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Introduction

FiIeMaken

FileMaker software works well with the Microsoft Office line of products. With
FileMaker Pro you can take a simple estimate, schedule, or contact list you created in
Excel and drag and drop that file onto the FileMaker Pro application icon and it will
automatically create a database in FileMaker Pro. You'll then be able to search, sort,
share and prepare reports using that data instantly - and without having to re-key a

thing!

Are you creating individual letters, invoices and mailing labels by hand? Save yourself
countless hours by integrating Microsoft Word and FileMaker Pro. By storing all your
contacts, assets, and inventory records in FileMaker Pro, you can easily produce
customized letters and labels by pulling information from FileMaker Pro into Word
without having to type individual letters and invoices or duplicate data entry.

And you can use FileMaker Pro as a digital library for all your PowerPoint
presentations as well as your Word and Excel documents and files that you use over
and over again. By keeping frequently used templates, graphics, tables, and charts
organized in a database, they'll be instantly searchable and more easily accessed by

you and anyone you choose.
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THINGS YOU CAN DO FASTER AND EASIER IN FILEMAKER PRO

Manage customer, client, and vendor details with complete searchable detail
Access, track, and collaborate with colleagues on projects and tasks

Track and manage inventory, products, and assets

V V V V

Organize and archive pictures, video and other multimedia files or create

your own digital asset tracking solution

\Y

Produce customized reports with eye-catching charts and save as PDF or
Excel formats

Print invoices, letters and mailing labels

Send targeted mailings to customers

View live web information linked to your data within your database

Set up live two-way connections to your organizations SQL data

vV V. V V V

Share databases with Windows and Mac users simultaneously over the

network or across the web.

Before You Get Started

You will need a copy of FileMaker Pro installed on your Mac or Windows computer. You

can get a free 30-day trial copy of FileMaker Pro at www.filemakertrial.com. On this site,
you should also download the free FileMaker Business Productivity Kit which contains
fully working business database templates which you can either start to use immediately,

or customize for your own business needs.

Award-winning, easy-to-use database software for Windows, Mac and the Wab,

§ G

FilaMakoor Pro 11 FilaMakor Servor 11

www.filemakertrial.com
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Let's Get Started!

Sharing Data between FileMaker Pro and Microsoft Excel

Strengths of Excel Strengths of FileMaker Pro

Storing and analyzing data in lists [® Viewing information in list, form, or table

® Analyzing and modeling data view

® Producing charts and graphs e Storing and managing virtually any type of

e Building a financial model information (words, images, numbers, files)

e Creating basic reports e Creating and publishing customized forms
and reports

e Connecting related information such as
inventory and sales

e Access by multiple people at the same
time

If you're using Excel to manage your data, you may think you have all the information
management you need. Think again. You can instantly transform your Excel
spreadsheets into rich, powerful solutions that you can customize to suit your needs:

» Performing searches

» Printing professional quality reports

» Importing and storing images, video, PDFs, PowerPoint presentations, etc.
» Tracking projects, contacts, inventory

» Publishing information to the web

» Sharing data across a workgroup regardless of platform

With FileMaker Pro, you can instantly transform your Excel spreadsheets into richer,
more powerful database solutions that let you perform searches, sort data, import
images, create reports, add links, resize columns, and more - by simply dragging and
dropping your Excel spreadsheets into FileMaker Pro. It really is just that simple.

EXERCISE 1: DRAG AND DROP IMPORT

There’s no need to re-enter the information you have stored in Excel or any other
spreadsheet. You can easily import your information following these simple steps.
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1. With your spreadsheet file closed, simply drag the Excel file onto the FileMaker Pro

icon.
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2. In the First Row Option dialog box, choose whether the first row of data contains

field names or the first record of data, then click OK.

() Data

File: Contacts.xlsx

(*) Field names

The first row will be used to name the fields.

The first row of data is commonly used as column headings and
could be converted into field names. Use the first row as field
names or data?

The first row will be used as the first record. Fields will be
given default names (f1, f2, etcl.

[:Cancel) E OK 3

Making FileMaker Pro Your Office Companion
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3.In the Create a New File Name dialog box, type a name for the new file, choose a
location, then click <Save>.
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» You now have a FileMaker Pro file with the same information as your Excel file.

Once your Excel File has been converted to a FileMaker Pro file, you can now easily
search and sort your data:

» Click on any header, and FileMaker Pro will automatically sort the data for you.

» Find information quickly by entering a word in the search box in the Status
Toolbar. Easily search across all fields in your layout.

» Add or delete records instantly using the “New Record” or “Delete Record”
icons.

» Add fields or columns just like you would in a spreadsheet.

» Resize or re-order any column by dragging the column header to the left or

right

4. With your newly created FileMaker file, you can select any of the columns and
easily move them around, sort them, and even use the drop down column menus
to find sub-summary totals as shown in the following example.
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a. For this example, we want to find the total number of people in each state. To
do this we simply click on the column menu on the State/Province column and
select the [Add Trailing Group by State_Province] menu item.

SM‘IM:M;‘

. Sort Descending

: Sort By Value List "
4 Field Type »
~  Fisld Optians...

| Add Leading Group by State_Provincel
= Leading Croup Fill Color 3
| Leading Subtotals *

maccom B Add Tralling Group by State Province]
— ] g Gro lor *

| Trailing Subtatals L

—— Set Column Width...

" : Hide Field
| [ [Aairrare Dalete Field. .
Tl Mesdify Table View...

< Reset Table View...

— T —

b. Next, select the column menu again and choose [Trailing Subtotals] and then
[Count (State_Province1 Count].

Add Leading Group by State_Provincel
Leading Groud Fill Coloe

Leading Subtotals

Remove Trailing Croup by State_Provirce]
T Trailing Growp Fill Colar *

I
| Set Column Widih...

Hide Fisld
Delete Field..
Medify Table Yiew...,
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c. We now have a total count of the number of people in each state

EXERCISE 2: VIEW YOUR DATA WITH DIFFERENT TYPES OF LAYOUTS

State Province1 Postal Co...
AL B3g42
AL 37206
Count: 2
AL BR034
Count: 1
CA 95054
CA 24000
CA Q5667
CA D2604
Count: 4

FileMaker Pro makes it easy to create layouts, forms, labels, and lists that look and
work the way you want them to. Let's experiment with some new layouts and add a
new field to our database.

1. To add a new field to your form, simply click on the plus sign [+] in the top right
section of your table:

s Converted 2
= Q-
City1 Address_Typel Street1
LY
) Warrensburg Business Police Academy ™
Gilbert Business 588 M. Jackson St.
Louisville Business 531 Wild Oak Court
Columbia Business P.O. Box 1618
Austin Business 3410 Far West Blvd
Washington Business SC-55
Oklahoma City Business 2305 Harvey Parkway
Knoxville Business 3920 Lonas Rd., Apt.
Walla Walla Business 270 Ransom Road
Wheeling Business B2 Finch Avenue
Watertown Business 605 Votech Dr.
Talent Business 1812 Talent Ave.
Concord Business 11 harvard Street
Crosby Business PO Box 262
Inwood Business 126 Excellence Wa:

Making FileMaker Pro Your Office Companion
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2. Next, click in the new field box and click on the right hand arrow and choose [Field
Type] and then [Container]. (See picture for example)

|11'i|14"i‘li-l i

5-:.r: Ascending

"’""““"“"'_"l'!r.—. . Sort Descending
g Sart By Value List 2

—————— o Text
Field Dptions... | MNumnber
| Date
_________ Add Leading Group by Fleld Time
Leading Group Fill Color k
" Ti
Leading Subrotals :
| Add Trailing Group by Field Caloulation
B ] Trailing Group Fill Colar = | Slil’ﬁﬂ'linl' =T
Trailing Subtotals * —-
Set Column Width...
Hide Field
Delete Fleld...
Modify Table View...
Reset Table View...

Now a Picture field has been added to your database’s list of available fields, and now
all you need to do is insert a picture to display.

3. To create new layouts, simply use the “Layout/Report” button located in the top
portion of the Layout screen (To get to the Layout screen, simply choose [View] then
[Layout Mode] in the top menu bar).

4. Click on the [New Layout/Report] button

@]
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5. Choose the type of layout or report that you would like to create - Standard, Table

View, Labels, custom. For this example, we're going to use “Standard form.”

6. On the next screen, choose what information you want to appear on your layout
and choose [Next].

7. Next, choose what theme or color palette you would like to use and then hit [Finish].

8. You now have a new layout which you can further customize in the Layout screen.

Contact Management
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Also be sure to check out the database templates that come free with FileMaker Pro.
There are pre-designed, ready-to-use forms for managing contacts, tracking projects,
organizing inventory, and other popular tasks.

Samples of the pre-designed ready-to-use forms

Making FileMaker Pro Your Office Companion
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Exercise 3: Send data as an Excel file.
There are times when you'll want to save your FileMaker Pro data as an Excel file using
the Excel Maker feature.

Excel Maker
Create Microsoft Excel workbooks from your FileMaker data right from within
FileMaker Pro, for easy sharing and analysis by Excel users.

1. Choose “Save/Send Records As” from the File menu and choose Excel.

New Database...

New From Starter Solution. .
Open... =D
Open Remote. .. %0 =
Open Recent i
Open Favorite

Contact Manaiat

M
Robert Dockter [ My Cafe

Sharing

__m. Py Sy g P
File Optians. .,
Change Password...

Lesst. Page Setup...
Proed  Print

Emat] Impart Recards [ 3
m] Export Records...
Save/Send Records As

e:;ﬁ Send k| POF
| Save a Copy As... Snapshot Link... Insart Plesirs
Recover. .. ! Expeon Pichas

I ovoses | [N i e B foaocs |

Save FileMaker data directly into an Excel file

2. To view Excel options, click the Options button in the Save Records As Excel dialog.
For example, you can define the name of the worksheet, title, subject, author, or
enter a description about the file.
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3. After saving, you can automatically open the file in Excel, and/or create an email
with the file as an attachment, or both. Just select the appropriate options at the
bottom of the Save As dialog box.

4. Excellent! Your FileMaker Pro data is now saved as an Excel file and presented in
the familiar rows and columns format that Excel users appreciate.

Exercise 4: Save data as a PDF file.

PDF Maker
Securely share FileMaker data with people outside your FileMaker workgroup—even
people who don't have FileMaker—by creating, printing, and emailing Adobe® PDF files.

1. Choose “Save/Send Records As” from the File menu and choose PDF to create a
PDF file from all the records being browsed, the current record, or a blank form.

PDF Options

! Document | Security | Initial View !

"1 Require password to open the file
Password:

E‘Require password to control printing, editing and security

L 0] |
Not Permitted
Printing  Inserting, deleting and rotating pages
Filling in form fields and signing
ZUE v Commenting, filling in form fields and signing
Any except extracting pages
' Enable copying of text, images and other content

Password

1 Allow text to be read by screen reading software

Permits users who have vision or reading problems to use screen
reading software to read the document to them.

_Cancel ) (0K )

P

Share FileMaker data through PDF files

2. Click the Options button to access all PDF options available from within the actual Acrobat
application: Document, Security, and Initial View. By selecting options on the Security
panel, for example, you can control the right to open, print, or modify the document.

Making FileMaker Pro Your Office Companion page 13



Sharing Data between FileMaker Pro and Microsoft Word

Using FileMaker as a Data Source for a Word Mail Merge Document

It is easy to add a new letter layout within a FileMaker Pro file and print a letter to
a single customer, a specific group of customers based on search criteria, or all
customer records in a database.

You may however have an existing letter template in Word that you would like to

use as the basis of a mail merge document, using customer records that are held in
FileMaker Pro. You can export a selected set of records from a FileMaker database, as
a Merge file, which can be used as a recipient list for a Word mail merge document.

Step 1: Preparing a Letter for Mail Merging in Microsoft Word

Launch Microsoft Word and open your existing letter template document:

+Acme Company, Inec.
I e E—

AT s v

Klcam rioncus velurpal manris. Sod wacioe. Dones ok veli o e, Donec sed
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Eemcorpss Bgala. Duis uil amen oodio Fac Lo crmics gravies. Sciperdise sin mals,
vt quis, slsitend i urek, Placersi gei, puroy. Sed sgeess SR © are Vivemo
wninmed, ixdic id rasis portiier. Wi risl conmiotenr e, 1 NRCor emim fuR
snizmed milia. Faite oget Sam valpuisls misss bampal Wmpor

1z ket Fhaballas convall, risl b wertBealien Decibeis lacus pode Biberdum wni.
Aipibus pellranegan 5oa mgns sad ribh. [HAR WNss T, pors sec, Lo qu,
ralbs ir. iees. Axssks dagsilaan e o s [ of ace! aif. Peberieague kot lac
soniarisqas ars. Cres mans dism. Sed racketa, lecess i bibardson bcres, magrs o
Tacman quam, W ACOT 1T diem wit st e Sod parss gul, wescipk e, maleessds e,
‘cotacetnet ir. dxgue. Fron of sapmen. Micretas aliguam, sish i dlige iacdus!, ise

Bunowraly

Figure 1: A sample marketing letter written in Word, ready for merge fields to be
added.
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Step 2: Creating the Merge Data File in FileMaker

You can export customer records in your FileMaker Pro database to create a new merge
data source file. You can either select all records in your Contacts file to include in the new
merge file, or reduce the list of recipients by searching for a specific group of customers.

A Corrzat Maragemunr 3
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£

When you are happy with your chosen set of records, select the menu option:
File > Export Records.

The Export Records to File dialog box will appear. The file name and type options, are
shown below. Type a name for the new exported records file. Click the down arrow
to the right of the Save as type field and choose Merge Files from the list of file types.
Choose a folder location to save the new merge file to, and click the Save button.

Save As: I Letter_names.mer I 8

Where: Tab-Separated Text
7 Comma-Separated Text
DBF

%l v Merge
HTML Table
After saving  FileMaker Pro
XML ent
Excel 95-2004 Workbook {.xls)

Figure 2: The file options in the Export Records to File dialog box.
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The Specify Field Order for Export dialog box will appear. As a default setting, the list
of fields displayed on the left, is based on the current layout. Highlight each of the
fields you want included in your mail merge letter, and click the Move button each
time. When you are happy with your selected fields, click the Export button. A new
merge file will now be created in the location you select.

Specify Field Order for Export

other fields.

[ Current Layout ("Record List") = 1

Company

Email
HighlightCoempany
HighlightEmail
HighlightName
HighlightPhone
Instant_Messaging

Select and move the fields to be exported. If you want to group data, choose the ‘Group by' fields before moving the

Group by

(Unsorted)

Field export order

+

Address_Typel

[ Apply current layout's data formatting to exported data

Name_Full Move + Address_Type2 I
Phonel # Cityl
Phone2 [ Move All # City2
] \_ -
Title # Company
( Clear All Y | # Date_Created
—— # Date_Modified
$# Email
% Instant_Messaging
% Mame_First
Dptions
Output file character set: [ Macintosh 5= ]

(" Cancel ) (Export)

Figure 3: The Specify Field Order for Export dialog box.

Step 3: Linking the Merge Data File to the Merge Letter

£

Switch back to the letter document in Word and select the menu option Tools > Mail
Merge Manager, or Tools > Letters and Mailings > Mail Merge depending upon
which version of Microsoft Word you are using. The Mail Merge task pane will open.
Use the hyperlinks in the task pane to navigate through the mail merge process.

[See screens below for process]

v

Making FileMaker Pro Your Office Companion
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Table Window Work H

Hyphenation...
Dictionary...
Language...

Word Count...
AutoSummarize...
AutoCorrect...

Track Changes

Merge Documents...
Protect Document...
Flag for Follow Up...

Mail Merge Manager
Envelopes...
Labels...

Letter Wizard...
Address Book

Macros...
Templates and Add-Ins...
Customize Keyboard...

Figure 4: Selecting the Mail Merge Manager feature within Microsoft Word.

Spelling and Grammar... 3L
Thesaurus... ~WER

L [Is]

Mail Merge Manager

W 1. Select Document Type

1234 Main Street
\Anytan, Citywide, 99887 Create New ™
555.123-4567

Main document: letter2.doc
Merge type: Form Letters

E-Mail: Tyler_Staton@AcmeColnc.q¥adaSelect Recipients,List

Web: [Web Address]

Dear [Recipient]:

Get List ™| | §, 4

[Title] New Data Source...
[Company]

[Address 1] Open Data Source...
[Address 2]

[Address 3] Office Address Book...

FileMaker Pro...

Header Source »

t velit et tellus. Donec sed

Figure 5: Select either “open data source” and choose your FileMaker Mail Merge
document, or in newer versions of Microsoft Word, you can also choose FileMaker
and link directly to your FileMaker database.

Making FileMaker Pro Your Office Companion
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Figure 6: Drag and match your database fields to the address fields in your letter.

After fields are matched, preview the records then merge the data into your letter.

+Acme Company, Inc.
I

el i
Sy, PR
Tk

B Ty i e
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Figure 7: Final letter with merged data, ready for mailing.
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Storing and Sharing Data between FileMaker Pro and all Microsoft

Office Applications

Use FileMaker as an Asset Library to Store Office Documents

There are many professional firms using FileMaker Pro as an electronic asset library,

to store business documents. You can store virtually any type of file in a FileMaker

container field and if you have the original document application installed on your

computer, you can open the file from within FileMaker.

Step 1: Opening the Document Library FileMaker Template

We can use the Document Library template that ships with FileMaker Pro, to build

an example asset library file. Launch FileMaker Pro, and on the Quick Start Screen,

choose the “Use a Starter Solution” section. Select the Document Library from the

set of database templates, shown in Figure 1 below. Click the <Choose> button to

create the new file.

Business - Careral
Business - People & Assels

Educarion - Activites

Letucation - Administratan
Eucation - RESDUICES Bocurment Likwary
Home: = Collection

Home = Ceneral

Faculty Seaff Family biedical Records Field Trips

_Cancel Jil Choase |

Figure 1: Select the Document Library template from the Quick Start Screen

, Making FileMaker Pro Your Office Companion
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Step 2: Inserting a File into the Document Library File

6000 I IIJncun;ent Libraryl

Document Library Q@ [

Sales Tools Presentation

File Hame: Sales Tools Presentation Picture

File Type: Quarterly Sales Results

Project: Q2 FY'02 Worldwide Sales Review =
File Path: Q1 "09 Slides.ppt

Description: PowerPoint file - 23 Slides - Worldwide Sales
Result Review

File Size: 1.3MB
Date Inserted: |1/15/2009

Last Modified: 1/24/2009

Motes: Added updated slides to Asia Region Review

100 | . P Browse

Figure 2: Use the Document Library file to store details on a PowerPoint Presentation

The Document Library Form View layout includes a container field displayed as a
white rectangle with the label ‘Picture’ behind it. In addition to a description of the
file, you can store the file itself, or a reference to it, within the container field. Click
the container field and choose Insert > File from either the mouse menu, or the Insert
menu. Use the Insert File dialog box, which then appears, to select the document that
you want to add to the FileMaker record.

At the base of the dialog box there is a check box that gives you the option to store
only a reference to the file, shown in Figure 3. If you select Store only a reference to
the file, FileMaker Pro doesn't import the file, it only keeps track of where it is on your
hard disk, saving disk space.
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Figure 3: The file storage option within the Insert File dialog box

When needed, you can choose Export Field Contents from the mouse menu or the
Edit menu to export a copy of the stored document.

Step 3: Inserting a Linked Object into the Document Library File

You may prefer to store the document in FileMaker Pro as a linked object. This
method means that you will be able to launch the original file from within FileMaker.

Click the container field and select the Insert File option from the mouse menu or the
Insert menu. The Insert Object dialog box will open, as shown in Figure 4. At the base
of the dialog box be sure to check the box that gives you the option to store only a
reference to the file. This will allow you to open the file within FileMaker Pro by simply
clicking on the file in the container field
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Figure 4: Use the Insert File dialog box to add a link to the original file in a container field
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Using The Container Field

With the Container Field, you can add, store, and archive virtually any type of file or
information you want to your database including images, movies, sounds, Microsoft
Office files, Adobe PDF files and much more. Store several terabytes of information in
any single database. Use FileMaker Pro to keep track of projects, inventory, contracts,
and store the original Word, PDF, Excel, PowerPoint or JPEG files.

Sending data from FileMaker Pro to Microsoft Exchange, Outlook
and Entourage

Part | Creating Emails From within FileMaker Pro

Using the Send Mail Command to Create Emails From within FileMaker Pro
It is quite easy to send email from within FileMaker Pro using the Send Mail button
command. From the File menu in your database, select [Send -> Mail].
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Figure 1: Selecting the “Send Mail” command within FileMaker Pro
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Next, select the email field from your database, add in a subject line, message, and
any file attachment that you wish to send.
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Figure 2: Selecting the “email field” to mail to.

Once all the fields are filled out, simply hit the “OK” button, and FileMaker will
send the files and attachments to your email client out box.

Sent Directly to Me

Outbox | Subject 4 ) Contains %) [Filter | (x|
®|%[e |2 To | subject | Modified ¥ | Categories

¥ Today (1)

- = art@inpnet.org Sales Results Today 11:53 AM

Figure 3: Email ready to be sent from the out box within the email client
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Next Steps

Congratulations! You've taken the first step toward tacking any task - the easy way!

You might be interested in the free resources available on the FileMaker websites

(www.filemaker.com and www.filemakertrial.com). These free resources include:

e Pre-designed, ready-to-use databases for common everyday information
management needs.

e FileMaker Pro Resource Center that includes video tutorials, hands-on guides and
other helpful information.

e Customer stories so you can read how others from around the world use FileMaker
Pro to manage their information better.

* FileMaker News a monthly electronic newsletter containing notifications of software
updates, tips and tricks for using FileMaker Pro in new ways, special offers, and

morel
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