Form View, searching, and sorting.

To set Web Companion preferences, chdwslerences from the Edit
menu, and then choo®éeb Companion.

For more information on setting preferences for FileMaker Pro Web
Companion, see “Setting up FileMaker Pro Web Companion” on page
11-7.



Chapter 10: Using data from related files

There are times when one database file doesn’t suit all your data
management needs. Perhaps you have data in one file that you want to
use in another file. Or you've tried to expand a file by adding several
fields to it, and now the file's subject has become unclear. Or you have
the same values in several files, and you'’re constantly updating them to
keep them all the same. With FileMaker Pro, you can access data from
other files to use in the current file, by either defining lookups or
creating a relational database. This chapter explains how.

Important Before you read this chapter, be sure you understand how to
create a FileMaker Pro file (see chapter 2, “Creating a database file”). You
should also know how to create a layout and work with data (see chapter 3,
“Laying out and arranging information,” and chapter 4, “Working with
information in records”). In addition, be sure you know how to use
FileMaker Pro Help, as explained in the preface, “Getting help.”

Looking up and displaying data from other files

When you have data in one file that you want to use in the current file,
you can access, display, and work with that data in two ways:

= A lookupcopies data from another file into a field in the current file.
After data is copied, it becomes part of the current file (as well as
existing in the file it was copied from). Data copied to the current file
doesn’t automatically change when the values in the other file change.

= A relational databasellows data from another 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 other file only. Data
displayed in the current file changes whenever the values in the other
file change.



10-2 FileMaker Pro User's Guide

To establish a connection between files for lookups and relational
databases, you defingelationship an expression that tells

FileMaker Pro how to match records in one file with records in another.
Then you choose the fields that contain the data you want to work with.

Client ID

Client ID

Route

Client ID

Route

Client ID

Route

Route

A lookup copies data from another file into In a relational database, data from another file is
the current file, in a field that belongs to the displayed in the current file, in a field that belongs
current file only to the other file

Note All files involved with lookups and relational databases must be
FileMaker Pro 3.0 or 4.0 files.

? Choose FileMaker Help Index from the (2) or Help menu, and then type:

» relationships, understanding

Understanding the terminology
Before you begin, you need to understand the following terms for
lookups and relational databases. These terms are illustrated in the
sections that follow.

This term Means

Master file For lookups, the file that contains the copied data. It's the file the
lookup originatesrom and the file the data is copital

For relational databases, the file that accesses and displays data
from another file.

Related file For lookups, the file that contains the data to copy. It's the file the
lookup goego and the file the data is copiéom.

For relational databases, the file that contains the data you want to
access and work with in the master file.

A related file and the master file can be the same file.
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Means

Match fields

A field in the master file and a field in the related file that contain
values you want to use to find matching records. (A match field is
sometimes called key field)

For lookups, the values in the 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.

For relational databases, the values in the match fields must be
equal to each other.

Lookup source field
(for lookups only)

A field in the related file that contains the data you want to copy.
It's the field the data is copidcom.

Lookup destination fieldA field in the master file that you want to contain the copied data.

(for lookups only)

It's the field the data is copidd.

Relationship

An expression you define that contains requirements which, when
met, establish a relationship between values in the match fields. (A
relationship is sometimes calledirsk or ajoin expressior)

Related record

A record in the related file whose match field (according to the
relationship used) contains a value that's equal to the value in the
match field of the master file.

Related field

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 a related
field can then be used in the master file.

You place a related field in a layout of the master file, either by
itself or in aportal. You can then work with the related data in all
modes.

In the master file, a related field name appears as
Relationship name::Related field naweas
::Related field name

Portal

An object in a layout of the master file in which you can place
related fields. Use a portal when you want to access and work with
data from more than one related record in records of the master file.

You only need to place related fields in a portal if you want to work
with data from more than one related record.

Portals display data from related records in rows, one record in
each row.

Understanding lookups

You look up data by first setting up a relationship between matching
data in the master file and a related file, and then defining a lookup to
copy data from a field in the related file into a field in the master file.
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Lookup destination field

ide

When you type a value in the match field of the master file,

FileMaker Pro uses the relationship to find the first record in the related
file whose match field contains a matching value. Next, it copies the
value from the lookup source field into the lookup destination field,
where the value is then stored. Data that’'s copied into the master file
doesn’'t change when the value in the related file changes, unless the
match field in the master file is changed. In that case, the lookup will be

performed again.

After a value is copied into the lookup destination field, you can edit,
replace, or delete it like any other value. You can also update data in the
master file to match data that changed in the related file. (See “Updating
lookup values” on page 10-14.)

Match fields for the relationship

Lookup source field

Client ID ; C235

Glient ID

lient ID | C

Name

Phone

City

Master file

Related file

Keep these points in mind:

= When the same value exists in more than one match field in the related
file, FileMaker Pro copies data from only the first related record.

= When you type data in the match field of the master file, you might
be asked to type a password for the related file.

= To copy data into a second field that uses the same match fields—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 the first field.
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Lookup source field
for first lookup

Match fields for
the relationship J
Client ID :
> Client ID ; C
Lookup destination — T s
field for first lookup Name i Burke
Phone
Lookup destination — I
field for second lookup i
Lookup source field for
second lookup
Master file Related file

? Choose FileMaker Help Index from the (2) or Help menu, and then type:

» lookups, overview

Understanding relational databases

A relational databasés a group of two or more discrete database files
that, when used together, contain all the data you need to do your work.
In a relational database, 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.

For example, a travel agency might store trip information in a Trip file,
and then use it with client information in a Client file and with billing
information in an Invoice file.
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Trip ID

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

Trip Name

Route

Origin  Destination

Trip file

Client file

Invoice No :

Date

Total

Invoice file

You create a relational database by first defining a relationship in the
master file. Then you add the fields to display the data from the related
file in a layout of the master file. You can then work with the data in the
related fields in all modes when you work with records in the master file.

When you type a value in the match field of a record in the master file,
FileMaker Pro uses the relationship to find all the records in the related file
whose match field contains the same value. Then it accesses data from the
fields of the related file in the current record of the master file. When the
related field is in a portal, values from all related records are accessed.

Note You do not need to place related fields in a portal unless you want
to work with data from more than one related record.
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Match field for
the relationship

‘ Trip 1D

Client 1D
Clignt Marne

Phore
Trip 1D

Route
D rigin fratic

. . R20 1§ Dakland Bostonk—' .
Related fields in a portal R4Z | Bosfor | London Both records in the
related file are accessed

Related file

Master file

When the related field isn’t in a portal, the value from the first related
record is accessed.

Match field for the relationship

Client 1D} <

Client Mamei

Phore
Trip 1D

Related file

Related fields not in a —— 553t Gakland | Bostor?
portal—the first record in |
the related file is accessed

Master file

Because data from a related file is displayed in—and not copied into—
the master file, you always see the data in its current state.

? Choose FileMaker Help Index from the [2) or Help menu, and then type:

» relational databases
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Lookups and relational databases: a comparison

?

Whether you define a lookup or create a relational database depends on
how you plan to use the data from another file. Use the following
information to help you decide.

Use lookups to:

= Copy data from a different file (or the current file) and keep it as
copied. For example, use a lookup to copy values from a Current
Price field to a Price field in an invoice file. Even if the price in the
original file changes, the value in the invoice file stays the same.

= Maintain a file that already contains lookups, when you don’t want to
change the files to a relational database.

Use a relational database to:

= See and work with data in its most up-to-date state. This is important
when you need current data, like values in a Days Past Due field from
a related file.

= Set up and manage data efficiently and with flexibility. Instead of
creating many database files that together store multiple occurrences
of data, you store single occurrences of values in smaller files. You
can then work with the data in many ways. You make any changes to
data in only one place, which promotes data accuracy.

= Save disk space, because data is stored in only one place.

Note A complex set of lookups or a complex relational database may
require an administrator who understands the design and how to
maintain it. The administrator might also train others to use the database.

Choose FileMaker Help Index from the (2) or Help menu, and then type:

» lookups, overview
» relational databases
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Understanding relationships

Whenever you want to use data from another file—either for a lookup or
in a relational database—you must first define a relationship from the
master file to the related file. 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.

Relationship
Match field —————clientip ClientID | +—— Match field
Name Name
Phone
City
Master file Related file
After you define a relationship, you can choose its name from the
relationship pop-up menu as you work in the master file. The
relationship pop-up menu is in all dialog boxes where you can select
field names in related files. The following example shows the dialog box
used to export FileMaker Pro data.
=—————— [Enportfieldrder =—————
Relationship pop-up menu ——f—{tustemers | Field Order li — List of fields to export
with the Customers Tustorer IO 7 ¥ Costamer © Field from the current file
relationship selected it Name e e | Fields from a related file
shddress
Choose fields in the —— | : stste
related file
= =
(@) Don't format output
C) Format output uzing current layout
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Once a connection is established between two files, you then have
access to data in the related file in any of the following ways:

= Define alookup, to copy data fromnerelated record fogachrecord
in the master file (establishingbae-to-onecorrespondendeetween
data in the master file and data in the related file).

= Place one or more related fields in a layout of the master file, to
display data frononerelated record fagachrecord in the master file.
This establishes @ane-to-onecorrespondence between data in the
master file and data in the related file.

= Add a portal in a layout of the master file, and then place one or more
related fields in the portal to display data frorare than oneelated
records foreachrecord in the master file. This establishemea-to-
manycorrespondendeetween data in the master file and data in the
related file.

Keep these points in mind:

= To define a relationship for a lookup, see “Defining a relationship for
a lookup” on page 10-13. To define a relationship for a relational
database, see “Defining relationships for a relational database” on
page 10-21.

= Each relationship involves only one master file and one related file;
however, you can define many relationships from a master file and
many relationships to a related file. The related file of one
relationship can be a master file for a different relationship.

= You can define many relationships between the same two files. For
example, the relationships can specify different match fields.

= The match fields for a relationship can have different names; what
determines that the relationship is established is that the fields have
matching values. Be sure the fields are the same type and are indexed;
otherwise, the relationship might not find the records you expect.

= 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, like all the employees of each manager.

= |f the master file is protected with passwords, you must have the
master password to define relationships. (See “Defining passwords”
on page 7-11.)
? Choose FileMaker Help Index from the (2) or Help menu, and then type:

» relationships, understanding
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Defining lookups between files

Important Before you begin, be sure you understand the information in
the previous sections that explains lookups and how they differ from
relational databases.

Defining a lookup

1. In Browse mode or Layout mode in the master file, chDefiee
from the File menu, and then chod#ds.

2. In the Define Fields dialog box, double-click the lookup destination

field (the field to copy data to). Or create a field, and then double-
click it.

3. In the Entry Options dialog box, selecbked-up value.

4. In the Lookup dialog box, choose the relationship to use from the
relationship pop-up menu.

Or define a relationship by choosibefine Relationships from the
pop-up menu. See “Defining a relationship for a lookup” in the
following section.

5. In the list of field names, select the lookup source field (the field to
copy data from).

6. Select options for the lookup.

To Do this

Determine what to do when values for If no exact match, then, select an option to copy

the match fields are not equal no value, copy the next lower or next higher value
that’s in the lookup source field, or display the
message or data you type in the text box (up to
255 characters).

Prevent null (empty) data in the  SelectDon't copy contents if empty. (Deselect this
lookup source field from being option to allow empty data to be copied.)
copied to the lookup destination field
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Lookup for Field “Unit Price™

Lookup a walue from the first
matching record given by the relationship: | Products -

— Choose the relationship to
use, or define a new one

[Match a new entry in “Product ID* with “Products : Product D)

Copy from “Products ¥ If no exact match, then:

—i— Select an option for
1 Produth [ | @) do not copy lookups with unequal data
: : : in match fields

::Unit Price

Select the lookup

source field D) copy next Tower

<

[ Don't copy contents if ermpty Cancel

7. Click OK, click OK again, and then clicRone.

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.

= To change a lookup, in the Entry Options dialog box, belsoked-
up value is selected, cliclspecify, and then make your changes. To
stop using a lookup, deseleabked-up value in the Entry Options
dialog box.

= When data in the related file changes and you want the master file to
contain the new values, you can look up the data again. See
“Updating lookup values” on page 10-14.

? Choose FileMaker Help Index from the [2) or Help menu, and then type:

» lookups, defining
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Defining a relationship for a lookup
1. In the Define Relationships dialog box, cligéw.

=————— Define Relationships for “Invoices”

Relationships provide access to data in other files. 2 relationshipls)
Relationship Marne Relationship Related File
i i # Customers Custorner ID = ::Custormer 0 Custorners <
R.elatlonShlps Currently 1 # Line lterns Invoice ID = ::nvoice 1D Line Hlerns [
defined for the master file
]
[[ New... ]] [ Edit... ] [ Duplicate ] [ Delete ] [ Done ]

2. In the Open dialog box, double-click the name of the related file.

3. In the Edit Relationship dialog box, fRelationship Name, you can
type a unigue name for the relationship (otherwise, FileMaker Pro
uses the name of the related file).

Don'tinclude colons (:) in the name. FileMaker Pro ignores spaces at
the end of the name.

4. Select a match field in the master file and a match field in the
related file.

Edit Relationship

Relationship Name (Products i Type a
& relationship defines a set of matching related records for - - relatlonShlp
each record in the current file. Specify File... name
Match data frorn field in current file: “With data frorn field in related file:
Invoices Products
Custorner I <7 | ::Product 1T <
. Agent Mame [ | ::Product Mame | Selecta
Select a match field ——H | mvoice o it Price | match
1 i Order Dat . .
in the master file Jrder bate field in the
related file
2 2

E when deleting a record in thiz file, alzo E allow creation of related records
delet: lated d;
elete relaied records E Sort related records | Specify...

5. Click OK, and then cliclbone.
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Keep these points in mind:

= You can define a relationship for a lookup when you define the
lookup. See the previous section.

= To change a relationship, see “Changing relationships” on page
10-29.

? Choose FileMaker Help Index from the [2) or Help menu, and then type:

» lookups, defining

Updating lookup values

If you change data in the match field of the related file or in the lookup
source field, FileMaker Pro doesn’t automatically update the data in the
lookup destination field. To update the data, you need to look it up again.

Important You can’t undo your actions when you update lookup values.

1. In the master file, locate the records that contain the values to update.

If necessary, find or omit records first. (See “Finding information” on
page 4-19 and “Omitting records” on page 4-26.)

2. Select the match field in the current file, and then chBelsekup
from the Mode menu.

3. When you see an alert message, dlikk

To define a script to update lookup values automatically, see chapter 5,
“Using ScriptMaker and buttons.”
? Choose FileMaker Help Index from the (2) or Help menu, and then type:

» lookups, updating

Working with relational databases

The rest of this chapter explains how to plan, create, and work with
relational databases.

Important Before you begin, be sure you understand the information in
the previous sections that explain relational databases and how they
differ from lookups.
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Planning a relational database

An efficient relational database organizes and stores information that
you can retrieve and use to suit your needs. Related database files work
together to ensure that the correct data is available when you need it.

It's a good idea to plan a database on paper first. Follow these general
steps to plan a relational database:
1. Begin by asking questions, like these:

= What information will the database hold?

= What database files are needed?

= What fields will each database file contain?

= What common data exists among the database files?

® nfonmation do fold ?
* Dadabose fides ?

o Fieldy?

/\/\/\/\/\/\/\/

2. Determine the database files and the data they will include.

When you understand what you want the database to accomplish,
you're ready to list all the database files it will include. 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
accounting data.

As you design the files, think about the fields you want to include and
which fields will contain common data.
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Keep each file simple. 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. You can combine data from the Route file in records of the
Trip file.

ClientID
Stheet N
Client file
City
Postal Code
Taip iD
/\.’\’/W'\_/\/\,
Rowde D Toin [D
Taip Naone
Osigin Rowte ID
Doici
Destinadi Destirsdi
/\W/W /\.’\/\/'\/'\_/\,\,
Route file Trip file

3. Determine the match field or fields for each file.

Each database file has at least one field that can be used to determine
whether or not a new record should be added to the file. This field is
a match field. Often this field contains a value unique to each record.
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For example, in a Client file you might want to assign each client a
unigue, identifying number. You wouldn'’t enter a client 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.

‘-
{(ClinaID )
e Client file
City
Postad Code
D
N AN
RewteD ) Y
F'l_at.l\fwm
Origin KRoute 1D
Destinad Dostina
Route file Trip file

4. For each file, decide which fields will store data and which ones wiill
use data from other files.

The fields in each database file all store a single occurrence of the
subject of the database file. For example, the fields in the Client file
(client identification number, name, address, and phone number)
together store all the information about one client. Other data can be
combined as needed from other database files.
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Based on the file's subject, you can see where it makes sense to store
the data and where to use stored data from a different file. For
example, you might want to use trip information in a Client file (to
see which clients took which trips), so you could use the Trip fields

in the Client file.

e
(CliewtID )
| ClbiortName Client file
| Stheet
[
| Pestad Code
| Phowe
;; |
N A
Rowte D) T D
| Taip Name
Ovigin | RowlD) |
Route file Trip file

5. Determine the relationships between the files.
Each database file is related in some way to all the other database
files. What defines a relationship between files is that their fields
contain common data. Between match fields that have common data,
draw a line from one file to another.



Using data from related files 10-19

(et )
Cliont Nosse
Stacet Client file
City
Pentad Code
Phone
T~
/\
[Boste D Yo g )
Taipe Noare
Deigin Route [0
A
TN N T e N N )
Route file Trip file

Determining relationships between database files lets you see where
you can use data stored in one file in another file. Establishing these

relationships promotes consistent data entry and retrieval and reduces
the existence of duplicate data among the database files.

6. Consider who 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, see
“Protecting your files” on page 7-9.

? Choose FileMaker Help Index from the (2) or Help menu, and then type:

» relational databases
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Creating a relational database

After you've planned your relational database, follow these general
steps to create it (detailed instructions follow):

1. Define the relationships to use.

2. Depending on whether you want to work with data from one related
record or more than one in each record in the master file, add related
fields directly in the layout or in a portal in the layout.

= For a related field by itself, add the related field directly in the
layout.

= For related fields in a portal, create the portal in the layout, and
then add the related fields in the portal.

You add related fields and portals in Layout mode and then work with
data from the related records in all modes.

Deciding where to place related fields
You can display related fields directly in a layout or inside a portal.

= Place related fields directly in the layout to display data from the first
related record in the related file, even when the match field in the related
file contains more than one occurrence of the same value. (A related field
directly in a layout establishe®ae-to-onecorrespondence between
data in the master file and data in the related file.)

= Place related fields in a portal in the layout to display data from all
found related records in the related file. (A portal establisloeea
to-manycorrespondence between data in the master file and data in
the related file.)
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Invoices

|Lauout #1

Invoice

Customer ID [SustenstR.......
Customer Hame [LastHame......]

Address

Related fields in ~ [Lawauts: | BveryWhere
Layout mode PREAY R

Related fields in a layout

Agent Name
Invoice ID
Order Date %

N Header

Product ID Product Name Unit Price Qry Extended Price

Related fields in a portal

EE Inroices Saa0—F——————5
[Cagout *1_|| . 7]
= Invoice
Customer ID 5
Related flelds |n - Customer Name  Dennis Copley |
” o Address 500 Burmeister Data from one
Browse mode  |Reserds: | EveryWhere .
2 il i Hiten Head -, 8C | related record
Unsorted Agent Hame  MindyRose
Invoica ID 3
Order Date 8715005
Product ID Product Name Unit Price Qry Extended Price
ETd Caribbean travel book 43225 1 43225 | Data from a”
ET1 Palo shit with ship loge  $26.95 2 $72.90 | related records in
the related file
Toral $106.15 §
100 ||

? Choose FileMaker Help Index from the [2) or Help menu, and then type:

» related fields

Defining relationships for a relational database

1. In Browse mode or Layout mode in the master file, chQefiee
from the File menu, and then chod®ationships.

2. In the Define Relationships dialog box, cligéw.
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Define Relationships for “Invoices™

Relationships provide access to data in other files. 2 relationshipls)

Relationship Marne Relationship Related File
Relationships Currently <| # Customers Customer D= ::Customer I Customers 5
defined for the master file # Line lterns Invaice I = ::Inveice 1D Line ltemns [
]
[[ New... ]] [ Edit... ] [ Duplicate ] [ Delete ] [ Done ]

3. In the Open dialog box, double-click the name of the related file.

4. In the Edit Relationship dialog box, fBelationship Name, you can
type a unique name for the relationship (otherwise, FileMaker Pro
uses the name of the related file).

Don'tinclude colons (:) in the name. FileMaker Pro ignores spaces at
the end of the name.

5. Select a match field in the master file and a match field in the
related file.

=——————————— Lilit Relatinnship =""—"—i————

Relationship Name |Products I Typea
& relationship defines a set of matching related records for - - rEIatlonShlp
each record in the current file. Specify File... name
Match data frorn field in current file: “With data frorn field in related file:
Invoices Products
Custorner I <7 | ::Product 1T < Sel
. . Agent N. [ | ::Product N, 1
Select a match field in the e St peiee | meafgrg % old
master file Order Date .
Tatal inthe
related file
2 2

Option for records in the L [ hen deleting a record in this file, slso [ Allow creation of related records ————+— Options for
master file delete related records 2] Sort related recards related

records

Cancel
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6. Select options for the relationship.

To do this while browsing
records in the master file Select

When you delete a record in the masi®hen deleting a record in this file, also delete related

file, delete related records (in the records. (See “Deleting related records” on page

related file) 10-34.) Related records may not be visible on the
current layout.

Add records to the related file Allow creation of related records. (See “Creating
related records” on page 10-32.)

Sort related records before displayirgprt related records, then specify how you want
them in the master file related records sorted. (See “Sorting records
with related fields” on page 10-35.)

7. Click OK, and then clicloone.

Keep these points in mind:
= A match can be defined only on fields that can have an index.

= You can define a relationship when you add a related field or create
a portal in a layout. See the following sections.

= To change a relationship, see “Changing relationships” on page
10-29.

? Choose FileMaker Help Index from the [2) or Help menu, and then type:

» relational databases

Creating a portal to hold related fields

Important Before you begin, be sure you want to create a portal to hold
related fields. (See “Deciding where to place related fields” on page
10-20.)

1. In Layout mode in the master file, select the Portal tool.
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Portal tool

If you don't see layout
tools, click the status
area control

EO=—————— Inuoices
[Layout #2

m &

Invoice

Customer ID  [Gustomer|D.......

2

Layouts:
2

E
T

A A ¥ & L

A || Header |
] o |
I

Figld.

Drag the pointer to
draw the portal

. Click in the layout where you want the portal to start and drag the

pointer diagonally until the portal is the size you want.

. Inthe Portal Setup dialog box, choose the relationship to use from the

Show records from pop-up menu.

Or define a relationship by choosibefine Relationships from the
Show records from pop-up menu. See “Defining relationships for a
relational database” on page 10-21.

Portal Setup

Show records from | Line tterms ~ Select the relationship to use,
[] amlow deletion of portal records or define a new one

Format

Show Fows

D Show wertical seroll bar

Select options for the portal

E #lternate background with
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4. Select options for the portal, and then clitk

To Select

Delete records in the related file by selectiAtipw deletion of portal records
a portal row in Browse mode, and then
choosingelete Record from the Mode menu

Specify the number of rows to display in For Show <value> rows, type a number
the portal

Display a scroll bar on the right side of  Show vertical scroll bar
the portal

Display a background color and pattern féiternate background with, and then choose a
every other row of the portal fill color and pattern from the palettes

fi———————

[Layout #2 )

Inuoices ————— |

Invaoice

Customer ID  [CustomeriD

o Address [T
v - -
Dveryyvhare TN A

Header

First portal row

Portal

Relationship for the portal

e oo [

5. Place related fields in the portal (see the next section).

Keep these points in mind:

= You can display objects other than fields in a portal. An objectisin 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,
they overlap.

= You can place a portal in any layout part. See “Working with layout
parts” on page 3-24.
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= To number rows in a portal, uBeste Special to paste the record
number into the first portal row.

? Choose FileMaker Help Index from the [2) or Help menu, and then type:

» portals, creating

Placing related fields in a layout or portal

Use the following steps for adding related fields directly in a layout or
in a portal.

Important Before you begin, determine where to place related fields (see
“Deciding where to place related fields” on page 10-20). If you're
placing related fields in a portal, create the portal first (see “Creating a
portal to hold related fields” on page 10-23).

1. In Layout mode in the master file, hold down the Field tool and drag
the new field onto the layout or in the first row of a portal.

Invoices

Invoice

Customer ID [}

Customer Name
Address [

Related
fields ina
layout

Agent Name
Invoice ID
Order Date |}

L
Header I
-

Product ID Product Name Unit Price aty Extended Price

Field tool

Related
Portal — fields in
[E-[%[=-] the first
D H e row of a
Total [Total porta|

2. In the Specify Field dialog box, choose a relationship from the
relationship pop-up menu.

You can define a relationship by choosiefine Relationships from
the pop-up menu. See “Defining relationships for a relational
database” on page 10-21.
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3. Double-click the name of a related field.

=— Specify Field ==o

[Line tems ~}-—— Choose the relationship to
“rovoies 1D o use, or define a new one
s:Product 1D [
ity . . .
Uit Price Fields in the related file (based on
s:Extended Price q H
e e the current relationship)

=]
[ Create field label

Note To prevent users from changing data in a related field, deselect
Allow entry into field in the Field Format dialog box (in Layout mode) for
the related file. (See “Determining data entry in fields” on page 3-68.)

? Choose FileMaker Help Index from the [2) or Help menu, and then type:

» related fields

Changing related fields and portals

In Layout mode, related fields and portals are layout objects that you can
change like any other FileMaker Pro object.

? Choose FileMaker Help Index from the (2) or Help menu, and then type:

» related fields

Selecting, moving, or deleting related fields and portals

To Do this in Layout mode

Select a related field Click the field.

Select a portal Click the portal area outside any fields.

Change the tab order of See “Setting the tab order for data entry” on page 3-69.

related fields

Move or delete the field label oSelect the label, and then move or delete it.
a related field

Move related fields or portals  See “Moving objects” on page 3-44. To move related fields
with a portal, select the fields and the portal.
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To Do this in Layout mode

Delete related fields or portals In Layout mode, select the field or portal, and then press
from a layout Delete. FileMaker Pro deletes the objects, not the
relationships, field definitions, or data.

Changing the appearance of related fields and portals

To Do this in Layout mode

Change the fill color or pattern, See “Changing lines, colors, and patterns” on page 3-51.
pen color or pattern, or line width
of a related field or portal

Change the color or pattern of Double-click the portal. In the Portal Setup dialog box,
alternating rows in a portal selectAlternate background with, and then choose a fill color
and pattern from the palettes. Cligk.

Resize related fields or See “Resizing objects” on page 3-50. Resizing the first row
portal rows of a portal resizes all rows.

Change the number of rows  Double-click the portal. In the Portal Setup dialog box, type
displayed in a portal a new value foBhow <value>rows. Click OK.

Show or hide a portal scroll bar  Double-click the portal. In the Portal Setup dialog box,
selectShow vertical scroll bar. Click OK.

Change the data format of See “Defining display formats for fields” on page 3-59.
related fields The changes only affect the format on the current layout.

Change the appearance of a See “Working with fields in a layout” on page 3-55. The
related field in the current layouthanges only affect the appearance on the current layout.

Slide related fields and portals t6ee “Removing spaces at the end of fields and parts” on
remove blank space between page 6-5. Objects in a portal don't slide or shrink, but when
layout objects a portal slides, objects within the portal slide with it.

Copying and pasting related fields and portals

To Do this in Layout mode
Cut, copy, and paste See “Cutting, copying, and pasting objects” on page 3-45.
related fields If you paste a related field into another file, FileMaker Pro

looks for a matching related field name in the new file. If
the matching name exists, FileMaker Pro pastes the field in
the layout with that same name. Otherwise, a template field
(a field with no association to any field in the database file)
is pasted.

Copy and paste portals See “Cutting, copying, and pasting objects” on page 3-45.
To copy and paste related fields with a portal, select the
fields and the portal. If you paste a portal into another file,
FileMaker Pro looks for a matching relationship name in
the new file.
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Choosing a different relationship for a portal
1. In Layout mode, double-click the portal.

2. In the Portal Setup dialog box, choose a relationship from the pop-up
menu, and then clicK.

If you change the relationship after adding related fields to the portal, the
fields don’t change, but FileMaker Pro matches records based on the
new relationship. Remove the fields from the portal, and then add related
fields based on the new relationship, if needed.

Changing relationships

When you change a relationship, your changes affect which records are
found in the related file and displayed in records of the master file.

When you delete or change a relationship, all records involved in that
relationship are affected by your changes.

1. ChooseDefine from the File menu, and then chod®ationships.

2. In the Define Relationships dialog box, select a relationship, and then
select an option.

To Click

Delete the relationship Delete, and then cliclelete in the confirmation
message. Be sure to delete all references to the
relationship in the master file.

Quickly create a Duplicate. To make changes, with the duplicate selected,
similar relationship click Edit. Then see the next step.
Change the relationship Edit, and then see the next step.

3. To edit the relationship, make your changes in the Edit Relationship
dialog box, clickOK, and then clicloone.

To Do this

Rename a relationship FRBelationship Name, type a new name.

Change options for a relationship ~ Select or deselect options.

Choose a different related file CliSkecify File. In the Open File dialog box,
double-click the name of a related file. Then, in the
Edit Relationship dialog box, select the match fields
you want.




10-30 FileMaker Pro User's Guide

To Do this

Change match fields Select a new match field in the master file, the
related file, or both.

? Choose FileMaker Help Index from the (2) or Help menu, and then type:

» relationships, changing

Working with related files and fields

The following sections explain how to work with data in related files
and fields.

Working with related files

To do this with
related files Keep these points in mind

Work with passwords You must have the appropriate access privileges to a related file or

and access privileges field. For example, to add data to a related field, you must have the
privilege to edit records for the related file. (See “Protecting your
files” on page 7-9.)

Check spelling Check spelling of data in related fields just as you do with data and
text in the master file. (See “Checking your spelling” on page 1-13.)

Copy data When no fields and no records in a portal are sel€opyd;opies
data in the master record and in all records in portals. When a record
in a portal is selecte@ppy copies the data in the record in the portal.
(See “Copying and moving values and records” on page 4-12.)

? Choose FileMaker Help Index from the [2) or Help menu, and then type:

» related files

Working with related fields

To do this with
related fields Keep these points in mind

Change field definitions Change data entry options and validations directly in the
related file only, because the data is defined in the related file.
(See “Changing field definitions” on page 2-25.)

Change field formats Change the way data is displayed and formatted in the
appropriate layout of the master file. (See “Defining display
formats for fields” on page 3-59.)
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To do this with
related fields Keep these points in mind

Define a calculation formulaln the Specify Calculation dialog box, choose a relationship
in the master file that refersfrom the relationship pop-up menu. Then select a related field.
to a related field (See “Understanding formulas” on page 2-13.)

References to related fields can become invalid when you create
or delete a field, change the field type or number of repetitions,
or have a missing field definition or mismatched field types (for
example, when a field is deleted in the related file). When a field
reference is invalid, FileMaker Pro alerts you.

Set the order for related  You can place a related field anywhere in the field order—
fields (for columnar reports,before, after, or between fields in the master file.

exporting, and so on) In the Specify Field Order dialog box, choose a relationship

from the relationship pop-up menu. Then select related fields
in the field list, in the order you want.

Insert a merge field from a In the Specify Field dialog box, choose a relationship from the
related file relationship pop-up menu. Then select a related field. (See
“Adding merge fields” on page 3-58.)

Summarize data that's in a Make the field a calculation field, and then define a formula
portal that includes an aggregate function. For example, for a field
that calculates the total of values in the related field Price
(which is in a portal and uses the relationship Line ltems),
define the formulaSum(Line Items::Price) for the
Total field. (See “Functions” on page 2-20 and “Aggregate
functions” on page C-6.)

Define a script step to worklIn the Specify Field dialog box for the step, choose a
with related fields relationship from the relationship pop-up menu. Then select a
related field.

72 Choose FileMaker Help Index from the (2) or Help menu, and then type:

» related fields

Working with related records

The following table explains how to work with related records in some
areas of FileMaker Pro. For other areas, see the following sections.

To do this with
related records Keep these points in mind

Duplicate related records = To duplicate a master record (and display related data), be
(in Browse mode) sure no records in a portal are selected, and then choose
Duplicate from the Edit menu. (See “Adding and duplicating
records” on page 4-3.)
= To duplicate a related record that's in a portal, select the
record, and then chooBeplicate from the Edit menu. The
Allow creation of related records option must be selected for the
portal relationship.




10-32 FileMaker Pro User's Guide

To do this with

related records Keep these points in mind

Import and export = You can't import related fields, but you can import directly

related records from arelated file. (See “Importing data into FileMaker Pro”
on page 8-4.)

= To export related fields, use the relationship pop-up menu to
choose the fields in the Export Field Order dialog box. (See
“Exporting data from FileMaker Pro” on page 8-9.)

Replace related records See “Replacing field values” on page 4-14.
Preview and print = FileMaker Pro prints related records and portals you see in
related records Preview mode. (See chapter 6, “Previewing and printing

information.”)

= To prevent related fields and portals from printing, see
“Keeping objects from printing” on page 6-9.

= When you print a portal that displays a scroll bar,
FileMaker Pro prints only the records displayed in the portal
when the portal isn’t scrolled.

Work with records in FileMaker Pro limits access to some commands and records to
shared files keep users from interfering with each other. (See “Working
with shared files” on page 7-6.)

= When you make changes to a master record, FileMaker Pro
prevents other users from changing the same record.

= When you make changes to a related field, FileMaker Pro
prevents other users from changing the associated related
record and master record.

= 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.

? Choose FileMaker Help Index from the [2) or Help menu, and then type:

» related records

Creating related records

You can add records to the related file as you enter data in a record in
the master file.

To add related records from the master file Altosv creation of related

records option must be selected for the relationship. (See “Defining
relationships for a relational database” on page 10-21.) When this option
is selected, typing in a related field that has no corresponding related
record creates a related record based on the match field in the master file.
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B Line Items EE|
2l Related file
= Line Items
11|l 58
Records: EveryWhere
r A xtw koL
Unzorted Invoice ID 3
Product ID  ET1
Unit Price  36.95
ay 2
Extended Price 739 .
Product Hame  Polo shirt with ship logo Master file
Invoice I 3 E= nuoices 88— PI5|
Product ID  ET3 Layout #1 I i .
Unie Price 7385 = : Invoice
ey 1 -
Extended Price 2995 Customer ID
Product Hame  Travelbag 5 Customer Name
100 | Erofse [0 — Address
I A A ¥ & L
Unzorted Agent Name
Match field Invoice 1D

Related records from the Line Items file

Type in the last row of the portal to add a ]
related record to the Line Items file

?

Order Date

Product ID  Product Name Unit Price aty Extended Price

$32.25
$73.90
$29.95

Caribbean travel book

Fola shitt with ship logo

T Travel bag

Total  $136.10

100

To

Do this

Create a record in the master file In Browse mode, cheas&ecord from the

Mode menu.

Add a record in a related file = |f the related field is in a portal, type data into the

field in the last row of the portal, and then press Tab.
= |fthe related field isn’t in a portal, type data into the
field, and then press Tab.

Note If a related file is locked or write-protected, or the user doesn't
have access privileges to create records, FileMaker Pro doesn’t add new
records. See “Working with related records” on page 10-31 and
“Defining passwords” on page 7-11.

Choose FileMaker Help Index from the (2) or Help menu, and then type:

» related records
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Deleting related records

?

While browsing through records in a master file, you can delete records
from a related file when one or both of the options for deleting records
are selected.

Important You can’t undo deleting data or records. Before deleting,
consider making a backup copy of your files.

To delete records, in Browse mode, chdagete Record from the Mode
menu. (See “Deleting records” on page 4-29.) FileMaker Pro deletes
information based on the following:

= When a portal row is selected (by clicking inside the row but outside
any fields in the row) anéllow deletion of portal records is selectedhn
the Portal Setup dialog box, FileMaker Pro deletes the associated
related record. (See “Creating a portal to hold related fields” on page
10-23)

= When anything other than a portal row is selected, FileMaker Pro
deletes the master recordWhen deleting records in this file, also delete
related records is selected in the Edit Relationship dialog box, all
related records are also deleted. (See “Defining relationships for a
relational database” on page 10-21.)

Note Delete All deletes the records in the found set of the master file. If
When deleting records in this file, also delete related records is selected for the
relationship, FileMaker Pro also deletes the related records.

Choose FileMaker Help Index from the (2) or Help menu, and then type:

» related records

Finding and omitting related records

You can include related fields in find criteria when you find records in a
master file. (For more information, see “Finding information” on page
4-19 and “Omitting records” on page 4-26.)

When you find records using related fields in a portal, FileMaker Pro
displays all records related to the found set of records in the master file,
not just related records that satisfy the find criteria. For example,
suppose you search for records whose Item field (which is in a portal)
contains Computer. The found set includes all records in the master file
that contain Computer in any row of the portal.
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Find request

Round table

Computer

Records in master file

You can omit master records that include related fields, but you can't
omit related records.

? Choose FileMaker Help Index from the [2) or Help menu, and then type:

» related records

Sorting records with related fields

(For general information on sorting records, see “Sorting records” on
page 4-30.)

You can sort on related fields when you sort records in the master file.
When you sort on a related field, the value from the first related record
FileMaker Pro finds in the related database is used for sorting unless you
specify otherwise. (See “Sorting related records” below.)
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1. In the Sort Records dialog box, choose a relationship from the
relationship pop-up menu.

2. Select related fields in the order you want them sorted, and then
click Sort.

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

Sorting related records

You can sort related records before displaying their values in the master
file. Normally, FileMaker Pro looks in the related file, finds the first
record that matches according to the specified relationship, and displays
the related values in the master file. However, you can have

FileMaker Pro sort related records first, and then display values from
those sorted records in the master file. Instead of displaying the first
related record, FileMaker Pro displays the first value encountered after
sorting. The displayed value could be a highest value, a lowest value, or
a value sorted using a custom order based on a value list.

Sorting related records is especially useful if you are using a portal to
display multiple related records. You can use this feature to have related
records appear in the portal in the sorted order you specify.

1. ChooseDefine from the File menu, and then cho®&sttionships.
2. Select the relationship you want to work with.

3. Click Edit.

4. In the Edit Relationship dialog box, sel8ott related records.

5

. In the Specify Sort dialog box, define how you want fields in the
related file to be sorted before they are displayed in the master file.

? Choose FileMaker Help Index from the (2) or Help menu, and then type:

» related fields
» sorting records

Invoicing example

The following sections contain a step-by-step example for setting up a
relational invoicing system, using a sample travel agency hamed
EveryWhere Travel.
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Example step 1: Plan the system

In addition to booking cruises, EveryWhere Travel sells souvenirs, like
shirts and ship photographs. The company followed the procedure in
“Planning a relational database” on page 10-15 to design the following
database files for tracking and billing the souvenir sales.

= A Customers file stores information for each customer, including a
unique identification number. When a new customer calls to place an
order, an agent creates a record in the Customers file.

EE=————— Customers
& Customers
1 :
Records : Ew. are
34 rd X'v B
Unsorted Customer ID 1 |
Name Javier Hernandez
One record
Address 34479 Werner Blvd. per customer
City Sanka Barbara
State A
Customer ID 2
Hame Billy Adlington
Address G613 Main St
city  Memphis
State TH
Customer ID 3
Hame Daniglle Eradbury
100 | Browse [] IEE|

= A Products file stores information about available products.
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B Products
= | Products
1 SWE. 1]
Records : E 'ery“\.-\-hgre
Unsorted Product ID ET1
One record per product Product Name  Polo shirt with ship logo
perp | Unit Price  $36.9% Current price
of the
Product ID ETZ . prOdUCt—if
Product Name  Photograph of ship at sunset you change
Unit Price 1250 this value,
£TH FileMaker Pro
Froduct 1D doesn't save
Product Name  Travelbag the old price
Unit Price  $29.9%
100 | Browse []
= A Line Items file stores the order number, product identification
number, price, and quantity of each item in every invoice. For every
line item in the Invoice, there's one record in the Line Items file.
EN Line Items
= Line Items
1
Records:
5 Price when the
Unsarted Invoice ID 1 customer
Product I ET3 places the
This record describes one Unit Price  29.95 order— the
item ordered in Invoice 1 aty 1 price might be
Extended Price 2995 different from
Product Name Tr“a.wel b th? qurent
4 price in the
] Products file
Another item ordered Invoice 1D 1
in Invoice 1 Product ID ET4
Unit Price  32.2%
aty 1 Quantity
Extended Price  32.25 ordered by
Product Name  Caribbean fravel book the customer
100 | Browse [] IEE|

= An Invoices file is used for order entry and billing. When a customer

places an order, an agent enters a customer identification number to
display the customer’s name and address. The agent enters data in the
Product ID field for each item ordered. FileMaker Pro enters data in
the Invoice Number and the Order Date fields.
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Agents type the Customer ID and data
from the Customers file displays

One record per order

Agents type the Product ID
and quantity, and
information from the
Products file displays

Line Items relationship ——

EE Invgices EE|
[Layout #1 .
Invoice
— Customer I !
| Customer Name  Javier Hemandez
—— Address 34479 ‘Wemer Blvd. Data from
ecords : very Where
2 bt il S by Senta Barbara |, CA (;ustomers
file
Unsorted Agent Name  David hichasls
Invoice ID 1
Order Date  5/14/96
Product I Product Name Unit Price aty Extended Price
ET2 Travel bag $29.95 1 $29.95
ET4 Caribbean travel book $32.25 1 $32.25
ET1 Polo shirt with ship logo $36.95 2 $73.90
Total  $136.10
100 E| Browse

The following figure shows how the database files are related.

Lookup

Invoice Customers
CustomerID | T > Customer D | . .
Customers relationship
Agent Name | Name
—> Invoice ID Address
Order Date City
State
Products relationship
Line ltems Products
— Invoice D ] L Product 1D
Product ID L Unit Price
Unit Price /Product Name
Qty
Extended Price
Product Name |
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Tip If you use fields that contain identification numbers, plan the field
formats when you plan the database files. For example, customer
identification numbers can be telephone numbers, serial numbers, or a
combination of a telephone number and first name.

You can enhance this simple invoicing system in many ways.
For example:

= Place a button in the Order Entry layout in the Invoices file that

agents click when a new customer calls. The button performs a script
that switches to the Customers file, pauses for the agent to enter
information, and then switches back to the Invoices file.

Use the Line Items file to create reports, like how many items were
sold in February.

In the Products file, include fields for product information, like
weight, color, and so on.

Create a Vendors file with information about companies that supply
products. Define a Vendor ID field in the Products file, and then
define a relationship to a Vendor ID field in the Vendors file.

Example step 2: Define fields

After you plan the invoicing system, create the database files and define
the fields. (See “Defining database fields” on page 2-3.) Create the files
that contain lookup source fields first.

1. Define these fields in the Customers file:

Field names Field type Select this Auto Enter entry option

Customer ID Number Serial number

First Name, Last Name,Text
Address, City, State
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2. Define these fields in the Products file:

Field name Field type Select this Auto Enter entry option
Product ID Number Serial number

Product Name Text

Unit Price Number

3. Define these fields in the Line ltems file:

Field name Field type
Invoice ID Number
Product ID Text

Qty Number

4. Define these fields in the Invoices file:

Field name Field type Select this Auto Enter entry option
Customer ID Number

Agent Name Text

Invoice ID Number Serial number

Order Date Date Creation Date

Example step 3: Define relationships
After you define the fields, define the relationships from the master files.

Relationship Select these options
Master file  Related file name Match fields for the relationship
Line ltems Products Products Product ID
Invoices Customers Customers Customer ID
Invoices Line Items Line Items Invoice ID = When deleting a record

in this file, also delete
related records

= Allow creation of related
records
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Example step 4: Define fields that use relationships

When the relationships are defined, you can create the lookup
and calculations.

1. Define these fields in the Line ltems file:

Field name Field type Comments

Unit Price Number A lookup to Unit Price in the Products file. Use the
Products relationship.

Extended Price Calculation  Enter the calculatimit Price * Qty . Use fields
from the current file (not the Products relationship).

Product Name Calculation  Use the related ffedoducts::Product Name . For
Calculation result is, chooseText.h

2. Define the Total field in the Invoices file.

The Total field is an unstored calculation that adds the extended price
of all line items. Use the Line Items relationship to define Total as:

Sum(Line ltems::Extended Price)

Example step 5: Create layouts

Create layouts in the master files for data entry and reports. (See
chapter 3, “Laying out and arranging information.”)

File Layout names Description

Invoices Order Entry Standard layout with a portal.

= Place these fields from the Customers file
directly in the layout: First Name, Last
Name, Address, City, and State.

= |n the Portal Setup dialog box, choose the
Line Items relationship anillow deletion of
portal records. Place these fields from the
Line Items file in the first row of the portal:
Product ID, Product Name, Unit Price, Qty,
and Extended Price.

Customers  Data Entry Standard layout
Mailing labels Labels layout

Line ltems  Sales Report by Product Standard layout with subsummary by product
Sales Report by Month Standard layout with subsummary by month

Products Data Entry Standard layout
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Example step 6: Enter data

Enter data in the Products and Customers files, and then test your
database by creating records in the Invoices file. (See “Adding data to a
file” on page 4-2.)



Chapter 11: Publishing files on the Web

With FileMaker Pro 4.0, you can publish your database on the World
Wide Web—without any additional software—using FileMaker Pro

Web Companion and your Internet access. Your file can be viewed,
edited, sorted, and searched by anyone who has Web browser software
and access to the Internet. You can also choose how much or how little
access users have to your files.

This chapter explains what you need to do to publish your databases on
the Web.

About the World Wide Web

The Internet is a network of computers joined by data lines that
communicate using common software standards. The World Wide Web
is part of the Internet.

In the most basic sense, the World Wide Web is a very large collection
of documents, opagesstored on computers around the world called
World Wide Web servers. Each computer connecting to the Internet has
a unique address, called an IP (Internet protocol) address. Web pages
travel from one IP address to another—first a Web browser requests
specific Web pages, then the Web server delivers the requested page to
the Web browser.
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About FileMaker Pro Web Companion

Publishing a database on the Web

There are two ways you can publish your database on the Web:
FileMaker Pro Instant Web Publishing and FileMaker Pro Custom
Web Publishing.

Instant Web Publishintgts you publish your database on the Web
quickly and easily. You do not need to change your database, use any
additional software, or design Web pages. You can control database
privileges such as viewing, adding, editing, deleting, searching, and
sorting records. Users see clear, consistent Web pages which let them
open your file and work with it easily.

Table View Form View Search |2 | & |
=
Database: Products
= Wiewing record 1 of 2
Record
Product ID
[ ] ETI00
Total records: 3 Product Hame
Unzorted Fonit shirt
Unit Price
19.99
Edit record...
Delete record
_m o e
<[]

Custom Web Publishiralows you to customize the appearance of your
FileMaker Pro data on the Web. You need to crisateat files which

are Hypertext Markup Language (HTML) pages that contain CDML
tags or commands. The CDML tags enable HTML pages to interact
with FileMaker Pro. For an overview, see “Custom Web Publishing” on
page 11-25. For step-by-step instructions on Custom Web Publishing,
see the CDML Reference database inside the Web Tools folder.

Important Regardless of the publishing method you choose, it is strongly
recommended that you publish your database by running it on a
computer with a full-time Internet connection.
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What the Web Companion does

FileMaker Pro Web Companion functions as a Web server by
communicating with Web browsers that request data from, or submit
data to, a FileMaker Pro database. Similar to other Web server
applications, the Web Companion delivers HTML Web pages and
image files to the Web browser. The Web Companion supports the
HTTP-Put and HTTP-Get commands. For more information about these
HTTP commands, refer to an HTTP reference.

The Web Companion also acts as a Common Gateway Interface (CGlI)
application, by handling the interaction between FileMaker Pro and
Web browser software.

Note You can also publish databases using other common gateway
interface (CGI) applications, which you must purchase from third-party
vendors.

Why publish a database on the Web?

When you host a database on the Web, the number of people who can
use your file is potentially large: the only requirements are Web browser
software and access to the Internet (or an intranet). Your file is available
to anyone, using virtually any kind of computer, virtually anywhere in
the world. You can, however, limit access using passwords.

You can also publish your database on the Web so that you can access it
anywhere—on the road, at another office, or at home.

Publishing your database on the Web—an overview

The following section provides an overview of the steps required to
publish your database on the Web using Instant or Custom Web
Publishing.

Instant Web Publishing
1. Create a database, or select an existing database to publish.

Perform the following steps on a computer connected to the
Internet or an intranet via TCP/IP.

2. Make sure that the Web Companion plug-in is enabled in Application
Preferences.

3. Make sure that Instant Web Publishing is enabled in the Web
Companion Configuration dialog box.
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4. (Optional) Change the default configuration of the Web Companion
in the Web Companion Configuration dialog box.

5. (Optional) If you have created a custom home page, move it to the
Web folder and specify it as your FileMaker Pro home page in the
Web Companion Configuration dialog box.

6. Open the database in FileMaker Pro 4.0.
7. Enable Web Companion Sharing in the File Sharing dialog box.

8. (Optional) Choose the layouts that specify which fields will appear
in Table View, Form View, and Search View, and select sort options.

9. Give your users information about accessing your database.
These steps are described in detail in the rest of this chapter.

Custom Web Publishing
1. Create a database, or select an existing database to publish.

2. Create format files, which contain HTML and CDML tags. Format
files determine how Web users interact with your FileMaker Pro
databases.

Perform the following steps on a computer connected to the
Internet or an intranet via TCP/IP.

3. Move the HTML pages and format files to the Web folder, in the
FileMaker Pro 4.0 folder.

4. Make sure that the Web Companion plug-in is enabled in Application
Preferences.

5. (Optional) Disable Instant Web Publishing in the Web Companion
Configuration dialog box.

6. Choose the home page and change any other settings in the Web
Companion Configuration dialog box.

7. Open the database in FileMaker Pro 4.0.
8. Enable Web Companion Sharing in the File Sharing dialog box.
9. Give your users information about accessing your database.

For step-by-step instructions on Custom Web Publishing, see the CDML
Reference database inside the Web Tools folder.

? Choose FileMaker Help Index from the [2) or Help menu, and then type:
» Web, publishing databases on
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Getting ready to publish your files on the Web

Internet access

?

To publish a file on the Web you need:
= a FileMaker Pro database

= a Mac OS-based computer, or an Intel-compatible 486/33 or higher
personal computer, with access to the Internet (or an intranet)

= FileMaker Pro 4.0 (for Mac OS or Windows), with the Web
Companion installed. (The Web Companion is automatically
installed when you do an Easy Install.)

= optional: a custom home page, or HTML files containing CDML
tags, for use with FileMaker Pro Custom Web Publishing

It is best if the machine running your FileMaker Pro database has a
full-time dial-up, ISDN, T1, T2, or T3 connection to the Internet (or
similar capabilities). If you want to publish your database within your
company or workgroup, you can use an intranet.

Without continuous Internet access, you can publish a database on the
Web—Dbut your database is only available while your machine is
connected to the Internet. For more information, see “Helping Web
users find your database” on page 11-23.

If you are not sure of the type of Internet access available to you, consult
your Internet service provider or network administrator.

Choose FileMaker Help Index from the [2) or Help menu, and then type:
» Web, publishing databases on

Preparing files for the Web

If you are using FileMaker Pro Instant Web Publishing, you can publish
all the fields in your database, or you can designate layouts for use with
the Web Companion that don’t show all fields. If you designate a layout,
the Web Companion publishes only the fields contained in the layout
you have specified. See “Setting options for Web display” on page
11-12 for more information on how these layouts will be available to
you when you’re ready to set up browser views.
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If you want, you can create a new layout for use with the Web
Companion. A simple, Standard layout is sufficient, as text styles,
special backgrounds, and colors do not appear on the Web using
FileMaker Pro Instant Web Publishing. Date and number formats, as
well as repeating fields, do appear over the Web. For information on
working with layouts, see chapter 3, “Laying out and arranging
information.”

If you have specified one or more passwords using FileMaker Pro access
privileges to limit access to your database, users are required to enter a
password when viewing your database on the Web.

If you are using FileMaker Pro Custom Web Publishing, you will need
to move any HTML pages and format files you have created into the
Web folder, which is inside the FileMaker Pro 4.0 folder.

Security considerations before you publish a database

There are some important security considerations to keep in mind before
sharing a FileMaker Pro 4.0 database on the Web:

= |fyou have chosen a layout with related fields in the Web Companion
View Setup dialog box, those related fields appear when a Web user
opens the master database—even if the related databases are
protected with FileMaker Pro access privileges. Keep this in mind
when designating layouts for use with published databases.

= |f your database uses related fields, and you are using Instant Web
Publishing with the built-in home page (available in the Web
Configuration dialog box), the related database(s) are also made
available on the Web because they appear in the list of open databases
on the built-in home page. For information about hiding databases
from the built-in home page, see “Helping Web users find your
database” on page 11-23.

Warning Anyone who opens a database file with Ekgort records

access privilege, including FileMaker Pro guests, can then publish the
database on the Web by enabling FileMaker Pro Web Companion on his
or her computer. In this case, your database is protected over the Web
by any FileMaker Pro access privileges you have created. However, you
should exercise caution when granting access privileges to guests. For
more information, see chapter 7, “Networking and access privileges.”
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Setting up FileMaker Pro Web Companion

Once you have prepared your files for the Web, set up FileMaker Pro
Web Companion:

1. ChoosePreferences from the Edit menu, and then chodgglication.
2. ChoosePlug-Ins from the pop-up menu.
3. Select the Web Companion checkbox.

For information on configuring FileMaker Pro Web Companion, see
“Configuring FileMaker Pro Web Companion” on page 11-8. In most
cases, you will not need to change the configuration default settings.

Application Preferences

------ Plug-Ins vl
. Enabled  Plug-In Marne
Select Web Companion T ek Companion ]
¥
i Desoription
Select the Web Comnpanion checkbox to provide
i access to your databases on the Web. Alzo set up
i Companion Sharing (choose Sharing from the File
i omenu).
Configure...
4. Click Done.

You only need to set up this preference once.

For each database you want to publish on the Web:
1. Open the database.
2. ChooseSharing from the File menu.

Note If you see an alert informing you that your password does not
enable you to open the File Sharing dialog box, you must reopen the file
using a password that provides Export records access privilege.
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3. SelectWeb Companion in the Companion Sharing area.

File Sharing for “Travel log.FP3”

- FileMaker Network Sharing
@ Single User () Multi-User
Select Multi-User to share this file using 'TCP/IP'.
Send Meszage...
- Companion Sharing
. Shared Cornpanion Marne
Select Web Companion T e Compani w
¥
Select the Web Companion checkbox to share the current database on the
web. Click Set Up Views to zet up the databasze for the browser.
Set Up Views...
4. Click OK.

Note These settings apply only to the database that is currently open.
You need to set up other databases separately if you want to host them
on the Web.

? Choose FileMaker Help Index from the (2) or Help menu, and then type:

» Web Companion

Configuring FileMaker Pro Web Companion

The Web Companion Configuration dialog box contains options you
can change as needed. Since the default values are appropriate for most
uses, you may not need to change these settings.

These are the default settings:
Instant Web Publishing is enabled
a built-in HTML file for your home page is available

English is set as the default language
the TCP/IP port number is set to 80
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To change the configuration settings for FileMaker Pro Web
Companion:

1. ChoosePreferences from the Edit menu, and then chod'seb
Companion.

You see the Web Companion View Setup dialog box. For
information on setting up views, see “Setting up Instant Web
Publishing” on page 11-12.

2. Click Configure.
You see the Web Companion Configuration dialog box.

Web Companion Configuration

—web Companion User Interface —Log Actirity
<] Enable Instant 'Web Publishing () Nane
Homne Page : ) Brief

Language: O Extended

R te Administration rSecurity

() Dizabled () FileMaker Pro Access Privileges

(8 Requires password: Izl () Web Security Databaze

O Requires no password

TCP/IP Port Number :

3. Choose the configuration options you want (see below).

Enabling Instant Web Publishing
If you want to publish your database using FileMaker Pro Instant Web
Publishing, be surénable Instant Web Publishing is selected. If you are
exclusively using FileMaker Pro Custom Web Publishing, you can
deselect this option.

Specifying a home page for your database
If you are familiar with HTML editing, you can create a personalized
Web page that can be used instead of the FileMaker Pro Web
Companion Built-in home page.

If you want to use a home page other than the one that’s built into
FileMaker Pro Web Companion, create the home page and move it into
the top level of the Web folder in the FileMaker Pro 4.0 folder. Then
choose the home page file from the@ne Page pop-up menu.



11-10 FileMaker Pro User's Guide

By default, the Built-in Web page is used. This page automatically
updates to include links to all databases being shared using the Web
Companion.

Here are suggestions for items to include on your custom home page:

= a link that contains the IP address of your published FileMaker Pro
database

= a description of what your database contains

= your email address, or an automated email link, so users can contact
you if they have questions

= your logo, or other graphics

For more information, see “Helping Web users find your database” on
page 11-23.

Choosing a language

You can specify the language used in both the FileMaker Pro Instant
Web Publishing interface and in the Instant Web Publishing Help.
Choose a language from thanguage pop-up menu.

Note Choosing a language affects the FileMaker Pro Instant Web
Publishing interface only. It has no effect on your data.

Creating a Web activity log

You can have FileMaker Pro Web Companion keep a log of the activity
your database receives from Web users. This Web activity log is a text
file named Web.logocated in the same folder as the FileMaker Pro
application.

= [For no activity log, or to stop keeping an activity log if one already
exists, seledtlone.

= For an abbreviated activity log, sel8cif.
= [For a detailed activity log, selettended.

Remote password administration

You can specify a password to control several remote administration
activities:

= remote administration of the Web Security databases

= remote uploading of files to the Web folder and remote downloading
of database files from the Web folder, in the FileMaker Pro 4.0 folder
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You can specify whether you want to require a password before
allowing remote administration:

= To require a password before allowing remote administration, select
Requires password.

= To allow remote administration without a password, sélemiires
no password.

= To prevent remote administration, seleisibled.

Note When creating a password, use only the characters A through Z,
numerals, or a combination of the two. Do not include spaces in your
password. This minimizes the possibility that you will choose characters
that may be interpreted incorrectly over the Web.

You can set up FileMaker Pro access privileges before publishing your
database on the Web, or you can control access to your databases with
even greater precision by using the Web Security database.

To use FileMaker Pro access privileges for access control, select
FileMaker Pro access privileges. To use the Web Security database, select
Web Security Database. For more information, see “Database security” on
page 11-18.

Specifying a port number

?

The port number specifies the number of the TCP/IP port where Web
browsers can find FileMaker Pro databases. If port number 80 is already
in use (for example, in running a Web server), consider chamghig

Portto 591. Port number 591 has been registered with the Internet
Assigned Numbers Authority (IANA) for use with FileMaker Pro Web
Companion.

Note If you use a port number other than 80, users cannot access your
database unless they append a colon, and the new port number, to your
IP address (12.34.56.78:591).

Choose FileMaker Help Index from the (2) or Help menu, and then type:

» Web Companion
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Setting up Instant Web Publishing

In a browser, users can see different pagedgeors of your database:

= a Table View, for working with several records at a time

= a Form View, for working with one record at a time

= a search page, for finding information

= a sort page, for sorting information (if enabled)

Setting options for Web display

You can choose which fields display in Table View, Form View, and the
Search page. You can also set options for the Sort page.

Choose an option

Users see only the pages and features that you have given them access
to. For example, if sorting is disabled, Web users do not see the Sort
page. By default, all fields are shown in each view, and sorting is

disabled.

To set options for each type of Web page:
1. ChoosePreferences from the Edit menu, and then chod%eb

Companion.

2. Choose an option from the pop-up menu for the type of page you

want to work with.

Web Companion View Setup

Table liew |

In the browser, Table Miew displays multiple records in tabular form.
Uzers will zee the fields from the layout you choose below .

Layout: | Data entry - I

Field Mamne

Trip I&
Route I+

&

Qrigin
Destination

=

[ Configure... ][[ Done ]]

Select a layout

List of fields for
the selected layout
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3. From the Layout pop-up menu, select the layout that contains the
fields you want displayed for Table View, Form View, and Search.
(For information on the Sort view, see below.)

A list of that layout’s fields appears below the pop-up menu.
4. Click Done.

Note Selecting a layout does not display that layout over the Web—it
only indicates which fields you want the Web Companion to publish on
the Web. If the layout you select has special date or number formats, or
repeating fields, these do appear over the Web.

Related fields do not appear if you have chadléields (no layout) in the
pop-up menu. Instead, choose a layout which contains the related field
or fields you want to publish on the Web.

Warning If you choose a layout for use on the Web and it uses related
fields, those related fields appear when a Web user opens the master
database—even if the related databases are protected with
FileMaker Pro access privileges. Keep this in mind when choosing
layouts for use with published databases.

Setting sort options

You can specify the order in which data is sorted, or you can allow users
to define how the records are sorted. You can also specify that records
not be sorted at all (they appear in the order they were added to the
database).
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In the Web Companion View Setup dialog box, choose Sort from the
pop-up menu and then choose the options you want.

Web Companion View Setup

Choose Sort ~fSort |
U.I]Jl Records can be sorted in the browser. Choose a method:
() Do not sort records

@ Uzer defines sorting by specified fields in the browser

C) Predefine zorting by specified fields before downloading to the browser

g Sort Fields
i Field Name
Trip I&

Route I+
Qrigin
Destination

|<2J| &

Specify...

[ Configure... ][[ Done ]]

Do not sort records

If you do not want users to sort data in the Web browser, Sziact

sort records. This can help speed up access for those who are using your
database. Data is not sorted when it appears on the Web, &od the
button does not appear.

User defines sorting

If you want to let the user define how data is sorted, séectlefines
sorting by specified fields in the browser. You specify the fields (including
fields from related files) on which the user can sort.

For information on specifying sort fields, see “Sorting records” on page
4-30.

Note If a user sorts the data in a particular order, it does not affect the
record order for other users on the Web.

Predefine sorting by specified fields before downloading

If you would like to automatically sort records before the user sees them,
selectPredefined sorting by specified fields before downloading to the

browser. Then specify the sort order. (You can include related fields in
this sort order.)
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The Web user sees the data sorted in the order the fields appear in the
Sort Order list, and thgort button does not appear.

You can choose either ascending or descending order. You can also
choose to have data sorted by a custom order based on a value list. The
data are sorted in the same order they appear in a predefined value list.

For information on specifying a sort order, see “Sorting records” on
page 4-30.

? Choose FileMaker Help Index from the [2) or Help menu, and then type:
» Instant Web Publishing

About the browser views

Note The record range and book icons do not appear unless you are
using a Java-enabled Web browser.

Detailed help is available to Web users by clicking the question(@ark
button on the Web page.

Table View

Table View is the view the user sees when the database opens. It lists
multiple records in tabular form. Each record appears as a row, while
each field appears in a column.

Click to return to the database home page
Click for Help

Table View in the browser

Table View Form View Search | ?

View a single record

~ Record range icon: move —|
slider to view a different range
of records

Databaze: Products
WViewing record range 1-2 of 3

[Product ID [Product Hame [Unit Price

Record range :

Change the size of the record ; EEEE .Em‘ Shji‘am ;22
i 2 othon 5! .
range by typing a range, then —— e
clicking the arrow —2 aseball cap :
Unzorted
Click to see this record ’V
N N _ To
in form view -

sort records — NI
Add a record — | ICEEEC
Find all records after a search — | I TN

or creation of a new record
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Note These screens change to reflect features you have enabled or
disabled. For example, tiNew record button does not appear if a user is

not permitted to add records.

Form View

The Form View displays one record at a time, making it easy to see the
detail of each record. From this view, Web users can edit information in

a record.
Form View in the browser
) . Table View
View a list of records — -
Book icon: view the previous record -
View the next record =
To see a record, type its number | Rezerd:
and click the arrow
Total records: 3
Unzorted
Edit this record —- IR
Add a record — | [T
Delete this record — It
Sort records — NN
Find all records after a search —{ | TN

or creation of a new record

Form View

Databaze: Products
Wiewing record 1 of 2

Product ID
ET100

Product Hame
Fonit shirt

Unit Price
19.99

[ aTop | Hext) ]

Note These screens change to reflect features you have enabled or
disabled. For example, tiNew record button does not appear if a user is

not permitted to add records.



Searching in the browser

Click for search tips

Search page
The search page displays fields that can be used to find specific
information in your database. The results of the search are displayed in
Table View.

Table View

Total recorda: 3
Unsorted
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Form View Search

Databaze: Products

Begin searching — | CEREETTNN
Set new search criteria —

Choose a search operator

Select search type, enter search criteria, then click Start search. m

“ (@) Match all words on page (AND) () Match any wond on page (OR)

Field Type Criteria

Product ID

Product Hame

Unit Price

Choose a search type Type find criteria, then
click Start search
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Sort page

When records are displayed to users, those records can appear in a
particular sorted order. See “Setting sort options” on page 11-13 for
more information.

Sorting records in the browser

sort |7 | A

Record to sort: 3 Select field name(s) and sort order to define wour sort, then
click Start sort.
Perform sort Sortby  Field name Sort order
Return to the L | [(mtwin | [ coenting I
previous view Revert
[Feper ) 2. [ Product Hame | [ Products value list |
Undo the sort
3 [ Unit Price | [ Descending |
4. | -Hone- | | Ascending |
| I
Use pop-up menus to select field names for the Use pop-up menus to select ascending or
first, second, third, and fourth sorts descending sort order, or a custom sort order

based on a value list

? Choose FileMaker Help Index from the [2) or Help menu, and then type:

» Web browsers

Database security

You can control access to your database. This limits who can use your
file, as well as what they can do. There are two types of database security
available using FileMaker Pro Web Companion:

= FileMaker Pro access privileges
= Web security databases

Important For a list of security considerations see “Security
considerations before you publish a database” on page 11-6.

FileMaker Pro access privileges
If you have specified FileMaker Pro access privileges for your file, those
same access privileges are in effect when you publish your database on
the Web.
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When users open your database on the Web, they enter the same
password as if they were opening your file on the host machine (or over
a FileMaker Pro network). The Web browser’s password dialog box has
two fields: Name and Password. FileMaker Pro access privilege security
ignores anything entered in the Name field.

FileMaker Pro access privileges are convenient, easy to use, and the best
choice for most database security needs. For more information on
FileMaker Pro access privileges, see chapter 7, “Networking and access
privileges.”

? Choose FileMaker Help Index from the [2) or Help menu, and then type:

» access privileges

Web Security database

If you want to establish access privileges that are more specific than
FileMaker Pro access privileges, you can use the FileMaker Pro Web
Security database.

With the Web security database, you can control whether users can
search, update, add, or delete records; whether they can use scripts; and
which fields they can work with. If you choose, you can also administer
access privileges remotely over the Web. If you do not require this level
of security, use FileMaker Pro access privileges.

To use the FileMaker Pro Web Security database:

1. Be sure thaWeb Security Database is selected und&ecurity in the
Web Companion Configuration dialog box. For more information see
“Web security” on page 11-11.

2. ChooséJpen from the File menu.

3. Navigate to the FileMaker Pro 4.0 folder, then open the Web Security
folder.

4. Open the Databases folder, and then double-@etkSecurity.
5. SelectNew Record from the Mode menu.
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6. ForDatabase Name, type the name of the database you are establishing
security for.

7. Enter information for the access privileges you want to grant.

8. If the FileMaker Pro database has a password set up with
FileMaker Pro access privileges, type that password iDatabase
Password field.

EO=———————— Web Security.fpd =—————— P
: il
Database Name: Products
Database Password: | |
User Name User P: d User F
2 hAeni Waters umbrella [ Browse [ Create EEdit EDelete [ Scripts 4+
Records: OBrowse [Create [JEdit [JDelete [JScripts
2
Unsorted it
Field Name Field Restrictions
Uit Price ODontShow B ReadOnly O ExactUpdate 4+
o L OE: h [ EsactDelet ]
ODontShow O ReadOnly [ ExactUpdate
[V h OE: h O] ExactDelet
[5] /0]
100 | Browse [] EE

Note The Database Password overrides the Web Security database.
Web access privileges are never greater than the privileges provided
by the Database Password, regardless of the settings in the Web
Security database.

The Security folder contains HTML files that enable you to remotely
administer the Web Security database.

See the following sections for more information.



Publishing files on the Web  11-21

User permissions

To set user access privileges, type the user’s name in the User Name
field, and if desired, type a password for that user in the User Password
field. Then select the access privileges for that user. Press Return to set
access privileges for another user.

To provide these access privileges Select this User Permission
Browsing records Browse

Adding new records Create

Editing data in records Edit

Deleting records Delete

Using scripts defined in the FileMaker Pro database Scripts

Field restrictions

To place field restrictions on all users specified in this recoffeklth

Name type the name of the field in the database you want to restrict. Then
select the Field Restrictions for that field.

To place these restrictions Type the field name, then
select this Field Restriction

Do not show a field DontShow

Do not allow a field to be used for searching DontSearch

Do not allow a field to be edited ReadOnly

When a field is used for searching, do not retrieve any ExactSearch
records unless the data in the field with the ExactUpdate

restriction exactly matches the value that is stored in that

field in the database.

Do not allow the record to be edited unless data in the fiEkhctUpdate
with the ExactUpdate restriction exactly matches the value
that is stored in that field in the database

Do not allow the record to be deleted unless data in th&xactDelete
field with the ExactUpdate restriction exactly matches the
value that is stored in that field in the database

Important If you are using Instant Web PublishirkgactSearch,
ExactUpdate, andExactDelete must be deselected.
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Keep these points in mind:

= Create a separate record for every database you want to assign Web
Security database access privileges.

= You can typeAllUsers  in theUser Name field to create privileges
that apply to any Web user. These privileges override more restrictive
privileges you may set later. To prevent this, carefully decide which
privileges you want to grant to all users.

= When creating a password, use only the characters A through Z,
numerals, or a combination of the two. Do not include spaces in your
password. This minimizes the possibility that you will choose
characters that may be interpreted incorrectly over the Web.

? Choose FileMaker Help Index from the [2) or Help menu, and then type:
» Web Security database

Web Security database remote password administration
To remotely administer the Web Security database:

1. In the Web Companion Configuration dialog box, be sure to select
Web Security Database and to enabl@emote Administration.

See “Configuring FileMaker Pro Web Companion” on page 11-8 for
more information.

2. Open the Web Security database, located in the Databases folder in
the Web Security folder.

3. Copy the Security folder from the Web Security folder to the Web
folder.

4. In your Web browser, type the IP address for the computer where the
Web Security database is open, &wturity/default.htm

For example12.34.56.78/Security/default.htm

5. On the resulting Web page, foatabase Name, type the name of the
database whose privileges you want to change andGHick

Click theAdd Database link to add a new database record to the Web
Security database.

6. If you specifiedRequires password in the Web Companion
Configuration dialog box, you’re prompted for a User Name and the
password. Typ&dmin in theUser Name field, type the password, and
click OK.
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7. On the resulting Web page, make changes to the privileges as you
would in the Web Security database.

? Choose FileMaker Help Index from the [2) or Help menu, and then type:

» remote administration

Helping Web users find your database

Browsing a database set up in FileMaker Pro Web Companion requires
only Web browsing software and access to the Internet (or an intranet).
The Web browser must also have the Internet Protocol (IP) address (and
port number if it is other than 80, which is the default) of the machine
that hosts your database file. You can supply this address for the user to
type directly in the Web browser software, or you can provide a link to
this IP address on a Web page you set up.

Example The IP address of the machine that hosts your database file is
similar t012.34.56.78 . To see your data, the user launches Web
browser software and types this IP address.

4

Eack  [Forward| Home

Reload | Images

GaTo: [12345678 ——— Type IP address in browser window

If you have specified a port number other than 80, that port number must
be appended, using a colon, to your IP address:

12.34.56.78:591

For more information see “Specifying a port number” on page 11-11.
For more information on using a custom home page, see “Specifying a
home page for your database” on page 11-9.

Note If you connect to the Internet using a modem connection to an
Internet service provider, your IP address couldyemically
allocated,meaning it is different each time you connect. This makes it
much more difficult to create links from a Web page to your database,
since your IP address is constantly changing.
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Once Web browser software is pointed to the IP address of the machine
hosting your database files, the Web user sees your database home
page—a background screen and the list of the files you have currently
running on your host machine. Clicking a filename opens the file. If you
have specified a password for the file, the user is prompted for it.

Click here for help on working in the browser

Instant Web Publishing built-in
home page

KleMakér

Web Companion

These FileMaker Pro databases are shared by Sonia‘Long.

Select a database to view:

. . ® Customers fp3
Click the filename to — ® Cuest Book fp3
open the file * Employees fp3

.o 1 |

Note You can publish a file on the Web, but keep it from displaying on
the Built-in home page, by typing an underscore character at the end of
the filename, before any filename extension.

Example: “Orders_" or “Orders_.fp3”

? Choose FileMaker Help Index from the (2) or Help menu, and then type:
» Web, publishing databases on
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Custom Web Publishing

Custom Web Publishing allows you to customize the appearance of your
FileMaker Pro data on the Web. To use Custom Web Publishing, you
must creatéormat files HTML pages that contain CDML tags. CDML

is FileMaker, Inc.’s proprietary add-on to HTML that allows Web users
to dynamically interact with FileMaker Pro databases.

If you do not want to learn HTML and CDML, you can use the
FileMaker Pro Connection Assistant feature in Home Page 3.0 to create
format files. Otherwise, you must have an HTML editing application
and an understanding of HTML and CDML.

FileMaker Pro 4.0 includes several resources to help you learn and use
CDML:

= the CDML Reference database (Web Tools folder)
= the CDML Tool (Web Tools folder)

= CDML template files (Web Tools folder)

= example Web solutions (Web folder)

? Choose FileMaker Help Index from the [2) or Help menu, and then type:
» Custom Web Publishing

The CDML Reference database
The CDML Reference, located in the Web Tools folder, provides:

= theDeveloper’'s Guideto get you started with Custom Web
Publishing

= a CDML Tag Index, which shows CDML tag syntax and provides
examples
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TheDeveloper’'s Guidén the CDML Reference database provides
general information about Custom Web Publishing and step-by-step
instructions on using the CDML Tool to create format files.

You can start a new format file by:

= using one of the templates in the CDML Tool (see “Using the CDML
templates” in th®eveloper’'s Guide

= copying and pasting CDML tags from the CDML Tool to existing
HTML pages (see “Adding CDML tags to format files”)

= modifying one of the format files in the Web folder (see “Working
with the sample solutions”)

= customizing one of the template files in the Web Tools folder

Note The CDML Reference focuses primarily on the CDML syntax. For
information about working with HTML, see an HTML reference book.

COML Reference —F— ——————
FileMaker Pro CDML Reference n

|[  Developer's Guide || CDML Tag Index |

EE

[

Click on a heading to display more inf ormation.
» Gelting started with Custom Web Publishing
» About the Web Companion plug-in
» Considerations before publishing a database
» About format files
» Using the CDML Tool
» Exploring the Guest Book format files
» Reference

] |

100] d‘ﬁl Browse [] =
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The CDML Tool
The CDML Tool, located in the Web Tools folder, interacts between
open FileMaker Pro databases and HTML editing applications to help
you construct format files quickly and accurately.
Use the CDML Tool to:

= start a format file using basic templates that contain step-by-step
instructions (Templates tab)

= copy and paste CDML tags to format files (Tags tab)

The CDML Tool links open FileMaker Pro databases with HTML
editing applications.

Follow these general steps to create a format file using the CDML Tool:

1. Open and share your FileMaker Pro database using Web Companion
sharing.

. From the Web Tools folder, open the CDML Tool.
. Click the Templates tab and choose the database and layout names.
. Open an HTML editing application.

a b~ W N

. From the Templates tab of the CDML Tool, copy a template from the
Format File (Action) list.

[op)

. Paste the template text into a blank HTML editing document.

7. From the Tags tab of the CDML Tool, copy and paste additional
CDML tags into the appropriate location in the format file.

Create one format file to handle each database activity.
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For more information on the CDML Tool, see teveloper's Guidén
the CDML Reference database.

EE CDML Tool EE
Tags Templates ﬁ
Datshese: [Frodusts Select a database
Category: [Astion Select a CDML tag category
Tags: [Delete Select a tag
I
{4} [Current Action ] Hif= ]
Insert
<input type="zubmit " name="Delete"  [{¢]
[values Trelete™s — CDML tag syntax

=]

Opens the CDML
Reference database

?

2|+ peserition

iDeletes the record specified by Recll. ik

= |

1DD| ll‘ﬁl Browse [<a] 2

Choose FileMaker Help Index from the (2) or Help menu, and then type:
» CDML Reference database

Sample Web solutions

Three sample Web solutions are provided for you to use as a model for
database Custom Web Publishing. The sample Web solutions include
helpful comments to assist you in creating format files.

The following sample Web solutions are located in the Web folder in the
FileMaker Pro 4.0 Folder:

= The Guest Book solution allows Web users to add records in the
Guest Book.fp3 database.

= The Shopping Cart solution allows Web users to browse through and
purchase items from a catalog.

= The Employee Database solution is designed to demonstrate the most
widely used CDML tags.



Appendix A: Recovering damaged files

Power failures, hardware problems, and other factors can damage a
FileMaker Pro file. If a file is damaged, you can use the FileMaker Pro
recovery feature. FileMaker Pro attempts to repair and salvage as much
of the information in the file as possible, and then creates a recovered
file. You can open and use a recovered file just like any other
FileMaker Pro file.

Important Before you begin, be sure you have enough disk space for the
recovered file. If there isn’'t enough space, the recovered file won't
be usable.

To recover a damaged file:
1. Be sure the damaged file is closed.
2. ChooseRecover from the File menu.

3. In the Open Damaged File dialog box, select the damaged file, and
then clickOpen.

In the Name New Recovered File dialog box, FileMaker Pro adds
Recovered to the filename (which might be truncated).

4. If you want to rename the file, fdlame new recovered file, type a
name.

5. Click Save.

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.

6. Click OK.
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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.

= |f afile is severely damaged, you might not be able to recover it.
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.

? Choose FileMaker Help Index from the (2) or Help menu, and then type:

» recovering files



Appendix B: Working with international files

When you create or clone a database file, FileMaker Pro uses the current
settings in the Numbers and Date & Time control panels as the default
date, time, and number formats and stores them internally with the file.
Thesesystem formatsontrol how FileMaker Pro enters and indexes

data in these field types.

The internal default formats saved with a file may be different from the
system formats currently set on your computer when:

= you receive or share a file with different internal default formats

= you changed the system formats on your computer after creating or
cloning the file

For example, a file created on a U.S. system has different formats from
a file created on a German system, as shown in the following example.

For this A U.S. system format A German system format
field type may look like this may look like this
Number 1.23 1,23

(Decimal separator is a period (.))(Decimal separator is a comma (,))

Date 12/31/98 31.12.1998

Time 2:15:58 PM 14:15:58
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Using the current system formats

When you open or work with a file with formats different from the
current system formats, you can continue to use the formats saved with
the file, or you can use the current system formats. (When you use the
current system formats, you don'’t change the formats saved with the
file—you simply enter and view data in a format that’s familiar to you.)

= When you open a file with different internal default formats,
FileMaker Pro displays a message alerting you to the situation. To
use the current system formats, cl¥ek. To use the formats saved
with the file, clickNo.

FileMaker Pro —————

The date and time formats associated with

A “Organisation” are different than the current
system settings. Do you wish to use the
system settings for data entry?

= As you work with a file with different internal default formats, you
can use the current system formats by choddsagystem Formats
from the Format menu. You see this command only when the current
file was saved with internal default formats different from the current
system formats.

Keep these points in mind:

= You see the alert message only if the settindsefSystem Formats
when the file is closed is different from the setting when the file
was open.

= To change the formats saved with a file, you must change the system
formats, and then clone the file. You can then change the system
formats to their original settings. (For information about cloning a
file, see “Saving a copy of a file” on page 1-11.)
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= Using system formats doesn't affect the formatting of dates, numbers,
and times that you set in FileMaker Pro for displaying data in fields.
However, you must enter data precisely according to the system
format. For example, when date parts in a system format are in order as
year, month, and day, separated by a period (.), you must enter dates in
that format, as i88.12.31 . (For information about display formats
for fields, see “Defining display formats for fields” on page 3-59.)

Choose FileMaker Help Index from the (2) or Help menu, and then type:

» system formats

Defining scripts for system formats

?

You can have FileMaker Pro open a file using the current system
formats by including th&et Use System Formats script step in a startup
script. In the Script Definition dialog box, choose 8stUse System
Formats script step, and then sel€xtto use the current system formats.
(To use the formats saved with the file, sef¥dt}

For more information about defining scripts, see chapter 5, “Using
ScriptMaker and buttons.”

Choose FileMaker Help Index from the (2) or Help menu, and then type:

» system formats



Appendix C: Summary of functions

A functionis a predefined, named formula that performs a specific
calculation and returns a single, specific value. You use functions when
you are defining calculation fields. You can use functions by themselves
or combine them with other functions or expressions.

This appendix summarizes the FileMaker Pro functions by category. For
detailed information about functions, see FileMaker Pro Help.

Important 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 being used depends on the

operating system your computer uses, as well as the one used when the
file was created.

Important Before you read this appendix, be sure you understand
formulas and how to define calculations, as explained in “Understanding
formulas” on page 2-13. In addition, be sure you know how to use
FileMaker Pro Help, as explained in the preface, “Getting help.”

Understanding functions

With a few exceptions, all FileMaker Pro functions use the following
syntax:

Function nam@arametey

This part Represents

Function name The calculation to perform

parameter The value or expression on which the calculation is performed. Most
functions require one or more parameters. A parameter can be a
constant, a field name, or another function.

) The beginning and end of the parameter




C-2 FileMaker Pro User's Guide

Here are some examples of functions:

This function Returns
Length("John") 4 (the number of characters in the té3ohri')
Round(SalesTax,2) The amount of sales tax rounded to two decimal places
Position(Name,"Mc",1,1) ;hlz position of the first occurrence"d¥ic” in the Name

iel

Some functions require two or more parameters, as in this example:
Position(LastName,"Mc",1, 1)

You can nest one function within another to perform more powerful
calculations on your data, as in this example:

Left(Name,Position(Name," ",1, 1))

The result of a function can be used as a constant. The following
example shows how FileMaker Pro evaluates a complex formula by
simplifying each function into a constant. In the example, the Right
function returns every character of text that is to the right of the first

space in the Name field. (This example shows how Right returns the last
name of a field that contains a first name and last name, when the value

doesn’t include a title like Dr. or middle initials.)

Contents of Name ————[S[O[N] | [A] [L[OIN]G]
1 2 3 45 6 7 8 9 10

Formula walk-through

Indicate a space in

Right (Name, Length (Name) - Position (Name, " ",1,1)) {,‘;‘i;gﬁ{g“éi‘g‘{g

| space, quote

10 - 6

Right (Name, 4)

—

LONG
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Keep these points in mind:

= The following sections summarize FileMaker Pro functions. Values

in quotation marks (

) are text values. To include a space in a text

expression, type a quote, then a space, then a quote (" "). For
complete information about each function, including examples, see

FileMaker Pro Help.

= A function can return the following data types: text, number, date,
time, or container. However, you determine the data type of the
calculated field when you define its calculation.

? Choose FileMaker Help Index from the [2) or Help menu, and then type:

» functions, using

The parametetextcan be a text expression (in quotes) or a field name.

Syntax

Definition

Exact(original text, comparison Compare®riginal textandcomparison texior exact

text)

Exact(original container,
comparison container)

match, including case when comparing text. Returns "1"
for a match, "0" for no match.

Compare®riginal containerandcomparison container
for exact match. Returns "1" for a match, "0" for no
match.

Left (text, number)

Returns the specifiesumberof characters itext,
counting from the left

LeftWords(text, number of

Returns the specifietumber of word#n text,counting

words) from the left
Length(text) Returns number of charactersénxt
Lower (text) Convertgtextto lowercase

Middle (text, start, size)

Returns characters text counting from the position of
start, through the number of charactersine

MiddleWords(text, starting
word, number of words)

Returns the middle words text beginning with the
number of thestarting wordand continuing through the
number of words

PatternCounftext, search string)Returns the number of occurrenceseérch stringn

text

Position(text, search string,
start, occurrence)

Returns the position of the specifiedcurrenceof
search stringn text from start, otherwise returns 0.
Position is case insensitive.
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?

Number functions

Syntax

Definition

Proper(text)

Converts the first letter in each wordtektto uppercase
and the remainder to lowercase

Replacgtext, start, size,
replacement text)

Replaces characterstiextwith replacement texfrom
the position oftartand containing the number of
characters iisize

Right (text, number)

Returns the specifiedumberof characters itext,
counting from the right

RightWords(text, number of
words)

Returns the specifiesumber of word# text,counting
from the right

Substitute(text, search string,
replace string)

In text substitutes each occurrenceseérch stringwith
replace string Substitute is case sensitive.

TextToDate(text) Convertgextto a date. Typgextin the format MM/DD/
YYYY.

TextToNum(text) Convertgtextto a number

TextToTime(text) Convertgextto a time. Typeextin the format
HH:MM:SS, with or without seconds and AM or PM.

Trim (text) Returngtextwithout leading and trailing spaces

Upper(text) Convertstextto uppercase

WordCount{text) Returns the number of wordstxt

Choose FileMaker Help Index from the (2) or Help menu, and then type:
» text functions
Syntax Definition
Abs (number) Returns the absolute valueraimber
Exp (number) Returns the value @&raised to the power afumber

Int (number)

Returns the integer (whole) portionraimber

Mod (humber, divisor)

Returns the remainder afteamberis divided by
divisor

NumToText(number)

Convertsnumberto text

Random

For each record, returns a random number between 0.0

and 1.0
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Definition

Round(number, precision)

Returnsnumberrounded to the number of decimal
places irprecision Whenprecisionis negative, all
digits right of the decimal separator are dropped and
numberis rounded to the nearest ten fgrracision

of —1, the nearest hundred for —2, and so on.

Sign(number) Returns —1 whenumberis negative; returns 0 when
numberis zero; returns 1 wharumberis positive.
Sqrt(number) Returns the square rootimber

Truncate(number, precision)

Returnsnumbertruncated to the number of decimal
places irprecision

Choose FileMaker Help Index from the (2) or Help menu, and then type:

» number functions

Syntax

Definition

Date(month, day, year)

Returns the calendar datebnth, day, yegin digits),
from January 1, 0001, in the date field format you've set
in your computer system softwaiearmust be four
digits.

DateToText(date) Convertdateto text

Day (date) Returns a number representing the day portictaté

DayName(date) Returns the weekday namedzfte

DayofWeek(date) Returns the weekday positiondsdte from Sunday (1)
through Saturday (7)

DayofYear(date) Returns the number of days elapsed since January 1 of
the year indate

Month (date) Returns a number representing the month portion of
date

MonthName(date) Returns the month name based ond&teprovided

Today Returns the current date

WeekofYear(date) Returns the number of weeks elapsed since January 1 of

the year irdate counting fractions of weeks as whole
weeks
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Time functions

?

Syntax Definition
WeekofYearFiscal Returns the number of weeks elapsed since 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 portiatats

Choose FileMaker Help Index from the (2) or Help menu, and then type:
» date functions
Syntax Definition
Hour (time) Returns the hour portion tifne
Minute (time) Returns the minutes portion tifne
Secondgtime) Returns the seconds portiontiofie

Time (hours, minutes, seconds) Returnshours minutessecondgas digits) as a time, in
the current time field format

TimeToText(time) Convertgimeto text

Choose FileMaker Help Index from the [2) or Help menu, and then type:

» time functions

Aggregate functions

Syntax Definition
Average(field) Returns the average of nonblank values in a single
Average(relationship::field) repeating fieldfield) or (relationship::field)
Average(fieldl, field2,...) Returns the average of nonblank values in each
Average(relationship::field1, corresponding repetition of one or more repeating or
relationship::field2...) non-repeating fieldfield1, field2,.) or
(relationship::fieldl, relationship::field2...)
Count(field) Returns the number of nonblank values in a repeating
Count(relationship::field) field (field) or (relationship::field)
Count(field1, field2,...) Returns the number of nonblank values in each
Count(relationship::field1, corresponding repetition of one or more repeating or
relationship::field2...) non-repeating fieldéfield1, field2,.) or

(relationship::field1, relationship::field2...)
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Definition

Max (field)

Max (relationship::field)
Max (field1, field2,...)
Max (relationship::field1,
relationship::field2...)

Returns the highest nonblank value in a repeating field
(field) or (relationship::field)

Returns the highest nonblank value in each
corresponding repetition of one or more repeating or
non-repeating fieldéfield1, field2,.) or
(relationship::field1, relationship::field2...)

Min (field)

Min (relationship::field)
Min (field1, field2,...)
Min (relationship::field1,
relationship::field2...)

Returns the lowest nonblank value in a repeating field
(field) or (relationship::field)

Returns the lowest nonblank value in each
corresponding repetition of one or more repeating or
non-repeating fieldéfield1, field2,.) or
(relationship::field1, relationship::field2...)

StDev(field)
StDev(relationship::field)

StDev(field1, field2,...)
StDev(relationship::field1,
relationship::field2...)

Returns the standard deviation of the sample
represented by a series of nonblank values in a repeating
field (field) or (relationship::field)

Returns the standard deviation of the sample
represented by a series of nonblank values in each
corresponding repetition of one or more repeating or
non-repeating fieldéfieldl, field2,.) or
(relationship::fieldl, relationship::field2...)

StDevP(field)
StDevP(relationship::field)

StDevP(fieldl, field2,...)
StDevP(relationship::fieldl,
relationship::field2...)

Returns the standard deviation of a population
represented by a series of nonblank values in a repeating
field (field) or (relationship::field)

Returns the standard deviation of a population
represented by a series of nonblank values in each
corresponding repetition of one or more repeating or
non-repeating fieldéfieldl, field2,.) or
(relationship::field1, relationship::field2...)

Sum(field)
Sum(relationship::field)
Sum(fieldl, field2,...)
Sum(relationship::field1,
relationship::field2...)

Returns the sum of nonblank values in a single repeating
field (field) or (relationship::field)

Returns the sum of nonblank values in each
corresponding repetition of one or more repeating or
non-repeating fieldfield1, field2,.) or
(relationship::field1, relationship::field2...)

When you use aggregate functions, keep these points in mind:

= You can specify fields in the current datab@ied) or in a related
databasérelationship::field)

= |f you specify a single parametdie(d) or (relationship::field) it
must be either a related field, or a repeating field. If you specify
multiple parameterdiéldl, field2,...Jor (relationship::fieldl,
relationship::field2) they can be field references, a constant, or any
valid expression. If you specify related fields, you can name a
different relationship for each related field if you want
(relationshipl::field 1, relationship2::field 2...)
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The parameterfieldl, field2,...can include a numeric constant (for
example, 10). A constant in a formula for a repeating field affects the
result for every repetition.

Whenfieldl, field2,..includes a nonrepeating field, that value is used
in the result for only the first repetition unless you use the Extend
function. For information about the Extend function, see “Repeating
functions” on page C-12.

Empty (null) values are ignored.

If you specify a single parametdie(d) or (relationship::field) the
result includes all nonblank values in all repetitions. When the
calculation is also repeating, the result is returned in the first
repetition.

Whenfieldl, field2,..are repeating and the calculation result is not
repeating, only the values from the first repetition of the repeating
fields are used to calculate the result. If the calculation result field is
also repeating, FileMaker Pro uses the corresponding repetitions of
the fields to calculate the result.

Values in repetitions that exceed the number of repetitions in the
calculated field are ignored. For example, a calculated field with three
repetitions holds only three results, even when one field in the
calculation has five repetitions.

The following examples show how aggregate functions produce results
based on the number of parameters and whether the calculations involve
repeating or nonrepeating fields.



Example 1
Single input parameter

Example 2
Single input parameter

Example 3
Multiple input parameters

Repeating Field
1

2
3
4

Field

Field1
1

2
3
4

Field2

Sum(Repeating Field)

Sum(Field)

Field3

[ 10

4

3

Summary of functions

Sum(Repeating Field)
10

Sum(Field)
5

Sum(Fieldl, Field2, Field3)
15
2
6

Choose FileMaker Help Index from the (2) or Help menu, and then type:

» aggregate (statistical) functions

Summary functions
Use a summary function with summary fields.

Syntax

Definition

C-9

GetSummarysummary field,

break field)

GetSummarygsummary field,

summary field)

Returns the value glummary fieldor the current

range of records when records are sortebrbgk
field; otherwise, returns an empty result. This is
equivalent to calculating a subsummary.

Returns the value cfummary fieldor the current

a grand summary.

A calculation using GetSummary is unstored.

found set of records. This is equivalent to calculating

When a database file is sorted, you can place a summary field in a
subsummary part to get subtotal values. (See “Adding a summary part”
on page 3-31.) Because sorting has the effect of grouping similar values,
the field you sort by is calledlaeak field FileMaker Pro calculates a
subtotal for each group of records with a common value in the break
field, letting you “break out” that range from the rest of the database.
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Break field

Agent
|— Julie Hyde

[ Janet Swanson

Sales Totals

Destination
Alaska
Caribbean

World tour

Total Sold

Alaska
Caribbean
Indonesia
Scandinavia

World tour

Amount
1590.00
3524.00
5300.00

10414.00

795.00
1790.00
6263.00
2996.00

10612.00

Summary field for subsummary

Total Sold 22456.00 Summary field for subsummary

Grand Total Sold $32870.00

Summary field for grand
summary

The GetSummary function has the effect of a summary field in a
subsummary or grand summary part, performed from within a
calculation. To calculate a subsummary value, you must sort by the
break field to get appropriate results in a GetSummary function.

Use GetSummary to:

= create subsummary or grand summary values without using
subsummary or grand summary parts on a layout—you can see the
resulting values in the body part

= perform mathematical calculations on a summary field

The following examples show the result of the GetSummary function. In
the first example, the file is sorted by the Department field first, and then
by the Last Name field. Department Subtotal is a calculation field:

GetSummary(Total Number, Department)
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Employee Summary [~ This column displays the

First Name Last Name Department Deptsubtaral  DEPArtment Subtotal field
Bob Chen Direct Sales &

Julie Hyde Direct Sales &

T A DrectSales 6 Total number of employees
Janet Swanson Direct Sales & in Direct Sales

Sidney West Direct Sales -]

Pamela Day Finance 3

Amy MeGreth Finance 3 }7 Total number of

Gabriel Miranda Finance 3 employees in Finance
John Hiraki HR 2

Richard Hyde HR 2

Kim Chen Marketing 3

Tytone Danon Marketing 3

Lisa Williams M arketing 3

Denise Famswoith Opercations 5

Rae Landers Operdtions 5

Bill Nguyen Operations 5

Ursules Saviskas Operdtions 5

Bok Tisomen Operdtions 5

In the second example, the file is sorted by the Last Name field first, and
then by the Department field. Employee Subtotal is a calculation field:

GetSummary(Total Number, Last Name)

This column displays the
Employee Summary S Employee Subtotal field
First Nome Last Name Depariment Subtotal TOtal number Of emp|0yees
Bob Chen Direct Sales 2
Kirm Chen M arketing 2 named Chen
Tyrone Danon Marketing 1 Total number of employees named
Pamela Day Finance 1 Danon
Denise Famsworth Operations 1
John Hiraki HR 1
Julie Hycde Direct Sales 2
Richard Hycle HR 2
Rae Landers Operations 1
Amy McGrath Finance 1
Gabriel Miranda Finance 1
Meni Nguyen Direct Sales 2
Bill Nguyen QOperations 2
Jennifer Nonis Direct Sales 1
Ursula Saviskas Operations 1
Janet Swanson Direct Sales 1
Bob Tisomon Operations 1
Sidney West Direct Sales 1
Lisal Willicims M arketing 1

Choose FileMaker Help Index from the (2) or Help menu, and then type:

» summary functions
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Repeating functions

Use repeating functions with repeating fields.

Syntax

Definition

Extend(nonrepeating field)

Allows the value ohon-repeating fieldo be

used in a calculation involving repeating fields.
(See the following example.)

GetRepetitior(repeating field, number)

Returns the contents of the repetittermberof
repeating field

Last(repeating field)

Returns the last valid, nonblank value in

repeating field

This example shows how the Extend function ensures accurate results
when used in calculations involving nonrepeating fields.

tem Total Tax Rate

Iltem Tax

[
|

.07

.35

5.00

0

17.00

0

B2.79

Iltem Total Tax Rate

= |tem Total « Tax Rate

tem Tax

5.00 |

07

*.35|

17.00 ]

8279 |

™ 119
I~ 5795
= Item Total « Extend (Tax Rate)

Without Extend, a calculation
includes a nonrepeating value in the
result for only the first repetition of
the calculated field

Using Extend, a calculation includes
a nonrepeating value in the result for
all repetitions of the calculated field

72 Choose FileMaker Help Index from the [2) or Help menu, and then type:

» repeating functions
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Financial functions

Syntax Definition

FV (payment, interest rate, periods) Returns the future value of an investment based on
interest rateandpaymentor periods

NPV (payment, interest rate) Returns net present value of a series of unequal
paymentgin a repeating field) made at regular
intervals using a fixethterest rate(in a number
field) per interval. (Whempaymentgontains equal
values, use the PV function.)

PMT (principal, interest rate, term) Returns the payment needed to meet the
requirements gprincipal, interest rate, term

PV (payment, interest rate, periods) Returns the present value of egpaymentsnade
at regulaperiods assuming a fixethterest rate
per payment

Keep these points in mind:
= Termis expressed in months
= [nterest rateis a value from 0.0 to 1.0, divided by 12 (months).

? Choose FileMaker Help Index from the [2) or Help menu, and then type:

» financial functions

Trigonometric functions

Syntax Definition

Atan (number) Returns the trigonometric arc (inverse) tangent of
number The arc tangent is the angle, in radians,
whose tangent equateimber.

Cos(number) Returns the cosine of the angle (in radians) of
number

Degreegnumber) Convertsnumberfrom radians to degrees
(1180 radians)

Ln (number) Returns the base-e (natural) logarithnrmofmber

Log (humber) Returns the common logarithm (base 10)whber

which is any positive value

PI Returns the value of pit(, approximately 3.14159
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Syntax Definition

Radiangnumber) Converts degreesi180 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).

7 Choose FileMaker Help Index from the (2] or Help menu, and then type:

» trigonometric functions

Logical functions

Syntax Definition

Case(testl, resultl [, test2, result2, Evaluategestl1to produce a result. Wheestlis

default result]...) true (a nonzero value), retunresultl, whentest2is
true, returnsesult 2 and so on. When no test is true,
returns an empty (null) value, or tbefault result

you supply.
Choose(test, resultO [, resultl, Evaluategestto produce an index number used to
result?]...) choose aesult When index is 0, returmesultQ

when index is 1, returnesultl, 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 (1), returneesult one whentestis false
(0), returngresult two Testmust return either a
numeric or Boolean result. (See the example below.)

IsEmpty(field) Returns true (1) whefreld 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. See chapter 10, “Using data from
related files.”
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The following example shows how the If function returns a different
result based on a true or false condition.

SYNTAX:

If(  Test ,ResultlfTrue,ResultlfFalse)

BASIC EXAMPLE (Not Nested):
Ift Signal="Green" ,Go,Stop)
When test is True When test is False

If( Signal="Green"/?13,Stop) If( Signal="Green"/mn

ADVANCED EXAMPLE (Nested If's):

If( Signal="Green" ,Go, If(Signal="Yellow",Slow down,Stop))
When first test is True

If SignaI:"Greemo, If(Signal="Yellow",Slow down,Stop))
When first test is False

If( Signal="Green" ,Go,If(  Signal="Yellow" ,Slow down,Stop))
When second test is True

If (Signal="Green", Go, If(  Signal="Yellow" ,Slow down,Stop))
When second test is False

If (Signal="Green", Go, If(  Signal="Yellow" ,Slow down,Stop))

? Choose FileMaker Help Index from the [2) or Help menu, and then type:

» logical functions
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Status functions

You can use status functions in ScriptMaker scripts to monitor the state

of your database. When creating a calculation using a status function,
choosestatus functions from the pop-up menu above the function list,
then double click the status function you want from the function list. For
examples of scripts that use status functions, see “Displaying
customized layouts” on page 5-32 and FileMaker Pro Help.

Syntax

Definition

Status (CurrentAppVersion)

Returns the FileMaker Pro version currently in use

Status (CurrentDate)

Returns the current date

Status (CurrentError)

Returns a number for the current error value. Use
Status (CurrentError) to check error results when
FileMaker Pro performs a script. (See “Control
steps” on page 5-5.)

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

Status (CurrentFoundCount)

Returns the number of records in the current
found set

Status (CurrentGroup)

Returns the group (or groups) that the current user
is a member of, based on the current password

Status (CurrentHostName)

Returns the host name FileMaker Pro registers on
the network

Status (CurrentLanguage)

Returns the current language set on the
current system

Status (CurrentLayoutCount)

Returns the number of layouts in the database

Status (CurrentLayoutName)

Returns the name of the current layout

Status (CurrentLayoutNumber)

Returns the number of the current layout

Status (CurrentMessageChoice)

Returns 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. (See
“Open Menu Item steps” on page 5-10.)

Status (CurrentMode)

Returns a number for the FileMaker Pro mode in
use when the calculation is performed. Returns 0
for Browse mode, 1 for Find mode, or 2 for
Preview mode.
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Definition

Status (CurrentModifierKeys)

Returns a number representing which keyboard
modifier keys (for example, Shift) are being pressed
by the user). For more information, see
FileMaker Pro Help.

Status (CurrentMultiUserStatus)

Returns O for a single user file, 1 for a multiuser file
and the computer is the host, or 2 for a multiuser file
and the computer is a guest

Status (CurrentNetworkChoice)

Returns 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 Mac OS, 2 for Windows.

Status (CurrentPortalRow)

Returns the number of the current row in a selected
portal. When no portal is selected, returns 0.

Status (CurrentPrinterName)

Returns the identification of the current printer

Status (CurrentRecordCount)

Returns the number of records in a file

Status (CurrentRecordID)

Returns the unique ID of the current record. (For
more information, see FileMaker Pro Help.)

Status (CurrentRecordNumber)

Returns the number of the current record in the
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 nonrepeating, 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
FileMaker Pro 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
FileMaker Pro window.

Status (CurrentScriptName)

Returns the name of the script currently running or
paused

Status (CurrentSortStatus)

Returns a number representing the current sort
status. Returns 0 for unsorted, 1 for sorted, or 2 for
semisorted.
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Design functions

Syntax Definition

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 users are not counted.)

Status (CurrentUserName) Returns the identification of the current
FileMaker Pro user, as specified by the general
preference

Choose FileMaker Help Index from the (2) or Help menu, and then type:

» status functions

Design 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.

Note If you enclose the field name parameter in quotes ("), the design
function returns information about the field itself. If you do not enclose
the field name parameter in quotes, the design function returns
information based on the entry in the field.

Syntax Definition

FieldRepetitiongdatabase name, Returns the number of repetitions of a specified
layout name, field name) repeating field

FieldNamegqdatabase name, Returns the names of fields in the database and
layout name) layout you specify. You can also type two quotes

(") in place of a layout name to return the names of
all fields in the specified database.

FieldBoundqdatabase name, layoutReturns the location and size of a specified field
name, field name)

FieldStyle(database name, layout Returns how a specified field is formatted on a
name, field name) layout (for example, radio button), and whether a
value list is associated with the field

FieldType(database name, field  Returns the field definition for a specified field
name)

LayoutNamegdatabase name) Returns the names of layouts in a specified
database file

DatabaseNames Returns the names of the currently opened databases
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Syntax Definition
RelationInfo(database name, Returns the name of the related file for a specified
relationship name) relationship

RelationNamegdatabase name) Returns the relationships defined in a specified
database file

ScriptNamegdatabase name) Returns the scripts defined in a specified
database file

ValueListltemg(database name, Returns the values defined for a specified value list
value list name)

ValueListNamegdatabase name) Returns the value lists defined in a specified
database file

FileMaker Pro Web Companion external functions

FileMaker Pro Web Companion and other FileMaker Pro plug-ins can
add new functions to the standard functions that are available in
FileMaker Pro. Functions added by FileMaker Pro plug-ins are called
external functions.

You use special syntax with external functions:
External ("function name", parameter)

wherefunctonname  is in quotes and is the name of an external
function supported by an installed and configured plug-in. The
parameter is required, even if it is ofly

Note The following functions are only available if FileMaker Pro plug-
ins, such as the FileMaker Pro Web Companion, are installed on your
computer (see theileMaker Prolnstallation and New Features Guide
for more information on Web Companion installation). If there are no
FileMaker Pro plug-ins installed, or the ones installed do not support
external functions, you see only the generic external function definition
in the Specify Calculation dialog box:

External (name, parameter)

Syntax Definition

External ("Web-Version", 0) Returns the version of FileMaker Pro Web
Companion that loads when you open
FileMaker Pro
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Syntax

Definition

External ("Web-ClientAddress", 0)

Returns the domain name (for example,
www.filemaker.com) of a Web user whose HTTP
request is currently being processed by
FileMaker Pro Web Companion. Returns the Web
user’s IP address if the domain name is not available.

External ("Web-ClientlP", 0)

Returns the IP (Internet protocol) address of the
Web user whose HTTP request is currently being
processed by FileMaker Pro Web Companion

External ("Web-ClientName", 0)

Returns the value that the Web user types for user
name in the Web browser password dialog box

External ("Web-ClientType", 0)

Returns the name and version of the Web browser
being used by the Web user

External ("Web-ToHTML", field
name)
External ("Web-ToHTML", text value)

Returns the contents of the specified field or of the
text value encoded in HTML

External ("Web-ToHTTP", field name)Returns the contents of the specified field or of the

External ("Web-ToHTTP", text value)

text value encoded in HTTP
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Access privileges
See alsdNetworks
associating passwords with
groups 7-15, 7-17
changing 7-15, 7-19
described 1-6, 7-9
examples 7-10, 7-16
fields 7-9, 7-18
groups 7-9, 7-15, 7-17
layouts 7-9, 7-16, 7-18
passwords 7-9, 7-13, 7-17
record locking 7-6
related files
planning 10-19
working with 10-10, 10-30
selecting 7-12, 7-17
Web 7-4,11-6, 11-10, 11-18 to
11-22
Access rightsSeeAccess privileges
Accounts.SeeAccess privileges
Actions.SeeScripts
Adding
See als®efining
comments to scripts 5-11
dictionary terms 1-18
fields 2-3
graphics to layouts 3-54
layout parts 3-27
merge fields 3-58
objects to layouts 3-29
records 4-4
related records 10-23
repeating fields 3-72
Script menu items 5-14, 5-16
scroll bars to fields 3-71
text 3-80
Aggregate functions C-6
Aligning
objects 3-48
tabs 3-86
text 3-85, 3-88
AND operator 2-18
Apple events
described 5-23
examples 5-24, 5-37
exchanging files 5-23

receiving 5-23
scripts 5-23, 5-25, 5-28
sending 5-23, 5-25
supported suites 5-23
AppleScript commands 5-24, 5-28,
5-37
Application preferences 9-1 to 9-7
Associating filesSeeOLE objects;
Relational databases
Attaching files.SeeRelational
databases; OLE objects
Attributes
fill 3-51, 3-52
paragraph 3-87
pen 3-51
tab 3-86
text 3-60, 3-90, 8-4
Authorized usersSeeAccess
privileges
Auto Enter 2-6
on the Web 2-9
AutoGrid
described 3-40
reshaping objects to 3-51
setting units 3-42
turning on/off 3-41
Automatic phone dialing 9-4
Automating tasksSeeScripts
Average for summary fields 2-23

B

Background color 3-51
Balloon Help XII, XVII
Baselines, field borders 3-73
BASIC format 8-3
Batteries, preferences for saving 9-4
Blank

layout 3-7

passwords 7-12

records, printing 6-1, 6-12
Blank spaces, closing ueeSliding
objects
Body 3-25
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Book icon
Browse mode 4-2, 4-18
Find mode 4-21
Layout mode 3-4
Preview mode 6-12
Boolean expressions 2-17
Boolean numbers
finding 4-24
formatting 3-62
Borders 3-53
button 3-43
field 3-73
Boundaries
field 3-43
text 3-43

Break fields 3-31
Browse mode 1-7

Browser, Web
home page 11-23
opening URL 4-17, 5-11, 11-23
protecting files 11-6
setting up views for 11-12 to
11-18
starting 5-11
viewing databases in 11-15 to
11-18
Browsing records
access privileges 7-13
described 4-1
groups of 4-1
in alist 4-16
individually 4-16
on Web 11-15to 11-18
sorted 4-30
Built-in home page 11-6, 11-9, 11-23
hiding databases on 11-24
Buttons
borders 3-43
changing 5-23
copying 5-23
creating 5-21
defining 5-21, 9-3
deleting 5-23
described 5-20
examples 5-29, 5-31
non-printing 6-9
performing scripts 5-19, 5-20
shapes 9-3
showing 5-20
Buttons, radioSeeRadio buttons

C

Calculation fields
See alscCalculations; Formulas
changing 2-25
defining 2-20
described 2-5
formulas 2-13, 2-20
functions C-1
importing 8-4
moving to 4-3
stored results 2-20
unstored results 2-20

Calculations
See alscCalculation fields
formatting 3-62
functions C-1
importing 8-4
related fields 10-31
Canceling, scripts 5-19
CDML Reference 11-25
CDML tags 11-2
CDML Tool 11-27
CGl applications 11-3
Changing
See alsdditing
access privileges 7-15
calculation fields 2-25
dictionary terms 1-18
field definitions 2-25
field values 4-14
formulas 2-25
layout parts 3-35, 3-36
layouts 3-4, 3-23
passwords 7-15
portals 10-27
preferences 9-1
related fields 10-27
relationships 10-29
scripts 5-16
serial numbers 4-14
stacking order 3-46
units 3-85
value lists 4-9

Character sets, cross-platform 8-2
Characters, deleting 4-5
Charts, with FileMaker Pro data 8-1

Checkboxes
See alsd/alue lists
choosing from 4-9
displaying field values 3-75

editing 4-9

tab order 3-70
ClarisWorks

See alsdmporting

file formats 8-3
Clients.SeeGuests
Clones 1-11
Closing FileMaker Pro 1-13, 7-8
Closing files 1-11, 7-8
Coffee cup icon 7-6
Color

fill 3-51

palette 3-51

pen 3-51

text 3-88
Columnar report layout

See als&xtended columnar

layout; Layouts

described 3-9

setting number of columns 3-20
Columns

page breaks 3-33

previewing 3-22

printing 6-10

resizing 6-5

setup 3-21
Comma-Separated Text format 8-3
CommandsSeeScript steps
Comments, in scripts 5-11
Comparison operators 2-17
Compressed copies of files 1-11

Confidential informationSeeAccess
privileges
Connecting filesSeeOLE objects;
Relational databases
Constants 2-15
Container fields

See alsdrields

deleting 4-8

described 2-5, 4-6

exporting 8-9

formatting 3-67

importing 8-4

searching by 4-22

sorting by 4-31
Copying

buttons 5-23

field definitions 8-2



fields
between fields 4-12, 8-4
between files 3-57, 8-2
from previous record 4-12
files 1-11
found set 4-29
graphics and sounds 4-13
layouts 3-23, 8-2
non-standard fields 4-13
objects 3-45
OLE objects 7-7
records 4-4, 4-12
related records 10-31
scripts 5-16
text attributes 8-4
text using drag and drop 9-2
value lists 3-76
values 4-12

versus importing or exporting 8-2

Count for summary fields 2-23
Cover page for report 3-29
Creating.SeeAdding; Defining
Cross-platform
considerations 7-2
exporting 8-2
file sharing 7-1
importing 8-2
Cross-platform
file sharing 7-1
Currency, exporting formats 8-11
Current
date
formatting 3-65
pasting into fields 4-11
field 4-3
record 4-2
system formats B-2
time, pasting into fields 4-11
user name
in scripts 4-12
pasting into fields 4-11
Current file.SeeFiles; Master file

Custom

field values 3-76

labels 3-16

line spacing 3-88

order, sort by value list 4-30
Custom Web pages

CDML tags 11-25

Home Page Assistant 11-25

Custom Web Publishing
See alsdénstant Web Publishing,
Web Companion
described 11-2
Customer support XI
Customizing FileMaker Pré&ee
Preferences

Cutting
layout text 3-82
objects 3-45

D

Data
described 1-1
entering automatically 2-7
from other files 10-1
relationships 1-2

Data entry
access privileges 7-13
exporting 8-1
importing 8-1
tab order 3-69
Database filesSeeFiles
Database locksseeAccess privileges
Database system 1-1
Databases

See alstriles; Relational databases

described 1-1

planning 2-1

publishing on Web 11-1

single file 1-6
Databases, relation@eeRelational
databases
Date

See alsdates; Fields

fields 2-5

finding today’'s 4-24

functions C-5

symbol, formatting 3-65
Date fields

See als®ates

described 2-5

formatting 3-64

typing values in 4-4
Dates

See als®ate; Date fields

current

formatting 3-65
pasting into fields 4-11
entering data 4-4

Index -3

finding 4-24

invalid 4-20

typing in 4-4
dBASE, exchanging data 8-3
DBF format 8-3, 8-14
Decimal tabs 3-86

Default
formats 3-60
passwords 9-8
Defining
See als®\dding
calculation fields 2-20
fields 2-3
global fields 2-9
lookups 10-3
merge fields 3-58
passwords 7-11
portals 10-20
related records 10-32
relational databases 10-20
relationships 10-9
repeating fields 2-11
scripts 5-12
summary fields 2-23
value lists 3-75

Deleting
buttons 5-23
characters 4-5
dictionary terms 1-18
duplicate records 4-20
fields 1-12, 2-25, 3-59, 7-16
find requests 4-26
graphics 4-8
groups 7-19
imported records 8-8, 8-9
layout parts 3-36
layouts 3-23
master records 10-23, 10-34
movies 4-8
objects 3-45
passwords 7-15
records 4-29
related fields 10-28
related records 10-23, 10-34
Script menu items 5-16
script steps 5-16
scripts 5-18
sounds 4-8
text 3-82
value lists 3-76

Delimiters.SeefFile formats
Design functions C-18
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Designing databases
planning 2-1
relational 10-15
Detail databaseS&eeRelated files
Detail tablesSeeRelated files
Dialing phone numbers
procedures 9-4
script steps 5-11
Dictionaries
See als®pelling
adding words 1-14, 1-18
changing words 1-18
deleting words 1-18
described 1-13
editing 1-17
installing 1-16
main 1-13
options 1-17
selecting 1-16
user
adding words 1-14
described 1-13
exporting 1-18
importing 1-18
installing 1-16
DIF format 8-3
Display formats 3-60
Displays.Seelayouts
Document preferences 9-7
Documentation
overview XVII
using with Help Xl
Double arrow icon 7-6

Drag and drop
described 4-13
disabling 4-14
enabling for text 9-2
multiple objects 4-14
requirements 4-13
text 9-2

Dragging information 4-13

Duplicate records, finding with
scripts 5-34

Duplicating.SeeCopying

E

Edit items 3-78, 4-9
Editing
See als@hanging
find requests 4-26
objects quickly 3-42
value lists 4-9
Edition File format 8-3
Edition Manager 8-3
ElementsSeeObjects
Email, sending 5-11
Embedded groups 3-47
Empty fields 4-20
Enabling plug-ins 9-7
Encryption.SeeAccess privileges
Entering data
automatically 2-7
typing in fields 4-4
Entry options
always selected 3-68
changing 2-25
tab order 3-69
Envelope layout
See alsd.ayouts
described 3-18
headers 3-20
using 3-18
Error messages, displaying in
scripts 5-5
Errors, finding 4-19
Excel format 8-3
Exchanging files
See als&xporting; Files;
Importing
Apple events 5-23, 5-37
AppleScript commands 5-37

cross-platform considerations 8-2

exporting 8-1, 8-9

importing 8-1, 8-4

lookups 10-1, 10-3

relational databases 10-1

remote data 8-10

sharing files 7-1

with other applications 8-1
Exchanging informationSee
Exchanging files

Exporting
See als&xchanging files
access privileges for 7-13
described 8-1, 8-9
dictionaries 1-18
field order 8-10
file formats 8-3
formatting 8-11
grand summaries 8-13
opening exported files 8-9
related records 10-32
repeating fields 8-14
requirements 8-4
shared files 8-2
summary fields 8-10, 8-12
versus copying and pasting 8-2
Expressions
Boolean 2-17
described 2-15
Extended columnar layout
See alsd.ayouts
described 3-9
printing 6-10
setting number of columns 3-20
External files.SeeExchanging files;
Exporting
External functions C-19
External scripts 5-3

F

False.See alsBoolean
expressions 3-62
Field definitions
changing 2-25
described 1-4
duplicating 2-25
importing 8-2
printing 6-1, 6-12
related fields 10-30
reordering 2-25
Field labels, layout 3-56
Field references in formulas 2-16
Field rights.SeeAccess privileges
Field types
changing 2-25
described 2-5
Field values
described 1-4
replacing 4-14



Fields

See alscCalculation fields;
Container fields; Date fields;
Global fields; Match fields;
Number fields; Related fields;
Summary fields; Text; Time
fields
access privileges 7-9, 7-16, 7-18
adding to current layout 9-3
borders 3-73
boundaries, showing/hiding 3-43
changing
calculations 2-25
definitions 2-25
entry options 2-25
formulas 2-25
names 2-25
sort order of 4-30
types 2-25

copying
between fields 4-12
between files 3-57
from previous record 4-12

current 4-3

custom values 3-76

defining 2-3

definitions 1-4

deleting 1-12, 2-25, 3-59, 7-16

described 1-3, 1-4

displaying 3-1

duplicating definitions 2-25

Edit items 4-9

editing 2-25

empty, finding 4-20

entry options 2-6

formatting

as selected 3-68
sample data 3-57
scroll bars 3-71
text 3-60

identifying records 5-34

indexing 2-12

lookups

defining 10-3
updating 10-14

maximum text entry 4-4

merge 3-58

modifying in multiple
records 4-14

moving between files 3-57

naming 2-3

opening URL from 4-17

options 2-4

Other items 4-9
pasting into 4-10, 4-11
patterns 3-73
planning 2-3
positioning 3-44
removing 1-12, 3-59
reordering definitions 2-25
repeating
adding 3-72
described 2-11
formatting 3-72
sliding 6-9
sorting 4-32
tab order 3-70
rotating 3-49
scroll bars 3-71
selecting 3-39, 3-68
stored results 2-20
tab order 3-69
types 2-5
typing in 4-4
unstored results 2-20
validation options 2-7
value lists 3-75
values 1-4
Web display 11-12, 11-21
Fields functionsSeeAggregate
functions

File formats
See alsdriles; Formats
BASIC 8-3
ClarisWorks 8-3
Comma-Separated text 8-3
DBF 8-3
described 8-3
DIF 8-3
Edition File 8-3
Excel 8-3
exporting 8-3
FileMaker Pro 8-3
HTML table 8-3
importing 8-3
list of 8-3
Merge 8-3
repeating fields 8-14
requirements 8-4
SYLK 8-3
Tab-Separated Text 8-3
WKS 8-3

File types.SeeFile formats

FileMaker Help Viewer
application XII

Index -5

FileMaker Pro
customer support XI
file format 8-3
registration Xl

FileMaker Pro Connection
Assistant 11-25

FileMaker Pro Web CompanioBee
Web Companion

FileMaker Pro Server 7-2, 7-4, 7-5

Files
See alsd&xchanging files; File
formats; Related files
access privileges 7-9
closing 1-11
converting 1-11
copying 1-11
creating 1-9, 8-9
described 1-1
exporting 8-9
importing 8-4
internal default formats B-1
international B-1
lookup 10-3
multiuser 7-3
opening 1-10, 8-9
as host 7-3
planning 2-1
protecting 7-9
recovering A-1
related 1-6, 10-1
saving 1-11
security 7-9
shared
access privileges 7-9
closing 7-8
described 7-1
guests 7-2, 7-4
host 7-2, 7-3
on remote volumes 7-3
on Web 7-3,11-1, 11-6, 11-7
preferences 9-7
requirements 7-1
saving 7-6, 7-8
System 7 File Sharing 7-2
system formats B-1
templates
creating files 1-9
described 1-9
displaying 9-2
updating to current version 1-11
Files, externalSeeExchanging files

Files, masterSeeMaster file
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Fill attributes
color 3-51
described 3-53
pattern 3-73
setting 3-51, 3-52
Financial functions C-13
Find criteria 4-19
Find mode 1-7

Find requests
See alsd-inding
defining 4-19
deleting 4-26
described 4-19
editing 4-25, 4-26

mixing find and omit 4-27

multiple 4-25
operators in 4-20
order of 4-27
repeating 4-25, 4-26
reverting 4-21
summary fields in 4-20
Finding
See alsdrind requests
all records 4-25
Boolean numbers 4-24
dates 4-24
described 4-19
duplicate records 5-34
duplicate values 4-20
empty fields 4-20
errors 4-19
exact values 4-20, 4-21
graphics 4-22

invalid dates and times 4-20

numbers 4-24
operators 4-20

order of requests 4-27
ranges 4-20

records 4-19

records using related fields 10-34

text 4-23

times 4-24

today’s date 4-24
Flat-file databases 1-6
Fonts

text ruler 3-85
Footers

described 3-25

printing 6-1
Form letters 3-58

Form View, Web
setting up 11-12to 11-18
viewing in browser 11-16
format files 11-2, 11-4, 11-6, 11-25,
to 11-28
Formats
See alsdrile formats; System
formats
default 3-60
display 3-60
internal default B-1
international 3-60, B-1
system B-1
Formatting
calculations 3-62
custom line spacing 3-88
export data 8-4, 8-11
fields
as selected 3-68
defaults 3-60
sample data 3-57
text 3-60
graphics 3-67
import data 8-4
merge fields 3-58
paragraphs 3-84
repeating fields 3-72
scroll bars 3-71
text 3-88
times 3-65

Forms
See alsd.ayouts
printing 6-1, 6-12

Formulas
See alsdCalculation fields;
Summary fields
calculation fields 2-20
changing 2-25
constants 2-15
described 2-13
expressions 2-15
field references 2-16
functions C-1
operators 2-16
results 2-14
syntax 2-14

Found set
copying 4-29
deleting 8-8
described 4-4, 4-19
import data 8-8
switching with omitted set 4-27

Fraction of Total for summary
fields 2-23
Functions
aggregate C-6
date C-5
described 2-20
design C-18
financial C-13
logical C-14
number C-4
parameters C-1
repeating C-12
status 5-33, C-16
summary C-9
text C-3
time C-6
trigonometric C-13
Web Companion C-19

G

Getting helpSeeHelp
Global fields
See alsdrields
defining 2-9
described 2-5, 2-9
examples 5-34
importing 8-4
shared files 7-6
Glossary in Help Xl
Grand summaries
described 3-29
exporting 8-13
Graphic
objects
adding to layouts 3-54
described 3-52
rulers
described 3-40
showing/hiding 3-41
Graphics
copying 4-13
deleting 4-8
finding 4-22
importing 4-6
pasting 4-8
positioning 3-44
rotating 3-49
storing methods 4-6
viewing on the Web 3-3

Graphs, with FileMaker Pro data 8-1



Grouping objects 3-47
Groups

access privileges 7-9, 7-15, 7-17
associating with passwords 7-18

changing 7-19

defining 7-15

deleting 7-19
embedded 3-47
examples 7-10

limiting access 7-9
master passwords 7-17
versus passwords 7-9

Guests

closing files 7-8

described 7-2

opening files 7-4

performing tasks 7-6

related files 10-32

saving files 7-6, 7-8

sending messages to 7-3
Guides.SeeAutoGrid; Ruler lines; T-
square

H

Headers
described 3-25
Envelope layout 3-20
Labels layout 3-15
printing 6-1
tittle 3-25
Help
Balloon Help XII, XVII
context-sensitive XVI
FileMaker Help Viewer
application XII
for databases in browser 11-23
index XII
keywords XIV
managing windows XII
navigating XIV
opening Xl
quitting Xl
using
contents topic Xl
Help window XIV
index XIV
with the user’s guide XI
Hiding objects
See als&howing/hiding
during printing 6-3, 6-9

Home page
directing Web users to 11-23 to
11-24
logging activity 11-10
replacing built-in 11-10
specifying default 11-9
Horizontal pitch, custom labels 3-16

Host

closing files 7-8

database on Web 7-3, 11-1, 11-6

described 7-2

FileMaker Pro Server 7-2, 7-4

opening files 7-3

performing tasks 7-6

related files 10-32

saving files 7-6, 7-8

sending messages to guests 7-3

System 7 File Sharing 7-2
HTML files

and Custom Web

Publishing 11-25

described 11-2

exporting to HTML table 8-3
HTTP commands 11-3

HyperText Markup Languag&ee
HTML files

Identification fields 5-34

Importing
See als&xchanging files;
Exporting
appending new records 8-4, 8-7
canceling 8-8
cross-platform considerations 8-2
data order 8-4
described 8-1, 8-4
destination files 8-5
dictionaries 1-18
exception fields 8-4
field definitions 8-2
field order 8-5
file formats 8-3
found set 8-8
graphics 4-6
into existing files 8-4
layouts 8-2
movies 4-6
new files 8-9
options 8-4

Index -7

record order 8-4
related records 10-32
repeating fields 8-7
requirements 8-4
shared files 8-2
source files 8-5
updating existing records 8-8
validating data 8-8
versus copying and pasting 8-2
Index
Help XII
pasting from 4-10
Indexing fields 2-12
Instant Web Publishing
See als@Custom Web Publishing,
Web Companion
and layout objects 3-3
built-in home page 11-9, 11-23
described 11-2
disabling or enabling 11-9
language in interface 11-10
setting up pages 11-12to 11-18
showing value lists 3-78
using Scripts with 5-1
viewing browser pages 11-15 to
11-18
International filesSeeSystem formats
Internet
access 11-2,11-5
described 11-1
service provider 11-5
Internet.See alsWeb
Intranet 11-1

IP address 11-1, 11-11, 11-23

Join expressionSeeRelationships
Join fields.SeeMatch fields
Joins.SeeRelationships
Justification.SeeText, alignment

K

Key fields.SeeMatch fields
Keywords.SeeHelp



I1-8  FileMaker Pro User's Guide

L

Labels

custom 3-16

field 3-56

margins 3-16

print area 3-17

printing
dot matrix printer 3-13
entire sheet 3-17

Labels layout
See alsd.ayouts
customizing 3-11
described 3-6
headers 3-15
page setup 3-13
preset sizes 3-11
printing 3-13
sizing 3-17
using 3-13

Layout mode 1-7

Layout objectsSeeObjects

Layout parts
adding 3-27
adding objects to 3-29
body 3-25
changing 3-35, 3-36
deleting 3-36
described 3-24
field labels 3-56
footer 3-25
grand summaries 3-29
header 3-25
modifying 3-36
page breaks 3-32
page numbers 3-32
reordering 3-35
resizing 3-36
restoring 3-60
subsummaries 3-35
summaries 3-29
title footer 3-25
title header 3-25
Layout pop-up menu 3-4, 3-23
Layout text.SeeText
Layouts
See als@olumnar report layout;
Envelope layout; Extended
columnar layout; Labels layout
access privileges 7-9, 7-13, 7-16,
7-18
adding graphics 3-54

Blank 3-7
blank space, removing 6-5
buttons 3-43, 5-20
changing 3-4, 3-23
checking 3-7
choosing 3-23
columns
page breaks 3-33
resizing 6-5
setup 3-21
cover page 3-29
custom line spacing 3-88
customizing for users 5-33
deleting 3-23
described 3-1
displaying related records 10-26
duplicating 3-23
field boundaries 3-43
fields
deleting 3-59
displaying 3-1
removing 3-59
selecting 3-39
importing 8-2
margins 6-3, 6-4
modifying 3-23
naming 3-8, 3-10, 3-13, 3-23
objects
deleting 3-45
graphic 3-52
locking 3-52
non-printing 6-9
on Web 11-5,11-12
page breaks 6-3
predefined 3-5, 3-6
previewing 3-7
print area 6-3
printing
Extended columnar 6-10
overview 6-1
procedures 6-12
subsummaries 6-11
related fields
deleting 10-28
displaying 10-26
field definitions 10-30
removing 3-23
renaming 3-23
reordering the menu list 3-
setting preferences 9-3, 9-
Single-page form 3-7
Standard 3-7
switching 3-23

23
8

tools
described 3-4
locking 3-38, 9-3

viewing on the Web 3-3
Leading summaries 3-29
Leading.Sedine spacing, custom
Leaving FileMaker Pro 1-13
Line spacing, custom 3-88
Lines 3-53
Links. Seelinked objects;
Relationships
List separators C-1
Lists, pop-upSeePop-up lists
Locking

objects 3-52

shared records 7-6

tools 3-38
Log, of Web activity 11-10
Logical

AND search 4-25

functions C-14

operators 2-18

OR search 4-25
Lookups

and Relational databases 10-1

defining 10-3

defining relationships 10-9

updating 10-14
Lotus 1-2-3, exchanging data 8-3

M

Macros.SeeScripts
MacWrite Pro data fileSeeMerge
format
Mail merging.SeeMerge format
Mail, sending 5-11
Main databaseseeMaster file
Main dictionary.SeeDictionaries;
Spelling
Main forms.SeeMaster records
Margins
alternating 6-4
changing, text ruler 3-85
displaying
in Layout mode 6-3
in Preview mode 6-11
labels 3-16
setting 6-4



Master file
described 10-2
planning 10-15
Master password
defining 7-13
described 7-11
groups 7-17
Master records
deleting 10-23, 10-34
duplicating 10-31
finding with related fields 10-34
sorting with related fields 10-35
Master tableSeeMaster file
Match fields
See alsdrields
described 10-3
planning 10-16
Mathematical operators 2-17
Maximizing window size 9-9
Maximum for summary fields 2-23
Memory preferences 9-4
Menu commands, access
privileges 7-14
Menus
context, described 3-42
layout pop-up 3-23
Script
adding items 5-14, 5-16
deleting items 5-16
reordering items 5-18
Menus, pop-upSeePop-up menus
Merge fields
adding 3-58
described 3-58
formatting 3-58
Merge format 8-3
Messages, sending 7-3
Minimum for summary fields 2-23
Modems, configuring 9-5
Modes 1-7
Modifying. SeeChanging
Movies
deleting 4-8
importing 4-6
importing with scripts 5-8
moving 4-8
pasting 4-8
playing 4-7

Moving
fields between files 3-57
movies 4-8
objects
between applications 3-45
between layouts 3-45
overview 3-44
part labels 3-35
record to record 4-18
to calculation fields 4-3
to summary fields 4-3
Multiple platforms.See
Cross-platform
Multi-table databaseS&eeRelational
databases

Multiuser files 7-3

N

Naming
fields 2-3, 2-25
layouts 3-8, 3-10, 3-13
scripts 5-13
value lists 3-75
Networks
See alsd\ccess privileges; Shared
files
changing connections 9-2
cross-platform 7-2
FileMaker Pro Server 7-2,7-4,7-5
protecting files 7-9
sharing files 7-1
Web 7-4,11-6
No. SeeBoolean expressions
No password 7-12
Non-printing objects 6-9
NOT operator 2-18
Number fields
See alsdrields
Boolean 3-62
described 2-5
entering data 4-4
finding 4-24
formatting 3-62
typing values in 4-4
Number functions C-4

Index -9

@)

Objects 3-49
adding to layouts 3-29
aligning 3-48
copying 3-45
cutting 3-45
deleting 3-45
described 3-37
editing quickly 3-42
fill 3-53
graphic 3-52
grouping 3-47
locking 3-52
moving
between applications 3-45
between layouts 3-45
overview 3-44
non-printing 6-9
pasting 3-45
positioning 3-40
resizing 3-50
rotating 3-49
selecting 3-39
sliding
described 6-5
displaying 6-6, 6-8
repeating fields 6-9
setting 6-7
stacking order 3-46
text
adding 3-80
deleting 3-82
described 3-79
pasting 3-82
replacing 3-82
ungrouping 3-47
ODBC. Seethe FileMaker Pro
Installation and New Features Guide
OLE objects, working with 7-7
Omitting
fields
during printing 6-3, 6-9
from tab order 3-70
records
find requests 4-26
related 10-34
One-to-many relationship between
data 10-20
One-to-one relationship between
data 10-20

Onscreen helieeHelp
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Opening
files 1-10, 7-3
Help Xl
URLs 5-11
Operators
AND 2-18
comparison 2-17
in find requests 4-20
in formulas 2-16
logical 2-18
mathematical 2-17
NOT 2-18
OR 2-18
precedence 2-16
text 2-19
XOR 2-18

OR operator 2-18
Other items 4-9
Oval tool 3-53

P

Page breaks
changing 3-32
columns 3-22, 3-33
defining 3-32
layout parts 3-32
printing records 6-1
subsummaries 3-32
viewing
in Preview mode 6-11
on layouts 6-3
Page guidesSeeMargins
Page marginsSeeMargins
Page numbering, layout parts 3-32
Page orientation for printing 6-10,
6-12
Pages, Web
setting up 11-12to 11-18
viewing databases in 11-12 to
11-18
Palettes
color 3-51
pen 3-51
Size 3-40, 3-50
tools 3-53
Paragraphs
attributes 3-87
formatting 3-84
Parameters C-1

Part labels, displaying 3-35
Parts.Seelayout parts

Passwords
access privileges 7-9, 7-13, 7-17
associating with groups 7-18
automatic 9-8
blank 7-12
case sensitivity 7-12
changing 7-15
default 7-12, 9-8
defining 7-11
deleting 7-15
described 1-6
examples 7-10
limiting activities 7-9
master 7-11, 7-13, 7-17
no password 7-12
related files
master file 10-10
planning 10-19
working with 10-30
versus groups 7-9
Web administration 11-6, 11-10,
11-18
Pasting
current date, time, or user
name 4-11
from the index 4-10
graphics 4-8
into non-standard fields 4-13
movies 4-8
objects 3-45
OLE objects 7-7
sounds 4-8
symbols 3-83
text 3-82
Patterns
field 3-73
fill 3-73
pen 3-51
selecting 3-51
Pausing scriptsSeeScripts, pausing
Pen attributes 3-51
Performing scripts
described 5-2
on closing 5-3, 9-9
on opening 5-3, 5-33, 9-9
procedures 5-19
PermissionsSeeAccess privileges
Phone numbers
dialing 9-4
script step for dialing 5-11

Picture/sound fieldsSeeContainer
fields; OLE objects
Pictures SeeGraphics; OLE objects
Pitch, custom labels 3-16
Planning
databases 2-1
fields 2-3
related fields 10-17
related files 10-15
relational databases 10-15
relationships 10-18
scripts 5-11
Playing
movies 4-7
scripts 5-19
sounds 4-8
Plug-ins
described 9-7
Web Companion, enabling 9-7,
11-7
Pointer tool 3-39
Pointers to filesSeeRelationships
Pop-up lists
See alsd/alue lists
choosing from 4-9
displaying field values 3-75, 3-77
editing 4-9
showing/hiding 4-9
Pop-up menus
See alsd&/alue lists
choosing from 4-9
displaying field values 3-75, 3-77
editing 4-9
layout 3-23
Port, TCP/IP 11-11, 11-23
Portals
See alsdrelational databases
changing 10-27
defining 10-20
deleting 10-27
described 10-3
displaying on layouts 10-26
displaying related records 10-26
one-to-many relationship 10-20
rotating 3-49
scroll bars 10-25
sorting 10-36
Precedence of formula operators 2-16



Predefined layouts
described 3-5
summary of types 3-6

Preferences
See als®ettings

adding fields to current layout 9-3

button shapes 9-3

changing 9-1

configuring plug-ins 9-7
dialing phone numbers 9-4, 9-6
displaying template files 9-2
document 9-7

enabling drag and drop 9-2
general 9-2

layout 9-3

locking layout tools 9-3
maximizing window size 9-9
memory 9-4

modem 9-4, 9-5

network connections 9-2
opening to specific layout 9-8

Extended columnar layout 6-10
field definitions 6-1, 6-12
forms 6-1, 6-12
headers and footers 6-1
labels
dot matrix printer 3-13
setup 3-13
tips 3-13, 3-17
layouts 6-1, 6-12
overview 6-1
page orientation 6-10, 6-12
previewing 6-11
print area 3-17, 6-3, 6-11
procedures 6-12
records 6-1, 6-12
related records 10-32
reports 6-1, 6-12
script definitions 6-1, 6-12
setup 6-14
stopping 6-13
subsummaries 3-22, 6-11

opening with default password 9-8 Privileges.SeeAccess privileges

performing scripts 9-9
saving files 9-4
shared files 9-7
showing/hiding status area 9-9
specifying user names 9-2
spelling 9-9
using smart quotes 9-8
Web Companion 11-7, 11-9
window size 9-9
Preset label sizes 3-11
Preview mode 1-7, 6-11
Previewing
See alsdrinting
columns 3-22
records 6-11
related records 10-32
subsummaries 3-31

Print area
labels 3-17
objects outside 6-3
viewing 6-3, 6-11
Print preview.SeePreview mode
Printer, selecting 6-14
Printing
See alsdreviewing
access privileges for 7-13
blank records 6-1, 6-12
canceling 6-13
columns 3-22

ProceduresSeeScripts
Protecting filesSeeAccess privileges

Publish and Subscrib&eeEdition
Manager

Publishing, databases on the
Web 11-1
overview 11-3

PushbuttonsSeeButtons

Q

QuickTime moviesSeeMovies
Quitting FileMaker Pro 1-13, 7-8
Quotation marks in searches 4-23
Quotes, smart 9-8

R

Radio buttons
See als&/alue lists
choosing from 4-9
displaying field values 3-75
editing 4-9
tab order 3-70
Ranges, finding 4-20
Read/write passwor&eeAccess
privileges
Record locking 7-6

Index 1-11

Recording
scripts 5-12
sounds 4-8

Records
access privileges 7-13
adding 4-4
appending 8-4
browsing
groups of 4-1
in alist 4-16
individual 4-16
on Web 11-15t0 11-18
sorted records 4-30
copying 4-4, 4-12
deleting 4-29
duplicates 4-20
on Web 11-15to 11-18
described 1-2, 1-5
duplicating 4-4
exporting 8-9
finding 4-19
all 4-25
duplicates 5-34
on Web 11-15to0 11-18
importing 8-4
locked 7-6
modifying field values 4-14
moving to 4-18
omitting 4-26
previewing 6-11
printing
blank 6-1, 6-12
large 6-1, 6-10
overview 6-1
procedures 6-12
reserializing 4-14
reverting 4-4
semi-sorted 4-32
sorting 4-30
on Web 11-13
related records 10-36

Records, masteGeeMaster records
Records, relatedGeeRelated records
Recovering files A-1

Rectangle tool 3-53

Registering FileMaker Pro Xl

Related fields
See alsdrields; Relational
databases
calculations 10-31
changing 10-27
deleting 10-28
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described 10-3

display on Web 11-6, 11-13
field definitions 10-30
finding 10-34

on layouts 10-26
one-to-one relationship between
data 10-20

planning 10-17

script steps for 10-31
sorting 4-32, 10-35
summarizing data 10-31
syntax for field names 10-3

Related files

See alsériles; Relational databases
access privileges 10-10, 10-19,
10-30

described 1-6, 10-2

planning 10-15

shared 10-32

Related records

See alsdrecords; Relational
databases

adding 10-23

defining 10-32

deleting 10-23, 10-34
described 10-3

displaying in portals 10-26
duplicating 10-31

finding and omitting 10-34
importing and exporting 10-32
previewing 10-32

printing 10-32

sorting 10-36

Relational databases

See alsdortals; Related fields;
Related files; Related records;
Relationships

copying related records 10-31

defining 10-20

defining portals 10-20

deleting related records 10-34

described 1-2, 10-5

example 10-36

finding and omitting related
records 10-34

master file

described 10-2
planning 10-15
match fields

described 10-3
planning 10-16

one-to-many relationship between

data 10-20

one-to-one relationship between

data 10-20

planning 10-15

portals 10-3

printing and previewing 10-32

related fields 10-3

related files 10-2

related records 10-3, 10-32

relationships 10-3

sorting 10-35

terminology 10-2
Relationships

See alsdrelational databases

changing 10-29

defining 10-9

described 10-3

planning 10-18

to and from same file 10-10
Relookups

automating 10-14

described 10-14
Remarks, in scripts 5-11
Remote files, sharing

local network 7-3

Web 11-10, 11-18 to 11-22
Removing.SeeDeleting
Renaming layouts 3-23
Reordering

field definitions 2-25

layout parts 3-35

layouts 3-23

Script menu items 5-18

script steps 5-13, 5-17

scripts 5-18

sort fields 4-30
Repeating fields

adding 3-72

defining 2-11

described 2-11

exporting 8-14

formatting 3-72

importing 8-7

separating 8-14

sliding objects 6-9

sorting on 4-32

splitting 8-14

tab order 3-70

Repeating find requests 4-25, 4-26

Repeating functions C-12

Repeating panel§eePortals
RepetitionsSeeRepeating fields
Replacing
field values 4-14
text 4-5
Reports
See alsd.ayouts
adding page numbers 3-83
adding printing date 3-83
adding printing time 3-83
columnar 3-9, 3-20
cover page 3-29
previewing 6-11
printing 6-1, 6-12
RequestsSeeFind requests

Requirements

exporting 8-4

file sharing 7-1

importing 8-4

Web Companion 11-5
Reserializing records 4-14
Resizing

layout parts 3-36

several objects 3-50
Restoring

layout parts 3-60

script settings 5-15
Restricting accesS§eeAccess
privileges
Retrieving data from other fileSee
Exchanging files
Reverting

find requests 4-21

records 4-4
Rights.SeeAccess privileges
Rotating objects 3-49
Rounded rectangle tool 3-53
Ruler lines

described 3-40

setting units 3-41

showing/hiding 3-41

Rulers

graphic 3-40

lines 3-40

setting units 3-41

showing/hiding 3-41

text 3-40
Running scripts 5-19



S

Sample data in fields 3-57
Saving
files 1-11
setting preference for 9-4
shared files 7-6, 7-8

Script menu
adding items 5-14, 5-16
deleting items 5-16
reordering items 5-18

Script specificationsSeeScripts,
settings
Script steps
See als&cripts
adding 5-13, 5-16
Control 5-5
deleting 5-13, 5-16
described 5-4
Editing 5-7
Export 5-8
Fields 5-7
Files 5-9
Find 5-6
for related fields 10-31
Import 5-8
italicized 5-17
Miscellaneous 5-10, 5-11
Navigation 5-6
options 5-4, 5-13, 5-16
Print 5-6
Records 5-8
reordering 5-13, 5-17
Sort 5-6
Spelling 5-10
Windows 5-9
ScriptMaker
See als&cripts
examples 5-29
steps 5-4
using 5-1
Scripts

See als@&cript steps; ScriptMaker

adding
comments 5-11
menu items 5-14, 5-16
remarks 5-11

Apple events 5-23

AppleScript commands 5-24, 5-28

automating relookups 10-14
buttons 5-20
canceling 5-19

changing 5-16
commands 5-4
conditional 5-5
current user name 4-12
defining 5-12
deleting 5-18
deleting menu items 5-16
described 5-2
designing 5-11
dialing phone numbers 5-11, 9-4
displaying error messages 5-5
duplicating 5-16
examples 5-29
external 5-3
keyboard shortcuts 5-18
looping 5-5
modifying 5-16
naming 5-13
passwords 7-13
pausing
adding to scripts 5-14
described 5-3
example 5-2
resuming 5-19
stopping 5-19
performing 5-2, 5-19
planning 5-11
playing 5-19
printing 6-1, 6-12
reordering in Script menu 5-18
resuming 5-19
running 5-19
sending Apple events 5-11, 5-25
setting preferences 9-9
settings
changing 5-16
examples 5-29, 5-31
keeping 5-17
replacing 5-17
restoring 5-15
storing 5-15
shutdown 5-3, 9-9
sort order 4-32
startup 5-3, 9-9
stopping 5-19
subscripts
adding to scripts 5-12
changing 5-16
described 5-3
system formats B-3
testing 5-12
with Instant Web Publishing 5-1

Index 1-13

Scroll bars
adding to fields 3-71
in portals 10-25
Search page, Web
setting up 11-12 to 11-18
viewing in browser 11-17
Search requestSeeFind requests
SearchingSeeFinding

Secondary filesSeeRelational
databases
Security, file.SeeAccess privileges
Selecting
checkboxes 4-9
Edit items 4-9
from pop-up lists 4-9
from pop-up menus 4-9
objects
all fields 3-39
by type 3-39
grouping 3-47
individually 3-39
multiple 3-39
ungrouping 3-47
Other items 4-9
patterns 3-51
printer 6-14
radio buttons 4-9
semi-sorted records 4-32
text 3-82
Selection handles 3-39, 3-50
Self-joins.SeeRelationships
Sending mail 5-11
Sending messages 7-3
Separator line in value lists 3-76
Serial numbers, modifying 4-14

Server.SeeHost; FileMaker Pro
Server
Settings
See alsd’references
alignment 3-49
tab order 3-69
Web Companion 11-7, 11-8
Shared files
See alsdNetworks
access privileges 7-9
closing 7-8
coffee cup icon 7-6
described 7-1
double arrow icon 7-6
guests 7-2
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host 7-2
on Web 11-1, 11-7
access privileges 11-10,
11-18to 11-22
opening 7-3, 7-4
quitting FileMaker Pro 7-8
related 10-32
saving 7-6, 7-8
System 7 File Sharing 7-2
Sharing informationSeeExchanging
files
Showing/hiding
See alsdliding objects
ruler lines 3-41
rulers 3-41
status area 4-2
T square 3-41
Shutdown
options 5-3
scripts 5-3, 9-9
Single file databases 1-6
Single-page form layout 3-7
Size
palette
described 3-40
positioning objects 3-41
resizing objects 3-50
text 3-88
text ruler 3-85
Sliding objects
displaying 6-6, 6-8
parts 6-6
repeating fields 6-9
setting 6-7
Smart quotes 9-8
Sort order
See als&orting
changing 4-30
creating 4-30
in scripts 4-32
records on Web 11-13
restoring original 4-31
summary fields 4-32
Sort page, Web
setting up 11-12to 11-18
viewing in browser 11-18
Sorting
See als@ort order
ascending order 4-30
canceling 4-31
container fields 4-31

custom order 4-30
descending order 4-30
described 4-30
in scripts 4-32
master records with related
fields 10-35
on subsummaries 3-31
records on Web 11-13
related fields 4-32
related records 10-36
repeating fields 4-32
summary fields 4-32
Sounds
copying 4-13
deleting 4-8
playing 4-8
recording 4-8
Space, removing blank 6-5
Speaking text 5-11
Speech 5-11
Spelling
See als®ictionaries
checking
as you type 1-15
automatically 1-15
options 1-13, 1-14
Splitting repeating fields 8-14
Spreadsheets
See alsdxporting; Importing
file formats 8-3
Stacking objects 3-46

Standard Deviation for summary
fields 2-23

Standard layout 3-7, 3-8

Startup
options 5-3
scripts
described 5-3
examples 5-33
performing 9-9
Statistical functionsSeeAggregate
functions
Status area
Browse mode 4-2
Find mode 4-21
showing/hiding 4-2, 9-9
Status functions
described C-16
using in scripts 5-4, 5-33
StepsSeeScript steps

Stopping

See alsc&losing

printing 6-13

scripts 5-19
Stored results 2-20
Strings, textSeeText, literal
Subforms SeePortals
SubscriptsSeeScripts, subscripts
Subsummaries

described 3-29

exporting 8-12

importing 8-4

leading 3-29

page breaks 3-32

previewing 3-31

printing 6-11, 6-12

sorting 3-31

trailing 3-30
SubtotalsSeeSubsummaries;
Summary fields

SummariesSeeSummary fields;
Summary parts
Summarizing data in related
fields 10-31
Summary fields
See alsdrields; Formulas
Average for 2-23
Count for 2-23
defining 2-23
described 2-5, 2-23
exporting 8-12
find requests 4-20
formulas 2-13
Fraction of Total for 2-23
importing 8-4
Maximum for 2-23
Minimum for 2-23
moving to 4-3
on layouts 3-9
options for 2-24
sorting 4-32
Standard Deviation for 2-23
Total for 2-23
Summary functions C-9
Summary parts 3-29
Switching layouts 3-23
SYLK format 8-3, 8-14

Symbols
pasting 3-83



Syntax
formulas 2-14
related field names 10-3
System 7 File Sharing 7-2
System formats
See alsd-ormats
changing B-2
current, using B-2
described B-1
scripts, defining B-3
working with B-1

T

Tab order

omitting fields 3-70

on the Web 3-69

repeating fields 3-70

setting 3-69
Table rightsSeeAccess privileges
Table View, Web

setting up 11-12 to 11-18

viewing in browser 11-15
Tables.SeeFiles

Tabs

alignment 3-86

attributes 3-86

decimal 3-86

setting 3-85
Tab-Separated Text format 8-3
TCP/IP netwwork protocol 9-2
TCP/IP port 11-11, 11-23

Technical supporSeeCustomer
support

Templates
creating files 1-9
described 1-9
displaying 9-2
suppress New Database dialog
box 1-10
Web 11-26, 11-28
Text
See alsdrields
adding 3-79, 3-80
alignment 3-88
attributes 3-60, 3-90, 8-4
on the Web 3-61
baselines 3-73
boundaries, showing/hiding 3-43
color 3-88

cutting 3-82
deleting 3-82
fields 2-5
finding 4-23
formatting 3-60, 3-88
line spacing 3-88
objects
described 3-79
viewing on the Web 3-3
operators 2-19
paragraphs 3-84
pasting 3-82
removing 3-82
replacing 3-82, 4-5
rotating 3-49
selecting 3-82
sizes 3-88
speaking 5-11
styles 3-88
tool 3-80
typing values in fields 4-4
using drag and drop 9-2
Text fields.SeeText
Text functions C-3

Text ruler
changing text attributes 3-85
described 3-40
formatting paragraphs 3-84
setting tabs 3-85
setting units 3-41
showing/hiding 3-41
Text tool 3-80
Time
See alsdime fields
current 4-11
finding 4-24
formatting 3-65
functions C-6
invalid 4-20
Time fields
See alsdrields; Time
described 2-5
entering data 4-5
international formats 4-5
typing values in 4-5
Title headers and footers
cover page 3-29
described 3-25
Today’s date, finding 4-24
Toolbars.SeeTools

Index 1-15

Tools
described 3-4
locking 3-38
switching between 3-38
text 3-81
tools palette
line tool 3-53
oval tool 3-53
pointer 3-39
rectangle tool 3-53
rounded rectangle tool 3-53
text tool 3-80
working with 3-38
Total for summary fields 2-23
Totals.SeeSummaries
Trailing summaries 3-30
Transactions, Web 11-10
Trigger fields.SeeMatch fields

Trigonometric functions C-13

True. See Boolean expressions 3-62

T-square
adjusting 3-41
described 3-40
showing/hiding 3-41
Typing in fields 4-4

Unauthorized user§eeAccess
privileges

Ungrouping objects 3-47

Unstored results 2-20

Updating files.SeeConverting

Updating lookup values 10-14

Updating recordsSeelmporting

URLs, opening 4-17, 5-11, 11-23

User dictionariesSeeDictionaries

User names
current
pasting into fields 4-11
scripts 4-12
examples 5-33
setting 9-2
Using data from other fileSee
Exchanging files
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V CDML Tool 11-27
configuring 11-8to 11-11
default settings 11-8
enabling 9-7

Validating fields 2-7
Value lists

See als&heckboxes; Pop-up lists;
Pop-up menus; Radio buttons
access privileges 7-13
copying 3-76

custom sorting by 4-30
defining 3-75

deleting 3-76

described 3-75

Edit items 3-78, 4-9

editing 4-9

naming 3-75

options 3-76

Other items 4-9

separating line 3-76
showing/hiding 4-9

Values

copying 4-12

displaying 3-75

finding duplicates 4-20
finding exact 4-20, 4-21
inserting indexed 4-10
looking up automatically 10-3
lookups, updating 10-14
modifying 4-14

functions C-19
home page 11-9, 11-23
Instant Web Publishing browser
pages 11-15to 11-18
port number 11-11, 11-23
remote administration 11-10
requirements 11-5
sample files 11-28
setting up 11-7 to 11-8
setting up layouts 11-5
Web security databases 11-11,
11-18to 11-22
Web servers 11-3
Wildcards in searches 4-23
Windows, setting size 9-9
WKS format 8-3, 8-14
World Wide WebSeeWeb

X
XOR operator 2-18

Values, field SeeField values Y
Vertical pitch, custom labels 3-16

View as list
described 4-16
subsummaries 3-31 Z

views, Web
setting up 11-12 to 11-18

Views. Seelayouts
Virtual results 2-20

Yes.SeeBoolean expressions

Zoom controls 3-4, 4-2

w

Web

access 11-5

described 11-1

hosting databases on 11-1
Web browserSeebrowser, Web
Web Companion

See als@Custom Web Publishing,

Instant Web Publishing

and tab order 3-69

and text formatting 3-61

CDML Reference 11-25
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