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INTRODUCTION

	 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

•  Analyzing and modeling data

•  Producing charts and graphs

•  Building a financial model

•  Creating basic reports

•  Viewing information in list, form, or table 
    view

•  Storing and managing virtually any type of 
information (words, images, numbers, files)

•  Creating and publishing customized forms 
and reports

•  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.

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:

Microsoft Excel Spreadsheet
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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:

	 4Performing searches
	 4Printing professional quality reports
	 4Importing and storing images, video, PDFs, PowerPoint presentations, etc.
	 4Tracking projects, contacts, inventory
	 4Publishing information to the web
	 4Sharing 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.



Using FileMaker Pro with Microsoft® Excel Using FileMaker Pro with Microsoft® Excel page 5

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. 

3. 	In the Create a New File Name dialog box, type a name for the new file, choose a 
location, then click <Save>.

You now have a FileMaker Pro file with the same information as your Excel file.



Using FileMaker Pro with Microsoft® Excel page 6 Using FileMaker Pro with Microsoft® Excel

Once your Excel File has been converted to a FileMaker Pro file, you can now easily 

search and sort your data:

	 4Click on any header, and FileMaker Pro will automatically sort the data for you.

	 4Find information quickly by entering a word in the search box in the Status 		

	      Toolbar. Easily search across all fields in your layout.

	 4Add or delete records instantly using the “New Record” or “Delete Record”		

	      icons.

	 4Add fields or columns just like you would in a spreadsheet.

	 4Resize 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.
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b. 	Next, select the column menu again and choose [Trailing Subtotals], and then 
[Count (State_Province1 Count)].

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

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.
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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. 

5.   From the [Recurring Import Setup] window, select the following: 
To skip importing column headings, select Don’t import first record (Contains field a.	
names).

Choose your Layout Nameb.	

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

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:

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)
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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

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
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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.

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. 
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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.

	
		             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.
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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:

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
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Step 4:  Follow the menus in the Report Layout to choose what information you 
would like to chart:

    

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:

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:

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:

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.

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.

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.

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.

•  FileMaker Pro Resource Center that includes video tutorials, hands-on guides and 
other helpful information.

•  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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