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Microsoft® Excel
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Spreadsheets, like Microsoft® Excel, are great tools for crunching numbers. But if
you're trying to manage your clients, contacts, inventory and other lists in a spreadsheet,
there is better way. Let the spreadsheet handle the numbers, and let FileMaker Pro
manage the rest. With FileMaker Pro you can tackle any task - faster and easier than any
spreadsheet you've used before.

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
information (words, images, numbers, files)

Building a financial model

Creating basic reports * Creating and publishing customized forms
and reports

e Connecting related information such as
inventory and sales

* Access and collaboration by multiple
people at the same time
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Before you get started

This guide contains hands-on exercises that will show you step-by-step how to
maximize the value of your data by managing it in FileMaker Pro along with your

spreadsheet software.
To complete the exercises in this guide, you will need two things:

1. 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.

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

FiloMaker Pra 11 FileMaker Sorver 11
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www.filemakertrial.com

2. An Excel spreadsheet that consists of columns of data, such as a phone list, price

list, or inventory list such as the one pictured here:
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SHARING DATA BETWEEN FILEMAKER PRO AND MICROSOFT EXCEL

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

P 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.

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.

names or data?

File: Contacts.xlsx

(=) Field names

The first row will be used to name the fields.
() Data

given default names (f1, f2, etc).

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

The first row will be used as the first record. Fields will be

( Cancel :} HH

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.
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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.

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.

e

Sort Ascending
Sor Descending
sort By Value List

Field Type
Field Options...

Add Leading Group by State_Provincel
Leading Grawp Fill Colar

Leading Subtotals

Add Trailing Group by State_Provincal
Tralling Croup Fill Color

Trailing Subtotals
Set Column Width...

Hide Fleld

Delete Field. ..
Modify Table View...
Resat Table View.

A WA
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b. Next, select the column menu again and choose [Trailing Subtotals], and then

[Count (State_Province1 Count)].

B
v
b]

]

" Sort Ascending

E”!

i

it

iy
Maximum
Standard Deviathon
Standard Deviation By Population

Sort Descending

Sort By Value List

Field Type
Fleld Options...

Add Leading Group by State_Provincel

Leading Growp Fill Colar

Leading Subtotals L3

Remove Trafling Croup by State_Provincel
Trailing Graup Fill Color [

Set Column Width...
Hide Flald
Delete Field..,

Resat Table View...

c. We now have a total count of the number of people in each state

State Province1 Postal_Co...

AL 83642
AL 37206
Count: 2

|AZ 85034
Count: 1
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EXERCISE 2: SETTING UP RECURRING IMPORTS

In FileMaker Pro you can establish a Recurring Import from Microsoft Excel, CSV or TAB
files. Set it up once, and every time you open your database, the data from your Excel
spreadsheet or data file will update automatically in FileMaker Pro. Imported data is read-
only. Use this data to easily create sales reports, track workflow, and collaborate with others.

Alen
Verria
Loros
Mod
Raodrige
Mimall

Dire:
Aot

To set up recurring imports:

1. Create a new file or open the file in which you want to set up recurring imports.

2. In Browse mode, choose File menu > Import Records > File.

o JITH [dnlier et Faima
New Dataoane .
Miw From Starter Solution .
(Oper Ramnts
Oger Recant
Ogsr Favarie
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3. Locate and select the file containing the data you want to import.

4. Select Set up as automatic recurring import, then click Open.

CROLE en File
[a]w] [e2fiE]m] | Contacts B Qwarch 3
F DEVICES . -~ Marm - h.“_-_
B Contartxdy Today, 2:40 P™

 SHARED
= PLACES
» MEDIA

Show: A e B

mﬁnl up as automatic recurring import |

(Concel) (SOBSTS)

5. From the [Recurring Import Setup] window, select the following:

a. To skip importing column headings, select Don't import first record (Contains field

names).

b. Choose your Layout Name

c. Accept the default script name or type a new name for the script you can use to

update data manually.

Souroe of data

Thet Al# I8 uped whin the 2ats i importid. I you changs the file or
letitiom, you mial oo The Sorpt Bhal Filehabr uses b display your data.

T I iEn }enmarzy s

# Don't impart first record { Contains field names )

Dsplaying and refreshing the data

This lirpout displiys. the data from the scieeted Ble. It apoears in the
Laryoait poi=Lim et In the STaLs 100ib.

Layout Mame: | Contacts |

T gewipe relreshes the daen frem the selecred Be. The seoripe run
sutgmatically when she fle apene and she bagout iy Saplayed. Toun the
serpl marually, chel the weipts ullon o the kot

Seript Mame:  Conbacis

(Conee) 09

6. Click OK.
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EXERCISE 3: VIEW YOUR DATA WITH DIFFERENT TYPES OF LAYOUTS

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:

Q-
City1 Address_Type1 Street1 +|a
LY
burg Business Police Academy  ~—
ert Business 588 N. Jackson St
isville Business 531 Wild Oak Court
urnbia Business P.O. Box 1618
itin Business 3410 Far West Bivd
shington Business SC-55
ahoma City Business 2305 Harvey Parkway
wville Business |3820 Lonas Rd., Apt.
lla Walla Business 270 Ransom Road
eeling Business B2 Finch Avenue
tertown |605 Votech Dr.

Business

3

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)

| [Busrmes
| Tochrecian Burross
[Tachrcian Buskrues
| Tocheasian Brrunc
[Toch Buppart Busrrss |BEEs
_':nﬂrl'.l-ll [ [=] & rﬁ Harvey “‘; =
ncheicinn Fneonvile Busirnes } Lonns Fd | Apt.
‘Tocheician Hunmens |70 Flansom Fioad
Tochrician ‘Busress
[Technician Buzross Wintech Dr.
[Techrcian Tkt Dusross 187¢ Taiont Ave,
| Techucian Concord Busnoss 11 harvard Sireet | ]
|Techescian (Crosby Busness PO B 262 1
[Tachrscian I Uusross 126 Excotence Way | |
| Tochrscian Lwnﬂ ‘Busrmes #os Cahi crive | 1
| Tachescian Teir Haua Butniss aa vaina &1 1 ]
| Tocheician Lo Lunas Busrwss 280 La Entrada
[Tocheselan Forks Burrwss TFE1 § dFnd B ]
R Avaccnatn [korla Bsharu Runrmes abcileyl Hrria
B A ' |Piaswilia Businoss 13 Aocnrun
B (mivnr spneg Bumnann VIB03 gisan a2
— Eaies A [Aringaan Business B4 Gyl Ei
[Tacheicinn [N Ehas Businnas Wl
T Eaien A [Bay . Lova Busnoss South Beach

Sort Descending

Sort By Value List

Field Qptions...

Add Leading Group by Field

Leading Croup Fill Color

Leading Subtotals

Add Trailing Group by Field
Trailing Croup Fill Color

Trailing Subtotals
Set Column Width....

Hide Field

Delete Field...
Modify Table View...
Reset Table View...

Using FileMaker Pro with Microsoft® Excel
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¥ Text
Number
Date
Time
Timestamp

K Container

Calculation...
Summary...
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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. Once your are in Layout mode, click on the [New Layout/Report] button

Create a Layout/Report

Show records from: f Contacts Converted 2 lﬂ

Layout Name: INEW Layout I

Elnclude in layout menus ﬁ

Select a layout type: Standard form " —_— ]
. — ]
Table view m N —
List view —
Report
Blank layout A

Shows one record at a time. Fields appear on separate lines. The
field label is on the left and the field data is on the right. Good for
data entry.

[ Cancel ) " < Back ) (FNexts+)

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.
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Sample layout made from the Layout/Report Assistant

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

Using FileMaker Pro with Microsoft® Excel
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EXERCISE 4: 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.

& FileMaker Pro G Edit  View
f|ano

Contact Man
Robeart Dockter

 Contact Detalls

New Database...

New From Starter Solution. .
Open...

Open Remote. ..
Open Recent
Open Favorite
Cloze

&0

Manage
Sharing

File Optians. .,
Change Password...

Page Setup...

Impart Recards
Export Records. ..
Save/Send Records As
Send

Sawve a Copy As...
Recover. ..

{30 =

My Cafe

Snapshot Link...

Insart Plesurs
Expor Pichss

ettty e L s

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.

.

Using FileMaker Pro with Microsoft® Excel
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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 5: 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 M

| Document | Security = Initial View |

"1 Require password to open the file

Password:

@Require password to control printing, editing and security

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

Password

[ 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 )

A

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.

' Using FileMaker Pro with Microsoft® Excel page 14



CHARTING DATA WITHIN FILEMAKER PRO

You can create bar, line, area, and pie charts in FileMaker Pro to compare and contrast
your data. For this example, we'll chart the data from the summary report we added to
our table earlier.

Step 1: Choose the table layout with your summaries that you created earlier:

£e2i

ClLEH

i

i

"

REEEEERER

I

=

T

mo i e
T

i3

S

K

8 iiéttg:?r;!i}i"- i

pal

T T
AR

L
i
d

5-:;;::sf:f

Step 2: Choose [View] then [Layout Mode] in the top menu bar and then click on the
[New Layout/Report] button

Step 3: Choose [Report] from the layout menu

Crears a Layout/Report
Show records from: | Contacts Converted 7 18]

Layout Mame: |State Report Toral
™ Inclute in layout menus

Select a layour type:

Sets up a repet with grosped data and ) vosals and wat
Crouping recerds lecs you summanize youwr data by any feld, sech as
regen of meneh, Select enther or both of the checkboos IF you want
1o watal group dasa.
B nclude subtotals
[ include grand tatals

@ (o) <tact ) o)
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Step 4: Follow the menus in the Report Layout to choose what information you
would like to chart:

Mo LaryonstRapor
Bperify e Bl s Wann 08 roeat Lot Rk gk The Ratcll S i Tha o i w30 e B3 3pgaar Sesnt for onatel furrmany Seids e ez b L 0
Ry Ly arediar brizm Ut grimas of dum et secen
Vira ¢ i rraee i oo nuttotal B vow el
Flelds shown on layoutirepoet Casmeniry fisld
* ate Proincel Ew Gl |
mprrr— —— i
Lk - — madtreni_Trwel
e - —— s - st}
 Sumrmary faid s by Wik
@ (Camenl | (< Back ) et (@] (Cameet ) (<Bach ) (Hmas )

Step 5: When you've completed your development of your new report, enter the
layout mode where you will be able to add your chart:

Exit Layout

Layout: Report - o Table: Contacts Converted 2

State Summary Report E
i State Sta

P Autosizing
P Arrange & Align
P Sliding & Visibility

Before we add the chart, we need to make room on our layout. Using the [Inspector]
tool, we choose the Footer section on our layout and increase it's size. In this case, we

increased the height to 5.5 inches.
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Step 6: When you've completed your development of your new report, enter the
layout mode where you will be able to add your chart:

e0o Contacts Converted 2 o=
i) =
Layouts : Repa e Chart tool: Create a chart on the layout. [£9°

¢*  Table: Contacts Converted 2 Aa Revert Save Layout Exit Layout

Layout: Report -

State Summary Report

State State Count

Click the Chart tool in the status tool bar, then drag a rectangle on the layout where
you want your chart to appear. In our example, we're adding it to the footer section.

Step 7: Once you've dragged your chart region, you will be able to specify the type
of chart you want and the data you want to chart:

Chart Type: [‘Bar B State Report Totals

Chart Title: |”State Report Totals" | I:' 8 g

g [&]

Horizontal (X) Axis: |C0ntacts Converted 2::5tate_Provinc| I:' 4 4

Vertical [¥) Axis: Contacts Converted 2::5tate. .. 5 '! 2

. 0

A B C D E
+
= (o)
Use Data From: [ Current Found Set H
@ins for groups of mco@

Learn More... [ Cancel j M

You can easily modify your chart using the [Format Chart] button. Also, be sure to
select the [Show data points for groups of records when sorted] option to show the
individual totals on your chart.
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Step 8: Now you will have a summary chart for your data which you can add to your
reports and easily send to your colleagues.

Stwie Summary Hepor
Gmle  State Cowmt

State Beport Totals

?!ﬂiﬂnunﬂa!b!ﬂl!!ml!ﬂl :’

Mk, A CR £S5 ET GC DI M AA MO D W 8 W N LR AN 3 A b A R AT BE WioWl A WY oM B G R

Wi W Wk W WY

Summary Chart showing state total comparisons

SENDING DATA FROM FILEMAKER PRO TO MICROSOFT
EXCHANGE, OUTLOOK AND ENTOURAGE

Creating 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

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.
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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.

3
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Outbox Subject %+ Contains %) [Filter X
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¥ Today (1)
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Figure 3: Email ready to be sent from the out box within the email client

NEXT STEPS

Congratulations! You've taken the first step toward managing your information - 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:

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