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File Management 

As you travel up the m anageme t hierarchy, there are fewer people on 
each level. Their daily activiticls are less structured, they have mo re 
lati tude and authority in their decision making, and the type of 
in teractio ns they have with the organ izatio n 's info rmatio n changes. 

Personnel at the operational level a re respo nsible fo r completing well­
defined tasks that are usually short-term in nature. They also are 
responsible for implementing and achieving goals set a t the tactical 
level. Inform ation needs at this level typicall y involve operatio nal 
feedback, in the fo rm o f detail summary repo rts, and exception 
reports. Using a retail department store as an exam ple, a deta il report 
m ight show every item carried in inventory, and a summary report 
might sh ow sales totals for the week orga n ized by departm en t. An 
exception repo1t migh t list only the best-sell ing (or worst-selling) items 
sold by the store or any departmen ts tha t d id not meet their sa les 
projecti ons fo r the week. 

Tactical level managers typically a re responsible for setting and meeting 
goals designed to achieve strategic objectives determined a t the highest 
level o f the compan y. These managers usually are concerned with 
budgetary and operatio nal matters. They also are responsible for setting 
relatively short-term goals and for planning how to achieve those 
goa ls. Much of their in formation needs revolve around periodic reports, 
but occasio nally they will seek "what if .. . " analyses to help them 
m ake decisions. 

A what if ... analysis is used to answer a question such as, "What if we sell 
only 75 percent of the gizmos we are projecting next yea r?" This is the 
type of q uestio n that must be considered when planning company goals 
and budgets. 

Relatively few man agers and officers a re at the strategic level. Their daily 
activities are least structured and their decisio ns are least programmed 
and restricted . They are most con cerned with long-range planning and 
setting o rganizati on al objectives. Their in fo rmation needs typically are 
o ne-time reports on trends affect ing the co mpany, wh at if ... analyses, 
and projectio ns. 

Th e computing industry's approach to managing business info rmatio n 
has pa ralleled this short journey through the management hierarchy. 

In the 1950s and 1960s this was called electronic data processing 
(EDP). Data processing involves converting raw facts, or data, into 
information. Data becomes info rljllatio n when it is organ ized, colla ted , 
and sorted so that it becomes accessible and useful. Du ring this stage of 
develo pment, the primary goal business automation was to reduce 
clerical costs by automating clerioal tasks. Each department and division 
had its own set of independent com puterized system s. A large am ount 
o f the info rmati on man agement effort was duplicated o n separate 
machines. On a given machine, tbe informatio n might be duplicated for 
use by diffe rent programs. 
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Most information at that stage was stored in separate files. A file might 
conta in information used to produce a particu lar report. Business had 
hundreds of these files and developed computerized systems to manage 
them. A file might contain information on employees, customers, 
accounts payable, accounts receivable, inventory, payroll, work in 
progress, shipping, receiving, o r any other type of information used to 
produce a management report or account for a transaction. Programs, 
or groups of programs, were written to manage each of these files, and 
information management systems based on this method o f data 
p rocessing were known as file management systems. 

The process of keeping files up-to-date, complete, and correct is known 
as fi le maintenance. Ma ny problems are associated with maintaining 
multiple, separate files. For example, much of the information in one 
group of files may be repeated in other files. This repetit ion is known as 
redundancy. Systems that had to maintain hundreds of separate files ran 
into the same problems encoun tered by an individual maintaining a 
3x5 card file. When information changed, all the files containing that 
information had to be individual ly updated, a process that was time­
consuming, expensive, and prone to error. Unfortunately, the problem s 
associated with updating redundant data can result in an item of 
information existing as different versions in the same system. 

These types of information managemen t systems did automate the 
transactional and operational aspects of a company's information 
resources, but they did little to help h igher management. Each 
department or division maintained its own records, and company-wide 
management systems were not available. Managemen t wanted a way to 
tie these systems together into a management infonnation system (MIS). 

At the time, however, several problems prevented this from happening. 
First, the information on t he computers was stored on reel-to-reel 
m agnetic tape. A large file might be stored on several tapes, and finding 
a particular item of data to change might not be accomplished easily and 
quickl y. Second, the information was redundant, so it might take 
mounting and modi fying several tapes to accomplish a change. Third, 
the information was stored in locations that might be widely separated, 
and data communication over phone lines was slower, more expensive, 
and less reli able than it is today. 

Hardware, software, and procedures changed in the 1970s. The first 
problem, data storage, was solved when the price of disk drives declined 
dramatically. Not only did the price decline, but also the reliability of 
disks and the amount of data that could be stored on a disk increased. 
In a few years, most computer systems were using disk drives as their 
main method of data storage. 

Tapes store information sequentially; that is, one item after another. To 
reach an item, all the preceding tape must pass through the system, like 
finding a particu lar song on an audiocassette. Th is method is known as 
sequential access. Disk drives can access informatio n sequentially, but 
they can also locate information directly, a process kn own as direct access 
(or random access). 
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Databases 

The ability to access informatio n directly led to the solution of the 
second problem, redundant information. Methods were devised to 
organize information so it could be accessed and processed more 
efficiently. The organizational method chosen for storing information 
in related files was the database. Three major types of databases are 
currently in use: hierarchical, ~etwork, and relational. Of these, the 
relatio nal model is used popularly in microcomputer database systems. 
Therefore, it is the only one that will be explored here. 

Relational Databases 

A relational database can be com posed of one or more related files. Each 
of these fil es is organized into a tabular structure consisting of rows that 
represent records (also known as tuples) and columns that represent 
fields (also known as attributes or items). 

One of the major advantages of a relational database over a fi le 
management system is the reduction of data redundancy. As an example, 
schools must manage a lot of info rmation about courses offered, 
instructors, students, which courses students have taken, when cou rses 
were taken, and grades received in the courses. 

In a file management system, you might include a student's name, 
address, phone number, and other pertinent informat ion every time 
she or he takes a course; if the student takes 40 courses, the system would 
contain 40 occurrences of all this info rmation. What do you do when 
the student's address changes? You have to find and change all 40 
occurrences and make sure they all match. 

Using a relational database system, information can be divided into 
multiple files, each of which is designed for efficient data storage. Fo r 
example, you can store all the basic studen t information in the student 
file, which would consist of name, address, phone number, fina ncial aid 
status, scholarship status, any disciplinary action taken, and other 
pertinent information. The student is assigned a unique identi fying 
number (usually his or her Social Security Number), and this number 
is used to relate information in one file with information in another 
file. A field used to relate information in more than one file is known as 
a key field. 

An example of a partial student file is shown in Figure 10-2. 

Student Number Last Name First Name Phone 

111-22-3333 Godfrey Geneva 555-6848 
123-45-6789 Adams Rebecca 555-7452 
321-54-9876 Prather Lillie 555-1597 
666-88-7777 A vary Arch 555-7486 
987-45-1236 Borreson Lori 555-3287 
999-99-1111 Cavalie~ Jamie 555-5874 

Figure 10-2 Example of a studlent file 
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One way to look at the contents of this file is to think of it as a table of 
information. There are multiple rows and columns (like a spreadsheet) 
in the fil e. All the information on a particular student will be located 
on the same row. Each row represents one record in t he file (see 
Figure 10-3). 

Student Number Last Name First Name Phone 

111-22-3333 Godfrey Geneva 555-6848 
123-45-6789 Adams Rebecca 555-7452 
321-54-9876 Prather Lillie 555-1597 
666-88-7777 A vary Arch 555-7486 
987-45-1236 Borreson Lori 555-3287 
999-99-1111 Cavalier Jamie 555-5874 

Figure 10-3 A student record in the student file 

Each column in the table represents a single field. Figure 10-4 shows the 
field that represents the students' last names. 

Student Number Last Name First Name Phone 
• 

111-22-3333 !Godfrey Geneva 555-6848 
123-45-6789 Adams Rebecca 555-7452 
321-54-9876 Prather Lillie 555-1597 
666-88-7777 A vary Arch 555-7486 
987-45-1236 Borreson Lori 555-3287 
999-99-1111 Cavalier Jamie 555-5874 

Figure 10-4 The Last Name field in the student file 

Class names and the instructors assigned to teach the class could be 
stored in a class file. Of course, like the student file, more information 
would h ave to be in this file than what is shown. Each class is assigned 
a class number, usually con sisting of an abbreviation for the department 
teaching the course followed by a un ique identifying number for the 
course within that department. Other information such as credit hours, 
class hours, lab h ours, and prerequisites would probably be in the file as 
well. Figure 10-5 shows a partial example of a class file. 

Class Number 

ACC 103 
ART 101 
BUS 211 
EDP 150 
EDP 641 
PHY 453 

Class Name 

Cost Accounting 
Art Appreciation 
Office Machines 
Pascal I 
Compiler Design 
Thermodynamics I 

Figure 10-5 A class file 

Instructor 

Nichols 
Dockery 
Hughes 
Dillard 
Young 
Erker 
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A record of all courses taken by all students could be maintained in a 
completed courses file (see Figure 10-6). This file would contain two key 
fields. The Student Number field is used to relate to information in the 
student file, and the Class Number field relates to information in the 
class file. 

Student Number Class Number Qtr Taken Grade 

111-22-3333 ACC 103 92-3 A 
123-45-6789 EDP 150 91-4 B 
321-54-9876 BUS 211 91-2 A 
666-88-7777 ART 101 92-4 B 
987-45-1236 PHY 453 90-1 B 
999-99-1111 EDP641 91-3 A 

Figure 10-6 The completed courses file 

When a student requests a transcript, the registrar enters the student 
number assigned to that student (or former student). The database 
program sorts the completed classes file by the Qtr Taken field (if the file 
is not already stored in that order), finds every occurrence of the student 
number in the file, and then prints a transcript. Of course, additional 
processing is necessary to group the courses by quarter (or semester), 
calculate the quality points earned (based on credit hours and grade 
received), and calculate the student's grade point average for each 
period and the cumulative grade point average. Additional information 
may be added to the transcript based on information stored in other fi les 
for honors earned and extracurricular activities that may be noted. 

A database system using multiple, specialized files reduces redundancy 
to the point where data is duplicated in the key fields only. Specifying 
that the information in the key fields must not be modified eliminates 
the problem of updating multiple occurrences of an item. If a student 
moves, any information that needs to be changed can be found in one 
place. 

Each file is simple in design and easy to update. Associating, or relating, 
information in different files leads to less wasted space on the disk and 
a reduced possibility of information being partially updated. Unforeseen 
information can be added to reports by creating and relating new files, 
modifying the program to look up information in the new files, and 
adding this information to the ~eport as needed. 

Network Databases 

The third problem that had to be overcome before management 
information systems became widely useful was communication between 
distant systems. In the 1970s data communication became cheaper, 
faster, and much more reliable. This led to formation of wide area 
networks. A wide area network is formed when several computer systems 
communicate with each other by sending information over a common 
carrier, such as the phone systef . 
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Digital signals used in computers are not compatible with the analog 
signals used in phone systems. Therefore, to send and receive computer 
information over the phone lines, a conversion device is used. This 
device, known as a modem, modulates a computer's digital signals into 
sound (analog signals) at one end of the phone system, and a compatible 
modem demodulates the sound back into electron ic d igita l signals at 
the other end for the other computer. The term "modem" derives from 
the process of modulating and demodulating. 

Today, hundreds of databases are available worldwide on computer 
networks. Anyone with an account and a password can use these 
systems to access many types of information and to send and receive 
messages (a process known as electronic mail). 

With computers communicating over the phone li nes, information 
could be accessed directly, and t ransactions could be processed as they 
were made instead of being entered into the system at a later t ime. This 
was known as t ran saction processing. The 1970s brought a big increase 
in transactional processing systems. 

In the 1980s information management systems became widely available. 
With the introduction and widespread availability of microcomputers, 
informat ion management systems went through similar stages of 
evolution as were seen in mainframes and minicomputers in the 1960s 
and 1970s. First, file management systems became available, and these 
were quickly followed by more powerful database systems. 

Recently, information management systems, which were formerly 
described using traditional terms ("file managemen t systems" and 
"database systems"), have begun to blur the distinctio ns between the 
two traditional system types. In the world of microcomputers, most 
people refer to any information management system as a database 
system, regardless of whether it meets the technica l definition. Bowing 
to popular usage, this book will refer to programs such as FileMaker 
as databases. 

Microcomputers brought another d ifference to computing. It is very 
likely that a company will have many microcomputers located in the 
same building. This situation is not as likely with min icomputers and 
mainframes. As communications became more importan t during the 
1980s, a new method of connecting computers was developed and 
became known as a local area network. A local area 11etwork (LAN), 
technically, is a connection of communicating computers that do not 
use any lines or equipment belonging to a common carrie r. By popular 
usage, a group of microcomputers that send and receive information to 
and from each other is called a LAN. 

just as minicomputers and mainframes developed database systems 
that operate over a wide area network, microcomputers now have 
databases that work over a local a rea network. This allows multiple users 
to modify info rmatio n on a common database from any computer 
having access to the LAN. Once again, departments in large companies 
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have the ir own local database management facilities. But, for the first 
time, small companies have access to computing power similar to that 
relegated to o nly the world's largest companies a few years ago. 

USES OF INFORMATION MANAGEMENT SYSTEMS 

Some of the activities and terminology associated with managing 
information have already been presented, along with some of the 
pitfalls of manual methods. Computerized information management 
systems are designed to automate many tasks. Specifically, these programs 
will help you do the following: 

• Organize you r information 

• Store that in formation 

• Perform mathematical calcula tio ns 

• Add new records 

• Delete existing records 

• Edit the contents of selected records 

• Retrieve individual records or groups of records that match specific 
criteria 

• Sort the information into a different order 

• Print reports in different formats 

Each of these functions is discussed below. 

Organizing Information 

Storing Information 

Several types of information management programs exist, but all of 
them are designed primarily to !Jelp you organize information, store it 
on the computer, retrieve information, modify it, and produce reports. 
Information can be organized into databases, files, records, and fields. 

When you have determined the organization of the information, you 
describe it to the computer by creating a new file. At this time, the 
program requires you to specify each field to be used and what type of 
information will be contained in that field (date, number, text, graphics, 
formula, and so on). In most information management p rograms, only 
one type of information may bd contained in each field. 

Once the organization is described to the computer, you may then add 
information to the file. This is usua lly done by creating a new record and 
then filling in each of the fields fo r that record. For a customer, this 
might involve entering name, address, phone number, credit rating, 
cred it limit, and other information that describes that particular customer. 
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Performing Calculations 

Adding Records 

Deleting Records 

Editing Records 

Not a ll info rmation is directly typed into a file. Whenever calculations 
are required, it is frequently easier (and more accurate) to let the 
computer do them for you. 

for example, if you were a real estate agent and wanted to add a new 
house listing to your file, you could have fields set up fo r, among o ther 
things, the length and width o f the house. Then when you enter this 
information, the program could multiply the contents of these two 
fields and store the square footage of the house in the appropriate field . 
You cou ld even have the cost per squa re foot calculated automatically. 

When you first defined the contents of the file, you might have en tered 
the information you had available atthat time. Information management 
programs also all ow you to enter new in formation at any time after the 
file is created. 

If you a re running a business, you (hopefully) will have a steady stream 
of new customers discovering your store and purchas ing the items you 
sell. Therefore, the informatio n management program must allow you 
to add new customers. 

Not o nly does new information present itself an d old information 
change, but also eventually some information becomes obsolete. Suppose 
you have a list of insured ho usehold item s, and one of the items listed 
is a top-quali ty 35mm camera. The camera was very expensive when you 
bought it, but even with proper care and attention it fi nally wore out. 
When you discard th e camera, it is a lso appropriate to d iscard the 
information in the insured items fi le. 

The info rmation in each record will be as correct as it was when you 
entered it, but, as we all know, things change. 

Suppose you maintain a list of the names and add resses of your friends. 
Over a period of several years, chances are that many of them will have 
different addresses from the ones you entered o riginally. 

Informatio n management programs allow you to retrieve the reco rd 
conta ining the information on a particular frie nd, and then you can edit 
any in formation stored in th at record. For example, if a friend has 
moved to a d ifferent state, the street address, city, state, Zip code, and 
telephone number will have to be changed. 



Chapter 10: Information Management Concepts 479 

Retrieving Records 

Sorting Records 

There is another reason that the ability to modify information contained 
in a fil e is important. When the information was originally entered, 
there is always the possibility that it was typed incorrectly. The program 
has to allow you to correct mistakes easily. 

Information that has been entered into the computer is of little value if 
you can't retrieve it at a later time. If you have a list of customers and 
want to send a special mailing to all who live in a particular city or town, 
you can have the computer search through the list and select only those 
whose city matches the one in which you are interested. In this way you 
can select subsets of the entire customer fi le. In this case, the subset is 
the group of customers who live in a particular city. 

You can also find a single record. Suppose you have a file that contains 
information on improvements t?at you have made to your house. At a 
later time, you want to find the total cost of adding the deck. If the 
improvement was entered as "deck", you can tell the program to find 
the record containing "deck" and it would very quickly find the record 
and show it to you on the screen. 

You might also need to find information on a person, but you can only 
remember part ofthat person's name. In manual systems, you would be 
forced to look through each card until you found what you were looking 
for, but in a computerized system, you can tell the computer to find all 
names that match the portion you remember. The computer will do this 
many times faster than you can. 

An info rmation management system can quickly sort an entire file, or 
subset of the file, to display information in any order you want. 

The records in a file are sorted into order by the contents of a chosen 
field, known as the sort field, or the field on which the sort order will be 
based. Common sort field selections include the name fields for alphabetic 
sorts, Zip code field for printing mailing labels, amount-sold-this-year 
field to find the best customers, and so on. 

For instance, if you have a name and address file, and you want to group 
the people by city, you could sort fi rst by city, then by last name, then 
by first name, and the information would be sorted accordingly. If you 
had the following list of names and citi es: 

Wesley Myers-Smith 
june Kelong 
Don Herring 
Dena Taylor 
Diane Herring 
Luke Kelong 

~ew York 

1
oston 

l}tlanta 
Boston 
Atlanta 
Boston 
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The city, last name, firs t name sort command would give the following 
list: 

Diane Herring Atlanta 
Don Herring Atlanta 
june Kelong Boston 
Luke Kelong Boston 
Dena Taylor Boston 
Wesley Myers-Smith New York 

Note that the people living in a particular city are grouped, and the cities 
are presented in alphabetical order. Then, within each city group, the 
people are sorted alphabetically by last name. If more than one person 
has the same last name, they are further sorted by fi rst name. 

Sorting does not change the placem en t of the fie lds in the report, it just 
modifies the order in which each record is d isplayed or p rin ted. 

Creating Reports 

Historically, the main use for an information management system was 
to organize information so that reports cou ld be produced. The 
information was entered into the computer, and the computer sorted 
and selected the records that met the specified criteria. Then, the 
information was output in the form of a prin ted report. 

Since thoseearly days, adiffe ren ttypeofuse has evolved. Mi nicomputers 
and microcomputers led to an inte ractive fo rm o f information 
management. Interactive use of an informatio n management system 
provides timely information on a specific subject almost immediately. 

There still are times, however, when printed reports are more useful 
than interactive access. For instance, your ba nk maintains all of the 
transactions affecting your checking account in its database, but at the 
end of the month it sends you a printed sta temen t so you can verify both 
your set of records and the bank's. Any financial accounting system 
must maintain a paper trail, or series of printed reports, for auditing 
purposes. 

ln the next two chapters you will be introduced to two popular 
information management systems for the Macintosh: FileMaker II and 
HyperCard. 

CHAPTER SUMMARY 
• Each piece of info rmation is called a field or item. Several related items that describe one 

person, place, o r thing are called a record. Multiple related records may be grouped together 
into a file. A database is composed of several related fi les. 
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• Data is raw information. When data has been organized (processed) so that it becomes 
accessible and useful, it is known as information. 

• Businesses manage four major resources: money, materials, people, and information. 

• Information must be correct and up-to-date to be use~ul. There is a time value associated with 
information, because old information is not as valuable as current information. 

• Different people in a business organization have different information needs. Information 
management systems provide both interactive access and printed reports. Common reports 
include detail, summary, and exception reports. In some cases, particularly financial 
accounting systems, printed reports are necessary to provide an audit trail. 

• What if ... analyses are used to answer questions about future possibilities. For users trying to 
develop accurate projections, computers allow the examination of multiple scenarios such 
as, "What if the inflation rate is 3 percent?" or "What if the inflation rate is 6 percent?". 

• Early information management systems were known as file management systems because 
information was stored in separate files that were not associated with each other. Later, 
database management systems were designed to allow the information in several files to be 
associated (or related), to reduce redundancy, and to allow easier updating of information. 

• Info rmation in a database is stored on disk drives, so the information can be directly accessed 
an d updated. Many computer systems communicate with other computer systems over 
networks. Microcomputers are often connected over a local area network to allow for sharing 
of informatio n between computers and to allow interactive access to a centralized database. 

KEY TERMS 
common carrier 

data 
database 
detail report 
direct access 

e lectronic data processing (ED P) 
exception report 

field 
file 
file maintenance 
file management system 

information 
item 

key fi eld 

local area network (LAN) 

management information system (MIS) 
modem 

random access 
record 
redumdancy 
relational database 

sequential access 
sort field 
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Chapter 11: FileMaker II 

What You Will Learn in This Chapter 

After reading this chapter and completing the projects in it, you 
sh ould be able to: 

• Create a new file and enter data into it 

• Modify data in a file 

• Delete records 

• Find specific records and records that match one or more criteria 

• Create a new layout 

• Create calculation fields 

• Create detailed reports 

• Print reports 

• Link files together using lookup fields 

F ileMaker is one of the best-selling information management 
programs for the Macintosh . It will do all the standard tasks found 
in a program that manages information on a personal computer. 

Unlike similar programs on most other computer systems, however, 
FileMaker is designed for use on the Macintosh, and it takes advantage 
of the Mac's graphics capabilities to help you create reports with visual 
impact and style. 

STARTING FILEMAKER 

-----
F il1?1'1.akl?r II 

To start working with FileMaker, you need to have the FileMaker II 
application and the Inven tory data file loaded into your com puter. The 
Inventory file is included on the Macintosh Journey Projects disk that is 
available for use with this book. (Project 1 in Chapter 1 tells you how to copy 
all the files on the Projects disk onto your data disk.) 

This Inventory file will be used later in Project 3. Let 's open it now and 
take a look at it. 

.. Double-click on the Inventory data file icon , as shown in 
Figure 11-1. 
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r a File Edit Uiew Special 
., 

Orooting Card Art 

Trav•ling Tim•s Unformatt• d Trav•Hng Tim•s Logo 

~ ~ 
Glossary Yisual Eff•cts Class Notos But tons 

~ 
lnv•ntory Mys tor y Docum• nt 

0 
Final Proj•cts 

Figure 11-1 Opening Inven tory file from the desktop 

In a few seconds the Inventory file will open and you will see a screen 
like the one shown in Figure 11-2 (without the arrows and labels). 

' 4 File Edit Select GiHl!JCH rormut Cus tom Window 

10 lnuentor 

I 00 I WIPER BLADES 
1002 WIPER MOTOR 

WINDOW BRACKETS 

1. Slide control handle 4. Status area 
2. Book 5. Fields 
3. Active record Indicator 

8.53 
36.9 5 

8.79 

17.26 
11.25 
3 5.68 
36.50 

5.6 3 
8.95 
5.89 

Figure 11-2 What's what on the FileMaker screen 
I 

The opening screen tells you a Jo t about the Inventory file. The status 
area shows there are 20 records ~ n the file, and the fi rst record is active. 
The active record can be determ~ned in two ways: the center page of the 
book has the number 1 displayed, and the active record indicator (the small 
black area between the two vertical lines) is next to the first record. 
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BROWSING THROUGH THE FILE 

At this point you should see the first 12 records in the Inventory fi le on 
your screen. This means that 8 more records a re not currentl y visible. 
You can see them by scrolling through the file. 

There are two ways to scroll through the records. The first is to use the 
slide control handle, and the second is to click o n the bottom page of the 
book. 

The slide control handle method (see Figure 11-3) will let you smoothly 
and q uickly slide to a particula r record if you know the record number. 
As you pull up or down on the slide con trol handle, the current record 
number is displayed o n the middle page of the book. When you release 
the handle, the display scrolls to the record indicated in the middle book 
page. This is particularly efficient when you want to go to the first o r last 
record in the fil e. 

Records : 
20 

Records : 
20 

Records: 
20 

Figure 11-3 Changing active record with slide control handle 

otice that the top page of the book is b lank when the first record is 
active, and the bot tom page is blank when the last record is active. A 
page with simulated text on it shows that there are additional records 
in that directio n. 

The second scrolling method, clicking o n the bottom page, will take you 
o ne record closer to the bottom of the file (see Figure 11-4). You can also 
click o n the top page to move closer to the first record in the file. 

Before After 

~t ~ 
Records: 

20 

Figure 11-4 Changing the active record by clicking on the book 
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GETTING HELP 
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Whenever you are using a program such as FileMaker, there are times 
when you haven't learned, or can ' t remember, the proper procedures or 
commands to perform. FileMaker li incl udes online help so you won't 
have to stop what you are doing and find the information in the 
reference manual. 

'3€ -I • Choose Help from the Apple menu (see Figure 11-5). 

'Drue Edit Select (i<Jd~j(ll~ rornu1t Custom Window ' 
Rbout FlleMnker .•. lnuentory E!ll . ' 

~ 

~YII~!Uil II X K 
!!!kr. !!u£!jp.Jin Unit Cost 

sEd it 
Rein WI PER BLADES B.53 

Rlerm Clock WI PER MOTOR 36.95 
Calculator WI NDOW BRACKETS 8.79 
Calculator+ DOOR HANDLE 23.98 

: 
Chooser MIRROR MOUNT 17.26 ~ ": 
Control Penel MIRROR BRACKET 11.25 : 
dCRD Calculator 

FLOOR MATS 35.68 : 
DeskDraw '" 
DeskPelnt '" KEY LOCK 36.50 

OeskPainl'" 2 RADIATOR HOSE 5.63 

OeskPalnt '" 3 RADIATOR CAP 8.95 
Olspley Messege AIR FILTER 5.89 
EHpresslonls t '" " ' " ' e oo T e<> '< L'<. 

" 10 
... e~o. (VI 10121 

Figure 11-5 Getting FileMaker help 

This brings up the opening screen for the help facility, offers some 
inform ation on using FileMaker, and allows you to open the Help file 
(see Figure 11-6). 

'D File Edit Select Gadgeh l'ormut Custom Window 

To ulew , edit, add, and dele t e record s, fi rs t choose Browse f rom 
t he Select M enu. 

0 To type In a field, press l ob or click In D field. 
0 To turn to another record, click o page In the book . 
0 To odd or delete r ecords, choo~e from the Edit m enu. 

" 
Sor To find o group of records, choose Find from the Select menu, ,.:·;, 

then type o request and click the Find button. 'i 

To reor der the records, choose Sort f rom the Selec t menu. 

To change the eppeorance of records f or display nnd for 
printing, choose Layout from the Selec t menu. 

To creo l e new fields, choose Define rl om the Select menu. 

Ropen Help~ [cancel) 

Figure 11-6 Opening the He p fi le 

Click Open Help File. 
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1f the r il eMaker Help file is not on your disk, you must quit FileMaker 
and then copy the Help fi le from the distribution disk into the folder on 
your hard disk that conta ins FileMaker. Then you can re-enter File Maker 
and again try open ing the Help file. 

If you originally installed the Help file p roperl y, or if you just went back 
and installed it, when you click the Open Help File button, you will see 
the screen shown in Figure 11-7. 

r j File Edit Select G<HI(jeh rormut Cust om Window 

10 FlleMaker Help 0~ 

~i 
USING THE HELP FILE ~ 
To brovs r through tht Help file : 

Click ~ ~n of tht book on ttM' ltft to s u othe-r topics. 
- Ge-nwal information is .tt tht front of tht> fit.. Hon df.biltd VlformaUon is towards 

Rt-eords: : tht b~k. 

69 
To choose- a topic: 

Choou tht> topic you want from tht Custom m~nu. Thtn o1ick pa9ts in tht book to s u 
additional information . 

To c los• th• H•lp filt and r•turn to us ing FneHaker : 
Choou t:AJ:>~ from tht filt mt nu. (Or , lfl\ll~ thf Ht lp filt opt-n whllt 1,1 00 w-ork with 
aMt~ f1lf ; choon tht fi~ you w.nt from tht- 'w'indov mtnu or UJt tht ~ 
command to opo9n tbt fi1t.) 

FOf" more inform1Uon, SH tht pa~s of thf. Ff~tr mM~Ua1 rtft rtnetd at tht bottom 
oftM serun 

• To n~ othe-r r~cords on this topkl, click pagts of the- book • t tht top ltft of tht window. 
• For mor• hf.lp on this toplO~ stt tht FlltM•ktr II Own.r's Manu• 1, pp . 82-83 . 

lo • For htlp on otht r topios, choon tht topic IJOU ""¥It from tht Custom mtnu . 

[L] Bro~r~~st Ql I~ '2l 

Figure 11-7 Using the Help file 

3€ -1 • If your screen does not look like the one shown in Figure 11-7, 
choose Using the Help File from the Custom menu. 

The status area shows that there are a total of 69 records in the Help file. 

If you want help on other topics, you can choose Scripts from the Custom 
menu (see Figure 11-8). Or, to make it even easier, you can choose one 
of the options available in the Custom menu. 

r • File Edit Select (i~ldgeh I' or mil l Window ' ' 
Fil eMaker Help 

Scripts 

Using the Help File 
FlleMaker Concepts 

Q ( Perfonn ) 

Working with Files 
Defining Fields 
Adding and Editing Records I 

Finding Records 
Sorting Records ( New ) 
Arranging Information 

( f hllllfj l.' ) Printing and Preuiewing 
EHchanging Data Between Flies 

}!i ( Ot~h.• II~ ) Automating Commands 
Keyboard Shortcu t s 0 ( EHit ) 

l 0~ OON .0 ... . ~, ~· UOO> ' """:' >•• o U~ n~o· o-n U ........ $ · ·-Ne>~ 1'1'• o•-~· 
• For htlp on othf.r top.os, choost tht topic IJ OU 'If ¥It from tM Custom mtro. jQ 

I !0 Browso J<2l J2L'2l 

Figure 11-8 Scripts dialog box 
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f o r instance, if you want more in ormation on understanding FileMaker 
concepts: 

• Choose FileMaker Concepts fro m the Custom menu. 

.i File Edit Select Gadgeh rormot Custom Window 

![] FlleMBker Help ii 

~i 
VHAT IS A F IL£t1AICER FILE? f!£ 
A F"flt~tr f i l e ;s ~ M.cintos:h doeurntnt thtt storu your d~t~. A tilt contilnt" 
StqUffK:t ofrt"cords. Eieh rtoOr"d stOf"ts rt l•ttd lnformtt»n tbout t c~. 

- ~ .. ~~:::.':::;::';;;;;~ ;t;::•:;~~=~:t:n~:t!h~!t~:;:;~n:.•~: !~::~~ .. r .ch Rtoords: 
69 \t".ln~.)()tion, or a p• rson's l alar"\j . 

FOUI>d: 
~ In ~ilion to providin<.;l t structurt for st0t"in9 \jour infOr'mtUon, FlltM~tr' ptovidts t.ht 

fltxj)Uit~ to dtsplil,l tnd pnnt vow informtUon in tht fOf"m \IOU nHd. FUtMaktr'r. 
l~out c ap.abflitt} giv•s tJOU oomplttt eontrol oytr tht <~ppuranct of your dtb . 

heh filt oeeupits ;ts O"Wn window on tht dtsk1+P, 1M tJOU cJn htn up to 16 f1lts optn 

tt onct. All opM f1!.s .art hsttd in tht 'W'tndcrW~ (ntnU . Tht filt in tht .ottvt YW\doY Is 
e t11td tM curr•nt fi1• , ~It 1s ehtoktd 1n tl)t mtnu. To mtk:t • difftrtnl filt tht 
CIJt'rtnt filt , you just choost it from tM rMnu, 

• To stt oth.r records on this top~, olick paQt lj of the book at lht top ltft of tht -window. 
• For mort http on this topio1 stt tht FlltM•ktr II Owntr1S Manual, pp. 7-16. 

lo • For twlp on othtr topics, Moost tht topic lJOU Want from l.ht Custom mtnu. 

Browst :;J J II;: '2l 

Figure 11-9 FileMaker Concepts help record 

This shows the first o f five records associated with this topic (look at the 
status area below the book). Notice, at the end of the next to last line 
on the screen, that you are told to see pages 7-16 in the FileMaker II 
Owner's Ma nual for further help. This fi eld is updated for each record 
in the help file, and it will tell you where to look for more info rmation 
on each of the 69 records. 

If you can't find what you need I is ted in the Custom menu, choose Find 
in the Select menu and tell it what you wa nt to find in the Help file. 

• Choose Find from the Select menu. 

This brings up the fo llowing screen (see Figure 11-10), where you can 
enter your search criteria. 

' * File Edit Select (i<ld<J<lh rormot Custom Window 

FlleMftker llelp 

~P-•g~•-"-wM--·~~ ====---------------------------=--~J ~ 

I O Omi t 

Q§J 

CDCD 
GJCD 
00 
CD Lm 

IIIJ Find 

Figure 11-10 Finding in formation in the Help file 

I 
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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 

a~ 
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 on~ l~out: 

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

69 The tim• is displ•y~ 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 c<~n us. tht rc~ml.lf 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 pa~ numbtr iJ. 
disp~f4 'W'ht n yov prtvitw or print rtcords. Vhtn ~ou choost Fnhl yov ~ sptoif~ 
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 dlspl~~Jtd 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 ~lp on this top~, n t tht Fi~.,- II Owntr~s Manua1, pp. 184- 186. 
• For htlp on otMr topics, choost tht topic ~ou 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. 










































































































































































































































































































































































































































































































































































