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Preface: Getting help

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

If you're new to the MacOS Y ou 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 asystem prior to Mac OS 7.5, or if you areusing
Mac OS 8, what you see on your screen might not match theillustrationsin
the documentation.

Customer support and registration

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

U.S. and Canadian retail customers can also refer to the Claris Service
Directory included 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 what keywordsto useto find arelated Help
topic. A keyword islike aterm 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 XIV.

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

» Help, using

Usethe FileMaker Pro Quick Reference on the back cover of thisuser's
guideto get at-a-glance information about using the FileM aker Protools
and status area controls.
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Glossary terms are available in the Help Reference section, as well as
underlined with adotted line in Help topics.

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

Using FileMaker Pro Help

FileMaker Pro Help is available whenever FileMaker Pro isrunning. It
contains some information not in the printed documentation, like
troubleshooting tips. Asyou get comfortable with FileM aker Pro, you'll
be able to find al the information you need in FileMaker Pro Help.

Opening FileMaker Pro Help

To open Help when FileMaker Pro is running, choose acommand from
the (2) or Help 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, choose Hide Balloons.)

FileMaker Help A context-sensitive Help topic.

FileMaker Help Topics Topic titlesin atable of contents.

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

Whenever you open FileMaker Pro Help, you start the QuickHelp 4.0
application, which runs independently of FileMaker Pro.

Managing FileMaker Pro Help

Here are some waysto manage FileMaker Pro Help and the windowson
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
isrunning menu bar).

Move awindow Drag the window’ sttitle bar.
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To Do this

Arrange windowsfor easy Onasmall screen, move the FileMaker Pro document window
access and the Hel p window so the cornersoverlap. Then you can click
acorner to bring awindow into view.

On alarger 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 Claris Help Viewer continues to run in the background. To
show Help again, click aFileMaker Pro window, and then press
8-2.

Hide FileMaker ProHelp  Click aHelp window, and then choose Hide QuickHelp 4.0 from the
and leave it running application menu (at the right of the menu bar). To show Help
again, choose Show All from the application menu.

Quit FileMaker ProHelp  Click the Help window to make it active, and then choose Quit
and the QuickHelp 4.0 from the File menu.
application

Using the Help contents

When you open FileMaker Pro Help, you see alist of Help topics, like
the table of contentsin abook. Y ou can click topic titlesto see any
subtopics, and then click atopic to move to the information you need.
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Using the Help window

To navigatein the Help system, you click buttons and underlined text in
the Help window.

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

Click to see the index

— Click to return to the last topic viewed
—— Click to move to

|
EO=———-— Imp

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 a word
. . 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, choose History
Window from the Options menu, and then double-click the topic title.

Using the Help index

FileMaker Pro Help comes with alist of index entries, which are
significant words and phrases (called keywords), to help you find the
topics containing the information you want. Each index entry is
associated with one or more topics.

Thisuser’s guide gives you keywords throughout the documentation to
help you find related topics by their index entriesin Help.



Getting help XV

To use the Help index:

1. If you aren’t in Help, choose FileMaker Help Index from the (2] or Help
menul.

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 |

Y ou see the topics associated with the keyword in the list.
3. Double-click the topic you want.
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Using Find

Choose options from the
pop-up menus if you want

Y ou 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 atopicin the scrolling list, then click Display.
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Getting additional help

To get context-sensitive help for dialog boxes and menu items, pressthe
Help key (on an extended keyboard) or press s-?.

Use Help to get information on these additional tasks:

Choose FileMaker Help
Index from the (2] or Help

For information on menu, and then type
Printing a Help topic Help, printing

Adding your own notes or instructions to atopic Help, customizing
(annotations)

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

Copying all or part of atopic to an application that Help, using

supports text, to compile help information you use often

Setting Help preferences to customizetheway youuse  Help, 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 FileM aker 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 databasefiles. Y ou
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. Y ou can complete the tutorial in one session, or one
segment at atime. To use thetutorial, double-click the Tutorial
filein the Tutorial folder.

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

files Y ou can use thetemplatesfor your businessor personal work—
asthey are, or change them to suit your needs. (See “ Creating
and opening files’ on page 1-9.)

FileMaker Pro Help Get compl ete, onscreen, step-by-step instructions and reference
information for using FileMaker Pro asyou work. (See“Using
FileMaker Pro Help” on page XI1.)

Balloon Help See brief descriptions of FileMaker Pro tools, icons, and
menus. (Choose Show Balloons from the (2] or Help menu. To
turn off Balloon Help, choose Hide Balloons.) Choose About
Balloon Help from the () or Help menu to seedirectionsfor using
Apple Balloon Help.

CDML Developer’s Guide  Get information on publishing custom Web database solutions.
Open the CDML Referencefilein the Web Toolsfolder, inthe
FileMaker Pro 4.0 folder.

Web browser Help Get help whileworking with adatabasein abrowser. 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
Weh. Thisinformation 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 adatabase?’ 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 databaseisacollection of information, or data, 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 onefile, such as Clients, which might hold the names,
addresses, and phone and fax numbers of al your clients.

A database can also be many files that, together, contain al the
information about a particular topic, or related topics (sometimes called
a database system). For example, a database for atravel 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 create arelational database. For example,
one file can show you which clients went on a particular tour and a
related file can show how much they paid. (For more information about
relational databases, see chapter 10, “Using data from related files.”)

0 . Orgin  Destination

{A20 | Porttand |

Phong

Landon 1
] A

Trip file

Guent 19 G100

Client Wame; Burke

p 0 Trip Name ..
i T10 : Por—Lan
i Ve T Far—foma "

{5553d58

Dwe {6038

ChentiD {C100 |
Name{ Buke i

Trig D Trip Mame  Cost®
1 T10; Por—Lon (85000
i T20; Par—Roma :700.00

—

Total { 1,750.00

Invoice file

Clients file

A database file contains one or more records. 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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Records in a Clients file

|S10E. Gnd s}
| New York, NY

Each piece of information in arecord—Ilike name, address, and
telephone number—is stored in afield. Y ou create the fields for each

database file.

Firsl Mames
Last Name

Camgany
Prang

Fields in a record

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, cal culations, layouts, and scripts. A FileMaker Pro database
file also contains the data you enter and work with.

1-3
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Fields and field definitions

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

Theinformation you put into afield—by typing, copying, looking up, or
importing—isitsvalue. Field valuesin a FileMaker Pro file can be:

= text

= anumber

= adate

= atime

= agraphic, sound, or movie

= theresult of aformulathat calculates the field’ s value

= asummary of the valuesin thefield 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 valueistyped or entered into
thefield or isthe result of a calculation. These characteristics are the
field definition. You create afield in afile and define it to suit your
needs. For example, the type of datain thefield and whether to calculate
thefield's value are both part of the field definition.

TowiD  {T30 |
Towr M : llé".,u;'ll;:,. 1.-';_:.!," I'
Origin ! Gan Franciscd

Destination {_Hong Kang _

Linit Cost | 5128000  i— This field i designed to hold
only numbers

Tax | § 25000

Total £3 800.00 -— This field is designed to calculate

a value based on other values in
the record
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Records

To enter datain a database file, you create arecord and then enter data
into the fields. After you have recordsin afile, 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.

Taxld  STARD B
Towname Gorawa F | | L
ogn [ 5 [ L
Destination ;

Uit Ciost

One record contains
all the information T
about a single activity, o
individual, or subject

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 useafileand particular fieldsand layouts, and which tasksthey
can do. Inthe FileMaker Pro Web Companion, a password controlswho
can browse and edit afile on the World Wide Web.

Afileloesn’ tequireccesprivil egesngbasswordsyolcartreat@ichangehenas
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 onefile (sometimes called aflat-file
database) or many files (arelational database), you can use datafrom
other filesasif the datawere in the current file. A file that contains data
used in another file isarelated file.

= To copy datafrom arelated file and storeit in the current file, define
alookup (see “Looking up and displaying data from other files” on
page 10-1).

= Toview and work with data from different filesin the current file

without storing that datain the current file, create arelationa
database (see “Working with relational databases’ on page 10-14).

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

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

In this mode

You do this

Browse

Work with the datain afile. Y ou 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. Y ou 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. Y ou can then
work with these records, called the found set. After you find a group of
records, FileMaker Pro returnsto 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 datain records, forms, or reportswill look before
you print on paper. For moreinformation, see chapter 6, “ Previewing and
printing information.”
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Browse mode

Layout mode
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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

Y ou can create afile when you start FileMaker Pro or after
FileMaker Prois already running.

Create afile from acopy of atemplate—a predefined file that you use
asis, or modify to suit your particular needs. Or create afile from
scratch, without using atemplate. (If you didn't install templates and
want to use them, see the FileMaker Pro Installation and New Features
Guide)

After you name anew 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 afilein
FileMaker Pro. If FileMaker Pro isn't already running, start it by
double-clicking the application icon. When you start FileMaker Pro,
you seethe New Database dialog box, and you can skip thefirst (Choose
New...) step in the following directions.

To Do this
Create afileusing a In FileMaker Pro, choose New from the File menu. In the New
templatefile Database dialog box, select Create a new file using a template, choose

atemplate category from the pop-up menu, and then double-click
thename of atemplatefileinthelist. Inthe Create New Filedialog
box, type aname for the file (choose a different folder, if needed),
and then click Save.

Create afile without In FileMaker Pro, choose New from the File menu. In the New

using atemplatefile  Database dialog box, select Create 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 click Save.
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To

Do this

Open an existing file

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

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

If FileMaker Pro is running, choose Open 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 click OK.

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.”
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Keep these pointsin mind:

= To keep FileMaker Pro from displaying the New Database dialog
box, select No longer show this dialog in the New Database dial og box.
Y ou can redisplay the dialog box by setting a preference in the
Generd areaof the Application Preferences dialog box. (See” Setting
general application preferences’ on page 9-2.)
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= When you open afile 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 renamethe 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 Features Guide.)

= When you open afile 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 afile 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 datainto 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 afile as you work and
whenever you close afile or leave the application.

To close afile, 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).
= Choose Close 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 changesto afile as you work, you can
save acopy of afile for various purposes.
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Important Always save a copy before you make extensive changes. Y ou
can't restore data after you delete afield from the Define Fields dialog
box or remove records using the Delete Record or Delete All commands.

1. Makethefile you want to save the activefile, and choose Save a Copy
As from the File menu.

2. In the Save a Copy dialog box, for Type, choose an option from the

Pop-up menu.

Choose To

Copy of current file Duplicate the entirefile, including the field definitions,
layouts, scripts, page setup options, and data. Copying a
fileis 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 afile
may taketime, so it'sagood ideato compress afile 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 atemplate of thefile.

3. To rename thefile, for Create a copy named, type a name.
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]t T o
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Name of the new file — Clirsis Capy | E]
g i|l||||| | wwaEn i Filé I Options for savingacopy
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, choose Quit 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

Y ou can use theinstalled spelling dictionariesto check the spelling in a
file, al at once or as you type. FileMaker Pro compares your text with
its main dictionary (which contains almost 100,000 words) and a user
dictionary, in which you can store up to 32,000 unique terms. Each file
can have its own user dictionary. Thisis useful when, for example, you
have files that contain unique terms (like medical or legal terms).

Y ou can check the spelling of a selected word or passage, all wordsin
the current record or layout, or al words in the records most recently
found (the current found set) or browsed in Browse maode.

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

Note Beforeyou begin, besurethedictionariescurrently selected arethe
ones you want to use. See “Working with spelling dictionaries’ on page
1-16.

Checking your spelling in a file

1. Display thelayout or record, find the set of records, or select the text
to check.
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Word with questionable
spelling

Suggestions for
replacement

2. Choose Spelling 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 (you  Check Layout

must be in Layout mode)

The set of records most recently found or browsed Check All

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

To

Do this when you see a questionable word

Replace a misspelled
word with onein the

dictionary

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

Revise amisspelled
word that’snot in the

dictionariesby typingin

For Word, retype the word. (Or use standard text-editing
methods to replace only the portion to change.) Then click
Check. When the word is spelled as you want, click Replace.

your own (You can't change a misspelled word in arestricted or
password-protected file or field. In that case, click Next.)
Skip aword Click Skip. (FileMaker Pro skips every occurrence of the

word.)

Add aword 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
— [ wora: [Falk | Coeptace ]
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—
| s (Ctearn ]
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#5! | Talk 4 Cancel
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Click to see the questionable
word in context
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4. When all questionable words are resolved, click Done.

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

» checking spelling

Checking your spelling as you type

Asyoutype, FileMaker Pro can alert you to errors with either aflashin
the menu bar, or a beep.

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

1. Choose Preferences from the Edit menu, and then choose Document.

2. Inthe Document Preferences dialog box, choose Spelling from the
pop-up menu. Select how you want to be alerted and where you want
the Spelling dialog box to appear.
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W
Have the Spelling dialog box — & = 1 siomems
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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= Choose Spelling from the Edit menu, and then choose Correct 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 auser 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 resel ect
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 afile using
different dictionaries (for example, dictionaries of different languages)

= you want to switch to adifferent 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. Choose Spelling from the Edit menu, and then choose Select
Dictionaries.

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

To Do this

Select or switcha For Select Dictionary Type, choose Main Dictionary or User Dictionary. If
dictionary needed, locate the correct folder. Then select the dictionary name
and click Select.

Ignoreyour user  For Select Dictionary Type, choose User Dictionary, and then click None.

dictionary
Create auser For Select Dictionary Type, choose User Dictionary, and then click New.
dictionary Typeaunique, distinguishing name for the new user dictionary, and

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

> creating

Making changes to a user dictionary
Y ou 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 choose Edit User
Dictionary.
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2. Inthe User Dictionary dialog box, make any changes, and then click

OK.
To Do this
Add aword For Entry, type the word, and then click Add.

Remove aword from thelist  Select the word, and then click Remove.

Change aword Remove the word from the list, type a replacement, and
then click Add.
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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 isthe one
you want to import into or export from.

1. Choose Spelling from the Edit menu, and then choose Edit User
Dictionary.
2. Inthe User Dictionary dialog box, click the Text File triangle, and then:

To Do this

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

Export atext file  Click Export. (If necessary, choose a different folder.) Type aname
for thefile to export to, and then click Save.
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3. Whenimporting or exporting iscomplete, click OK, and then click OK
again.
Choose FileMaker Help Index from the (2) or Help menu, and then type:

» exporting, dictionaries
» importing data



Chapter 2. Creating a databasefile

This chapter tells you how to design a database file:
= touseby itself
= to use aspart of arelational database

This chapter also explains some limitations on options available when
designing afile 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 | ater, 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 abilling address,
shipping address, quantity, product code, and so on, and calculated
fields for subtotal, salestax, shipping charge, and invoice total.

4. Determine relationships between your file and other fileswhose data
yOou can use.
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For example, if data you want already exists in another file, you can
useitinthe current file by defining arelationship to the other file and
then defining lookups or adding fieldsfrom that file on alayout of the
current file.

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

task.

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

. If otherswill use your database, think about who can usethe file and

which tasks they can perform.

If security isimportant to your data, you can restrict who can do
which tasks by assigning passwords and access privileges to thefile.

. 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 partsin place, you can begin creating your
database, as described in the next section, “ Defining database fields.”
Start with asimple design and use it for awhile. Y ou can changeit as
needed.

K eep these pointsin 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 aseparatefield for titles (to hold valueslike Dr., Mr., and Ms.).

Defining database fields

When you create afile, you begin by defining the database fields. To
defineanew field, giveit aname, and then select optionsthat determine
how thefield interprets, enters, calculates, stores, and displays data. All
these characteristics make up thefield definition. After you definefields,
you can add, change, or delete field definitions as needed.

1.

Create afile, or, in Browse or Layout mode, choose Define from the
File menu and then choose Fields.

. Inthe Define Fields dialog box, for Field Name, type a unique name
for the field.
Don't usethefollowing symbolsor words: , (comma), +,—, *,/, ", &,

=#,><5,2(),",::, AND, OR, XOR, NOT, or aFileMaker Pro
function name. Don’t begin afield nameto be used in acalculation
formulawith a period (.) or a number.

. For Type, select afield type, and then click Create.

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

If the field type is

Do this

Text, number, date,
time, or container

Inthefield definitionslist, double-click thefield name (or select
the field, and then click Options), and then set entry options for

thefield. See “Choosing data entry options’ on

page 2-6.

Field names and definitions

Type a name for a new field

Select a field type

Calculation In the Specify Calculation dialog box, define aformulafor 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.
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5. Define the fields you want for the file, and then click Done.

Wherthéil émewyoiseghéi el dsrBrowsanodeOtherwi seyoueturriavhergou
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 afield, you must decide the kind of datait will contain
and then select the appropriate field type. FileMaker Pro uses the field
typeto interpret the datawhen 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 numbers used as text.

Y ou can sort records based on atext field and use atext field in formulas
for calculations and summary fields. Text fields are usually sorted
alphabetically (fromfirst character tolast character in the al phabet, 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. Y ou 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

Datesonly. A date field must include at |east the day and month portion
(dd and mm) of adate. If you enter no year, and have not typed a separator
character for ayear, 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

Timesonly. A timefield can contain only the hours, minutes, or seconds
portion (hh, mm, and ss) of atime. Y ou can sort records based on atime
field and use time fieldsin 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. Y ou enter datain 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

Theresult of acalculation formulathat 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 valuethat’ s produced by summarizing field valuesfrom more than one
record in the samefile. See “ Defining summary fields’ on page 2-23.

Global

Onevalueto beused in al records of thefile. A global field can be text,
number, date, time, or container. Use the value of agloba field in
calculations and scripts. You can't use aglobal field to find records. See
“Defining global fields” on page 2-9.
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K eep these pointsin mind:

Because they often include non-numeric characters like hyphens or
parentheses, define postal codes and tel ephone numbersastext 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.

Y ou can change the way dataiis 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 separatorsin 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 thefield.
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. Y ou can have
default data entered in the field and have the data checked against
validation requirements set for the field.

1.

Create afile, or choose Define from the File menu and then choose
Fields.

. Inthe Define Fields dialog box, double-click afield you want to set

data entry optionsfor.

. Inthe 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 adefault value automatically entered in the selected field
for each record, choose Auto Enter.

= To havedatain the field checked against validation requirements
you set for the field in each record, choose Validation.

. Define repetitions and storage options.
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= Tomakethefield arepeating field, select Repeating field with a
maximum of n repetitions, and then type the number of repetitions.
(See“ Defining repeating fields’ on page 2-11.) To set optionsfor
indexing the field’ s values, click Storage Options, and then select
indexing options. Y ou can also choose alanguage 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  Select Nothing.
Enter the date, time, or user name  Choose an option from the pop-up
when the record was last created or  menu.
changed
Assign aunique, sequential number  Select Serial number, and then type a
to thefield in each record starting value (for example, 1001)
and the number to increment by.
Enter the value from the previously ~ Select Value from previous record.
accessed record
Enter data you specify Select Data, and then type the data
you want, up to 255 characters.
Enter the result of acalculationin  Select Calculated value, and then
thefield define the formula. (See the note at
the end of this section and
“Understanding formulas’ on page
2-13)
Enter avalue that’scopied froma  Select Looked-up value, and then
field inthe same or a different file  define the lookup. (See “Defining
lookups between files” on page
10-11)
Prevent users from changing an Select Prohibit modification of value.
automatically entered value
Validation Check that the data is a number, Select Of type and then choose atype

date, or time

from the pop-up menu.

Check that the field is not empty, or
that the value is unique or aready
existing in thefile

Select Not empty, Unique, or Existing.

Check that the value isin the value
list you specify

Select Member of value list, and then
choose avalue list from the pop-up
menu, or define avalue list. (See
“Defining valuelists’ on page 3-75.)

Check that the value falls within the
range you specify

Select In range, and then type a
starting value and ending value for
therange.
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For

To

Do this

Check that the value matches the

result of acalculation

Select Validation by calculation, click
Specify, and then define aformula.
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
theresult is 0 or null (empty);
otherwise the result istrue.

Prevent users from entering invalid

data

Select Strict: Do not allow user to
override validation.

Display amessage you specify when
the data doesn’t meet the validation

requirements

Select Display custom message if
validation fails, and then type a
message (up to 255 characters).
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6. Click OK, and then click Done.

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.

= Select Calculated value to calculate a value only when arecord isfirst
created or when avaluein afield the calcul ation refers to changes (as
long asthefield with the calcul ation doesn’t already contain avalue).
If necessary, you can enter adifferent valuein thefield (when Prohibit
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 datainthefield, definethefield asacalculationfield. See
“Defining database fields’ on page 2-3 and “Understanding
formulas’ on page 2-13.

= When the datain avalidated field doesn’t meet the validation
requirements, users see awarning message when they try to move out
of the current record. If Strict: Do not allow user to override validation is
set for thefield, users must correct the data before moving out of the
record. Y ou can use Display custom message if validation fails to give
users the data requirements.

= To savetime during data entry and to validate fields, define value
lists. Vaue lists aren't attached to any field definition. Y ou can
format value lists to display in a pop-up list or menu, or as
checkboxes or radio buttons. See“ Defining valuelists’” 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 field contains one valuethat’ sused for al recordsin afile. Use
the value of aglobal field:

= todeclarevariablesin 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)
onseveral layouts. Y ou can quickly updatethefield if needed without
having to update each layout.

as afixed valueto beused in calculationsin al recordsin afile

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

1.

Create anew file, or choose Define from the File menu and then
choose Fields.

. Inthe Define Fields dialog box, for Field Name, type a name for the
field.

3. For Type, select Global, and then click Create.
4. Inthe Global Field Options dialog box, select options.

Choose a data type for the field —ff— ata type:

Click to make this a repeating field

To Do this

Choose adatatypefor For Data type, choose a type from the pop-up menu. (See
thefield “Assigning afield type” on page 2-5.)

Make the field Select Repeating field with a maximum of 1 repetitions, and then

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

. Click OK, and then click Done.

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).

|:| Repeating field with a rasirnom of repetitions
[ Cancel } [[ 114 ]]

Note If you'reworking with global fieldsin ashared 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 field holds more than one value (up to 1000), each ina

separate repetition (row) of afield of any type except summary. For
example, use arepeating field to show all available tours for a cruise

line.
Destination
Londan
Biw Toork  — Each value in a repeating field
is a single, separate value
Homalalua
Wellingion

Y ou can use repeating fields for calculating values and finding and
sorting records. FileMaker Proincludesall valuesin arepeating field for
calculations, summaries, and find requests, even those that aren’t visible
inthe current layout. For sorting, FileMaker Pro usesonly thefirst value
in arepeating field.

Y ou can make a calcul ated field repeating when you define a
calculation. (See “Writing formulas for calculation fields’ on page
2-20.) Y ou can make a global field repeating when you choose global
field options. (See " Defining global fields’ on page 2-9.)

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

1. Create afile, or, in Browse or Layout mode, choose Define from the
File menu and then choose Fields.

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

3. Inthe Entry Options dialog box, select Repeating field with a maximum
of n repetitions, and then type the number of repetitions you want.

4. Click OK, and then click Done.
To change the number of repetitions visible on alayout, 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 desel ect the automatic index option):

validating fields with unique or existing validation criteria
matching fieldsin arelated or lookup file

matching fieldsin a master file (to find datain afield 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 largefiles.

1.

Create anew file, or, in Browse or Layout mode, choose Define from
the File menu and then choose Fields.

. Inthe Define Fields dialog box, double-click the name of the field to

index.

3. Inthe Entry Options dialog box, click Storage Options.

. In the Storage Options dialog box, for Indexing, click On. If you are

working with atext field, choose a language from the pop-up menu.

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

‘HHﬂE [IEI'IHIH- T Field "Monih®

bl g e g P b imer e b Bor Dids and g
P P Wy b (o e T v bl Al ol 1 Dt ot o e il
riz e e rpe iy
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T

Index each value in —F—— weimemy
the current field W [ Arcaatically R irabeing o I resdsd
Select this to speed up ——r——— il I W

finding on unindexed fields

| language to index
. Lantgl .Im and sort values by




Creating a database file 2-13

5. Click OK twice, and then click Done.

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.)

= Tousetheindex for dataentry, see“Working with theindex” on page
4-10.

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

» index

Understanding formulas

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

Unit Price * Quantity

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

Subtotal.
Linii Frioe BEOD) — Contains a formula that multiplies the value in
Unit Price by the value in Quantity
Chupaminy
Bulrts K
Tahae [ 08 ]
Tustal { #rgne 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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Useacalculation field to calculate aresult from valuesin other fieldsin
the current record (or from other related records, using a relationship).
Use asummary field to produce aresult using values in more than one
record in the database.

(1Y ]
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— LN Calculation fields Summary fields

Thevauesyou calculate can comefrom all field types. Y ou can produce
different valuesin 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 acalculation dependson thefield type of thevaluesit cal culates
and whether the field type is calculation or summary.

A formula contains one or more parts arranged in a particular order
(called syntax) that determines the values to use and the operationsto
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 separatorsin
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 expression isavalue or any computation that produces a value.
Expressions can be combined to produce other expressions.

Type of expression Example

Text constant "London"

Number constant 2.15

Field reference TaxRat e

Function Lengt h( Shi pToAddr ess)
Combination of expressions ((Tot al -bDi scount ) * TaxRat e) / 100

A constant isafixed valuethat’ s part of the formulaand doesn’t change
from record to record. A constant can betext, or anumber, 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 aformula. 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 (") "Montr éal "

"514 555 1212"

Number  Don’'t include thousand separators or currency 123

symbols 1234. 56
Date Usethevalueasaparameter of the Datefunction Dat e( 2, 1, 1998)
E)r TextToDatefunc_tlon."See appendix C, Text ToDat e( " 03/ 04/ 199
Summary of functions. 8"
Time Use the value as a parameter of the Time Ti me( 4, 14, 32)

function or TextToTime function. See appendix Text ToTi ne(" 02: 47: 35"
C, “Summary of functions.” ) o
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Field references

Operators

A field referenceisafield namethat acts asaplaceholder for thefield svalue.
When FileMaker Pro evaluates the formulain the current record, the valuein
the field represented by the field reference is used in the calculation.
(Quotation marks indicate a text expression.)

This expression Returns

I nvoi ce Total *0. 075 7.5 when the valuein the Invoice Total field is
100.

First Name & " " & Last Nane " John Jones" when the value in the First Name
fieldis“John” andthevalueintheLast Namefield
is“Jones’.

Rel ati onshi p Nane: : | nvoi ce 7.5 when the valuein the Invoice Total field is

Tot al *0. 075 100. TheInvoice Total field islocated in arelated
database.

The syntax is Relationship name::Field name

Y ou combine expressions using operators, symbols that determine which
operation to perform on the expressions. Y ou place operators between the
expressions you want to perform the operation on, asin:

Subtotal + Tax

Each operator has a precedence, which determines the order in which
calculations are performed in a formula contai ning more than one operator.
FileMaker Pro evaluates operators from left to right and performs
multiplication and division before addition and subtraction. Y ou 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
Subt ot al +Sal es Tax

- Subtractionor  Subtracts the second 2-2

Negation value from th_efirst, o | hvoi ceTot al -0 scount
changesthesignto + or
— -2
* Multiplication ~ Multiplieseachvalue  Subt ot al *Sal es Tax
DaysLat e*. 01* LeasePaynent
/ Division Dividesthefirstvalue Kilometers Driven/Liters
by the second I nches/ 12
A Power of, or  Raisesthefirstvalueto A2+B2 returns (A% + B?)
Exponentiation t/f;(la l5)(;)wer of the second Radi US”3 returns (RadiusS)

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

» mathematical operators

Comparison operators

Comparison operators compare two expressions and return either true
or false (sometimes called a Boolean expression). Arithmetically, a
result of true equals 1 and aresult of false equals 0.

Symbol Name Definition Examples

= Equal to True when bothitems ~ 38=39 returnsfalse
areequal 38=38 returnstrue

#or <> Not equal to Truewhentheitemsare 38#39 returnstrue
not equal 38#£38 returns false

> Greater than Truewhenthevalueon 5>6 returns false

the left exceeds the

; 19>1 returnstr
value on the right 9>1 returns true

< Lessthan Truewhenthevalueon 5<6 returnstrue
theleft isless than the

value on the right 19<1 returns false
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Symbol Name Definition Examples
>0or>= Greater thanor ~ Truewhen thevalueon 526 returns false
equal to theleftisgreater thanor
equal tothevalueonthe 525 retums true
right
<or<= Lessthan or True whenthevalueon 5<6 returns true
equal to theleft islessthan or

equal to thevalue onthe

right

19<18 returns false

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

» comparison operators

Logical operators

When you want FileMaker Pro to perform acal culation based on two or
more conditions, use logical operators to describe such conditions.

Operator  Definition Example
AND True only when both of two values are I nvoi ceTot al <100 AND
true. Theresult is: Sal esTax<6
= truewhen true AND true
= false when fal se AND true
= false when fal se AND fal se
OR Truewhen either of twovaluesistrue. The | nvoi ceTot al <100 CR
result is: Sal esTax<6
= truewhen true CR true
= truewhen true CR fal se
= false when fal se OR fal se
XOR True when either, but not both, of two I nvoi ceTot al <100 XCR
valuesistrue. Theresultis: Sal esTax<6
= false when true AND true
= truewhen fal se AND true
= false when fal se AND fal se
NOT Changes a value within parenthesesfrom NOT | nvoi ceTot al >1000

falseto true or from trueto false. The

result is:

= false when NOT(true)
= true when NOT(f al se)
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Use AND, OR, or XOR to combinetwo expressions; use NOT with only
one expression.
Choose FileMaker Help Index from the (2) or Help menu, and then type:

» logical operators

Text operators
Usghéollowingexbperatorsvithexéxpressiong Doubl guotati omnarkéndi cate
text expression.)

Symbol Name Definition Examples

& Concatenation Appendsthetext stringonthe "XXX' & "ZZZ77" returns
right totheend of thetext string " XXXZzzzz"
on the |eft

" Text constant  Marks the beginning and the "Sydney, NSW returns
end of atext constant. Quotation  Sydney, NSW
marks without text between wa
them indicate ablank space. If .., "o an empty (null)

- value

you enter text into aformula
without using quotation marks, "The report said
FileMaker Pro interprets the ""Confidential"" on
text asafield nameor function the top" returnsThe report
name. To put a quotation mark ~ said "Confidential on the top
in atext constant, precede it
with another quotation mark.

1 Return marker Insertsaparagraphreturnina "M T. N Tr ek{Spor t i ngf
text constant Equi prent " 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

Y ou can have FileMaker Pro:

= perform acalculation whenever the data that the calculation is based
on changes, and store the result in the cal culated field (astored result)

= perform acalculation and display the result only when you need to
use the data—for exampl e, to browse or print records—(an unstored,
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 pointsin mind:

= FileMaker Pro makes a calculated field unstored when its formula
refersto aglobal field, an unstored calculated field, arelated field, or
acalculation 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 function is a predefined, named formulathat performs a specific
calculation and returns a single, specific value. Y ou type only the
function, and FileM aker Pro performsthe calculation it represents. Y ou
can use functions by themselves or combine them with other functions
or expressions. For information about specific functionsin

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 afile, or choose Define from the File menu and then choose
Fields.

2. Inthe Define Fields dialog box, for Field Name, type a name for the
field.

3. For Type, select Calculation, and then click Create.
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4. In the Specify Calculation dialog box, define the formula.

Relationship pop-up menu —

Choose field references —f

Formula box

To Do this

Add afield In the formula box, click where you want the field reference to
reference appear. In the list of field names, double-click afield name.

Add a In the formulabox, 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 theformulaas apair, with the insertion point blinking

inthe middle).

Add a comparison
or logical operator

In the formula box, click where you want the operator to appear.
For Operators, choose an operator from the list.

Choose a formula result type

Make a field repeating 1]

Calculate only if at least one ——

Add a constant In theformulabox, type the value. (See“ Constants’ on page 2-15.)
value
Add afunction In the formula box, click where you want the function to appear.
From thefunctionslist, double-click afunction. (To see a category
of functions, for View, choose a category.) In the formula box,
replace the placeholder parameter with the value or expression you
want.
Fe Speciy Cabiulelinn S
- Dprabers v [Fae 1 Select
el | D A
Ty H— — functions
e g [Figkdl |
Lo i
Gl [P
L T ) F
Select
operators
- Igl:hl- "-:H- ':.r e —I I R [ -que h"u"q_ I Choose
e = — oy el et s indexing and
L[] O et it 1 o] et v el e gy [ amc el E result storage

field in the formula has a value

options
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Select this when you
want an unstored result

5. Select calculation options for the field.

To Do this

Makethecaculated  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 thefieldtypeof the For Calculation result is <value>, choose afield type for the result.
result Be sure to choose the correct type for the result you want.

Seefieldsfrom a
different file

Choose a filename from the relationship pop-up menu. (For
more information about relationships, see “Understanding
relationships’ on page 10-9.)

Have FileMaker Pro
perform acalculation
even when all
referenced fields have
no value (are empty)

Deselect Do not evaluate if all referenced fields are empty. (Do this
when you alwayswant FileMaker Pro to calculate aresult, even
if thefield is empty or has never been modified.) Select this
option when you don’t want FileMaker Pro to evaluate the
calculation until one of the referenced fields hasavalue (so you
don’t display zero as aresult).

6. To select indexing and storage type optionsfor thefield, click Storage
Options, select options, and then click OK.

To

Do this

Make the calculation
result unstored

Select Do not store calculation results—calculate only when needed.
To store the result in the field, deselect the option.

Index the result

For Indexing, select On. To remove indexing, select Off. (See
“Indexing fields’ on page 2-12.)

Specify the language
for finding and sorting
indexed values

Choose the language from the pop-up menu. (See “Indexing
fields’” on page 2-12.)
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7. Click OK, and then click Done.
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K eep these pointsin 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 arepeating 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 partsto get the results you want. Before you define asummary
field, see “Working with layout parts’ on page 3-24 and “ About
summary layout parts’ on page 3-29.

1. Create anew file, or choose Define from the File menu and then
choose Fields.

2. Inthe Define Fields dialog box, for Field Name, type a name for the
field.

3. For Type, select Summary, and then click Create.

4. Inthe 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 valuesin the field Total of
Calculating the average of valuesin thefield Average of

Counting the number of records that contain avalue for thefield  Count of

Finding the lowest number, or the earliest date or time, for afield Minimum

Finding the highest number, or the latest date or time, for afield ~ Maximum

Calculating the standard deviation from the mean of thevaluesin  Standard Deviation of
afield. (Theformulais n-1 weighted, following the normal
standard deviation. For population standard deviation, see step 5.)

Calculating the ratio of the valuein thefield to the total of all the Fraction of Total of
valuesin 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 onefield Weighted average. In the
based on avalue in another field that's  list of fields that
used as aweight factor appears, select afield
name for the averaged
values.
Count of Show the cumulative count of the Running count
current and al previous records
Standard Deviation ~ Calculate population standard By population
of deviation, where the formulais
n-weighted
Fraction of Total of ~Define asubset of the group to sort by~ Subtotaled. In the list of
fields that appears,
select afield name for
the subtotaled values.

: fions for Sumsmary Field *Crumse beial™ @
Choose a formula ——F— @ rat = Choose a field

{hasrig wi for the formula
o to operate on
i i
i
R ard Rrtadion it
P aidin of Talil ot

Set an option for

the formula type

6. Click OK, and then click Done.

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

» summary fields
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Important Keep the following in mind:

= Deéleting afield from afilein the Define Fields dialog box
permanently and irretrievably deletes the field definition and all the
datain that field in all your records. Before you delete afield from a
file, be sure you don't need any data the field contains. To delete a
field from only alayout, see* Deleting afield from alayout” on page

3-59.

= When you change the definition of afield 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 choose Define from the File
menu and then choose Fields.

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

To

Do this

Change afield
name

Inthefield definitionslist, select thefield to change. For Field Name,
type or paste the new name, and then click Save. FileMaker Pro also
changes the field name in layouts and field references in formulas.

Duplicate afield
definition

In the field definitions list, select the field to duplicate, and then
click Duplicate. The new field appears at the end of the list with copy
added to the name. Y ou can change the field name.

Change the field
type

Inthe field definitionslist, select the field, select afield type, and
then click Save. (See “Assigning afield type” on page 2-5.)

Change data entry
options

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

Change aformula

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

Reorder field
definitions

For View by, choose an option from the pop-up menu. To define a
custom order, use the double-arrow pointer to the left of afield
definition to drag an item to another location on the list.
(FileMaker Pro uses the order for al dialog boxes and when it
creates Standard and Single-page form layouts.) Reordering field
definitions does not affect existing layouts.

Delete afield from
thefile (and from
all layouts that
contain the field)

Inthefield definitionslist, click thefield, click Delete, and then click
Delete again.
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3. Click Done.

Note You can't delete afield that's used in aformula. Y ou must delete
the calculation field or remove the field reference in the formula before
you delete thefield. You also can't delete afield used in a calculation
within ascript or afield used in arelationship definition.

If afieldisplaced on alayout in arelated database, and that field is later
deleted, a placeholder for the deleted field remains in the related
database. The placeholder contains the text ::<Field 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 tellsyou how to create, edit, arrange, and format layouts to
bring together information and graphic elementsfor 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
adatabasefile, as explained in chapter 2, “ Creating a database file.” In
addition, be sureyou know how to use FileM aker Pro Help, asexplained
in the preface, “ Getting help.”

Understanding layouts

A FileMaker Pro layout presents data contained in a database. Layouts
determine the appearance of dataand organizeit for viewing, reporting,
finding, or dataentry. A layout does not store data.

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

= add, arrange, and format the fields you want to use
= create summaries of datayou want summarized (like agrand total)

= gpecify 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. Y ou can create custom HTML pagesthat include graphicsand text
objects when you use FileMaker Pro Web Companion Custom Web
Publishing. For more information, see chapter 11, “ Publishing files on
the Web.”

Text: Use for titles, —
column headings, field
labels, instructions,

o

Employes Report

and form letters Punbuss  LaHos ek D parmmar
Tepuies
Fields: Use for entering HE e : -
and displaying data
Par Pupermes (o panmas ] i T |

EeyryiTam Trees | Tondl sl

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

purpose areas

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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Y ou make changesto alayout by using the tools available in Layout

mode.
Emifil i .
Layout pop-up menu ——f Lagean ==
-
Book ———
| |
[y
E
w,
T
o .
Fill, pen, and line —— QE
width controls
2 1H
d |
i |
10608 Lisgart |¢ﬁ
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 anew file. A Standard layout contains all the
fields in the database file. It appears in Browse mode, ready for you to
enter data.
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Fields you defined, in the order they
appear in the Define Fields dialog box

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. Y ou 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, choose New Layout from the Mode
menu, and then select alayout 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 thefieldsin the databasefile, with field |abels, on separate
linesin the viewing order set in the Define Fields dialog box.
Y ou see one record per screen. The layout includes abody and
ablank 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. Y ou see many records per screen. This layout
includes a blank footer.

Extended columnar

Thefields you want (in columns, with a header that includes
field labels) without wrapping fields to the next line. Y ou can
adjust thefield sizeto seearecord on asingleline. You see
many records per screen. Thislayout includes a blank footer.

Single-page form All thefieldsin the databasefile, with field labels, on separate
linesin the viewing order set in the Define Fields dialog box.
It's like a Standard layout, but without a header or footer.

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

Envelope Thefieldsyou want, in the arrangement you choose to print on
astandard business envelope.

Blank Thefields you want. A blank layout includes a blank header,

body, and footer.

FileMaker Pro considersthe 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 alayout to print data
on preprinted forms, first use the Chooser to choose your printer. Then
select optionsin the Page Setup dialog box.
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K eep these pointsin mind:

= To see how alayout displays information on the screen, choose
Browse from the Mode menu. To see how alayout will print, choose
Preview from the M ode menu.

= You can display a specified layout every time you open adocument.
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 dataentry. Y ou 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 adatabase using Instant Web Publishing, so a
basic layout — such as Standard, Single-page form, with headers and
footersdeleted if you like—isall that is necessary. For moreinformation
see chapter 11, “Publishing files on the Web.”
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A Standard layout contains all the database fieldsin the body of the
layout, in the viewing order set in the Define Fields dialog box. Y ou see
thefield names asfield labelsto theleft of the fields, and ablank header
and footer. A Single-page form layout |ooks like a Standard layout, but
it doesn’t have a header and afooter, and it’s vertically the size of one
page (although you can resizeit if you like). A Blank layout contains a
blank header, body, and footer. Y ou add the fields for a Blank layout.

Standard layout

hﬁ

Blank layout

Creating Standard, Single-page form, and Blank layouts
1. In Layout mode, choose New Layout from the M ode menu.

2. Inthe New Layout dialog box, for Type, select Standard, Single-page
form, or Blank.



Include the layout in the
layout pop-up menu

Select the type of layout to
create

Laying out and arranging information  3-9

3. Select other options, and then click OK.

To Do this

Givethelayout a
different name

For Layout Name, type a name.

Include or exclude
the layout in the

Toinclude the layout, select Include in layouts menu. To exclude 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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+— You can rename the layout

4. To enhance or modify thelayout, seethe appropriate sectionslater 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 atime 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.
Fieldsthat 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. Y ou 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 aso use this layout if the selected fields don't fit
acrossthe page and you intend to make somefieldssmaller tofit the data
on the page.
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i £ i report layout

— Extended
columnar
layout

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

2. Inthe New Layout dialog box, for Type, select Columnar report or
Extended columnar.

3. Select other options, and then click OK.

To Do this

Givethelayouta  For Layout Name, type a name.
different name

Include or exclude Toincludethe layout, select Include 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,

Relationship pop-up menu —

Double-click the fields you

and then click OK.

Click to remove all
fields from the list

Drag the double arrows
to reorder fields
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Double-click a field
name to remove it

Click to include all
fields

Click to move a
selected field

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:

» column

ar report layout

» extended columnar layout

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

= choosefrom many preset |abel sizes. Match the number on your label
stock with an option in the label measurementslist inthe Label Setup
dialog box. When you choose alabel type, FileMaker Pro prepares a
layout based on the preset dimensions.

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

labels.

Important Use aLabelslayout only to arrange and print datain aformat
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 adifferent 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 acrossthe page. The leftmost label isasample

of asinglelabel on alayout, and therest of the labels acrossthe page are
dimmed.

The dotted vertical line shows where
the next label across starts

Teadacis 0w

The sample label contains
the fields you specify in the
Specify Layout Contents
dialog box

= B T -
< gy Doy i Pard Cassor

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

Setting up to print on labels

Beforeyou set up aLabelslayout, select aprinter and set up the page for
the size of your label stock.

= |f you print on alaser 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 Choose Chooser from the Apple menu, and then select a printer.

Set apaper sizefor  Choose Page Setup from the File menu. Select the size of the
alaser orink jet mailing label sheets you plan to use (usually US Letter in the U.S.
printer and A4 elsewhere), and then click OK.

Create acustom Choose Page Setup from the File menu. Select a Paper option you

sizeforadot-matrix rarely use. At the Edit Paper Sizes options, for Name, type a name,

printer type values for Width (the width of a sheet of labels) and Height (the
height of one label, up to 36 inches), and then click Save. Select No
Gaps Between Pages, and then click OK.

K eep these pointsin 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.

= Tomakesuretheprinter usesthefull paper height for each label when
you're using a dot-matrix printer, select No Gaps Between Pages.

= |f you change the dimensions of a standard page sizein 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, click Restore.

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

» printing, labels

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

2. Inthe New Layout dialog box, for Type, select Labels.
3. Select other options, and then click OK.

To Do this

Givethelayouta  For Layout Name, type a name.
different name
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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 —— 4| = - S ==

from the top edge of the
first label to the top edge
of the next label

To Do this

Include or exclude Toincludethelayout, select Include 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.)

4. Inthe Label Setup dialog box, select options, and then click OK.

To Select

Use preset |abel Use label measurements for and then choose a label option.
dimensions

Create custom Use custom measurements, and then type values for Labels across the
measurements page, Width, and Height. See “ Creating custom labels’ on page 3-16.
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5. In the Specify Layout Contents dialog box, select and arrange fields
for the labels, and then click OK.

To Do this

Select fields for the labels Inthefieldslist, double-click thefieldsyou want, in the
order you want them to appear.

Place afield on anew line Press Return at the end of the previousline.

Display a punctuation mark For Layout contents, set theinsertion point before or after
(like acomma) between field  the << or >> characters around afield name, and then
values click a punctuation button.

Display a space between field  For Layout contents, click between field names where
values you want a space, and then press the Space bar.
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To Do this

Remove afield namefromthe For Layout contents, select thefield name and << and >>
layout contents characters, and then press Delete.

Remove al field names and Click Clear All.
characters from the layout
contents
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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 printsin the correct position
on subsequent labels.

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

7. Adjust the margins, if necessary.
See “ Setting margins for labels’ on page 3-16.

8. To enhance or modify the layout, see the appropriate sectionslater in
this chapter.

Note Depending on the labels you choose, the layout may contain a
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blank header. If thefirst label startsat 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 labelsin the pop-up menu in the Label Setup
dialog box, try to match your label dimensions with apreset type. To do this,
add the space between labels to the label width and height to determine the
horizontal and vertical pitch (the width of the left edge of alabel 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 -
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Top margin —«=

1
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Label height
Vertical pitch
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Choose FileMaker Help Index from the [2) or Help menu, and then type:

» labels layout

Setting margins for labels

Y ou can set margins that reflect the width of labelsyou're printing on. If you
set atop margin, you don’'t also need a header on your layout.

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

2. Inthe Layout Setup dialog box, select Fixed 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 marginsand 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 orink jet printer Larger Print Area after clicking Options 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.
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Important Use an Envelope layout only to arrange and print datain a
format suitablefor envelopes. Y ou can’t add datato adatabasefile using
an Envelope layout. To add data, use a different layout type.

Setting up to print on envelopes

Before you create an envel ope layout, do the following:
= Choose the printer (see “ Setting up to print on labels’ on page 3-12).
= |nthe Page Setup dialog box, select US Letter (for U.S., or A4 for

elsewhere). Don't choose an Envel ope 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, choose New Layout from the M ode menu.

2. Inthe New Layout dialog box, for Type, select Envelope.



Relationship pop-up menu

Fields list

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

To Do this

Givethelayout adifferent name For Layout Name, type a name.

Include or excludethelayout in  Toincludethelayout, select Include in layouts menu. To

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

4. Inthe Specify Layout Contents dialog box, select and arrange fields

for the envelopes, and then click OK.

To Do this

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

Place afield on anew line Press Return at the end of the previous line.

Display a character (likea For Layout contents, set theinsertion point before or after
comma) between field values  the << or >> characters around afield name, and then
click a character button.

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

Remove afield name fromthe For Layout contents, select the field name and << and >>
layout contents characters, and then press Delete.

Remove al field names and Click Clear All.
characters from the layout
contents
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Arranging records in columns

Each block is a record

5. Toenhance or modify the layout, seethe appropriate sectionslater in
this chapter.

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

If you

Do this

Manually feed envelopesinto a

center-feed printer

K eep the header and adjust it, as necessary, to
match the printing to the envelope size.

Manually feed envelopesinto aright

edge-feed printer

Keep the header and adjust it, as necessary, to
match the printing to the envelope size. (A good
rule of thumb for the header sizeisto subtract the
envelope height from 8.5 inches.)

Manually feed envelopesinto aleft

edge-feed printer

Delete the header, and insert afooter. Adjust the
footer, as necessary, to match the printing to the
envelope size.

Use alaser or ink jet printer that
automatically feeds envelopes

Choose Page Setup from the File menu, and then
select No. 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

Instead of using a Columnar report or Extended columnar layout, you
can set columns for alayout. 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
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Down first
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Across first



Select column options

Set margin options

Laying out and arranging information ~ 3-21 ‘

It's easiest to start with a Blank layout or alayout with no objectsin the
body. Before you set up columns, choose the printer to use and set the

page Ssetup options you want.

To set columnsin alayout:

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

menu.

2. Choose Layout Setup from the Mode menu.

3. Inthe Layout Setup dialog box, click Printin <value> columns.
4. Select options, and then click OK.

To

Do this

Set the number of columns

For Print in <value> columns, type a number
from 1to 99.

Arrange records row by row (left to right
and top to bottom)

Select Across first.

Arrange records column by column (top
to bottom and left to right)

Select Down first.

Include or excludethelayout inthelayout
pop-up menu

Toincludethelayout, select Include in layouts
menu. To exclude the layout, deselect this
option.

Set margins

Select Fixed margins and type values for Top,
Bottom, Left, and Right.

Print facing pages

Select Facing pages.
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Keep these pointsin mind:
= You only see columnswhen you preview or print data; you don’t see

columns in Browse mode.

In the sample (Ieftmost) 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

Seedatainfieldsthat extend  Select thefieldsto slide, choose Sliding/Printing from the
beyondthefirst columnintothe Format menu, and then select options. See “ Sliding
gray areaof the second column  objects and parts’ on page 6-7.

Adjust the size of al the Drag the vertical dashed lineimmediately to the left of
columns at once the gray area to change the column width.

To see how wide the column is Choose Size from the Show menu. Position the pointer
over the vertical dashed line and hold down the mouse
button (be careful not to changethe columnwidth). Y ou
see the column width in the Size palette.

See how therecords will print  Choose Preview from the Mode menu.
in columns
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When you print records in columns down the page, FileMaker Pro
prints subsummary parts the width of the column. If the subsummary
part controls a page break, FileMaker Pro starts anew column (not a
new page). When you print records in columns across the page,
FileMaker Pro prints subsummary parts across the width of the page,
and then startsanew pageif the part controlsapage break. (See* About
summary layout parts’ on page 3-29.)
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= Tochangethe placement of records (acrossfirst or downfirst) and the
number of columns, choose the layout from the layout pop-up menu,
and then choose Layout Setup from the Mode menu. Change the
options, and then click OK. (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

Managing layouts

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 alayout, From thelayout pop-up menu, choosethelayout to duplicate, and then

todesignanew one choose Duplicate Layout from the Mode menu. A duplicate of the layout
appears last in the layout pop-up menu, with Copy appended to the
name. (Depending on the layout, you may want to duplicate it before
making changes.)

Delete alayout From the layout pop-up menu, choose the layout to delete. Choose
Delete Layout from the Mode menu, and then click Delete 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. Y ou can’t undo
deleting alayout.

Rename alayout From the layout pop-up menu, choose the layout to rename, and then
choose Layout Setup from the M ode menu. For Name, type anew name,
and then click OK.

Reorder layoutsin  Choose Set Layout Order from the M ode menu. Drag the layout nameto
the layout pop-up  the position you want, and then click OK.

menu In amultiuser database, only the host can reorder layouts, and only

when the database isn’t being shared.

Include or exclude Choose Set Layout Order from the Mode menu, and then choose a
thelayout in the layout. Toincludethelayout, select Include in layouts menu. To exclude
layout pop-up thelayout, deselect this option. Y ou see acheckmark next to the name
menu of alayout 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 with layout parts

FileMaker Prolayoutsare divided into parts, which are areasin alayout
that tell FileMaker Pro how to display and print dataand 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 areport

0 =R 1T

a Employee Report i
Every Whire

IR AW EL

Header —{ & | Pirat Hsma Laar Huma Tk DopAIEREL |
b ST T — ) Tk Eraut=sl 1 |
Body — &)
e Tots Eimplyess [T5E]) |
Subsummary —| Sy i Eoper et (v | Foaployes Repont )
Trailing Grand ——{ Tt T ey ]
Summary | e Treve Confibennal
Footer
=3 | ]
Wi Bsmet o Wems  Tilln Bt
s ek (9] Fsr fami
A subsummary below the :’_ oty SRR
body summarizes data for i : — i
h f records =g v g
€acl groupo . Trw et Wl Tl Dt Sk bl Errd Dalies
sorted on the break field [T - Yoo e Felan P———
(Department) [ P Pt B e
Habala T :v.—-nnq.u-n-l [T
dap ek R e Fasmss
e’ =tk LT L] Faey
P e Faases Vsl Bembwwrrs,
] Ll [E o TE ] LB ) e ]
L Marakis T . Sl Sy Erman Fewrree
Fuirmererst Bomas Bosna -——
Tm Bl hlmmerrran mr e Hekray
Trrim I ot b Aurn b Blirkifiag
D Fidans | e Hukmiag
RE R kg I rm v
Tamsa Teprary L Dpepricss
e dnirl— Femre F el o
Rl Tnrishas [ S e ey Cperi
L] Ty vt Mlanagas Cyrricts
Fa b Tu=ii P s D prale” e b
P lvpeees Ipwien L L
Trailing grand summary is
Footer L I vi L =T




Laying out and arranging information ~ 3-25 ‘

Each layout must have at |east 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 printsit
on every page, except thefirst page if you add atitle header. Fields added
to aheader are printed on every page, using data from the first record on
that page. Y ou 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. Y ou can change the size of the body to change the
amount of space used for each record. The body isthe 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. Y ou can add one or more subsummaries above or below the
body. See “About summary layout parts’ on page 3-29.

Leading grand
summary

Use to summarize al records being browsed above the data in individual
records. Y ou can use only one leading grand summary. See “About
summary layout parts’ on page 3-29.

Trailing grand
summary

Use to summarize al records being browsed below the data in individual
records. Y ou 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 atitle footer. Fields added to a footer are printed on every page,
using datafrom thelast record on that page. Y ou can delete the footer from
any layout.

Title header

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

Title footer

Usefor printed reports. The title footer replaces the regular footer on the
first page only. For example, put the author and datein thetitle footer. Use
theregular 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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Y ou 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.
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FileMaker Pro prints the title
header and title footer on
the first page in place of the
regular header and footer

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

» layout parts, using
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Adding layout parts

Y ou can add anew part to alayout or replace one you deleted. First add
the part, and then specify the kind of information to appear init.

A dotted line defines the bottom of alayout part, and the part 1abel to the
left of the line identifies the part.
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L A part includes the area between the
dotted lines that separate parts
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To add alayout part:
1. In Layout mode, choose Part Setup from the Mode menu.
2. In the Part Setup dialog box, click Create.
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3. Inthe Part Definition dialog box, select options.
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4. Click OK, and then click Done.

Keep these pointsin mind:

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

= Toresize 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 acover pagefor areport, make thetitle header large enough
to cover apage. Y ou can then add aregular header, aregular 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

Y ou can add fields of any type, graphic objects (like lines, rectangles,
ovals, and pictures), and text in al layout parts. (To add objectsto apart,
see “Working with all object types’ on page 3-37.)

Important FileMaker Pro considers an object to bein a part when thetop
of the object isin or just touching the part. For example, to print a box
only when the header prints, put at |east the top of the box in the header.
Or if thetop of afield 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. Y ou place a summary field in a summary part to perform the
summary. (To definesummary fields, see” Defining summary fields’ on
page 2-23.)

Summary part Description

Leading grand summary At the beginning of areport, summarizes al the valuesin a
summary field for al records being browsed. Y ou can have only
one leading grand summary in each layout. If you put
nonsummary fieldsin aleading grand summary, FileMaker Pro
prints the datain that field for the first record being browsed.

Leading subsummary Before the body of areport, summarizes the valuesin asummary
field for agroup of records. Y ou 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 fieldsin aleading
subsummary, FileMaker Pro printsthe datain that field for the
first record of the group being summarized.
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Place a subsummary part,
containing only the Department
field, above the body to place
the department name ahead of

Summary part Description

Same as |leading subsummary, except it displays the subsummary
after the body of the report and printsthe datafor the last record of
the group being summarized for any nonsummary fieldsin the
part.

Trailing subsummary

Same as |eading grand summary, except it displays the grand
summary at the end of areport and prints or displays the datafor
the last record being browsed in any nonsummary fieldsin the
part. You can have only onetrailing grand summary in each
layout.

Trailing grand summary

You can start a new page for any subsummary part. See “Paginating a
layout” on page 3-32.
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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 asummary part.
See “Adding layout parts’ on page 3-27.

. Inthe Part Definition dialog box, select asummary type.

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

. Select page numbering and page break options, click OK, and then

click Done.

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

. Inthelayout, drag the summary field into the summary part.

See “Adding fields to alayout” 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.

K eep these pointsin 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 alist in Browse mode, subsummary parts
aren’t displayed. To see subsummary partsin aView as List layout,
print the file, or switch to Preview mode.

If you add asummary part to alayout that doesn’t include abody part,
FileMaker Proletsyou 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
fieldsinto asubsummary part. To see summariesthat total al records
in the found set, move the summary fields into a L eading grand
summary or Trailing grand summary part.



3-32 FileMaker Pro User's Guide

= FileMaker Pro previews and prints correct subsummary values only
after you sort the records. Sorting groups the records by the valuein
the specified field (break field), so the subsummary totals all records
with the same valuein that field. Y ou can sort by more than onefield
to add another level of grouping to your data.
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Choose FileMaker Help Index from the (2) or Help menu, and then type:

» layout parts, defining

Paginating a layout
Y ou can set and change page break and numbering options for layout
parts in the Part Definition dialog box.
1. Add alayout 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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2. In the Part Definition dialog box, select an option.

To Select With these layout parts
Start anew page before Page break before each Subsummary when sorted by
printing the contents of the ~ occurrence Body

part (for example, print a Trailing subsummary
trailing grand summary on a Trailing grand summary
new page)

Start anew pageafter printing  Page break after every Leading grand summary

the contents of the specified
occurrences of the part (for
example, print fiverecordsin
the body, and then start anew

page)

<value> occurrences

Subsummary when sorted by
Body

Trailing grand summary

Start page numbering from
the beginning after printing
the part (for example, start
page numbering after thetitle
header if you want it to serve
asacover page)

Restart page numbers after
each occurrence

Title header

Header

Leading grand summary
Subsummary when sorted by
Body

Footer

Print the entire contents of the
part even if it doesn’t fit on
onepage (for example, divide
and print the body acrosstwo
pageswhen it doesn't fitona
single page with the other
parts)

Allow part to break across
page boundaries

Leading grand summary
Subsummary when sorted by
Body

Trailing grand summary

Print as much of the contents
of apart asfitson the page but
not finish printing it on the
next page (for example, print
the information in a Notes
field to the bottom of the page
and truncate the rest)

Discard remainder of part
before new page (available
only if you select Allow
part to break across page
boundaries)

Leading grand summary
Subsummary when sorted by
Body

Trailing grand summary

3. Click OK, and then click Done.

K eep these pointsin mind:

= |f you set column optionsto print records down the page and specify
apage 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 columns across the page, FileMaker Pro startsa
new page if the subsummary part includes a page break.

= |f thebody or asummary part istoo largeto 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 thewhole body of another record won't fit at the bottom of a page,
FileMaker Pro printsit on the next page, unless you set the option to
break parts across pages or the body can't fit on asingle page.
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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

Y ou 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 objectsin the reordered part and maintains
its proportions.

1. In Layout mode, choose Part Setup from the Mode menu.
2. Usethe double-arrow pointer to drag the part to the new position.
3. Click Done.

Parl ebeg
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Keep these points in mind:

El = |n Layout mode, you can click the part Iabel control at the bottom of
the screen to move the part labels to avertical position (for more
?;%Li%icgf”mdow) 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.

= You can have only one leading and one trailing subsummary part
based on the same field. Y ou 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 alayout part, FileMaker Pro always maintainsthe 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

Y ou 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 1abel in
the layout or see “ Adding layout parts’ on page 3-27.

To change Do this

Part types Select adifferent part type. Changesyou can make depend onthepart’s
location and function.

Break field Inthefieldslist, select adifferent field name. (Change the break field
to change the focus of areport using different fields in subsummary
parts).

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

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

» layout parts, managing

Deleting layout parts

Y ou can delete al but the last part that remains on alayout. Deleting a
part doesn't affect your data. Before you delete alayout part, you can
drag any objects you want to keep to another part on the same layout.

1. In Layout mode, choose Part 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, click Delete 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 object is a separate element—text, afield, or agraphic object (such
as an oval or an imported picture)—that you can draw, select, move,
resize, delete, copy, and otherwise change. Y ou place objectsin alayout
to design how the layout looks and works. For example, add the title
Invoice, or emphasize agroup of fields by enclosing them in a shaded or
colored rectangle.
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Note Another type of object isaportal, 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 Olo[o
Button tool el Portal tool
Field tool
Part tool
Fill | [SES
ill controls ——
&
o
Pen controls ——— B E . )
0 H et Line width palette

No tools visible? Choose Layout 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 atool once Click atool to select it. (The tool becomes gray.)
Keep atool selected Double-click atool. (The tool becomes black to

indicateit remains selected until you select adifferent
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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Pointer tool
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Selecting objects

Whenever you want to work with an object, you must select it first. You
see handles, small black squares along the boundaries of a selected

object.
Handles surround
F_..pm..:: [ a selected object

To select an object, use the pointer tool or choose Select 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
once

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

All objects of the

Click the tool for the type of object to select, and then choose Select All

sametype from the Edit menu.

All fields With the arrow pointer, click afield, hold down Option, and then
choose Select All from the Edit menu.

Deselect selected  Click ablank 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
Usethe text ruler, graphic rulers, ruler lines, T-square, AutoGrid, and
Size palette to size, position, and align objects.
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Guide Description

Text ruler A horizontal ruler to help align and format text.

Graphic rulers Horizontal and vertical rulersto 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. Y ou can move the T-square to the
objects to position. The ends of the T-sgquare extend into the rulers, so
you can position an object precisely.

AutoGrid Aninvisible, 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.
= Toshow or hidetherulers, ruler lines, or T-square, choose Text Ruler,

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, choose Auto Grid from the Arrange
menu. To temporarily disable the AutoGrid, hold down Command
while dragging an object.

To adjust the T-sguare, place the pointer on the horizontal or vertical
line. When the pointer is a double arrow, drag the line. (To seethe
position of the T-square in the Size palette, choose Size from the
Show menu, position the pointer over the T-sgquare, and then hold
down the mouse button.)

To position an object using the Size pal ette, sel ect the object, and then
choose Size 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.) Y ou can close the palette
or leave it open.

A TTa— .

= o] Type the distance from the top of the page to the
i no]| top edge of the object

- 03]

4 e [ A FileMaker Pro updates measurements for right
- n and bottom edges based on the object’s width

i n and height

To position an object precisely by dragging it, choose Size from the
Show menu. Drag the object until you seethe position youwant inthe
Size palette.

To set the unit of measure—inches, centimeters, or pixels (dots that
make up the graphic on a computer screen)—for rulers and ruler
lines, click the box where the graphic rulersintersect. When the Size
palette is open, click the units |abel.

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

Pixel (px) 10 pixels
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= To changethe unit of measurefor the graphic rulers and the AutoGrid,
choose Set Rulers from the Mode menu. Make your selections and
click OK. (Y ou 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.)

. 581 Aulers
Choose a unit of —
measure for the rulers —— wmids: E | Coscel |
Type the number of units for drid Spacing: | B || Fen = m
the AutoGrid, and choose a
unit of measure

Note To align objectsto each other, see” Aligning objectsto 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

Y ou can quickly edit an object or data by choosing editing commands
directly from the context menu. Y ou can display the context menufor all
objectsin 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 ison afield or data to edit.
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The commands in the context menu depend on the type of object
selected. For example, when atext object is selected in Browse mode,
you see text formatting commands like Font, Size, and Style. When the
object is selected in Layout mode, you see additional commands like

Specify Field and Field Borders.
Text...
Specify Field...
Field Farmat,.. Fant »
Field Borders... Size "
- > Style 4
1
Fen b Tesxt Color P
Cut
Copy
Fazte
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 hidethe 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 moreinformation onworking 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 alayout.

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 objectsat 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 adifferent Select the object, and then choose Cut from the Edit menu. Move
layout to the other layout and choose Paste from the Edit menu. Then drag
the object to the position you want.

Y ou can use drag and drop to move objectsto different layoutsin
other files. See “Using drag and drop to move information” on

page 4-13.
An object to adifferent  Select the object, and then choose Cut or Copy from the Edit menu.
application or desk Open the other application or desk accessory, bring it to the front,
accessory and then choose Paste from the Edit menu.

K eep these pointsin mind:

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

= |f you drag a handle by mistake and resize the object, choose Undo
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



Laying out and arranging information ~ 3-45

Cutting, copying, and pasting objects

To

Select the object, and then do this

Make one copy of
(duplicate) an object

Choose Duplicate 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

Choose Cut from the Edit menu. To paste the object elsewhere,
click where you want to insert it, and then choose Paste from the
Edit menu.

Paste a copy of an object
elsewhere

Choose Copy from the Edit menu. Click where you want to insert
the object, and then choose Paste from the Edit menu.

Paste a cut or copied
object onto a different
layout

Choose Cut or Copy from the Edit menu. Switch to the other
layout, and then choose Paste from the Edit menu.

Delete an object
permanently

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

K eep these pointsin mind:

= Torestore an object that you deleted, choose Undo from the Edit
menu before you do anything else in FileMaker Pro.

= Anobject 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 atext 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

Y ou can create a design in which you stack objects 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 oneisontop. Y ou can change the order in which objects are stacked.

Bring to front

Send to back

Bring forward

Send backward

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

Y ou can combine several objectsinto one by grouping them. Y ou 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 abjects, and then choose Group from the
Arrange menu.

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

K eep these pointsin mind:

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

= You can edit atext 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 afield label with itsfield so that the label is centered
between the field’ s top and bottom border.

When you align agroup of objects, they align with the object farthest in
the chosen direction. When you align center points, the objects align
along aninvisible vertical or horizontal line in the center of the objects.

Y ou can a'so distribute the space evenly between objects by dividing the
space that separates the two outermost objects between all selected

objects.
.":J.'.m'. First E‘h.;-m Fired
Chent Firsy Clisat Firsl
¥ [T - ]
R ETN . ; ] ————eun
Addrese 1 2L -
|.|'-|'r|'.'|"' . - - L;iﬂ':r::.'.- 2
Addriess F =
forke four |
iy iy
Objects before distributing space Objects after distributing space

vertically and aligning left sides

1. In Layout mode, select the objectsto align, and then choose Set
Alignment from the Arrange menu.

2. Inthe Alignment dialog box, select the alignment or distribution, and
then click OK.

To Do this

Set the vertical alignment  For 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




Select the way you want
objects aligned vertically

See the results of your choices
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Y ou can select from both columns.

Saf Rigament
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Keep these pointsin mind:

Select the way you
want objects aligned
horizontally

= To align new objects according to the current settings, select the
objectsto align, and then choose Align from the Arrange menu. (If the
settings are both None, the command is unavailable.)

= To align two objects without moving one of them, select one object,
and then choose Lock from the Arrange menu. Next, select both
objects, and then choose Align 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

Y ou can rotate fields, text objects, and graphic objects in 90-degree

increments.

= Torotateafield, text object, or graphic object, select the object, and

then choose Rotate from the Arrange menu.

= Continue selecting Rotate from the Arrange menu until the object is

rotated as you wish.



3-50 FileMaker Pro User's Guide

K eep these pointsin mind:

= [or easy editing, arotated field temporarily revertsto 0 degrees
rotation when it is selected in Browse mode. The field assumesiits
previous rotation when it is desel ected.

= Portals cannot be rotated.

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

» rotating objects

Changing the appearance of objects

Distance from left side of

Y ou can change the appearance of afield or atext 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 ahandle until the object isthe 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 Choose Size 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 circleor square  Select the object. Hold down Option and drag a handle until the object
is the size you want.

Severa objectsat  Select the objects and drag a handle of one object until all objects are
once resized.

object to left edge of paper

—— Distance from top of object to

Distance from right side of
object to left edge of paper

top edge of paper
— Distance from bottom of
object to top edge of paper

Width of object

—— Height of object

Keep these pointsin mind:
= Resizing thefirst repetition of arepeating field resizes al repetitions.
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= Resizing agrouped 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.

Changearectangleinto asguareor an  Select the object. Hold down Option and drag a
oval into acircle handle to the shape you want.

Note If the AutoGridison, you reshape objectsinincrementsdefined by
the grid settings. To reshape objectsin finer increments, choose AutoGrid
from the Arrange menu to turn the grid off. See “ Positioning and sizing
objects’ on page 3-40.

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
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K eep these pointsin mind:

= Toremove afill pattern or pen pattern from an object, select the
object, and then choose the transparent pattern.

= Tousetheattributesof 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 controlsin the
statusarea, and vice versa. See“ Adding borders, fill, and baselinesto
fields’ on page 3-73.

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

» graphic tools

Protecting objects from change

Lock objects so you can’t move them, changetheir size, or removethem
from the layout.

Tolock objects, in Layout mode, select the objects, and then chooseLock
from the Arrange menu. To unlock objects, select the objects, and then
choose Unlock from the Arrange menu.

When you copy or duplicate alocked object, the copy isn’t locked.
When you group objectsthat include alocked object, the entiregroup is
locked.

Note Y ou 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 alayout. Y ou can also import
QuickTime movies (in Browse mode) and bring in graphics created in
other applications.
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All objects have aborder. (The border of alineisthelineitself.) All
objects except lines have afill, the area within the border. Y ou 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

Beforeyou draw an object, you select the appropriate drawing tool inthe
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). Y ou can change these attributes before or after
you draw the object. (See“ Changing the appearance of objects’ on page
3-50.)

Notoolsvisible? If youdon't seethe status areawith thetool panel onthe
left of the window, choose Layout 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 thelinetool, and then position the center of the crosshair pointer
straight horizontal, at theline's starting point. Drag the pointer until the lineisthe 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 arectangle, 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 isthesize
@ you want. For acircle, 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 ablank 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

Y ou can add graphics anywhere on alayout. Use agraphic in alayout
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. Inthe FileMaker Pro layout, choose Paste 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. Y ou resize the display of a graphic without
changing its origina size.

K eep these pointsin mind:

= You can import agraphic by choosing Import/Export from the File
menu, and then choosing Import Picture. See “ Working with container
fields’ on page 4-6.

= Todisplay adifferent graphic, sound, or moviein each record, add a
container field. See “ Formatting graphicsin individual container
fields’ on page 3-67.

= You can aso import agraphic onto alayout. 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 onthelayout. 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

When you first definefieldsfor anew databasefile, 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 alayout still existsin the
database file, and its data can still be used in calculations and
summaries.

Fields on alayout are objects, which you can select, move, resize, and
reshape, just like other objects. Each field displaysitsfield 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 fieldsthat don’t hold text) display baselinestoindicate
where the data appears when you add or edit records.

Ermplasgens

EE=

Field baseline

]
e
=
&
Fields display field names ——rspare—— Faral Hame

Field tool T
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Adding fields to a layout

Choose from the
relationship pop-up
menu, if necessary

Select the field to add

Select to use the field
name as the field label

You can add afield to alayout at any time. A field can be added
anywhere on any layout, as many times as you want. Y ou 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 agrand summary part to get
totalsfor al the recordsin the file.

= Add afield to the header or footer partsto repeat data from the first
record or the last record on the page as aheader or footer. (Y ou might
add a Last Name field to the header in atelephone directory.)

To add afield to alayout:

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. Inthe Specify Field dialog box, select options for the new field.

Specidy Finld

—[El Crmnfe Mield Inhel

3. Click OK.
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After you add fieldsto alayout, you can work with theminthefollowing

ways:
To Do this
Redefine afield Double-click thefield. In the Specify Field dialog box,

double-click adifferent field name. To include afield label,
first delete the original label on the layout. Then, in the
Specify Field dialog box, select Create field label.

Display sample data from the
current record (when thefile
contains data), instead of field
names, in fieldsin the layout

Choose Sample Data from the Show menu.

Choose the preset values for
font, size, style, line spacing,
aignment, text color, and fill
color of text entered in afield

See “Working with text” on page 3-79.

Add distinctive borders and
baselines

See “Adding borders, fill, and baselines to fields’ on page
3-73.

Change the display formats of
text, numbers, dates, and times
infields

See “Defining display formats for fields’ on page 3-59.

Format afield as repeating, or
format its values as
checkboxes, radio buttons, a
pop-up menu or apop-up list

See “Formatting repeating fields” on page 3-72 and
“Defining value lists” on page 3-75.

K eep these pointsin mind:

= Todefineanew field for the database file, which you can then add to
alayout, see “Defining database fields” on page 2-3.

= When you copy fields (and field types) from alayout in onefileto a
layout in another, be sure the field names match. When you move
fields from one layout to alayout 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 amerge field (a placeholder for afield’ s value) to alayout
to display or print afield' s datawhen you browse and print records. Use
merge fields for documents like | etters, envelopes, contracts, and so
forth. For example, when you add the merge field <<First Name>> to the
right of the text Dear, FileMaker Pro displays Dear Leon, when the First
Name field contains “Leon”.

FileMaker Pro collapses unused lines, such asan empty <<Address 2>>
field.

1. In Layout mode, click where you want the merge field to appear.

2. Choose Paste Special from the Edit menu, and then choose Merge Field.

3. In the Specify Field dialog box, double-click the name of afield to
use as amerge field.

Specidy Field
(Bt =]-+—— Choose from the
] [T e TH relationship pop-up menu,
Select a field to use | Lart Hese - if necessary
as a merge field i
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Keep these pointsin 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 atext field as a merge field, the merge field picks up the
text attributes (like style, color, and size) set for the datain 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 asfits in the boundary of the
defined field. Y ou 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 amerge 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
Todeleteafield from alayout, in Layout mode, click thefield and press
Backspace or Delete. When you delete afield from alayout, the field
anditsdataremain in the databasefile. (To delete afield from adatabase
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 datain fields look consistent when the dataiis
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. Y ou can do the following:

= Set no formatsin 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 formatsin FileMaker Pro for all text, number,
date, time, and container fields you plan to define (see “ Setting
default display formats,” below).

= Define dataformatsindividually 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 adifferent 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 isadollar sign ($), the thousands separator isacomma(,), and
the decimal separator isaperiod (.), the value 5000 displays as
$5,000.00. However, only the value 5000 is stored in thefile.

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, choose Text, Number, Date,
Time, or Graphic from the Format menu.

2. In the Default Format dialog box, select options, and then click OK.

Y ou can also set adefault display format if you have just added a new
field to alayout.

1. Drag anew field to alayout. 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 click OK.

See the following sectionsfor 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

Y ou can format the text attributes (such as the font, size, and style) for
datain al field types that contain characters. All the charactersin one
field (including all repetitions of repeating fields) share the text
attributes. Y ou can aso format text objects in the layout.



Choose the
attributes you want
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1. In Layout mode, select afield or text object, and then choose Text

from the Format menu.

To format more than one field at atime, Shift-click each field to
format, and then choose Text from the Format menu.

2. Inthe Text Format dialog box, select options, and then click OK.

Teut Format for selected objects

Font: - Style
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K eep these pointsin mind:

Y ou can hold down Option as you double-click afield to display the
format dialog box for that field type.

To set text attributes individually, choose Font, Size, Style, Align Text,
Line Spacing, or Text Color from the Format menu, and then choose a
formatting command.

To specify acustom size or line spacing, choose Size or Line Spacing
from the Format menu, and then choose Custom.

Y ou can change the font, size, or style of text fieldsin arecord by
selecting data and setting these attributes in Browse mode. The data
appears with those text attributes wherever the datais displayed.

Text attributes do not appear when datais 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 afield as a decimal
number or a Boolean number (to produce atrue 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 anumber field, and then choose Number from
the Format menu.

To format morethan one number field at atime, Shift-click each field
to format, and then choose Number from the Format menu.

2. Inthe Number Format dialog box, select options, and then click OK.

To display numbers Do this

Exactly astyped or Click Leave data formatted as entered.

entered

As Boolean numbers Click Format as Boolean. To change the default values, type

up to seven characters for Show non-zeroes as and Show
zeroes as (such as True and False).

Asdecimals 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.)
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K eep these pointsin 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 displays 789.78; O fixed places
displays 790; and -2 fixed places displays 800.) 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 (asin @1.98 per pound) in a
number field, don’t define a number format.

When you work with afile created with different system formats and
you want to use the formats set on your computer, choose Use System

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

Y ou can change the default symbol s used as the thousands separator and
decimal separator. Unless you changed them previously, the default
settings are taken from the Numbers control panel. Y ou can also change
the default format for negative numbers.

1. In Layout mode, select anumber field, and then choose Number from

the Format menu.

2. In the Number Format dialog box, click Format as decimal, select

options, and then click OK.

To change the
default Do this

Number of decimal Select Fixed number of decimal digits, and type a new value.
digits

Notation symbol and  Select Use notation, and then choose Percent (to display apercent

position symbol after the value, Currency (leading) (to display a currency
symbol before the value) or Currency (trailing) (to display a
currency symbol after the value.)

Currency symbol For Currency symbol, select the current default, and type anew
one.
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To change the
default Do this

Display of zerovalues  Select Do not display number if zero.

Decimal separator For Decimal separator, double-click the current default, and then
type anew one.

Thousands separator Select Use thousands separator, double-click the current default,
and then type anew one.

Format for negative For Format as, choose an option. To display negative numbersin
numbers color, select Use 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 datesin datefields, or calculation, summary, or global fieldsthat
have adate result. You can aso leave a date unformatted, so it will
display and print astyped. A date field can hold values from

1 January 0001 to 31 December 3000.

1. In Layout mode, select a date field, and then choose Date from the
Format menu.

To format more than one datefield at atime, Shift-click each field to
format, and then choose Date from the Format menu.

2. In the Date Format dialog box, select options, and then click OK.

To display dates Do this
Exactly as typed or Click Leave data formatted as entered.
entered

In aparticular format Click Format as, and then choose aformat. To change the
default separator between parts of numeric dates, for Numeric
separator, type another character.

In a custom format Click Custom, and then choose options and separator characters
for day of week, month, date of month, and year.

With leading zeroes (as  Choose optionsfor For day numbers, For month numbers, or both.
in 01/02/98) or leading

spaces in numeric 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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K eep these pointsin mind:

= Besureto sizethe date field on the layout according to the length of
the date. For example, the date Wednesday, May 5, 1999 needs more

room than 5/5/99.

= You can aso set theformat for the system date symbol (//). Select the
symbol first. See “Displaying special information” on page 3-83.

= When you work with afile created with different system formats and
you want to use the formats set on your computer, choose Use System
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 timesin time fields, or calculation, summary, or global fields

that have a time result.

1. In Layout mode, select atime field, and then choose Time from the

Format menu.

To format more than onetimefield at atime, Shift-click each field to
format, and then choose Time from the Format menu.
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2.

To display times

In the Time Format dialog box, select options, and then click OK.

Do this

Exactly astyped or

entered

n aparticular format

With leading characters

seconds, or both.

With different text
attributes

Choose a time format —

Set font, size, style, color, —

Timsf Faaman Pid = bima"™

Click Leave data formatted as entered.

Click Format as, and then choose aformat. Y ou can set a
different unit separator (like: or —), 24-hour or 12-hour time,
and atrailing or leading suffix (like AM or PM).

For Leading Characters, choose options for Hours, Minutes and

Click Text Format, and then select options. (See “Formatting
text attributesin individual fields” on page 3-60.)
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Keep these points in mind:

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

>t

Y ou 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 afile created with different system formatsand
you want to use the formats set on your computer, choose Use System
Formats from the Format menu. See appendix B, “Working with

international files.”

ime 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. Y ou
can format the graphic in a particular way, to maintain the original
proportions of the graphic asit’s entered in the field, or to align the
graphic horizontally or vertically within the boundaries.

Y ou can change the dimensions of container fields on alayout without
affecting the original shape and size of the graphic.

1. In Layout mode, select a container field, and then choose Graphic
from the Format menu.

To format more than one container field at atime, Shift-click each
field to format, and then choose Graphic from the Format menu.

2. Inthe Graphic Format dialog box, select options, and then click OK.

To 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 Select Maintain original proportions.
proportions when it'sin the
field

Set thehorizontal and vertical ~ For Alignment, choose options for avertical and a
alignments horizontal alignment.

LI Formel Tar “Pic lurs"
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Display the same graphic

once on each page of a report

L. erenm g Perypl Dorndiar R P T para
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container field to S T S T
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graphic in each record

Keep these pointsin 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 alayout as objects. See “ Adding
graphicsin alayout” on page 3-54.
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Choose FileMaker Help Index from the (2) or Help menu, and then type:

» fields, formatting

Determining data entry in fields

Y ou can have the entire contents of afield selected when you select the
field in Browse mode (otherwise, FileMaker Pro placesthe insertion
point after the last character in the field). Y ou can also allow or prevent
entry into afield (preventing entry is useful when you want usersto see
the datain the field on alayout but not modify it).
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1. In Layout mode, select afield, and then choose Field Format from the
Format menu.

2. Inthe Field Format dialog box, select options, and then click OK.

= Toselect all thefield’'s contents when the field is selected, select
Allow entry into field, and then click Select entire contents of field on
entry.

= To prevent entry into afield, deselect Allow entry into field. (To
alow 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

Each arrow indicates the field’s
position in the tab order

When you press Tab in Browse mode, fields are normally selected from
left to right, top to bottom. Y ou can change this preset tab order, set a
custom tab order, omit fields from the tab order, and create atab order
specificaly for repeating fields.

Note Setting atab order has no effect on data entry when records are
edited using FileMaker Pro Web Companion Instant Web Publishing.

1. Choose Set Tab Order from the Mode menu.
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2. Select options.
To Do this
Renumber individual In the Set Tab Order dialog box, click Edit tab order. In the
arrows layout, click an arrow whose order you want to change, and

then type a new number.

Remove numbersfrom al  Inthe Set Tab Order dialog box, click Create new tab order.
arrows and set anew tab In the layout, click the arrows in the order you want.
order

Omit fields from the tab Asyou set anew tab order, don't click arrowsfor thefields
order to omit. For fieldsthat already display anumber, select the
number, and then press Delete.

Set atab order for valuesin  See the information following these steps.
repeating fields

Restore the default tab Click Revert to Default.
order (left to right, top to
bottom)

3. Click OK.
4. If you omitted fields, click Omit in the alert message.

Keep these pointsin mind:
= A blank arrow indicates afield omitted from the tab order.

= You can tab into afield that’s formatted as radio buttons and
checkboxes, and use the keyboard to make a selection. See“Entering
datafrom avauelist” on page 4-9.

= You cantabinto repetitions of repeating fieldsfrom left toright or top
to bottom. (For example, create atab order that selects the first
repetition for al fields before it selects the second repetition.) Start
setting thetab order with thetopmost or leftmost repeating field. When
you create atab order, the arrow blinks as you select the rest of the
fieldsfor the tab order and stops when you return to the first repeating
field selected. FileMaker Pro completesthe tab order for the repeating
fields based on your previous selections.

Horizontal tab order for Second
repeating fields (left to right) First click click Third click
1 speakingfld... .. 2, apealz  wpsatingFld
Fourth click 4 N e
7 _:& 2 u_] D
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To enter al the valuesin asingle 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 %8B "%
3> 6 »..[9 >
L L L

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

» fields, entering data

Adding scroll bars to fields

Add avertical scroll bar to any field on your layout (except a container,
summary, or repeating field), to see more data than fitsin 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 afield, and then choose Field Format from the
Format menu.

2. Inthe Field Format dialog box, click Standard field.
3. Select Include vertical scroll bar, and then click OK.
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Scroll bars are always displayed if you set the field borders option for
theright side of thefield. Otherwise, they display only whenyoutab into
thefield. See " Adding borders, fill, and baselinesto fields’ on page
3-73.

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

» scroll bars

Formatting repeating fields

Set the number of repetitions —& = =~ D SR e LR L

visible in a repeating field, and
their orientation

To fine-tune arepeating 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 arepeating field. See
“Defining database fields” on page 2-3 and “ Defining repeating fields”
on page 2-11.

1. InLayout mode, select the repeating field to format, and then choose
Field Format from the Format menu.

2. Inthe Field Format dialog box, select options, and then click OK.

To Do this

Set the number of visible For Show <value> of field’s <value> repetitions, type a
repetitions in the repeating number.

field

Choose an orientation for For Use <value> orientation, choose vertical to display
displaying repetitions repetitions stacked (asin acolumn); choose horizontal to

display them side by side (asin arow).
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Note Data added to arepeating 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 thefield to

nonrepeating.

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

» repeating fields

Adding borders, fill, and baselines to fields

Y ou can add or change the borders, fill pattern, and baselines (a
horizontal linein afield to help you align data) for fields, before or after

Choose which
portion of the field to
assign attributes to

Choose a color,
pattern, and width

you add fields to alayout.

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. Choose Field Borders from the Format menu.
3. Inthe Field Borders dialog box, select options, and then click OK.

To

Do this

Set attributes for field
borders

Select any combination of Top, Bottom, Left, and Right. For
<value>format, choose Borders from the pop-up menu, and
then choose a color, pattern, and width.

Add baselinesfor field data
and set attributes for the

baselines

Select Text baselines. For <value>format, choose Baselines
from the pop-up menu, and then choose a color, pattern,
and width.

Set afill pattern for fields

For <value>format, choose Fill from the pop-up menu, and
then choose a color and pattern from the palettes.

Add borders between
repetitions in repeating
fields

Select Between 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).

L] s WLl ]
| Tret: bl

L T —
rlr s
‘( L) T LjLen

e Y
-

Balault Field Boiders

T B repaa g v by

e b




3-74  FileMaker Pro User's Guide

K eep these pointsin 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 aso usethefill controlsin the status areato fill afield with
acolor 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

Vauelists aren't attached to any field definition but can be shared by
severd fields. Thevaluesin avaluelist can be user-defined or based on
thevaluesin afield in the sasmefile or in a different file.

After you define avalue list, you can use it to validate any field. (See
“Choosing data entry options’ on page 2-6.)
To defineavalue list:

1. Select afield onthelayout for which you want to useavauelist, and
then choose Field Format from the Format menu.

2. Inthe Field Format dialog box, for Style, select Pop-up list using value
list <value>, and then choose Define Value Lists from the pop-up menu.

3. Inthe Define Vaue Lists dialog box, for Name, type a name for the
list, and then click Create.
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4. Definethevaluelist.

To

Do this

Create alist of values

Select Use 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
valuesin adifferent
field

Select Use values from afield, and then click Specify Field. In the
Specify Field for Vaue List dialog box, to choose from afield
in adifferent file, click Specify File, and then choose a filename.
For Use values from this field, click the name of afield, and then
click OK.

Choose from existing
valuesin asecond
field

In the Specify Field for Value List dialog box, select Also display
values from, click afield name, and then click OK.

Select this option to display the values from a corresponding
field next to the valuesin your value list. For example, to help
with data entry, you could display part names next to part
numbers.

Produce a separator
linebetweenitemsina
pop-up menu or
pop-up list, or produce
spaces between radio
buttons or checkboxes

In thelist of custom values, type a hyphen on a separate line
where you want the separator line or space to appear, and then
press Return.

Delete avaluelist

Inthelist of names, select the value list, and then click Delete.

Duplicate avaluelist

Inthelist of names, select the valuelist, and then click Duplicate.

Deding Balue Lists

Names of value lists —

Type a name for the current list —

Determine which
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5. Click Save, and then click Done.

Keep these pointsin mind:

= You can openthe Define Vaue Listsdialog box quickly by choosing
Define from the File menu, and then Value Lists.

= Youformat avaluelist as checkboxes, radio buttons, a pop-up menu,
or apop-up list in Layout mode. See the next section.

= You can aso defineavaluelist or attach value liststo fields in the
Validation dialog box (of Define Fields) or in the Sort dialog box.

= You can edit avaluelist in Browse mode. See “Entering datafrom a
valuelist” 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 avalue list, you can make the following changes:
= Display valuesin apop-up menu, apop-up list, with radio buttons, or
with checkboxes.

= Add an Other item to checkboxes, radio buttons, pop-up menus, and
pop-up lists so you can enter avalue that’s not in the list.
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= Add an Edit item to checkboxes, radio buttons, pop-up menus, and
pop-up lists so you can edit the valuesin the list.

Season |5 pri ng
Spring <
Summer [ |
& qtum n
Season [ngprlng Season (@ Spring e l'\::nt:;r
O Summer 7 Summer Season LRI ¥
JAUMAN ) &Lk Summer
'Winter o Winter mxg;”
DAIIyear O All year All year I
Checkboxes Radio buttons Pop-up menu Pop-up list

Note Before you begin, you need to define avalue 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 choose Field
Format from the Format menu.

2. Inthe Field Format dialog box, select options.

= To choose aformat for avaluelist, for <value> using value list,
choose aformat, and then choose the name of avaluelist or define
anew valuelist.

= To add an Other item to avalue list, for <value> using value list,
choose aformat, and then choose the name of avaluelist or define
anew valuelist. Then select Include “Other...” item to allow entry of
other values.

= ToaddanEdititemtoavauelist, for <value>using value list, choose
aformat, and then choose the name of avauelist or define anew
valuelist. Then select Include “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. However, Edit and Other items do
not appear.

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

» value lists
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Changing these field
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Text makes alayout easier to use and understand. When you add text to
the body of alayout, FileMaker Pro displaysthe text with every record.
Add text for labels or column headings that identify fields, instructions
on aform, 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 alayout isatext object (except whenit’s part of
agraphic), 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 al the fontsinstalled in the System Folder of
your current startup disk. If you have Helvetica on your system,
FileMaker Pro usesit 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.
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Typing text

Text tool

K eep these pointsin mind:

Y ou 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 Reference on the back cover of thisuser's
guide.

To usetheattributes of an existing field or text object to set the preset
attributesfor all text, hold down Command and click thefield or text
object.

To change text attributes, see “ Changing the appearance of text” on
page 3-88.

Y ou can change attributes for the text in afield when you set the
field sformat. See* Formatting text attributesinindividua fields’ on
page 3-60.

To check the spelling of text, see“Checking your spelling” on page
1-13.

When you add text, you see atemporary border around the object, to
indicate the object’ s boundaries. The border doesn’t display or print
when you browse, preview, or print records.

Elagryssuny

Temporary border

To typetext:
1. In Layout mode, select the text tool in the tool panel.

2. With the |-beam pointer, click in the layout where you want to add

text.

3. Typethetext.

Y ou 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. Typethetext.

Keep these pointsin mind:

= Thetext appearsin 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 addstext to alayout 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 asan oval) and start  Within 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

Editing 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.

A lineof text (thefirst character inthefieldor  Triple-click anywherein theline.
object to the last character in the field or

object on the sameline)

A paragraph of text

Click the block of text four times.

All text in afield or text object Click thefield or object five times.

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

» text, entering

Y ou 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 choose Copy from the Edit menu. Click
elsewhere where you want the text to appear, and then choose Paste from the

Edit menu.

Remove text and paste

Select the text, and then choose Cut from the Edit menu. To paste

it elsewhere the cut text, click where you want the text to appear, and then
choose Paste from the Edit menu.
Edit text quickly using  See “Editing objects and data quickly using the context menu” on

commands in a pop-up
menu

page 3-42.

Delete text permanently

Select thetext, 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
different application or
desk accessory

In the other application or desk accessory, select the text. Choose
Copy or Cut from the Edit menu. Click where you want the text on
the FileMaker Pro layout, and then choose Paste from the Edit
menu.




Laying out and arranging information ~ 3-83

K eep these pointsin mind:
= Torestoretext you deleted, choose Undo 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
use Cut 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 print fixed information (like the date as it was when
entered) or variable information (like today’ s date) when you print or
preview records. For example, display the current timein areport footer
each time you print the report. Y ou can also display the date, time, or
user name asit iswhen you placeit in thelayout. Thisinformation stays
the same whenever you display, print, or preview records.

1. In Layout mode, click where you want the variable information to

display.
2. Choose Paste 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 dlashes (//)

A variabletime 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 alayout 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

Y ou can format text, and the datain text fields, as paragraphs. For
example, indent thefirst line of text, or insert tab stopsin atext field. Set
formatting optionsindividually or al 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

DODREE]
T T 1o

=3

[ Helvetica = 1z7] [B][F|[R]
j\ﬁ'|'|'|'|1'|'|' Tz T[T

Choose a font size. — Set font styles Choose ruler units—

1. Todisplay the text ruler in Layout mode, choose Text Ruler from the
Show menu. In Browse mode, choose Text 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 atext
object without selecting text, you can only set font, size, style,
alignment, and ruler units.




3. Select options.

To
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Do this

Indent the first line

Drag the left indent marker =+ . Thefirst lineindent
marker automatically follows.

To movetheleft indent marker by itself, press Option
and drag it.

Set the font Choose afont 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 atab Click a set tab button, and then click the ruler where
you want thetab. (Set up to 20 tabsfor each text object
or field.) Select aleft-align, center-align, right-align,
or decimal-align tab. Or double-click atab marker to
display the Tab dialog box. (See the next section.)

Align text Click analignment control. Select | eft, center, right, or

justified alignment.

Change the unit of measure

Choose a unit from the pop-up menu.

Change the | eft or right margin

Drag the left or right indent markers on the ruler.

Note After you set tab stops within afield, use the tab stopsin 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 thetext ruler, as explained in “ Using the text ruler” on page

3-84.

2. Todisplay the Tabs dialog box, with text selected, double-click atab

marker in the text ruler.

Y ou can aso choose Text from the Format menu, click Paragraph in
the Text Format dialog box, and then click Tabs.
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3. Inthe Tabs dialog box, select options.

To

Do this

Set the tab alignment

For Type, select an option.

Set adecimal tab

Click Align On. To set adecimal tab on aseparator other
than aperiod (.), type a character in the text box.

Specify thetab’ spositiononthe  For Position, type avalue.

ruler

Specify afill character

For Fill 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 settingsand ~ Click Apply.

set another tab

Change the options for the
currently selected tab

Select new options, and then click Set.

Set anew tab

Select options, and then click New.

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
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Formatting paragraphs all at once

1. Display thetext ruler, as explained in “Using the text ruler” on page
3-84.

2. Todisplay the Paragraph dialog box, with text selected, double-click
ablank area of the text ruler.
Y ou can also choose Text from the Format menu, and then click
Paragraph in the Text Format dialog box.

3. Inthe Paragraph dialog box, select options, and then click OK.

To Do this

Set text alignment For Alignment, select an option.

Indent all the text For Indent, type avalue for Left or Right.

Indent the first line only For Indent, type avaluefor First.

Set line spacing For Line Spacing, choose an option. To set the unit of

measure, for Lines, choose an option.

Set tabs Click Tabs, and then see “ Setting tabs using the Tab
dialog box” on page 3-85.

Apply thecurrent settingstothe  Click Apply.

text without closing the dialog
box
Indent text
Farngragh
Rligament Indead LireE Spei ine
E mien Lefl | e In | Height | 1,08 - Set line spacing
Aigntext —f| * DEenter |y (588 lin | Mbews|008 =]+ and change the
a LIAight units of measure

= ) duEineed Firsd |[I i in | Eelow|0on

Set tabs ——— Tats... | [ Comcel | 'EI

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

» paragraph attributes
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Changing the appearance of text

Y ou can change text attributes, like font or line spacing, before or after
you typetext. If you changetext 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

Choose Font from the Format menu, and then choose afont.

Size

Choose Size from the Format menu, and then choose asize.

Custom font size

Choose Size from the Format menu, and then choose Custom. Type a
value between 1 and 500, and then click OK. Y ou see the new size
below Custom in the Format/Size menu.

Style

Choose Style from the Format menu, and then choose astyle. Y ou 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

Choose Align Text from the Format menu, and then choose Left, Center,
Right, or Full. Then, you can also choose Top, Center, or Bottom. The
setting applies to awhole field or paragraph, and not to individual
characters. (See the next table.)

Line spacing

Choose Line Spacing from the Format menu, and then choose a
spacing.

Custom line spacing

Choose Line Spacing from the Format menu, and then choose Custom.
For Line Spacing, select options, and then click OK.

Text color

Choose Text 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
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For example, this
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

sKkiers.
Top Mountaineering, Inc. sunglasses provide good looks and the
(when Left isaso maximum protection against the sun’s damaging ultraviolet rays.
selected) Mountaineering, Inc. sunglasses are endorsed by mountaineers and
sKkiers.

Center
(S‘gheFe'aeﬂ isals0 1 ountaineering, Inc. sunglasses provide good looks and the
ected) maximum protection against the sun’s damaging ultraviolet rays.
Mountaineering, Inc. sunglasses are endorsed by mountaineers and
skiers.
Bottom
(s\:elvzgtnedlfﬁ isalso 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.

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
Y ou can set or change any combination of the text attributes at onetime.

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. Choose Text from the Format menu.
3. Inthe Text Format dialog box, select options, and then click OK.

For more information about the options, see “Formatting text
attributesin individual fields’ on page 3-60.

K eep these points in mind:

= Changesto 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 stylesfor 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 adatabase and definefields, you can enter and work with data
in thefile. This chapter explains how to:

= add and edit datain a database

= view recordsin a database

= find groups of recordsto work with
= deleterecords

= 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 anew file, FileMaker Pro moves to
Browse mode, where you enter data into the file. (Y ou also work in Browse
mode after you open afile or when you choose Browse from the M ode menu.)
In Browse mode you work with the contents of afile rather than the
appearance and layout.

When you work with a new database in Browse mode, you start with a
Standard layout. Y ou can modify this layout and create additional layoutsin
Layout mode (see chapter 3, “Laying out and arranging information™). If the
database you' re using has severa 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.

Y ou canwork with al therecordsin afile or agroup 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 othersin
the file so you can work with them.
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Each file has one current record at atime, which isthe record on the screen if
you' re viewing individual records, or the record marked with a solid bar if
you're viewing recordsin alist.

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 datato afile by typing, pasting, or copying datainto blank fields of a
record. FileMaker Pro saves the file as you work. The following sections
describe how to add data to afile.
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Selecting a field for data entry

Towork with datain afield, you first select the field. The boundaries of
aselected field are solid lines; boundaries of other fields are dotted lines.

To Do this

Select afield for data entry Click inthefield. FileMaker Pro scrollsif 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 thefield.

Movetothenext fieldinthefield Press Tab.
order

Moveto the previousfieldinthe  Press Shift-Tab.
field order

Keep these points in mind:

= Youcan't press Tab to moveto somefields (for example, calculation
and summary fields and fields omitted from the tab order) in Browse
mode. Y ou must click in them to select them, aslong as the fields
have been formatted to allow entry (by selecting Allow entry into field
in the Field Format dialog box in Layout mode). Y ou can’'t add data
to calculation and summary fields, but you can copy their contentsto
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

Y ou add records to a database by using the New Record and Duplicate
Record commands and then typing or pasting datainto blank fields of the
record. If you specified entry optionsto enter values automatically, you
see those values entered in the record.



4-4  FileMaker Pro User's Guide

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 the found set), new records appear at the end of the group
(until you sort them).

To Do this

Add arecord Choose New Record from the Mode menu. (Y ou see a blank
record with onefield selected.) Typedataintothefields. (See
the next section, “Entering and changing dataiin fields.”)

Duplicate arecord Select the record to duplicate. Choose Duplicate Record from
the Mode menu. Y ou can change data as needed. (See the
next section, “Entering and changing datain fields.”)

Note To return the current record to the way it was before you began
adding or changing data, choose Revert Record from the Mode menu
before you select adifferent 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

Y ou can enter information up to the limit for the field type (for example,
255 charactersin anumber field), but you can see and print only asmuch
data as fits within the field boundaries. (Y ou can change the boundaries
in Layout mode. See “Resizing objects’ on page 3-50.)

To Select the field, and then

Typein atext field Type the text (up to 64,000 characters).

Typein anumber field Type the data.

Typein adatefield Type one date on one line in each field. Type the day,

month, and year asnumbers (for example, 2/3/98) inthe
format used when the file was created or the current
system format for dates (if Use System Formats is set),
separated by anonnumeric character like— (minus) or /
(forward slash). Type atwo-, 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

Typeinatimefield 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 time (if Use
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 atime less
than 12:00.) Y ou can type anegative 24-hour time (like
—08:40:00).

For information about system formats, see appendix B,
“Working with international files.”

Insert atab character in afield Press Option-Tab.

Add datato acontainer 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 placetheinsertion point to the
left of the character, and then press Del.

Edit dataquickly, using commands See “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 aword, three timesto select aline, four
times to select a paragraph, and five times to select the
entirefield contents.

K eep these pointsin mind:

= You can add a vertical scroll bar to afield. A scroll bar lets you see
al the field's contents without changing the field’s boundaries. See
“Adding scroll barsto fields’ on page 3-71.

= |nadatefield, if you don't type ayear, FileMaker Pro entersthe
current year for you.

= There are many other ways of entering datain afield, 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 Soundsand QuickTimemoviesare not supportedin FileMaker Pro
Web Companion Instant Web Publishing.

Select a file

Choose a file type

Importing graphics

1. Select the container field to import into.
2. Choose Import/Export from the File menu, and then choose Import

Picture.

3. Inthe Import Picture dialog box, choose options for the graphic, and

then click Open.

To

Do this

Choose the file to import

Select the name of the file (switch to a different
folder if needed).

Storeareferenceto thegraphicfile Select Store file reference. (This keepsthefile size

inthefield

down. However, if thefileis moved or deleted,
FileMaker Pro can't display the graphic.) To store
the graphic in the file, deselect Store file reference.

Flegse pelect a flle

I' o Clip Bri |
|3 rrpiane s
|[5] e BOw
|3 Sraus 14-ray
L] Merou leeruel
|3 drowi e
|3 mrrnwz s
|5 miia smw
|§) ®attoon {thinking} B!

s | FILT

C|§iore e reference

= Hard Disk

(CEea )

I Lamtel -\'
Select to store a
reference to the
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. Choose Import/Export from the File menu, and then choose Import
Movie.

3. Inthe Import Movie dialog box, double-click the filename (change
folders, if needed).

| T i b | S T DisES "'l
Choose a QuickTime —— Prasisidi E ::-: :::,::: = | W Hedrd gk
movie file BT
B sriwam Mais T ]
Trees I fum Moule [CHesking |
Inpler Mo
Select to see a frame of [_Eroate | o
the movie displayed [5] thear Provien

To crop or scale thefirst 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 aQuickTimemovie, click thefield containing the movie, and
then use the movie controls.

Click the Play buttonto —- I l—'l]'_ I-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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Themovieinacontainer field isareference to aQuickTime moviefile.
If you movethe databaseto adifferent computer, movethemoviefileas
well (unless you have access to it through an AppleShare network
server).

Pasting graphics, movies, and sounds from the Clipboard

Cut or copy agraphic, movie, or sound in adifferent application by
putting it on the Clipboard. Then pasteit into aFileMaker 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 therecord to pasteinto, or add anew record.

3. Select the container field, and then choose Paste from the Edit menu.

To delete graphics, movies, or sounds, select 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 Y ou 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 ablank container field. In the Sound Record
dialog box, click Record.

Play asound Double-click the field where the sound is stored.

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

Play back arecording In the Sound Record dialog box, click Play.

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 alist of valuesto 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. Y ou can aso include an
Other item (to add avalue not in the list) and an Edit 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
vaue by clicking the value.

Choose from a pop-up menu

Select the field with the pop-up menu, and then choose
avalue.

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 an Other item

Select Other in the list of values. In the dialog box that
appears, type a value, and then click OK.

Hideavauelist

Press Esc, or select the field again. Press Esc again to
seeit.

Typeavauethat'snot in alist

Select the field again, and then type the value.

Deselect a checkbox Select the selected checkbox again.
Deselect aradio button Select adifferent value.
Deselect several radio buttonsor  Press Shift and select the values.

pop-up menu items

Deselect an Other item

Click Other, and then del ete the associated value (and its
carriage returns) in the dialog box.

Edit avaluelist

Click Edit, and then make any changesto the valuesin
the Display Valuesfor <value list> dialog box.

Edit Palum Lig] “Season”

Spring
ST T ied
Aubwmn
Winler
Al ¥ear
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Type a value to
enter in the field

I Noliday

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 valuesintheindex (when afieldisindexed), which containsall
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 valuesindexed (by selecting storage optionsin the
Entry Options dialog box), FileMaker Pro indexes the valuesin each
text, number, date, time, and calculation field. Y ou can view the values
in afield sindex, and insert them into the field to prevent typing
duplicate values incorrectly. (To index fields, see “Indexing fields’ on
page 2-12.)

Note Inserting valuesfrom theindex isuseful in Find mode. In Browse
mode, prevent errors by creating avalue list and inserting values from
thelistinto the currently selected field instead of pasting valuesfromthe
index. (See“Defining value lists’ on page 3-75.)

1. Select the field to hold a value from the index.

Toreplacethe current field value, select the datato replace. To select
the entire contents of the field, choose Select All from the Edit menu.
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2. Choose Paste Special from the Edit menu, and then choose From Index.

3. Inthe View Index dialog box, to view each word instead of each
value, select Show individual words.

4. Double-click avalueto paste.

Ui Imide s

P vha
Lariber
i ) Laphes
Indexed values in a field —F &r e

Flarar-h
Far albdr
Ewul

] i Wil ol i

(Comeer

Note Inatext 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

Y ou caninsert the current date, time, or user nameinto afield in Browse
mode or into fields in afind request. Insert the current date into a date,

number, or text field. Insert the current time into atime, number, or text
field. Insert the current user name into atext or number field.

1. Select the field to insert information into.

2. Choose Paste Special from the Edit menu, and then choose Current
Date, Current Time, or Current User Name.
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K eep these pointsin mind:

= After youinsert the current date or timeinto afield, 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 nameto 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

Y ou 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 avaluefrom  Select the field contents and choose Copy or Cut from the Edit
one field to another menu. Select the field to hold the data, and then choose Paste
from the Edit menu.

Copy or moveavaluefroma Select the field contents and choose Copy or Cut from the Edit

fieldin onerecord to afield menu. Display the other record (see “Moving through

in another records’ on page 4-18). Select the field to hold the data, and
then choose Paste from the Edit menu.

Copy avaluefromthelast  Select thefield to hold the data. Choose Paste Special from the
record you modified Edit menu, and then choose From Last Record.

Copy valuesinarecordto  With nofield selected, choose Copy from the Edit menu. Inthe
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 another  See* Adding and duplicating records’ on page 4-3.
record in the current record
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K eep these pointsin 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 datainto afield 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 list, the Other
valueis selected, if applicable.

= When you copy arecord, everything is copied except datain
container fields (including cal culations 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
thefile.

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 use drag and drop to 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.

Y ou 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. Y ou can use drag and drop between
FileMaker Pro and other applications. Each application you' re using
must support the type of datayou’ retransferring (for example, you can’t
transfer agraphic into atext field).

1. Be sure both applications are open and visible on the screen in
Browse, Layout, or Find mode.
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2. Drag an object from one application to the other.

Y ou 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, afield) is highlighted.

K eep these pointsin mind:

To disable drag and drop for text in fields, deselect Enable drag and
drop text selection in the General area of the Preferences dialog box.
See “ Setting general application preferences’ on page 9-2.

Y ou can't use drag and drop with more than one object at atimeinto
FileMaker Pro.

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

Replacing field values

Y ou can replace the contents of afield in al 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. Y ou can
also modify afield’ sexisting values by using an expression that includes
thefield (for example, change the value Gross Pay to the expression
Gross Pay + 1000).

Before you begin, keep these points in mind:

Y ou can't replace calculation, summary, or global fields.

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

Y ou 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.)

Toreplace datain fieldsin only afew records, go to each record and
changethe value by selecting the contents of thefield and then typing
the information you want.

Important Y ou can’t undo replacing field values. Before you begin,
consider making a copy of thefile.



Working with information in records ~ 4-15

Toreplace field vaues:
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. InBrowse mode, in the current record, select the contents of thefield
whose values you want to replace.

4. If you' rereplacing data (not assigning serial numbers), typethevalue
to replace the current data with.

5. Choose Replace 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 seria 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
selecting Update serial number in Entry Options? in the
Replace dialog box.

An expression you specify Replace with calculated result, and then click Specify. Inthe
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.

HDElH i

Fermaneadly replace the canfents of the field
“Inpsice number” in The 4 recordy of 1he current
Idsingd waly

21 Neplace wilh: 53047

@ Aeplece wilh verial nembers:

Select how to replace e

field values

Incremest by: ||

] ipdate sl numbas in Entry Betians ?
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7. Click Replace.

Note If thefield that contains the replaced datais 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 recordsindividually or asalist. When you' re browsing individual
records, the current record is the one you' re viewing. When you're
browsing recordsin alist, you see as many records asfit on one screen.
In alist, the current record is marked with a solid bar along the left
side.

= To browseindividual records, choose Browse from the Mode menu.
(Be sure View as Form in the Select menu is chosen.)

= Tobrowserecordsin alist, choose Browse from the Mode menu, and
then choose View as List from the Select menu. To work with a
particular record, click anywherein the record to make it the current
record.



Current record bar
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When you view records in a
list, you see any header or
footer in the layout
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Note Y ou can also prepare a Columnar report layout to show recordsin
alist. See “Using Columnar report and Extended columnar layouts’ on

page 3-9.
Opening a URL

If you have avalid URL (Web address) in afield, you can click on the
address, automatically open your Web browser, and go to the URL.

To open aURL from afield:
1. Pressand hold the Command key, and then click any part of the URL.
2. Choose Open <URL> from the context menu.

Note Thisfeature 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 recordsin alist, the
current record is also identified by a solid bar to itsleft.

r'|;|:|'n.:|l'|-;||
Click to move to previous record —f = =] Bookmark
Click to move to next record —§ =
a Current record number
Bwcarahy
am
To move

Do this

Onerecord at atime forward

Click the bottom page of the book.

Onerecord at atime 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 arecord with a unique value
that you know

See the next section, “Finding information.”

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

» records, overview
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Finding information
Y ou find specific records using Find mode. In Find mode, you can get a
subset of the records in afile (called the found set) to do the following:

= Get specificinformation based on the datain text, number, date, time,
and calculation fields.

= View, edit, perform functions on, cal culate summariesfor, 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.

Tofind records, you typecriteria (the value or valuesto find) into fields
in afind request, which looks like a blank record. FileMaker Pro
searches through all the records to compare the criteriawith the datain
the file. Records whose fields match the criteria are added to the found
set, and the found set becomes the records being browsed.

Find regquests can be as simple or complex as required, from asingle
request for aname in afield 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 criteriainto.
2. Choose Find from the Mode menu.

3. Inthefind request, select the field to use for finding, and then type
valuesin thefield.

Y ou can combine values you type with operators from the Symbols
pop-up menu.
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Y ou can't enter search criteriain container fields, summary fields, or

global fields.
Use this For example, enter this
To find values that are operator in the field
Lessthan the valueto theright of the < <40
symbol <9/ 7/ 1998
Lessthan or equal tothevaluetothe < <95129
right of the symbol or <05: 00: 00
<=
Greater than the valueto theright of > >95129
the symbol >9/ 7/ 1998
Greater than or equal tothevalueto = =100
theright of the symbol or >8: 00
>=
Exactly as you specify, dthoughthe = =John
field may contain other values
(additional words, for example)
Exactly asyou specify, intheorder == ==John
you specify, and thefield containsno
other values
Within the range you specify. ... (three periods) 12: 30...17: 30

A rangeisfirst tolast character in the
aphabet for text; least to greatest for
numeric; and earliest to latest for date
and time.

or
... (ellipsis)

or
.. (two periods)

1/1/98. .6/ 6/98

Duplicate values (for example, to
examine duplicate recordsin a
mailing list)

Today’'s date

I

/1

Invalid dates, times, or calculated
results

One unknown or variable text
character

@n

Zero or more unknown or variable
text characters

J*n

In fields (to find fields that contain
values)

Literal text (text exactly asit appears,
but regardless of uppercase or
lowercase) in atext field

Empty fields (for example, to find
records of unfilled orders)
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Seethefollowing sections for moreinformation about search criteria.
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4. Click Find in the status area, or choose Perform Find from the Select
menu.

To cancel before searching is finished, press Command-period.

K eep these pointsin mind:

= Toreturn the find request to the way it was before you began adding
criteria, choose Revert Request from the Mode menu.

= Usethe“=" operator when you want to find avauethat is exactly as
you specify—although the field could contain additional values.
(“=John” could return“John,” “John Smith,” and “John Q. Public.”) Use
the*==" operator when you want to find exactly what you specify, in
the order you specify (“==John” returns “John” only; “ ==John
Sm th” returns “John Smith” only, not “Smith John.”)

= You can use theindex (if the field’s values are indexed) to insert
valuesinto afind 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 aword, phrase, or a string of charactersin atext
field or in acalculation field that produces a text result

= text charactersthat aren’t indexed (literal text)

= numbersin anumber field or in acalculation field that produces a
numeric result

= datesinadatefield orinacalculationfield that produces adate result

= timesinatimefield or in acalculation field that produces atime
result

Note To find datain acontainer field, create atext or number field that
describes or identifies the contents of the container field. Then find the
value in the text or number field.



Finding text

To find this in a text field

Working with information in records  4-23

Type this in the field

Example

Wordsthat start with specific
characters

The specific characters

Chris Smit h finds Chris
Smith, Chris Smithson, and
Smith Christenson

A wordthat ispart of afield’s
contents

An egua sign (=) before the
word

=John finds John and John
Smith (but not Johnson)

An exact word and nothing
else

Two equal signs (==) before
theword

==John finds John only
==John Sm t h finds
John Smith (but not
Smith John)

Exact matches on severa
words in the same text field

Anequal sign (=) beforeeach
wordinthesearch criterionin
that field

=Chris =Smthfinds
Chris Smith or Smith Chris
(but not Christopher
Smithwick)

Words that vary by one or
more characters

One wildcard character (@)
for each unknown character

Q@ @ finds Gray and Grey

Wordsthat vary by morethan
one character

The wildcard character (*)
for all unknown characters

MeK*i e finds McKechnie and
McKenzie

Whole words of literal text
(text exactly asit appears, but
regardless of uppercase or
lowercase)

Choose Literal text from the
Symbolslist. Type the text,
including spaces and
punctuation, surrounded by
double quotation marks ().

"Marten and Jones
Interiors" findsMarten
and Jones Interiors but not
Jones and Marten Interiors

Partial words of literal text
(text exactly asit appears, but
regardless of uppercase or
lowercase)

Choose Literal text from the
Symbolslist. Type
characters, punctuation, and
spaces exactly asthey appear
in thefile, surrounded by
double-quotation marks ().
Type the wildcard character
(*) to find text in the middle
of theliteral text string.

*"son & Phillips" finds
Johnson & Phillips and
Paulson & Phillips

", " findsBoston, MA and
Markley Insurance, Inc.

K eep these pointsin mind:

= Searching for literal text takes longer than word searches. (See
“Indexing fields’ on page 2-12.)

= Y ou 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 anumber field
or calculation field that
produces a numeric result

The number, in the format
used when the file was
created (unless Use System
Formats is chosen)

. 50 finds .50, $.50, and 50%

A Boolean number ina
number field or calculation
field that produces aBoolean
result

The value you're using for
the field

Y, y, t, and T find Yes
1finds1
F, f, n, and N find False

A datein adatefield or
calculation field that
produces a date result

The date as digits, separated
by anonnumeric character, in
the format used when thefile
was created (unless Use
System Formats is chosen)

3/ 3/ 98 finds 3/3/98,
March 3, 1998, and
3/3/1998

Today'sdateinadatefield or
calculation field that
produces a date result

I

/1 finds April 4, 1998 (when
the current dateis
4/4/98)

Atimeinatimefield or
calculation field that
produces atime result

The time as digits, separated
by colons, in the format used
when the file was created
(unless Use System Formats is
chosen)

12: 53: 09 finds 12:53:09

Note For information about system formats, see appendix B, “Working
with internationa files.”

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

» data, finding
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You can find all the recordsin afile (for example, after you' ve created
afound set), find recordsthat match more than one set of criteria(logical
AND search), or find records that match either one set of criteria or
another (logical OR search).

To find

Do this

All therecordsin afile

Choose Find All from the Select menu.

A group of records that match a
specific set of criteria

In one request, enter criteriainto as many fields as
needed to make your request specific (creating alogical
AND search), and then click Find (or choose Perform
Find from the Select menu). For example, typeJohnson
and Per sonnel to find all people named Johnson who
work in Personnel.

Recordsthat match onecriterion or
another

Choose New Request from the Mode menu. (Or use the
bookmark to display the request to duplicate, and then
choose Duplicate Request from the Mode menu.) Enter or
edit the criteria, continue adding new or modified
requests for each set of criteria (creating alogical OR
search), and then click Find (or choose Perform Find from
the Select menu). For example, type New Yor k in the
first request and Par i s in the second request to find all
records that contain either New Y ork or Paris.

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

» records, finding

Repeating, editing, and deleting find requests

Y ou 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, theresult is a different set of found records. Y ou may also edit
your requests before finding records again.
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Y ou can delete requests as long as you keep at least one.

To Do this

Repeat arequest Switch to the layout you want. Choose Modify Last Find
from the Select menu, and then click Find.

Edit arequest Switch to the layout you want. Chose Modify Last Find
from the Select menu, make changes to the request as
needed, and then click Find (or choose Perform Find from
the Select menu).

Delete areguest Choose Modify Last Find from the Select menu. Use the
bookmark to display the request to delete, and then
choose Delete Request from the Mode menu.

Note Performing afind retrieves recordsfrom al the recordsin thefile,
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 al recordsin a particular group, you
can omit the records to exclude, to make them temporarily unavailable.
Omitting arecord doesn’t remove it from the file; the record isremoved
only from the current found set. Omitted records aren’t included in
summaries, and they aren’t sorted, printed, or exported to another file.

Y ou can al'so mix requests to find some records and omit others.
FileMaker Pro works through multiple requestsin order, so you first
define the criteriafor 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 you don’'t want than to
search for al the records you do want.



The first request finds all
records where Department
is Marketing, that is, all
employees in Marketing

To
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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 thefirst record in a number of
consecutive records to omit, and then choose Omit
Multiple from the Select menu. In the Omit Multiple
dialog box, typethe number of recordsto omit, and then
click Omit.

Bring back all therecordsinthefile

Choose Find All from the Select menu.

Switch the found set with the
omitted set

Choose Find Omitted from the Select menu.

Find some records and omit others

In one request, type the criteriafor finding the records.
Inasecond request, click Omit, and then typethecriteria
to remove records from those found. Then click Find (or
choose Perform Find from the Select menu).

Find records that don’t match the

request

In one request, type criteria for the records to omit.
Click Omit, and then click Find (or choose Perform Find
from the Select menu).

Note FileMaker Pro works through multiple requestsin the order you
specify, so define the omit requests last. Otherwise, subsequent find
reguests might include records that should be omitted.

The following example shows three find requests where one request
omitsagroup of consecutive records. Together, thesethreefind requests
find all records of employeesin Marketing and Operations and omit
those whose title is Director.

] | Emplaigees o

leplapn
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records of employees Elres

whose title is Director

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

Y ou can copy the found set to the Clipboard to paste the recordsinto 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 thefile.

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

» copying records

Y ou can delete an entire file of records, delete groups of records, or
delete single records. When you delete a record, you permanently
discard the datain al the fields in that record.

Important Y ou can’t retrieve deleted data, and you can’t undo deleting
records. Before 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 choose Delete Record from the
Mode menu. In the alert message, click Delete.

A group of records UseFind or Omit Multiple to sel ect asubset of recordsto del ete,
and then choose Delete All from the Mode menu. In the aert
message, click Delete.

All recordsin a database Choose Find All from the Select menu, and then choose Delete
All from the Mode menu. (Or create a clone of the database
with no records. See “ Saving acopy of afile” 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 recordsin the order they were added to thefile.
However, you often want to work with records in sorted order. Sorting
temporarily rearrangesall or agroup of records (the found set) based on
theentriesin afield or set of fields, so you can browse, update, or print
the records in a different sequence.

Y ou sort records by selecting fields whose contents you want to sort by.
Thefirst sort field arrangesthe records based on thefield' scontents. The
second sort field arranges records when two or more records have the
same value in the first sort field, and so on. Y ou can sort recordsin
ascending order, descending order, or in acustom order based on avaue
list.

FileMaker Pro keeps the recordsin 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. Choose Sort from the Mode menu.

3. Inthe Sort Records dialog box, choose fields for sorting, in the order
you want them sorted.

To Do this

Chooseasort fieldand sortit  Inthefieldslist, double-click afield.
according to the selected order

Assign different sort ordersto  For each sort field, in thefieldslist, select afield, select
fieldsasyou add themtothe  asort order, and then click Move.

Sort Order list Ascending order isfirst to last character in the alphabet
for text, lowest to highest for numbers, and earliest to
latest for dates and times. Descending order islast to
first character in the alphabet for text, highest to lowest
for numbers, and latest to earliest for dates and times.

Changethesort order for fields  For Sort Order, select afield, and then select asort order.
in the Sort Order list

Sort according to the order of  Inthefieldslist, select afield, select Custom order based

vauesin avaluelist (for on value list, and then choose or define avaluelist. (See
example, inthe order months  “Defining valuelists’ on page 3-75 and “ Entering data
are arranged) from avaluelist” on page 4-9.)

Change the order of fieldsin ~ For Sort Order, use the double-arrow (to the | eft of the
the Sort Order list field name) to drag the field to a new position.
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To Do this

Remove afield fromthe Sort  For Sort Order, double-click the field.

Order list

Removeall fieldsfromtheSort  Click Clear All.

Order list

Sort by summary fields Select Include summary fields. (See* Sorting by summary

fields’ on page 4-32.)

Usealanguagefor theorder in  Select Override field’s language for sort, and then choose a
which fieldsare sorted that's  language.

different from the one used for

indexing

Closethe Sort Records dialog  Click Done.
box without sorting
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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 atext 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,
choose Sort from the Mode menu, and then click Unsort in the Sort
Records dialog box.
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When you sort repeating fields, or related fieldsin portals, FileM aker
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.

Y ou can specify asort order for related fields. If the match field in
onerecord in afilerelatesto the match field in more than one record
in arelated file, you can specify that the related field in the first file
display a sorted value (or several sorted values if therelated field is
in aportal 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 recordisin. For example, if you sort records by month and
add arecord where the month is June, FileMaker Pro adds the record
to theend of the group of Junerecords. The messagein the status area
changes to Semi-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

Y ou can include asummary field in the sort order. For example, sort on
asummary field named Monthly Sales Totalsand on afield named Sales
Region to show monthly salestotalsfor different sales regions. (To sort
asummary field like Monthly Sales Totals, you must include a second

nonsummary field like Sales Region or Salesperson.)

K eep these pointsin mind:
= Sorting by summary fields affects the order of printed or previewed

records but doesn’t change the order of recordsin 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 dataisalready sorted appropriately for the summary report, you
don’t have to re-sort when you add or remove summary fieldsin the
sort order. Add the summary field as described in the previous

section, and then click Done (not Sort).

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 tellsyou 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 FileM aker 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. Y ou should
also know how to use FileMaker Pro Help, as explained in the preface,
“Getting help.”
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Understanding scripts

A script isacommand that tells FileMaker Pro to carry out one action
or a sequence of actions. Y ou perform a 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 switchesto
Preview mode and pauses so you can see what the | etter looks like when
it prints.
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Scripts help you do ajob the same way every time. They carry out
simple steps, like changing the printing orientation for envelopes, or
complex tasks, like preparing alarge mailing.

Y ou can perform additional scripts, called subscripts, within 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 asubscript isin adifferent file, it's called an external
script.

With FileMaker Pro, you can:

= defineascript that pausesto 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.

= print the commands and settingsthat make up ascript. (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 script, a script that runs when you open a
FileMaker Profile. For example, a startup script can switch to adata
entry layout whenever you open a customer order database.
FileMaker Pro can also perform a shutdown script every time you
close afile. (See " Setting document preferences’ on page 9-7.)

= send Internet mail using aseparate email client (thisrequiresan email
account).

= |aunch 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 step isaFileMaker Pro command that you usein ascript. Steps are

similar to the commands you access through FileM aker Pro menus. For
example, you can create arecord by choosing New Record from the Mode
menu, or you can perform ascript that containsthe New Record/Request

step.

K eep these pointsin mind:

Many steps have options that you specify when you define a script.
For example, you can specify afield namein 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, ascript with the Sort step can display the Sort dialog box so
you can enter a sort order.

Y ou can use status functions in steps to monitor the state of your
database. For example, ascript can check whether afileis sorted. Or
it can display a customized message that tells users what to do when
afound set is empty.

For alist of statusfunctions, see” Statusfunctions’ 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

Use this step
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To

5-5

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 stepsif acalculation is True (not zero)

Else Perform another set of stepsif acalculation is False (zero)
End If Mark the end of an If statement

Loop Repeatedly perform a set of steps

Exit Loop If Exit aloop if acalculation is True (not zero)

End Loop Mark the end of aloop

Allow User Abort

Allow or prevent users from stopping a script

Set Error Capture

Allow or prevent error messages from displaying. Usethisstep 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  Moveto arecord in the found set in Browse mode, afind

request in Find mode, or a page in Preview mode

Go to Related Record

Move to the current related record in arelated file

Go to Portal Row

Moveto aportal row, or to a specified field in a portal row

Goto Field

Moveto afield 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 al recordsin thefile

Find Omitted

Find records that aren’t in the found set

Omit

Leave the current record out of the found set

Omit Multiple

Leave anumber 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 thelast action

Cut Delete the contents of afield and put them in the Clipboard

Copy Copy the contents of afield, or a page in Preview mode, to the
Clipboard

Paste Paste the contents of the Clipboard into afield

Clear Delete the contents of afield without copying the contents to the
Clipboard

Select All Select the entire contents of afield

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 afield with the result of acalculation.
Thefield doesn’t have to be on the current layout.

Paste Literal Paste atext string into afield

Paste Result Paste the results of a calculation into another field on the

current layout

Paste from Index

Paste avalue from the index into afield

Paste from Last Record Paste data from afield 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 afield is the active record.)

Paste Current Date Paste the current system date into afield

Paste Current Time

Paste the current system time into afield

Paste Current User Name

Paste the name of the current user into afield. (The current
user nameis 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 arecord or find request

Duplicate Record/Request

Duplicate arecord or find request

Delete Record/Request

Permanently delete the current record or find request

Delete Portal Row

Permanently delete the current portal row. Use Go to Portal
Row to 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 thefield 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 recordsin the current found set

Replace

Change the contents of afield in all recordsin the found set

Relookup

Update alookup 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 datain aformat you can open in another application

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

» import and export script steps



Windows steps

Files steps
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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 awindow
View As View recordsindividually or in alist

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

» windows script steps

Use this step To

New Create afile

Open Open afile. Subseguent steps operate in the file that contains
the script, not the file just opened.

Close Close afile

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 aCopy as Save acopy of the current file

Recover Recover afile

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 fieldsin 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
Preferences

Display the Application Preferences dialog box

Open Document Preferences

Display the Document Preferences dialog box

Open Define Fields

Display the Define Fields dialog box

Open Define Relationships

Display the Define Relationships dialog box

Open Define Vaue 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



Miscellaneous steps

Planning scripts
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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 OpenaURL

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 Cacheto 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

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.

= |sall the datayou need in onefile, or will the script operate on more
than onefile? 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 settingsfor ascript” 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 alayout that has the fields your script requires.

Should the script switch among modes? For example, use Enter
Browse Mode before modifying datain fields and records, and use
Enter Find Mode before setting up afind 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 stepsto set up the correct records.

Which record should the script start with? For example, when using
the Loop step, decide whether theloop starts at thefirst or last record,
a specific record, or the current record in afound 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
atask 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 pointsin your script.

Tip Save aclone (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'reusing a
subscript, defineit 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. Choose ScriptMaker from the Script menu.

3. Inthe Define Scripts dialog box, type the name of the new script, and
then click Create.

Scripts defined in the file
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Select to include the selected script in the Script menu

4. Inthe Script Definition dialog box, choose steps for the script.
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Choose steps from
this list

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 then click Move.

Select options for the step, if they’re available.

Delete astep Select astep in the script, and then click Clear.

Delete dl steps Click Clear All.

Duplicate astep Select astep in the script, and then click Duplicate.
Change step options Select a step in the script, and then change the options.

Change the order of a

step

Drag the double arrow to move the step.

Add a subscript

Select Perform Script in the Available Steps list, and then click
Move. Select the Perform sub-scripts option, and then choose the
subscript from the pop-up menu. Choose External Script if the
subscript isin adifferent file.

Add apausein the
script

Select Pause/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.

Steps in the script
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5. Click OK.

6. Tolist the script in the Script menu, select Include in menu in the
Define Scripts dialog box.



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 stepsto a

script.

To specify

Do this

Page setup
options

Choose Page Setup from the File menu. Select the settings you want, and
then click OK. For information about the options, see the manual that
came with your printer.

Print options

Choose Print from the File menu. Select the settings you want, and then
click Print. FileMaker Pro saves most print settings, including the
number of copiesand the type of information to print (like Records being
browsed). See “Printing” on page 6-12.

Import order

Import records using the field order you want to store. See “Importing
datainto an existing file’ on page 8-4.

Find requests

In Find mode, create the find requests. Y ou don’t have to click Find to
perform the requests. See “Defining find requests’ on page 4-19.

Sort order

In Browse mode, choose Sort from the Mode menu, and then choose the
fields you want to sort by and the sort order. Click Done. 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.

K eep these pointsin mind:

= To use the settings when you perform the script, select the Restore
option for Page Setup, |mport 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 asubscript that storesdifferent settings. See*” Defining scripts’
on page 5-12.
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= Toseethe settings you stored with ascript, 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 desel ect the Restore sort order
and Perform without dialog options, the Sort dialog box appears when
you perform the script. If you select Restore sort order and desel ect
Perform without dialog, the dialog box displays default settingsthat 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. Choose ScriptMaker from the Script menu.
3. In the Define Scripts dialog box, select a script name.

To Do this

Quickly create a similar script Click Duplicate.

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 Select Include in menu.

Remove the script from the Script ~ Deselect Include 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 astep Select the step in the Available Steps list, and then click Move.
Select options for the step, if they’re available.

Delete astep Select astep in the script, and then click Clear.

Change step options Select astep 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 ascript 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.
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7. Click Done.

stored with the script

Choose FileMaker Help Index from the (2J 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. Choose ScriptMaker from the Script menu.

2. Inthe 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 deselect Include 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. Choose ScriptMaker from the Script menu.

2. Inthe Define Scripts dialog box, select the name of the script, and
then click Delete.

3. Click Delete again, and then click Done.

Important When you del ete a script, change scripts and buttonsthat 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

Do this

Perform ascript from the Script
menu

Choose the script name from the Script menu.

Perform a script from the
Define Scripts dialog box

Choose ScriptMaker from the Script menu. Select the script
name, and then click Perform.

Perform ascript using a
keyboard shortcut

Typethe keyboard shortcut. (See“ Reordering scriptsin the
Script menu” on page 5-18.)

Perform a script from a button

Switch to alayout that contains a button for the script. In
Browse or Find mode, click the button.

Perform a script when opening
or closing aFileMaker Pro file

In the Preferences dialog box, set the option to perform a
startup or shutdown script. See “ Setting document
preferences’ on page 9-7.

Continue a script after it pauses

Click Continue in the status area, or press Return. If you
switch layoutswhileascript is paused and then continue the
script, remaining script steps occur in the new layout.

Stop a paused script

Click Cancel in the status area, switch to another mode,
close the active window, or quit FileMaker Pro.

Stop a script (except wheniitis
paused)

Press Command-period, hideor closethe activewindow, or
quit FileMaker Pro. If the script containsa 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 thereisone).

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



5-20 FileMaker Pro User's Guide

Using buttons with scripts

A buttonisan abject on alayout that you can click to perform one script
step or an entire script.
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Keep these pointsin mind:

= To show borders around buttons in Layout mode, choose Buttons
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.
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Defining buttons

Button tool

Use the following steps to create a button labeled with text. To specify
apreference option for rounded or rectangular buttons, see “ Setting
layout preferences’ on page 9-3.

Note To create another type of button (for example, acircle 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 alayout, and then click the button tool.
See “Working with the drawing tools” on page 3-38.
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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. Inthe Specify Button dialog box, select a step, set step options (if
they're available), and then click OK.

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
- Options
- [ Perform without dialag Set options for the step

5. Attheinsertion point, typealabel 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 abutton Use the pointer tool. See “ Selecting objects’ on page 3-39.

Move abutton Using the pointer tool, drag the button. See “Moving objects’ on
page 3-44.

Changethe appearance See “Changing the appearance of objects’ on page 3-50.
of abutton

Changeabutton 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 abutton, you copy the object and the button definition. If
you copy abutton 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 click OK. 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 the target 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 eventsto open a
spreadsheet application, send it data, and then create a chart.

Apple events are grouped into suites. FileMaker Pro supports the
Required suite, a special subset of the Core, Table, URL, and Database
suites, and its own FileMaker suite. It also supports the object model, a
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:

= reguesting data from arecord or list of records

= requesting alist of scripts and performing scripts

= requesting alist of fields and getting data from the fields

= sorting or finding records

= placing or modifying datain 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 codesin Apple events. (See
“Defining a script to perform AppleScript commands’ on page 5-28.)

Support for Apple eventsis atechnical feature for FileMaker Pro
developers. To learn more about Apple events:

= opentheApple Events Reference database (included whenyouinstall
FileMaker Pro using the Easy Install option). The database contains
acomplete description of all FileMaker Pro events and objects,
including examples and usage tips.

= contact the Apple Programmers and Devel opers Association
(APDA).

= read third-party books about Apple events and scripting applications.
= |og into the scripting forums available on many online services.

Keep these pointsin mind:

= Todetermineif an application supports Apple events, refer to the
documentation or the application’s scripting dictionary (called an
AETE resource). You can view the dictionary using the A ppleScript
Script Editor.
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Y ou can use the Perform Applescript step to communicate directly
with FileMaker Pro. For more information, see the Apple Events
Reference database. Y ou 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 arelated 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 eventsto other
applications. Each Send Apple Event step sends one event. Y ou can
include more than one Send Apple Event in a script.

= When specifying afield value or script text, FileMaker Pro sendstext

asaparameter with the Apple event. Seethe documentation that came
with the target application to determine what information it expects
to receive with an event.

1. Choose ScriptMaker from the Script menu.
2. In the Define Scripts dialog box, create a script or select an existing

script, and then click Edit.

3. Inthe Script Definition dialog box, double-click Send Apple Eventin

the Available Steps list, and then click Specify.
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4. Inthe Specify Apple Event dialog box, click Specify 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 diaog box, select the target application, and then

click Open.

6. Inthe 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 click OK.

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. Desel ect Bring
target application to
foreground.

Copy theresult of an event performed inthetarget application.
Usethis option when sending eventsto an application that can
send an Apple event reply, like the HyperCard application. In
the next step, you can add ScriptMaker stepsto paste the data
into a FileMaker Pro field.

8. Inthe Script Definition dialog box, finish defining or editing the
script, and then click OK.
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9. If you are changing an existing script and the Script Settings dialog
box appears, select options, and then click OK.

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

Choose open application. In the Open File dialog box, confirm
the target application you selected in step 5in “Defining a
script to send Apple events’ on page 5-26, or select adifferent
application. Click Open.

Open afile

Choose open document.

To open the same file each time FileMaker Pro sends the
event, click Document, and then click Specify File. In the
Open File dialog box, select afile, and then click Open.
Toopen afileusing apathnamethat’ sstoredinafield inthe
current record, click Field value, and then click Specify Field.
In the Specify Field dialog box, select afield on the current
layout, and then click OK.

Toopen afileby specifying apath to thefile, click Script text
and type apath in the text box. (For example, HD:Database
folder:Database file.) This option opens the same file each
time FileMaker Pro sends the event.

Performascriptinthetarget
application

Choose do script. The target application must support the do
script event.

To specify thefile that contains the script, click Document,
and then click Specify File. In the Open File dialog box, select
afile and then click Open.

To perform a script that's stored in afield in the current
record, click Field value, and then click Specify Field. In the
Specify Field dialog box, select afield onthecurrent layout.
(The field can contain a complete script or a script name
depending on how the target application supports the do
script event.) Click OK.

To send a script with the event, click Script text and type
script commands or ascript namein thetext 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
Apple events

Choose Other. In the Specify Event dialog box, type the Event
Class and Event ID (four-character codes specified by the target
application). Click OK.

To send an Apple event to the same file each time you
perform the script, click Document, and then click Specify
File. In the Open File dialog box, select afile, and then click
Open.

To send text that’ s stored in afield in the current record,
click Field value, and then click Specify Field. (The event must
accept atext parameter.) In the Specify Field dialog box,
select afield on the current layout. Click OK.

To send atext parameter with the event, click Script 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. Choose ScriptMaker from the Script menu.

2. Inthe Define Scripts dialog box, create a script, or select an existing
script and click Edit.

3. Inthe Script Definition dialog box, double-click Perform AppleScript
in the Available Steps list, and then click Specify.

4. Inthe Specify AppleScript dialog box, select options, and then click

OK.

To

Do this

Perform AppleScript commands that
are stored in afield

Click Field value. In the Specify Field dialog
box, choose afield that contains AppleScript
commands, and then click OK. 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 click OK, and then
FileMaker Pro stores the source.

5. In the Script Definition dialog box, finish defining or editing the
script, and then click OK.

6. If you are changing an existing script and the Script Settings dialog
box appears, select options, and then click OK.

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

Thisexampleillustrates asimple way to automate dataentry. When you
performthe New Entry script, it createsarecord, and then pauses so you
can enter data. When the script pauses, you can:

= resume the script by clicking Continue or pressing Enter. The script
loops (repeats steps) to create arecord.

= print the current record by clicking the Print button on the layout.
FileMaker Pro performs the Print Record script, and then returnsto
the paused New Entry script.

= stop the script by clicking Cancel.
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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 inthe
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 click OK.

2. Choose Print from the File menu, select Current 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.)
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This exampleillustrates 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. Y ou can set up additional
scripts to automate other finds you want to do.

Example step 1: Perform the Find you want scripted

Choose Find from the Mode menu. Type the data you want to find, then
click the Find 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

Choose ScriptMaker from the Script menu. In the Script Name box, type
Fi nd | nfornation. Click Create.

Example step 3: Define the Find Information script

In the Script Definition box, you seethat 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. Y ou can del ete these script steps by clicking to
select them, then pressing Delete.

2. For Options, be sure Restore find requests is selected. Click OK.
3. Click Done.
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Select the Perform Find script step, then be sure
Restore find requests is selected

Displaying customized layouts

In this example, atravel agency has a database that stores information
about its clients. One agent likes to view the information in asimple
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.



Using ScriptMaker and buttons  5-33 ‘

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 astartup
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—Go to Layout [Refresh, “Welcorme Tayout ]

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 ]

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 []

Example step 2: Set the startup option

In Document Preferences, set the option to perform the Custom Layout
script each time the fileis opened.
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Finding duplicate records

In this example, atravel agency uses aregistration database to track
clientswho sign up for acruise seminar. The database containsduplicate
records because some clients called the travel agency to sign up and also
mailed in aregistration 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 definefields (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 hasauniqueidentification 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:

= Atextfield, caled Mark. When the script finds a duplicate record, it
places an x in thisfield to mark the record.

= A global field, called Global, to store the unique identification while
comparing records. Global should be the same datatype asthe Client
ID field.

Example step 3: Display the Mark field

Create alayout that displays the Mark field, or add the field to an
existing layout. You'll use this layout to store Find settingsin 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, choose Sort from the Mode menu. If fields
appear in the Sort Order list, click Clear All. Click ClientID,
choose Ascending order, click Move, and then click Done.

Find Choose alayout that displaysthe Mark field. In Find mode,
typex intothe 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 al records, and then sorts them by the ClientID field so that
records with the same ClientI D 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 1
Shart 10 Bark

i

3. Thescript goesto the next record and comparesthe valuein 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.

Flisard 1 Racand 2
L B E— .
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= |fthevaluesdon't match, FileMaker Pro copiesthe ClientI D value
into Global. It doesn't change the Mark field.
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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 setsamonitor that supports 256 colorsto abit depth of black
and white.

Note To usethisscript, 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
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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 Theinformation in this chapter does not apply to users working
with databases on the Web. When users work with databases on the
Weh, 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 arecord you select in
Browse mode, including data from related files.

FileMaker Pro formats the records using the current layout. For
example, use aLabels layout to print mailing labels.

If alayout contains a header, footer, and body, FileMaker Pro prints
as many records on each page as can fit between the header and
footer. If arecord at the end of the page doesn't fit, FileMaker Pro
printsit onthe next page. (See" Paginating alayout” 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
. Contact List / i .
Company Name  Name Contact Title Phone FileMaker P.ro uses the current
ACME Accessories  DennisSmith _ Marketing Associde  617-555-9676 |ay0ut 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
WestEnd Corp.  PamdlaDay  PromotionsAss.  712-555-2846
L~ | smitisMoreCorp.  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 ———————————— conacizite 1o

Phol m
Er

H Script Step/Options Script Parameters

Pr

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)

AR VAE SNV e

The margins, current layout, and printer and page setup options affect
how FileMaker Pro prints records.
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Displaying margins

Layout showing margins

Layout not showing
margins

In Layout mode, choose Page Margins from the Show menu to see where
alayout will print on a page.

Most printers can't print to the edge of the paper. If you place objectsin
the margins or outside the area the selected printer can print to, you see
them in Browse and Find modes. Y ou don't see the objects when you
preview or print.

(™ = 1 I B )

Margins—objects
in this area won't
print

5._“‘_-. " .......................................................... i page breck

P —

A= hecs Tiwrsl

Tlianis Dl

The selected printer
i can't print objects
outside this line

...... o Page break

o

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

» page margins
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Setting margins
Y ou can set different margins for each layout.

1. Choose Page Setup from the File menu, confirm the printer and paper
settings, and then click OK.
To switch printers, see “ Specifying a printer” on page 6-14. For
information about other settings, see the manual that came with your
printer.

2. In Layout mode, choose alayout, and then choose Layout Setup from
the Mode menu.

3. Inthe Layout Setup dialog box, select Fixed page margins, type values
for the margins, and then click OK.

Lagjonil 4t

Layoul Hame |II'|lr| ma. ¥ | '

= Include in Inyoely manu I
Frind Dptsans |

MR pelumng

ﬁ; Frross Tirsl iD-;.l an feEst
o I

Select to Specify sizes — S Fined page mergina: |

Tap Iu. 1% |||| Inside |-i. 4 |in | | Type margin
Hnllamln ﬂllfllﬂ!ll-l\f in | si);es
Select to alternate margins—the [ Facing Pages |
inside margin prints on the left
side for the first page, on the right [ Cancel | I & |

for the second page, and so on

4. Switch to Preview mode to check the margins.

K eep these pointsin mind:

= |f you don't select Fixed Page Margins, FileMaker Pro uses the
printer’ s default margins.

= |nLayout mode, choose Set Rulers from the M ode menu to changethe
unit of measure for margins. See “Positioning and sizing objects’ on
page 3-40.
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= |f you select the Print in <value> columns option for alayout and
change the size of the columns, the columnsresize to fit the new page
width when you change the left or right margins. See* Arranging
recordsin 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
called sliding. For example, you can create aletter layout so the comma
inthe greeting printsright after the last name, even though some names
are longer than others.

When objects dlide:

= fields shrink to eliminate empty space within the field boundaries.
Sliding does not remove empty space between fields.

= objects(including fields) slideleft or up corresponding to the amount
of space the fields to the left or above the objects shrink.
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Y ou can set partsto shrink when the fields in them slide up. When parts
shrink, FileMaker Pro can print more records on a page.

Printing without sliding objects
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Printing with sliding objects
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records on a page

In Layout mode, choose Sliding Objects from the Show menuto seewhich
objects dlide and in which directions. The following layout illustrates
how fields are set to dide for the previous figure.
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K eep these pointsin mind:

= Youcansdideany object. Non-field objects, likethe horizontal linein
the previous example, can slide if you place adiding field above or
to the left of the objects. When anon-field object slides, it movesto
another place on the layout but doesn’t shrink. When afield slides, it
moves to another place on the layout and shrinks if the data doesn’t
fill the field boundaries.

= When you dlide 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 alayout, FileMaker Pro keepsthat space.
For example, if you create a body with one inch of space below the
lowest object, FileMaker Pro leaves oneinch below the lowest object
when it shrinks the body.

= You canalso use mergefieldsto align text in form letters, envel opes,
or labels. (See “Adding merge fields’ on page 3-58.) Use sliding
instead of merge fields to:

= aign non-text objects, like graphics
= move the enclosing part up
= aign formatted fields, like value lists and repeating fields

= enter datainto 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 afixed vertical spacing,
like labels.

= Headers, footers, title headers, and title footers never slide up.

= For information about dliding 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. Todlideobjectsleft, align their top edges and align datain 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 objectsto 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 aboveit.

3. Inthe Set Sliding/Printing dialog box, select the sliding options you
want, and then click OK.

Select this option To

Sliding left Close up blank space to the right of the object, allowing objects
to slideleft 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.

= Select All 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.

= Select Only directly above to close up blank space above an
object based on the position of the objects directly aboveit.
This option alows the spacing in a column to adjust
independently of the other columns.

= Select Also reduce the size of the enclosing part to close up the
space in the part that contains the fields. To dlide the part up
relativeto all objects, set thisoption for all the objectsthat are
sliding up. To slide the part up relative to a single object, set
this option for that object only.

%61 Shding Printisg

‘whern b, ree e Wk e Fan w8k B o et e ek by

[ g ] T g e b

W al 71 Ordy iy wev |
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] o vt it o s by |-r.up|-|m

4. Switch to Preview mode to see objects and parts dlide.
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 diding options for repeating fields, be sure not to change the
way the information is aligned.
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Repeating fields in Layout mode Repeating fields with no sliding options set
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Repeating fields sliding left Repeating fields sliding up with “Only directly

above” option

To keep values in repeating fields Do this

From dliding left independently of the other  Fill thefield with acolor (likewhite) or add a
values field border to the repeating field.

From diding up independently of the values  Select Sliding 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 abjects, like buttons, from appearing when you print records:

1. In Layout mode, select the objects you don't want to print.

2. Choose Sliding/Printing from the Format menu.

3. Inthe Set Sliding/Printing dialog box, select Do not print the selected
objects, and then click OK.

Keep these pointsin mind:

= You can slide nonprinting objects to close up blank space. See
“Sliding objects and parts’ on page 6-7.
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= Y ou see nonprinting objects in Browse and Layout modes, but not
when you preview or print. Choose Non-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 columnson one horizontal page (or you want to

print avertical page), create several layouts that show fewer columns,
and then print al 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 alayout 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.

K eep these pointsin 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 anew page. See* Arranging recordsin 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

Toprint labels, set up aLabelslayout (see” Setting up to print on labels”
on page 3-12). For information about printing envel opes, 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,
choose Preview from the Mode menu.



6-12 FileMaker Pro User's Guide

Note Y ou cannot usethe preview featureto see how your database |ooks
when published on the Web. Y ou 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 al or part of adatabase. 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. Choose Page 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.
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4. If you're printing records, browse the onesyou want to print, and then
switch to Preview mode to check them.

Use Find, Omit, Find All, and Sort, if needed. If your layout has a
subsummary, sort on the break field. (See “ Printing layouts with
subsummaries’ on page 6-11.)

5. Choose Print from the File menu, and then select options in the Print

dialog box.

In the Print area, select To print

Records being browsed All recordsin the found set.

Current record The record currently selected in Browse mode.

Blank record, showing fields, and A blank record using the current layout. Usethisoption

then choose an option from the  to create aform 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
baselinesto fields’ on page 3-73.)

Script, and then choose ascript ~ Script definitions. Choose All 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.

—
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6. Click Print.

To stop printing, press Command-Period.
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Specifying a printer
1. Choose Chooser from the Apple menu.

2. Inthe Chooser dialog box, select aprinter, 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

Y ou can share FileMaker Pro files with other users on a network. By
sharing files, you can work simultaneously with othersin your work
group, and save disk space by keeping filesin a central location.

Y ou 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. Y ou 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:
= acomputer running the Mac OS
= aconnection to a network

= FileMaker Proinstaled on your computer with the correct network
options selected

See the FileMaker Pro Installation and New Features Guide for
more information.

Important Y our FileMaker Pro licensing agreement requires that you
own the same number of copies of the FileMaker Pro application asthe
number of people using FileMaker Pro at the same time.
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Thefirst person to open a shared file is the host. Any user who opens a
shared file after the host is a guest.

———  The host opens the file

Guests open connections to the file

K eep these pointsin 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 afile on aMac OS-based computer, and then guests on
Windows computers or Mac OS-based computers can connect to the
samefile.

When you share files between platforms, you may see differencesin
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 haveto 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 afile, you must be the first user to open it.
1. Choose Open from the File menu.
2. In the Open File dialog box, select afile, and then click Open.
3. Choose Sharing from the File menu.
In the File Sharing dialog box, select Multi-User.

Note If Multi-User is dimmed in the File Sharing dialog box,
FileMaker Pro is unable to access the network. An explanation
appears bel ow the Multi-User button. Y ou can also get an explanation
by choosing Open from the File menu, then clicking Hosts.

To open the File Sharing dialog box, you must open the fileusing a
password that provides the Export records access privilege.

4. If thefile 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 thefilesin asingle folder to make it easy to locate them.

Adding an underscore character _ to the end of a database filename
(before the .FP3 extension, if any) prevents that database from being
listedinthe Hosts dial og box. It al so preventsthe database from being
listed on the default home page if you are using FileMaker Pro Web
Companion Instant Web Publishing.

Y ou can broadcast messages to guests who are using your database. In
the File Sharing dialog box, click Send Message. Type the message, then
click OK. Y our guest(s) see the message in adialog box. They can
dismiss the dialog box by clicking Cancel—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 afile, open it first on the computer that is directly
connected to the hard disk on which thefileis stored, rather than on
another computer using Mac OS persona file sharing.

= |f you use afile sharing system (like AppleShare or the Mac OS
personal file sharing), host the file from your hard disk instead of
hosting it from afile server.
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Warning Anyone who opens a database file with the Export 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 thefile.
1. Choose Open from the File menu.

2. In the Open File dialog box, click Hosts.

3. Inthe 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/IPhost, click Local Hosts inthelower

list. FileMaker Pro displays local hosts on the network in
the upper list.

To specify ahost outside your local TCP/IP area, click
Specify Hostin the lower list. In the Specify Host dialog box,
type ahost name or | P address. (To add this host to the list,
click Permanently add entry to Hosts list.) Click OK.

FileMaker Pro Server host

Hosts

Hosts dialog box for an
— AppleTalk network with

Windows computer host

£ Mracintash Server
Customers
Employees
Ledger

orders

Mac OS computer host

H] Receivables
INUOICES.FP3

zones. If you're using
another network, the dialog
box may look different.

PAYROLL.FP3
2| Review Central

Zones —

Review database

— Select from the list of shared
files available on the host

Production

Marketing
Accounting
15

4
| (Eoneer]
o G
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4. Select afile, and then click Open.

If the network isvery busy, the file might not belisted. Use one of the
following procedures to check the network for alonger period of
time.

For this type of network Do this

AppleTak with zones Hold down the Option key asyou click an itemin the
= TCPIP lower list.

AppleTak without zones Click Cancel to return to the Open File dialog box. Hold
» MaclPX down the Option key as you click the Hosts 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 documentation for information.

K eep these pointsin mind:

= Closeyour connection to ashared fileif the host asks, or if you aren’t
using thefile.

= |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 fileis open, the host and guests have access to the same
information. FileMaker Pro savesashared file on the disk wherethefile
resides. It saves changes that the host and guests made to thefile,
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 apage setup and print

= Switch layouts or modes

= Import or export data

= Check the spelling of afound set

= Perform ascript by choosing it from the Script menu or clicking
abutton defined for the script

= Changeglobal values. Only the host’ s changes are saved with the
file. When guests open afile with global fields, they see the
current values. If thehost changesaglobal value, guestsdon’t see
the change until they close the file and then reopen it.

Host or one guest = Open the ScriptMaker dialog box
(only one user at = Define or change relationships
atime) = Define or change passwords

= Define or change value lists

= Editarecord or layout. Otherscan view therecord, but no onecan
modify it until the current user movesto 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 = Definefields or change field definitions

must cl ose their = Reorder layouts

;:r?en?i?gmns to = Define, delete, or change groups and access privileges
= Save copies of afile with the Save a Copy As command
= Switch the file status between multi-user and single user
= Closeashared file

While you are working with a shared file, you might see the
pointer change.

This pointer Means FileMaker Pro is

T Waiting to receive data from the network

-] Waiting for the host to finish processing arequest from another user
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K eep these pointsin 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 schedul e tasks so they’re
performed during low usage periods.

= FileMaker Pro savesthe host’s sort order, find requests, and page
setup. If you're aguest, 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 OL E 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 Windowsisthe On acomputer running the Mac OS, you can
host and a computer running the view embedded and linked objects as graphics.
Mac OSisthe guest.

A Mac OS-based computer isthe On a computer running Windows, you can

host and a computer running embed, link, and edit objects. On aMac OS-
Windowsis the guest. based computer, you view the objects

as graphics.
Mac OS-based computersarehost ~ When 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.

= Whenyou share afile with system formatsthat are different from the
settings on your computer, you can choose which formatsto 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'reahost, you can close thefilesyou' re hosting. If you'reaguest,
you can close your connections to shared files.

Important Leave FileMaker Pro by choosing Quit from the File menu. If
you turn off your computer without quitting the program, you can
damage open files and lose your changes.

1. Choose Close or Quit from the File menu.

To Do this
Close ashared file Choose Close.
Quit FileMaker Pro Choose Quit.

2. If you're ahost and guests are connected, click Ask in the Ask
dialog box.

Note Y ou seethis diaog box whenever you perform atask that
requiresall gueststo closetheir connectionsto thefile. 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 thefile. If the guests don’t respond
to the message and the file can be closed safely, FileM aker Pro closes
it in 30 seconds.
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a4+ File

“fupsan’s [ompuber”™ Wopkd ke gag 10 please Clese e
livEed Tiley A vEen A poscibis

FilEs U0 Clohe B LIS a9 il
AN ey rg aufinmalic clowp
i 30 seconds. b

| tamci —3— Ifaguest clicks Cancel,
FileMaker Pro doesn't close

] | 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 datais protected and unauthorized changes aren’t made.
With FileMaker Pro, you protect files by defining passwords and
groups. Passwords limit what users can do and groups limit the layouts
and fields they can see. Both passwords and groups have access
privileges:
= [For passwords, access privileges limit a user’s activities with afile.
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
apassword, you can’'t open thefile.

= For groups, access privileges limit access to specific layouts and
fields. For example, you can give the Sales group accessto 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. Y ou can define a password for each
employeein your company, and then associate passwords with groups
to limit access to each department’ s data. For example, in afile
containing employee information, only passwords in the Human
Resources group can see salary information.

When you open afile with a password, FileMaker Pro knows:
= activities you' re authorized to do with thefile

= groups associated with your password

= |ayouts 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’ sfile sharing features. To restrict accessto shared FileM aker 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 Sdlary List layout displays datathat is confidentia (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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= Employees =—————
Employee Salary List
Efryfr
TR AE 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 =TTy l_l
Julie 1
Human Resources can't ———
see this layout i
Fimes i [y EiT e ER _'_I
[ Farre=rth FLar R
Ficiard s huned e R
b Heaki et R
T Heoe ]
Fa= L rack=n 1% ;] T
(a7 | - R Gl

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 dl fields and layouts, define passwords but don’'t define groups.

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

» protecting database files

Defining passwords

When you define passwordsfor afile, you specify who can open thefile
and what tasks they can perform. When a user opensthefile with a
password, FileMaker Pro dims commands that aren’t available for that
password.

K eep these pointsin mind:

= |f you define passwords, you must set at |east one master password
that gives accessto the entirefile.

= Make passwords easy to remember, but not so easy that someone can
guessthem. If you write down passwords, storethemin asecureplace
away from your computer.
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= You candefineablank password that givesall userslimited accessto
afile. When users open thefile, they can press Return at the password
prompt to access thefile.

= When you open afile, 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.

= |f 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' spassword. If you don’t want this,
specify adifferent password for the second file.

= You can protect al FileMaker Profiles, not just shared fileson a
network. For example, you can define apassword so other userscan't
open afile on your computer.

To define passwords:

1. Open thefile.

2. Choose Access Privileges from the File menu, and then choose Define
Passwords.

3. Inthe Define Passwords dialog box, specify the password.

To Do this

Define a password Type up to 31 characters in the Password box. Passwords
aren’t case sengitive. If you type spaces, users must type them
to open thefile.

Define ablank password Leave the Password box blank, and then select alimited 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 amaster password. It’sthe only privilege that
can define or delete passwords, or change field definitions,
document preferences, groups, or other users’ passwords.

Browse records

See datain 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 datathat 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 datain them

Edit records

Change the information in records

Delete records

Delete one or more records
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5. Choosethe menu commandsthat userswith this password can access,
and then click Create.

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 optionslet 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 dial og box.

To Do this

Create groups Click Groups in the Define Passwords dialog box. At the
prompt, type a master password, and then click OK to see the
Define Groups dialog box. See step 3in “ 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 amaster password, writeit down and store it
in asecure place. If you forget it, you can't regain full accessto thefile.

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

» defining passwords
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Deleting or changing passwords

To Do this

Delete a password Choose Access Privileges from the File menu, and then choose
Define Passwords. Select the password in the Define Passwords
dialog box, and then click Delete. In the confirmation dialog box,
click Delete, and then click Done. When prompted, type the master
password, and then click OK.

Change a password if Choose Access Privileges from the File menu, and then choose

you know a master Define Passwords. Select the password in the Define Passwords

password dialog box. Edit the password, revise the privileges, and then
click Change. Click Done. When prompted, type the master
password, and then click OK.

Change your own Choose Change Password from the File menu. In the Change
password if you don’t Password dialog box, type the old password. Type the new
know amaster password password, type it again to confirm it, and then click OK.

Keep these points in mind:
= Notify usersif you change their passwords.

= |f you change passwordswhile afileisshared, the changesdon’t take
effect until guests close and reopen thefile.

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. Y ou can:

= associateagroup with morethan one password. For exampl e, you can
assign separate passwords for each person in an accounting group.
All users have access to the same layouts and fields (determined by
the group), but only the managers can make changes to thefile
(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 afile created
by a Marketing department. The file has three groups. Marketing,
Accounting, and Sales. When you sel ect the Sales group, you seethat 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 _|E])# Margin Report o Mendor
Le 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, choose Access
Privileges from the File menu, and then choose Overview. Y ou must bethe
host and set thefileto Single-User, or have all guests closethefile. (See
“Opening files as the host” on page 7-3.)

For example, if you want to delete afield but aren’t sure which layouts
will be affected, select thefield 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
layoutsor fields. Usersdon’t need to know about groups. If youdon'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 have Edit record
privileges, you can prevent users from editing specific fields or
layouts by setting the group access privileges to Not accessible.

To define groups:

1.

Groups defined in the file —

Type a new group name —

Open thefile.

Y ou must use the master password. If thefileis shared, you must be
the host. (See “Opening files as the host” on page 7-3.)

. Choose Access 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.)

. Inthe Define Groups dialog box, type the group name, click Create,

and then click Access.

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. Inthe Access Privileges dialog box, select a group.

Master password
|
Elﬂ Priwilages dor Flle “Prosfc 11"
Lraups Faiiuwssds | Layuuls Tielids
Selected group — DEEEET [ Trais ——— w Frodect Ll TH ™ e
|0 o mrdarg & Poat B From s HER S
| & Habri + Rl 5 Larreid Froeder | B e i
1 ® LW = gl Pt R
& depmpriwry Deed] || & Bigm
o Feiem
& Tl
IERE ST
=
Al Ml i i o Feid iy
Key B T b wre kool @il o groap b ekl | h"“”.l Oone |'. iaue l

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 privilegesfor 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 click Revert to return the
settings to the way they were last saved.

8. Click Done, and then click Done 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 thefileto Single-User (or haveall guestsclosethefile). See
“Opening files as the host” on page 7-3 and “ Closing shared files’ on

page 7-8.

To Do this

Delete agroup Choose Access Privileges from the File menu, and then choose
Define Groups. In the Define Groups dialog box, select the group
name and then click Delete. In the confirmation dialog box, click
Delete and then click Done.

Change password Choose Access Privileges from the File menu, and then choose

associations or access  Overview. Inthe Access Privileges dialog box, select agroup. Click
privilegesfor agroup  the bullets next to the passwords, layouts, and fields you want to
change. Click Save, and then click Done.

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

» groups



Chapter 8: Importing and exporting data

Y ou 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 Y ou 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 datain aformat you can openin
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 atravel 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 Clarislmpact software or Microsoft Excel. Exporting the dataisfaster
and more accurate than retyping it in another application.

File containing exported

Tirmmgermperss ol A sl FileMaker Pro data
ez rucares I *J-:I.-.
—— = SIS | _
— s LD PRI SR &
e | Esmrrre i [
FileMaker Pro data you want to chart _i

3 e

4
1

e i
L

Data displayed in Clarisimpact
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K eep these pointsin mind:
= To exchange small amounts of data between files (for example, afew

records), use Copy and Paste, 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.

Y ou can define FileMaker Pro scripts to exchange information with
other files. See chapter 5, “Using ScriptMaker and buttons.”

Y ou canimport datainto (or export from) shared FileMaker Profiles.
See chapter 7, “Networking and access privileges.”

When you exchange information between FileMaker Pro fileson 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 thefile. See “Saving a
copy of afile” on page 1-11.

= copy fieldsto alayout in another fileif the field names are
identical in both files. See chapter 3, “Laying out and arranging
information.”

= For information about importing or exporting datain 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 uses afile format, the organization of information
within afile. 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 datafrom aFileMaker Pro 2.0, 2.1, 3.0 or 4.0file,
or export to another FileMaker Pro 3.0 or 4.0file. (If you
import a FileMaker Pro 2.0 or 2.1 file, thefileisfirst
converted to FileMaker Pro 4.0 format, then the dataiis
imported. See the FileMaker Pro Installation and New
Features Guide for more information.)

Tab-Separated Text Exchange data with most applications, including
Clarisimpact. If you aren’t sure which format to use, try
Tab-Separated Text.

Comma-Separated Text Exchange data with BASIC programs, and applications
like Clarislmpact. Thisformat isalso called
Commea-Separated Values (CSV).

SYLK Exchange data with many spreadsheet applications

DIF Exchange data with spreadsheet programs, like VisiCalc

WKS Exchange datawith 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 combinevariable data
(like names and addresses) in aMerge filewith textin a
main document. The FileMaker Pro Mergefileis
equivalent to aMacWrite Pro Merge datafile.

HTML Table Save dataas an HTML table for use on a Web page

Edition File Publish an Edition file, which users can subscribeto 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 datawith dBASE |1l and dBASE IV

Excel Import data from Microsoft Excel 4.0 through 5.0

K eep these pointsin mind:

= |f you're exchanging data with another application, check the
documentation to determine the file formats it supports.
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= Most fileformats don’t support importing or exporting text attributes
(font, size, or style). In these cases, FileM aker 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

Y ou can import data into a new or existing FileMaker Profile.

To Do this

Import data into an existing See the following section.
FileMaker Profile

Import data from another application See“Importing datainto anew file” on page 8-9.
into anew FileMaker Pro file

Keep these pointsin mind:

= Thefileyou reimporting from must bein one of theformatslisted in
“Understanding file formats’ on page 8-3.

= FileMaker Pro imports datain the order it appearsin thefile you're
importing from.

= You can import datafrom any field type into any compatible field
except container, calculation, summary, and global fields. Y ou can

import container fields if you’ re importing from another
FileMaker Profile.

= Toinsert graphics, sounds, or QuickTime moviesinto your file, see
“Working with container fields’ on page 4-6.
Importing data into an existing file

Y ou can import datainto an existing FileMaker Pro file from another
FileMaker Pro file, or from another application. Y ou choose whether
FileMaker Pro adds or replaces recordsin the file you' reimporting into:

= The Add new records option copies all recordsto the end of thefile
you' re importing into.
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The Replace data in current found set option replaces recordsin thefile
you'reimporting into. The following figure illustrates this option.

When replacing data, —
FileMaker Pro doesn’t import
these records because the
source file has more records
than the destination file

%

Source file Destination file
i1 Pari : » 1. Paris
|2 Mew Tork - 2 Mew Tork
|3 Sydney : - 3 Sydney

i 4. Bushos Ajres

P o5 Tokyo

To import datainto an existing file:

1.

If you’ re replacing records, make a backup
copy of thefile you'reimporting into.

. 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. Use Find, Omit, Omit Multiple, or Sort, if needed.

. Open the FileMaker Pro file you want to import records into.

If you’re replacing records in the file, use Find, 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.

. In Browse mode, choose Import/Export from the File menu, and then

choose Import Records.

. Inthe dialog box, select the name of thefile to import, and then click

Open.

For Show, choose afile type to narrow the choices, or choose All
Available to see all the files you can import.

. In the Import Field Mapping dialog box, match the fields you want

to import.
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Important Check each arrow and field nameto be sure the correct data
moves into the correct fields.

To

Do this

Change the order of
fieldsin theFields in list

Choose an option from the View By pop-up menu. (Options
change the order by which you view fieldsin the dialog box,
not the order of thefieldsin thefile.) Tolist the fields by:

= names that match, choose Matching Names

= theorder used thelast time FileMaker Proimported datainto
thisfile, choose Last Order

= the order the fields were created, choose Creation Order
= namein aphabetical order, choose Field Names
= thetypes of fields, choose Field Types

= acustom order (created by dragging field names), choose
Import Order

Change the order of
onefield in thefile
you're importing into

Movethe pointer over afield namein theFields in list. When the
pointer changes to a double arrow, drag the name to a new
location. This changes the order you view fieldsin the dialog
box, not the order of the fieldsin thefile.

Prevent datafrom
being imported

Click the arrow between the field names. The arrow changesto
adotted line.

View thedatainthefile
you're importing from

Click the Scan Data arrows to see the datain each record.

Createafieldinthefile
you're importing into

Click Define Fields. In the Define Fields dialog box, create the
field, and then click Done. (See “Defining database fields’ on
page 2-3.) If you're importing into a shared file, only the host
can create fields.

Changeor deleteafield
inthefileyou're
importing into

Click Define Fields. In the Define Fields dialog box, make your
changes, and then click Done. (See* Changing field definitions’
on page 2-25.) If you're importing into a shared file, only the
host can change or delete fields.




Arrows show how
FileMaker Pro imports data
from one file into the other

Fields in the source file
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7. Select an option to add or replace records, and then click Import.

To Do this

Add new recordsto theend of the  Select Add new records.
file you're importing into

Replace existing datain the file
you're importing into

Select Replace data in current found set. FileMaker Pro
replacesfield valuesin thefound set of thefileyou're
importing into.

. If you see the Import Options dialog box, select options, and then

click OK.

FileMaker Pro displaysthis dialog box if your file has lookups or
fields that automatically enter data, or if you' reimporting data from
aFileMaker Pro file with repeating fields and select the Add new
records option.

To Do this

Enter default datainto
fields that are defined with
Auto Enter options or as
lookups

Select Perform 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 theimported data. (See“ Choosing data
entry options’ on page 2-6 and “ Defining alookup” on
page 10-11.)
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To Do this
Import datainto = Select Keeping them in the original record to import the
repesting fields records as repeating fields.

= Select Splitting 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 isidentical except for the
repeating field values. Y ou can then sort the newly
separated items, or total them using a summary field.

ITmipor | @plinns

[=] Perfpm aubo-enber opiieas while impariing
Imadifiralion d&aip, sprisl sumber, lBnkups, el

Imper] paluey in repeabmg fields by

& Keeping hem in ihs origaal record
-':-1|I|1llng them inla separabe recerds

| Tancel | I [ I

Keep these points in mind:

= Therecordsyouimport becomethefound set. After importing, check
the datain the found set.

= |f you select the Replace data in current found set option, be sure your
records are correct before discarding the backup copy of thefile.

= FileMaker Pro doesn't validate imported data.

To stop importing, press Command-period. To delete the records
already imported, choose Delete All from the M ode menu.

Important If you delete the found set after using the 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

Y ou 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, choose Open 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 click Open.

3. In the Name converted file dialog box, type a name for the new file,
select alocation, and then click Save.

FileMaker Pro creates atext field called fx for each field in the new
file, wherexis1, 2, 3, and so on, until all fields are named.

Note If you'reimporting from aformat that contains the field names
(like DIF), FileMaker Pro uses the names instead of fx.

Someformats (including ClarisWorks and DBF) create number, date,
and time field types in addition to text.

If you areimporting 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. Y ou can delete the records
already imported by choosing Delete 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

Y ou can export FileMaker Pro datato anew file, and then openitin
another application.

K eep these pointsin mind:

= To use an exported file, open an application that can read thefile
format, and then open the file. See“Understanding file formats’ on
page 8-3 for file formats you can export.

= You can export datain container fieldsto FileMaker Pro format.
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= Use the procedure in this section to export summary data. To export
subsummary data, see “ Exporting subsummary data’ on page 8-12.

= Toexport repeating field valuesto SY LK, 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.

= Youcan't export datafrom aFileMaker Profileto aremote database,

like SQL Server.

To export data:

1. Open the FileMaker Pro file and browse the records you want

to export.

Use Find, Omit, or Omit Multiple to create a found set.
2. Sort the records in the order you want them exported.

3. In Browse mode, choose Import/Export from the File menu, and then

choose Export Records.

In the dialog box, type a name, and then select alocation for the file.

Important If another file with the same name already exists,

FileMaker Pro replaces thefile.
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Choose a file type that
the target application
supports

4. Choose afiletype from the Type pop-up menu, and then click Save.
5. In the Export Field Order dialog box, change the field order as

needed.
To Do this
Export fields Double-click afield to moveit to the Field Order list. To

export all fields, click Move All.
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Export fields from a Choose arelationship 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 datafrom Select afield in the Field Order list, and then click Clear. To
being exported move al fields out of thelist, click Clear All.

Change the export order  In the Field Order list, drag the double arrow for the field

name.
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6. Select aformat option for the fields, and then click Export.

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. Y ou can export the value with or without the formatting.

To export

Select this option

Unformatted values (for example, 3.7)

Don't format output

Valueswith the number, date, andtime
formats from the current layout (for
example, $3.70)

Format output using current layout. Symbols and
other non-numeric values are exported as text.
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 aFileMaker Pro file and browse the records you want to export.
Use Find, 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 asummary part” on page 3-31 and “ Sorting by summary
fields’ on page 4-32.)

. In Browse mode, choose Import/Export from the File menu, and then

choose Export Records.

. Inthe dialog box, type a name, and then select alocation for the file

you' re exporting to.

Important If another file with the same name already exists,
FileMaker Pro replacesthe datainit.

5. Choose afile type from the Type pop-up menu, and then click Save.

. Inthe 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 asummary field in the Field

Order list, and then click Summarize 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
chooseit.
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When you choose a field, -
FileMaker Pro displays a Summarize by
checkmark —-7 et i The file is sorted by
these fields
Click the left side of the field
=
9. Click OK.
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10.Repeat steps 7 through 9 to export additional subsummary valuesthat
are sorted by the same break field.

Repeat steps 2 through 9 to export subsummary valuesthat are sorted
by other break fields.

11.Select aformat option for the fields, and then click Export.
See step 6 on page 8-11 in “Exporting data from FileM aker 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 arepeating field. To export al repeating
field values, split the fields into separate records.

1. Make aclone of the file you want to export.
See “ Saving acopy of afile” on page 1-11.

2. Open the clone, and then import the data from the original file.
See “Importing datainto an existing file” on page 8-4.

3. When you seethe Import Options dial og box, select Splitting them into
separate records, and then click OK.

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

» repeating fields



Chapter 9: Customizing FileMaker Pro

Y ou 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.”

Setting application preferences

Application preferences apply to any file you open. Preferences remain
in effect until you change them.

To set application preferences:

1. Open aFileMaker Profile.

2. Choose Preferences from the Edit menu, and then choose Application.

3. Inthe Application Preferences dialog box, choose a preference from
the pop-up menu, and then set the options.

Bpglication Foeleicnie

“hEnersl
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L Hums Set options to customize
W e P Wiy the way you work
R ——— 1

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

» application preferences



9-2  FileMaker Pro User's Guide

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. Y ou can also specify your
user name and network protocol.
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Do this To
Select Enable drag and drop Use drag and drop to transfer text without using
text selection the Clipboard

Select Show templates in New File dialog  Display alist of template files when you start
FileMaker Pro or choose New from the File menu

Select Recently opened files Display recently opened filesin the File menu. Y ou
can al so select how many filesappear in the menu, up
to amaximum of ninefiles.

For User Name, select Custom, and ~ Specify a custom user name. If you don’t specify a

then type aname 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 the Network  Select anetwork 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.

Rpplication Frefaienios
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Select To

Always lock layout tools Keep alayout tool selected until you select adifferent one
or press Enter. If you don't select this option,
FileMaker Pro returnsto the arrow pointer after you use a

tool.
Add newly defined fields to Add new fieldsto the current layout when you define them
current layout
Create rounded buttons Create buttons with rounded corners | | using the
button tool
Create rectangular buttons Create rectangular buttons[____| using the button tool

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 Profiles are stored in an areaof RAM
called the cache, and are saved periodically to the hard disk. In memory
preferences, you choose when FileMaker Pro saves your changes.

fp Fredmences
;-h-nmE -
Harr shasprs Br dich
D i s 1
T e L b
Do this To
Select during idle time Save changes when the system isidle or when thefile cache

isfull. Don't use this option with battery-powered portable
computers—it can run down the power supply.

Select every <value> or when Save changes at a specified timeinterval or when thefile
necessary, and then choosean  cacheisfull
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.

Dia 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

3. Perform the script.

Customizing FileMaker Pro

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.

9-5

Eppliratsmn Feederences
Fladers amay
g ATEPAIL | 2w
Feet ||l
SRRy o AT is an attention command for
Hayes-compatible modems—for
Ky s example, +++ ATH instructs the
eyl modem to hang up
g
| msedans Click to restore preset
— modem preferences
For Do this
Setup Type the command (all uppercase or al lowercase) to initialize your modem.
Prefix Type the command (all uppercase or all lowercase) for starting acall.
Hang up Type the command (all uppercase or all lowercase) for disconnecting acall.
Output Choose a port from the pop-up menu. If you choose Speaker, you don't have
to set the other modem preferences.
Speed Choose a baud 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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Setting dialing preferences
Y ou can store a phone number in your database and set FileMaker Pro
dialing preferencesto dial it in different ways.

Note FileMaker Pro uses these preferences when you select the Use
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 anumber outside the office, you might
need to dial aprefix for alocal areacode, or several prefixesfor along-
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.

Fpparabmn Predersaces
| Lhial ) 'l"I
i PR B Set preferences for different
e locations
T Fo e e
[ — | — [ —————4— With most modems, include a
This is the longest entry —— [ = — [ ] comma for a two-second delay
that matches the example I s [E ]
phone number i [ |
i | 1
For Do this
At location Choose alocation 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 dia beforea
phone number.
Always append Type the digits that you want FileMaker Pro to dial after a

phone number.
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Note Some modemswon’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-inisafilethat 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 click Configure. If the
checkbox is already selected, click the plug-in nameto highlight it, then
click Configure.

See* Publishing fileson the Web” on page 11-1 for moreinformation on
using the FileMaker Pro Web Companion plug-in.
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Setting document preferences

Document preferences affect the current database file. Y ou can set
different document preferences for different files.

Note A shared file has the same document preferences for every user.
Y ou can change the document preferencesif you have the master
password or if thereisn’t password protection in thefile. See “ Defining

passwords’ on page 7-11.
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To set document preferences:
1. Open aFileMaker Profile.
2. Choose Preferences from the Edit menu, and then choose Document.

3. Inthe Document Preferences dialog box, choose a preference type
from the pop-up menu, and then set the options.

D i f Freleionios
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when the file is closed
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Setting general document perferences

Select To

Use smart quotes Use curly apostrophes () and quotation marks (“ ). If you
use afont that doesn’t have smart quotes, FileMaker Pro
substitutes plain marks (' ). When you change this option,
FileMaker Pro uses the new setting when you typein the
file (existing marks do not change). If you deselect this
option, FileMaker Pro uses plain marks.

Store compatible graphics Store graphicsin a cross-platform format. Y ou can
deselect thisoptionto conservedisk 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 thefile.

type a password If thepasswordisn't valid, FileMaker Pro promptsyouto
type another password. To temporarily bypass the
default password and enter a different one, press Option
while opening thefile.

Switch to layout, and then Display the specified layout when you open thefile. If
choose alayout 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

alayout you specify in a startup script. (See the Perform
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 aname from the thefile. 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 thefile, 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

Y ou can choose to have FileMaker Pro check your spelling asyou type.
Y ou can also definewhere the Spelling dial og box appears onscreen. For
more information on setting spelling preferences, see “ Checking your
spelling as you type” on page 1-15.
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Setting Web Companion preferences

In Web Companion preferences, you set options for FileMaker Pro
records that are published on the Web. Y ou can set options for Table
View, Form View, searching, and sorting.

To set Web Companion preferences, choose Preferences from the Edit
menu, and then choose Web 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 al your data
management needs. Perhaps you have datain one file that you want to
use in another file. Or you’ vetried to expand afile by adding several
fieldsto it, and now the file's subject has become unclear. Or you have
the same valuesin several files, and you' re constantly updating them to
keep them all the same. With FileMaker Pro, you can access data from
other filesto usein the current file, by either defining lookups or
creating arelational database. This chapter explains how.

Important Before you read this chapter, be sure you understand how to
createalileMaker Profile(seechapter 2, “ Creating adatabasefile”). You
should also know how to create alayout 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 datain one file that you want to use in the current file,
you can access, display, and work with that datain two ways:

= A |ookup copies datafrom another fileinto afield in the current file.
After datais copied, it becomes part of the current file (aswell as
existing in the file it was copied from). Data copied to the current file
doesn’t automatically change when the valuesin the other file change.

= A relational database allows data from another file to be displayed,
edited, and used in the current file, without having it copied to the
current file. The datais always part of the other file only. Data
displayed in the current file changes whenever the valuesin the other
file change.
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To establish a connection between files for lookups and relational
databases, you define arelationship, an expression that tells

FileMaker Pro how to match records in onefile with recordsin another.
Then you choose the fields that contain the data you want to work with.

Client ID Client ID Client ID Client ID

Route Route 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 filesinvolved 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 areillustrated 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 originates from and the file the datais copied to.

For relational databases, the file that accesses and displays data
from another file.

Related file For lookups, the file that contains the datato copy. It'sthefilethe
lookup goes to and the file the datais copied from.

For relational databases, thefile 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 samefile.
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This term Means

Match fields A field in the master file and afield in the related file that contain
values you want to use to find matching records. (A match fieldis
sometimes called akey 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 A field in the related file that contains the data you want to copy.

(for lookups only) It'sthe field the datais copied from.

Lookup destination field A field in the master file that you want to contain the copied data.
(for lookups only) It'sthe field the datais copied to.

Relationship An expression you define that contains requirements which, when

met, establish arelationship between valuesin the match fields. (A
relationship is sometimes called alink or ajoin expression.)

Related record A record in the related file whose match field (according to the
relationship used) contains avalue that's equal to the value in the
match field of the master file.

Related field A fieldin therelated file that contains data you want to access and
work with in the master file. After arelationship has been
established between data in the match fields, the datain arelated
field can then be used in the master file.

You place arelated field in alayout of the master file, either by
itself or in aportal. Y ou can then work with the related datain all
modes.

In the master file, arelated field name appears as
Relationship name:: Related field name or as
::Related field name

Portal An object in alayout of the master filein which you can place
related fields. Use aportal when you want to access and work with
datafrom morethan onerelated record in records of the master file.

Y ou only need to placerelated fieldsin aportal if you want to work
with data from more than one related record.

Portals display data from related recordsin rows, one record in
each row.

Understanding lookups

Y ou look up data by first setting up a relationship between matching
datain the master file and arelated file, and then defining alookup to
copy datafrom afield in the related file into afield in the master file.
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Lookup destination field

ide

When you type avalue in the match field of the master file,

FileMaker Pro usestherelationship to find thefirst 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 fileis changed. In that case, the lookup will be
performed again.

After avalueis copied into the lookup destination field, you can edit,
replace, or deleteit like any other value. Y ou can a so update datain the
master file to match datathat changed in therelated file. (See“Updating
lookup values’ on page 10-14.)

Lookup source field

Client ID ; C235

Match fields for the relationship

lient ID |

Name

Phone

City

Master file Related file

K eep these pointsin mind:

=  When the same vaue existsin morethan one match field in therelated
file, FileMaker Pro copies datafrom only the first related record.

= When you type datain the match field of the master file, you might
be asked to type a password for the related file.

= Tocopy datainto asecond field that uses the same match fields—for
example, to copy aname and tel ephone number based on amatching
client identification number—define a lookup for the second field,
and use the same relationship as thefirst field.
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Master file Related file

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

» lookups, overview

Understanding relational databases

A relational database is a group of two or more discrete database files
that, when used together, contain all the data you need to do your work.
Inarelational database, each occurrence of dataisstoredinonly onefile
at atime, but you can access and work with that data from any file.

For example, atravel agency might storetrip information inaTripfile,
and then use it with client information in a Client file and with billing
information in an Invoicefile.
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You create arelational database by first defining arelationship in the

master file. Then you add the fields to display the datafrom the related
filein alayout of the master file. Y ou can then work with the datain the
related fieldsin all modeswhen you work with recordsin the master file.

When you type avalue in the match field of arecord in the master file,
FileMaker Prousestherelationshiptofind al therecordsintherelatedfile
whose match field containsthe samevalue. Then it accesses datafrom the
fields of therelated file in the current record of the master file. When the
related field isin aportal, values from al related records are accessed.

Note Y ou do not need to placerelated fieldsin aportal unlessyou want
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to work with data from more than one related record.
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Match field for
the relationship

Related file
FE | Bomlon | Lonaoa ';—:—Both records in the

] | related file are accessed

Master file

When therelated field isn't in a portal, the value from the first related
record is accessed.

Match field for the relationship

Related file

Related fields notina — 1
portal—the first record in ST
the related file is accessed

Master file

Because data from arelated fileis displayed in—and not copied into—
the master file, you always see the datain 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 alookup or create arelational database dependson
how you plan to use the data from ancther file. Use the following
information to help you decide.

Use lookupstto:

Copy datafrom a different file (or the current file) and keep it as
copied. For example, use alookup to copy values from a Current
Pricefield to aPricefield in an invoicefile. Evenif the pricein the
origina file changes, the value in the invoice file stays the same.

Maintain afilethat already containslookups, when you don’t want to
change the files to arelational database.

Use arelational database to:

See and work with datain its most up-to-date state. Thisisimportant
when you need current data, like valuesin aDays Past Duefield from
arelated 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 valuesin smaller files. You
can then work with the datain many ways. Y ou make any changesto
datain only one place, which promotes data accuracy.

Save disk space, because datais stored in only one place.

Note A complex set of lookups or acomplex relational database may
require an administrator who understands the design and how to
maintainit. The administrator might also train othersto 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

Match field

Whenever you want to use datafrom another file—either for alookup or
in arelational database—you must first define arelationship 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

Master file Related file

After you define arelationship, you can choose its name from the
relationship pop-up menu as you work in the master file. The
relationship pop-up menuisin all dialog boxes where you can select
field namesinrelated files. Thefollowing example showsthe dial og box
used to export FileMaker Pro data.

Relationship pop-up menu ——
with the Customers
relationship selected

Choose fields in the ——
related file

h Enperi Fild Oroer § 1
S - =] Flaki B ,7 — List of fields to export
Tarme 1 ] [ Tatioar T Field from the current file
iy B o e, | Fields from a related file
Al il 1
i T |
w—E | [Clear i |
. | Fimpe =]
: IHBIIF Al |

B Dt Formuad muigsi HL

(i Parragl mdgarl wymg cwreend Ly md L&l il |
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Once a connection is established between two files, you then have
access to datain the related file in any of the following ways:

Definealookup, to copy datafrom onerelated record for each record
inthe master file (establishing a one-to-one correspondence between
datain the master file and datain the related file).

Place one or more related fields in alayout of the master file, to
display datafrom onerelated record for each record in the master file.
This establishes a one-to-one correspondence between datain the
master file and datain the related file.

Add aportal in alayout of the master file, and then place one or more
related fieldsin the portal to display datafrom more than one related
records for each record in the master file. This establishes a one-to-
many correspondence between data in the master file and datain the
related file.

K eep these pointsin mind:

To definearelationship for alookup, see Defining arelationship for
alookup” on page 10-13. To define arelationship for arelational
database, see “ Defining relationships for arelational 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 relationshipsto arelated file. The related file of one
relationship can be amaster file for a different relationship.

Y ou can define many relationships between the same two files. For
example, the relationships can specify different match fields.

The match fields for arelationship can have different names; what
determines that the relationship is established is that the fields have
matching values. Be surethefieldsarethe sametype and areindexed,;
otherwise, the relationship might not find the records you expect.

Y ou can define a relationship from one file to the same file (a self-
join.) For example, use aself-join in aportal to display a subset of
datain the current file, like all the employees of each manager.

If the master fileis 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, choose Define
from the File menu, and then choose Fields.

. Inthe Define Fields dialog box, double-click the lookup destination

field (the field to copy datato). Or create afield, and then double-
click it.

3. Inthe Entry Options dialog box, select Looked-up value.
4. Inthe Lookup dialog box, choose the relationship to use from the

relationship pop-up menu.

Or define arelationship by choosing Define Relationships from the
pop-up menu. See “Defining arelationship for alookup” in the
following section.

. Inthelist of field names, select the lookup source field (the field to

copy datafrom).

. Select options for the lookup.

To Do this

Determinewhat to do when valuesin 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) datain the Select Don't copy contents if empty. (Deselect this
lookup source field from being option to alow empty datato be copied.)
copied to thelookup destination field
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7. Click OK, click OK again, and then click Done.

Keep these pointsin mind:
= Be sure the lookup source field and lookup destination field are the
same field type; otherwise, you might get unexpected results.

= To change alookup, inthe Entry Options dialog box, be sure Looked-
up value is selected, click Specify, and then make your changes. To
stop using alookup, deselect Looked-up value in the Entry Options
dialog box.

= When datain the related file changes and you want the master fileto
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



Using data from related files 10-13

Defining a relationship for a lookup
1. Inthe Define Relationships dialog box, click New.
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2. In the Open dialog box, double-click the name of the related file.

3. Inthe Edit Relationship dialog box, for Relationship Name, you can
type a unique name for the relationship (otherwise, FileMaker Pro
uses the name of the related file).

Don'tinclude colons(:) inthe name. FileMaker Pro ignores spaces at
the end of the name.

4. Select amatch field in the master file and a match field in the

related file.
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5. Click OK, and then click Done.
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K eep these pointsin mind:

= You can define arelationship for alookup when you define the
lookup. See the previous section.

= To change arelationship, 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 datain the match field of the related file or in the lookup
sourcefield, FileMaker Pro doesn’t automatically update the datain the
lookup destination field. To update the data, you need to look it up again.

Important Y ou can’t undo your actions when you update lookup values.

1. Inthe master file, locate the records that contain the values to update.

If necessary, find or omit recordsfirst. (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 choose Relookup
from the Mode menu.

3. When you see an aert message, click OK.

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

Therest 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 agood ideato plan a database on paper first. Follow these genera
stepsto plan arelational 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?

_"Hmﬁ-:-—bﬁ#?
* Duteliase iley 7
| » Faolds ?

Y —

L, Pt

2. Determine the database files and the data they will include.

When you understand what you want the database to accomplish,
you'reready to list al the databasefilesit will include. For example,
for atravel agency, you might want agroup of filesthat holds all the
information about your clients, the trips your company offers, and
accounting data.

Asyou design thefiles, think about the fields you want to include and
which fields will contain common data.
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Keep each filesimple. For example, aRoutefile might havefieldsfor
aroute identification number, the departure city, and the destination
city. A Tripfilemight havefieldsfor atrip identification number and
trip name. Y ou can combine datafrom the Routefilein records of the

Tripfile.
ClientID
Stheet N
Client file
City
Postal Code
Taip iD
/\.’\’/W'\_/\/\,
Rowde D Toin [D
Taip Naone
Osigin Rowte ID
Ovic
Destinati Destinad
/\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 thefile. Thisfieldis
amatch field. Often thisfield contains a value unique to each record.
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For example, in aClient file you might want to assign each client a
unique, identifying number. Y ou wouldn’t enter a client number into
thefile unlessyou had anew client to add, so the existence of aclient
number determines the existence of arecord.

fﬁm-‘# } |
-Mm“"" ' Clientfile
ity
Pl oty
wwﬂ\,ﬁg
—— e - T ; l.hﬂ“
Oryim By
e T o S SR N P
Route file Trip file

4. For eachfile, decide which fields will store data and which ones will
use data from other files.

Thefields in each database file all store a single occurrence of the
subject of the database file. For example, the fieldsin 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 thefile' s subject, you can see where it makes senseto store
the data and where to use stored data from a different file. For
example, you might want to usetrip information in a Client file (to
see which clients took which trips), so you could use the Trip fields
in the Client file.
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Route file Trip file

5. Determine the relationships between the files.

Each database fileisrelated in some way to al the other database
files. What defines a relationship between filesisthat their fields
contain common data. Between match fields that have common data,
draw aline from one file to another.
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Determining relationships between database files lets you see where
you can use data stored in one file in another file. Establishing these
rel ationshi ps promotes consi stent dataentry and retrieval and reduces

the existence of duplicate data among the database files.

. Consider who will use the database and whether you want to restrict
access to somefiles 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 genera
stepsto 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 onein each record in the master file, add related
fields directly in the layout or in a portal in the layout.
= For arelated 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.

Y ou add related fields and portalsin 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 alayout or inside a portal.

= Placerdated fieldsdirectly in the layout to display datafrom the first
related record in therelated file, even when the match field in therelated
file containsmore than one occurrence of the samevdue. (A related field
directly in alayout establishes a one-to-one correspondence between
datain the magter file and datain therelated file.)

= Placerelated fieldsin aportal in the layout to display datafrom all
found related recordsin therelated file. (A portal establishes aone-
to-many correspondence between datain the master file and datain
the related file.)
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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, choose Define
from the File menu, and then choose Relationships.

2. In the Define Relationships dialog box, click New.
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3. Inthe Open dialog box, double-click the name of the related file.

4. Inthe Edit Relationship dialog box, for Relationship Name, you can
type a unique name for the relationship (otherwise, FileMaker Pro
uses the name of the related file).

Don'tinclude colons ;) inthe name. FileMaker Pro ignores spaces at

the end of the name.

related file.

. Select amatch field in the master file and amatch field in the
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6. Select options for the relationship.

To do this while browsing
records in the master file Select

Whenyou deletearecord inthemaster When 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 recordsmay not bevisibleonthe
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 displaying  Sort 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 click Done.

Keep these pointsin mind:
= A match can be defined only on fields that can have an index.

= You can define arelationship when you add arelated field or create
aportal in alayout. See the following sections.

= To change arelationship, 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 porta 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

Drag the pointer to
draw the portal

2. Click in the layout where you want the portal to start and drag the
pointer diagonally until the portal is the size you want.

3. Inthe Portal Setup dialog box, choosetherelationship to use fromthe
Show records from pop-up menu.

Or define arelationship by choosing Define Relationships from the
Show records from pop-up menu. See “Defining relationships for a
relational database” on page 10-21.
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4. Select options for the portal, and then click OK.

To Select

Deleterecordsintherelated fileby selecting Allow deletion of portal records
aportal row in Browse mode, and then
choosing Delete Record from the Mode menu

Specify the number of rowstodisplay in ~ For Show <value> rows, type a number
the portal

Display ascroll bar on the right side of Show vertical scroll bar
the portal

Display abackground color and pattern for ~ Alternate background with, and then choose a
every other row of the portal fill color and pattern from the palettes

lunsnrs g
Invaice |
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—— First portal row

— Portal

Relationship for the portal

5. Place related fields in the portal (see the next section).

Keep these pointsin mind:

= You can display objects other thanfieldsinaportal. Anobjectisina
portal if its upper-left corner isinside the portal. An object placed in
thefirst row of aportal is displayed once for each related record.

= A portal can’t contain another portal. If you place aportal inaportal,
they overlap.

= You can place aportal in any layout part. See “Working with layout
parts’ on page 3-24.
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= To number rowsin aportal, use Paste 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 alayout or
inaportal.

Important Before you begin, determine whereto placerelated fields (see
“Deciding where to place related fields’ on page 10-20). If you're
placing related fieldsin a portal, create the portal first (see” Creating a
portal to hold related fields’ on page 10-23).

1. In Layout modein the master file, hold down the Field tool and drag
the new field onto the layout or in the first row of a portal.
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2. In the Specify Field dialog box, choose arelationship from the
relationship pop-up menu.

Y ou can define arelationship by choosing Define Relationships from
the pop-up menu. See “ Defining relationships for arelationa
database” on page 10-21.
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3. Double-click the name of arelated field.

Specify Field

—— Choose the relationship to
LT use, or define a new one

Fields in the related file (based on
the current relationship)

[l treate field Inhel

Note To prevent usersfrom changing datain arelated 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 portal s are layout objectsthat 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 arelated field Click thefield.

Select aportal Click the portal areaoutside any fields.

Change the tab order of See “ Setting the tab order for data entry” on page 3-69.
related fields

Move or delete thefield label of Select the label, and then move or deleteit.

arelated field

Moverelated fieldsor portals ~ See“Moving objects’ on page 3-44. To moverelated fields
with aportal, select the fields and the portal .
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To Do this in Layout mode

Deleterelated fields or portals  In Layout mode, select the field or portal, and then press
from alayout 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 thefill color or pattern, See “Changing lines, colors, and patterns’ on page 3-51.
pen color or pattern, or linewidth

of arelated field or portal

Change the color or pattern of ~ Double-click the portal. In the Portal Setup dialog box,

alternating rows in a portal select Alternate background with, and then choose afill color
and pattern from the palettes. Click OK.

Resize related fields or See“Resizing objects’ on page 3-50. Resizing thefirst row

portal rows of aportal resizesall rows.

Change the number of rows Double-click theportal. In the Portal Setup dial og box, type
displayed in a portal anew value for Show <value>rows. Click OK.

Show or hide aportal scroll bar  Double-click the portal. In the Portal Setup dialog box,
select Show 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 fieldsin alayout” on page 3-55. The
related field in the current layout changes only affect the appearance on the current layout.

Sliderelated fieldsand portalsto  See “Removing spaces at the end of fields and parts’ on
remove blank space between page 6-5. Objectsinaportal don’t lide or shrink, but when
layout objects aportal 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 arelated field into another file, FileMaker Pro

looks for a matching related field name in the new file. If
thematching name exists, FileMaker Pro pastesthefieldin
thelayout with that same name. Otherwise, atemplatefield
(afield with no association to any field in the databasefile)
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 namein
the new file.
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Choosing a different relationship for a portal
1. In Layout mode, double-click the portal.

2. Inthe Portal Setup dialog box, choose arelationship from the pop-up
menu, and then click OK.

If you changetherelationship after adding related fiel dsto the portal, the
fields don’t change, but FileMaker Pro matches records based on the
new relationship. Removethefieldsfrom the portal, and then add rel ated
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 arelationship, all recordsinvolved in that
relationship are affected by your changes.

1. Choose Define from the File menu, and then choose Relationships.
2. Inthe Define Relationshipsdialog box, select arelationship, and then

select an option.

To Click

Delete the relationship Delete, and then click Delete 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 changesin the Edit Relationship
dialog box, click OK, and then click Done.

To Do this

Rename arelationship For Relationship Name, type a new name.
Change options for arelationship  Select or deselect options.

Choose a different related file Click Specify File. In the Open File dialog box,
double-click the name of arelated file. Then, in the
Edit Relationship dialog box, select thematch fields
you want.
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To

Do this

Change match fields

Select anew 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, chang

ing

Working with related files and fields
The following sections explain how to work with datain related files

and fields.

Working with related files

To do this with
related files

Keep these points in mind

Work with passwords
and access privileges

Y ou must have the appropriate access privileges to arelated file or
field. For example, to add datato arelated 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 datain related fields just as you do with dataand
text in the master file. (See “ Checking your spelling” on page 1-13.)

Copy data

When no fields and no recordsin a portal are selected, Copy copies
datain the master record and in all recordsin portals. When arecord
inaportal isselected, Copy copiesthe datain therecord 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 datais defined in the related file.
(See “Changing field definitions’ on page 2-25.)

Change field formats

Change the way datais 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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related fields
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Keep these points in mind

Define acalculation formula
in the master file that refers
to arelated field

In the Specify Calculation dialog box, choose a relationship
from the relationship pop-up menu. Then select arelated field.
(See “Understanding formulas’ on page 2-13.)

Referencesto rel ated fields can becomeinvalid when you create
or delete afield, change the field type or number of repetitions,
or haveamissing field definition or mismatched field types (for
example, when afieldisdeletedin therelated file). When afield
referenceisinvalid, FileMaker Pro aertsyou.

Set the order for related
fields (for columnar reports,
exporting, and so on)

Y ou can place arelated field anywhere in the field order—
before, after, or between fields in the master file.

In the Specify Field Order dialog box, choose a relationship
from the relationship pop-up menu. Then select related fields
inthefield list, in the order you want.

Insert amergefield from a
related file

In the Specify Field dialog box, choose arel ationship from the
relationship pop-up menu. Then select arelated field. (See
“Adding merge fields” on page 3-58.)

Summarize datathat’sin a
portal

Make the field a calculation field, and then define aformula
that includes an aggregate function. For example, for afield
that calculates the total of valuesin the related field Price
(whichisin aportal and uses the relationship Line Items),
definethe formula: Sun{Li ne Itens:: Price) for the
Total field. (See “Functions’ on page 2-20 and “Aggregate
functions” on page C-6.)

Define a script step to work
with related fields

In the Specify Field dialog box for the step, choose a
relationship from the relationship pop-up menu. Then select a
related field.

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
(in Browse mode)

= To duplicate a master record (and display related data), be

sure no recordsin a portal are selected, and then choose
Duplicate from the Edit menu. (See “Adding and duplicating
records’ on page 4-3.)

To duplicate arelated record that’s in aportal, select the
record, and then choose Duplicate from the Edit menu. The
Allow creation of related records option must be selected for the
portal relationship.
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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 arelatedfile. (See“ Importing datainto FileMaker Pro”
on page 8-4.)

= Toexport 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 seein
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 printsonly the records displayed in the portal
when the portal isn't scrolled.

Work with recordsin 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 arelated field, FileMaker Pro
prevents other users from changing the associated related
record and master record.

m Other users can access the record after you select afieldina
different record, select a different record in the same file, or
|eave the master record.

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

» related records

Creating related records

Y ou can add records to the related file as you enter datain arecord in
the master file.

To add related records from the master file, the Allow creation of related
records option must be selected for the relationship. (See “ Defining
relationshipsfor arelational database” on page 10-21.) When thisoption
is selected, typing in arelated field that has no corresponding related
record createsarelated record based on the match field in the master file.
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To Do this
Create arecord in the master file In Browse mode, choose New Record from the
Mode menu.
Add arecord in arelated file = |f therelated field isin aportal, type datainto the

fieldinthelast row of the portal, and then press Tab.

= [ftherelated fieldisn’tinaportal, type datainto the
field, and then press Tab.

Note If arelated fileislocked or write-protected, or the user doesn’t
have access privilegesto 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 arelated file when one or both of the options for deleting records
are selected.

Important Y ou can’t undo deleting data or records. Before deleting,
consider making a backup copy of your files.

To deleterecords, in Browse mode, choose Delete Record from the Mode
menu. (See“ Deleting records’ on page 4-29.) FileMaker Pro deletes
information based on the following:

= When aportal row is selected (by clicking inside the row but outside
any fieldsin the row) and Allow deletion of portal records is selected in
the Portal Setup dialog box, FileMaker Pro del etes 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 record. If When deleting records in this file, also delete
related records is selected in the Edit Relationship dialog box, all
related records are a so 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 aso 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 canincluderelated fieldsin find criteriawhen you find recordsin 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
displaysal recordsrelated to the found set of recordsin the master file,
not just related records that satisfy the find criteria. For example,
suppose you search for records whose Item field (which isin a portal)
contains Computer. The found set includes all recordsin the master file
that contain Computer in any row of the portal.
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Records in master file

Y ou 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.)

Y ou can sort on related fields when you sort records in the master file.
When you sort on arelated field, the value from the first related record
FileMaker Profindsintherelated databaseis used for sorting unlessyou
specify otherwise. (See “ Sorting related records’ below.)
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1. Inthe Sort Records dialog box, choose a relationship from the
relationship pop-up menu.

2. Select related fieldsin the order you want them sorted, and then
click Sort.

Note You can place arelated field anywhere in the field order—before,
after, or between fieldsin the master file.

Sorting related records

Y ou can sort related records before displaying their valuesin 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 ahighest value, alowest value, or
avalue sorted using a custom order based on avaluelist.

Sorting related recordsis especially useful if you are using a portal to
display multiple related records. Y ou can use thisfeature to have related
records appear in the portal in the sorted order you specify.

1. Choose Define from the File menu, and then choose Relationships.
2. Select the relationship you want to work with.

3. Click Edit.

4. Inthe Edit Relationship dialog box, select Sort related records.

5

. In the Specify Sort dialog box, define how you want fieldsin 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 named
EveryWhere Travel.



Example step 1: Plan the system

In addition to booking cruises, EveryWhere Travel sells souvenirs, like
shirts and ship photographs. The company followed the procedurein

“Planning arelational database” on page 10-15 to design the following
database files for tracking and billing the souvenir sales.
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= A Customersfile stores information for each customer, including a
unigueidentification number. When anew customer callsto placean
order, an agent creates arecord in the Customersfile.
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= A Productsfile stores information about available products.
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One record per product
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= A Lineltemsfile stores the order number, product identification
number, price, and quantity of each item in every invoice. For every
lineitem in the Invoice, there’'s onerecord in the Line Itemsfile.
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= Anlnvoicesfileisused for order entry and hilling. When a customer
places an order, an agent enters a customer identification number to
display the customer’ sname and address. The agent entersdatain the
Product ID field for each item ordered. FileMaker Pro enters datain

the Invoice Number and the Order Date fields.
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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 atelephone number and first name.

Y ou 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 anew customer calls. The button performs a script
that switches to the Customersfile, pauses for the agent to enter
information, and then switches back to the Invoicesfile.

Usethe Line Items file to create reports, like how many items were
sold in February.

In the Productsfile, include fields for product information, like
weight, color, and so on.

Create a Vendors file with information about companies that supply
products. Define aVendor ID field in the Products file, and then
define arelationship 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
thefields. (See “Defining database fields’ on page 2-3.) Create thefiles
that contain lookup source fields first.

1.

Define these fields in the Customersfile;

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. Definethesefidldsin the Line Itemsfile:
Field name Field type
Invoice ID Number
Product ID Text
Qty Number

4. Define these fieldsin the Invoicesfile:
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 definethefields, define the rel ationships from the master files.

Relationship Select these options

Master file  Related file name Match fields for the relationship
Lineltems Products Products Product 1D

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 rel ationships are defined, you can create the lookup
and calculations.

1. Definethesefieldsin the Line Itemsfile:

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 thecaculationUnit Price * Qy. Usefields
from the current file (not the Products relationship).

Product Name Calculation Usetherelated field Product s: : Product Narne. For
Calculation result is, choose Text.h

2. Definethe Total field in the Invoicesfile.

TheTotal field isan unstored cal culation that adds the extended price
of al lineitems. Use the Line Items relationship to define Total as:

Sun(Line Itens:: 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 Customersfile
directly in the layout: First Name, Last
Name, Address, City, and State.

= |nthe Portal Setup dialog box, choose the
Line Items relationship and Allow deletion of
portal records. Place these fields from the
Line ltemsfilein the first row of the portal:
Product 1D, Product Name, Unit Price, Qty,
and Extended Price.

Customers  Data Entry Standard layout
Mailing labels Labels layout

Lineltems 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 datain the Products and Customers files, and then test your
database by creating recordsin the Invoicesfile. (See“Adding datato 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. Y our file can be viewed,
edited, sorted, and searched by anyone who has Web browser software
and access to the Internet. Y ou can a so 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
communi cate using common software standards. The World Wide Web
is part of the Internet.

In the most basic sense, the World Wide Web isavery large collection
of documents, or pages, stored on computers around the world called
World Wide Web servers. Each computer connecting to the Internet has
aunigque address, caled an IP (Internet protocol) address. Web pages
travel from one |P 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

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 Publishing lets you publish your database on the Web
quickly and easily. Y ou do not need to change your database, use any
additional software, or design Web pages. Y ou 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.
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Custom Web Publishing allows you to customize the appearance of your
FileMaker Pro data on the Web. Y ou need to create format files, which
are Hypertext Markup Language (HTML) pages that contain Claris
Dynamic Markup Language (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 isstrongly
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
datato, 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 moreinformation about these
HTTP commands, refer to an HTTP reference.

The Web Companion also acts as a Common Gateway | nterface (CGI)
application, by handling the interaction between FileMaker Pro and
Web browser software.

Note Y ou can also publish databases using other common gateway
interface (CGlI) 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
useyour fileispotentially large: the only requirements are Web browser
software and accessto the Internet (or an intranet). Y our fileisavailable
to anyone, using virtually any kind of computer, virtually anywhere in
the world. Y ou can, however, limit access using passwords.

Y ou can aso publish your database on the Web so that you can accessit
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 adatabase, 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 surethat the Web Companion plug-inisenabledin Application
Preferences.

3. Make sure that Instant Web Publishing is enabled in the Web
Companion Configuration dialog box.
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. (Optional) Change the default configuration of the Web Companion

in the Web Companion Configuration dialog box.

. (Optional) If you have created a custom home page, move it to the

Web folder and specify it as your FileMaker Pro home pagein the
Web Companion Configuration dialog box.

. Open the database in FileMaker Pro 4.0.
. Enable Web Companion Sharing in the File Sharing dialog box.

8. (Optional) Choose the layouts that specify which fields will appear

9.

in Table View, Form View, and Search View, and select sort options.
Give your users information about accessing your database.

These steps are described in detail in the rest of this chapter.

Custom Web Publishing

1.
2.

7.
8.
9.

Create a database, or select an existing database to publish.

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.

. Movethe HTML pages and format files to the Web folder, in the

FileMaker Pro 4.0 folder.

. Make surethat the Web Companion plug-inisenabled in Application

Preferences.

. (Optional) Disable Instant Web Publishing in the Web Companion

Configuration dialog box.

. Choose the home page and change any other settingsin the Web

Companion Configuration dialog box.

Open the database in FileMaker Pro 4.0.

Enable Web Companion Sharing in the File Sharing dialog box.
Give your users information about accessing your database.

For step-by-stepinstructions on Custom Web Publishing, seethe 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
To publish afile on the Web you need:
= aFileMaker Pro database

= aMac OS-based computer, or an Intel-compatible 486/33 or higher
personal computer, with accessto 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

Internet access

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 I nternet access, you can publish a database on the
Web—nbut your database is only available while your machineis
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 availableto 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 areusing FileMaker Pro Instant Web Publishing, you can publish
all thefieldsin your database, or you can designate layouts for use with
the Web Companion that don’t show all fields. If you designate alayout,
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, astext 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 FileM aker Pro access
privilegesto 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 isinside the FileM aker Pro 4.0 folder.

Security considerations before you publish a database

There are someimportant security considerationsto keep in mind before
sharing a FileMaker Pro 4.0 database on the Web:

= |f you have chosen alayout with related fieldsin 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 thisin 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 inthelist 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 the Export records
access privilege, including FileMaker Pro guests, can then publish the
database on the Web by enabling FileMaker Pro Web Companionon his
or her computer. In this case, your database is protected over the Web
by any FileMaker Pro access privilegesyou 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

Select Web Companion

Once you have prepared your files for the Web, set up FileMaker Pro
Web Companion:;

1. Choose Preferences from the Edit menu, and then choose Application.
2. Choose Plug-Ins from the pop-up menu.
3. Select the Web Companion checkbox.

For information on configuring FileM aker Pro Web Companion, see
“Configuring FileMaker Pro Web Companion” on page 11-8. |n most
cases, you will not need to change the configuration default settings.
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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. Choose Sharing from the File menu.

Note If you see an alert informing you that your password does not
enabl e you to open the File Sharing dial og box, you must reopen thefile
using a password that provides the Export records access privilege.
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Select Web Companion - : 5

3. Select Web Companion in the Companion Sharing area.
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4. Click OK.

Note These settings apply only to the database that is currently open.
Y ou 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:

= |nstant Web Publishing is enabled

= abuilt-in HTML file for your home page is available
= Englishis 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. Choose Preferences from the Edit menu, and then choose Web
Companion.

Y ou 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.
Y ou see the Web Companion Configuration dialog box.
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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 sure Enable 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 moveit into
the top level of the Web folder in the FileMaker Pro 4.0 folder. Then
choose the home page file from the Home Page pop-up menu.
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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:

= alink that contains the | P address of your published FileMaker Pro
database

= adescription 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

Y ou can specify the language used in both the FileMaker Pro Instant
Web Publishing interface and in the Instant Web Publishing Help.
Choose alanguage from the Language pop-up menu.

Note Choosing alanguage affects the FileMaker Pro Instant Web
Publishing interface only. It has no effect on your data.

Creating a Web activity log

Y ou can have FileMaker Pro Web Companion keep alog of the activity
your database receives from Web users. This Web activity log is atext
file named Web.log, located in the same folder as the FileM aker Pro
application.

= For no activity log, or to stop keeping an activity log if one already
exists, select None.

= For an abbreviated activity log, select Brief.
= [For adetailed activity log, select Extended.

Remote password administration

Y ou can specify a password to control several remote administration
activities:
= remote administration of the Web Security databases

= remote uploading of filesto the Web folder and remote downloading
of database filesfrom the Web folder, in the FileMaker Pro 4.0 folder
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Y ou can specify whether you want to require a password before
allowing remote administration:

= Torequire apassword before allowing remote administration, select
Requires password.

= To allow remote administration without a password, select Requires
no password.

= To prevent remote administration, select Disabled.

Note When creating a password, use only the characters A through Z,
numerals, or a combination of the two. Do not include spacesin your
password. Thisminimizesthe 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 accessto 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 moreinformation, 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 FileM aker Pro databases. If port number 80 isalready
in use (for example, in running aWeb server), consider changing TCP/IP
Port to 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 pages, or views, of your database:
= aTableView, for working with several records at atime

= aForm View, for working with one record at atime

= asearch page, for finding information

= asort page, for sorting information (if enabled)

Setting options for Web display

Y ou can choosewhich fieldsdisplay in Table View, Form View, and the
Search page. Y ou can aso set options for the Sort page.

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, al fields are shown in each view, and sorting is
disabled.

To set options for each type of Web page:

1. Choose Preferences from the Edit menu, and then choose Web
Companion.

2. Choose an option from the pop-up menu for the type of page you
want to work with.
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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 bel ow the pop-up menu.
4. Click Done.

Note Selecting alayout 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 chosen All Fields (no layout) in the
pop-up menu. Instead, choose alayout which contains the related field
or fields you want to publish on the Web.

Warning If you choose alayout 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 thisin mind when choosing
layouts for use with published databases.

Setting sort options

Y ou can specify the order in which datais sorted, or you can allow users
to define how the records are sorted. Y ou 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.
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Do not sort records

If you do not want users to sort data in the Web browser, select Do not
sort records. This can help speed up access for those who are using your
database. Datais not sorted when it appears on the Web, and the Sort
button does not appear.

User defines sorting

If you want to let the user define how datais sorted, select User defines
sorting by specified fields in the browser. Y ou 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 auser sortsthe datain aparticular order, it does not affect the
record order for other users on the Web.

Predefine sorting by specified fields before downloading

If youwould like to automatically sort records before the user seesthem,
select Predefined sorting by specified fields before downloading to the
browser. Then specify the sort order. (You can include related fieldsin
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 the Sort button does not appear.

Y ou can choose either ascending or descending order. Y ou can also
choose to have data sorted by a custom order based on avauelist. 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 isavailable to Web users by clicking the question mark (?)
button on the Web page.

Table View

Table View isthe view the user sees when the database opens. It lists
multiple recordsin tabular form. Each record appears as arow, while
each field appears in a column.

Click to return to the database home page
Click for Help |
|

Table View in the browser

View a single record

M I

~ Record range icon: move —
slider to view a different range
of records

Change the size of the record
range by typing a range, then —
clicking the arrow

Click to see this record
in form view
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Sort records ——
Add a record ——

Find all records after a search ——
or creation of a new record
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Note These screens change to reflect features you have enabled or
disabled. For example, the New record button does not appear if auser is
not permitted to add records.

Form View

The Form View displays one record at atime, making it easy to see the
detail of each record. From thisview, Web users can edit information in

arecord.
Form Viewin he browser | oovo. QTN oo (2]a] @
] i FEa i
View a list of records — s
Book icon: view the previous record _ Dissbass: Pasdraces |
View the next record i il et
To see a record, type its number | === . B m
and click the arrow [ | i erio
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Edit this record —
Add a record —

Delete this record —
Sort records —

Find all records after a search —
or creation of a new record

|

Note These screens change to reflect features you have enabled or
disabled. For example, the New record button does not appear if auser is
not permitted to add records.



Searching in the browser

Click for search tips

Set new search criteria —— s et |

Choose a search operator

Publishing files on the Web  11-17

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.
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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
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i | - | | Aseniig |
I T
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

Y ou can control access to your database. This limits who can use your
file, aswell aswhat they can do. There aretwo types of database security
available using FileMaker Pro Web Companion:

= FileMaker Pro access privileges
= Web security databases

Important For alist of security considerations see “ Security
considerations before you publish a database” on page 11-6.

FileMaker Pro access privileges

If you have specified FileM aker Pro accessprivilegesfor 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
aFileMaker Pro network). The Web browser’ s password dial og box has
twofields: Name and Password. FileM aker Pro access privilege security
ignores anything entered in the Name field.

FileMaker Pro access privilegesare 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 requirethislevel
of security, use FileMaker Pro access privileges.

To use the FileMaker Pro Web Security database:

1. Be sure that Web Security Database is selected under Security in the
Web Companion Configuration dialog box. For moreinformation see
“Web security” on page 11-11.

2. Choose Open from the File menu.

3. Navigatetothe FileMaker Pro 4.0 folder, then open the Web Security
folder.

4. Open the Databases folder, and then double-click Web Security.
5. Select New Record from the Mode menu.
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6. For Database Name, typethe 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 in the Database

Password field.
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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.
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User permissions

To set user access privileges, type the user’s name in the User Name
field, and if desired, type apassword 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 datain records Edit

Deleting records Delete

Using scripts defined in the FileMaker Pro database Scripts

Field restrictions

To placefield restrictions on al users specified in this record, in Field
Name typethe name of thefield inthe 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 afield DontShow

Do not alow afield to be used for searching DontSearch

Do not alow afield to be edited ReadOnly

When afield 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 therecord to be edited unlessdatainthefield ExactUpdate
with the ExactUpdate restriction exactly matchesthevalue
that is stored in that field in the database

Do not allow the record to be deleted unless datain the ExactDelete
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 Publishing, ExactSearch,
ExactUpdate, and ExactDelete must be desel ected.
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K eep these pointsin mind:

Create a separate record for every database you want to assign Web
Security database access privileges.

You cantype Al 1 Users in the User Name field to create privileges
that apply to any Web user. These privilegesoverride morerestrictive
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,
numeral's, or acombination of the two. Do not include spacesin 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 enable Remote Administration.

See“ Configuring FileMaker Pro Web Companion” on page 11-8 for
more information.

. Open the Web Security database, located in the Databases folder in

the Web Security folder.

. Copy the Security folder from the Web Security folder to the Web

folder.

. Inyour Web browser, type the IP address for the computer wherethe

Web Security databaseis open, and/ Security/ defaul t. htm
For example, 12. 34. 56. 78/ Security/ defaul t. htm

. On the resulting Web page, for Database Name, type the name of the

database whose privileges you want to change and click OK.

Click the Add Database link to add a new database record to the Web
Security database.

. If you specified Requires password in the Web Companion

Configuration dialog box, you’ re prompted for a User Name and the
password. Type Adm ninthe User Name field, type the password, and
click OK.
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7. On the resulting Web page, make changes to the privileges asyou
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).
TheWeb browser must al so have the I nternet Protocol (1P) address (and
port number if it is other than 80, which is the default) of the machine
that hosts your database file. Y ou can supply this address for the user to
type directly in the Web browser software, or you can provide alink to
this IP address on a Web page you set up.

Example The IP address of the machine that hosts your databasefileis
similar to 12. 34. 56. 78. To see your data, the user launches Web
browser software and types this | P address.

| £y

BaTe: [12mamere —— Type IP address in browser window

If you have specified aport 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 |P address could be dynamically
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 |P addressis constantly changing.
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Once Web browser software is pointed to the | P 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 afilename opensthefile. 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
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Note Y ou can publish afile 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



Publishing files on the Web  11-25

Custom Web Publishing

Custom Web Publishing allowsyou to customi ze the appearance of your
FileMaker Pro data on the Web. To use Custom Web Publishing, you
must create format files, HTML pages that contain Claris Dynamic
Markup Language (CDML) tags. CDML is Claris Corporation’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 Assistant feature in Claris 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 severa 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:

= the Developer’s Guide, to get you started with Custom Web
Publishing

= aCDML Tag Index, which shows CDML tag syntax and provides
examples
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The Developer’s Guide in 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.

Y ou can start anew format file by:

using one of the templatesinthe CDML Tool (see“Using the CDML
templates’ in the Developer’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 filesin the Web folder (see “Working
with the sample solutions”)

customizing one of the template files in the Web Tools folder

Note The CDML Referencefocuses primarily onthe CDML syntax. For
information about working with HTML, see an HTML reference book.
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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 applicationsto help
you construct format files quickly and accurately.

Usethe CDML Tool to:

= start aformat file using basic templates that contain step-by-step
instructions (Templates tab)

= copy and paste CDML tagsto format files (Tags tab)

The CDML Tool links open FileMaker Pro databases with HTML
editing applications.
Follow these general stepsto create aformat 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.

. From the Templatestab of the CDML Tool, copy atemplate fromthe
Format File (Action) list.

. Paste the template text into ablank HTML editing document.

7. From the Tags tab of the CDML Tool, copy and paste additional
CDML tagsinto the appropriate location in the format file.

a b~ W N

[op)

Create one format file to handle each database activity.
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For moreinformation on the CDML Tool, seethe Developer’s Guidein
the CDML Reference database.
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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 commentsto assist you in creating format files.

Thefollowing sample Web solutions arelocated in the Web folder in the
FileMaker Pro 4.0 Folder:

= The Guest Book solution allows Web users to add recordsin the
Guest Book.fp3 database.

= The Shopping Cart solution allows Web usersto browse through and
purchase items from a catal og.

= 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 Profile. If afileis damaged, you can use the FileMaker Pro
recovery feature. FileMaker Pro attempts to repair and salvage as much
of theinformation in the file as possible, and then creates a recovered
file. You can open and use arecovered file just like any other
FileMaker Profile.

Important Before you begin, be sure you have enough disk space for the
recovered file. If thereisn’t enough space, the recovered file won't
be usable.

To recover adamaged file:
1. Be sure the damaged fileis closed.
2. Choose Recover from the File menu.

3. In the Open Damaged File dialog box, select the damaged file, and
then click Open.

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, for Name 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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K eep these pointsin mind:

= To ensure you always have afile that’s up to date, make frequent
backup copies of your files, and don’t write over the most recent
copies.

= |f afileis 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 adatabasefile, FileMaker Pro usesthe 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.
These system formats control how FileMaker Pro enters and indexes
datain these field types.

Theinternal default formats saved with afile may be different from the
system formats currently set on your computer when:

= you receive or share afile with different internal default formats

= you changed the system formats on your computer after creating or
cloning thefile

For example, afile created on aU.S. system has different formats from
afile 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 isaperiod (.))  (Decimal separator isacommav (,))

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
thefile, 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 datain aformat that’ s familiar to you.)

When you open afile with different internal default formats,
FileMaker Pro displays a message alerting you to the situation. To
use the current system formats, click Yes. To use the formats saved
with thefile, click No.

FileMaker fro
—

T Thiz dele and bme dormsis ssociaiod with

“Organisalinon™ are difieres] than the corrent
s il A llings. Uo o wiish To uke D
vysiem wellings for dele enkrg?

Asyou work with afile with different internal default formats, you
can use the current system formats by choosing Use System Formats
from the Format menu. Y ou see this command only when the current
filewas saved with internal default formats different from the current
system formats.

Keep these pointsin mind:

Y ou see the alert message only if the setting of Use System Formats
when thefileis closed is different from the setting when the file
was open.

To change the formats saved with afile, you must change the system
formats, and then clone thefile. Y ou can then change the system
formats to their original settings. (For information about cloning a
file, see “ Saving a copy of afile” 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 datain fields.
However, you must enter data precisely according to the system
format. For example, when date partsin asystem format arein order as
year, month, and day, separated by aperiod (.), you must enter datesin
that format, asin 98. 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

Y ou can have FileMaker Pro open afile using the current system
formats by including the Set Use System Formats script step in a startup
script. In the Script Definition dialog box, choose the Set Use System
Formats script step, and then select On to use the current system formats.
(To use the formats saved with the file, select Off.)

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 function is a predefined, named formulathat performs a specific
calculation and returns asingle, specific value. Y ou use functionswhen
you aredefining calculation fields. Y ou can use functions by themselves
or combine them with other functions or expressions.

Thisappendix summarizestheFileM aker Profunctionsby category. For
detailed information about functions, see FileMaker Pro Help.

Important In the United States, commas act aslist separatorsin
functions, formulas, and calculations. In other countries, semicolons
might be used aslist 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
formulasand how to define cal culations, asexplained 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 afew exceptions, all FileMaker Pro functions use the following
syntax:

Function name(parameter)

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, afield name, or another function.

O The beginning and end of the parameter
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Contents of Name

Formula walk-through

Here are some examples of functions:

This function Returns
Lengt h("John") 4 (the number of charactersin the text " John")
Round( Sal esTax, 2) The amount of sales tax rounded to two decimal places

Posi tion(Nane, "M", 1,1)  Theposition of thefirst occurrenceof " Mc" intheName
field

Some functions require two or more parameters, as in this example:
Posi ti on(Last Nane, "M", 1, 1)

Y ou can nest one function within another to perform more powerful
calculations on your data, asin this example:

Left (Nane, Position(Nane," ", 1, 1))

The result of afunction 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 isto the right of the first
spaceinthe Namefield. (Thisexample shows how Right returnsthe last
name of afield that contains afirst name and last name, when the value
doesn’'t include atitle like Dr. or middleinitials.)

- L7
e
o =
uf—
n."!n-.
=
o
=
L1

Indicate a space in
. o our calculation
H Fgl'lt | Marme, LI:‘-'I'";“'I rmmj = Fosfion (Mamea, A1 ]] )t/)y typing quote,

space, quote

10 - 3]

Right (Mame, 4)

—

LONG




Text functions

K eep these pointsin mind:
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= The following sections summarize FileMaker Pro functions. Vaues
in quotation marks ("") are text values. To include a spacein atext
expression, type a quote, then a space, then aquote (" "). 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 cal culation.

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

» functions, using

The parameter text can be atext expression (in quotes) or afield name.

Syntax

Definition

Exact (original text, comparison
text)

Exact (original container,
comparison container)

Compares original text and comparison text for exact
match, including case when comparing text. Returns"'1"
for amatch, "0" for no match.

Compares original container and comparison container
for exact match. Returns "1" for amatch, "0" for no
match.

L eft (text, number)

Returns the specified number of charactersin text,
counting from the left

LeftWords (text, number of
words)

Returns the specified number of wordsin text, counting
from the left

Length (text)

Returns number of charactersin text

Lower (text)

Convertstext to lowercase

Middle (text, start, size)

Returns charactersin text, counting from the position of
start, through the number of charactersin size

MiddleWords (text, starting
word, number of words)

Returns the middle words in text, beginning with the
number of the starting word and continuing through the
number of words

PatternCount (text, search string)

Returns the number of occurrences of search string in
text

Position (text, search string,
start, occurrence)

Returns the position of the specified occurrence of
search string in text, from start; otherwise returns 0.
Position is case insensitive.
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Number functions

Syntax

Definition

Proper (text)

Convertsthefirst letter in each word of text to uppercase
and the remainder to lowercase

Replace (text, start, size,
replacement text)

Replaces charactersin text with replacement text, from
the position of start and containing the number of
charactersin size

Right (text, number)

Returns the specified number of charactersin text,
counting from the right

RightWords (text, number of
words)

Returns the specified number of words in text, counting
from theright

Substitute (text, search string,
replace string)

In text, substitutes each occurrence of search string with
replace string. Substitute is case sensitive.

TextToDate (text) Convertstext to adate. Typetext in the format MM/DD/
YYYY.
TextToNum (text) Converts text to anumber

TextToTime (text)

Convertstext to atime. Type text in the format
HH:MM:SS, with or without seconds and AM or PM.

Trim (text) Returns text without leading and trailing spaces
Upper (text) Converts text to uppercase
WordCount (text) Returns the number of words in text

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

» text functions

Syntax Definition

Abs (number) Returns the absol ute value of number

Exp (number) Returns the value of e raised to the power of number
Int (number) Returns the integer (whole) portion of number

Mod (number, divisor)

Returns the remainder after number is divided by
divisor

NumToText (number)

Converts number to text

Random

For each record, returns arandom number between 0.0
and 1.0




Date functions

Syntax
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Definition

Round (number, precision)

Returns number rounded to the number of decimal
placesin precision. When precision is negative, all
digitsright of the decimal separator are dropped and
number is rounded to the nearest ten for aprecision
of —1, the nearest hundred for —2, and so on.

Sign (number) Returns —1 when number is negative; returns O when
number is zero; returns 1 when number is positive.
Sgrt (number) Returns the square root of number

Truncate (number, precision)

Returns number truncated to the number of decimal
placesin precision

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

» number functions

Syntax

Definition

Date (month, day, year)

Returnsthe calendar date of month, day, year (indigits),
from January 1, 0001, inthedatefield format you' ve set
in your computer system software. Year must be four
digits.

DateToText (date) Converts date to text

Day (date) Returns a number representing the day portion of date

DayName (date) Returns the weekday name of date

DayofWeek (date) Returns the weekday position of date, from Sunday (1)
through Saturday (7)

DayofY ear (date) Returns the number of days elapsed since January 1 of
the year in date

Month (date) Returns a number representing the month portion of
date

MonthName (date) Returns the month name based on the date provided

Today Returns the current date

WeekofY ear (date) Returns the number of weeks elapsed since January 1 of

the year in date, counting fractions of weeks as whole
weeks
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Time functions

Syntax

Definition

WeekofY earFiscal
(date, starting day)

Returns the number of weeks elapsed since the first
week of the year of date, using starting day (a number
from 1-7, where 1 is Sunday) as the first day of the
week. Thefirst week of the year isaweek that contains
four or more days of that year.

Year (date)

Returns a number representing the year portion of date

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

» date functions

Syntax Definition

Hour (time) Returns the hour portion of time
Minute (time) Returns the minutes portion of time
Seconds (time) Returns the seconds portion of time

Time (hours, minutes, seconds)

Returns hours, minutes, seconds (as digits) asatime, in
the current time field format

TimeToText (time)

Convertstime to text

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

» time functions

Aggregate functions

Syntax

Definition

Average (field)

Average (relationship::field)
Average (fieldl, field2,...)
Average (relationship::fieldl,
relationship::field2...)

Returns the average of nonblank valuesin asingle
repeating field (field) or (relationship::field)

Returns the average of nonblank valuesin each
corresponding repetition of one or more repeating or
non-repeating fields (fieldl, field2,...) or
(relationship::fieldl, relationship::field2...)

Count (field)

Count (relationship::field)
Count (fieldl, field2,...)
Count (relationship::fieldl,
relationship::field2...)

Returns the number of nonblank values in arepeating
field (field) or (relationship::field)

Returns the number of nonblank valuesin each
corresponding repetition of one or more repeating or
non-repeating fields (fieldl, field2,...) or
(relationship::fieldl, relationship::field2...)




Syntax

Summary of functions  C-7

Definition

Max (field)

Max (relationship::field)
Max (fieldd, field2,...)
Max (relationship::fieldl,
relationship::field2...)

Returns the highest nonblank value in arepeating field
(field) or (relationship::field)

Returns the highest nonblank value in each
corresponding repetition of one or more repeating or
non-repeating fields (fieldl, field2,...) or
(relationship::fieldl, relationship::field2...)

Min (field)

Min (relationship::field)
Min (fieldl, field2,...)
Min (relationship::fieldl,
relationship::field2...)

Returns the lowest nonblank value in arepeating field
(field) or (relationship::field)

Returns the lowest nonblank value in each
corresponding repetition of one or more repeating or
non-repeating fields (fieldl, field2,...) or
(relationship::fieldl, relationship::field2...)

StDev (field)
StDev (relationship::field)

StDev (fieldl, field2,...)
StDev (relationship::fieldl,
relationship::field2...)

Returns the standard deviation of the sample
represented by aseriesof nonblank valuesin arepeating
field (field) or (relationship::field)

Returns the standard deviation of the sample
represented by a series of nonblank valuesin each
corresponding repetition of one or more repeating or
non-repesating fields (fieldl, field2,...) or
(relationship::fieldl, relationship::field2...)

StDevP (field)
StDevP (relationship::field)

StDevP (fieldl, field2,...)
StDevP (relationship::field1,
relationship::field2...)

Returns the standard deviation of a population
represented by aseries of nonblank valuesin arepeating
field (field) or (relationship::field)

Returns the standard deviation of a population
represented by a series of nonblank valuesin each
corresponding repetition of one or more repeating or
non-repesating fields (fieldl, field2,...) or
(relationship::fieldl, relationship::field2...)

Sum (field)

Sum (relationship::field)
Sum (fieldl, field2,...)
Sum (relationship::fieldl,
relationship::field2...)

Returnsthe sum of nonblank valuesinasinglerepeating
field (field) or (relationship::field)

Returns the sum of nonblank valuesin each
corresponding repetition of one or more repeating or
non-repeating fields (fieldl, field2,...) or
(relationship::fieldl, relationship::field2...)

When you use aggregate functions, keep these pointsin mind:

= You can specify fields in the current database (field) or in arelated
database (relationship::field).

= |f you specify asingle parameter (field) or (relationship::field), it
must be either arelated field, or arepeating field. If you specify
multiple parameters (fieldl, field2,...) or (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 parametersfieldl, field2,... can include a numeric constant (for
example, 10). A constant in aformulafor arepeating field affectsthe
result for every repetition.

= Whenfieldl, field2,... includesanonrepeating field, that valueisused
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.

= |f you specify asingle parameter (field) or (relationship::field), the
result includes al nonblank valuesin all repetitions. When the
calculation is aso repeating, the result isreturned 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 resuilt.

= Valuesin repetitions that exceed the number of repetitionsin the
calculatedfield areignored. For example, acalculated field with three
repetitions holds only three results, even when onefield in the
calculation hasfive repetitions.

The following examples show how aggregate functions produce results
based on the number of parameters and whether the calculationsinvolve
repeating or nonrepeating fields.



Example 1
Single input parameter

Example 2
Single input parameter

Example 3
Multiple input parameters
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Repeating Field Sum(Repeating Field) Sum(Repeating Field)

I 10
2
3
4

Field Sum(Field) Sum(Field)

5

Field1 Field2 Field3 Sum(Fieldl, Field2, Field3)
1 [ 10 ] 4 15
2 2
3 3 6
4

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

GetSummary (summary field, Returns the value of summary field for the current
break field) range of records when records are sorted by break

field; otherwise, returns an empty result. Thisis
equivalent to calculating a subsummary.

Returns the value of summary field for the current
GetSummary (summary field, found set of records. Thisisequivalent to calculating
summary field) agrand summary.

A calculation using GetSummary is unstored.

When a database file is sorted, you can place asummary fieldin 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,
thefield you sort by is called a break field. FileMaker Pro calculates a
subtotal for each group of records with acommon value in the break
field, letting you “break out” that range from the rest of the database.
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1
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The GetSummary function has the effect of asummary fieldina
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 resultsin a GetSummary function.

Use GetSummary to:

= create subsummary or grand summary values without using
subsummary or grand summary parts on alayout—you can see the
resulting values in the body part

= perform mathematical calculations on a summary field

Thefollowing examples show theresult of the GetSummary function. In
thefirst example, thefileis sorted by the Department field first, and then
by the Last Name field. Department Subtotal is a calculation field:

Get Summar y( Tot al Nunber, Department)
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In the second example, thefileis sorted by the Last Namefield first, and
then by the Department field. Employee Subtotal is a calculation field:

Get Summar y( Tot al Nunber, Last Narre)

This column displays the
Employes Summary I Employee Subtotal field
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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 of non-repeating field to be
used in acalculation involving repeating fields.
(See the following example.)

GetRepetition (repeating field, number) Returnsthe contents of the repetition number of
repeating field

Last (repeating field) Returns the last valid, nonblank valuein
repeating field

This example shows how the Extend function ensures accurate results
when used in calculations involving nonrepeating fields.

Hem Tolsd Tax Aate  liem Tax
5 0 L 17 b AR Without Extend, a calculation
S 0 _—I | includes a nonrepeating value in the
LIS = result for only the first repetition of
(e ] - — [ the calculated field

| —

liam Tolsl - Tax Hale

Mem Todal Tax Rate  Hem Tax
| w00 [ o7 i." 5 |
10 118
e " 5708
= it Tl,:;HI « Extaingd {Tax Rasi

Using Extend, a calculation includes
a nonrepeating value in the result for
all repetitions of the calculated field

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

» repeating functions



Financial functions

Syntax

Summary of functions C-13

Definition

FV (payment, interest rate, periods)

Returns the future value of an investment based on
interest rate and payment for periods

NPV (payment, interest rate)

Returns net present value of a series of unequal
payments (in arepeating field) made at regular
intervals using afixed interest rate (in a number
field) per interval. (When payments contains equal
values, use the PV function.)

PMT (principal, interest rate, term)

Returns the payment needed to meet the
requirements of principal, interest rate, term

PV (payment, interest rate, periods)

Returns the present value of equa payments made
at regular periods, assuming afixed interest rate
per payment

K eep these pointsin mind:

= Termis expressed in months
= [nterest rateisavalue 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 equals number.

Cos (number)

Returns the cosine of the angle (in radians) of
number

Degrees (number)

Converts number from radians to degrees
(17180 radians)

Ln (number)

Returns the base-e (natural) logarithm of number

Log (number)

Returnsthe common | ogarithm (base 10) of number,
which isany positive value

Pl

Returns the value of pi (17), approximately 3.14159
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Logical functions

Syntax Definition

Radians (number) Converts degrees (17180 radians) in number to
radians. Parameters for trigonometric functions
must be in radians—use this function to convert
values from degrees to radians within aformula.

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 degrees (172
radians) or multiples are undefined (infinite).

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

» trigonometric functions

Syntax

Definition

Case (testl, resultl [, test2, result2,
default result]...)

Evaluates test1 to produce aresult. When testl is
true (anonzero value), returnsresultl; when test2 is
true, returnsresult 2, and so on. When no test istrue,
returns an empty (null) value, or the default result

you supply.

Choose (test, resultO [, resultl,
result?]...)

Evaluates test to produce an index number used to
choose aresult. When index is 0, returns resultO;
when index is 1, returnsresultl, and so on. When
there’ s no corresponding result, returns an empty
(null) result.

If (test, result one, result two)

Evaluates test to return atrue or false result. When
test istrue (1), returns result one; when test isfalse
(0), returns result two. Test must return either a
numeric or Boolean result. (See the example below.)

IsEmpty (field) Returns true (1) when field is empty (null);
otherwise returns false (0)
Isvalid (field) Returnsfalse (0) when field is missing from the file

or when field contains an invalid value; otherwise
returnstrue (1). For example, if afield in arelated
fileis deleted, references to that field in the master
fileareinvalid. See chapter 10, “Using datafrom
related files.”
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The following example shows how the If function returns a different
result based on atrue or false condition.

SYNTAX:

If (Test,ResultlfTrue, Resul t1fFal se)

BASIC EXAMPLE (Not Nested):
If(Si gnal ="G een", Co, St op)
When test is True When test is False

I f(Signal "Grem St op) I f(Signal "GrmW)

ADVANCED EXAMPLE (Nested If's):

If (Signal ="Geen", G, If(Signal="Yellow', Sl ow down, Stop))
When first test is True

If (Signal :"Gmo, I f(Signal ="Yell ow', Sl ow down, St op))
When first test is False

If (Signal ="Geen", G, I|If(Signal="Yellow', Sl ow down, Stop))
When second test is True

If (S gnal ="Geen", G, I|f(Signal="Yellow', Sl ow down, St op))
When second test is False

If (S gnal ="Geen", G, I|f(Signal="Yellow', Sl ow down, St op))

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

» logical functions
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Status functions

Y ou can use status functionsin ScriptMaker scripts to monitor the state
of your database. When creating a calculation using a status function,
choose Status functions from the pop-up menu above the function list,
then doubl e 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) Returnsthe 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 recordsin the current
found set

Status (CurrentGroup) Returns the group (or groups) that the current user
isamember 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 (CurrentL ayoutNumber)

Returns the number of the current layout

Status (CurrentM essageChoice)

Returns a number corresponding to the button
clicked in an aert message displayed using the
Show Message step in ascript. 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 O
for Browse mode, 1 for Find mode, or 2 for
Preview mode.
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Summary of functions C-17

Definition

Status (CurrentModifierK eys)

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)

ReturnsO for asingle user file, 1 for amultiuser file
and the computer isthe host, or 2 for amultiuser file
and the computer is a guest

Status (CurrentNetworkChoice)

Returns the name of the network protocol

Status (CurrentPageNumber) Returnsthe page number currently printing or being
previewed. When no page is printing or being
previewed, returns 0.

Status (CurrentPlatform) Returns anumber for the platform currently in use.
Returns 1 for Mac OS, 2 for Windows.

Status (CurrentPortal Row) 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 recordsin afile

Status (CurrentRecordI D)

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)

Returnsthe current repetition number (counting the
first repetition as 1) of the current repesating 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 apixel 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 screenthat containsthelargest percentage of the
FileMaker Pro window.

Status (CurrentScreenWidth)

Returnsthe number of pixelsdisplayed horizontally
on the screen on which the current file is open.
When the window spans more than one screen, uses
the screenthat containsthelargest 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 O 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 asingle 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
databasethat is currently open on your computer. For example, you could
determine the names of al 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

FieldRepetitions (database name, Returns the number of repetitions of a specified
layout name, field name) repeating field

FieldNames (database name, Returns the names of fields in the database and
layout name) layout you specify. Y ou can a'so type two quotes

("") in place of alayout name to return the names of
all fieldsin the specified database.

FieldBounds (database name, layout  Returns the location and size of a specified field
name, field name)

FieldStyle (database name, layout Returns how a specified field isformatted on a
name, field name) layout (for example, radio button), and whether a
valuelist is associated with the field

FieldType (database name, field Returns the field definition for a specified field
name)

LayoutNames (database name) Returns the names of layoutsin a specified
databasefile

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

RelationNames (database name) Returns the relationships defined in a specified
database file

ScriptNames (database name) Returns the scripts defined in a specified
database file

Valuel istltems (database name, Returns the values defined for a specified value list

value list name)

ValueListNames (database name) Returns the value lists defined in a specified
databasefile

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.

Y ou use specia syntax with external functions:
External ("function nane", paraneter)

wheref uncti on nane isin quotes and is the name of an external
function supported by an installed and configured plug-in. The
parameter is required, evenif itisonly 0.

Note Thefollowing functions are only availableif FileMaker Pro plug-
ins, such as the FileMaker Pro Web Companion, are installed on your
computer (seethe FileMaker Pro Installation and New Features Guide
for more information on Web Companion installation). If there are no
FileMaker Pro plug-insinstalled, or the onesinstalled do not support
external functions, you see only the generic external function definition
in the Specify Calculation dialog box:

External (nane, 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.claris.com) of aWeb user whose HTTP
request is currently being processed by
FileMaker Pro Web Companion. Returns the Web
user’s|Paddressif thedomain nameisnot available.

External ("Web-ClientIP", 0) Returns the | P (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 Returns the contents of the specified field or of the

name) text value encoded in HTML

External ("Web-ToHTML", text value)

External ("Web-ToHTTP", field name) Returnsthe 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 also Networks
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
Accessrights. See Access privileges
Accounts. See Access privileges
Actions. See Scripts
Adding
See also Defining
commentsto scripts 5-11
dictionary terms 1-18
fields 2-3
graphicsto layouts 3-54
layout parts 3-27
merge fields 3-58
objectsto layouts 3-29
records 4-4
related records 10-23
repeating fields 3-72
Script menu items 5-14, 5-16
scroll barsto 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 9-1t0 9-7
Associating files. See OLE objects;
Relational databases
Attaching files. See Relational
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 users. See Access
privileges
Auto Enter 2-6
on the Web 2-9
AutoGrid
described 3-40
reshaping objectsto 3-51
setting units 3-42
turning on/off 3-41
Automatic phonedialing 9-4
Automating tasks. See Scripts
Average for summary fields 2-23

B

Background color 3-51
Baloon Help XII, XVII
Baselines, field borders 3-73
BASIC format 8-3
Batteries, preferencesfor saving 9-4
Blank
layout 3-7
passwords 7-12
records, printing 6-1, 6-12
Blank spaces, closing up. See Sliding
objects
Body 3-25
Book icon
Browse mode 4-2, 4-18
Find mode 4-21
Layout mode 3-4
Preview mode 6-12
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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 viewsfor 11-12 to
11-18
starting 5-11
viewing databasesin 11-15to
11-18
Browsing records
access privileges 7-13
described 4-1
groups of 4-1
inalist 4-16
individualy 4-16
on Web 11-15t0 11-18
sorted 4-30

Built-in home page 11-6, 11-9, 11-23

hiding databaseson 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, radio. See Radio buttons

C

Cadlculation fields
See also Calculations; Formulas
changing 2-25

defining 2-20
described 2-5
formulas 2-13, 2-20
functions C-1
importing 8-4
movingto 4-3
stored results 2-20
unstored results 2-20

Calculations
See also Calculation 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 also Editing
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
vauelists 4-9
Character sets, cross-platform 8-2
Characters, deleting 4-5
Charts, with FileMaker Pro data 8-1
Checkboxes
Seealso Valuelists
choosing from 4-9
displaying field values 3-75
editing 4-9
tab order 3-70
Claris Dynamic Markup Language.
See CDML tags

ClarisHome Page 11-25
Clarislmpact
See also Exporting; Importing
fileformats 8-3
Clarisworks
See also Importing
fileformats 8-3
Clients. See Guests
Clones 1-11
Closing FileMaker Pro 1-13, 7-8
Closing files 1-11, 7-8
Coffeecupicon 7-6
Color
fill 3-51
palette 3-51
pen 3-51
text 3-88
Columnar report layout
See al so Extended 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
Commands. See Script steps
Comma-Separated Text format 8-3
Comments, in scripts 5-11
Comparison operators 2-17
Compressed copies of files 1-11
Confidential information. See Access
privileges
Connecting files. See OLE objects;
Relational databases
Constants 2-15
Container fields
See also Fields
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
Context menu 3-42
Converting files 1-11



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
valuelists 3-76
values 4-12
versus importing or exporting 8-2
Count for summary fields 2-23
Cover page for report 3-29
Creating. See Adding; Defining
Cross-platform
considerations 7-2
exporting 8-2
file sharing 7-1
importing 8-2
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. See Files; Master file
Custom
field values 3-76
labels 3-16
line spacing 3-88
order, sort by valuelist 4-30
Custom Web pages
CDML tags 11-25
ClarisHome Page Assistant 11-25

Custom Web Publishing

See also Instant Web Publishing,
Web Companion 11-1
described 11-2
Customer support XI

Customizing FileMaker Pro. See
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 files. See Files
Database locks. See Access privileges
Database system 1-1
Databases
Seealso Files; Relational databases
described 1-1
planning 2-1
publishing on Web 11-1
singlefile 1-6
Databases, relational. See Relational
databases
Date
See also Dates; Fields
fidlds 2-5
finding today’s 4-24
functions C-5
symboal, formatting 3-65
Datefields
See also Dates
described 2-5
formatting 3-64
typing valuesin 4-4
Dates
See also Date; Date fields
current
formatting 3-65
pasting into fields 4-11
entering data 4-4
finding 4-24

Index

invalid 4-20
typingin 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 also Adding
calculation fields 2-20
fields 2-3
globa 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
valuelists 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
valuelists 3-76

Delimiters. See File formats
Design functions C-18
Designing databases

1-3
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planning 2-1
relational 10-15
Detail databases. See Related files
Detail tables. See Related files
Dialing phone numbers
procedures 9-4
script steps 5-11
Dictionaries
See also Spelling
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. See Layouts
Document preferences 9-7

Documentation
overview XVII
using with Help XI
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. See Copying

E

Edit items 3-78
Editing
See also Changing
find requests 4-26

objects quickly 3-42
vauelists 4-9
Edition Fileformat 8-3
Edition Manager 8-3
Elements. See Objects
Email, sending 5-11
Embedded groups 3-47
Empty fields 4-20
Enabling plug-ins 9-7
Encryption. See Access privileges
Entering data
automatically 2-7
typing infields 4-4
Entry options
always selected 3-68
changing 2-25
tab order 3-69
Envelope layout
See also Layouts
described 3-18
headers 3-20
using 3-18
Error messages, displayingin
scripts 5-5
Errors, finding 4-19
Excel format 8-3
Exchanging files
See also Exporting; 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 information. See
Exchanging files
Exporting
See also Exchanging files
access privilegesfor 7-13
described 8-1, 8-9
dictionaries 1-18
field order 8-10
fileformats 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 also Layouts
described 3-9
printing 6-10
setting number of columns 3-20
External files. See Exchanging files;
Exporting
Externa functions C-19
Externa scripts 5-3

F

False. See also Boolean
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 referencesin formulas 2-16
Field rights. See Access privileges
Field types
changing 2-25
described 2-5
Field values
described 1-4
replacing 4-14
Fields
See also Calculation 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 previousrecord 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
diding 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
valuelists 3-75
values 1-4
Web display 11-12, 11-21
Fields functions. See Aggregate
functions
File formats
See also Files; Formats
BASIC 8-3
ClariswWorks 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
graphics 4-6
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. See File formats

FileMaker Pro
customer support X
fileformat 8-3
registration XI
FileMaker Pro Web Companion. See
Web Companion
FileMaker Pro Server 7-2, 7-4, 7-5
Files
See also Exchanging files; File
formats; Related files

Index -5

access privileges 7-9
ashost 7-3
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
ashost 7-3
overview 1-10
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
onWeb 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, external. See Exchanging files
Files, master. See Master file
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 also Finding
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defining 4-19

deleting 4-26

described 4-19

editing 4-25, 4-26

mixing find and omit 4-27

multiple 4-25

operatorsin 4-20

order of 4-27

repeating 4-25, 4-26

reverting 4-21

summary fieldsin 4-20
Finding

See also Find requests

al 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 11-12t0 11-18
viewing in browser 11-16
Format files
and Claris Home Page 11-25
CDML tags 11-25
Formats
See also File 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

Seealso Layouts
printing 6-1, 6-12

Formulas

See also Calculation 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
external C-19
financia C-13
logica 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 help. See Help
Global fields
See also Fields
defining 2-9
described 2-5, 2-9
examples 5-34
importing 8-4
shared files 7-6
Glossary
inHelp XIl
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
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showing valuelists 3-78
using Scriptswith 5-1
viewing browser pages 11-15to

examples 7-10
limiting access 7-9
master passwords 7-17

exporting to HTML table 8-3
HTTP commands 11-3
HyperText Markup Language. See

versus passwords 7-9 HTML 11-18
Guests International files. See System formats
closing files 7-8 Internet
opening files 7-4 e access 11-2, 11-5
performing tasks 7-6 :dentlfl.catlon fields 5-34 described 11-1
related files 10-32 mporting i i 11-
saving files 7-6, 7-8 See also ClarisWorks; Exchanging Intrze;]r;/tlclelp_)rlowder 5
sending messagesto 7-3 files; Exporting

Guides. See AutoGrid; Ruler lines,
T-sguare

H

Headers
described 3-25
Envelope layout 3-20
Labelslayout 3-15
printing 6-1
title 3-25
Help
for databases in browser 11-23
using XIV
Hiding objects
See also Showing/hiding
during printing 6-3, 6-9
Home page
directing Web usersto 11-23to
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

appending new records 8-4, 8-7
canceling 8-8

cross-platform considerations 8-2
dataorder 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

fileformats 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

record order 8-4

related records 10-32

repeating fields 8-7
requirements 8-4

shared files 8-2

sourcefiles 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 also 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

languagein interface 11-10

setting up pages 11-12to 11-18

IP address 11-1, 11-11, 11-23

J

Join expressions. See Relationships
Join fields. See Match fields

Joins. See Relationships
Justification. See Text, alignment

K

Key fields. See Match fields
Keywords. See Help

L

Labels
custom 3-16
dimensions 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 also Layouts
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 objects. See Objects

Layout parts
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adding 3-27

adding objectsto 3-29
body 3-25

changing 3-35, 3-36
deleting 3-36
described 3-24

field l[abels 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
titlefooter 3-25

title header 3-25

Layout pop-up menu 3-4, 3-23
Layout text. See Text

Layouts

See also Columnar 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 3-23
setting preferences 9-3, 9-8
Single-page form 3-7
Standard 3-7
switching 3-23
tools
described 3-4
locking 3-38, 9-3
viewing on the Web 3-3
Leading summaries 3-29
Leading. See Line spacing, custom
Leaving FileMaker Pro 1-13
Line spacing, custom 3-88
Lines 3-53
Links. See Linked objects;
Relationships
List separators C-1
Lists, pop-up. See Pop-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. See Scripts
MacWrite Pro datafile. See Merge
format
Mail merging. See Merge format
Mail, sending 5-11
Main database. See Master file
Main dictionary. See Dictionaries;
Spelling

Main forms. See Master records
Margins

aternating 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 table. See Master file
Match fields

See also Fields

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-up. See Pop-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. See Changing
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. See Relational
databases
Multiuser files 7-3

N

Naming
fields 2-3, 2-25
layouts 3-8, 3-10, 3-13
scripts 5-13

valuelists 3-75

Networks
See also Access 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 password 7-12
No. See also Boolean
expressions 3-62
Non-printing objects 6-9
NOT operator 2-18

Number fields
See also Fields
Boolean 3-62
described 2-5
entering data 4-4
finding 4-24
formatting 3-62
typing valuesin 4-4

Number functions C-4

@)

Objects
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
dliding
described 6-5

Index -9

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
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 help. See Help
Opening
files 1-10, 7-3
Help XII
URLs 5-11, 11-23
Operators
AND 2-18
comparison 2-17
in find requests 4-20
informulas 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
Oval tool 3-53

P

Page breaks
changing 3-32
columns 3-22, 3-33
defining 3-32
layout parts 3-32
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printing records 6-1
subsummaries 3-32
viewing
in Preview mode 6-11
on layouts 6-3
Page guides. See Margins
Page margins. See Margins
Page numbering, layout parts 3-32
Page orientation for printing 6-10,
6-12
Pages, Web
setting up 11-12to 11-18
viewing databasesin 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. See Layout parts
Passwords
access privileges 7-9, 7-13, 7-17
associating with groups 7-18
automatic 9-8
blank 7-12
case sengitivity 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
fromtheindex 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 scripts. See Scripts, pausing
Pen attributes 3-51

Performing scripts

described 5-2

onclosing 5-3,9-9

on opening 5-3, 5-33, 9-9

procedures 5-19
Permissions. See Access privileges
Phone numbers

dialing 9-4

script step for dialing 5-11
Picture/sound fields. See Container
fields; OLE objects
Pictures. See Graphics; 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
Pointersto files. See Relationships
Pop-up lists

Seealso Vauelists

choosing from 4-9

displaying field values 3-75, 3-77

editing 4-9
showing/hiding 4-9
Pop-up menus
Seealso Valuelists
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 also Relational 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 also Settings
adding fieldsto 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
genera 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
opening with default password 9-8
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 also Printing
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. See Preview mode
Printer, selecting 6-14
Printing
See also Previewing
access privilegesfor 7-13
blank records 6-1, 6-12
canceling 6-13
columns 3-22
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
Privileges. See Access privileges
Procedures. See Scripts
Protecting files. See Access privileges
Publish and Subscribe. See Edition
Manager
Publishing, databases on the
Web 11-1
overview 11-3

Pushbuttons. See Buttons

Q

QuickHelp application XII
QuickTime movies. See Movies
Quitting FileMaker Pro 1-13, 7-8
Quotation marksin searches 4-23
Quotes, smart 9-8

R

Radio buttons
See also Vauelists
choosing from 4-9
displaying field values 3-75
editing 4-9
tab order 3-70
Ranges, finding 4-20
Read/write password. See Access
privileges
Read-only password. See Access
privileges
Record locking 7-6

Recording
scripts 5-12
sounds 4-8
Records
access privileges 7-13
adding 4-4
appending 8-4
browsing
groupsof 4-1
inalist 4-16
individual 4-16
onWeb 11-15to 11-18
sorted records 4-30
copying 4-4,4-12
deleting
duplicates 4-20
onWeb 11-15t0 11-18
overview 4-29
described 1-2, 1-5
duplicating 4-4
exporting 8-9
finding
al 4-25
duplicates 5-34
on Web 11-15to0 11-18
overview 4-19

Index 1-11

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
on Web 11-13
overview 4-30
related records 10-36
Records, master. See Master records
Records, related. See Related records
Recovering files A-1
Rectangle tool 3-53
Registering FileMaker Pro XI
Related fields
See also Fields; Relational
databases
calculations 10-31
changing 10-27
deleting 10-28
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 also Files; Relational databases
access privileges 10-10, 10-19,
10-30
described 1-6, 10-2
planning 10-15
shared 10-32
Related records
See also Records; Relational
databases
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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 also Portals, 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 also Relational 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

on Web 11-10, 11-18 to 11-22
Removing. See Deleting
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

dliding 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 panels. See Portals
Repetitions. See Repeating fields
Replacing

field values 4-14

text 4-5
Reports

Seealso Layouts

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
Requests. See Find requests
Requirements

exporting 8-4

filesharing 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. See Access
privileges

Retrieving data from other files. See

Exchanging files
Reverting
find requests 4-21
records 4-4
Rights. See Access 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 datain 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 specifications. See Scripts,
Settings
Script steps

See also Scripts

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 also Scripts
examples 5-29
steps 5-4
using 5-1

Scripts

See also Script 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
conditiona 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
externa 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

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 requests. See Find requests
Searching. See Finding
Secondary files. See Relational
databases
Security, file. See Access 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

Index

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. See Relationships
Sending mail 5-11
Sending messages 5-11, 7-3
Separator linein valuelists 3-76
Seria numbers, modifying 4-14
Server. See Host; FileMaker Pro
Server
Settings
See also Preferences
adignment 3-49
tab order 3-69
Web Companion 11-7, 11-8
Shared files
See also Networks
access privileges 7-9
closing 7-8
coffee cupicon 7-6
described 7-1
double arrow icon 7-6
guests 7-2
host 7-2
onWeb 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

1-13

Sharing information. See Exchanging

files
Showing/hiding

See also Hiding 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
Singlefile databases 1-6
Single-page form layout 3-7
Size

palette
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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 also Sorting
changing 4-30
creating 4-30
in scripts 4-32
recordson Web 11-13
restoring original 4-31
summary fields 4-32
Sort page, Web
setting up 11-12to0 11-18
viewing in browser 11-18
Sorting
See also Sort 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 also Dictionaries
checking
asyou type 1-15

automatically 1-15
options 1-13, 1-14
setting preferences 9-9
Splitting repeating fields 8-14
Spreadsheets
See also Exporting; 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 functions. See Aggregate
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
Steps. See Script steps
Stopping
See also Closing
printing 6-13
scripts 5-19
Stored results 2-20
Strings, text. See Text, literal
Subforms. See Portals
Subscripts. See Scripts, 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
Subtotals. See Subsummaries;
Summary fields
Summaries. See Summary fields;
Summary parts

Summarizing datain related
fields 10-31
Summary fields
See also Fields; Formulas
Averagefor 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
optionsfor 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 also Formats
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
Tablerights. See Access privileges
Table View, Web
setting up 11-12to 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 network protocol 9-2
TCP/IPport 11-11, 11-23

Technical support. See Customer
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
Seealso Fields
adding 3-79, 3-80
adignment 3-88
attributes 3-60, 3-90, 8-4
ontheWeb 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
viewing on the Web 3-3
objects, described 3-79
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 valuesin fields 4-4
using drag and drop 9-2
Text fields. See Text
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 also Timefields
current 4-11
finding 4-24
formatting 3-65
functions C-6
invalid 4-20
Timefields
See also Fields; Time
described 2-5
entering data 4-5
international formats 4-5
typing valuesin 4-5
Title headers and footers
cover page 3-29
described 3-25
Today’s date, finding 4-24
Toolbars. See Tools
Tools
described 3-4
locking 3-38
switching between 3-38
text 3-81
tools palette
linetool 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. See Summaries
Trailing summaries 3-30
Transactions, Web 11-10
Trigger fields. See Match fields
Trigonometric functions C-13
True. See also Boolean
expressions 3-62
T-square
adjusting 3-41
described 3-40

Index 1-15

showing/hiding 3-41
Typing in fields 4-4

U

Unauthorized users. See Access
privileges

Ungrouping objects 3-47

Unstored results 2-20

Updating files. See Converting

Updating lookup values 10-14

Updating records. See Importing

URLS, opening 4-17,5-11, 11-23

User dictionaries. See Dictionaries

User names
current
pasting into fields 4-11
scripts 4-12
examples 5-33
setting 9-2
Using data from other files. See
Exchanging files

\Y

Validating fields 2-7

Valuelists
See also Checkboxes; 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
edit items 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
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lookups, updating 10-14
modifying 4-14
Values, field. See Field values
Vertical pitch, custom labels 3-16
View aslist
described 4-16
subsummaries 3-31
Views, Web
setting up 11-12to0 11-18
Views. See Layouts
Virtua results 2-20

w

Web
access 11-5
described 11-1
hosting databaseson 11-1
servers 11-3
Web browser. See browser, Web

Web Companion

See also Custom Web Publishing,

Instant Web Publishing
and tab order 3-69
and text formatting 3-61
CDML Reference 11-25
CDML Tool 11-27
configuring 11-8to 11-11
default settings 11-8
enabling 9-7
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
samplefiles 11-28
setting up 11-7t011-8
setting up layouts 11-5
Web security databases 11-11,
11-181to0 11-22
Wildcards in searches 4-23
Windows, setting size 9-9
WKSformat 8-3, 8-14
World Wide Web. See Web

X
XOR operator 2-18

Y

Yes. See also Boolean
expressions 3-62

YA

Zoom controls 3-4, 4-2



Quick Reference

Keyboard and mouse shortcuts

Working with layout objects

Align objects using the current settings

Align to grid off while resizing/moving an
object

Bring an object forward

Constrain a line to 45° increments

Constrain a rectangle to a square

Constrain an oval to a circle

Constrain movement to vertical or horizontal
Constrain resizing to vertical or horizontal
Display an object’s format

Drag the selected layout part past an object
Duplicate by dragging

Group objects

Lock an object

Move the selected object one pixel at a time
Redefine a field on a layout

Reorder the selected part

Re-orient the part labels

Reset the default format based on an object
Rotate an object

Select items partially contained in the marquee
Select objects by type

Send an object backward

Set Alignment dialog box

Show/Hide T-Squares

Square the object being resized

Toggle the selected tool with the Pointer tool
Ungroup objects

Unlock an object

Formatting text (Layout and Browse)

8-K
88-resize/ 38-drag

Shift-88-F
Option-drag
Option-drag
Option-drag
Shift-drag
Shift-resize
Option-double-click
Option-drag
Option-drag
8-G

88-H

Arrow keys
Double-click
Shift-drag
88-click
88-click
Option-8-R
88-drag
Option-88-A
Shift-8-J
Shift-88-K
8-T
Option-resize
Enter
Shift-3-G
Shift-88-H

Align text center
Align text left
Align text right

8-\
Shift-88-L, 8-
Shift-38-R, $-]

Formatting text (Layout and Browse)

Full text justification

Insert a tab character in text
Next point size down

Next point size up
Nonbreaking space

One point larger

One point smaller

Selecting text (Layout and Browse)

Shift-88-\
Option-Tab
Shift-88-<
Shift-8->
Option-Space bar
Shift-Option-38->
Shift-Option-88-<

Extend selection to end of line

Extend selection to end of text

Extend selection to next end of word
Extend selection to previous start of word
Extend selection to start of line
Extend selection to start of text

Move insertion point to end of line
Move insertion point to end of text
Move insertion point to next word
Move insertion point to previous word
Move insertion point to start of line
Move insertion point to start of text
Select a word

Select a line

Select a paragraph

Select entire contents of a text area

Editing

Shift-38-->
Shift-88-,
Shift-Option--->
Shift-Option- «-
Shift-36-«-
Shift-38-1
8->

®-J

Option---»
Option-<«-
98-~

&1
Double-click
Triple-click
Four clicks

Five clicks or 38-A

Copy the found set (Browse)

Delete record, layout, or request

Delete selection/next character

Delete selection/previous character
Duplicate record, layout object, or request
New record, layout, or request

Next field (Browse and Find)

Option-88-C
®8-E

Del

Delete

88-D

$8-N

Tab



Next record, layout, or request 88-Tab

Paste a merge field (Layout) &8-M

Paste from the index (Browse and Find) 8-

Paste from the last record (Browse and Find) 8-’

Paste from the last record and move to the Shift-8-'

next field

Paste the current date 88-- (hyphen)

Paste the current time 8-;

Paste the current user name Shift-88-N

Paste without style Option-88-V

Previous field (Browse and Find) Shift-Tab

Previous record, layout, or request Control-7, or
Shift-88-Tab

Replace the contents of the current field in all 88-=

records in the found set

Spell the selected word correctly Shift-88-Y

Working with files

Close the database 8-W

Network (Open) dialog box Option-88-0

Open dialog box 88-0

Print 88-P

Print without Print dialog box Option-38-P

Quit FileMaker Pro 38-Q

Save FileMaker Pro
automatically

Status area

In Browse mode

@— Choose a different layout
=] Click a page or drag the bookmark to
i a move forward or backward in your records
==
1 Number of the current record (editable)
Basreny
s —— Number of records in file
Usperfed ——— Shows whether records are unsorted,
sorted, or semi-sorted
Button tool
Field tool
Part tool
T Fill color palette
Percent of magnification p .
Fill icon
Zooms window smaller or larger Pen color palette
Pen icon
M— Shows or hides the status area

Controlling windows

Scroll the document window down
Scroll the document window up
Show/Hide the status area

Toggle between full size and the previous size

Switching between modes

page down
page up
Option-88-S
Shift-88-Z

Go to Browse mode
Go to Find mode
Go to Layout mode

Go to Preview mode

Miscellaneous actions

Cancel a dialog box Esc
Cancel an operation 8-
Check/Uncheck the Omit checkbox in Find 8-M
Define Fields dialog box Shift-38-D
Find all 88-J
Help 88-?
Modify the last find 8-R
Move object up or down in list in dialog box ~ 88-7, or 8-
Play or record sound in a sound field Space bar
Select all 8-A
saves
In Layout mode In Find mode
[ [ |
— =
T Number of the current
. Number of the current request (editable)
[ layout (editable) Exgrreziz
= 1 Number of existing requests
Aom | Click to omit the records found
Layout tools = by the current request
Portal tool szl [ = — Click to choose operators

— Fill pattern palette

Current fill properties
Pen pattern palette
Line width palette

Current line properties

(like <, >, and =) to paste
into a find request

@— Click to begin the search

U97600-081A
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