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Executive Summary

Effective decision making, using the best quality commercial data, is a key success factor for any small
business owner or workgroup manager. To help maximize the value of commercial data and eliminate
data duplication errors, it is important that business information held in one software application can
be exchanged and reported in another.

This guide shows you why FileMaker Pro is the perfect companion database application for Microsoft
Office on the Windows and Macintosh platforms. A series of real world examples are used to show
how easily business data can be exchanged between FileMaker Pro and Microsoft Office applications.
The Business Productivity Solution, a ready to use database template that can be downloaded from the
FileMaker Web site, is used to demonstrate how records can be moved both into and out of Microsoft
Excel, Word, PowerPoint, and Outlook or Entourage. No prior database knowledge or programming
experience is required to follow the examples and apply the techniques demonstrated for your own
business or workgroup.

Introduction

FileMaker Pro is an ideal database application to use with Microsoft Office, on either Windows or
Macintosh computers in your business. You can store customer records and create invoices with
FileMaker, then extract this data into Excel to chart and graphically present your sales totals for this
quarter. The same customer details held in a FileMaker database can be used by Microsoft Word to
create a mail merge letter for a marketing campaign. You can present a chart of your live sales data in a
PowerPoint presentation, using a direct link back to the source data held in a FileMaker database. With
FileMaker, you can create a one off email to a single customer, or manage a comprehensive targeted
email campaign. You can send outgoing emails, generated in FileMaker, via Outlook, Outlook Express
or Entourage.

A series of examples will be presented in this guide to demonstrate how business data can be
integrated between FileMaker and Microsoft Office. This guide shows you how an existing FileMaker
database, the Business Productivity Solution, which is available for download from the FileMaker Web
site, can be easily adapted to enable you to exchange information between FileMaker and Microsoft
Office.

Finally, a third party FileMaker plug-in will be demonstrated that can capture and synchronise incoming
emails between your Outlook or Entourage mail folders and a FileMaker database.

The Top Reasons to Read this Guide

By spending just a short time with this informative guide, you will learn how to:

o Integrate your business data seamlessly between FileMaker Pro and Microsoft Office

o Present sales data graphically with Excel and paste the chart as a dynamic link in a FileMaker
container field

] Use your FileMaker contact data as a source table to create a mail merge document in Word

o Store a FileMaker sales report query in Excel to present as part of a PowerPoint presentation

o Use FileMaker as an asset register to store project documents, spreadsheets and presentations
created with Microsoft Office

] Launch and update these documents directly from FileMaker

] Create outgoing emails from within FileMaker

. Use a FileMaker plug-in to capture Outlook or Entourage contacts, calendar events, tasks, notes

and incoming emails within a FileMaker database
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Before You Get Started

You will need a copy of FileMaker Pro 8.5 installed on your Macintosh or Windows computer, to try
out the Microsoft Office data integration examples presented in this guide. If you are using a previous
version of FileMaker in your business, you may be eligible for discounted upgrade pricing. Speak to
your local FileMaker office about this, or check the FileMaker Web site at www.filemaker.com.

The minimum system requirements for FileMaker Pro 8.5 are shown in Table 1.

Macintosh

° Macintosh computer with a PowerPC G3, G4, or G5 processor
o Apple computers with Intel processors

° 256MB of RAM

° CD or DVD drive and hard disk drive

° Mac OS X 10.3.9 or Mac OS X 10.4

Windows

o Pentium Il 500MHz or higher

° 256MB of RAM

o CD or DVD drive and hard disk drive

o SVGA (800 x 600) or higher resolution video adapter and display
° Windows 2000 (Service Pack 4), Windows XP (Service Pack 2)

Table 1: FileMaker Pro 8.5 system requirements

Downloading the FileMaker Trial Software and the Business
Productivity Kit

You can request a free 30-day trial copy of FileMaker Pro 8.5 at www.filemakertrial.com/bpk. After you
have submitted your details you will be redirected to a download page. You can also download the
FileMaker Business Productivity Solution database files. These files are fully working business database
templates which you can either start to use immediately, or customize for your own business needs.
The files are also a great source for design ideas which you can use in your own database. We will be
using these files to demonstrate how easily a FileMaker database can be integrated with Microsoft
Office. You can also request a copy of FileMaker Pro 8.5 and the Business Productivity Solution files

in other languages, from your regional FileMaker Web site. FileMaker International’'s Web sites and
distributors are listed at www.filemaker.com/company/intl/index.html.

Installing FileMaker Pro

Install FileMaker Pro 8.5 on your computer and expand the contents of the compressed Zip or DMG
file that contains the Business Productivity Solution files. Save the expanded folder to your desktop
or another preferred location. Open the FileMaker folder. Highlight and launch the Setup file in the
folder and follow the dialog box instructions to install FileMaker on your machine.

The examples in this document are presented using Microsoft Office Professional Edition 2003 on the

Windows platform. There are minor variations in the format of some of the dialog boxes with other
versions of Microsoft Office on the Windows and Macintosh platforms.
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Sharing Data between FileMaker Pro and Microsoft Excel

Part | Extracting Data from Excel into a New FileMaker Database

Information held in an Excel worksheet can be easily transferred into a new FileMaker database.
FileMaker Pro has built in translators to open files created with Excel 95 or later for Windows and Excel
98 or later for Macintosh.

Step 1: Using Drag and Drop to Create a New FileMaker File from an Excel Worksheet

To demonstrate how FileMaker opens an existing Excel file, a simple Excel spreadsheet containing
sales data is shown in Figure 1.

A, | B | C |
1 |Sales Territory Sales Target Sales Actual
2 12 Bk ka0
3 13 16 15
i 14 16 15
5 15 1 G4
B 16 67 g5
7 17 43 40
g 19 51 G5
9 21 a3 76
10 22 45 a3
i 24 GG av
12 25 46 43
13 27 37 39
14 20 23 29
15 29 15 22
16 30 5 B

Figure 1: Existing sales data held in an Excel spreadsheet

You can drag and drop the Excel spreadsheet file icon onto the FileMaker Pro application icon, or a
shortcut (Windows) or alias (MacOS) icon, as shown in Figure 2.

Sales Dataxls

Pro.exe

Figure 2: Dragging an Excel workbook icon onto a FileMaker Pro shortcut
Step 2: Choosing Which Worksheet to Open in FileMaker Pro

FileMaker Pro will be launched, if the application is not open already, and the Specify Excel Data
dialog box, shown in Figure 3, will appear, prompting you to select a worksheet from the Excel file, for
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FileMaker to open.

Specify Excel Data e |

* Display worksheets

€ Display mamed ranges

Seleck worksheet From Excel file "Sales Data,xls",

Sheetz
Sheet3

Continue, ., I Cancel |

Figure 3: The Specify Excel Data dialog box

Step 3: Using Column Headings as FileMaker Field Names

When you have selected a worksheet, the First Row Option dialog box, shown in Figure 4, will appear
asking you whether you wish to create field names from the cell contents of the first row, or treat the
first row in the worksheet as a data record.

The First raw aof daka is commanly used as column headings and
could be converted inko field names. se the first row as Field
names or data?

File: [Sales Data.xls] Sheetl

The Firsk raw will be used ko name the Figlds,

' Field names %

" Data

The First row will be used as the firsk record, Fields will be
given default names (F1, F2, etcl,

O, I Cancel

Figure 4: The First Row Option dialog box

Step 4: Naming and Saving the New FileMaker file

If you click the field names button in the First Row Option, the Create a new file named dialog box will
appear, prompting you to name and save the new FileMaker database. By default, FileMaker will title
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the new file with the name of the original Excel file and the suffix ‘converted’ added, shown in Figure 5.

Save I

File name:

Save az ype:

Ei alez D ata Converted. fp?)

=~

IFiIeM aker Files [*.fpf]

~

Cancel |
o

Figure 5: Saving the newly created FileMaker database based on the Excel file

The new FileMaker file will contain a set of fields equivalent to each column in the worksheet, and the
number of records created will be the same as the number of data rows in the Excel file. The similarity
between the original Excel worksheet and the new FileMaker file can be seen by comparing Figure 6
with Figure 1.

.‘] Sales Data Conyerted
Browse Sales Territany Sales Target | Sales Actual
BEEE 546 B50
Layout; L] 16 18
[Lapout & »]/f14 16 15
16 A1 f4
T ==|l8 &7 85
L7 43 40
z 19 51 65
'H' ) 21 83 76
iz 22 445 a3
f 24 56 57
Faund: 26 46 49
15 27 37 39
Total; 20 23 79
13 79 18 22
IIhzorted a0 5 F

Figure é: The newly created FileMaker file based on the Sales Data Excel worksheet

Part Il Extracting Data from Excel into an Existing FileMaker Database

You may wish to add the contents of an Excel Worksheet to an existing FileMaker file. FileMaker has a
comprehensive set of file type translators to enable you to import data from a wide variety of source
files, as new records, or as replacement records, within an existing database.

Step 1: Importing new records from an Excel file into a FileMaker Database

We can use the newly created Sales Data Converted FileMaker database to demonstrate how the
contents of an Excel worksheet can be added to the file as new (or replacement) records. Open the

w
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Sales Data Converted file and select the menu option File > Import Records > File. The Open File
dialog box will appear.

Near the base of the dialog box, click the down arrow, to the right side of the Files of type box, to
display a list of file types that FileMaker can translate. As you might expect, Excel files (*.xIs) are include
in the list. Select Excel Files, from the value list, as detailed in Figure 7. You will need to locate and
click the source Excel file, then click the Open button.

File narme;

Filez of wpe:

ISaIes Drata.xls j Open I
Eucel Files [*.xlz) j Carizel |
Fileb aker Files [*.fp7) -

Tab-Separated Test Files [*.tab;™ tut] Remate, ..

Comma-Separated Test Files [* ey ]
SvLEK Files [*.zlk)

DIF Files [*.dif) &
Lotuz 1-2-3 Files ["wk1 7 wks]
Bazic Files [ basg)

erge F

Figure 7: The Import Records file type drop-down list

Step 2: Specifying the Correct Worksheet for Record Importing

FileMaker will open the Specify Excel Data dialog box, displayed in Figure 8. As previously described
for the drag and drop technique, you need to indicate which worksheet contains the source data that

you want to import. When you have selected the source worksheet, click the Continue button.

w
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Specify Excel Data ed |

¥ Display worksheets
£ Display mamed|ranges

Select worksheet from Excel file "Sales Data,xls",

Sheetl
Sheetz
Sheet3

| Continue, .. I Cancel
A

Figure 8: Selecting a worksheet in the Specify Excel Data dialog box
Step 3: Specifying the Import Options for the Excel Worksheet

The Import Field Mapping dialog box will then appear, shown in Figure 9. This dialog box contains
several option settings to help you import the data from the source worksheet. You can move the
target fields on the right side of the box up or down, by clicking on the double arrow icon to the left of
each field title. You can switch on or off the import arrow between each source field and target field,
as indicated in the Field Mapping section. There are three radio buttons in the Import Action section,
which give you the choice of using the source data from Excel to add new records to the file, replace
the existing found set of records in the file, or update matching records.

It is important to note that the import options to update existing records or update matching records
both overwrite existing data during the import process. This action cannot be undone. To safeguard
your data, choose the menu option File > Save a Copy As to make a backup of the FileMaker Pro
file, before you perform an import that updates records. You can find out more information about
FileMaker's import settings and options using the FileMaker Pro Help, or online at the FileMaker
Knowledge Base Web site, www.filemaker.com/kb.
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Import Field Mapping Tl ﬂll

Source: [Sales Data.xls] Sheetl Target: I Current T able ["Sales Data Eonvertnd

Source Fields | | Targek Fields I
Sales Territory =¢  # Sales Territory
Sales Target = % Sales Target
Sales Actual =¢ # Sales Actual

<“|>>| Field Mames arrange by: I last order ;I
Import Ackion Field Mapping
* add new recards = Import this field

" Update existing records in Found set = DR
[Match records based an bis feld

" Update makching records in found set SV R e

™| &dd remaining data as new recatds Define Database... |
¥ Don't impatt fiesk record (ronkains Field names)
cancl |

“
Figure 9: The Import Field Mapping dialog box for importing new records into an existing FileMaker file

At the end of the import process, FileMaker will present you with an Import Summary dialog box,
informing you how many records have been added or updated in the file, as shown in Figure 10.

Import Summary I llil

Import Records Summary:

Total records added § updated: 15
Total records skipped due to errors: O
Tatal fields skipped due ko errars; 0
Table created: <none:

Figure 10: The Import Summary dialog box

Part lll Saving and Sending Records as an Excel File From FileMaker

FileMaker Pro has a feature called Excel Maker, that makes it easy to create a new Excel file, or PDF
document, based on the current set of records you are browsing in a FileMaker database.

When you use the Excel Maker to create an Excel file, only the fields present in the layout you are
currently browsing will be included in the new Excel workbook. If you want to include the contents
of additional fields from FileMaker within an Excel file, you can use the menu option File > Export
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Records. Choose to save the exported record set as an Excel file, then follow the export options dialog
boxes to customize what fields to include.

Step 1: Using the BPS Sales Orders file to create a New Excel Worksheet

The Excel Maker feature in FileMaker Pro is an easy way to extract data from either the current record

or the found set of records you are browsing in a FileMaker database and work with this data in a new
Excel worksheet. This is a great way to use Excel's graphing capabilities to create a chart based on a set
of records in a FileMaker file.

We can use the bps_Sales_Orders database to demonstrate how easily you can create a new Excel
worksheet from within a FileMaker file. This file is one of the databases included in the Business
Productivity Solution.

Launch FileMaker Pro 8.5 on your computer and using the Open File dialog box, locate and open the
folder called BPS_1.0, which contains the Business Productivity Solution files. Open the file called bps_
_Main_Menu. This file will open the associated FileMaker files that make up the Business Productivity
Solution.

A dialog box may appear as the file opens advising you that the date and time formats for the file
are different to your computer’s system settings. You can dismiss this message by clicking either the

‘System Setting’, or the ‘File Setting’ button.

The Business Productivity Solution Main Menu window will appear, as shown in Figure 11.

FileMaker Business Productivity Solution

2]
Contacts
Select a Busingss Productivity
Solution module to
Email Inventory » Manage Contacts
» Organize Inventory
* Process Sales Orders
» Track Projects
* Send Email
Projects Sales Orders
FileMaker Business Froductivity Solution @ 2005 FileMaker Inc. Version 1.0

Figure 11: The Business Productivity Solution Main Menu

If this is the first time you have used the BPS Sales Orders file, it would be of benefit to add some
example or actual customer, inventory item and sales invoice records to the various modules.
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Step 2: Saving and Sending a New Excel File from the Sales Orders Database

Suppose that we want to create a new Excel worksheet, based on our monthly totals sales figures.
Click the Sales Orders button in the BPS Main Menu to open the Sales Orders file. To make a new
Excel file from within a FileMaker database, choose the menu option File > Save/Send Records As >
Excel.

The Save Records as Excel dialog box will appear, enabling you to choose a folder in which to save the
new Excel file. The lower section of the dialog box is shown in detail in Figure 12. You need to type a
name for the new Excel file. The Excel file type is pre-selected. You must select from the Save drop-
down list whether to include the FileMaker set of records being browsed or just the current record. If
you choose to save the current record, the new Excel worksheet will only contain a single row of data.

Two additional check boxes give you the option of automatically opening the new Excel worksheet
after it has been created, or to create a new blank email, with the new Excel file included as an
attachment.

File name: IBF'S_S ales_Data Save

Save a3 bype: IE:-:ceI Files [*.xlz] j Cancsl
Save: IRecu:urds being browsed j Optians...

After saving: [ Automatically open File

e

[~ cCreate email with file as atkachment
¥4

Figure 12: The lower section of the Save Records as Excel dialog box
Step 3: Setting Options for the New Excel File within FileMaker
FileMaker also provides you with the capability of naming the new Excel worksheet and adding title,

subject and author details to the new spreadsheet file. You need to click the Options button to open
the Excel Options dialog box, as shown in Figure 13.

IV Lse Field names as column names in first row

Wnrksheet:l BPS Sales Data

Title: | Sales Actuals ws Targets

Subject: | Internal Sales Mat Use Only

Author: | A Evans

ok I Cancel

Figure 13: The Excel Options dialog box
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Step 4: Reviewing the new Excel Worksheet

After clicking the OK button, the new Excel worksheet will appear, as shown in Figure 14. The field
names from the Sales Order file have been preserved as column headings and each invoice record
from the browsed set in FileMaker appears as a new row in the worksheet.

= C | D | E | F | G |
Invoice ID Ship Date Shipment Status Sale Date Bill To Name Inveice Total
2 06/01/2006 Enroute 06/01/2006 Arthur Evans $1,505.00
3 06062006 06/04/2006 Susan Becker %1,756.63
4 06/09/2006 06/09/2006 Susan Becker $351.33
5 06/09/2006 Pending 06/09/2006 Arthur Evans $351.33

Figure 14: The newly created Excel worksheet generated from within FileMaker

The Next section covers a more advanced technique of extracting data from FileMaker into Excel
using an ODBC query. If you are happy with the above methods from sharing information between
FileMaker and Excel, you may like to jump ahead to next section, which describes how records in a
FileMaker database can be used in a Microsoft Word document.

Part IV Getting Data out of FileMaker into Excel with an ODBC Query

You can share information held in a FileMaker database with other applications using ODBC (Open
database Connectivity) and JDBC (Java Database Connectivity). You can choose to make a FileMaker
database available as a data source for ODBC compliant applications, such as Excel. FileMaker and
Excel are excellent complementary applications. You can use Excel to produce a graph from a data
series, originating in FileMaker. You can then use object linking and embedding to paste the graph
back into a FileMaker container field.

In this example, we will create a new database query from Excel to extract sales figures from the BPS
Sales Orders file. We will then chart the sales data and then copy and embed the resulting graph back
in a FileMaker database.

Step 1: Preparing Your Computer to Create an ODBC Query from FileMaker

You will need to have Microsoft Query installed on your computer to follow the example of extracting
data from FileMaker into Excel, using an ODBC query. Microsoft Query is not automatically installed
during a typical installation of Microsoft Office. Itis a good idea to have your Microsoft Office CD to
hand, as you may be prompted for it in order to install Microsoft Query on your computer.

The ODBC client driver, which is included on the FileMaker CD, is not installed as part of the standard
FileMaker installation. You will need to locate and install the ODBC driver software from your FileMaker
Pro 8.5 or FileMaker Pro 8 disk.

Load the FileMaker Pro disk in your computer. When the installation dialog box appears, click the
middle ‘spectacles’ button, shown in Figure 15, to explore the contents of the disk.

\‘,’ FileMaker Pro and Microsoft® Office Integration page 13



Figure 15: Click the Explore button in the FileMaker installation dialog box to locate the ODBC driver

software

Inside the FileMaker disk is a folder called xDBC, which holds the FileMaker ODBC and JDBC driver

software. Open both the xDBC folder and the ODBC Client Driver Installer folder within it.

Click the Setup file, which is displayed in Figure 16, and follow the onscreen prompts, to install the

FileMaker ODBC Client driver.

& ODEBC Client Driver Installer

File Edit View Favorites Tools  Help

@Back - \J - I?

P ) Search “ Folders

T

Files Currently on the CD
CD Writing Tasks =

5 F 85 B

Databirect inskmsia.exe  instmsiv.exe  readme.bxt setup.exe
Sequelink ...

(7] Write these files to CD

File and Folder Tasks S

Figure 16: The contents of the ODBC Driver folder on the FileMaker disk

Step 2: Enabling a FileMaker File to be an ODBC Data Source

Open the bps_Sales_Orders file and, if none exist, add new sample sales invoices to the file, as shown

in Figure 17.

l FileMaker Pro and Microsoft® Office Integration
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@ Harme _#L,J Mew )frj Delete (ﬁ Find '\ﬂ j:‘lpenp 'g f:vsguce\ — ';,:L":i(g s IE.T,:.EIEE
Invoice #3
e Address Label Packing Slip
Invaice # |3 Status: ¥
Sale Date: |642008 Ship Date: |B/B2008 1=
Bil To: |Susan Becker [+] » Ship To. |Susan Becker
Email. [ |5 becker@plobesofiondon biz Email: & |5 becker@theglobeshop uk.com
Company: |Globes of Landon ] Company: [Globes of London
Address: |Carlyle Bullding, Regent Street Address: | Carlyle Building, Regent Strast
City: [London ) City: [London
State: | Fip: [l GKK State: | Fip: [1d 3Kx
Serial Numiser _ Description Ouartity  Prics _ Amourt
Check Stack |1 |CRM Base s $299.00 $1,495.00
Notes: Subtotal | §1,435.00
Discount $0.00
Terms: et 30 Discount Rate: Tex: | $261 B3
FoB: | Seles Tax Rete: | 17.40% Shipping: |
Ship via |Ground a Wieight 2501bs Totak | $1,756.63

Figure 17: Add a set of sales records in the Sales Orders file ready for charting in Excel

We want to create a chart of our invoices, created using the Sales Orders file. We need to start by
publishing the bps_Sales_Orders file as an ODBC data source. Select the menu option Edit > Sharing
ODBC/JDBC. The ODBC/JDBC Sharing Settings dialog box will open, as shown in Figure 18. Highlight
the file bps_Sales_Orders in the list and click the ODBC/JDBC Sharing On button. At this stage, click
the All users button for access to the file. Itis possible to manage which of your colleagues has access
to records in a FileMaker database, using the file's accounts and privileges settings.

ODBC,/IDBC Sharing Settings el |
—ODBC/IDBC Settings
Turn on QDBCfIDEC Shating to publish all shared open files using this pratocal.

ODBC(IDBC Sharing: ¢ OFF & on

I~
by

QDECIIDEC access to file
File: "bps_Sales_orders, fp7"

Currently open files

bps_Inwentory.fp?

bps_Email.Fp?

bps_Contacts.fp? * Al users

bps__Main_Menu.fp? ; e SEECify

e Rl " Specify users by privilege set HELITY: |

5 Sales Orders.fp7 € Mo users (no access via ODBC/IDBC)

oK I Cancel |

Figure 18: Turn on ODBC/JDBC sharing for all open FileMaker files or just the file that contains the data
you want to extract into Excel

Step 3: Creating a New Database Query in Excel
Create a new blank workbook in Excel. Select the menu option Data > Import External Data > New

Database Query. At this stage you may be prompted to install your Microsoft Office CD if Microsoft
Query is not currently installed on your computer.
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The Choose Data Source dialog box, shown in Figure 19, will appear. Highlight New Data Source from

the list in the Databases tab and click the OK button.

Choose Data Source

Databases | Queriesl OL&P Euhesl

JBASE Files”
Excel Files®
M5 Access Databasze”

@l v Usge the Quem Wizard to creatededit queriss

Cancel
Browze...
Options. ..

[elete

Il

Figure 19: Select <New Data Source> in the Choose Data Source dialog box and click the OK button

The Create New Data Source dialog box will now appear, as shown in Figure 20. Add a memorable
name to the new data source. Select the DataDirect 32-BIT Sequelink 5.4 driver from the drop-down list
of drivers. This is the ODBC data driver that is included on the FileMaker Pro CD.

Create New Data Source ﬂ

YWehat name do pou want to give vour data source’?
1. |EF'S Sales Orders into Excel

Select a driver for the type of database you want bo access:

2 |[REEY 1T Sequelink 5.4

Click Connect and enter any information requested by the driver:

3 Connect. .. |
Select a defatlb-fable forn voun data souree [optional);

4 | 2l

[T Save my user D and password in the data source definition

@ (K I Cahcel |

Figure 20: The Create New Data Source dialog box

Click the Connect button, to open the Connect to the Sequelink Server, shown in Figure 21. For
Sequelink Server Host, if you are connecting to a FileMaker file hosted on your computer, type
127.0.0.1 (or localhost). If you plan to connect to a FileMaker file hosted by FileMaker Server over a
network, type the IP address of the FileMaker Server. For SequeLink Server Port, type 2399.
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Connect to the Sequelink Server x|

Sequelink Server Host: |1 27001 Ok

Seqguelink Server Port: IESEIEI Cancel

Server Data Source: I

Figure 21: The Connect to the Sequelink Server dialog box

Click the button to the right of Server Data Source to open the Server Data Sources dialog box,
displayed in Figure 22, which should contain a list of available FileMaker file data sources.

Server Data Sources El

bpz_Contacts :l

bpz_Email

bps_lrventary

bpz Projects

Dault h x
] | Cancel |

Figure 22: The Server Data Sources dialog box

When the OK button is clicked, the Logon to Sequelink Service dialog box will appear, requesting
you to type in an appropriate account name and password for the selected FileMaker file data source.
For the bps_Sales_Orders file, type Admin in the User Name and leave the Password blank, shown in
Figure 23.

Logon to Sequelink Service EI

Databaze User Mame: I.ﬂ'u:lmin Ok
D atabaze Password: || Cancel
[Iatabaze: |

Figure 23: Type the FileMaker file account name and password in the Logon to SequelLink Service
dialog box

Provided the account name and password used has ODBC access to the file, you will now see a list of
available table occurrences from the FileMaker source file, in the Select a table drop-down list. For this
example, choose the Sales Orders table.
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You have now completed the Create New Data Source dialog box, shown in Figure 24. You may like to
check the box to save User ID and password, to make it easier to capture the same source data in the
future.

Create New Data Source i

what name dao you want bo give your data source?
i |EF'S Sales Orders into Excel

x

Select a driver for the type of databaze you want to access:

2 |DataDirect 32-BIT Sequelink 5.4 [ |

Click Connect and enter any information requested by the driver:

3 Connect... |

Select a default table for vour data source [optionall;

[™ Save my user ID and password in the data source definition
@l ak I Cancel

Figure 24: The completed Create New Data Source dialog box

When the OK button is clicked, the newly named Data Source will be added to the list displayed in the
Choose Data Source dialog box, shown in Figure 25.

Choose Data Source B

Databaszes | Queriesl oLap Eubesl Ok

<Mew Data Saurce>

BFS Sales Orders into Excel Catiot)

Browsze. .

Excel Files*
M5 Access Databage®
Optionz...

dual

Delete

@l W Use the Query Wizard to create/edit queries
Figure 25: The New Data Source has been added to the selection list
Step 4: Customising the Database Query
If you now click the OK button, the Query Wizard will be launched, starting with the Choose Columns

dialog box, as detailed in Figure 26. We want to create a sales chart in Excel. To do this, add the Bill to
Company, Sale Date and Invoice Total columns, from the Sales Orders table, to the query.
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Query Wizard - Choose Columns x|

WWhat columnz of data do pou want to include in pour query?

Axailable tablez and columns: Columnz in your queny;
Sales One Record ;I B | Bill Ta Carmpaty j
Sale Date
Bl Sales Drder& =t < | Imvoice Tatal j
Ihvoice 1D %
Bill Ta Marme £ |
Bill To Street
Bill To State
Rill T Prstal Code Ll
Preview of data in selected column:

@l Previgw Mow Options... ¢ Hack I Mest » I Cancel

Figure 26: The Query Wizard - Choose Columns dialog box displays a list of available tables and fields
contained in the FileMaker source file

After you click the Next button, the Query Wizard - Filter Data dialog box that appears next, gives you
to option of restricting what rows (equivalent to records in our FileMaker file) you want to include in
the query. The query has been filtered in Figure 27, to only select sales orders where the Sale Date
occurred during the month of June 2006 (note that the filter supports regional date settings).

Query Wizard - Filter Data |

Filter the: data to zpecify which rows ta include in paur quern.,
IF powy don't want to filker the data, click Mext.

Column ta filter; Only include rows where;
|Bi|| To D:umiani [ ol Date
Sale D ate |i$ greater than ar equal tuj IEﬂ J0B/2006 j
Invoice Total

™ and O O

|is lezs than or equal to j
* and O O
 And O

@ £ Back I Mest > I Cancel |

Figure 27: The Query Wizard - Filter Data dialog box

If you click the Next button, the Query Wizard - Sort Order dialog box appears. You can choose one
or more columns (equivalent to a FileMaker field) to sort the rows as they appear in the worksheet. In
Figure 28, the data sourced from FileMaker will be sorted by the values in the Sale Date column.
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Query Wizard - Sort Order |

Specify how pou want your data zorted.
[f you don't want ta zort the data, click Mext.

Sort by

' Ascending
" Descending

Then by

I ﬂ " Ascending
| Descending

Then by

I j {7 Bscending
" Deseending

@ < Back I Mt = I Cancel |

Figure 28: The Query Wizard - Sort Order

When you click the Next button, the Query Wizard - Finish dialog box will appear, shown in Figure 29.
The Query Wizard now has enough information to capture the source data. You now have the option
to insert the data into the Excel worksheet. You can also click the Save Query button to preserve your
settings for future use.

Query Wizard - Finish X

—What would you like to do nest?

' Return Data to Microsoft Dffice Excel % Save Query... |

™ iew data or edit quem in Miciozolt Query

" Create an OLAP Cube from this query

@l < Back I Firizh I Cancel |

Figure 29: The Query Wizard - Finish dialog box

When the Finish button is clicked, you will be able to choose from which cell to insert the data, in the
existing or a new worksheet, as shown in Figure 30.
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Imporkt Data Ej
Where do you wank bo puk the daka?

% Existing worksheet:
Cancel

Escis B9

" Mew worksheet

i3] Create a PivotTable report. ..

Ptoperties... Parameters. .. Edit Query...

Figure 30: The Import Data dialog box

When the OK button is clicked, you will again be prompted to enter the account name and password
for the source file, to logon to the Sequelink Service, shown in Figure 31.

Logon to SequeLink Service EI

Ok

Databaze User Mame: I.-'l‘-.dmin

Databaze Password: i| Canhcel

[Iatatiaze I

Figure 31: The Logon to Sequelink Service dialog box
Step 5: Reviewing the FileMaker Data in Excel

Finally, the selected FileMaker source data will be inserted into the Excel worksheet, shown with some
example sales data in Figure 32.

A | B | C | o | E |
L1
12
|3
|4
| 5 | Bill To Company Sale Date Invoice Total
| 6 | AWMYE Consultancy | 01/06/72006 1605
17 Globes of Landon | 04/06/2006 178663
|8 Globes of Londan | 09/06/2008 351.33
1 9 | AMYE Consultancy 38877 351.33
n

Figure 32: The selected FileMaker source data filtered, sorted and inserted into the Excel worksheet

i FileMaker Pro and Microsoft® Office Integration page 21



Part V Embedding an Excel Chart in FileMaker
We can use the sales data to create a simple chart in Excel. This chart can then be copied and
embedded in a container field within a FileMaker database.

Step 1: Creating the Excel Chart and copying it to the Clipboard
Save the new Excel worksheet containing our sales orders data. Highlight the Bill to Company and
Invoice column headings and click the Chart Wizard button and follow the Chart Wizard options to

create a simple chart on the worksheet using the sales data, as shown in Figure 33.

Click on the chart area boundary to highlight the chart and copy the chart to the clipboard with the
mouse menu, or the menu option Edit > Copy.

Bill To Company Sale Date [Invoice Total
AWYE Consultancy | 01/06/2006 150
Globes of London | 04/06/2006 1756.63
Globes of London | 09/06/2006 351.33
YWWE Consultancy 38877 351.33
[ L] |
Irice Total
2000
@ —
% 1500
e 10—
= 500 —H —
. 0 T T [ T [ -
Wiy 3 ¥ 5
K\r‘ﬁ\a o“bo o“bo @S\a
P S
I s @ &
Q’CP &£ P Q,C)D
o S
Customer

Figure 33: Creating a new chart from the sales data in Excel.
Step 2: Adding a new Container Field to Display the Chart in FileMaker

In order to focus the minds of your sales team, you might decide to display a monthly sales chart in the
bps_ Contacts FileMaker file. Your sales team can graphically see how well they are performing against
targets, in the same FileMaker layout that contains your customer details.

To do this, we first need to add a new Container field to the bps_ Contacts file. Open the bps__Main_
Menu file in the BPS folder, and click the Contacts button in the BPS Menu layout.

Once the Contacts file has opened, choose the menu option File > Define Database. The Define
Database for bps_Contacts dialog box will open , shown in Figure 34. Use the Field Name box to type
in a new field called Monthly Sales Figures. Choose Container from the drop-down list of field types in
the Type box, and click the Create button. Then click the Options button.

v
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Define Database for “"bps_Contacts™ ) _ﬂi’

Tables Fields |F|e|ationshi|:-s|

Table: | Contacts ;l 36 fields defined Yiew b IFieId name 'I

Field Marme | Tvpe | Options | Comments  (Click ko taggle) |:!
# Address 2 Type Text

# City 1 Text Indexed

* Ciky 2 Text

# Company Texk Indexed

# Contact ID Mumber Indexed, Auto-enter Serial

# Created By Texk Creation Mame

* Email Text Indexed

# Email Address with Mame Calculation from Contacks, = First Marme & " " & Lask Name &"..,

# First Marne Text Indexed

# Full Mame Calculation Indexed, from Conkacts, = First Mame & " " & Last, .,

# Last Mame Texk Indexed

# Monthly Sales Figures Caontaingt Global ;I

Field Mame; | Monthly Sales Figures Tvpe: I Container j Options... |
Cammenk: |
Create Charige Duplicate Delete | Copy | Paste |

Pritt.... | Ok I Cancel |

A

Figure 34: Add a new Global Container field called Monthly Sales Figures to the bps_Contacts file

The Options for field “Monthly Sales Figures” dialog box will appear, shown in Figure 35. Click the
Storage tab and check the box titled Use Global Storage. Click the OK button to close the Field
Options dialog box, then click the OK button to close the Define Database dialog box.

Options for Field “Monthly Sales Figures” el B

Auta-Enter | W alidation StlI'TE'IEHE|Furig|ar1a|

Global Skorage

& field that uses global starage contains anly one value that is
shared across all records, & global field can also be used as a
kemporary storage location (For example, in scripks),

v Use global storage {one value For all records)

y
Figure 35: The Global Storage option in the Options for Field dialog box

Step 3: Adding the Container Field to the Contacts Form View Layout
You may notice that the newly defined Monthly Sales Figures field has been automatically added to the

base of the Contacts Form View layout. This default FileMaker setting, where any newly defined fields
for a file are added to the currently selected layout, can be switched off. To do this, choose the menu
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option Edit > Preferences, to open the Preferences dialog box, click the Layout tab and uncheck the

box titled Add newly defined fields to current layout. The Layout Tab of the Preferences dialog box is
shown in Figure 36.

General Lapout | Memoryl F'Iug-lnsl Fonts I

r~ Lawvout Options
[ always lock layout tools

[ Add newly defined Fields ta current layout
p%ve layout changes automatically {do not ask)

— Color Palette
' System subset (88 colors)

"~ Standard system palette (256 colors)
" Wweb palette (216 colors)

ak. I Cahicel |

Figure 36: Switching off the default FileMaker setting where any newly defined fields in a file are
automatically added to the current layout

If the newly defined field called Monthly Sales Figures has not been automatically added to the
layout, you can add the field by dragging the Field tool, in the Status Area, to the required position
and selecting the new field from the Specify Field dialog box, that appears when the mouse button is

released. In Figure 37, the new field has been place on the layout between the contact details and the
existing Picture field.

lame>> <<Last Name>>

=

First Name: FEirst Name
Last Name: Last Name
Phones: Phone 1 | Phone 2
Email: [  Email
Title: Tille

Monthly Sales Figures

Company: Company

d Customer:

Notes: | Notes -

Figure 37: The new Monthly Sales Figures container field added to the Form View Layout
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Step 4: Pasting a Link to the Excel Chart in the Container Field

We can now switch back to Browse Mode and insert the Excel chart, currently held in the clipboard,
into the new container field. Click in the Monthly Sales Figures field and select the menu option Edit >
Paste Special. The Paste Special dialog box will appear, shown in Figure 38.

Click the Paste Link button in the Paste Special dialog box. This will create a link to the source Excel file
that contains the sales chart.

Source;  CADocuments and Settingzi\Mr EvanshDeskiopiFilebd ak
A Cancel |

" Paste ticrozoft Qffice Excel Chart %
' Paste Link [~ Dizplay &3 lcan
Result

Inzerts a picture of the clipboard contents into wour
@_. document. The picture iz linked ta the source file
@ 20 that changes to the file will be reflected in wour
docurnent,

Figure 38: Select the Paste Link option in the Paste Special dialog box to create a link to the source
Excel worksheet that contains the sales chart

The Monthly Sales Figures file has been defined to use global storage for its contents. This means that
the sales chart will be visible in all Contact records, as shown in Figure 39.

-f!—,—J New )E,—J Delete ('k Find

Becker

.ondon

First Name: ' Susan

Last Name: Becker faice Tetal
Phones: 4 fggg
Email: (& s.becker@theglobeshop.uk.com § 1:22 H
Title:  Finance Manager @ o ) ]

@ it A
ﬁf v fé\
o o 4 o

wred Customer: |Yes | ¥ & &

Customer

Company: |Globes of London

Notes: | Interested in customer and sales software

Figure 39: The linked sales chart displayed in FileMaker

Step 5: Working with the Linked Chart
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From within the FileMaker file, you can now edit or open the linked worksheet that contains the original
sales data and sales chart. Click on the chart in the Monthly Sales Figures field and open the mouse
menu, as shown in Figure 40. You can now select the mouse menu option Edit Linked Worksheet,
which will open the original Excel worksheet directly from FileMaker. Or you can double click the chart
to view the original Excel worksheet containing the chart.

cll% Zuk
Copy
iz Paste Picture (Metafile)

Edit Linked Worksheet
Open Linked Worksheet

Insert Pickure. .. W

Insert QuickTime. ..

Insert Sound. ..
Insett Eile. ..

Insert Chject. ..

Export Field Contents...
Figure 40: The mouse menu option when the Monthly Sales Figures Field is selected

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 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. 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, if you have one. Or you
might like to create a new marketing letter, similar to the example shown in Figure 41.
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Dear
Swnmer Offers

We are getting in touch to let you know of some great offers we have on small
business software and solution packages

Please do get in touch if we can help with any computer support or procurement
requirements you may have and I do hope you are eryoying the summer sunshine

Best regards

James Laing
Marketing Director

Figure 41: A sample marketing letter written in Word, ready for merge fields to be added
Step 2: Creating the Merge Data File in FileMaker

We can export the customer records held in the bps_Contacts file to create a new merge data source
file. You can either select all records in the Contacts file to include in the new merge file, or reduce the
list of recipients by searching for a specific group of customers. 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, at the base of the
dialog box, are shown in Figure 42. 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.

File name: IB PS Contacts ﬂ Save
Save az type: IMerge Files [*.mer) ﬂ Cancel |
After saving: [~ automatically open file

[ Create email with file as attachment

4
Figure 42: The file options in the Export Records to File dialog box

The Specify Field Order for Export dialog box will appear, shown in Figure 43. 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
to 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.
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Specify Field Order for Export E 21 x|

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

I Current Lapout ["Foim Yiew”] ;J % Group by
First Mame ;I {Unsorted)
Last Marne
Monthly Sales Figures
Motes
Phore 1
Phone 2 Field expart order

Picture: ;
[ ode L » Move » | # First Name
Postal Code 2 Last Mame

Preferred Customer Move All | Company

*

£
State 1 # Street 1
State 2 Clear Al | $ Ciby 1
gireetd % State 1

*

Street 2
Pastal Code 1

Title
Menu::Global Company Mame -
[~ Options
Output File characker set: I Windowes [ANS]) -
[~ Apply current layout's data formatting to exported data Export I Gl |

4

Figure 43: 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 > Letters and Mailings >
Mail Merge. The Mail Merge task pane will open, as shown in Figure 44. You use the hyperlinks in the

task pane to navigate through the mail merge process.

Mail Merge >
e|e| a

Select document type

Wehat tvpe of document are you
working on?

® Letters

2 E-mail messages
) Envelopes

i Labels

i+ Directory

Lektters

Send letters to a group of people.
You can personalize the letter
that each person receives,

Click, Mext ko continue,

Step 1 of 6

& Mext: Starting document

Figure 44: Step 1 of the Mail Merge task pane
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Click Next, to open the next pane, and assuming you already have your communication document
open, as shown in Figure 45, click the Next button to open the next pane and select your mail merge
recipients.

Mail Merge >
@ = 0

Select starting document

How do wou want to set up wour
letters?

® |se the current document
) Skart From a kemplate

) Skark From existing docurment

Use the current document

Start From the document shown
here and use the Mail Merge
wizard ko add recipient
information.

Step Z of &

% Mext: Select recipients %

@ Previous: Select document bype

Figure 45: Step 2 of the Mail Merge task pane
We need to link the merge file we exported from the FileMaker database with this Word document. In

the Select recipients section of the task pane, shown in Figure 46, click Use an existing list then click the
Browse hyperlink.
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: Mail Merge -

ciolia

Select recipients

i Use an exisking list
i Select from Cuklook conkacts

O Type a new list

Use an existing list

Use names and addresses from a
file or a database,

& Browse..,

M Edit recipient E i

Step 3of 6

@ Mexk: Write vour letter

@ Previous: Starting docurnent

Figure 46: Step 3 of the Mail Merge task pane

The Select Data Source dialog box will appear, shown in Figure 47. You will need to open the folder
where you saved the exported merge file. To make the merge file visible in order to select it, you will
need to choose All Files in the Files of type drop-down list. When you have highlighted and selected

the merge file, click the OK button.

Select Data Source ;

Look in: | 150 M5 Office

j@--.!l Qx._‘_.lﬁvTool_sv

; CHBPS_1.0 Office
__J _T)FileMaker Files
My Recent iP5 Cantacks, mer

Documents

Deskbop

My Documnents

=

My Compuker

j Mew Source. ., |

l} Cpen

:_g File name! I
My Mebwark.
Places Files of bype: IA” Files (*,%)

Figure 47: Select the exported merge file in the Select Data Source dialog box

w

=l

Cancel
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Step 4: Reviewing the Recipients List in the Data File

A Mail Merge Recipients dialog box will then appear, as displayed in Figure 48, with the list of
recipients displayed. If you did not sort the records in FileMaker prior to creating the new merge

file, you may wish to sort the recipient list by name, company or address details at this stage. As an
example, with a large recipient list, you might be able to negotiate a discounted postage fee with your
mail service if your letters are pre-sorted by postal code.

Click the OK button, if you are happy with the recipient list.

Mail Merge Recipients B ]

To sork the list, click the appropriate column heading.  To narrow down the recipients displaved by a
specific criteria, such as by city, click the arrow next to the column heading. Use the check boxes or
buttons ko add or remove recipients from the mail merge,

Lisk of recipients:

| Last Mame | | First Mame >| Streef 1
Becker Globes of L., Carlyle Buildi London
< | .
Select Al | Clear all | Refresh |
Find.., | Edit,.. | Yalidake |

4

Figure 48: The Mail Merge Recipients dialog box gives you to option of reviewing, filtering and sorting
the target list

Step 5: Adding Merge Fields to the Mail Merge Letter

We need to add fields to our mail merge letter. We can do this in the fourth Mail Merge task pane.
Click the More items hyperlink, shown in Figure 49.
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Mail Merge v X
e & a

Write your letter

If wou have naot already done
50, write vour letber now,

To add recipient information to
wour letker, click a location in
the document, and then click
one of the items below,

5] Greeting line. .,

_f| Electronic postage. ..

=] Moare items.
When vou have Finisged
wiriking wour letter, dlick Mext,
Then you can preview and

personalize each recipient's
letter,

Step 4 of 6B

% Mext: Preview your letters

Figure 49: Step 4 of the Mail Merge task pane includes a hyperlink to add merge fields to the
document

The Insert Merge Field dialog box will appear, as shown in Figure 50. Highlight each field and click the
Insert button to add the merge field to the Word document. When you have added the fields to the
document, click the Close button.

Insert Merge Field x|

Insert:
i~ Address Fields ¥ Database Fields

Fields:

Firsk_MName e
Last_Mame _I
Company

Skreel_1

Ciky_1

Stake 1

=
Makch Fields. .. | Inserk: I Close |

Figure 50: The Insert Merge Field dialog box will include the field list from the merge data file
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Once the fields have been added, your communication document should look similar to Figure 51.

gFirst MNamew «Last MNames
#Companys

gatreet 1n

@ity _1n

wotate 1n

#Postal Code_1n

Dear «First Mames

Suminer Offers
Figure 51: The Word letter document with the merge fields added
Step 6: Previewing the Completed Mail Merge Document

Click the Next hyperlink to preview the mail merge letters, with an example presented in Figure 52.

Mail Merge S
Suszan Becker Ty

Globes of London h
Carlyle Building, Regent Street Preview your letters

London One of the merged letters is

WT 83 previewed here, To preview
another letter, click one of the
Folloving:

oo oo | Recipient; 2

—aﬂi Find a recipient. . %
Summer Offers Make changes

‘fou can also change your

We are getting in touch to let you ) recipisnt list:
o Edit recipient list, .

Exclude this recipient

Flease do get in touch if we can hef o il e sk

requirements vou tmay have and T g previewing your letkers, click
Mext, Then vou can prink the
merged letters ar edit

business software and solution pac

Best regards individual letters to add
persanal comments,
Step 5of 6
James Laing % Mext: Complete the merge

Figure 52: In Step 5 of the Mail Merge task pane the merged letters can be Previewed

Finally, you can click the Next hyperlink to complete the merge and either print or customize individual
letters within the new mail merge document, as shown in Figure 53.
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Mail Merge r

ol oY

Complete the merge

Mail Merge is ready to produce
wour letkers,

To personalize vour letkers,
click "Edit Individual Letters,"
This will open a new document
with wour merged letters, To
riake changes ko all the
letters, switch back ko the
original document,

Merge

23 Print...
& Edit individual letters. ..

Step 6 of 6

Figure 53: In step é of the Mail Merge task pane the merged letters can be edited and printed
Step 7: Automating the Creation of a Merge File with a FileMaker Script

To assist you with future mail merges, you may wish to save a document containing the merge fields
originating from FileMaker, as a Word template. The procedure for creating the new merge data file
from FileMaker can also be simplified for future use by writing a simple script. The Merge to Word
script shown in Figure 54, contains only the Export Records script step. The settings for the merge
output file can be embedded in the script after clicking the specify output file button, and the fields to
be included in the merge file are set after clicking the specify export order button.
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Script Mame; | Merge ko Waord

< I i

— Scripk Skep Options

W Specify autpuk file Specify. .. |
I Perform without dislog ¥ Specify export order Specify... |

Clear Duplicate Disable | Capy | Faske |

[ Pun script with Full access privileges o4 I Cancel |

Figure 54: A simple script created in a FileMaker file to automate the procedure for exporting
records as a merge file

Sharing Data between FileMaker Pro and Microsoft PowerPoint

Part | Dynamically Linking FileMaker Data within a PowerPoint Presentation

The same Object Linking and Embedding (OLE) technology that enabled us to insert an Excel chart
into a FileMaker container field can also be used to keep your PowerPoint presentations up to date with
the latest data in a FileMaker file. We can use the same Excel file from earlier which included sales data
originating from the BPS Sales Orders in FileMaker.

Step 1: Inserting FileMaker Data as a Chart in a PowerPoint Presentation

Launch your PowerPoint presentation and select the slide in which you wish to present the FileMaker
sales data that was graphed in Excel. Select the PowerPoint menu option Insert > Object. The Insert
Object dialog box will appear. Click the Create from File radio button, shown in Figure 55, and click
the Browse button to locate and select the SalesDatafromBPS Excel file that we created earlier. Check
the Link button, to create a dynamic link between this PowerPoint document and the Excel worksheet.
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§ Insert Object !

" Create new File:
{* Create from file Ilesktnp'l.FileMaker DI¥iMS Office)SalesDataframBPS. xls Cancel |
Browse. .. v Link
I Display as icon
~ [Result

Inserts a picture of the file contents inko wour presentation,
@—'@ The picture will be a shaortout ko the File so that changes ko
the file will be reflected in your presentation.

Figure 55: Adding a dynamic link to FileMaker sales data plotted in Excel from within a PowerPoint
presentation

After you click the OK button, the Excel chart will appear in the PowerPoint slide.

Step 2: Opening the Linked Chart during a Slide Show

You can make the chart automatically open the linked Excel worksheet, when clicked during the
presentation. Select the menu option Slide Show > Action Settings. The Action Settings dialog box will

appear shown in Figure 56. To open the OLE object by clicking it during a slide show, click the Mouse
Click tab, or click the Mouse Over tab to activate the object when the mouse is moved over the chart.

Action Settings x|

Mause Click | Mouse Ower I

Action on click

 Mone
€ Hypetlink ko:

et Slids 7
" Run program:

I Brofase. .. |
€ Rurimacro;

| 7|

' Object action:
R -
[ Play sound:

|[Nu:| Sound] j
[ Highlight click

oK I Cancel |

Figure 56: You can use the Action Settings dialog box to open or edit the Excel worksheet containing
the up to date FileMaker sales data from within PowerPoint
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If any of your audience request to view the original record set in FileMaker, you can of course use the
same OLE technique to launch the original database file from within a PowerPoint presentation.

Part Il Using FileMaker as an Asset Library to Store Office Documents

There are many professional firms using FileMaker as an electronic asset library, to store business
documents. New Media and design agencies store job bag images in a file, while architects and
solicitors can store and retrieve project plans or drafts of contracts in FileMaker. 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 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, click the Create a new file using a template button, and select the
Document Library from the Business - General set of database templates, shown in Figure 57. Click the
OK button to create the new file.

¥ Create a new file using a template: I Busziness - General ;I
" Create a new empty file - Documertk Library

Produck Catalog

Reqgiskration

Research Motes

To Do Lisk %

[ Mo longer show this dialog

Template Infao... | QK I Zancel

Figure 57: Select the Document Library template

If the templates library does not automatically appear when you launch FileMaker, select the menu
option Edit > Preferences to open the Preferences dialog box. In the General tab, shown in Figure 58,
check the box titled Show templates in New Database dialog box
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Preferences

General | Layu:uutl Memu:ur_l,ll F'Iug-lnsl Fonts I

User Interface Options
¥ &llow drag and drop text selection

[ Show templates in Mew Database dialog box
Figure 58: Check the show templates box in FileMaker Preferences

The new document library file will open. Click the New button to add a new record, as shown for a
PowerPoint presentation example in Figure 59.

Step 2: Inserting a File into the Document Library File

Document Library

Wiew Document Librar

; -
E;—J Mew )EJ—J Delete (J\ Find

Sales Team Presentation

File Mame: Sales Team Presentation Picture
File Type: Sales Incentives %
Project:  Summer Sales Boost
File Path:
Descrpton:

File Size: | insertfile |

Date Insertad: | Export File |
Last Modified:

Notes:

Figure 59: 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 60. 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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File rame: ISaIes Team Summer. ppt j Open I
Files of type: I,-’.'-.II Files [*.%) j Cancel |

A

¥ sStore only a reference to the file

Figure 60: The file storage option within the Insert File dialog box

After you click the Open button, FileMaker will display a file icon and name in the container field, but
not the actual content, as shown in Figure 61.

Picture

@)

Sales Team Summer.ppt

|. Insert File |

| Enport File |

Figure 61: The PowerPoint presentation is displayed as an icon in the container field

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 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 Object option from the mouse menu or the Insert menu.
The Insert Object dialog box will open, as shown in Figure 62. Select Create from File, then click the
Browse button to highlight and open the file. Back in the Insert Object dialog box, check the box
marked Link and click OK.
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0K |
" Create New
bt ile: Microzoft PowerPaoint Cancel |

* Create fram File kh'” 5 Office’\Sales Team Summer pp}

Erowze... v Link
[ Display &z lcon

Result
Inzerts a picture of the file contents into your

@4@ document. The picture will be linked to the file 2o
that changes to the file will be reflected in your
document.

Figure 62: Use the Insert Object dialog box to add a link to the original file in a container field
Step 4: Working with The Linked File
You will now see an image of the original file in the container field. Click in the container field and

open the mouse menu. For the PowerPoint presentation example shown in Figure 63, you can show,
edit or open the linked presentation file.

& cut
Copy
B paste Picture (Metafile)

Show Linked Presentation
Edit Linked Presentation
Dpen Linked Presentation

Inserk Picture. ..
Insert QuickTime. ..
Insert Sound. ..
Insert Eile. ..

Insert Ohject. ..

Export Field Contents, .,

Figure 63: The mouse menu options for a linked PowerPoint file in a FileMaker container field
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Sharing Data between FileMaker Pro and 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 possible to open your computer’s email application from within FileMaker using the Send Mail
button command or script step. You can add a button to a FileMaker layout, adjacent to an email
address field, to make it easy for colleagues to create a new email to a selected individual.

An example of a send mail button can be seen in the Form View layout of the bps_Contacts database
that forms part of the Business Productivity Solution template. The email button in the Contacts layout
is shown in Figure 64 and when clicked runs a Send Email script. You can simplify the formatting of an
email button so that it just runs the Send Mail command.

Fir=t Mame: | Suszan
Last Mame: Becker
Phones:
Ermizil: = hecker@theglobeshop uk.com
Tﬂminance Manager
Company: | Sobes of London

Preferred Customer: |Yes

Motes: | Irterested in customer and sales software

Figure 64: Adding a button to a FileMaker layout to run the Send Mail command

Customizing the Send Mail Script Step or Button Command
The Send Mail options dialog box is shown in Figure 65. The dialog box provides you with several
options for composing one or more emails, based on the records you are browsing in your FileMaker

file.

You can choose to create a single email to the current record or generate multiple emails using
the currently browsed set of records containing valid email addresses. There are boxes for you to
customize how the To, CC and BCC email header boxes are managed. You can specify the email
subject and text body and decide whether to attach one or more files with the email.

In the example shown in Figure 65 multiple emails will be created addressed to each of the records
currently browsed in FileMaker, based on the contents of the Email field in the Contacts table for each
record. The email message has been customized, after clicking the right arrow tile to the right of the
message box and choosing the Specify Calculation option. A custom salutation has been included in
the email text, using the contents of the First Name field in each recipient record.
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"Send Mail" Options ) 2l x|

Send email messages to one or more people using values wou enter or those Ffrom Fields or
calculations, IF vou type more than one email address, separate each one with a semicolon or
carriage return.

Create: (' One email using data from the current record

* Multiple emails {one for each record in found set)

To: | Contacks::Email

.

[ For each message, collect addresses across found set

oC: |

i

[ For each message, collect addresses across found set

BCC: |

.

[ For each message, collect addresses across found set

Subject: | Summer Mewsletter

Message: | "Dear " & Conkacts: First Name & " & ;I
"T wanted ko let wou know about the new updated range of small business
software we are now offering Windaws and Macintash platform clients,"

> Ll

I |

[ attach File SEECY

OF | Cancel |

Figure 65: The Send Mail Options dialog box

The Email database module, which forms part of the Business Productivity Solution, is a great example
of how FileMaker can be used to create and manage complex email marketing campaigns. Itis well
worth taking a copy of the bps_Email file and using the email scripts included in the file, to give you
ideas for how FileMaker can be used to drive email communications.

It is important to be aware of the Perform without dialog option, that forms part of the Send Mail script
step or button command. If this option is selected, FileMaker will place the composed email message
in the email application outbox, ready to be sent. If this option is not selected, the composed message
is left open in the email application so it can be reviewed. In Microsoft Outlook Express or Microsoft
Entourage on the Macintosh operating system, the new message is left in the Drafts folder.

Part Il Managing Incoming Emails with a FileMaker Plug-In

For any business or workgroup, one of the challenges in implementing an effective customer
relationship management (CRM) solution is the ability for all the sales team to share not just outgoing
communications to a customer, but have the ability to view and respond to incoming emails, as well.
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It can be quite a challenge to set up email rules across all your business computers to send copies
of emails received from prospects and clients to shared folders, where colleagues who may also be
working on the same customer account can access and review the most recent incoming emails.

The easiest way to adapt a shared FileMaker contacts database to store incoming emails, is to create
a new related file with fields to record the date and time of the incoming email, the originator’s email
address, to whom the email was sent, the subject and message of the email.

For individual customers, you can use the email address as a key field in the relationship. To view
emails from any individual from a company in a portal, you can use the email domain to the right of the
‘@ symbol in the originator's email address to create a relationship to a customer record with the same
default email address.

This technique does require some copying and pasting of an incoming email’s constituent parts to
be effective. There are some third party FileMaker Plug-ins available that can synchronise emails and
related data between Microsoft Outlook or Entourage and FileMaker Pro.

Further details on barcode plug-in providers and developers who specialize in shipping solutions can
be found at the end of this article. We can use the PC Exchange plug-in available from Productive
Computing to demonstrate how easily emails can be imported and exported between FileMaker and
Outlook.

Step 1: Installing the Exchange Manipulator Plug-in
You can download a demonstration copies of Productive Computing’s Exchange, Outlook and
Entourage FileMaker plug-ins from their Web site at www.productivecomputing.com. On a Windows

PC, copy the Exchange Manipulator plug-in to the folder called Extensions within the FileMaker Pro
extensions folder, shown in Figure 66.
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Figure 66: The Exchange Manipulator plug-in within the Extensions folder

Step 2: Activating the Plug-in

Launch FileMaker Pro and select the menu option Edit > Preferences to open the Preferences dialog
box. Select the Plug-Ins tab. Highlight and check the PC Exchange Client Manipulator plug-in in the

list, as shown in Figure 67, and make sure that the plug-in has a tick in the enabled box.

Generall La_l,u:uutl temon  Flugdnz I Forits I

Enabled Plug-Ins

[w|Autolpdate

[ Barcode

[W]IDdutamation. corn Barcode

M PC Exchange Client Manipulator

X

This phug-in will insert data to and extract data From Microsaft
Outlook® and Exchange Server®

htkps ) fiiana, productivecomputing, com

2006 Produckive Computing, Inc,

Configure, ..

0k, I Cancel |
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Figure 67: Enabling the PC Exchange plug-in in the Preferences dialog box

Step 3: Testing the Exchange Manipulator Plug-In

You can review how the Exchange Client manipulator works by opening the FileMaker file called
Outlook_Exchange Manip Demo, which is downloaded with the plug-in. The demonstration database
included a series of tabs across the top of the layout, to demonstrate how contacts, calendar events,

tasks, notes and emails can be ‘pulled’ into and ‘pushed’ out of a FileMaker database.

Script examples are included with the file and displayed on the menu layouts, as shown in Figure 68.

Mail (Pull) - Exchange Client Manipulator Plug-in

Enchange Client Manipulator 1,0,4,0

) Contacts Calendar Tasks
[3"\ Setup Pull Push Pull Push Full Push

Script Overview

PCEM_OpenFolder{ "/Deleted Items" )

PCEM_GetRecordCount Wiew Example

PCEM_GetFirstRecord

Loop
Create a FileMaker Record
PCEM_GetFieldData {Exchange Client Field Mame )
PCEM_GetMextRecord

End Loop

* See User Guide for more details on all the cornmands listed above.

Figure é68: Productive Computing demonstration file includes script step examples in the menu layouts

You can test the plug-in with your own Outlook emails and select an Outlook folder to pull emails from
into FileMaker, as shown for an example in Figure 69.
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Mail (Pull)

Go To Main Demo

Outlook Folder
£ Outlook Mail ID

Sent On
Received On

To

Cc

Bcc
From 1
Subject
Body

Exchange Client Manipulator Plug-in

l

Extract Mail from Outlook: Pull

/Inbox/FSA Talk Folder ID

000000002777 13AF416065468F1357F6 1EDEE1 2E04572200

6/12/2006 13:36:18 6/12/2008 ) 1:36:18 PM
Date ime

6/12/2006 13:36:21 6/12/2008 1:36:21 PM

FSA.Tech Talk@filemaker.weborossing,.com

FSA Tech Talk@filemaker, From 2 FZA Tech Talk@filemaker,
Cigest from FEA Tech Talk - Dec 15, 2005

This is a digest of messages posted to FEA Tech Talk
86 messages in today's digest.

Figure 69: The field structure of an email ‘pulled’ from Outlook into FileMaker using the Exchange
Client Manipulator plug-in

The Outlook, Entourage and Exchange plug-ins from Productive Computing do use powerful script
step commands which you may find quite challenging initially if you are relatively new to FileMaker.
The plug-ins do provide a technique for capturing incoming emails without the need to copy and
paste date, which you might like to incorporate at a future stage in your FileMaker CRM solution.

w
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FileMaker and Microsoft Office Integration Resources

You can get further information about FileMaker and ODBC / JDBC drivers from the FileMaker
Web site.
http://filemaker.com/developers/resources/odbc.html

In addition, the FileMaker Knowledge base Web site has articles on how to use ODBC to integrate data
between FileMaker and Microsoft Office.
http://www.filemaker.com/kb

There are several third party FileMaker plug-ins available that can assist you to exchange data between
FileMaker Pro database and Microsoft Office applications.

Productive Computing is a long established FileMaker development firm that has developed a range of
FileMaker plug-ins specifically designed to help you synchronize data between a FileMaker database
and Microsoft Outlook, Outlook Exchange and Entourage.
http://www.productivecomputing.com/index.php

Datavisions are another FileMaker development company who supply a Microsoft Outlook
synchronisation plug-in called Outlook Ops for the Windows platform.
http://www.datavations.com

http://www.outlookops.com

A full list of third party plug-ins for FileMaker Pro is available on the following FileMaker Web site;
http://solutions.filemaker.com/solutions/search_results.jsp?developer=plug-in&status=Plug-In
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