


































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































488 Part V: Information Management 

Now suppose that you want to fi nd more information on how to add 
automat ic page numbers to a report. 

.. Click in the field across the top of t he FileMaker Help window, then 
type Page Number as shown at the top of the screen (see Figure 11-
10), and then click the Find button. 

This finds one record with t he information on page numbers and tells 
you to see pages 184-186 in the reference manual (see Figure 11-11). 

r a File Edit Select G<Jdgoh rormut Custom Window 

:o FileM nlcer Help 01 

PRINTING THE TIME, DATE, P " GE NUMBER, OR RECORD NUMBER Q 

You c..n ten FiltM•k•r to print tht timt, todav's ditt, tht P'9• IUI"Ibtr, or ••ch rtcOf'"d 
numbff bv tvpin9 sp.oUI1 svmbols in lavout t"t)(t 

R•cords: ::(two colons) to han FiJ.Maktr pr\nt tht timt (from tht Macintosh Control Parwl). 

69 The tim• is whtn vou prtvitw or print rtcords . 
Found: 

I II (t\1/o slashu) to havt FlltMaktr pr int today 's datt (from the Macintosh Control 
p..,,l), You us. tht tvh1 command in tht Format mtnu to chang• thf. 
apptaranct of the datt . Tht datt is displavtd whtn IJOU browu, preov itv, or pr-int 
r t>COr"d S . 

• • (two numb•r signs) to hivt FHtMaktr print tM p.tgt numb•r . TM numbtr iJ. 
'W'ht n yov prtvitw or print rtcords. Vhtn choost Fnhl yov 

tht nombtr to s t¥t vith as wtll as tht r.11nqt ofp•gH to print. 

H (two • &t "' J.lCTIS) in tM bo<f\1 of tht t..yout to h&Yt FiltM»:tr print \ht rtcor'd 
oombtr. fht. r'teOr"d RtUmbtr Is wMn you prni•w or print r.cords. 

• To su ottwr rtcords on this topic , cliek O&QtS of tht book jt tM top ltft of tM wb:tow. 
• f or' mort on this n t tht II Manua1, pp. 184- 186. 
• For htlp on otMr topics, choost tht topic want fr-om thf Custom mtnu. 0 

I!Ll ar . .... . 0 1 11;;12! 

Figure 11-11 Page n umbering help 

Read this screen to learn about the codes used to add the current t ime, 
date, page number, and record number to any layout. 

Take a few minutes now to look through the Help file and familiarize 
yourself with what is available and where you can fi nd it. 

When you are finished with t he Help file, you can close the FileMaker 
Help window and go back to using the Inventory file. Whenever you 
close the Help file, you will be returned to whatever file was in use before 
you asked for help. 

:3€: -W ,,. Close the Help file by clicking in the close box. 

This brief overview of the Help command sh ould give you a start in 
using this handy feature provided with FileMaker. 
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SAVING YOUR WORK 

Unlike other programs, information management applications such as 
FileMaker have no Save command. Since the application is designed to 
allow you to enter and update information, your work is saved 
automatically by the program. 

When you create a new file, you are given the opportunity to specify the 
name of the file, the drive on which to store it, and the folder (if any) 
in which it will be saved. Then, ~s you work with the file, FileMaker will 
save it for you pe riodically. 

This has some good features, as well as a couple of potential problems 
of which you need to be aware. When everything works correctly, you 
will not lose any information. That's good. However, when something 
goes wrong, it may damage a FileMaker data file. There are two ways to 
guard against serious problems with your data file: backing up the file 
and saving a copy of the file. 

You must remember to make a backup copy of any file that contains 
importan t informatio n when working in FileMaker. 

The first reason for backing up is to make an insurance copy of the file 
in case of computer, di sk, o r power failure. If your equipment fails you 
can lose important information. Making backups is th e only way to keep 
from losing information. 

The second reason is important whenever you use a program that 
automatica ll y saves your work for you, especially when every 
modification to a file is no t saved when you make the change. FileMaker 
can tell when you are not working with the file . When you take a break 
or stop to talk to someone or to read something and you are not actively 
using FileMaker, it will take this time to save the file. It does not save 
every modification immediately after the change is made. 

There are times (between when FileMaker last saved your fil e and you 
take the next short b reak) that the file on the disk does n ot match the 
work you have done. You might1have made some important ch anges to 
the fil e since the last time it was saved. If the power goes out, there is the 
potential that your file might be damaged. 

Another action that can damage a file is to stop working while FileMaker 
is running and just turn off the computer (before FileMaker has a chance 
to save your last modifica tions to the file). Many computer users 
develop this bad habit when wo~king with other programs. For example, 
you could o pen MacPaint, crea~e a painting, save it, print it, and just 
turn off the computer. Chances are you would not encounter any 
problem s by do ing this. 
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However, this is a ve1y bad /whit. When you are using a computer as 
sophisticated as the Macintosh, you must follow proper procedures to protect 
yourself from losing data. Always choose Quit to close an application, and 
then choose Shut Down before turning off power to the computer. 

When using FileMaker, it is imperative that you quit the program 
properly. When you close a file, it is updated so that the copy on the disk 
matches what is in the computer's memory. When you choose Quit, 
FileMaker will update any open files. 

If you do not fo llow these procedures, you are leaving yourself open fo r 
problems. The easiest way to avoid problems is to backup your work and 
quit FileMaker properly. 

FileMaker also allows you to save a copy of the file at any time while you 
a re working. (This is si milar to the Save As command in other programs.) 
Saving a copy of the file you are using is a good habit to develop. In this 
chapter, you will be reminded to save a copy of a fil e when you have 
made major modifications to it, but you will not be reminded to make 
backup copies using the Finder. 

Naming and deciding where to store a file will be covered when you 
create a customer fi le in Project 1. You will be introduced to saving a 
copy of a fi le after you enter data into that file. 

This concludes the introduction to FileMaker. Before you continue with 
Project 1, you sho uld close the Inventory file. 

3€ -W ,,. Choose Close from the Hie menu. 

Project 1: Creating a Database 

Let's suppose that you are the owner of B & K Auto Parts, a store that sells 
to custo mers around the country. You publish a catalog and adverti se 
in a number of large cities. Some of your customers are individuals, and 
others are businesses that use or resell the parts they purchase from you. 
You want to use file Maker to keep track of customers and inventory and 
to automate the productio n of invoices when customers place o rders. 

In Project 1, you will create a Customers file. You will learn how to define 
the fie lds for each customer, enter data, format the fields for proper 
disp lay, edit the data, and print the contents of the fi le. 

In Project 2 you will learn to print detail ed reports based on information 
in the Customers fi le. In Pro ject 3 you will create the Sales Invoices file, 
and you will learn to interconnect files and create invoices using 
inform atio n looked up in the Customers and Inven tory files. 

In these th ree pro jects, you will learn the basics of using FileMaker. 










































































































































































































































































































































































































































































































































































