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Status Area

_Drowse | g~ Rolodex icon has been

5] replaced by a book icon

Layauik:

Form Vie » | J
. = * Above the bookiconis a
S row of buttons that allow
| .

F you to switch modes
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Fast Match

First Mame: Cecilia
Last Mame:

Tite:

Marra
Consultant

Company: |]""1_].T]
3-7210

Ernail: [ crnarrat

-

Suggested Spelings

Phones:

Motas: =
o 2 Paste Unformatted Text
Font r
Main Address SEE +
Style '
Address Type: Business Text Color 3
Street: 77 Mass
City: Cambrig  LNsert >
State: M4 _
Postal Codes 03139 Sort &scendmg
Sort Descending
Sort By Value List g

v| |

Firnd Matching Records
Constran Found —et
Extend Found Set

Export Field Contents. ..

e Select information from the
current field and find all
matching records.

e Click in any field

e Right-click (or control-click on
Mac) and select “Find
Matching Records” to
perform a Find for that field
using its content as the
search criterion.

e “Omit Record” keyboard
shortcut Is now Ctrl+T, not
Ctrl+M
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Sorting

Sort Records

« By default, fields on

T ... e the current layout are
Current T able ["Contact Managen . .
listed first when you
Similar Company
Sinds Nane sort records.
e !  To include other
pots o1 fields, you must select
et another table or table
occurrence to access

those fields.
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Exporting to Excel

* FileMaker Pro Advanced
Insert Format Records Scripts Tool

F=N Edit  View
[0 Mew Database. .

& Cper... Cirl+0

Open Remote, .. Cirl+Shift+0
Cpen Recent htact Management
Close Chl+vy B
i Contac
Define y
M Fil= Optons... = B hew
Change Password. ., L -
R Cecilia Mar
Print Setup. .. E‘
& Print... Ctrl+P First Narr
| Last Mamr
Import Records r Tt
Export Records. ., Compar
Save/fSend Records As Excel... Phone
Send Mail. .. POF.. Email:
Save a Copy As.., d ot
Recowver...
Exit Cirl+0)
Main Ad
Address Ty

* File > Export Records:

— Allows you to select which
flelds you want to export.

— Automatically brings up dialog
box to set meta data and
header row

« Save/Send Records As:

— Automatically exports all fields
for current record or records
being browsed

— Must click “Options” for dialog
box to set meta data and
header row
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" Exporting to PDF

™ FileMaker Pro Advanced

SN Edit View Insert Format Records Scripts  Tool ° If you have AdObe

O MNew Database. .. NERSIE A .
& Open... Culo Acrobat installed,
Open Remote, .. Cirl+5Shift+0 .
Open Recent htact Management you may prl nt tO
QDSE Cirl+yy ?E CO “ta {
Define r Jil P D F
M File Options... p_| Bl New
Change Password. ., L -
R Cecilia Mar
Prnt Setp... - « Or you can select
&8 Print. .. Cirl+P First Nanr ]
rmport Records S File > Save/Send
Export Records. .. Compar
SavefSend Records As Excel... Phone ReCO rds AS > P D F
Send Mal. .. POF... Email:
Save a Copy As.., d ot
Recowver... . .
e Do Print Setup first
Exit Chrl+0)

I to set orientation
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Save Records As PDF

Emailing

Save in: | (& Desktop

My Recent
Documents

by Diocuments

ty Computer

<)

=] 'DM*,# Documents
‘—‘ﬁ My Computer
vy MNetwork Places

PIX B8
c¥ B

My Metwork  File name: |_| ntitled j \—IS e [
Places
Save as type: |F'DF Files [* pdf] j Cancel
Save! |Fleu:u:-ru:|s being browsed j Cptions. .
Appearance: | J
After saving: [ automatically open file i
[ Create email with file as attachment
——
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Save/Send Records
AS

— Use Print Setup to set
orientation

— Under File menu: pdf
or Excel:; current
record or found set.

— Next to “After saving,”
check off “Create
email with file as
attachment”

— Will open your email
client but will not
automatically send
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Emailing — Send Malil

Send Mail dlEd

Send email messages to one or mare people using values yvou enter or thase from Figlds or
calculations, IF wou bype more than one email address, separate each one with a semicalan or
carriage return.

e Send Mail menu item
under File (formerly
. [ D] Spocty Emal Addresses,, available only as a

[¥ For each message, collect addresses across Found set Specify Feld Name. ..

(ol | Specify Calculation. S C rl pt Ste p) .

[™ Far each message, collect addresses across Found set

Create: ¢ One email using data From the current recard

.

BCC: | J
. ;_ For each message, collect addresses across Found set j o C an S p e C I fy Val u eS
| with calculations or

pull from your
address book

[ attach File

(0] 4 Cancel

« Will send message!
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Committing records

* Not all Enter keys are created equal. Malin
keyboard Enter key will insert a paragraph
break; Number pad Enter Key will save
your current record

* You must take the focus off the field you
are editing in order to save the record and
release the record lock.
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Windows

A FileMaker Pro Advanced
Fle Edit WView Insert Format Records Scripts Tools B

NS v &Y aEe & @& e

Show Window . —
Hide Window

Contact Management

Browse Minirmize Window
iRk |3| —
Layout: Tile Horizontally Shift+F4
Farm Wie *» - . .
J %_.-J-J Mew }_E:J Delete q Find ﬂ a:IIII:"ED Tike Eerhcallly )

— Cascade Windows Shift+F5

ok Ny Cecilia Marra

T Bl Contact Manage
I First Name: Cerilia Browse CO“‘| 1 Contact Management
Record: Last Name: Marra IR A v 2 Contact Management - 2 -
1 Tide: Consultan La}":"-‘t_
Found: Company: MIT Fom "-.-"IEJ %_,.,.J e }.érj Crelete C‘% Find quj E:LIIJEDF B’L:'
z Phones: 3-7210 I
;utal: Email: [ cmarra@n | % | Paul Dzus
Unzorted .

Motes: J Fisact blannos D=l

e Under the Window menu, you will notice options to
manage multiple windows.

e You can now open more than one window to the file you
are in; this does NOT open windows to other files



£ T Information Services |
I./ and Technology ir

Things you might start to see...

 Consolidation effects:

— Many layouts listed in sidebar

— You may need to select a different table to
grab the field you want to sort or export

— Related files may not appear at the bottom of
the Window menu. Select Window > Show
Window
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More things ...

o Spelling (v8 only) — Spell checking can be
turned on or off, on a file-specific basis.

— To set, go to File > File Options, and select
the Spelling tab.

e Tooltips (v8 only)

e Calendar drop-down (v8 only)
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Questions?

e FMUG — fmug@mit.edu

e Paul Dzus — pdzus@mit.edu

e Cecllia Marra — cmarra@mit.edu




